
 
 
 

Departmental Governance Document 
 
 
 
 
 
 
 
 
 
 

Department of Agricultural Education and Studies 
 

Iowa State University 
 
 
 
 
 
 
 
 
 
 

Updated document approved by faculty vote 
December 10, 2021 



 
 

Table of Contents 
 Page 

Foreword ...........................................................................................................................................................1 
 
Mission Statement .............................................................................................................................................2 
 
Vision and Priorities ...........................................................................................................................................2 
 
Department Administration ..............................................................................................................................3 
 
Faculty ...............................................................................................................................................................3 
 
Department Chair ..............................................................................................................................................3 
 Reappointment Process .............................................................................................................................3 
 Selection of a New Chair ............................................................................................................................4 
 Selection Process ........................................................................................................................................4 
 Non-Appointment ......................................................................................................................................5 
 
Budget Information ...........................................................................................................................................5 
 
Curriculum Changes ...........................................................................................................................................5 
 
Faculty Meetings ...............................................................................................................................................5 
 
Faculty and Professional & Scientific Staff Voting Status ..................................................................................6 
 
Governing Councils ............................................................................................................................................6 
 
Performance Appraisal & Review ......................................................................................................................7 
 Department chair .......................................................................................................................................7 
 Faculty and Professional and Scientific Staff ..............................................................................................7 
 Merit Employees ........................................................................................................................................7 
 
PRS Revisions Including Disagreement ..............................................................................................................8 
 
Graduate Faculty Membership ..........................................................................................................................9 
 
Faculty Improvement Leave ..............................................................................................................................9 
 
Faculty and Staff Termination ...........................................................................................................................9 
 Faculty Termination Procedures ................................................................................................................9 
 Professional and Scientific Employees .......................................................................................................10 
 Merit Employees ........................................................................................................................................10 
 
Faculty and Staff Grievance ...............................................................................................................................10 
 Faculty Grievance and Conflict Resolution .................................................................................................10 
 Professional and Scientific Employees .......................................................................................................10 
 Merit Employees ........................................................................................................................................10 
 
Records ..............................................................................................................................................................11 
 
Textbook Policy ..................................................................................................................................................11 
 
Consulting ..........................................................................................................................................................11 
 
Data Collected under Grants and Contracts Policy ............................................................................................11 



 
 

 
 
Faculty and Professional and Scientific Staff Appointments .............................................................................12 
 Minimum Qualifications for Faculty Members ...........................................................................................12 
 Appointment of Departmental Budgeted Faculty and Staff Members ......................................................12 
 Refining the PRS and Tenure Issues ...........................................................................................................13 
 Appointment Policies for Term Faculty ......................................................................................................13 
 Non-departmental Budgeted Salaried Faculty Appointments ...................................................................13 
 
Tenure-Eligible Faculty Promotion and Tenure .................................................................................................14 
 Promotion ...................................................................................................................................................14 
 Tenure ........................................................................................................................................................14 
 Terminology ................................................................................................................................................15 
 Criteria 
  General Considerations .......................................................................................................................15 
  Basis for Evaluation .............................................................................................................................15 
 Description of Academic Ranks 
  Assistant Professor ..............................................................................................................................16 
  Associate Professor .............................................................................................................................16 
  Professor .............................................................................................................................................16 
 Qualifications for Academic Rank 
  Assistant Professor ..............................................................................................................................17 
  Associate Professor and/or Tenure .....................................................................................................17 
  Professor .............................................................................................................................................17 
 Tenure ........................................................................................................................................................18 
 Selection and Duties of the Mentor ...........................................................................................................18 
 Third -Year Review of Probationary Faculty ...............................................................................................18 
 Tenure and Promotion Review of Assistant Professors 
  Department and Chair Responsibilities ...............................................................................................19 
  Candidate Selection for Departmental Review ...................................................................................20 
  Preparation of Documentation ...........................................................................................................20 
  Types and Sources of Information to be Considered ..........................................................................21 
  Preliminary Evaluation Committee (PES) ............................................................................................21 
  External Reviews .................................................................................................................................21 
  Faculty Review of the Documentation ................................................................................................22 
  Conflict of Interest ...............................................................................................................................22 
  Senior Faculty Meeting........................................................................................................................22 
  Voting Procedure.................................................................................................................................23 
  Appeal Process ....................................................................................................................................23 
 Postponement of Tenure Review ...............................................................................................................24 
 Notification of Promotion Process .............................................................................................................25 
 Post-Tenure Review ....................................................................................................................................25 
 
Appointment, Reappointment, Advancement, Non-Renewal, and Evaluation of Term Faculty .......................26 
 Appointment ..............................................................................................................................................26 
 Performance Review ..................................................................................................................................26 
 Reappointment Review ..............................................................................................................................26 
 Advancement Procedure ............................................................................................................................26 
 Reappointment Procedures .......................................................................................................................27 
  
  



 
 

 
Appointment, Reappointment, Advancement, Non-Renewal, and Evaluation of Adjunct Faculty ...................27 
 Titles and Term of Appointment ................................................................................................................27 
 Appointment ..............................................................................................................................................28 
 Performance Responsibility Statement ......................................................................................................28 
 Annual Performance Review ......................................................................................................................28 
 Reappointment Review ..............................................................................................................................28 
 Advancement Review .................................................................................................................................28 
 Advancement Procedures ..........................................................................................................................28 
 Materials for Advancement ........................................................................................................................29 
 Criteria for Advancement ...........................................................................................................................29 
  
Faculty Appointments of Professional and Scientific (P&S) Employees ............................................................29 
 Titles and Terms of Appointment ...............................................................................................................29 
 Appointment ..............................................................................................................................................30 
 Review ........................................................................................................................................................30 
 Advancement .............................................................................................................................................31 
  
Faculty Action Plan Mediation Policy  ...............................................................................................................31 
 
Governance Document Changes and Ratification .............................................................................................31 
 
Appendices – Department Organization Chart .................................................................................................34 
 
Appendices – Department Committee, Responsibilities and Club Advisement ................................................35 
 
Appendices – Graduate Assistant Position Description .....................................................................................36 
 
Appendices – Graduate Assistant Performance Evaluation ..............................................................................37



1 
 

 

 
DEPARTMENT OF AGRICULTURAL EDUCATION AND STUDIES 

 DEPARTMENTAL GOVERNANCE DOCUMENT 
 

FOREW0RD 
 

The Department of Agricultural Education and Studies (AGEDS) is administered as a department 
in the College of Agriculture and Life Sciences (CALS) and operates as a unit that serves Iowa 
State University, a land-grant university.  Some faculty members have joint appointments in the 
College of Human Sciences and/or Extension; or other units to be if decided in the future. This 
Governance Document will be regularly updated to be in accordance with timelines and policy 
changes of Iowa State University, Ames, Iowa.  Policies in this document are consistent with 
policy decisions at higher levels of the university and other legal and binding institutions 
pertinent to AGEDS. It is the joint duty of faculty, staff, administrators and others to read and 
understand policies herein; and to call to the attention of the Department any policies and 
procedures that appear to require correction or alteration.  The development of the current 
version of this Governance Document was updated and edited by an AGEDS Governance 
Committee; approval is conferred by a vote of a quorum of eligible members of the 
Department, defined later in the document.  
 
Specifically, actions of  the Department are  governed by policies and procedures of the Iowa 
Board of Regents, Iowa State University, and the College of Agriculture and Life Sciences; also, 
when applicable, the College of Human Sciences.  The Faculty Handbook, the Professional and 
Scientific Handbook, the Graduate College Handbook, the General Catalog, ISU Office Procedure 
Guide, and the College of Agriculture and Life Sciences Governance Document, and other 
documents residing in the University Policy Library or other official repositories serve as the 
primary guiding documents for development of this Governance Document.  This document 
affirms and supplements the foregoing in areas where special policies, procedures, or 
definitions are necessary for proper functioning of the Department.  This is a public document 
and shall be made available for access by employees of the university in a ready manner; but 
also by members of the general public, especially those in Iowa, who provide support for the 
university. 
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DEPARTMENTAL STRATEGIC PLAN (2019-2024) 

 
Mission 
We prepare Iowans and people worldwide to meet today’s challenges through innovative 
agricultural education and communication research, teaching, and outreach. 

We develop and deliver research-based learning and communication programs 
for educators, communicators, and agriculturalists globally.  

 
Vision 
We will build a premier land-grant program by researching and providing agricultural education 
and communication programs that promote leadership development, professional 
development, personal development, diversity, and respect.  
 
Priority 1. Deliver high quality undergraduate and graduate programs that meet the needs of 
Iowans and people around the world. 
Undergraduate Education Goals: 

1) Recruit and prepare quality students who graduate and meet the demands of 
stakeholders 

2) Establish a major in Agricultural Communication 
3) Provide curricula that is responsive to career, industry, stakeholder, Regents, and 

student demands 
4) Strengthen and enhance undergraduate programs, and coordinate across majors and 

community college programs 
Graduate Education Goals: 

1) Assess the quality, rigor, and focus areas of the graduate programs 
2) Assess impact of the graduate programs and track graduate student research and 

creative works (and related data) to measure graduate research output 
3) Strengthen and enhance graduate programs, including consideration of new courses 

and Extension certificate programs  
 
Priority 2.  Create and disseminate research-based information to address the needs of Iowans 
and people around the world. 
Goals: 

1) Identify and communicate the research focus areas within the department 
2) Promote faculty members’ research expertise and related grants and projects  
3) Increase number of publications and presentations to traditional and new outlets  
4) Collaborate on disciplinary and interdisciplinary research to advance our knowledge 

base and address grand challenges 
5) Develop a tracking system for research data and publication productivity  

 
Priority 3.  Address the needs of Iowans and people around the world through outreach and 
Extension. 
Goals: 

1) Identify and expand audiences that the department serves 
2) Invigorate relations with county and regional agricultural Extension and Outreach and 
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collaborate more readily  
3) Determine audience and need for an online graduate certificate program in Agricultural 

Extension Education 
 
Priority 4.  Foster an environment for Faculty and Staff that encourages excellence, inclusion, 
and innovation. 
Goals: 

1) Create a collaborative environment in the department. 
2) Foster a supportive, professional and inclusive environment 
3) Encourage excellence in innovative teaching and scholarship 
4) Support staff and term faculty in scholarship, as interested 

Approved: February 7, 2019 
 

DEPARTMENTAL ADMINISTRATION 
 

The clientele served by the Department as a whole are foremost the people of Iowa, and also 
the nation and the international community.  The Department’s programs and policies are 
intended to be consistent with pertinent federal and state laws and regulations, and university 
policies, related to non-discrimination of protected classes. 
 
The Department administers the Agricultural Education and Agricultural Studies curricula 
(majors) leading to the Bachelor of Science degree; and options of Communications and 
Certification (under Agricultural Education) and a secondary major in International Agriculture, 
also for undergraduates.  Master of Science, Master of Agriculture, and Doctor of Philosophy 
degrees are offered.  For the MS and PhD, the Agricultural Education major additionally offers a 
specialization in Agricultural Extension Education.  The Master of Agriculture program offers the 
major of Professional Agriculture. 

FACULTY 
 

Subject to University and College regulations, the Department defines its faculty as all faculty, 
whether tenured, tenure-eligible, or term, who hold appointments in the Department. The 
rights, privileges, and duties of the faculty are explained in the ISU Faculty Handbook.  

 
DEPARTMENT CHAIR 

 
The lead administrator of AGEDS is the Department Chair.  The Department Chair is appointed 
by the Dean of CALS for a term of 3 to 5 years.  Appointments are renewable.  
 
Reappointment Process 
When willing to reappoint a Chair, the Dean of CALS will ask if the current Department Chair is 
willing to serve.  After a response is provided, the Dean will meet with AGEDS faculty to discuss 
her or his desire to reappoint, including concerns and options.  The Dean selects a process for 
gathering input, which is considered to be advisory. 
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Selection of a New Chair 
If the current Department Chair is unwilling or unable to service another term, complete his or 
her term, or the Dean changes her or his preference for continuing the current chair based on 
input from the Department, the Dean will employ procedures specified by the Department.  
 
Selection Process 
The Dean will solicit names of faculty members internal to the Department from among the 
tenured or tenure-eligible members of the Department to serve on a screening committee; and 
then shall make appointments to serve on the screening committee, which shall number no 
fewer than three.  The Dean will also solicit, and then appoint, a tenured or tenure-eligible 
faculty member from CALS (or College of Human Sciences or other as pertinent) outside the 
department to serve as the chairperson of the committee.  There should be at least two 
members on the screening committee who hold appointments from outside the department; 
but in all cases, number of Departmental members should exceed number of outside members 
(count includes chair of committee).  After consultation with the Department, Dean will then 
finalize and appoint a chairperson and the members of the screening committee. 
 
 The screening committee, working with the Dean, will: 
 

• Develop and distribute announcements of the vacancy along with the job description 
and qualifications statement. 
 

• Receive all applications for the position. 
 

• Acknowledge receipt of application following pertinent university policies for hiring. 
 

• Screen all applications based on the job description and qualifications statement. 
 

• Make available all candidate materials to faculty members from AGEDS or, in the case of 
a joint hire, with the appropriate other Department, for review. 
 

• Recommend a suitable number of candidates to be interviewed to the Dean.  The Dean 
must communicate her or his approval of final candidates before interviews are 
scheduled. Internal announcement of candidates for the Chair may be announced after 
approval of candidates has been made by the Dean, pending special circumstances.  

 
• Coordinate interviews of selected candidates who agree to enter into the interview 

process.  During interviews, the committee will: 
 

 Host candidates while on campus. 
 Schedule interviews. 
 Arrange and schedule candidate presentations. 
 Conduct an in-depth interview with the candidate. 
 Coordinate candidate visit with college and university administration, and 

announce to other interested parties. 
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 Make recommendations, in the form of statements regarding strengths and 
weaknesses based on input from tenured and tenure-eligible members of the 
Department/s, of each candidate to the Dean. Recommendations must 
reference job description and qualifications statement.  

 
After the interviews, all faculty and staff will be asked to submit anonymous assessments of the 
candidates’ strengths and weaknesses to the Dean for consideration.  The Dean will notify 
AGEDS within a reasonable amount of time of her or his decision regarding the candidate 
selection, and as appropriate, make the appointment.  After the Department Chair is appointed 
and the appointment accepted, and at latest within the first semester of the appointment, a 
Position Responsibility Statement (PRS) will be developed by the Chair and the Dean describing 
the administrative and other academic and departmental responsibilities of the position in line 
with the qualifications statement and job description.  Copies of the original PRS, and any and 
all modified PRS documents and formal communications, shall be retained by AGEDS as part of 
regular documentation of the faculty member for duration of employment and shall be made 
available, as permitted per personnel policies, as part of any promotion and/or tenure, or 
advancement or nonrenewal, decisions. 
 
Non-Appointment 
In the case of non-appointment, the Dean and Department will consider appointing an interim 
Chair while another search is conducted.  
 

BUDGET INFORMATION 
 

Budget information is shared with faculty and staff during regular department meetings and 
when appropriate. 

CURRICULUM CHANGES 
 

Changes to the curriculum are initiated by the faculty.  Changes are presented to the 
Department Curriculum Committee, and if approved, presented to the faculty.  Upon approval 
by vote of the teaching faculty, the changes are submitted to the CALS Curriculum Committee. 
 

FACULTY MEETINGS 
 

Faculty meetings shall be scheduled by the Chair at whatever frequency deemed appropriate.  
With at least one meeting during the Fall and Spring semesters.  Meetings shall be announced 
in writing at least one week in advance of the scheduled time.  The Chair must call a faculty 
meeting within two weeks if requested by at least two faculty members. 
 
Each faculty meeting shall have minutes recorded and presented to faculty one week prior to 
the next faculty meeting for review and approval at the next faculty meeting. 
 
Meetings shall be conducted according to parliamentary procedure following Robert’s Rules of 
Order.  Only members of the faculty may vote on questions brought to a vote.  A quorum shall 
consist of 50% of the voting faculty. 
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FACULTY AND PROFESSIONAL AND SCIENTIFIC STAFF 
VOTING STATUS 

 
All faculty have voting rights in Department business. With respect to term faculty, which 
includes all faculty other than tenured or tenure-eligible faculty, the ISU Faculty Handbook 
states, “As members of the general faculty, all term faculty have full rights of academic freedom 
and participation in shared governance.” (Faculty Handbook Section 3.3.2). Term faculty have 
the right to participate in all Departmental votes, with the exception of personnel decisions 
concerning tenured or tenure-eligible faculty.  
 
All faculty and P&S staff directly involved with the department’s programs (day-to-day 
management/programming) shall have voting rights on those issues associated with the 
individual’s appointment classification. AGEDS observes a “one-person, one-vote” policy 
regarding formal decisions regarding tenure and promotion and other retention decisions. The 
Chair, and any members active at the time of the decision on committees or other entities with 
decision-making privileges, shall avoid voting multiple times.  Their vote must be provided at 
the lowest level of decision-making to which the member has access during the time of the 
decision.  Faculty and P&S staff on full leave of absence (less than 30% FT) shall not be counted 
in determining the requisite number for a quorum.  On matters calling for a written ballot, the 
Chair or the Chair’s designee shall make a reasonable effort to communicate ballot issues to 
those on full or partial leave.  “Reasonable effort” shall be demonstrated by a timely date on an 
e-mail message, FAX, telephone record, certified or registered letter, or other similar device. 
 
When appropriate, voting will be by secret ballot.  Otherwise, voting will be by a voice vote or 
other indication (raising of hands, etc.). 
 
 

GOVERNING COUNCILS 
 

Faculty Senate 
The Faculty Senate was established by the general faculty to act as its representative body and 
to conduct the business of the general faculty in the arena of making policies and 
recommendations to administration and the Board of Regents.  The Faculty Senate has 
legislative responsibility for general academic and educational policy for the university, 
facilitates communication between the faculty and the students and the administration, and 
cooperates with the administration in conflict resolution.  It operates in accordance with the 
Faculty Senate Constitution, its By-Laws and its Procedures Manual of Iowa State University.  
AGEDS is entitled to one representative on the Faculty Senate to be elected by the AGEDS 
faculty; and members also are permitted to be elected as “at large” senators, bringing the 
maximum number to two.  Term of membership, eligibility of members for positions in the 
Faculty Senate, nomination and election procedures, and other guidelines are found in the 
aforementioned documents.  
 
Professional and Scientific Council 
P&S employees are represented by the Professional and Scientific Council of Iowa State 
University.  The Council is intended to facilitate communication among employees and between 
the employees and the president, the provost, vice presidents, deans, directors, and other 
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administrative officers of the university, and to recommend to the administration policies that 
promote the common interest of professional and scientific employees.  The governance of the 
Professional and Scientific Council including membership, election, operating procedures, 
committees, and other guidelines can be found in the Professional and Scientific Handbook. 
 

PERFORMANCE APPRAISAL AND REVIEW 
 

Department Chair  
On an annual basis, a program performance review and appraisal of the Chair shall be 
conducted by a committee composed of faculty, P&S, and merit employees in the Department.  
This committee shall consist of one representative each from among the faculty, P&S, and merit 
groups.  This committee shall systematically and anonymously gather information from the 
faculty and staff, summarize the results, share them with the Chair, and forward a written 
summary to the Dean of the CALS that reflects in good faith the substance of the combined 
reviews.  Original data shall be retained for one year to be accessed, at his or her discretion, by 
the Dean.  The written summary shall also, at the same time, be shared with the Chair.  
 
Faculty and Professional Scientific Staff 
On an annual basis, performance review and appraisal of each faculty (tenure-eligible, tenured, 
and term) and P&S staff who are partially or fully budgeted within the department shall be 
conducted by the Chair.  The procedure for the performance review shall include (1) 
completion of annual activity reports, which includes statements of accomplishments and 
goals, by the staff or faculty member; (2) review of the adequacy of PRS for faculty and PIQ for 
P & S Staff, by both parties; and (3) assignment of responsibilities as agreed upon by the Chair 
and faculty/staff member to be encoded into a revised PRS or PIQ if changes are agreed upon.  
 
Due to the diverse nature of the department, university or college norms or averages are not 
mandated to be used in assessing teaching and advising performance for faculty.  It is the 
philosophy of the department that all faculty and staff should strive to improve their teaching 
and advising, with an emphasis on improving rather that comparing across units.  Faculty and 
staff are to use student evaluations of their teaching and advising to identify areas for 
improvement by looking at the lower-rated areas and trends, which shall be discussed in good 
faith in relevant sections of the annual performance review, as well as in documents related to 
promotion and/or tenure.  Faculty and staff who receive an unsatisfactory annual performance 
review will have an improvement plan and such plans are included in their annual performance 
review.  If a faculty member disagrees with an unsatisfactory annual evaluation, the 
department will follow the faculty action plan mediation policy.  
 
Merit Employees 
Performance evaluation of merit employees is to be conducted annually between the 
supervisor and the employee and may include a survey to gain input on performance and other 
issues from faculty and other staff.  The personnel evaluation assesses the level of performance 
of the employee in their knowledge of the position, quantity and quality of work, and quality of 
interpersonal relations.  An employee Performance Evaluation Form is to be completed and 
turned in to the Office of Human Resource Services. 
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PRS REVISIONS INCLUDING DISAGREEMENT 
 

The PRS that is reviewed annually and provided to the faculty member in written form and 
signed by the chair by May 15 in the main guides the performance review of the subsequent 
year.  Changes can be made to the PRS, hence to the job, of a faculty member. Changes to the 
PRS are not mandatory; for tenure-eligible faculty, minimal changes are desirable to provide for 
a consistent, therefore workable, set of professional expectations. Changes may also reflect 
new opportunities.  However, if the work of any faculty member changes significantly and 
seemingly for the long-term, the PRS should reflect such changes because progress of the 
faculty member is evaluated in the main on the PRS.  Changes are typically cooperative, and 
arise as topics of discussion during the Annual Performance Review conducted with the Chair, 
or in the post review letter provided by the Chair.  The change process for the Department is as 
follows. 
 

1. The Chair proposes in writing new elements, or removes elements, from the faculty 
member’s PRS. A revised PRS, signed by the Chair, will be in possession of the faculty 
member by May 15.  

 
2. Agreement of the faculty member is secured when the faculty provides an unaltered, 

signed, and dated copy of the revised PRS to the Department Chair.  The PRS ideally 
should be returned within 14 days of receipt by the faculty member. 

 
3. Alternatively, a faculty member may provide a revised PRS to the Chair by May 1, to 

provide time for the Chair to ready him or herself to submit to the university by the May 
15 deadline.  

 
4. Disagreement of can be indicated by either the faculty member or Chair via memo, 

letter, or verbal refusal accompanied by failure to sign in a timely manner.  
 

5. A PRS however must be submitted through university channels. The Chair must submit a 
PRS, but in the case of disagreement, this should be brought to the attention of the 
Dean of CALS and any jointly-administering college(s), as soon as possible, by written 
memo signed by the Chair, with a copy provided to the faculty member for their 
personnel and personal files.  Discussion is encouraged among Chair, the faculty 
member, and the Dean, with or without counsel with the Ombuds Office or other 
relevant offices. 

 
6. The Dean for the primary appointment shall make a binding decision after consultation 

with both the Chair and the faculty member, and after fact-finding decided upon at the 
Dean’s discretion.  Either the faculty member or the Chair may follow university 
grievance procedures if either member remains in opposition to the Dean’s decision.  
Involvement of university grievance procedures, including the Ombuds Office, shall be 
permitted to alter the timeline for procedures.  
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GRADUATE FACULTY MEMBERSHIP 
 

The procedures outlined in the Graduate College Handbook for submitting a faculty member in 
AGEDS membership to the Graduate Faculty shall be followed. 
 

FACULTY IMPROVEMENT LEAVE 
 

An AGEDS tenured or tenure-eligible faculty member may apply for a faculty improvement 
leave.  The faculty member shall submit an application and supplemental materials to the Chair 
by the announced university deadline, usually early fall.  In the event that two or more 
departmental faculty members have submitted applications for concurrent faculty 
improvement leaves, the Chair shall appoint a departmental committee to rank them in order 
of preference and forward their recommendations to the Chair.  The committee will consider 
the following criteria when ranking the applications: 
 

• Determination of the extent to which the leave will enhance the future performance of 
the individual’s duties as a faculty member. 
 

• A clear indication that the improvement sought in a period of leave will benefit the 
department and the institution. 
 

• A clear understanding that granting the leave is an investment in the future of the 
faculty member and of the department, and is not intended as a reward for past 
performance. 
 

• Length of time since the most recent previous faculty improvement leave (a minimum of 
two years from completion of previous faculty improvement leave must have passed). 
 

• Evidence of productive use of any previous faculty improvement leave. 
 

• Evidence of the applicant’s record of scholarly or creative activity. 
 

After the committee has made its recommendation, the Chair will follow the guidelines 
described in the Faculty Handbook in forwarding the application(s).  If only one AGEDS faculty 
member has applied for an improvement leave, the Chair will use his/her discretion regarding 
the appointment of a committee.  In the event that a committee is not appointed, the Chair will 
use the above criteria in deciding whether to forward the application to the Dean. 
 

FACULTY AND STAFF TERMINATION 
 

Faculty Termination Procedures 
The Faculty Handbook contains information on procedures related to faculty termination.  
Faculty termination procedures outlined in the Faculty Handbook include: procedures related 
to the non-renewal or termination of appointment, faculty dismissal procedures, termination 
because of financial emergency, the role of evaluations in determining timing and sequence of 
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terminated employees, and grievance procedures and notice provisions available to individuals 
facing non-renewal or termination.  
 
Professional and Scientific Employees 
The Professional and Scientific Handbook contains information for P&S employees related to 
the dismissal due to reorganization or financial conditions, dismissal due to unsatisfactory 
performance, and summary dismissal. 
 
Merit Employees 
Discipline and dismissal procedures for merit employees are outlined in the agreement 
between the State of Iowa and the American Federation of State, County, and Municipal 
Employees, Iowa Public Employees Council 61, AFT-CIO.  The procedures are listed in the ISU 
Office Procedure Guide. 

 
 

FACULTY AND STAFF GRIEVANCE 
 

Faculty Grievance and Conflict Resolution 
Faculty members who believe they have been treated unfairly with respect to salary, 
promotion, tenure, contents of the PRS, academic concerns, reduction in force, or other 
matters related to employment may have their cases reviewed formally through procedures 
which have been developed by the Faculty Senate and approved by the administration.  Faculty 
members may employ one or more of the appeal procedures, including time limits, notice, and 
documents required, described in the Faculty Handbook, including use of the Ombuds Office 
and/or Judiciary and Appeals Council of the Faculty Senate.  Harassment-related concerns 
follow a special procedure which is required to be used in addition to any of the 
aforementioned processes.  Lists of trained Assistors may be obtained at the Dean of Students 
office, the Sloss Center for Women and Gender Equity, and the Employee Assistance Program.  
 
Professional and Scientific Employees 
Any P&S employee has the right to present a matter of personal concern or dissatisfaction 
regarding his/her employment to the university and have the issue considered on its merits.  
Concerns may be resolved through informal or formal channels as described in the Professional 
and Scientific Handbook, including use of the Ombuds Office. Harassment-related concerns 
follow a special procedure which is required to be used in addition to any of the 
aforementioned processes.  Lists of trained Assistors may be obtained at the Dean of Students 
office, the Women's Center, and the Employee Assistance Program.  
 
Merit Employees 
Disputes or complaints by permanent merit employees regarding the interpretation or 
application of instructional rules governing the terms of employment or working conditions will 
be resolved in accordance with the grievance procedure established in the agreement between 
the State of Iowa and the American Federation of State, County, and Municipal Employees, 
Iowa Public Employees Council 61, AFT-CIO.  Merit employee grievance procedures are also 
described in the ISU Office Procedure Guide, including use of the Ombuds Office.  Harassment-
related concerns follow a special procedure which is required to be used in addition to any of 

http://www.dso.iastate.edu/
http://www.dso.iastate.edu/
http://www.dso.iastate.edu/wc/
http://www.hrs.iastate.edu/eap/
http://www.dso.iastate.edu/
http://www.dso.iastate.edu/
http://www.dso.iastate.edu/wc/
http://www.hrs.iastate.edu/eap/


11 
 

the aforementioned processes.  Lists of trained Assistors may be obtained at the Dean of 
Students office, the Women's Center, and the Employee Assistance Program.  
 

RECORDS 
 

AGEDS follows the “Iowa State University Record Retention Schedule” for departmental 
records.  This document identifies: (a) what records are to be kept; (b) the type or level of 
confidentially to be assigned each record; (c) who has access to each record; (d) how long each 
record is to be retained; (e) where each record is to be retained; and (f) final disposition of each 
record. 
 

TEXTBOOK POLICY 
 

AGEDS will have a committee of three faculty and two students (one undergraduate and one 
graduate student) to review textbooks and make recommendations about the use of textbooks 
under the following situations: 
 

• If the instructor for a course is the author or co-author of the textbook required (or 
recommended) for the course. 
 

• If textbook requirements (or recommendations) are different for distinct sections of a 
course. 
 

• If there are faculty or multiple student complaints relative to a required (or 
recommended) textbook for a course. 

 
CONSULTING 

 
The department will follow the policies and procedures contained in the Faculty Handbook and 
the Professional and Scientific Handbook on matters related to consulting. 
 
 

DATA COLLECTED UNDER GRANTS AND CONTRACTS POLICY 
 

Data collected under research and development grants and contacts to Iowa State University 
belong to the university and/or an outside party if arrangements were contractually made such 
that the work constitutes proprietary research.  When investigators leave the university, they 
will leave their original data and associated technical reports with the department.  
Investigators may take a copy of the data and reports with them for further analysis and other 
appropriate uses.  The department will retain the research data for five years after the end of 
the grant or contract and/or longer if specified by grants and contracts or as part of human 
subjects review agreement.  Issues regarding proprietary research are governed by university 
policies and procedures, and require articulation with relevant offices and outside parties.  

 
 
 
 

http://www.dso.iastate.edu/
http://www.dso.iastate.edu/
http://www.dso.iastate.edu/wc/
http://www.hrs.iastate.edu/eap/
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FACULTY AND PROFESSIONAL AND SCIENTIFIC STAFF APPOINTMENTS 
 

Minimum Qualifications for Faculty Members 
The minimum qualifications for the following faculty positions is a master’s degree:  Lecturer, 
Assistant Teaching Professor, Associate Teaching Professor, Teaching Professor, and Adjunct 
and Clinical Faculty appointments.   
 
The minimum qualifications for the following faculty positions is a doctorate degree:  Assistant 
Professor, Associate Professor, and Professor. 
 
Appointment of Departmental Budgeted Faculty and Staff Members 
Described below are the procedures to be followed when appointing budgeted tenure-eligible 
faculty, term faculty, and Professional and Scientific (P&S) staff members of AGEDS. 
 

• A job description and qualifications required for filling the position vacancy will be 
developed by the Chair. This will include levels of rank into which a candidate may be 
hired.  
 

• The description and qualifications statement will be submitted to the Departmental 
staff and appropriate college and university administrators for review and approval. 
 

• For tenure and tenure-eligible positions, Applicants will be screened by a search 
committee appointed by the Chair, comprising tenured and tenure-eligible faculty in the 
Department.  
 

• For term faculty positions, Applicants will be screened by a search committee appointed 
by the Chair, comprising faculty. 
 

• For all other positions, Applicants will be screened by a search committee appointed by 
the Chair.   

 
• The Chair will make the decision regarding which candidates to invite to interview, in 

line with recommendations of the screening committee, plus any other potentially 
confidential information gained as result of a review, such as background checks (as 
applicable).  The Chair will schedule the candidates’ interviews.  
 

• At the conclusion of the interviews, Department members will anonymously identify 
and submit in writing the strengths and weaknesses of each candidate to the Chair.  
Using the input, the Chair will submit a recommendation to the Department for 
approval. 
 

• A vote will be conducted among faculty for term positions, among tenured and tenure-
eligible faculty for tenure-eligible positions, and among tenured faculty for tenured 
positions. After reaching a decision through majority vote by secret ballot, the Chair will 
convey the tally and the result of the vote to the faculty, and then work with CALS and 
university administrators in securing the person to fill the position. 
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• In the case of a search that does not produce a suitable candidate, university procedures 

will be used to re-conduct or revise the search.  The Chair will provide reasons for non-
unsuitability in line with state, university and college policies.  

 
Refining the PRS and Tenure Issues 

• If a candidate seeks, either as part of the hiring process or after being hired, to be 
granted tenure at this university, the Chair will call a face-to-face meeting of the 
tenured faculty only to discuss relevant issues.  A secret ballot will be used to decide, in 
a timely fashion, whether tenure will be granted as part of hiring or shall use the 
University P&T process after a minimum of one year of the appointment.  

 
• For a hire that has accepted and joined the faculty, at the time of appointment or within 

the first semester of the appointment, the Chair and the new tenure-eligible/tenured 
faculty member will agree on a position responsibility statement (PRS).  The PRS is to be 
based on the job advertisement.  This document will be signed and dated by both 
parties.  The signed and dated copy will be on file in the faculty member’s personnel file, 
in the member’s possession in a timely manner for their personal file, and in the Dean’s 
office.  

 
• Once hired, as for other faculty, the current PRS, or a PRS that includes changes, shall be 

completed and made available to the faculty member by the Department Chair by May 
15 annually.  This PRS should stand for the first three years of appointment. In most 
cases, this PRS should remain in effect in its basic form (based on the original job 
description) until tenure and/or and promotion review. Any changes in the PRS must be 
agreed upon by the Chair and the faculty member.  

 
Appointment Policies for Term Faculty 
Lecturer, Assistant Teaching Professor, Associate Teaching Professor, Teaching Professor, 
Adjunct and Clinical faculty appointments 
 
Term faculty positions are term appointments eligible for renewal based upon the quality of 
performance and the continuing need of the department.  These appointments are subject to 
approval by the Dean(s) and Provost.  Individuals appointed to these positions will be evaluated 
for compensation and advancement using criteria established for their positions, including term 
limits, timing of reviews, and notification, located in relevant sections of the Faculty Handbook.  
In AGEDS, evaluation for renewal and/or advancement of the faculty member will be conducted 
by a committee of three tenured faculty members appointed by the Chair.  Their written 
recommendation will be given to the Chair who will make the final recommendation to the 
Dean(s) and Provost, based in good faith on recommendations of the committee.  
 
Non-Departmental Budget Salaried Faculty Appointments 
AGEDS supports other appointments realizing the importance of these faculty and staff to 
departmental, college, and university programs.  A majority vote, either public or if called for by 
any voting member, by secret written ballot, of a quorum of voting members of the faculty is 
required for approval of such appointments.  When possible, money and support services 
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within the department’s budget should be encouraged for the appointments.  Work within the 
department should be consistent with the PRS, which should specify duties and obligations to 
AGEDS.  

 
TENURE-ELIGIBLE FACULTY PROMOTION AND TENURE  

 
This document, in conjunction with university policies, criteria, and procedures as set forth in 
the University Promotion and Tenure Document as approved by the Board of Regents on 
December 8, 1998, dated July 1, 1999, and the College of Agriculture and Life Sciences 
Promotion and Tenure Document, dated July 1, 1999, establishes AGEDS promotion and tenure 
protocol for tenure-eligible and tenured faculty members. 
 
A position responsibility statement (PRS) for each faculty member is to be reviewed during the 
annual review process.  This statement and/or or its revisions should guide subsequent reviews 
(annual, promotion, tenure, advancement).  In the case of faculty members who have 
appointments in two departments (or a department and a program), a PRS will be written by 
the faculty member and the two Chairs.  The PRS will be signed and dated by all three parties.  
Each department and college will receive copies of this PRS. 
 
Evaluation of a faculty member for promotion and/or tenure is based primarily on evidence of 
scholarship in the faculty member’s teaching, research/creative activities, and/or 
extension/professional practice. In all areas of professional activities, a faculty member must 
uphold the values and follow the guidelines in the “Statement of Professional Ethics” found in 
“Professional Policies and Procedures” section of the Faculty Handbook.  A key tool in the 
promotion and tenure review process is the position responsibility statement (PRS), which 
describes the individual’s current responsibilities and activities in the following areas: (a) 
teaching; (b) research/creative activities;  (c) extension, outreach, and professional practice, 
and (4) service.  This PRS is to be used by all evaluators to interpret the extent, balance, and 
scope of the faculty member’s achievements. 
 
Promotion 
Promotion through the academic ranks in AGEDS is part of the recognition system of the 
University.  Each step verifies that the faculty member has demonstrated certain levels of 
competence, accomplishment, maturity, and recognition.  Promotion from assistant to 
associate professor will be judged on actual accomplishments and also on potential for growth; 
whereas promotion from associate professor to professor will be judged on accomplishments.  
Professor is the highest academic rank, also termed “full professor.”  A faculty member must 
provide compelling evidence of his/her right to be awarded that title.  All accomplishments and 
credentials of a faculty member will be considered in making a decision to promote, but 
primary weight shall be given to accomplishments and attainments while in the current rank in 
relation to the assigned responsibilities. 
 
Tenure 
The purpose of tenure is to ensure academic freedom.  The public is best served when faculty 
are free to teach, conduct research, provide extension/professional practice services, and 
engage in institutional service without fear of reprisal or without compromising the pursuit of 
knowledge and/or the creative process.  Granting tenure to a faculty member of the AGEDS 
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implies that the individual is deemed to have potential to develop into an outstanding member 
of the academic community.  The individual is expected to have been involved in departmental, 
college, and/or international societies and organizations of his or her profession, and to have 
upheld the high standards of the University, College, and the Department.  Faculty members 
are expected to conduct academic activities in a scholarly manner and to submit their ideas and 
research to rigorous peer review in the form of scholarship.  
 
Terminology 
For the promotion and tenure document, “candidate” shall mean the individual considered for 
promotion and/or tenure.  “Vote” is an actual count related to decision making regarding the 
candidate, and includes the number eligible to vote, and the quorum; the number voting 
positively, the number voting negatively, and the number of abstention votes cast.  “One vote” 
policy refers to a policy whereby any voting member shall cast their single vote at the lowest 
(earliest) permissible level.  “Dean” refers to the Dean of the College of Agriculture and Life 
Sciences.  “Chair” refers to the lead administrator of the department.  “Documentation” 
comprises those items prepared and submitted to substantiate the nomination of a candidate 
who is being considered for promotion and/or tenure.  The “professional resume” summarizes 
the background and accomplishments of the candidate following the recommended outline. 
“Scholarly” and “scholarship” are defined as distinguished in the Faculty Handbook, and as 
elaborated by Ernest L. Boyer’s (1990) Scholarship Reconsidered.  “Vita” is the complete report 
of relevant academic work.  The “faculty portfolio” includes materials beyond what is contained 
in the candidate’s vita such as teaching philosophy, student ratings of teaching, teaching 
materials, portfolio items, forms of assessment, peer evaluations, and evidence of student 
learning outcomes.  “Senior faculty” includes tenured associate professors and professors in the 
department. 
 
CRITERIA 
General Considerations.  AGEDS seeks to add and retain innovative and creative scholars to its 
senior ranks through tenure and promotion.  Because individuals are unique, there are 
necessarily individualized, qualitative, and subjective components among the criteria by which 
candidates are assessed and recommended.  Moreover, the following criteria are general, not 
specific, to ensure that each candidate, regardless of his/her discipline or cross-disciplinary 
area, receives rigorous yet fair and impartial evaluation. 
 
Basis for Evaluation.  All tenured and probationary faculty members are expected to be 
productive with respect to teaching, research/creative activities, and extension/professional 
practice; and each is expected to perform in a scholarly way in each of these same areas.  
Evaluation of a faculty member for promotion and/or tenure shall be based on criteria related 
to the individual’s assignments and activities, domestic and/or international defined by the 
written PRS.  Responsibilities are categorized into four areas: (1) teaching; (2) research or 
creative activities; (3) extension, outreach, or professional practice; and (4) service. In all areas 
of activity, a faculty member must exhibit a strong commitment to ethical professional practice 
as defined by the college, university under various sections of the Faculty Handbook; and/or by 
other binding rules and regulations and/or professional or accrediting societies.  
 
The University Promotion and Tenure Document lists ways in which scholarship may be 
demonstrated in each area of evaluation and should be consulted.  In general, the substantive 
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criterion for promotion and tenure recommendations is effectiveness of the candidate in 
carrying out his/her assignments, manifest through relevant scholarly activity and the 
production of scholarship while in the current rank.  All accomplishments and credentials of the 
candidate, however, may be important in establishing an individual’s national or international 
reputation and shall be given due consideration when making promotion and/or tenure 
decisions.  Therefore, a copy of the candidate’s complete professional resume and vita shall be 
included in the documentation.  The candidate is responsible for ensuring that materials are up-
to-date, complete, and accurate.  External reviews (see Procedures-External Reviews) from 
individuals competent in the candidate’s discipline or cross-disciplinary areas shall be solicited 
and will be part of the criteria considered. 
 
Each faculty member will have a written position responsibility statement (PRS) maintained in 
the department against which performance shall be evaluated.  The PRS, as agreed to by the 
Chair and the individual at the time of the initial hire or as subsequently modified, will list 
obligations of the individual.  Any changes in the expectation of activities for the faculty 
member are typically agreed upon by the Chair and the faculty member and be reflected in a 
modified document per procedures specified earlier in the document.  The PRS will be 
reviewed, and updated if deemed appropriate, typically as part of the annual performance.  
Grievance procedures in the case of disagreement between the Chair and the faculty member 
concerning the content of the PRS are also addressed earlier in the document.  
 
Description of Academic Ranks 
Assistant Professor:  An assistant professor is often the beginning rank for a faculty member 
initiating employment with a university.  It is recognized that the faculty member has exhibited 
the potential to grow in an academic career.  The primary responsibility of an assistant 
professor is to initiate development of an effective professional program as described in the 
PRS.  An accompanying obligation is to achieve success and recognition for his or her 
professional competence.  The assistant professor also is expected to aid in the operation of the 
university and professional associations through service. 
 
Associate Professor:  Associate professor is a high academic rank that connotes significant 
obligation to advance the university’s missions.  Primary among the associate professor’s 
responsibilities is to establish preeminence in his or her professional program in the university 
and elsewhere, perform at a high level in professional activities, and in general demonstrate 
superior disciplinary competence through scholarly work and scholarship.  A concomitant 
responsibility is to render significant service to the university and appropriate professional 
organizations.  Significant service includes successfully undertaking tasks that aid and improve 
the daily functioning of the university and professional organizations.  It is also the duty of the 
associate professor to assist in creating a cooperative collegial environment. 
 
Professor:  Professor is the highest academic rank in the university and carries with it 
responsibilities beyond those of lower ranks.  Foremost among a professor’s responsibilities are 
maintaining preeminence in a discipline or cross-disciplinary area (except for a professor with 
full-time administrative assignments), and assuming principal leadership status in the university 
and in the profession.  Duties associated with maintaining preeminence involve making 
significant contributions, both conceptual and factual, and sustain excellence in scholarly 
performance and the production of scholarship according to the PRS.  Some examples of 
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leadership include the following: (1) initiating program improvements both on and off the 
university campus; (2) engaging in activities to advance AGEDS, the college, and the university, 
such as chairing standing and ad hoc committees; (3) serving as a mentor for faculty of junior 
rank; (4) promoting enthusiasm, cooperation, and rapport among colleagues in an environment 
allowing for diversity and professional disagreement; and (5) enhancing development and 
effectiveness of relevant disciplines (e.g., holding office in professional societies, chairing 
symposia, editorial review for professional journals, and professional presentations for the 
general public). 
 
Qualifications for Academic Rank 
Assistant Professor:  An assistant professor should have a strong academic record and 
ordinarily should have earned the accepted highest degree in his or her field.  The assistant 
professor rank is recognition that the faculty member has exhibited the potential to grow in an 
academic career.  Appointment at or promotion to this rank should be based on evidence that 
the faculty member can be expected to become qualified for promotion to associate professor 
in due course. 
 
Associate Professor and/or Tenure:  An associate professor should have a solid academic 
reputation and show promise of further development and productivity in his or her academic 
career. 
 
The candidate must demonstrate: 
 

• Excellence in scholarly work and in scholarship that establish the individual as a 
significant contributor to the field or profession, with potential for national distinction. 

• Effectiveness in areas of the PRS. 
• Satisfactory institutional service. 

 
Furthermore, a recommendation for promotion to associate professor and granting of tenure 
must be based upon an assessment that the candidate has made contributions of appropriate 
magnitude and quality and has a high likelihood of sustained contributions to the field or 
profession and to the university. 
 
Professor:  A professor should be recognized by his or her professional peers within the 
university, as well as nationally and/or internationally, for premier quality of scholarly work and 
scholarship contributions to his or her discipline. 
 

The candidate must demonstrate: 
 

• National distinction in scholarship, as evident in candidate’s wide recognition and 
outstanding contributions to the field or profession. 

• Effectiveness in areas of position responsibilities. 
• Significant institutional service. 

 
Furthermore, a recommendation for promotion to professor must be based upon an 
assessment, since the last promotion, that the candidate has made contributions of appropriate 
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magnitude and quality and has demonstrated the ability to sustain contributions to the field or 
profession and in the university. 
 
Tenure 
AGEDS will automatically recommend that tenure-track assistant professors who are 
recommended for promotion also be granted tenure.  Associate professorship is normally 
required for tenure.  In AGEDS, consideration for tenure is based on merit; thus, consideration 
for tenure during the fifth year of employment is not regarded as early consideration, just as 
consideration during the sixth year is not considered late. 

 
Selection and Duties of the Mentor 
Mentoring of junior faculty is considered crucial for faculty development and is sought for all 
new junior hires per university policy.  The purpose of the mentoring relationship is to help new 
tenure-track faculty members to evaluate their progress with the goal of succeeding at Iowa 
State University.  Within four months of arrival of a faculty member entering the university as 
an assistant professor, the Chair in consultation with the junior faculty member will ask a 
departmental professor or associate to serve as mentor for the new faculty member.  If the 
faculty member agrees to serve as mentor, responsibilities shall include introducing the new 
faculty member to the university and its operations and organizational culture/s, convening an 
annual meeting with the new faculty member to review and discuss professional activities and 
growth, advising on how to approach performance and promotion reviews, and assist the new 
faculty member in deciding when to seek promotion and/or tenure.  If the faculty member 
seeks promotion and/or tenure, the mentor agrees to review and offer suggestions for 
improvement of the documentation of the new faculty member.  Additional interim meetings, 
as deemed appropriate by the mentored faculty member, are considered to be important and 
should be initiated by the junior faculty member; such requests however should be encouraged 
and received by mentors with enthusiasm and equanimity.  If either the mentor or new faculty 
member wishes to cease working together as a mentor/junior faculty pair, the DEO shall be 
contacted in writing.  A new mentor shall be chosen by using the procedures above as quickly 
as possible; if necessary, from a joint or other department. In all relations between mentor and 
faculty member, the ultimate responsibility for decisions on timing, advice sought, and 
concerns shared rests with the junior faculty member.  Mentors and mentored junior faculty 
may engage with others in the mentoring process, and are encouraged to participate in college 
and university-wide activities related to mentoring, and to promotion and tenure.  However, 
the mentor is in no way responsible for securing promotion and tenure, nor is her or his advice 
guaranteed to result in successful promotion and tenure.  
 
Third-Year Review of Probationary Faculty 
Probationary faculty members will be reviewed in the third year of their appointment.  The 
purpose of this review is to provide constructive, developmental feedback to probationary 
faculty regarding progress in meeting departmental criteria for promotion and/or tenure. 
 
The review should be based upon departmental criteria and standards used for promotion 
and/or tenure.  External letters are not elicited as part of the process.  The review process must 
include written peer review by a committee of tenured department members, and a written 
evaluation by the Chair. The results of third-year review will be considered in appointment 
renewal decisions. 
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Tenure and Promotion Review of Assistant Professors 
 
Department and Chair Responsibilities 
 

1. Position Responsibility Statement (PRS).  Each candidate will have a PRS along with any 
revisions in writing by the Chair and the candidate during the period under review.  The 
Chair shall make clear to reviewers when each PRS was in effect for the candidate in the 
case of significantly-changed PRS documents. 
 

2. Letters of from External Evaluators (The Chair shall solicit letters from qualified 
reviewers from outside the university with the understanding that, insofar as possible, 
access to them will be limited to persons legitimately involved in voting during the 
promotion and tenure decision. It is the intention of AGEDS to counsel all involved that 
they are expected to prevent the candidate from knowing the names of external 
reviewers or the contents of external reviews.  Solicited letters are part of the 
evaluation process and must be forwarded in their entirety to college and university 
review levels. 

 
Solicited letters of evaluation from professionals in the field outside the university (three 
minimum/six maximum).  Letters should be solicited from appropriate professionals in the field 
chosen for their ability to evaluate impartially the candidate’s activities and accomplishments.  
Reviewers typically should be tenured professors at land-grant 11 Universities (see Appendix 3); 
Research 1 Universities; and/or individuals of similar stature outside of academe who are 
widely recognized in the field and pertinent to the candidate’s PRS and aspirations.  Letters 
should focus primarily on the aspects of the candidate’s work that qualify as scholarship.  While 
in some cases this might mean a focus on one area, such as teaching or research; in others it 
might entail a mixture of scholarship in teaching, research/creative activities and/or 
extension/professional practice.  At least one of the reviewers, but not all, should be selected 
from a list provided in writing by the candidate at least two weeks prior to the date when 
external letters are solicited.  
 
Letters from co-authors, co-principal investigators, etcetera.  In general, reviewers should not 
be family, colleagues with whom the candidate has frequently collaborated, or under whom the 
candidate has served as graduate student or employee.  When necessary, however, these 
individuals may be solicited to detail the nature of collaborative projects or to respond to 
specific questions but reason for contact with members of the aforementioned excluded groups 
must be pertinent to the candidacy, and reasons should be made clear in summaries forwarded 
to higher levels.  
 
Letters from ISU department, college, and university colleagues.  Although not required, 
letters from department, college, and university colleagues may be important.  This may be 
appropriate for activities related to interdisciplinary research and teaching programs, joint 
projects, and services provided to other colleges, or in cases where a fuller understanding of 
specific activities is warranted, but this reasoning must be made clear in summaries forwarded 
to higher levels. 
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Evaluation (provided by the department and Chair).  Evaluations from each level of review will 
serve as a summary of the case.  They should not be statements of advocacy but should address 
both the strengths and relevant weaknesses in the candidate’s record of performance.  When 
appropriate they should summarize the primary points made by external evaluators.  The 
evaluation should include: 

 
• Modifications in the PRS will be addressed, and copies (not summaries) of the 

original and any and all earlier PRS documents included as part of 
documentation.  

• Evaluation of the candidate’s accomplishments in scholarship. 
• Evaluation of the candidate’s scholarly performance in his/her areas of 

responsibility: teaching, research/creative activities, extension/professional 
practice, and/or institutional service. 

• Evaluation of the candidate’s prospects for future contributions to the field and 
department/s. 

• Assessment of the candidate’s role and contribution to department and college 
missions. 

 
Candidate Selection for Departmental Review 
By August 15 of each year, the Chair shall send to assistant professors who are nearing the end 
of their probationary period and associate professors with five or more years in rank a letter 
asking whether or not they wish to be considered for promotion and/or tenure that year.  In 
the case of an assistant professor who is in the final year of consideration for tenure, the 
candidate will automatically be considered.  A candidate who wishes not to be considered will 
sign the form and return it to the Chair.  A candidate wishing to be considered for promotion 
and/or tenure shall provide the Chair with the name of a senior faculty member (other than 
their mentor/s) who will serve on the candidate’s Preliminary Evaluation Committee (PEC). The 
PEC is not a voting or decision making body, but rather summarizes issues for the chair and 
department to consider related to the candidate’s portfolio.  
 
The Chair at any time may recommend a candidate for consideration for promotion and/or 
tenure, but first must inform the candidate of this in writing.  The candidate at any time may 
request in writing that his or her name be withdrawn from consideration for promotion and/or 
tenure, except when the consideration for tenure is mandatory. 
 
Preparation of Documentation 
It shall be the responsibility of the assistant professor candidate, in consultation with the 
mentor, to prepare and submit by September 15 the initial documentation for the promotion 
and tenure process.  The candidate shall submit a professional resume, vita, faculty portfolio, a 
current PRS with copies of original (not summaries) prior statements for the period under 
review, and the names of potential external evaluators.  The P&T documentation shall include a 
list of information about the candidate, the candidate’s accomplishments in scholarship, and 
the candidate’s accomplishments in his/her areas of responsibilities.  The faculty portfolio shall 
include important and supplemental materials that provide a clear portrait of the candidate’s 
scholarly accomplishments in his/her areas of faculty activities.  Failure to submit the 
professional resume on time shall be evidence that promotion and/or tenure consideration is 
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not desired at this time.  An early submission date is required to allow adequate time for 
obtaining external evaluations. 
 
Documentation prepared by the candidate for promotion and/or tenure decisions shall be 
available for inspection by external reviewers, associate and full professor faculty members, 
and members of appropriate college and university committees and administrators. 

 
Types and Sources of Information to be Considered 
The following materials should be included in the P&T documentation forwarded to the college: 

 
• PRS 
• professional resume 
• vita 
• faculty portfolio 
• letter from PEC 
• external evaluations 
• Chair recommendation 

 
Preliminary Evaluation Committee (PEC) 
The Preliminary Evaluation Committee shall consist of three senior faculty members (full 
professors for candidates seeking promotion to professor; associate professors and/or 
professors for candidates seeking associate professor) from AGEDS.  One individual will be 
selected by the candidate and two individuals will be selected by the Chair.  The mentor/s shall 
not be a member of the PEC.  The chair of the PEC shall be appointed by the Chair. 

 
The PEC committee shall critically review the documentation prepared and presented by the 
candidate, and shall become thoroughly familiar with the activities of the candidate.  The 
committee shall present the case of the candidate to the senior faculty and shall raise issues 
related to promotion and/or tenure in a single letter or document.  If there is disagreement 
among committee members, a minority report may be submitted that will be labeled as such as 
attached to the main report.  The summary of the PEC is only advisory to the tenured faculty, 
who shall decide the merits of the case by written anonymous vote. 

 
External Reviews 
Three to six letters shall be solicited from appropriate professionals in agricultural education 
and studies and related fields and chosen for their ability to evaluate the candidate’s activities 
and accomplishments impartially.  Evaluators shall generally be tenured professors at Land 
Grant 11 Universities (see Appendix 3), and/or Research 1 Universities who are widely 
recognized in the field.  External evaluators will be asked to focus on the candidate’s 
appointment in scholarly work (teaching, research, and/or extension/professional practice) and 
scholarship. Names of prospective external reviewers also will be solicited from the candidate.  

 
The PEC shall recommend to the Chair three to six qualified external evaluators, with at least 
one of the evaluators being suggested by the candidate and at least one not suggested by the 
candidate.  The Chair will solicit the evaluations and provide a copy of original and any and all 
modified candidate PRS, professional resume, vita, and faculty portfolio to aid in the process. 
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The evaluators shall be asked to be specific and to comment on particular aspects of the 
candidate’s scholarly contributions in relation to his/her PRS. Evaluators will also be asked to 
comment on the candidate’s impact on the discipline and to compare the candidate to others in 
the discipline at the same stage of career development.  The names of external reviewers and 
the verbatim content of the external reviewer’s letters and reports shall not be made available 
to the candidate. 
 
All external reviews received by the Chair shall become part of the documentation of the 
candidate’s bid for promotion and tenure.  The evaluations shall be made available to 
individuals directly involved in the evaluation at the department, college and university levels.  
The Chair will summarize and place in context the significance of the external reviews as part of 
the candidate’s documentation.  For candidates not being recommended by the department for 
promotion and/or tenure, the external evaluations shall be retained by the Chair until it is 
evident that no appeal is forthcoming, according to the timeline as specified in the Faculty 
Handbook and in consolation with college and university administrators and legal counsel, and 
then shall be destroyed. 

 
Faculty Review of the Documentation 
By November 1, the documentation of each candidate shall be made available in a place and 
location designated by the Chair for review by appropriate faculty.  For those who are being 
considered for promotion to Professor, professors in the department shall have access to the 
documentation.  For those who are being considered for promotion to associate professor, 
both professors and associate shall have access to the documentation. Consideration of faculty 
for promotion and tenure is an important function of senior faculty.  All voting members have a 
duty to personally evaluate the documentation of each candidate.  This evaluation should 
include examination of the teaching, research, extension, and service activities of the 
candidate, in accordance with the candidate’s PRS/s. 

 
Conflict of Interest 
The Chair must inform the candidate in writing the identity of members of the PEC and the 
senior faculty who will be involved in the evaluation.  Any member of the senior faculty who 
believes he/she has a conflict of interest with respect to the candidate shall contact the Chair 
and discuss the situation.  If a conflict of interest is confirmed by the Chair, the senior faculty 
shall not participate in the consideration of the candidate or have access to the candidate’s P&T 
documentation. 

 
Senior Faculty Meeting 
A senior faculty meeting shall be called by the Chair the second or third week of November.  
The Chair should seek wide faculty participation and timeliness in the university review process 
when setting the date and time.  A quorum consists of two-thirds of the senior faculty who are 
on campus, and not on faculty leave or on international assignments, for fall term.  If two-thirds 
of the senior faculty is not present, an alternate date shall be set when two-thirds of the senior 
faculty can be present.  With sufficient justification, faculty members may remove themselves 
from the Promotion and Tenure Committee at any time before the Senior Faculty Meeting.  
This action requires the approval of the Chair, and is considered to reduce the size of the senior 
faculty quorum.  At this meeting, reports and recommendations on promotion and/or tenure 
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shall be given by the Preliminary Evaluation Committee.  Letters and reports from external 
reviewers shall be read or summarized.  Any senior faculty member may present a report or 
make individual observations.  Senior faculty members may ask questions of PEC members or of 
other senior faculty.  The meeting shall be chaired by the Chair.  Oral or written votes for or 
against an individual candidate will not be taken at this meeting. 

 
After a complete discussion of a candidate’s qualifications for promotion and/or tenure to 
Associate Professor, associate professors shall be excused.  Professors will then consider a 
candidate’s qualifications for promotion to Professor.  For promotion to either associate 
professor or professor, voting will follow by secret written ballot. 

 
Voting Procedure  
The department follows the procedures described in the Faculty Handbook (Section 5.2.4.1).  
The procedures follow.  In order to avoid undue or unfair influence in promotion and tenure 
decisions, promotion and tenure procedures must ensure that the guiding principle of “one-
person—one-vote” is complied with where a vote, or the equivalent of a vote, is defined as a 
vote, advice, or a recommendation on the specific question of whether or not a candidate 
should receive tenure and/or promotion. Specifically:  

1)  If a faculty member votes on a promotion and tenure decision as a member of a 
departmental promotion and tenure committee, that faculty member may not vote 
again on the same decision at the departmental, college, or other levels.  

2)  If a faculty member votes in a promotion and tenure decision at the departmental 
level, that faculty member may not vote again on the decision at the college or other 
levels.  

3)  Since the chair of the department independently evaluates promotion and tenure 
decisions, he or she may not also vote on the decision at the departmental faculty, 
college, or other levels.  

4)  Administrators participating in a promotion and tenure decision can only participate 
at the appropriate administrative level and are allowed to vote only once on the 
decision.  

In order to promote accountability and avoid undue influence in promotion and tenure 
decisions, advice by members of advisory committees on whether or not a candidate should 
receive promotion and/or tenure at any level (departmental, college, and higher) must be 
considered a vote or the equivalent of a vote, and thus should be the advisory committee 
members' only opportunity for input in a promotion and tenure decision.  Therefore, a faculty 
member participating in a promotion and tenure advisory committee at any level (and thus 
voting or providing the equivalent of a vote) may not vote again at any other level on the 
promotion and tenure decision for that candidate.  Votes or advice concerning the process or 
readiness of a portfolio are not in violation of this policy.  For example, advice to a candidate on 
how to improve their portfolio or advice to the department about the completeness of the 
portfolio or advice to an associate professor about the timing of a promotion application are 
process issues not considered to be votes or decisions.  
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Within five working days following the Senior Faculty Meeting, the Chair shall distribute by in 
writing to each senior faculty member a secret ballot containing the names of candidates for 
promotion and/or tenure.  Ballot I with names of candidates for professor shall be sent to 
professors, and Ballot II with names of candidates for associate professor and/or tenure shall 
be sent to associate professors and professors.  Every attempt should be made for full voting of 
the faculty. If anonymity can be reasonably assured, electronic voting is permitted.  
 
After considering all available information, the Chair shall formulate a recommendation to 
forward to the college.  The results of the senior faculty vote will be included in the 
recommendation.  In cases where the Chair’s decision disagrees with the majority vote of the 
senior faculty, the Chair will explain the basis of his/her decision at a meeting of the senior 
faculty. 
 
Appeal Process 
The candidate for promotion and tenure may appeal a negative departmental decision by 
submitting a formal written request administratively or through the Faculty Senate, with 
interim and/or concurrent consultation with the Ombuds office, per guidelines in the Faculty 
Handbook, which includes timing and documentation protocols.  

 
Postponement of Tenure Review 
As stated in the Iowa State University Faculty Handbook (updated February 2019): 
5.2.1.4 Extension of the Probationary Period.  Ordinarily the probationary period will provide 
sufficient time for the faculty member to demonstrate his or her qualifications for tenure. On 
occasion, however, special circumstances may occur that interfere significantly with the faculty 
member's opportunity to develop the qualifications necessary for tenure in the time allowed. It 
is the intent of this 5.2 policy to describe legitimate circumstances in which a faculty member 
might be granted an extension of the probationary period. A faculty member may request an 
extension of the probationary period based upon such circumstances. The request for an 
extension should be submitted in writing to the department chair, the dean of the college, and 
the senior vice president and provost as soon as possible but no later than April 1 prior to the 
academic year in which the third-year review or tenure review is scheduled to be conducted. 
Requests should clearly explain the reasons for granting an extension of the probationary 
period and will be acted upon promptly. Requests for extension due to the birth of a child, 
adoption or the foster care placement of a child will be submitted to and approved by the chair, 
dean of the college, and senior vice president and provost. The chair, dean of the college, and 
senior vice president and provost, must approve requests based on other circumstances. If the 
faculty member requests an extension, the faculty member must acknowledge that tenure 
cannot be claimed on the basis that the total length of employment has by then extended 
beyond seven years. A faculty member may be granted only two one-year extensions during 
the probationary period. Scholarship accomplished by a tenure-track faculty member during an 
extension period shall be counted as part of a candidate's record. Standards regarding what 
constitutes a record deserving of tenure shall not be raised to adjust for any granted extension. 
Section 5.2.1.4 was approved by the Faculty Senate on March 26, 2002 and by the 
administration on April 29, 2002. Section 5.2.1.4 was amended and approved by the Faculty 
Senate on 1/20/15, by the Senior Vice President and Provost on 2/19/15 and the ISU President 
on 2/25/15. 
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Notification of Promotion Process 
As stated in the Iowa State University, Faculty Handbook (updated February 2019): 
5.2.4.2.5 Notification Procedure. The chair will inform each candidate in writing before the 
department's recommendations are submitted to the college, whether a recommendation will 
be forwarded and, if so, the nature of the recommendation or recommendations. Persons who 
are not being recommended by either the promotion and tenure review committee or the 
chair, or both, will be informed by the chair in writing of the reasons. This information should 
be presented in a constructive manner and, where appropriate, should include guidance for 
improving performance in terms of the department's criteria for promotion and tenure 

 
Post-Tenure Review 
The purpose of the Post Tenure Review (PTR) is to focus on individual faculty development; as 
such, the review shall result in recommendations for enhancing performance and provide a 
plan for future professional development.  A PTR will be conducted once every seven years for 
all continuously appointed faculty.  An earlier review may occur upon written request of the 
faculty member.  The review will build upon annual performance reviews, focusing on 
accomplishments in teaching, research, extension, and service over a seven-year period in 
relation to the Position Responsibility Statement (PRS). 
 
An ad hoc, two-member PTR Committee will be appointed by the Chair in consultation with the 
faculty member.  Membership on this committee will be mutually acceptable to both the Chair 
and the faculty member before the members are asked to serve.  Members of the committee 
must be tenured faculty in the department.  The Chair shall notify the faculty member by March 
15 that he or she is scheduled for review.  A portfolio of materials from the past seven annual 
performance appraisals will be assembled by the faculty member and the Chair by September 
15 and made available to the PTR Committee.  The PTR Committee will conduct an interview 
with the faculty member to clarify information in the materials before writing its report. 
 
The PTR Committee will review the faculty member’s materials, and a written, signed report 
will be submitted to the Chair and faculty member by December 15.  The PTR Committee and 
Chair will schedule a meeting with the faculty member to discuss the report sometime during 
the February through March period.  The faculty member being reviewed may respond to the 
review by submitting a written statement to the PTR Committee and Chair.  Following the 
review, the faculty member will develop, in conjunction with the Chair, a plan for future 
professional development, and if appropriate a modified PRS. 
 
Materials submitted by the faculty member and Chair, the written report, and the written 
response by the faculty member will be kept in the faculty member’s departmental file.  No 
findings, conclusions, or recommendations of the PTR Committee, or the evidence on which 
they were based, shall be circulated to anyone besides the Chair and members of the PTR 
Committee without the advance written permission of the faculty member being reviewed. 

 
No faculty holding tenure in the department shall be exempt from the review under the normal 
schedule by reason of administrative appointment within or outside the department.  For 
administrators, the review will also include accomplishments in administration in relation to the 
PRS.  No individual shall be scheduled for review in any year in which he or she shall be absent 
from campus due to medical, disability, maternity or paternity, faculty improvement, 
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disciplinary, or other approved leave or part-time policy, paid or unpaid.  The review may be 
waived for faculty promoted within the past seven years and for faculty scheduled for 
retirement within two years of their planned review. 
 
Faculty and staff who receive an unsatisfactory post-tenure review will have an improvement 
plan and such plans are included in their annual performance review.  If a faculty member 
disagrees with an unsatisfactory post-tenure review, the department will follow the faculty 
action plan mediation policy.  
 
 

APPOINTMENT, REAPPOINTMENT, ADVANCEMENT, NON-RENEWAL, AND EVALUATION OF 
TERM FACULTY 

 
Term Faculty in AgEdS are primarily used to support the teaching and learning function, 
including involvement in resident-based and distance education teaching, academic advising, 
and supervision of student experiences in the field. 
 
Appointment 
A position description will be developed by the Chair, with input from tenured and tenure-
eligible faculty.  The description will be submitted to AGEDS and appropriate college and 
university administrators for review and approval.  Applicants will be screened by a search 
committee appointed by the Chair, and the Chair will schedule the candidates’ interviews.  At 
the conclusion of the interviews, department members will identify and submit in writing the 
strengths and weaknesses of each candidate to the Chair.  Using the input, the Chair will submit 
a recommendation to the department for approval.  After reaching department majority vote 
the Chair will work with the college and university administrators in securing the person to fill 
the position.  A written position responsibility statement will be prepared by the Chair in 
concert with the Term Faculty and signed by both. 

 
Performance Review 
On an annual basis, a performance review and appraisal of each term faculty member shall be 
conducted by the Chair.  The procedure for the performance review shall include (1) 
completion of annual activity report, which includes statements of goals and accomplishments 
in line with the PRS; (2) a meeting with Chair to discuss the report; and (3) review and 
development of PRS to be agreed upon and signed by the Chair and Lecturer/Clinician. 

 
Reappointment Review for Term Faculty  
Term faculty will be considered for reappointment and/or advancement based upon a positive 
outcome of the performance review and demonstration of a continued need within the 
department.  The PRS will be the basis for the reappointment decision with the criteria for 
reappointments as (1) demonstrated success in assigned responsibilities, with potential for 
excellence; and (2) evidence of continuing professional development. 

 
Advancement Procedure for Term Faculty 
In accordance with university policy, those term faculty hired as Lecturer will be automatically 
reclassified to Assistant Teaching Professor after three years of service to the university; this is 
not considered advancement.   
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Advancement may be considered and/or recommended after 5 years of employment.  A faculty 
committee will be appointed by the Chair to evaluate the request for advancement and will 
provide a recommendation to the Chair.  The term faculty member seeking advancement may 
request that one of these committee members be a term faculty member; this term faculty 
member must be of equal or higher rank than the faculty member seeking advancement.  The 
review will be conducted in accordance with the procedures for advancement of term faculty 
outlined by the university.  The review will assess continuing need for the position to fulfill the 
department’s mission; evidence of excellence in the performance of duties outlined in the PRS; 
and evidence of continuing professional development.  The Chair must approve the 
committee’s recommendation for advancement and obtain final approval from the Dean and 
Provost.  

 
Reappointment Procedures for Term Faculty  
A faculty committee appointed by the Chair will conduct a review of Term Faculty at least once 
every five years.  The criteria for reappointment are (1) demonstrated excellence in the 
performance of duties in the PRS; (2) satisfactory evidence of teaching-related service activities 
(e.g. committees, ad hoc work groups, participation in learning communities); and (3) a 
continuing need for the position in fulfilling the department’s mission.  The faculty committee 
will make a recommendation for or against reappointment to the Chair.  The Chair must 
approve each reappointment and must obtain final approval from the Dean and Provost.  In the 
case of non-renewal, individuals may access grievance procedures administratively or through 
Faculty Senate, in conjunction with use of the Ombuds Office, as outlined in the Faculty 
Handbook. 
 
APPOINTMENT, EVALUATION, REAPPOINTMENT, AND ADVANCEMENT OF ADJUNCT FACULTY 

 
The department has periodic need to appoint term faculty in adjunct positions.  Adjunct 
appointments recommended by the department must be approved by the college and the 
provost. 
 
Titles and Term of Appointment 
Adjunct appointments are full-time or part-time renewable term positions with three possible 
titles: adjunct professor, adjunct associate professor, and adjunct assistant professor.  Adjunct 
appointments will not exceed five years for each term appointment. 
 
Appointment of adjunct faculty in the department may be in the following categories: 
 

• Experts employed elsewhere.  Adjunct titles may be used for persons who are employed 
elsewhere but have faculty responsibility at Iowa State.  This would include persons 
currently employed and paid by business, government, and other organizations without 
direct connection to ISU.  These appointments are normally part-time, made to 
recognize the appropriate teaching, extension/professional practice, and/or research 
responsibilities of these individuals.  Any temporary full-time appointment of these 
individuals should be for a special need and usually last no longer than one year.  
Adjunct faculty would be individuals holding a Ph.D. degree in an appropriate field.  
Under extraordinary circumstances, individuals without a Ph.D. but with national or 
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international reputations in their field might be considered for appointment in an 
adjunct position. 
 

• Adjuncts employed only by the university.  To accommodate the hiring and retention of 
excellent faculty, including dual-career couples, as well as to carve out new areas of 
academic expertise, and attract experts on extra mural grants and contracts, certain 
individuals may be hired in full-time positions as adjunct faculty.  They will likely 
function as faculty with significant research or extension/professional practice 
responsibilities usually funded by extramural grants and contracts.  Individuals holding 
adjunct positions may apply for and be considered for tenure-eligible positions.  Faculty 
hired primarily for teaching purposes will be hired as lecturers or clinicians. 

 
Appointment 
A position description will be developed by the Chair, with input from tenured and tenure-track 
faculty.  The description will be submitted to the departmental staff and appropriate college 
and university administrators for review and approval.  Applicants will be screened by a search 
committee appointed by the Chair, and the Chair will schedule the candidates’ interviews.  At 
the conclusion of the interviews department members will identify and submit in writing the 
strengths and weaknesses of each candidate to the Chair.  Using the input, the Chair will submit 
a recommendation to the department for approval.  After reaching department consensus, the 
Chair will work with the college and university administrators in securing the person to fill the 
position. 
 
Performance Responsibility Statement 
Each adjunct faculty member will have a written PRS agreed upon and signed by the Chair and 
adjunct faculty.  Various performance reviews (reappointment and advancement reviews) will 
consider performance in all areas of responsibility. 
 
Annual Performance Review 
On an annual basis, a performance review and appraisal of each adjunct faculty shall be 
conducted by the Chair.  The procedure for the performance review shall include (1) 
completion of annual activity report, which includes statements of goals and accomplishments; 
(2) a meeting with Chair to discuss the report; and (3) review of the position responsibility 
statement. 
 
Reappointment Review for Adjunct Faculty 
Adjunct faculty will be considered for reappointment based upon a positive outcome of the 
performance review and demonstration of a continued need within the department.  The 
position responsibility statement will be the basis for the reappointment decision with the 
criteria for reappointments as (1) demonstrated success in assigned responsibilities, with 
potential for excellence, and (2) evidence of continuing professional development. 
 
Advancement Procedures for Adjunct Faculty 
When an adjunct assistant professor or adjunct associate professor and the department chair 
agree that it is appropriate to seek advancement to the next adjunct level, the same faculty 
committee that considers advancement from lecturer to senior lecturer and from clinician to 
senior clinician will review the record of the adjunct faculty member.  The review will be based 
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upon the continuing need for the position to fulfill the department’s mission; evidence of 
excellence in the performance of duties outlined in the position responsibility statement; and 
evidence of continuing professional development.  The Chair must approve the committee’s 
recommendation for advancement and obtain final approval from the Dean and Provost. 
 
 
 
Materials for Advancement Review 
Materials to be submitted for review will include documentation of effective performance of all 
duties in the position responsibility statement and must demonstrate excellence in scholarship 
(scholarship in defined in the Faculty Handbook).  Requests for advancement forwarded to the 
college and provost will include a summary of the review results and a statement regarding the 
continuing need of the unit.  If the department does not recommend advancement, no 
recommendation will be forwarded to the college. 
 
Criteria for Advancement from Adjunct Assistant Professor to Adjunct Associate Professor 
For the department to recommend advancement to Adjunct Associate Professor, the faculty 
member must demonstrate effective performance in all duties in the position responsibility 
statement and must demonstrate excellence in scholarly work consistent with the PRS.  
 

FACULTY APPOINTMENTS OF PROFESSIONAL AND SCIENTIFIC (P&S) EMPLOYEES 
 
Department employees on P&S status may be appointed to renewable term appointments, of 
from one to five years, to carry out faculty duties.  Individuals holding a full- or part-time P&S 
position may have no more than 30% of their total work responsibilities assigned as faculty. 
 
Titles and Term of Appointment 
The following titles will be used for P & S employees assuming faculty responsibility in the 
college.  These titles will be in addition to their title within the P & S system. 
 

• When the faculty work undertaken is similar to that of a department’s Lecturers and 
Clinicians, the title of Lecturer and Clinician (or Senior Lecturer and Senior Clinician) will 
be employed.  These titles will be given to employees with an advanced degree in a field 
appropriate to the assigned responsibilities. 
 

• When the faculty work undertaken is substantially different from the work of 
department Clinicians and Lecturers, which often occurs when the work is focused on 
research or extension/professional practice, the P & S employee may be given the title 
of Adjunct Assistant Professor, Adjunct Associate Professor, or Adjunct Professor.  The 
qualifications for these titles will be similar to those required to hire at the Assistant, 
Associate or Full Professorial ranks under the tenure-eligible system.  These titles will 
only be given to employees with the terminal degree in a field appropriate to the 
assigned responsibilities. 
 

• P&S employees in the department who, as of August 2003, have adjunct rank at the 
Assistant, Associate or Full Professorial levels may retain these titles, with appropriate 
review and approval by the department.  College approval is also necessary.  The term 
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of these appointments will be as previously specified or for a renewable term not to 
exceed five years. 
 

• Adjunct Instructor will not be used as a classification for P&S employees in the 
department. 
 

• All titles can be given for terms not to exceed five years, when the department foresees 
a continuing need for the P&S employee’s service in a faculty role.  There is no required 
notice of intent not to renew for the term titles given to P & S employees.  Termination 
of the P&S appointment will also mean the termination of the term appointment. 
 

• P&S employees will not teach courses in the department without a term title. 
 

Appointment 
Appointment of P&S employees to term positions will be recommended by the department 
chair, with faculty input oral or written.  The Chair can make initial appointments of P&S 
employees for one year without faculty input, but reappointment (or initial appointment 
beyond one year) requires solicitation in writing, and good faith consideration of, faculty input.  
The term faculty appointment of P&S employees form will be used for all appointments.  The 
awarding (and renewing) of the titles of lecturer, senior lecturer, clinician, senior clinician, 
adjunct assistant professor, adjunct associate professor, or adjunct professor will be approved 
by the department, the college, and the Provost.  A form will be on file with the department, 
college and provost for each P&S employee assigned a term title. 
 
Review 
A person employed in a P&S position and assigned term faculty responsibilities, and title will be 
regularly evaluated by the department for faculty work performed.  The department chair will 
specify in writing, at the time of appointment, the responsibilities associated with the term 
appointment.  This written record will take the form of a PRS. In general, the same procedure 
used to review other term faculty will be employed. 
 

• Annual Review.  Each P&S employee with term title will have his/her work evaluated 
annually by the Chair. 
 

• Faculty Review.  At least every four years and before any re-appointment, these 
employees will have their faculty work reviewed by a faculty committee. 
 

Advancement 
For P&S employees with term titles, there is no minimum or maximum time to rank.  Thus, an 
employee may continue with the same title for an indefinite time, in line with the results of 
appropriate review. 
 

• P&S employees with adjunct appointments.  If the Chair and the P & S employee believe 
the employee may qualify for a change in adjunct title, the P & S employee would go 
through the same procedure described above for advancement of adjunct faculty. 
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• P&S employees with Lecturer and Clinician appointments.  If the Chair and P&S 
employee agree that the employee may qualify for a change to Senior Lecturer or Senior 
Clinician status, the P&S employee would go through the advancement procedure 
described in the department governance document. 

 
 

FACULTY ACTION PLAN MEDIATION POLICY 
 
In the case that a faculty member receives an unsatisfactory annual evaluation or a below 
expectations post-tenure review, the department follows the Action Plan policies outlined in 
Chapter 5 of the Faculty Handbook.  It is expected that the department chair and the faculty 
member will work toward resolution of any disagreements with a proposed written action plan 
and will resolve any disagreements within 10 working days from the date the faculty member 
received the proposed written action plan.  However, in anticipation of the possibility that all 
disagreements may not be resolved within this time period, the formation of an action plan 
mediation committee must be initiated when the proposed written action plan is presented to 
the faculty member, so that the committee is formed and ready to start the mediation process 
at the end of the 10 working day period.  The selection of members of the departmental action 
plan mediation committee must be defined by the college governance document.  For the 
College of Agriculture and Life Sciences, the members of the departmental action plan 
mediation committee will be selected from the department faculty (excluding those outlined in 
the Faculty Handbook) as follows: 
 

1. The department chair will appoint one faculty member to the committee. 
 

2. The faculty member involved will appoint one faculty member to the committee.  If 
the faculty member does not appoint a member within 5 working days, this 
appointment will default to the department faculty, who will need to select a second 
member. 

 
3. The department faculty will appoint one faculty member to the committee.  The 

process for the appointment by the department faculty, as well as the process to 
select a second member if needed, will be determined as follows:  The Chair of the 
Governance Document Committee will call for nominations from the faculty and 
conduct an appropriate election by ballot. 

 
4. If all parties follow the policies identified in the Agricultural Education and Studies 

Department Governance Document, all reasonable rights to privacy will be assumed 
and maintained. 

 
GOVERNANCE DOCUMENT RATIFICATION AND CHANGES 

 
The policies and procedures described herein are effective upon adoption by a 2/3 affirmative 
vote of a quorum of faculty in the Department.  The vote shall be by secret written ballot and 
sent by the Chair; if anonymity can be reasonably assured, electronic voting is permitted.  
Updates in the format and the information contained in the document will be made as 
recommended by the College of Agriculture and Life Sciences. 
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Updated document approved by faculty vote on September 17, 2019 
Updated document approved by faculty vote on December 10, 2021 
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Appendices 

 
 

A. Department Organization Chart 
 
 

B. Department Committees, Responsibilities, and Club Advisement 
 
 

C. Graduate Assistant Position Description 
 
 

D. Graduate Assistant Performance Evaluation 
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Agricultural Education and Studies 
Department Committees, Responsibilities, and Club Advisement 

 
Undergraduate Programs (Curriculum and Recruitment) 
Ag Ed Certification Ag Ed 

Communication 
Ag Studies 

1Workgroup Leader  2CALS Curriculum Committee Representative 
 
Undergraduate Programs – Each workgroup is responsible for… 
…Curriculum, recruitment and retention, assistance with prospective students and orientation 
 
Graduate Admissions and 
Recruitment 

 Departmental Relations/Awards 

DOGE and Chair   
 
Departmental Governance1  Faculty Promotion and Tenure 
Chair  Faculty (Per Policy Document) 
1Governance Document Review and 
Department Chair Evaluation 

  

 
Equity, Diversity, and Inclusion  Departmental Scholarships 

 
 
Departmental Club Advisement  College and University Responsibilities 
ACT   
AgEd   
Farm Op Club   
PAS Club   
GO-in-AgEd   
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GRADUATE ASSISTANT 
POSITION DESCRIPTION 

 
DEPARTMENT OF AGRICULTURAL EDUCATION AND STUDIES 

COLLEGE OF AGRICULTURE AND LIFE SCIENCES 
IOWA STATE UNIVERSITY 

 
 

1. Appointment Information 
 

Name:  ________________________________________ 
Position:  _______________________________________ 
Semester(s): _____________________________________ 
Assigned Time Allocation: 
 Advising __________% 
 Teaching __________% 
 Research __________% 
 Extension _________% 
 International_______% 
 

2. Position Description: 
 

A. General responsibilities: 
 
 
 
 
 

B. Tasks to be performed and completion dates: 
 
 
 
 
 
 
 
 
Agreed: 
 
________________________________ __________ 
 Supervisor         Date 
 
 
________________________________ __________ 
 Graduate Assistant        Date 
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DEPARTMENT OF AGRICULTURAL EDUCATION AND STUDIES 
COLLEGE OF AGRICULTURE AND LIFE SCIENCES 

IOWA STATE UNIVERSITY 
 

GRADUATE ASSISTANT PERFORMANCE EVALUATION 
 

 
NAME________________________________________ DATE_____________________ 
 
Directions:  Supervisor should indicate with a (x) in 
the boxes to the right the level of performance of the 
person in each of the categories listed below.  
Provide examples of strengths and/or suggestions for 
improvement within each category.  NOTE:  
Categories and their components are not of equal 
importance.  Each should be considered in relation to 
the person’s assignment (over).

 
 
  RATINGS 
 

 
PLANNING      Check.level of performance       

*  Establishes objectives and goals 
*  Sets priorities 
*  Plans work 
 
PERFORMANCE     Check.level of performance       

*  Achieves objectives 
*  Inspires teamwork 
*  Initiates new ideas and methods 
*  Uses current technology 
*  Quantity of work 
*  Quality of work 
*  Evaluates results of own efforts 
 
COMMUNICATION    Check.level of performance       

*  Keeps supervisor and co-workers informed 
*  Communicates ideas to others 
*  Listens to others 
*  Works well with colleagues 
*  Contributes in supportive work environment 
*  Accepts suggestions 
*  Sensitive and cooperative 
 
OVERALL EVALUATION     Check.level of performance       

 
General comments which include special circumstances influencing ratings. 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 
The above performance evaluation has been reviewed on ___________________ (date). 
 
___________________________________  ___________________________________ 
 Supervisor      Graduate Assistant 
 
Comments by Graduate Assistant 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
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