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THE IPFW SCHOOL OF EDUCATION 

 

 

 

GENERAL STATEMENT 

“I believe that education is the fundamental method of social progress and reform.  All 

reforms which rest simply upon the law, or the threatening of certain penalties, or upon 

changes in mechanical or outward arrangements, are transitory and futile…  But through 

education society can formulate its own purposes, can organize its own means and 

resources, and thus shape itself with definiteness and economy in the direction in which it 

wishes to move… Education thus conceived marks the most perfect and intimate union of 

science and art conceivable in human experience.” 

John Dewey, My Pedagogic Creed, 1897 

 

The School of Education is dedicated to a conceptual framework that serves our students 

effectively.  The foundation for the growth of learners is grounded in research and the 

interaction between and among students and faculty.   In addition, self-reflection, 

discussions of best practice and interest in the greater community are critical components 

of our mission.  Experimentation in regard to teaching methods, strategies, and 

assessment is encouraged.  Respect for democratic ideals and diversity of thought guide 

responsible members of the learning community to respond in an ethically appropriate 

and professional manner.  

We recognize the critical link between teaching and research in that research influences 

best pedagogical practices. The purpose of research is to examine variables that affect 

teaching and learning, to find new truths, and to report these findings in a manner that 

will contribute to craft knowledge and professional scholarship.     

The faculty of the departments within the School of Education review academic programs 

and must vote and approve all curricular and programmatic changes.  The School of 

Education reviews all recommendations of the Teacher Education Council and those 

consistent with applicable Indiana teacher certification requirements. The School of 

Education seeks to follow all guidelines set forth by agencies of the state government 

responsible for Indiana certification of teachers and other school personnel.  In matters 

relating to certification of school personnel, this unit acts in liaison between Indiana 

University Purdue University Fort Wayne and agencies of state government responsible 

for teacher certification and appropriate units of Indiana University- Bloomington and 

Purdue University- West Lafayette.  

 

 

 



 5 

Introduction 

 

 

This handbook states official policies of the School of Education, Indiana University – 

Purdue University Fort Wayne.  Additional policies pertaining to the School of Education 

faculty and/or students may be found in: 

 

 The Faculty Handbook for Indiana University  

 The Faculty Handbook for Indiana University – Purdue University Fort Wayne 

 The Student Handbook for Indiana University 

 The Student Handbook for Indiana University- Purdue University Fort Wayne 

 The Student Handbooks for the School of Education at Indiana University – Purdue 

University Fort Wayne 

 

Materials contained herein represent an evolution of documents beginning in November 

1976 to the current document.  Future actions of the policy-making body of the School of 

Education will be distributed to the faculty with directions for insertion into the Policy 

Handbook. 

 

This document was revised in 2008 to reflect changes in departmental structures and 

policies within the SOE.  The document was originally authorized by action taken at the 

School of Education faculty meeting of December, 2002.  The following was moved, 

seconded, and approved: 

 

 

A Policy Handbook is maintained of all actions taken by the School of Education 

from the time of the merger of the two education units of Indiana University and 

Purdue University on the Fort Wayne campus.  A copy of the handbook is 

distributed to all School of Education faculty and is compiled and maintained by the 

Faculty Affairs Committee. 

 
The previous School of Education Policy Handbook, along with a disk of its contents, 

will be placed in the Dean’s office and in the SOE professional library for future 

reference. 
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The Mission Statement of the IPFW School of Education (adopted 1/10/96): 
 

To prepare professionals in teaching, counseling and leadership who demonstrate the capacity and 

willingness to continuously improve schools and related entities so that they become more effective with 

their clients by: 

 

 
1. Becoming more caring, humane, and functional citizens in a global, multicultural, democratic 

society; 

 

 

2. Improving the human condition by creating positive learning environments; 

 

 

3. Becoming change agents by demonstrating reflective professional practice; 

 

 
4. Solving client problems through clear, creative analyses; 

 

 

5.  Assessing client performance, creating and executing effective teaching, counseling and 

educational leadership, by utilizing a variety of methodologies reflecting current related 

research;  

 

 

6.  Utilizing interdisciplinary scholarship, demonstrating technological, and critical literacies, and       

effectively communicating with all stakeholders. 
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IPFW SCHOOL OF EDUCATION CONCEPTUAL FRAMEWORK: 

A LEARNING AND LEADERSHIP MODEL 

 
We in the School of Education are committed to the following Conceptual Framework for our programs: 

 

1. Democracy & Community 
Effective educators*, such as teachers, counselors, and administrators need to be a part of a 

dynamic educational community as a model for the climate of community they hope to create.  To 

do this, these educators need an understanding of the moral, cultural, social, political, and 

economic foundations of our society.  Consequently, the School of Education should foster a 

democratic, just, inclusive learning community among its students, faculty, and staff, and 

with all other stakeholders in the educational enterprise. 

 
2. Habits of Mind 

Effective educators realize that knowledge alone is not sufficient.  They practice critical reflection 

in all endeavors.  Within the context of a compassionate, caring community, educators foster 

habits of mind necessary to engage learners, such as investigating, inquiring, challenging, 

critiquing, questioning, and evaluating.  Consequently, the School of Education must integrate 

critical habits of mind in all aspects of the teaching/learning process. 
 

3. Pedagogy 
Effective educators need to understand multiple approaches to pedagogy as well as the multiple 

roles of the teacher, such as facilitator, guide, role model, scholar, and motivator.  Educators 

appreciate and are receptive to the diverse perspectives, modes of understanding, and the social 

circumstances that they and their students bring to the educational setting.  Consequently, the 

School of Education needs to prepare educators to understand and use pedagogy creatively 

and thereby ensure active learning, conceptual understanding, and meaningful growth. 

 
4. Knowledge 

Effective educators need to be well grounded in the content which they expect to teach.  Educators 

need to understand how knowledge is constructed, how the processes of inquiry are applied, how 

domains of knowledge are established, how disciplines can be integrated and most effectively 

communicated to their students.  Educators also need understanding of themselves, of 

communities in which they intend to teach, and of their students.  Consequently, the School of 

Education should immerse educators in nurturing learning communities that deepen 

knowledge, and encourage on-going intellectual, emotional, and personal growth. 

 
5. Experience 

Effective educators learn their craft through experiences in actual settings.  Through on-site 

campus activities and field-based experiences students will observe and emulate exemplary 

teaching and learning.  These educators will practice, collaborate, and interact with practitioners 

and their students.  Consequently, the School of Education must integrate field and/or clinical 

experiences that reflect the diversity of educators, students, and schools into all aspects of 

the curriculum, and help educators to assess and reflect on those experiences. 

 
6. Leadership 

Effective educators are leaders.  They have developed educational and social visions informed by 

historical and cultural perspectives.  They strive to set the highest goals for themselves and inspire 

students to do likewise.  Educators are enriched by the convergence of knowledge, theory, and 

practice as they optimistically face the educational challenges of the twenty-first century.  

Consequently, the School of Education must provide opportunities for educators to develop 

as leaders in their profession and in their communities. 
*Educator is broadly defined as pre-service and in-service teachers, administrators, and counselors.    

02/09/00 
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IV  

Governance 

 

 

A. Descriptions of Faculty, Departments, Chairs, Associate Dean, Dean 

1. Faculty 

 

a. Faculty includes all full time assistant, associate, and full professors, as 

well as clinical faculty.  Faculty are hired by the School of Education and 

serve in one of the two departments, depending on their program area. 

 

2. Departments 

 

Matters that impact the internal functioning of departments will be resolved 

according to departmental policies and procedures. Matters that impact both 

departments or those matters that impact the SOE, and do not fall within the 

job description of the chairs, will be resolved by the appropriate SOE standing 

or ad hoc committees. 

 

The faculty members participate in one of two departments. The Department 

of Educational Studies includes the faculty in the following program /content 

areas: 

 

a. Early Childhood Education 

b. Elementary Education 

c. Educational Foundations 

d. Secondary Education 

 

The Department of Professional Studies includes faculty in the following 

program areas: 

 

a. Special Education 

b. Counseling 

c. Educational Leadership 

 

Should programs change, expand, or contract then the organization of the 

department structure may be reconsidered by the Dean in consultation with 

the Department Chairs, subject to approval by the voting faculty.  Faculty who 

serve inter-program and/or inter-department needs must be consulted and their 

views should be considered in program review and scheduling.   

 

 

3. Chairs 

 

In accordance with OAA Memorandum 02-2, “Guidelines for the Selection, 

Appointment, and Review of Department Chairs,” the departments will follow 
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their own governance procedures for conducting an internal search for a 

department chair, which will result in a recommendation to the dean. The dean 

will make a recommendation to the VCAA, who will recommend to the 

Chancellor for final approval. 

 

The duties of the chair are outlined in OAA Memorandum 05-3, “Authority 

and Responsibilities of the Department Chair.”  

 

a. Other Responsibilities 

1. To perform such other responsibilities as assigned by the Dean or 

other appropriate campus officials. 

2. To participate on the Dean’s Cabinet and Teacher Education 

Council 

3. To participate on the SOE Community Advisory Council 

 

b. Evaluation of Chairs 

1. Chairs will be evaluated annually by the Dean.  Faculty in each 

department will also evaluate the work of the chairs annually. (See 

Senate Document SD 92-13 and department policy for more 

details.) 

 

4. Associate Dean 

 

a. The Associate Dean of the School of Education is appointed by and 

reports to the Dean of the School of Education. 

 

b. The Associate Dean holds responsibilities assigned by the Dean, 

including:  

 

1. To understand, plan for, and implement SOE, Campus, State, and 

NCATE policies relevant to unit, program, and student assessment. 

 

2. To understand, plan for, and implement other SOE policies, as 

assigned by the Dean. 

 

3. To prepare SOE annual assessment reports for the Campus, the 

State (Division of Educator Licensing and Development), and 

AACTE/NCATE. 

 

4. To plan for and coordinate NCATE activities culminating in 

NCATE accreditation visits. 

 

5. To plan for and coordinate Program and UAS Reviews by the 

Campus, State, or NCATE. 
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6. To convene and chair the Unit Assessment System Task Force to 

help lead in the implementation and coordination of assessment 

activities and provide a link to departments, program faculty, and 

staff involved in assessment. 

 

7. To work with the Data Manager to maintain and develop the Data 

Management System in accordance with the SOE’s assessment 

needs. 

 

8. To serve on or identify a designee to serve on the Campus 

Assessment Council. 

 

9. To respond to student requests for waivers of SOE policies on an 

individual basis and in line with established program standards. 

 

10. To teach courses in the Fall and Spring each semester as assigned 

by the Dean. 

 

11. To serve in place of the Dean when the Dean is unavailable. 

 

12. To participate on the Dean’s Cabinet. 

 

13. To participate on the Teacher Education Council. 

 

14. To participate in the SOE Community Advisory Council. 

 

15. To perform other duties as might be assigned by the Dean. 

 

16. To perform other duties as might be assigned by IPFW 

administrators. 

 

 

5. Academic Dean 

 

a. The duties of the dean are outlined in OAA Memorandum 05-2, 

“Authority and Responsibilities of the Academic Dean.”  

 

b. In addition, the dean is to: 

1. Lead the SOE Dean’s Cabinet. 

2. Lead the SOE Teacher Education Council and convene at least 

once a semester. 

3. Lead the SOE Community Advisory Council and meet at least 

once a year. 

4. Represent the SOE to all local school corporations. 

5. Maintain a relationship with local, state, regional, and national 

education agencies, public and private. 
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6. Represent the academic unit to the Vice Chancellor, IPFW 

administration, other segments of the university, Indiana 

University Dean’s Council, Indiana Professional Standards Board, 

Education Community Advisory Council and to the communities 

served by the unit. 

7. Serve as liaison to various appropriate community organizations in 

order to enhance the credibility of the SOE and its faculty. 

8. Work with IPFW for marketing and recruitment committees. 

9. Confer monthly with the VCAA. 

10. Meet bi-weekly with AOC Administrative Officers Council. 

11. Perform such other duties as may be delegated or assigned by the 

VCAA and Chancellor’s Office. 

12. Provide academic and curricular leadership. 

 

c. Evaluation of Dean 

 

The faculty will evaluate the Dean annually.  See Section V-H.1. Faculty 

evaluation of Deans of IPFW School of Education 

 



 B.  IPFW School of Education Governance Flowchart  
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C. Descriptions of Standing Committee 

 

The office of the Dean is charged with the execution of the general policies of the 

School of Education as adopted by the faculty, as well as those of the university as a 

whole. One standing committee, the Leadership Committee, facilitates the practical 

execution of those policies at the School level.  This committee will not duplicate 

departmental committee work, but provide input at the School level when required or 

necessary, and leadership in the areas of responsibilities designated below.   

 

The mission of the Leadership Committee is to provide leadership in the academic, 

faculty and student affairs of the SOE about the maintenance, growth, and future 

direction of the School and the quality of its academic programs.  The committee will 

be made up of three SOE voting faculty representatives elected from each department 

in the fall of each academic year.  Members of the committee will elect a committee 

chair. Department chairs will serve as ex officio members. 

 

1.Responsibilities of the Leadership Committee 

a. Reviews or considers the potential impact of curricular and programmatic 

decisions on other departments.  

b.Reviews issues concerned with the responsibilities, rights, privileges, 

opportunities, and welfare of the faculty collectively and as individuals.  

c. Reviews issues concerned with the welfare, recruitment, and retention of 

students. 

d.Oversees issues of SOE governance and maintains the governance document. 

e. Implements Dean’s evaluation. 

f. Creates task forces as needed to explore specific issues and make 

recommendations to the Leadership Committee: 

i. The Leadership Committee will determine membership on task forces 

after soliciting faculty interest at a regularly scheduled faculty 

meeting.  When appropriate, there will be equal representation from 

each department. 

ii. The Leadership Committee shall define the specific objectives of a 

task force with a clear timeline for completing the work. 

iii. A task force shall provide updates on their work to the faculty at SOE 

faculty meeting or to the Leadership Committee as requested. 

iv. The Leadership Committee shall consider and take action on the 

recommendations of a task force as appropriate. 

g. Solicit nominations for elected positions from the faculty as stated in section V 

item G and section VI. 

  

      2.  The Leadership Committee takes action on recommendations from respective  

departments as appropriate. 

 

3.  The Leadership Committee reports approved items and/or brings items for action 

to the SOE faculty. 
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4.  All workshop proposals, originating from Continuing Studies, will be    

  submitted to the Chair of the S.O.E. Leadership Committee.  First-   

  time workshops will be reviewed by the S.O.E. Leadership  

  Committee and sent to the appropriate department chair for review by the   

 department using their own criteria.  Repeat workshops will not be  

  reviewed by the S.O.E. Leadership Committee but will be sent  

  directly to the appropriate department chair by the Chair of the S.O.E.  

  Leadership Committee for review by the department using their own  

  criteria. All first-time workshops or courses originating from within  

  the S.O.E. will go to the Chair of the S.O.E. Leadership Committee  

  to be reviewed by the S.O.E. Leadership Committee and sent to the  

  appropriate department chair for review by the department using their  

  own criteria. 

 

 

D.  Descriptions of Advisory Committees and Councils 

 

There are a number of advisory committees and councils that exist in the School of 

Education. These are set forth as follows: 

 

1. Teacher Education Council: The teacher education council (TEC) is primarily 

concerned with undergraduate teacher education in the school of education. Its 

function is to involve members of the larger academic community in policy 

discussions regarding the programs in the school of education. 

 

a. General Statement: 

 

The Teacher Education Council shall consider undergraduate teacher 

education programs and act as liaison to all academic units on the Fort Wayne 

campus that deal with teacher education and to the faculty senate of IPFW. 

 

b. Responsibilities 

 

Responsibilities of the Teacher Education Council may include, but are not 

limited to: 

 

i. Initiating business or discussing business referred to it; 

ii. Being informed of revisions/additions of programs or courses; 

iii. Initiating or discussing issues or policy changes which affect           

multiple units; 

iv. Developing and maintaining linkages within IPFW and with area school 

systems and other agencies; 
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v. Initiating collaborative efforts between and among colleagues within 

IPFW and area practitioners; and 

vi. Participating in the self-studies necessary for accreditation. 

 

c. Meetings 

 

The teacher education council will meet at least once each semester, with 

meetings scheduled by the Dean of the SOE, who serves as chair of the 

Teacher Education Council. Additional meetings may be scheduled as deemed 

appropriate. 

 

d. Membership 

 

i. Representatives self-selected or appointed by the Chairs and the Dean. 

They include the Dean, the Associate Dean, the Chairs, the Certification 

Officer, the Head of Advising, and the Director of Field Experiences. 

 

ii. Members of the faculty from subject matter units having programs leading 

to Indiana teacher licensing or offering General Education courses 

required of certification candidates.  These representatives will usually be 

the chair of the respective department, a representative they choose, and/or 

any other faculty member that wishes to attend.  Representative should 

include at least the following: 

 One representative for English and Linguistics, International Language 

and Culture Studies, Communication. 

 One representative for Mathematics and Sciences (Biology, 

Chemistry, Earth and Space Sciences, Physics). 

 One representative for Social Studies (Economics, History, Political 

Science, Psychology, Sociology, and Anthropology). 

 One representative for Music, Theater, Visual Art. 

 

iii. The meetings are open to any other faculty member in the SOE or the Arts 

and Sciences who wants to attend. 

 

2. Educators for Excellence: The student organization is officially registered with 

the University.  It is student-run with elected officers; a faculty member advises 

the organization.  It is open to students from all programs.  It seeks to offer 

opportunities for students to pursue educational issues that concern the group.  

 

3. Dean’s Community Advisory Council: The Dean’s Community Advisory Council 

is a representative group of professional and community persons who work with 

the Dean to create linkages with social, judicial, mental health, and educational 

organizations.  The Community Advisory Council helps promote and assist the 

School of Education so that its programming meets the needs of its client base and 

the community.  Members may be suggested by the faculty or administration. 
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E. Descriptions of Ad Hoc Committees 

 

The Dean may organize ad hoc committees for the purpose of pursuing specific 

tasks in the SOE, such as faculty research, technological applications, the 

promotion of scholarship, grant applications, space utilization, fund raising, or the 

pursuit of new areas of certification.  No ad hoc committee shall supplant the 

Leadership Committee’s duties.  
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V 

Faculty 
 

A. Identification of Faculty: 

1. The Voting Faculty shall consist of those full-time members of the Faculty and 

those faculty who are on partial retirement who: 

a. Are tenured or hold tenure-track appointments in SOE academic units and 

perform duties at least half of which consists of teaching or other 

creative/scholarly work; or  

b. Hold the rank of assistant, associate, or full clinical professor. 

2. Administrative and Professional staff shall have the privilege of attending 

Faculty meetings, but shall not possess the right to vote at the school level. 

3. Associate Members of the Faculty shall consist of emeritus, continuing 

lecturers, limited-term lecturers, and visiting members of the Faculty. These 

individuals shall have the privilege of attending Faculty meetings, assemblies and 

convocations, but shall not possess the right to vote at the school level.  For 

specific policies regarding limited-term lecturers, see section M below. 

4. Full-time faculty with joint appointments must identify the academic unit in 

which they hold voting privileges. 

 

B. Evaluation of Tenured and Non-Tenured Faculty 

 

1. Annual Report:  Tenured, tenure-track, and clinical faculty in the School of 

Education are required to submit an annual report to the Department Chair and 

Dean of the School of Education.  See Department Policy for specific timeline, 

purpose, criteria, and guidelines. 

 

2. For those faculty submitting a third year review or a promotion and tenure case, 

relevant calendar-year documentation will serve as their annual report.   

 

3. Each year the Chair of each department of the School of Education completes a 

written evaluation of each tenured, tenure-track, and clinical faculty member in 

regard to teaching, service and research/creative endeavors.  This evaluation 

should be perceived by the faculty as being a valuable resource in assisting them 

to address problems or achieve goals that both they and the administration 

consider to be important.  The Chair’s evaluation is sent to the Dean.  The Dean 

writes an independent evaluation for tenured, tenure-track, and clinical faculty 

after reviewing the Chair’s evaluation along with the faculty member’s annual 

report.   

 

4. The Chair’s and the Dean’s evaluations serve both formative and summative 

purposes.  These evaluations provide suggestions for improving or enhancing 
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faculty performance to aid the faculty member in developing strengths or 

overcoming weaknesses. 

 

5. The Dean sends the Dean’s and Chair’s evaluations, based on the faculty 

member’s annual report, to the Vice Chancellor for Academic Affairs. 

 

6. At each level, should the faculty member disagree with any part of the evaluation, 

a rejoinder may be attached prior to submitting the evaluation to the next level. 

 

7. Copies of evaluations and other related personnel action forms are forwarded to 

the faculty member each year and originals are placed in the confidential 

personnel file of the faculty member.  This confidential file is maintained in the 

School of Education office. 

 

C. School of Education Faculty Meetings 

 

1. All faculty may attend faculty meetings (See Section A for voting members). 

 

2. The faculty receive a week’s notice of faculty meetings. 

 

3. The faculty receive the agenda at least one day in advance of a scheduled 

meeting. 

 

4. The faculty follows the most recent edition of Robert’s Rules of Order during 

each formal faculty meeting and elects a parliamentarian to ensure that meetings 

are conducted in an orderly fashion. 

 

5. A quorum of 50 percent plus one must be present at a faculty meeting where 

formal School of Education business is conducted.  In determining a quorum, only 

the number of voting faculty with full-time assignments to the School of 

Education are utilized in determining the 50% + 1 criteria. 

 

6. The faculty will select a secretary at the first academic year meeting to take notes 

and prepare minutes for distribution. 

 

7. Faculty meetings are called by the Dean on a regular basis.  In addition, meetings 

of the faculty shall be called by the Chair of the Leadership Committee on the 

request of the Leadership Committee or on petition signed by the voting faculty 

members numbering no less than 25 percent of all voting faculty. 

 

D. Salaries 

 

1. Procedures for Salary Recommendation 

 

Prior to the forwarding of annual salary recommendations to the Vice Chancellor, 

the following actions are taken: 
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            a.    Tenured faculty at the rank of professor may, at their discretion, submit a    

                   current curriculum vita with appropriate entries highlighted in lieu of a formal  

                   annual report.  To be considered for a merit increase however, tenured faculty  

                   must submit an annual report that reviews the achievements in teaching,  

                   research and service. All tenure-track faculty should follow the guidelines  

                   outlined under Faculty, Section C.1., Annual Report. 

 

b. The Chairs communicate with each faculty member to share the results of 

their evaluation and to discuss merit recommendations.  Merit will be based 

upon achievement in teaching, research and service for all faculty members. 

 

c. The Dean holds an individual conference with each faculty member to review 

the Chair’s and Dean’s written evaluation of the faculty member and to 

discuss the annual report and proposed merit and salary recommendation for 

the following year.  Salary raise criteria applied to each area of 

accomplishment in teaching, service, and research and creative endeavor will 

be provided to the faculty member by the Dean.  These criteria must follow 

the promotion and tenure guidelines listed in SOE and campus policies. 

 

d. Once all salaries have been approved for release by the Vice Chancellor’s 

office, salary information is available at the Helmke Library. 

 

e. All regular, full-time faculty are eligible for salary increases, including faculty 

who are beginning or completing professionally related leaves, faculty who do 

not have a terminal degree as defined by their discipline and faculty who have 

received notice of non-reappointment. 

 

2. Principles: Salary Allocation 

 

This statement contains principles to guide salary allocations for the IPFW School 

of Education faculty.  The statement is consistent with principles adopted by the 

University Faculty Council at Indiana University – Bloomington; it clarifies the 

process the School of Education shall use each year to determine salaries for 

individual faculty members. 

 

a. The relative increases in salary each year are guided by the annual merit 

reviews of each faculty member.  The total amount of money to be allocated 

for salary increases and the individual salary increase is dependant on the total 

amount of funds available to the School of Education each year. 

 

h.    Annually, the faculty of each department will make a recommendation to the 

Chair and Dean in regards to salary and merit allocation criteria.  See 

department guidelines for specific procedures. 
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c. According to university policy, merit and salary adjustments for equity, 

inflation, recruitment, and retention are considered in the allocation of school 

resources to salaries.  Merit is the primary factor to be considered. 

 

d. Salary may be used to remedy inequities resulting from: 1) changing market 

conditions; 2) inappropriate previous merit decisions; 3) inadequate funding, 

and 4) discrimination. 

 

e. Salary decisions are intended to avoid excessive widening of the gap between 

low and high salaries due to the use of percentage increments.  The 

Leadership Committee may recommend that some portion of the salary 

increment be made in fixed dollar amounts when such recommendation does 

not jeopardize salary increases based on merit, as merit shall be the primary 

criterion for salary increments. 

 

f. The general distribution criteria actually used to allocate salaries each year are 

made available in writing by the Chair and Dean to the faculty on an annual 

basis. 

 

E. Faculty Absences 

 

Refer to Department and University policies for information.   

 

F. Budget Review 

 

1. The Leadership Committee of the School of Education may request an annual 

review of the School budget and will have the opportunity to make comments 

and recommendations concerning budgetary affairs to the Dean.  The review 

may include salaries, supplies and expenses for the fiscal year. 

 

G. Nomination and Election of Faculty Representatives 

 

1. Faculty or staff (when appropriate) serving as representatives of the School of 

Education various campus-wide or system-wide organizations (e.g. Faculty 

Senate, Teacher Education Council) are responsible for reporting summaries 

of the issues raised and action taken therein at faculty meetings.  Such 

representatives will be placed on the faculty meeting agenda. See section VI 

 

2. Faculty representatives are elected by a majority vote of the faculty during a 

regularly scheduled faculty meeting. 

 

3. Nominations for elected positions are presented to the faculty by the 

Leadership Committee.  Responsibilities of that committee include: polling 

the entire School of Education for volunteers, constructing slates of candidates 

yielding a balanced representation from both departments, and emphasizing 
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procedures consistent with generally accepted principles of democratic 

representation. 

 

4. Nominations are encouraged and accepted from the floor during a faculty 

meeting. 

 

5. Elected representatives take their responsibilities seriously.  Should an elected 

representative become unable to participate and report to the School of 

Education on a regular basis, he/she will vacate his/her seat and notify the 

Leadership Committee.  If a representative fails to complete committee duties, 

however, the Leadership Committee declares the position vacant and conducts 

elections to complete the term of office.    

 

6. Seats vacated prior to the end of the respective term are immediately filled by 

a new election, thus initiating a full term of office. 

 

H. Faculty Evaluations of the Dean and Chairs of the IPFW School of Education 

 

1. On April 1 of each year, the Dean’s evaluation instrument will be distributed 

to each full-time faculty and professional staff member.  When designing the 

evaluation instrument, the Leadership Committee will seek input from the 

faculty (including the Chairs and Dean).  It shall be the responsibility of the 

Chair of the Leadership Committee to distribute and collect the data. Specific 

instructions as to how to complete the instrument will be attached.  Faculty 

should be assured that all written comments will be typed to assure 

confidentiality.  Faculty and professional staff will be asked to complete and 

return the instrument no later than April 15.  The Chair of the Leadership 

Committee will be responsible for compiling all the quantitative and 

qualitative data.  It shall be the responsibility of the Leadership Committee to 

share the information with the Dean and the Dean’s supervisor (Vice 

Chancellor for Academic Affairs) during the first week of May. 

 

2. The Dean will evaluate the Chairs, using the evaluation instrument 

recommended by the VCAA.  The Chairs will also have their department 

members evaluate them according to department procedures.     

  

I. Student Evaluations 

 

1. Anonymous student evaluations of faculty and all other teaching personnel 

and their courses will occur toward the end of each course.  Limited term 

lecturers are assessed using a standard assessment instrument provided by the 

School of Education, while all other faculty and teaching personnel choose 

assessment items from the Purdue Faculty Instrument including at least one 

item reflecting each component of the School of Education Conceptual 

Framework.  The faculty member should select one student in the class or 

another designee to distribute and collect completed evaluations in the 
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absence of the instructor.  This student or designee will deliver all evaluation 

information to the designated secretary in the School of Education.  The 

designated secretary will compile all information. 

 

2. Tenure track faculty, limited term lecturers and administrative and 

professional staff with teaching responsibilities are required to have a copy of 

the results of their student evaluations forwarded to the Department Chair by 

the designated secretary. 

 

3. Tenured faculty have the option to forward the results of all of their student 

evaluations to the Departmental Chair and Dean.  Should the Chair or Dean 

have any comment and/or question regarding student evaluation of a faculty 

member’s class, the Chair or Dean must verbally or in writing forward the 

comment and/or question to the faculty member for timely response.  

However, faculty members should retain complete copies of student course 

evaluations to assist them in preparing for future promotion decisions.  

 

J. Travel Monies 

 

1. Each full-time faculty member is designated the same specific amount of 

money for the year for travel equal to the amount for all other faculty.  This 

amount is annually determined by the Dean of the School of Education and 

the Chairs, and announced in writing to the faculty.  Travel money is provided 

to support faculty 1) who occupy a position as an officer in a local, state, 

regional, or national professional association, 2) who have a refereed paper 

accepted to present, 3) who occupy a non-tenured- tenure line position, or 4) 

who need travel money to facilitate a professional growth opportunity as 

determined by the Dean.  Faculty will be notified by the Dean of unused travel 

funds.  Tenure line faculty will be given first priority for these funds.  

According to the Faculty Handbook of Indiana University, visiting and 

limited-term lecturers are not eligible for travel funds. 

 

K. Multicultural Faculty Recruitment Goals 

 

1. The goal of the School of Education is to actively recruit and increase the 

number of full-time and adjunct minority faculty members in the School of 

Education. 

 

L. Faculty Complaint Procedure 

 

This procedure is in no way intended to replace or detract from the Indiana 

University Faculty Board of Review process that is outlined in the Indiana 

University Academic Handbook.  The Faculty Board of Review considers 

“complaints of faculty members concerning academic freedom, reappointment, 

tenure, promotion, salary adjustment, and the nature or conditions of work” (Page 

8, June, 1992).  Rather, it is intended to serve as a “prelude” to solving problems 
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within the School of Education.  A faculty member may choose to request a 

review from the Indiana University Board of Review without having first 

implemented the School of Education Complaint Procedure. 

 

Matters subject to the Complaint Procedure are the same as those considered by 

the Board of review: academic freedom, reappointment, tenure, promotion, salary 

adjustment, and the nature or conditions of work (which might include, but are 

not limited to, allotment of professional travel funds, office space assignments, 

equipment allocations, course assignments, course load, sabbatical leaves and 

reprimands).  Complaints may be filed against an administrative action of the 

Dean or Chair. The Complaint Procedure is as follows: 

  

1. A faculty member may file a written complaint with the Dean of the School of 

Education within 30 days of an unfavorable administrative decision or action. 

 

2. If the complaint is against an administrative action of the Dean, he/she will 

meet with the complainant to discuss the complaint. If the complaint is against 

an administrative action of the Department Chair, the Dean will meet with 

both parties. 

 

3. The Dean is asked to respond in writing within 30 working days of receiving 

the written complaint to the complainant and to any other party involved, if 

applicable. 

 

 

M. Limited-Term Lecturers (“associate” or “adjunct” faculty) 

 

1. Identification, Assistance, Evaluation, and Reappointment 

 

a. Identification 

 

1. Limited-Term Lecturers are defined as persons teaching courses for 

the School of Education who do not hold an academic appointment 

with the School of Education.  They possess academic preparation 

and/or educational experience comparable to qualifications 

demanded of resident faculty within the assigned area of instruction.  

University supervisors of student teachers are considered Limited-

Term Lecturers. 

 

2. Candidates for Limited-Term Lecturer positions submit at least three 

letters of recommendation from professionals who can attest to the 

candidate’s professional competence. 

 

3. The faculty may suggest names of persons for teaching specific 

courses to the Department Chair.  Tenure-track School of Education 

faculty must be granted preference over associate faculty when one 
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or more full-time faculty is available and qualified to teach a 

particular course, as long as this is not an overload. 

 

4. The Department Chair evaluates credentials and letters of 

recommendation submitted by candidates for Limited-Term Lecturer 

positions, consults with faculty within the assigned area of 

instruction and recommends candidates to the department Faculty 

Affairs Committee chair, who forwards these names to the Dean.  

The Dean forwards these names to the faculty during a regularly 

scheduled SOE faculty meeting for information only. 

 

5. The Dean notifies the Limited-Term Lecturers of the appointment 

and handles remuneration and paper work required by the university. 

 

6. If the above policy cannot be followed, as for example, during 

summer sessions, the appropriate Department Chair shall solicit 

names of potential associate faculty from faculty most clearly related 

to the course, and proceed without submitting the names to the Chair 

of the department Faculty Affairs Committee until a later date.  

These suggestions will then be forwarded to the Dean for approval. 

 

7. Staff for workshops and other academic activities carrying academic 

credit is considered for approval at the same time the proposal for 

the workshop or activity is submitted for approval to the department 

academic affairs committee. 

 

b. Assistance 

 

1. The Dean of the School of Education maintains a file for each 

Limited-Term Lecturer.  The file includes the letters of 

recommendation, current syllabi, certification documents, 

transcripts, vita, personnel information form, and previous campus 

teaching and student evaluation reports. 

 

2. The handbook and/or other pertinent SOE policy information for 

Limited-Term Lecturers are distributed to associates through the 

office of the Department Chair. 

 

3. The Department Chair may appoint a faculty member to assist new 

Limited-Term Lecturers, or may assist him/herself. Assistance may 

include syllabi used formerly in courses, special characteristics of 

the program in which courses are offered, information concerning 

clerical assistance, textbook orders, student evaluation of courses 

and other matters of interest. 

 

c. Evaluation 
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1. Limited-Term Lecturers are evaluated during each semester of 

employment.  Limited-Term Lecturers use a common student 

evaluation instrument distributed through the Dean’s office 

 

2. The Department Chair may schedule a post-evaluation conference 

with each Limited-Term Lecturer to discuss his/her performance. 

 

d. Reappointment 

 

1. The Chair may discuss reappointment of Limited-Term Lecturers 

with other faculty in the unit before a reappointment is made. 

 

2. Student evaluations are considered as part of the basis for 

reappointment.  The Department Chair makes a decision on re-

employment after consulting, when necessary, with faculty within 

the assigned area of instruction and the Dean. 
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VI. 
Promotion and Tenure Documents: Process and Procedures 

                

A.  Promotion and tenure procedures for the School of Education and its departments, 

Educational Studies (ES) & Professional Studies (PS) 

 

      1. The promotion and tenure process advances through the following assessment 

points by the recommended dates listed in the text below: 

  

 a. Department P&T Committee 

  

 b. Department Chair 

  

 c. SOE P&T Committee        

  

 d. SOE Dean 

  

 e. IPFW P&T Committee 

  

 f. VCAA 

  

 g. Chancellor  

 

 2. The Candidate for promotion and/or tenure should notify the Department Chair of 

their intent early enough to allow the case to be submitted to the School of 

Education by September 15.  Candidates are encouraged to begin preparing their 

case and seeking external letters of review during the spring semester prior to the 

submission of the case in the fall.  

 

3. The Department Chair will convene a departmental meeting (ES or PS) to form a 

P&T Committee consisting of all tenured faculty members.  The Department 

Chair will participate as an ex officio member, but may not vote.  If, by 

established departmental criteria, fewer than three persons are eligible to serve on 

either departmental committee, the department shall submit to the Dean the names 

of faculty members from other departments who it deems suitable to serve on the 

concerned departmental committee.  From the list, the Dean shall appoint enough 

Faculty members to bring the committee to three. 

 

4. The Department P&T Committee will elect a chair of the P&T Committee to 

preside over the P&T meeting, conduct necessary votes, and report the vote,
11

 as 

well as a letter of explanation approved by the whole committee explaining it, to 

                                                 

1 
1
 According to Senate Document 88-13, Procedures for Promotion and Tenure, 2.3, “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.”  Abstention votes are not allowed. 



 32 

the Department Chair.  The letter and vote should be forwarded to the Chair by 

October 1. 

 

5.  The Department Chair will write a separate evaluation of the candidate.  The 

Chair’s evaluation, along with the Department P&T Committee’s vote and letter 

of explanation, will be forwarded to the SOE P&T Committee by October 15. 

 

6. The SOE P&T Committee shall consist of three tenured members from 

Educational Studies and three tenured members from Professional Studies, all 

elected by the SOE faculty as a whole.  The Leadership Committee will conduct 

the election process.  Prospective P&T Committee members may be nominated by 

others or by themselves.  If by established criteria, fewer than three persons from 

each department are eligible to serve on the SOE P&T committee, the respective 

department(s) shall submit to the Dean the names of the Faculty members from 

other departments whom it deems suitable to represent the department by serving 

on the SOE P&T committee.  From the list, the Dean shall appoint enough 

Faculty members to bring the respective department’s members on the SOE P&T 

committee to three. 

 

7. The SOE P&T Committee shall review P&T cases, solicit input from the rest of 

the tenured and tenure-track faculty, and vote on the case(s).  The vote, plus a 

letter of explanation written by the SOE P&T Committee, will be forwarded to the 

Dean of the SOE, along with the letter of the Department Chair, and the vote and 

letter of the Department P&T Committee by October 30. 

 

8. The SOE Dean will forward an independent evaluation of a P&T case, along with       

departmental and school level assessments, to the Campus Promotion and Tenure 

Sub Committee before November 12. 

 

 

 

 

 
 

 

 
Section VI: Promotion and Tenure Documents: Process and Procedures, revised and approved by SOE 

faculty 4/17/2004 
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Appendix 
(To be revised at a later time) 

 
A. SOE Promotion and Tenure Evidence 

B. Process for Yearly Faculty Evaluations 

C.   Job Descriptions for Non-Academic Staff 
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Appendix A 
 

EVIDENCE OF TEACHING, RESEARCH AND CREATIVE ENDEAVOR, AND 

SERVICE IN THE SCHOOL OF EDUCATION 

 

I. TEACHING 

 

 Evidence of teaching may include the following components as well as those that 

overlap with activities in the other two areas: Research and Creative Endeavor, 

and Service. 

 

 A. Participant Evaluations of Credit and Noncredit Courses 

 

  1. Student evaluation data is comprehensive, summarizing and 

analyzing the complete data set for every course taught and both 

quantitative and narrative student responses.  The summaries and 

analysis should be accompanied by information sufficient to enable 

reviewers to know in detail (1) how and by whom the evaluative 

information was obtained and (2) how and by whom it was 

processed.  Relevant instruments, evaluation policies/procedures, 

and certifications of third-party summaries will appear in the 

appendix. 

 

  2. Evidence of acting on feedback to improve teaching. 

 

  3. Alumni feedback. 

 

  4. Student performance on national achievement tests. 

 

  5. Other. 

 

 B. Peer Comments on Credit and Noncredit Teaching. 

 

  1. Dean's and Chair’s annual evaluations. 

 

  2. Annual peer review. 

 

  3. Collegial classroom visitation evaluations. 

 

  4. External collegial evaluations. 

 

  5. Evidence of acting on feedback. 

 

  6. Other 

 

 C. Contributions to Course and Curriculum Development 
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  1. Introduction of new courses. 

 

  2. Development of existing courses. 

 

  3. Program revision. 

 

  4. Program development. 

 

  5. Evidence of competence in the area of instructional specialization. 

 

  6. Other 

 

 D. Publications and Productions Related to Teaching 

 

  1. Textbook. 

 

  2. Book chapter. 

 

  3. Article. 

 

  4. Manual, such as a laboratory or instructor's manual. 

 

  5. Special units of study. 

 

  6. Edited work. 

 

  7. Paper published in proceedings. 

 

  8. Production of audiovisual materials, i.e. audiotapes, videotapes, 

slides, filmstrips, motion pictures, transparencies, laser disks and 

multimedia materials. 

 

  9. Use of computer software, the design of software, computer 

literacy, and other creative uses of technology. 

 

  10. Design, administration and/or implementation of unique 

educational experiences, i.e. off campus field experiences, 

conferences, use of community resources, school teaching 

demonstrations, effective use of guest speakers. 

 

  12. Unique adaptation (description of material and its application) of 

commercially produced materials. 
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  13. Participation in and contribution to specialized instructional 

programs, i.e. team or cooperative teaching, integrated courses, 

and block programs. 

 

  14. Other 

 

 E. Unpublished Work and Presentations Related to Teaching 

 

   

  1. Lecture or paper at professional meeting. 

 

  2. Work in progress for publication or other form of dissemination. 

 

  3. Workshop for peers. 

 

  4. Indication of successful intervention in school settings. 

 

  5. Other. 

 

 F. Student Research Direction 

 

  1. Identifies the undergraduate and graduate research projects you 

have overseen, the number of students involved, and the thesis or 

project titles; specifies your role in the projects and such outcomes 

as presentations or publications. 

 

  2. Other. 

 

 

 G. Institutes, Workshops, Conferences, Expositions, and Other Programs 

Attended Professional Development Activities. 

 

  1. Participation in professional development activities contributing to 

teaching effectiveness or subject mastery. 

 

  2. Other. 

 

 H. Teaching Awards 

 

  1. Recognition and awards for teaching. 

 

  2. Other. 

 

 I. Other Evidence of Teaching Effectiveness 
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II. RESEARCH AND CREATIVE ENDEAVOR 

 

 A. Publications and Productions Related to Research and Creative Endeavor 

 

  In a citation format appropriate to your discipline but avoiding 

abbreviations likely to confuse colleagues in other disciplines, lists 

publications intended primarily for use by your professional peers and 

indicates with an asterisk the accomplishments that are juried/refereed.  

For publications with multiple authors, identifies the extent of your 

contribution. Within categories, lists refereed/juried items first, marked 

with an asterisk, most recent item first, followed by unrefereed/unjuried 

items, most recent item first.  For commissions, exhibits, guest lectures, 

performance, productions, etc., indicates the title, sponsoring agency, and 

location and date.  When possible, indicate acceptance rates for each 

journal in which published work appears, and the source of information 

concerning the acceptance rate. 

 

  Evidence of research and creative endeavor may include the following 

components as well as those that overlap with activities in the other two 

areas: Teaching and Service. 

 

  1. Book. 

 

  2. Book chapter. 

 

  3. Article in a scholarly journal. 

 

 4. Applied research report (manual, such as a laboratory or 

instructor's manual). 

 

  5. Research abstract. 

 

  6. Special units of study. 

 

  7. Edited work. 

 

  8. Paper published in conference proceedings. 

 

  9. The design of software, computer literacy, and instructional  

                                    technology. 

 

  10. Grants (funded).  

 

  11. Other. 

 

 B. Unpublished Work Related to Research and Creative Endeavor 
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  Within categories, lists the most recent item first, and briefly describes the 

nature and impact of the item(s).  Lists refereed/juried items first, marked 

with an asterisk. 

 

  1. Lecture or paper at professional meeting. (Addresses, 

presentations, and papers at professional meetings, with greatest 

consideration given to referred papers and presentations). 

 

  2. Research disseminated electronically. 

 

  3. Report or study. 

 

4. Grants (non-funded) 

 

  5. Guest Lecturer. 

 

  6. Other. 

 

 C. Research and Creative Endeavor in Progress 

 

  Starting with the most recent, describes the project(s), mentioning its 

purpose, the procedures utilized, the results and outcomes sought, the 

current project status, and the plan for dissemination. 

 

D. Institutes, Workshops, Conferences, Expositions, and Other Programs  

            Attended 

 

  Starting with the most recent, lists professional development activities that 

contributed to your endeavor; provides the program title, sponsoring 

agency, location, and date. 

 

 E. Peer Comments on Research and Creative Endeavor 

 

  Supplies explanations and evaluations of work (e.g. those in 

reappointment recommendations and annual evaluations; information 

about journals in which published; forums in which exhibited or 

performed; coauthors; sponsoring agencies; and reviews, reproductions, 

and citations of your work). 

 

  Solicited outside reviews of research and creative endeavor are 

supplemented by an explanation of how the reviewers were selected; how 

the reviews were solicited and by whom; how many reviews were 

requested, received, and submitted; the conditions of the review; what 

access you had to the reviews; and how decisions were made about which 
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reviews to include in the dossier.  The evaluators' names, ranks, and 

institutions and the letter of solicitation are included in the dossier. 

 

 F. Other evidence of effectiveness in research and creative endeavor 

 

 

 

 

 

 

 

 

III. SERVICE 

 

 IPFW faculty are expected to take an active role in the campus beyond teaching 

and research or creative endeavor; they are encouraged to contribute their 

expertise to the community, state, and/or nation and to participate in professional 

organizations. 

 

 Service to the school/university allows a faculty member to participate in the 

governance of the institution. It also provides the faculty member the opportunity 

to voice positions unique to the school of education. 

 

 Service to the profession extends the reputation of the university, advances the 

profession, and allows the faculty member to encounter emerging ideas. 

 

 Service to the community places a faculty member in situations where theory is 

translated into practice. It compels the faculty member to recognize problems 

confronting school personnel.  It enhances the reputation of the university and 

serves as an opportunity to attract students. 

 

 Individual members of the faculty should provide evidence of service adequate to 

enable its fair assessment.  Such evidence might include self-reports, documents 

from those served, products of the service, reports of the results of the service, 

evaluation reports received with or without solicitation from disinterested third 

parties, and requests for continued service from those served.  The evidence 

should demonstrate both the quantity and the quality of service. 

  

 Evidence of service may include the following components as well as those that 

overlap with activities in the other two areas: Teaching, and Research and 

Creative Endeavor. 

 

 

 A. University Service 

   

  1. University Committees 
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   a. University system 

 

   b. IPFW 

 

   c. School/division 

 

    i. Member/chair standing committee 

    ii. Member/chair ad hoc committee 

    iii. Member/chair peer review committee 

    iv. Program coordinator/member 

    v. Other 

 

  2. Student Counseling and Advising.  Provides information 

concerning the number of advisees and relevant program(s) served. 

 

  3. Reports and Studies 

 

   Discusses special studies and/or investigations you have conducted 

as part of university service; indicates the title, date, purpose, 

extent of the study, and outcomes.  If results were published, 

includes standard bibliographical data. 

 

  4. Other 

 

 B. Service to the Profession 

 

  1. Offices Held in Academic, Professional, and Scholarly Societies 

 

  2. Membership on professional committees 

 

  3. Membership in academic or professional committees 

 

  4. Editorships of Journals 

 

  5. Book Reviews 

 

  6. Refereeing 

 

  7. Reports and Studies 

 

   Discusses special studies and/or investigations you have conducted 

as part of service to the profession; indicates the title, date, 

purpose, extent of the study, and outcomes.  If results were 

published, includes standard bibliographical data. 
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  8. Serving on evaluation teams i.e., NCA, NCATE, or DOE  

                                    evaluation. 

 

  9. Consulting 

 

  10. Other 

 

 C. Continuing Education Service 

 

  Includes professionally relevant programs in which the nominee had an 

initiatory, administrative, or supervisory role.  The number of people 

involved in these activities should be indicated.  Does not duplicate but 

may reference items listed in earlier sections of the case. 

 

 D. Community Service 

 

Describes only community service directly related to professional and 

scholarly activities. 

 

  1. Consulting Activities. 

 

  2. Public and/or Governmental Service Activities. 

 

  3. Publications for Lay Audiences. 

 

  4. Other. 

 

 E. Comments on Service 

 

 F. Other Evidence of Effective Service 
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CRITERIA FOR TENURE AND PROMOTION 

IN THE SCHOOL OF EDUCATION 

 

 

I. Criteria for Tenure in the Professorial Ranks 

 

 Tenure at any rank is based upon a record of satisfactory teaching, research, and   

            service.  

 

 The award of tenure at the end of the probationary period as an assistant professor 

is linked to promotion. This connection is appropriate and even natural.  In many 

careers the duration of the probationary period and the time needed to build a 

record in teaching, research, and service meriting promotion to associate professor 

are equal, and the university can address the separate decisions simultaneously. 

Both Indiana and Purdue Universities, however, recognize that in exceptional 

circumstances these decisions may not be made at the same time and that, 

although the criteria are the same, the weight assigned to each criterion differs 

from tenure to promotion. The university grants tenure and promotion to associate 

professor in the same year when a candidate meets the criteria established for 

both.  Whenever these decisions are made in different years, however, a 

recommendation to award tenure is based upon the following evidence.  

 

 

 A. A record of satisfactory achievement in teaching, research and creative 

endeavor, and service. 

 

  1. Teaching 

 

   Evidence for satisfactory teaching must include category A.1, A.2, 

B.1, C.2, and at least one item from two additional categories (D-

I). 

 

  2. Research and Creative Endeavor 

 

   Evidence for satisfaction in research and creative endeavor must 

include category E, one item from category A and one additional 

item from one of the remaining categories (B, C, D, or F). 

 

  3. Service 

 

   Evidence for satisfactory service must include items A.1, A.2, and 

E and one item from any additional category. 

 

 B. The award of tenure at the rank of assistant professor may be granted if 

promotion to a higher rank in the near future is likely. 
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 C. The unusual importance of the individual's contribution to the university. 

 

 

II. Criteria for Promotion from Assistant Professor to Associate Professor 

 

 Criteria for promotion from assistant to associate professor are based upon 

performance and the potential for continued professional growth.  In considering 

the criteria for teaching, research and creative endeavor, and service, evidence 

used to support a tenure case may also be used as partial support for a candidate 

considered for promotion along with the additional requirements specified above.  

The basis for promotion is a record of satisfactory teaching, research and creative 

endeavor, and service with excellence exhibited in one of these areas. 

  

 

 A. Criteria for excellence in teaching, research and creative endeavor, or 

service are the following: 

 

                        1.         Teaching 

 

   A candidate who excels in teaching is one who guides and inspires 

students and stimulates their intellectual interest and enthusiasm; 

one who displays a spirit of scholarly inquiry which leads him/her 

to develop and strengthen course content in the light of 

developments of the field, as well as to improve methods of 

presenting material. 

 

   Evidence for excellence in teaching must include all criteria for 

tenure; B.2, B.3, B.4, B.5, C.5; a minimum of 4 items (total) from 

D and/or E; and one item from categories F-I. 

 

  2. Research and Creative Endeavor 

 

   A candidate who excels in research is involved in scholarly or 

creative endeavor appropriate to the candidate's discipline.  The 

results of research should have been evaluated by authorities in the 

field.   

 

   Evidence for excellence in research and creative endeavor must 

include the criteria for tenure and multiple items from category A 

listed in II.  Research and Creative Endeavor. 

 

  3. Service 

 

   A candidate who excels in service contributes in one or more of the 

following areas: institutional service, professional service to the 
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community, or service to the profession.  The evaluation of service 

should be supported by evidence drawn from various sources.   

 

   Evidence for excellence in service must include the criteria for 

tenure and multiple items from categories A, B, C, and D listed in 

III.  

 

 

III. Criteria for Promotion from Associate Professor to Professor 

 

 Promotion to Professor is awarded to individuals recognized by professional peers 

as authorities in their fields.  It is expected that candidates will have made 

important and recognized contributions in at least one of the following areas: 

teaching, research and creative endeavor, or service.  Candidates will be 

recognized and respected in state, regional, or national educational and 

professional circles. 

 

 

 A. Criteria for excellence in teaching, research and creative endeavor, or 

service are the following: 

 

  1. Excellence in Teaching 

 

   A candidate who excels in teaching is one who guides and inspires 

students and stimulates their intellectual interest and enthusiasm; 

one who displays a spirit of scholarly inquiry which leads him/her 

to develop and strengthen course content in the light of 

developments of the field, as well as to improve methods of 

presenting material.   

 

   Evidence for excellence in teaching must include the criteria for 

promotion to associate professor and tenure and the following 

items from I. Teaching: A.3, B.2, B.3, B.4, C.1; multiple items 

from D; F and H.1. 

 

  2. Excellence in Research and Creative Endeavor 

 

   A candidate who excels in research is involved in scholarly or 

creative endeavor appropriate to the candidate's discipline.  The 

results of research should have been evaluated by authorities in the 

field. 

 

   Evidence for excellence in research and creative endeavor must 

include the criteria for promotion to associate professor and tenure 

and the following items from II. Research and Creative Endeavor:  

Multiple items from A; Multiple items from B.1; and D. 
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  3. Excellence in Service 

 

   A candidate who excels in service contributes in one or more of the 

following areas: institutional service, professional service to the 

community, or service to the profession.  The evaluation of service 

should be supported by evidence drawn from various sources.   

 

   Evidence for service must include the criteria for promotion to 

associate professor and tenure and the following items:  A.3; 

Multiple items from B; Multiple programs from C; Multiple items 

from D.1, D.2, and D.3. 

 

Appendix B 

 

Procedure for Yearly Evaluation of Faculty 
 

 

 

A. Annual Report Process for Non-Tenured Tenure Track Faculty  

1. The procedure for the Annual Report document is distributed in January of the 

year under review.  Example:  The procedure for the 2003 Annual Report is 

distributed in 1/2003 with Annual Report turned in early 2004.  

2. The due date to Department Chairs is set at the second Friday in February.  If this 

needs alteration, all faculty members will receive 30 days notice.  

3. Each faculty member prepares an Annual Report.  This is, in essence, a self-

report, in which the faculty member evaluates his/her teaching, service, and 

research. The IPFW P&T guidelines are recommended for the organization of the 

annual report. 

4. In order to include peer evaluation as part of the faculty member’s comprehensive 

yearly evaluation, a faculty member may identify a Peer Review Committee Chair 

and at least two other faculty members from among tenure-track School of 

Education Faculty, to comprise the Peer Review Committee at least 30 days prior 
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to the date that the Annual Report is due to the Department Chair.  One member 

of the review committee must be tenured.  

5. Annual Report is submitted to each member of the Peer Review Committee, with 

appendices submitted to the Chair, at least 15 business days prior to the date the 

Annual Report is due to the Department Chair.  

6. The Peer Review Committee Chair convenes the committee members to review, 

evaluate, and reach consensus on the presented Annual Report.  

7. The Peer Review Committee Chair, in collaboration with committee members, 

writes a formal report of findings called a Peer Review.  

8. The Peer Review Committee Chair obtains final approval of Peer Review from 

the committee members and the signature of each. 

9. The Peer Review Committee Chair communicates the committee's findings to the 

faculty member and meets with the faculty member to discuss the Peer Review. 

The intent of this process is to help the faculty member more accurately assess 

where he or she is in the tenure process, and to make supportive recommendations 

for continued growth.  Findings of the Peer Review Committee, once the Peer 

Review is signed, are final.  Should the faculty member disagree with any part of 

the Peer Review, a rejoinder may be attached prior to submitting the Annual 

Report to the Department Chair. 

10. If desired, the faculty member submits the Peer Review to the Department Chair 

as part of the Annual Report.  

11. The Department Chair evaluates the Annual Report.  

12. The Department Chair writes a formal report of findings.  
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13. The Department Chair summarizes their findings regarding the faculty member’s 

productivity and progress in Teaching, Research and Service and makes 

recommendations regarding merit pay awards.  

14. The Department Chair communicates these findings to the faculty member and 

meets with the faculty member to discuss these findings. 

15. The Department Chair submits a final copy of findings to the Academic Dean by 

March 1st, or at a date indicated by the Academic Dean.  

16. The Academic Dean reviews the faculty member's Annual Report, the Peer 

Review (if one has been submitted), and the Department Chair's findings and 

recommendations. 

17. The Academic Dean writes an independent evaluation of the Annual Report. This 

evaluation is meant to be a valuable resource in assisting faculty to identify and 

achieve goals in teaching, research, and service that both the faculty and the 

University consider important in the process of moving toward tenure. 

18. The Academic Dean determines, after consultation with the Chairs, any salary 

adjustment recommendations. 

19. The Academic Dean meets with faculty member to discuss the Academic Dean’s 

evaluation and salary recommendations before SOE salary recommendations are 

forwarded to the Vice Chancellor. 

20. The Academic Dean submits Academic Dean’s and Chair’s evaluations and salary 

recommendations, along with appropriate personnel forms, to VCAA.  

21. The VCAA reviews all evaluations and salary recommendation.  

22. The VCAA submits salary recommendation to the Chancellor. 
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23. The Chancellor makes final determination of any salary adjustment.   

 

B. Annual Review Process for Tenured Faculty  

 

1. The procedure for the Annual Review document is distributed in January of the 

year under review.  (Example:  The procedure for 2003 Annual Report is 

distributed in 1/2003 with Annual Report turned in early 2004.)  

2. The due date to Department Chairs is set at second Friday in February.  If this 

needs alteration, all faculty members receive 30 days notice.  

3. The faculty member prepares an Annual Report. IPFW P&T guidelines are 

recommended for Annual Report organization.  

4. The Department Chair evaluates the Annual Report.  

5. The Department Chair writes a formal report of findings.  

6. The Department Chair communicates these findings to the faculty member and 

meets with the faculty member to discuss findings. 

7. The Department Chair summarizes findings regarding the faculty member’s 

productivity and progress in Teaching, Research and Service and makes 

recommendations regarding merit pay awards. 

8. The Department Chair submits a final copy of findings to Academic Dean by 

March 1st, or at a date indicated by Academic Dean.  

9. The Academic Dean reviews faculty member's Annual Report and Department 

Chair's findings and recommendations. 

10. The Academic Dean writes an independent evaluation of the Annual Report.  

11. The Academic Dean, after consultation with the Chairs, determines any salary 

adjustment recommendations. 
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12. The Academic Dean meets with faculty member to discuss Academic Dean’s 

evaluation and salary recommendations before SOE salary recommendations are 

forwarded to the Vice Chancellor.  

13. The Academic Dean submits evaluation and salary recommendation to VCAA.  

14. The VCAA reviews Academic Dean’s and Chair’s evaluations and salary 

recommendation(s).  

15. The VCAA submits salary recommendation to Chancellor.  

16. The Chancellor makes the final determination of any salary adjustment.   

  

C. Each non-tenured tenure track faculty person is responsible for:  

 

1. Awareness of all deadlines and procedures.  

2. Assembling Annual Report.  

3. Identifying Peer Review Committee within recommended time frame.  

4. Submitting Annual Report and appendices to Peer Review Committee Chair and a 

copy of the Annual Report to each committee member. 

8. Attaching Equity Petition to Annual Report if desired.   

 

D. Each tenured faculty person is responsible for: 

1. Awareness of all deadlines and procedures.  

2. Assembling Annual Report.  

3. Submitting Annual Report to Department Chair.  

4. Attaching Equity Petition to Annual Report if desired.   

 

E. Peer Review Committee Chair is responsible for:  
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1. Scheduling any meetings of Peer Review Committee. 

2. Convening Peer Review Committee meetings.  

3. Writing formal report of findings derived from Annual Report.  

4. Finalizing a Peer Review with committee members. 

5. Giving final copy of the Peer Review to faculty person with signatures of all 

committee members attached. 

6. Meeting with submitting faculty person to discuss the Peer Review.  

F. Department Chair is responsible for: 

1. Awareness of all deadlines and procedures. 

2. Evaluating Annual Report according to established Annual Report Criteria 

contained in the SOE Policy Handbook. 

3. Writing a report of findings.  

4. Meeting with submitting faculty person to review findings.  

5. Summarizing faculty member’s productivity and progress in Teaching, Research 

and Service as well as any recommendations regarding merit pay awards. 

6. Submitting final copy of findings and recommendations to Academic Dean.  

  

G. Academic Dean is responsible for:  

1. Awareness of deadlines and procedures.  

2. Evaluating Annual Reports.  

3. Reviewing findings and merit pay recommendations of Department Chairs for 

each faculty member.  

4. Writing independent evaluation of each faculty member. 
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5. Determining recommended salary adjustments for each faculty member. 

6. Making certain faculty members receive a signed and dated copy of evaluation 

and salary recommendations prior to the end of Spring semester.  

7. Meeting with submitting faculty members to review evaluations and salary 

recommendations prior to sending SOE salary recommendations to Vice-

Chancellor. 

8. Summarizing each faculty member’s productivity and progress in Teaching, 

Research and Service as well as recommendations regarding merit pay awards 

and/or other salary adjustments.  

9. Submitting final copy of evaluation reports and recommended salary adjustments 

to VCAA.    

***No procedure needed for VCAA/Chancellor as SOE holds no jurisdiction.  
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Appendix C 

Job Descriptions for Non Academic Staff 
 

 

Job descriptions for Director of Curriculum Lab, Student Teaching/Field Experience and 

Licensing. 

 




