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1.

Administration

The Departmental Executive Officer (DEO) is responsible for all aspects of departmental
administration subject to LAS College and University regulations and procedures, and the governance
policies described in the following sections.

The DEO appoints an Assistant Chair of the Department for a mutually agreed term. The specific
duties of the Asst. Chair are assigned by the DEO, and determined by the current needs of the
Department. They include acting for the DEO in routine matters and meetings when he/she is absent,
to a degree determined by the DEQ’s ability to communicate with the Department. If both the DEO
and Asst. Chair are absent, a senior professor is delegated to carry out essential department business.
A rank-ordered list of individuals is maintained for his/her exigency.

The departmental office staff is generally under the supervision of the Departmental Secretary. The
financial business of the department is supervised by the Administrative Assistant for Business and
Finance, who reports directly to the LAS College. All others of departmental administrative staff
report to the DEO. Laboratory and demonstration set-up and maintenance are supervised by the
Teaching Lab Associate.

Standing Committee List

Department Chair (Department Executive Officer, DEO)
Assistant Chair
Advising Coordinator

Advisors for Undergrad Student Groups:
Freshmen Physics Advisors:
Designated Undergraduate Advisors:

Physics:

Honors Program Students:

Physics with Astro Emphasis or Minor:

Undergraduate in High School Preparation Program:
Alumni Relations
Art and Design Liaison
Astro Coordinator
Budget Advisory Committee
Class Scheduling
Climate, Equity and Diversity Committee
Colloquium Committee
Computer Facilities and Website Committee
Curriculum Committee: Along with faculty members, one graduate student representative, one
undergraduate student representative also serves on this committee.
Executive Committee: Generally one faculty member from each of the major research areas serves.
Director of Graduate Education
Faculty Hiring Plan Committee
Faculty Awards and Honors Nominating Committee
Faculty Senator
First Year Grad Advisor
Grad Admissions Committee
Grad Status Committee
Grad Student Summer Orientation



Instructional Resources Committee

LAS Representative Assembly

Library Liaison

Observatory Director

Physics and Astronomy Club Faculty Advisor
Physics and Astronomy Live Green Committee

Post Tenure Review Committee

Promotion and Tenure Committee

PRS Conflict Officer

Seminars: Faculty members from the Astro, CMP, HEP and Nuc areas serve.
Space and Safety Committee

Strategic Planning Committee (every few years)
Student Honors and Awards Nominating Committee
Student Recruitment and Undergrad Visits Committee
Teaching Advisory and Evaluation Committee

United Way Campaign

3. Mission statement
The mission of the Department of Physics and Astronomy on lowa State University is:

* To conduct world-class research in Physics and Astronomy, including such subfields as
condensed matter physics, biophysics, nuclear physics, high-energy physics, particle astrophysics,
and astronomy and astrophysics.

* To have our research recognized for excellence by colleagues, journals, and funding agencies
both on national and international levels.

* To provide a stimulating and nurturing research environment and sense of community to underpin
world-class education and training for graduate students, postdoctoral fellows, visitors, and
interested undergraduate students.

* To provide an excellent and rigorous education for undergraduate physics and astronomy majors,
and an exemplary education in introductory physics and astronomy to the entire undergraduate
community to prepare the next generation of scientists and engineers, and ensure that all students
are scientifically literate when joining the workforce.

*  Our department will encourage and engage in outreach activities, such as public lectures,
planetarium and laboratory demonstrations, and K-12 classroom visits. We will always extend a
helping hand and our expertise to assist and engage the residents of lowa.

e Our department is committed to foster and encourage an inclusive, diverse and welcoming
environment in all of our activities.

4. General Committee Policies

Committee membership is determined annually by the Department Chair, in consultation with the
Assistant Chair, and the Executive Committee, as needed. In general, committee membership should
include broad representation from the various research groups and instructional staff as appropriate to the



committee’s specific mission, and the particular requirements listed for some committees in Section 2.
General diversity considerations should also be reflected in the overall pattern of committee membership
in the Department.

To further encourage diverse and shared governance, the chairpersons of the committees charged with the
primary governance and human resource duties of the Department will be changed approximately every 3
years. These committees include: Curriculum, Diversity, Faculty Honors and Awards, Graduate
Admissions, Graduate Status, Faculty Hiring Plan, Post-tenure Review, and Promotion and Tenure.

Several of Departmental procedures require voting by written ballot. In general, this ballot will be
distributed to the eligible voters electronically. However, marked ballot may be submitted to the
Department Secretary by any of the following means: 1) an electronic message, 2) a hand-written
submission, or 3) a verbal statement recorded on-the-spot by the Secretary. The motivation for this
procedure is both convenience and preservation of privacy in the balloting. Specifically, electronic
communications are likely to remain on servers and be vulnerable to transmission indefinitely, which
some may object to. Voters using an alternate procedure for their own privacy, also guarantee partial
privacy to the vote as a whole.

5. Planning and Faculty Hiring Procedures

This section describes the policy and procedures for developing the annual hiring plan of new faculty
members. A PhD in Physics, Astronomy or related fields (for example, but not limited to Solid State
Chemistry and Bio-Physics) is a required qualification for a new tenured or tenure-track faculty
appointment. This requirement can be waived through approval by the faculty.

The policies and procedures herein described are effective upon adoption by a 2/3 vote of the faculty, and
may be amended by a 2/3 vote of the faculty. All amendments to this document shall be approved by
written ballot. For these purposes and wherever referred to in this document, the faculty consists of
persons of any academic rank who are either tenured or on tenure-track appointments and have at least
one quarter of their academic-year salary listed in the Department of Physics and Astronomy budget.
Membership in the faculty is not affected by leave of absence of any kind. However, when a vote is taken
at a faculty meeting, a faculty member on leave, official travel, or sick leave, shall not be included in the
count of eligible voters unless he or she is present at the meeting or has transmitted a proxy to the
Department Executive Officer (DEO) before the meeting.

The Faculty Hiring Plan Committee (FHPC) develops the annual hiring plan, i.e. a plan that determines
and rank orders the research areas for searches for new faculty members of the department in the
subsequent academic year. The committee will be appointed by the DEO annually for a one—year term,
with reappointments possible at the discretion of the DEO.

Every year, the FHPC will make a recommendation for hiring in the subsequent academic year in the
Department of Physics and Astronomy. This recommendation will be made to the chair of the department
but must be supported by a simple majority during a faculty meeting. The guidelines and time line for the
development of the annual hiring plan are as follows, where in a typical year the process begins early in
the fall semester:

o In the spring semester or earlier: The FHPC invites the faculty members or research groups to
submit brief proposal for new hires.

e In the spring semester or earlier: The FHPC schedules a committee meeting where individual
hiring proposals are presented. This committee meeting will be open to all faculty members. All
proposals must be defended in an oral presentation to the committee and the attending faculty,
addressing issues such as the scientific challenge, the vision of the proposed hire, aspects of
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funding opportunities, as well as compatibility with existing efforts. Based on the proposals for
new hires presented during this committee meeting, the FHPC develops the annual hiring plan
in concordance with the departmental Strategic Plan.

e During the spring semester or earlier: The FHPC presents its annual hiring plan, i.e. makes a
recommendation to the faculty for new hires in the department for the subsequent year. The
Committee shall summarize in writing the hires being recommended to the faculty prior to the
faculty meeting where the recommendation will be discussed. The recommendation must be
approved by a simple majority of the eligible faculty by written ballot. In case no simple
majority of the faculty supports the proposal, the FHPC will produce and submit a revised plan.
If no simple majority of the faculty supports the revised plan, the hiring plan for the subsequent
year is considered failed, and the DEO determines the course of action.

e Once the annual hiring plan of the department is approved by the faculty, the DEO is
authorized to request the permission from the Dean of the College to conduct faculty searches
in the recommended areas.

This procedure applies to regular faculty hires recommended to the College. In the case of inter-
departmental hires or special faculty hiring programs initiated by the College or the University this same
procedure will be followed as far as possible, though recognizing that the timetable may have to be
adjusted to fit that of the specific program. These positions should also be in accord with the current
Departmental Strategic Plan. In particular, these types of faculty hires must still be approved by a simple
majority of the faculty by written ballot.

In exceptional cases (e.g. hiring opportunities of highly accomplished senior scientists, partner
accommodations, etc.) a different approach may be adopted. In such cases only the DEO has the
authority to change the timeline, while the proposal for such a special faculty hiring must still be
approved by a simple majority of the faculty during a faculty meeting by written ballot.

6. Promotion and Tenure Policy and Procedure (Blue Document)

This document describes the policy and procedures used in evaluating faculty members annually for
promotion in the Department of Physics and Astronomy. The Department adheres to all policies of the
College of Liberal Arts and Sciences and of lowa State University, and this document is subservient to
those policies in case of any disagreement. The policies and procedures herein described are effective
upon adoption by a 2/3 vote of the faculty, and may be amended by a 2/3 vote of the faculty. All
amendments to this document shall be approved by written ballot. For these purposes and wherever
referred to in this document, the faculty consists of persons of any academic rank who are either tenured
or on a tenure-track appointment and have at least one quarter of their academic-year salary listed in the
Department of Physics and Astronomy budgets. Membership in the faculty is not affected by leave of
absence of any kind, i.e., Faculty Professional Development Assignment (FPDA), sick leave, leave
without pay (LWOP), or any other extended leave approved by the DEO. However, when a vote is taken
at a faculty meeting, a faculty member on leave, official travel, or sick leave, shall not be included in the
count of eligible voters unless he or she is present at the meeting or has transmitted a proxy to the DEO
before the meeting. Proposed amendments must be circulated in writing at least seven days prior to the
vote. In all procedural matters relating to these, or other votes mentioned hereafter, parliamentary
procedure shall govern, as defined in Robert's Rules of Order, latest edition.

Evaluation of the qualifications of faculty members shall be carried out annually by a preliminary
screening committee, as specified in the Faculty Handbook. This committee shall be titled the Promotion
and Tenure Committee, and its membership shall include at least six members of the faculty with at least
one holding a rank below professor. The Committee will be appointed by the Departmental Executive
Officer (hereafter called the DEO) annually for a one-year term, with reappointment possible at the
discretion of the DEO. The membership of the Committee shall be announced to the faculty at the
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beginning of each academic year.

The Promotion and Tenure Committee shall examine annually the qualifications of each faculty member
below the rank of professor for promotion to the next higher rank. In cases of faculty members not
holding continuous tenure appointments, it shall also examine, when appropriate, the qualifications of the
faculty member for reappointment (see Appendix A). It shall determine which of the faculty members
merit the detailed study appropriate to a recommendation for promotion or a recommendation regarding
reappointment, and shall inform each faculty member examined whether or not he or she is being given
that detailed study. A faculty member who is not felt by the Committee to merit such close examination,
but who disagrees with that judgment, may indicate his or her disagreement in writing to the DEO; the
DEO will then inform the Committee, who will add this name to the list of those to be given detailed
examination. The DEO may also add other names at his or her discretion or at the suggestion of faculty
members. A faculty member may also withdraw his or her name from consideration for promotion unless
he or she is in the sixth year and/or penultimate year of a tenure-track appointment; in such a case,
withdrawal is permitted only upon presentation of a resignation to the DEO.

After the Committee has informed the faculty member that a detailed examination will be conducted,
either for possible promotion or reappointment, all transmission of information to or from the candidate
dealing with that examination, including any questions arising during the first meeting of the tenured
faculty, will be dealt with exclusively by the Committee and when necessary in consultation and in
cooperation with the Departmental Chair.

The Committee's evaluation shall be based upon a resume maintained by each faculty member, plus extra
information kept in a dossier hereafter specified. At the end of the spring semester the Committee shall
announce the date by which it expects all resumes to be complete for the following academic year’s
evaluation process. The faculty member is then responsible for seeing that the resume includes all
appropriate information, and specifically the following items:

1. Vita information - name, rank, base, university appointment data, professional history,
academic history, list of publications with indication of refereed journals, list of invited
papers and talks, citations in the Science Citation Index for the last four years.

2. A brief (one page) description of the faculty member's current research program.

A brief (one page) description of the faculty member’s teaching philosophy and methods.

4. A listing of all teaching assignments and tenures including the courses taught, the number of
students, and the average rating where multiple sections are involved.

5. A listing of all students who have been directed in research by the faculty member, including
both graduate and undergraduate students, the degree received, and the current activities of
the student, if known. Also a list of the graduate student committees, inside and outside
physics, served on during the last four years.

6. Service activities performed by the faculty member for the Department (including its
activities related to the Ames Laboratory, USDOE), the College, the University, and relevant
outside organizations.

W

The faculty member may include in the resume any other information he or she deems relevant, and shall
have free access to all material in the resume. A sample resume is included with this document as
Appendix B.

For those faculty members being given detailed evaluation as described above, the Committee may, at its
discretion, use other material deemed relevant to each evaluation, which is kept in his or her Departmental
dossier. It shall inform the faculty member involved, in writing, what extra material is being requested or
what existing material is being used. The committee will develop a list of names from which letters of
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evaluation may be requested. This list shall contain referees suggested by the candidate, by the
Committee, or by others. In accord with University policy the candidate may provide a list of up to three
external referees who should not be used, along with a reason for each such exclusion. To be in accord
with the College Promotion and Tenure Recommendations, at least five letters from qualified, impartial
reviewers from outside the University should be submitted with a promotion and/or tenure
recommendation, with at least two suggested by the candidate. Typically about ten letters will be
solicited to guarantee that the required number of letters will be received and that the committee has the
broad input it requires. The faculty member will not, however, have access to the confidential parts of the
dossier assembled by the committee. The information in the dossier is considered to be privileged and
may not be released for any uses other than those essential to the promotion and tenure procedure, except
with the written approval of the faculty member involved.

The Committee shall then proceed with its evaluation, based upon the resumes and all additional material.
In these evaluations the criteria followed shall be those specified in the Faculty Handbook, based upon the
areas of research, teaching, and service. Of these three areas, research and teaching have overriding
importance in the Department; service activities are also considered, but normally play a tertiary role.
Evaluation of research ability is based primarily upon published papers in refereed journals, while
teaching ability is determined by student evaluations, using departmentally chosen forms (Appendix C),
plus less quantitative peer and student evaluations. Academic advising activities are also included here.
Service activities may include committee work and administrative activities on behalf of the Department,
the College, the Ames Laboratory, the University, or relevant outside organizations.

The following guidelines for promotion to the various ranks with respect to evaluation of excellence in
research are intended to define typical cases; they do not set absolute numerical standards, but rather
illustrate what experience has shown to be the usual case. For promotion to associate professor,
excellence sufficient to lead to a national or international reputation is required and would ordinarily be
shown by the publication of approximately fifteen papers of good quality in refereed journals. For
promotion to professor, attainment of a national or international reputation for excellence in research is
expected, and would usually require at least thirty published papers of good quality in refereed journals.
It should be emphasized, however, that subjective judgment is involved in all of these cases; promotion
with fewer papers than indicated above, or non-promotion with more, could occur based upon the
Committee's evaluation of the research involved.

Criteria for teaching excellence within the Department are essentially those described in the most recent
edition of the Faculty Handbook. In evaluating the teaching performance of a faculty member, the
Committee will compare the candidate with available standards of teaching of both undergraduate and
graduate students in the Department and will include evaluation by peers, gathered, for example, by
classroom visits and by evaluation of syllabi, course materials, and examinations.

Promotion to any rank will be based upon these criteria with the expectation of excellence in one and at
least satisfactory performance in the other. An individual outstanding in research, but significantly below
the Department average in teaching, would normally not be promoted. He or she will usually have been
counseled and assisted by the DEO in an attempt to develop satisfactory teaching performance by means
of the annual evaluation. The same conclusion would apply to a faculty member outstanding in teaching;
satisfactory research performance would normally involve productive participation in a research program,
but not necessarily the promise of leadership in an area of research. A strong record of service will
augment teaching and research, but will not replace either. In individual cases, the Department may
deviate from these criteria, but such deviation would be expected to occur only in truly exceptional cases.
In all cases of promotion, the ultimate criterion which is expected to be applied in deciding the
departmental recommendation is the question "will this promotion significantly enhance the ability of the
Department and lowa State University to meet the responsibilities implied by their respective missions?"
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All of the above guidelines for consideration are designed to answer this question in each individual case.
No individual is considered to have a proprietary right to promotion. No individual earns a promotion
without having earned a "yes" to this question.

The number of persons holding a given rank, or the number who might be recommended for promotion in
a given year, shall play no part in the Committee's deliberations. It shall concern itself with faculty
members on an individual basis, and shall recommend for or against promotion in each case.

The Committee shall also consider and make recommendations in exactly the same way in cases where
time limitations for tenure are relevant. It is expected that tenure will ordinarily accompany promotion to
the rank of associate professor. Granting of tenure without promotion, or promotion to associate
professor without tenure would be exceptional in the Department; it would require exactly the same
procedure and approval as that being described for promotion.

When the Committee deliberations are complete, a meeting of all tenured full professors is held to discuss
the report of the Committee on promotion to full professor. They have copies of the resumes and the
report from the Committee. The Committee chairman may read excerpts from the dossiers. The full
professors vote on whether to promote.

A second meeting of the tenured full professors is held a few days later to discuss the result of the vote.
Another vote is then taken on the question "we recommend to the Dean that (specific candidate) be
promoted this year". The candidates are considered in order from the top-ranked to the bottom-ranked,
where ranking is determined by the number of "yes" votes for promotion on the first ballot. Those
eligible to vote, in person or by proxy, are tenured faculty (see p. 1) holding the rank of tenured full
professor. The DEO shall not vote and will not be included in the count of eligible voters. If a tenure or
promotion vote is to be taken on a spouse or immediate relative of a faculty member, that member shall
not be present for discussion, shall not vote, and will not be included in the count of eligible voters. The
DEO may require that a proxy vote be delivered to the DEO personally by the voter in advance of the
meeting.

A 2/3 vote of those eligible is required for a formal Departmental recommendation for promotion or
tenure. A quorum is defined as the actual presence at the meeting of at least 75 percent of all tenured
faculty (see p. 1) holding the rank of tenured full professor and eligible to vote, except those who are
absent while on leave or official travel.

Similar meetings of all tenured faculty (see p. 1) holding the rank of full or associate professor, with
similar conflict of interest exclusions, are held to carry out the procedures for promotion to associate and
assistant professor. Any cases of tenure without promotion are then voted on. All rules of procedure are
the same as in the case of promotion to full professor, except that tenured associate professors may vote.

The Committee then provides the DEO with materials summarizing the recommendation of the faculty
regarding each faculty member who has been given detailed examination. For each candidate who has
received a formal Department vote, the Committee will submit a final version of the standard LAS
College promotion dossier materials. The DEO then informs each candidate whether or not he or she has
been recommended for promotion. The DEO transmits the recommendations for promotion or for tenure
without promotion to the Dean of the College, including for each candidate the LAS College promotion
dossier materials, the vote of the departmental faculty, a full copy of the resume, the letters of
recommendation, both internal and external, and the DEO's letter of recommendation. The candidate may
examine the resume to be transmitted to the Dean of the College.

The dossier materials will note that the Department requires the 2/3 vote for approval, this is especially
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important in cases where more than 1/2 but less than 2/3 of the faculty vote affirmatively for the
promotion of an individual.

A faculty member with a grievance concerning the operation of these procedures in his or her particular
case may appeal in writing to the DEO; or use the grievance procedures detailed in the Faculty Handbook.

6.1 Policy on Reappointments

Normally a faculty member is given an initial appointment of three years. During the third year of an
initial appointment, the P&T Committee will examine the faculty member's resume and ask for letters
from members of the Department. The P&T Committee will then make a recommendation to the faculty.
This could range from a one-year terminal appointment to a three-year reappointment. The faculty would
then vote on the recommendation of the P&T Committee and/or suggest amendments; passage would be
by a simple majority of the eligible faculty. The rules for a quorum and voting eligibility would be the
same as for promotion from assistant to associate professor.

6.2 Dual Career Accommodations

The Department of Physics and Astronomy views dual---career accommodation as a potentially important
action to increase the diversity of the department, to attract or retain qualified faculty, and which can
enhance the academic strength of our programs and the university as a whole.

Given the commitment of the university that “recruiting and retaining a talented, innovative, and
diverse faculty remains a top university priority” [1] the department is committed to work with the Office
of the Executive Vice President and Provost to identify resources needed in recruitment, retention,
diversity and partner accommodation.

When an accommodation issue arises, the Chair shall form a committee to evaluate the candidate and
make a recommendation to the faculty. This committee will take responsibility for the interview process
for the candidate in the same way that a search committee usually does. Where possible, the committee
will include members with recent hiring experience in the area or similar areas.

It is essential that faculty appointed as part of a dual---career accommodation are subject to the same
evaluative procedures and criteria as all other faculty members of the department. It is understood that a
dual career accommodation hire conveys no prejudice nor advantage when it comes to the promotion of
the individuals involved.

[1] https://www.provost.iastate.edu/administrator-resources/recruitment/dual-career

7. Position Responsibility Statements and Mediation

Sample PRS:

In your position as a faculty member in the Department of Physics and Astronomy at lowa State
University:

You will carry out a research and scholarship program that is nationally competitive and recognized. This
includes creation of the conceptual framework for the research, raising funding to support the work, and
reporting the results in major journals;

You will perform classroom and laboratory teaching at a level consistent with Department norms
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established by peer and student evaluation; and

You will contribute to the outreach and service aspects of department activity.

(Dept Chair) (Faculty)

Date Date
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8. Hiring and Reappointing Term Faculty: (effective July 1 2019)

8.1 Lecturers, Assistant Teaching Professors, Associate Teaching Professors and Teaching
Professors

Preamble - The Department of Physics and Astronomy ("the Department"), may employ non-tenure-track
faculty, term faculty with the titles “Lecturer”, “Assistant Teaching Professor”, “Associate Teaching
Professor” and “Teaching Professor” in teaching positions. The appointments should be made to the mutual
advantage of both the individuals and the Department in maintaining a high standard of teaching. The
Department will seek to assist people in these positions in the pursuit of their professional goals. Term faculty
participate in shared governance activities, in accordance with the policies provided by the LAS College and
the Faculty Handbook. This includes serving as members on committees that do not involve the evaluation of
tenured and tenure-eligible faculty. Modifications to section § requires approval of at least 2/3 of the eligible
tenured/tenure-track faculty and term faculty.

Teaching term faculty devote at least 75% of their time to responsibilities related to the teaching mission of the
Department.

Description of Positions - The Lecturer, Assistant Teaching Professor, Associate Teaching Professor and
Teaching Professor positions are non-tenure-track and are distinct from "Adjunct Faculty" and “Research
Faculty” positions described in section 8.2. An M.S. in Physics or Astronomy is required for Lecturers,
Assistant Teaching Professors, Associate Teaching Professors and Teaching Professors, while a PhD in
Physics or Astronomy is a preferred qualification. However, the required qualifications can be waived and
would need to be approved by the faculty. After the initial appointment, the degree is not taken into
consideration for promotion to Associate Teaching Professor or Teaching Professor.

The positions are limited-term appointments eligible for renewal based upon quality of performance and the
needs of the department. The total amount of instruction within the Department of Physics and Astronomy
done by non-tenure track faculty should be less than 15%. At no point in time may it exceed 25%. Following
the University rule, faculty members who have been denied tenure in a mandatory review at Iowa State
University are not eligible for appointment as term faculty.

Lecturer - Appointments as Lecturers will be made using established University search processes, with
decisions made by the Department Chair upon recommendation of the Assistant Chair. No faculty search
committee is required to appoint lecturers. The position may be full or part time, consistent with the
advertisement through which the hire took place.

The normal term of appointment is one year. The duration of the appointment may be up to a total of three
years and does not require peer review for renewal. Renewal of an appointment is based upon quality of
teaching as reflected in the vita, student teaching evaluations, faculty comments as well as continuing
departmental need. The review will be made in the context of the Position Responsibility Statement (PRS)
derived from the advertised position. The Chair upon recommendation of the Assistant Chair will make the re-
appointment.

In the third year, persons on appointment as Lecturer may be reviewed for being appointed as Assistant
Teaching Professor. This peer review is performed by the P&T committee and needs to be completed by
February 15 of the third year, following a similar process as for all teaching term faculty. This timeline is
important as Lecturer appointments require a notice of three months not to renew. The title change from
Lecturer to Assistant Teaching Professor is not a new appointment, nor is it considered an advancement.
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Assistant Teaching Professor — New appointments as Assistant Teaching Professor require a faculty
search committee and approval of the tenured/tenure-track and term faculty. The Department Chair, the
Dean and the Provost also must approve such hires as described in the Faculty Handbook. The
appointments are based upon the person's vita and quality of teaching record, as demonstrated by student
and faculty evaluations. Promise to provide continued high-quality teaching is expected. Appointment to
the position is possible without a search if the person has been a Lecturer in the department for 3 years;
otherwise established university search processes must be used.

Associate Teaching Professor - Appointments as Associate Teaching Professor are for a contract length
of 3 years. Advancement to this rank requires the completion of 5 years employment at the lecturer or
Assistant Teaching Professor rank. Faculty may apply for advancement at the beginning of their sixth
year. Credit for experience at other institutions shall be determined at the time of initial appointment.
Initial appointments at the rank of Associate Teaching Professor require a faculty search committee,
approval of the tenured/tenure-track faculty at or above the rank of Associate Professor, the term faculty
at or above the rank of Associate Professor and approval by the Department Chair, the Dean and the
Provost.

Advancement to Associate Teaching Professor requires a record of success in their primary
responsibilities of teaching, include a positive peer review of teaching and evidence for pedagogical
development.

Teaching Professor - Appointments as Teaching Professor are for a contract length of 5 years. For
advancement to Teaching Professor, a faculty member must have a proven record of sustained excellence
in teaching and other duties as spelled out in their PRS. Those can include significant curriculum
development, course coordination for multi-instructor courses, leadership roles and service to the
Department related to teaching.

Process for Renewal of Lecturers, Assistant, Associate and Teaching Professors

Teaching term faculty will be peer reviewed during the academic year of their contract end-date. The
peer review is performed by the departmental P&T committee. The review will be based on 2 faculty
class visits by members of the P&T committee and include student evaluations from the Class Climate
Surveys from recent years. Furthermore, the P&T committee will also solicit 2 letters from the faculty to
receive further input on the faculty members’ performance.

Process for Advancement to Assistant, Associate and Teaching Professor

The departmental P&T committee reviewing a teaching term faculty member shall include
tenured/tenure-track faculty and teaching term faculty at or above the rank to which the successful
candidate would advance. Note that the P&T committee for evaluation of term faculty comprises of the
P&T committee as described in section 6 (Blue document) for tenured/tenure-track advancements with
the addition of typically one term faculty member.

The process for advancement requires a review by the P&T committee and includes 2 faculty visits to the
classroom to evaluate the teaching performance of the teaching term faculty member. Furthermore,
student evaluations of teaching and course materials will be used to evaluate teaching performance. The
P&T committee also solicits typically 2 letters from other faculty members to evaluate the candidate’s
teaching performance. The P&T committee will present its findings to the faculty during a faculty
meeting that includes all tenured/tenure-track at or above the rank of the position to which the candidate
would be promoted, and all term faculty at or above the rank of the position to which the candidate would
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be promoted. A 2/3 vote in favor of the advancement is required. Faculty at or above the rank of the
position to which the candidate would be promoted are eligible to vote.

8.2 Adjunct Faculty

PREAMBLE: In addition to the customary tenure-track faculty appointment in the Department of
Physics and Astronomy, there can arise situations where the Department may benefit in providing an
adjunct appointment to an outstanding researcher who is expected to contribute in a significant way to the
mission of the department but for whom the customary appointment is impractical. The department
welcomes a limited number of applications of this type. Adjunct Faculty hold a PhD in Physics or related
discipline. However, this requirement can be waived and this would need to be approved by the faculty. Once
a person is given an adjunct appointment the department will seek to assist that adjunct faculty member in
the pursuit of his or her professional goals.

Departmental Guidelines for Adjunct Faculty Appointments

An adjunct appointment will be a three-year non-tenured appointment at the rank of assistant professor,
associate professor, or professor, renewable as described below. Adjunct faculty may be invited to fill a
teaching need within the department. Financial remuneration for teaching services will be made in
accordance with standard procedures.

1. Should adjunct faculty submit a grant proposal which would be administered through the department,
provision will be made to reimburse the department for support services (secretarial and financial
administration, etc.) required for preparing the proposal and all related work (reports to funding
agency, purchasing, manuscript preparation, etc.).

2. Adjunct faculty members are expected to participate in the life of the department. Indeed, candidates
for these positions should have shown significant involvement in the life of the department. Their
active participation at faculty meetings is also encouraged.

3. Departmental P&T committees reviewing an adjunct faculty member shall include tenured/tenure-
track faculty and adjunct faculty at or above the rank to which the successful candidate would
advance. Similarly, all tenured/tenure-track faculty and adjunct faculty at or above the respective rank
are eligible to vote on such an advancement.

4. The department will submit the name of an adjunct faculty member for membership in the graduate
faculty within one year from the date of the appointment.

5. The Department regards an adjunct appointment as a matter for serious consideration. Thus an
individual will be considered for an adjunct appointment if the following requirements are met:

a. The candidate is deemed to have a research record which meets the criteria for a tenure-track
faculty rank as set down in the departmental promotion and tenure ("blue") document.

b. A faculty member of the Department takes the initiative to bring forward the name of the
candidate in a letter of nomination to the P&T Committee. This letter should include a
description of the benefit the Department will derive from the appointment. A letter from the
candidate describing the reasons for the application is welcome.

6. The initial appointment and subsequent promotions will be dealt with by the P&T Committee. In
particular, that committee will review the candidate's record and then make a recommendation to the
faculty for consideration as described below. Specifically the P&T Committee will judge the research
record of the candidate following similar procedures used in considering tenure-track faculty being
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considered for promotion at the same rank. In particular, the curriculum vitae and the research
publications of the candidate will be examined. In addition, the committee will obtain letters from at
least three external reviewers for their professional evaluation of the candidate. The committee will
also take the initiative in scheduling a Departmental colloquium to be given by the candidate.

7. A proposed appointment for an adjunct faculty position will be approved when not less than two-
thirds of the eligible faculty, including tenured/tenure-track and adjunct faculty at or above the rank to
which the successful candidate vote advance to, vote in favor of the appointment. The eligible faculty
are defined as those not on faculty leave plus those on faculty leave who vote. The faculty vote will
be by secret ballot.

8. Renewal of an adjunct appointment will be initiated by the Departmental chairperson and will follow
the steps described above in paragraphs 6 and 7, with the exception that external letters will not
ordinarily be required. In addition, the candidate will submit a statement describing his/her
contributions to the Department during the past appointment period. In addition, the committee will
obtain letters from at least three internal reviewers for their professional evaluation of the candidate.
The renewal period and the initial appointment will normally be for 1-3 years (assistant professor
rank), 3-5 years (associate professor rank) and 5-7 years (professor rank). In the absence of renewal
the appointment will automatically expire.

9. An adjunct faculty member will be welcome to direct a graduate student in the department jointly
with a tenure-track faculty member. Both are expected to play an active, significant role in the
direction and research of the student.

10. The Department will define in the letter of appointment the title to be used in designating adjunct
faculty. As an example, a suitable title for adjunct faculty at the rank of assistant professor will be
"Adjunct Assistant Professor of Physics and Astronomy." The Departmental chairperson and the
person with budgetary authority for the candidate's existing position (e.g., unit director, grant
principal investigator, etc.) should both sign the letter of appointment.

11. An adjunct appointment will be made only if it significantly strengthens the department.

12. These regulations will be superseded by college or university regulations in the case of any conflicts.

8.3 Research Faculty

Research Faculty primarily engage in externally-funded research projects, while they must have the
opportunity to move toward research independence. At least 10% and no more than 20% of their salary
shall be paid from the general fund.

Research faculty are deemed to have a research record which meets the criteria for a tenure-track faculty
rank as set down in the Departmental promotion and tenure (“blue”) document. Furthermore, to advance
to the Research Professor title the College of Liberal Arts and Sciences expects research faculty members
to participate in the mission of the University. This includes the supervision of graduate students, serving
on graduate committees, service on University committees related to grants, and service to the
Department.

The Department P&T committee will perform a peer review process. External and internal letters are
required for research faculty to advance. Generally, P&T committees reviewing a research faculty
member shall include tenured/tenure-track faculty and research faculty at or above the rank to which the
successful candidate would advance.

9. Affiliate and Courtesy Faculty

Affiliate Faculty - Affiliates are persons appointed to the faculty, without financial obligation on the part
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of the University, to carry out scholarly activities from which the individual as well as the Department
and the University benefit. Faculty rank will reflect scholarly qualifications equivalent to those of
similar rank in the department. Unlike collaborators, affiliates are not employed on a regular basis
outside the university. Since affiliates are not recruited following University affirmative-action
procedures, they may not be assigned duties or responsibilities - such as teaching courses or providing
research support for other faculty or staff - that would ordinarily be carried out by a person in a faculty or
P&S position. If the Department desires to assign such responsibilities to a person on an affiliate
appointment, that person's appointment status may be converted to an appropriate status by following the
University's procedure for filling a faculty or P&S position.

Appointments may be made for one to three years and may be renewed. The conditions of the
appointment, including the extent to which the Department will provide support services for the
individual, are stated in a written agreement signed by both parties at the time of the appointment. If a
person on an affiliate appointment obtains financial support from a grant or contract for which he or she is
the principal investigator, he or she is paid through the University's payroll system and may participate in
the University's benefits programs, provided that all salary and benefit costs are supported by the
affiliate's grant or contract. An affiliate is not tenured, and time spent in affiliate status is not considered
to be service in a probationary period leading toward tenure. Persons on affiliate appointments are,
however, subject to University and faculty policies.

Courtesy Faculty - Courtesy faculty appointments for tenured or tenure-track professors in other ISU
Departments will be made at the discretion of the DEO. Following a brief period for review by the
tenured and tenure-track faculty, appointments will consist of a period of three to five years.
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10. Post-Tenure Review Document

A post-tenure review of all tenured faculty in the Department of Physics and Astronomy will be done by
the DEO and a faculty review committee. Faculty members will be reviewed at least every seven years in
the order of the length of time since their last detailed review, either a post-tenure review or review
leading to promotion. The review will be conducted consistent with the Post Tenure Review Policy
document of the College of Liberal Arts and Sciences. The review should address the quality of the
faculty member’s performance in accordance with all position responsibility statements (PRSs) in effect
during the period of the review. Persons who have given notice in writing to the DEO of retirement or
phased retirement beginning in the next academic year will be exempted from review.

This review will be based on the faculty member's departmental resume and on input from the faculty
review committee chosen by the DEO. All faculty members will be invited by the DEO to submit to the
faculty review committee and the DEO written comments regarding the performance of faculty members
under post-tenure review. At the conclusion of their review the faculty committee will provide the DEO
with a written report. The report will conclude with a summary statement of the outcome of the
committee’s review (“superior”, “meeting expectations”, “below expectations”) and suggestions for an
action plan to improve performance where necessary. Based on the above materials and input from the
faculty review committee, the DEO will prepare a draft of the post-tenure review report. This draft shall
be given by the end of January to the faculty member, who may append comments or corrections, if so
desired, within ten days. The DEO’s final report will include an action plan for performance improvement
in those areas deemed necessary and will reflect discussions between the DEO and the faculty member.

The post-tenure review report will not be circulated to anyone within the Department without the advance
written permission of the faculty member being reviewed. The report of the review will be used by the
faculty member and the DEO as a guide to enhancing the performance of the faculty member reviewed.

The policies and procedures described herein are effective upon adoption by a 2/3 vote of the faculty and
may be amended by a 2/3 vote of the faculty. This document and all amendments to it shall be approved
by written ballot. The definition of the voting faculty is identical to that used for amendments to the
document entitled "Department of Physics and Astronomy Promotion and Tenure Policy and Procedure"
and is given in that document.

The departmental resume normally contains the following items:

Professional history

Teaching responsibilities and student ratings
Graduate students directed

Service record

Research summary

Summary of publications and talks
Numbers of citations

Honors and awards

Synopsis of funding

List of invited talks

List of refereed publications
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11. Procedures for Reviewing DEO and Searching for New DEOs

L. Reviewing an incumbent DEO.

A.

No later than April of the penultimate year of the DEO’s term, the departmental post-
tenure review committee shall compile the results of a questionnaire distributed to
faculty, staff, the graduate student representative and an undergraduate student selected
by the committee.

The questionnaire shall consist of the following questions:
1. Give an example of something the present DEO has done particularly well.

What would you recommend the current DEO do differently in the future? Do
you have any other concerns about the performance of the current DEO?

3. On balance, would you recommend to the Dean that the present DEO be asked to

take another term? Please explain your reasons for this conclusion.

4. If this DEO does not continue, should the department look for a DEO among

internal candidates or conduct a full, external search? Please explain or expand
upon your answer (e.g., by listing some possible internal candidates).

The committee shall compile the results of this questionnaire into a brief report (without
identifying the source of specific comments), provide a copy to the DEO and make a
summary of the report available to faculty members. The full collection of responses
shall be attached to a copy of this report to be sent forward to the Dean.

If a new DEO needs to be found, a new committee shall be established according to the
steps outlined below.

II.  Searching for a new DEO

A.

If the majority of answers to question 4 of the preliminary questionnaire are in favor of an
external search, or if the Dean’s office requires an external search, then a search
committee shall be set up in consultation with the Dean.

1. This committee shall be structured and shall operate in a manner similar to other
faculty search committees except that care shall be taken to avoid placing on it
those who are likely to become candidates for the DEO position.

2. If any member of the search committee becomes a candidate for the DEO

position, he or she shall immediately resign from the search committee.

3. Interviews for the DEO position shall be carried out in a manner consistent with

all faculty searches, with the added requirements that the candidates should meet
with key staff members in the department, should have a public Q/A session with
faculty, and should meet with the graduate students.

If the decision is made to seek a new DEO from among present members of the
department, a special procedure shall be followed:

1. The faculty shall be surveyed, by the Assistant Chair, for suggestions about the
membership of the search committee, the likely DEO candidates, and issues likely
to be important in the next 3-5 years. This questionnaire will be of the following
format: Who among the faculty at the rank of associate professor and above
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would you suggest be considered a candidate for DEO? Who among the full
departmental tenure track faculty would you recommend for inclusion on a DEO-
selection committee? What do you see as key issues facing the next DEO?

The responses should be tabulated by the Assistant Chair, or another neutral party,
and conveyed in a report to the faculty. A committee shall be appointed by the
faculty, in consultation with the Dean, from among those suggested for such
membership. Faculty members that appear to have strong support for DEO
candidacy, based on the results of the questionnaire, should not be asked to serve
on the selection committee.

Those nominated in the survey should be encouraged to participate in an informal
interview process involving meets with the faculty, graduate, students, and other
interested parties and the Dean. This process shall be set up and expedited by the
DEO selection committee.

A final ballot shall be circulated by the DEO selection committee. The ballot
should ask for a ranking, and for comments about the perceived strengths and
weaknesses of candidates for this position. Results of this ballot shall be
tabulated. The top vote-getters should then be asked to agree to continue as
candidates. The department should be informed about the finalists, typically no
more than 3 or 4 of those interviewed, and including only those that, at this stage,
agree to continue as candidates. This same list and a report summarizing
comments should be sent to the Dean, as a recommendation from the department.

12. Annual Faculty Salary Review Procedures

Input is taken annually from 1/3 of the faculty to guide the Chair in salary recommendations to the Dean.
In addition, every faculty member is asked to complete a questionnaire detailing their contributions in the
areas of teaching, research and service, as well as update their curriculum vita, annually.

Memo to faculty from the Dept Chair:

In preparation for the annual performance evaluation, please update your resume and the one-page
Faculty Evaluation Questionnaire (included herewith) and email them to Gloria no later than (date
in mid-February). To assure uniformity in the style of the resume, I am also attaching the template that
appears as part of the departmental promotion and tenure document to serve as a guideline. Please make
sure your resume follows this template. If you maintain your own resume, please send the source file to
Gloria so that she can add updates to your teaching evaluation table when available.

A Faculty Evaluation Questionnaire 2013 is included with the above memo requesting the following

information:

Name:

Summarize your efforts over the past year in the areas of research, teaching and outreach:

Research:
Teaching:
Outreach:

Summarize your most significant achievement over the past two years: Please provide any additional
information that you feel should impact upon your salary increase this year:
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Memo to faculty reviewers from the Dept Chair:

Attached is an alphabetical list of the faculty (including lecturers with long-term contracts). This year
you are being asked to be part of the ~1/3 of the faculty reading all faculty resumes and the annual
evaluation questionnaires and providing input to the annual salary review process. This review can be
oral or written as you wish. Faculty evaluators should use the updated resumes and faculty evaluation
questionnaires available in the Main Office. For the lecturers your evaluation should be based on
classroom performance and other contributions to the teaching mission of the department.

Please indicate a plus, a zero, or a minus after each name with the total for all faculty summing to zero. I
would like a reason for each + or - in the comments and in fact would like any comments you wish to
make.

Please meet with me or submit the signed, completed form by (date).
13. Teaching Assistant Appointment Policies and Review Procedures

Teaching is an important part of a graduate student’s professional training. It helps new students review
their basic knowledge of Physics for the qualifying exam and develop skills in communicating that
knowledge to others. To be hired as a Teaching Assistant (TA) the applicant must demonstrate a working
knowledge of Physics and have achieved good grades in their Physics classes. Prior teaching/tutoring
experience is helpful, but not essential. Graduate student TAs should be in good standing in both
academics (3.0 GPA) and in research. TAs are expected to spend 20 hours a week preparing/teaching
undergraduate recitation sections and/or laboratories, grading, proctoring exams and staffing the help-
rooms.

Graduate students whose native language is not English are required by the Graduate College to pass the
Oral English Certification Test (OECT, formally SPEAK/TEACH Test) to be certified for classroom
teaching. Students who fail the tests may be given a grading assignment and are required to take English
classes and show improvement in their spoken English.

A Teaching Assistants salary may increase or decrease based on performance. Performance is determined
by student survey comments and peer review. The latter is performed by lecturers using the form below.

Review form:
Department of Physics & Astronomy
Peer Classroom Recitation Instructor Observation Form — Spring 2013

Instructor: Course:
Number of Students Present: Date:
Observer:

Respond to each of the statements below by circling the code that most closely corresponds to your
observation.

Code: NA = Not applicable S = Satisfactory

E = Excellent NI* = Needs Improvement
*Please Note: Any rating of NI should be accompanied by an attached written statement of why the
rating was made and suggestion(s) for improvement.
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I. Organization and Clarity of Content

1. Demonstrated command of subject matter. NA E S NI

2. Clearly defined and explained terms, concepts and principles. NA E S NI

3. Explained the relationships among various ideas; related new ideas NA E S NI
to already familiar ones.

4. Explained why certain processes, techniques, or formulae were used NA E S NI
to solve problems.

5. Slowed the information flow when ideas were complex and/or difficult. NA E S NI

II. Presentation Style

6. Demonstrated enthusiasm for subject matter. NA E S NI

7. Voice could be easily heard. NA E S NI

8. Rate of speech was neither too fast nor too slow; spoke at a rate which NA E S NI
allowed students time to take notes.

. Talked to the class, not to the board or windows; maintained good eye contact. NA E S NI
10.  The board work appeared organized and legible. NA E S NI
III. Interactions with Students
11.  Asked question periodically to determine whether the students were following. NA E S NI
12.  Encouraged student questions and contributions. NA E S NI
13.  Listened carefully, patiently, politely, and when possible enthusiastically, to NA E S NI

student comments and questions, and answered appropriately.
14.  Refrained from answering questions until sure of a correct response. NA E S NI
IV. Overall Rating of the Instructor in the Class Observed E S NI

14. Curriculum Change Procedures

The Department of Physics and Astronomy has a standing Curriculum Committee that is responsible for
all issues regarding the graduate and undergraduate curriculum. The committee typically starts in the fall
of an academic year by prioritizing items and motions referred by the faculty as well as remaining
business from the previous academic year. In many cases additional input is sought from faculty who are
not on the committee but directly connected with proposed curriculum changes. Input is also solicited
from affected departments when changes involve large lecture courses with representation from many
majors, and occasionally from faculty at other institutions. Issues requiring approval by the LAS
Curriculum Committee and the Registrar are managed consistent with the deadlines in the University
catalog change procedures. Internal issues requiring faculty approval are presented to the Physics and
Astronomy faculty throughout the year, as appropriate.

15. Regulations for the Written Graduate Qualifying Examination
Qualifier Rules

L. The Qualifying Examination will consist of two parts, one covering essentially classical physics
topics and the other covering essentially modern physics topics. A statement of the purpose of the
examination as well as a detailed description of the character, level, and areas of coverage of the
examination will be made available to students well in advance of the time at which it is offered.
Each part of the exam may be passed independently of the other. The Classical part of the Exam
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will be administered in January (August starting in 2020) in the week preceding start of the Spring
semester, the Modern part of the Exam will be administered in August (January starting in 2020) in
the week preceding the start of the Fall semester each year. The GSC will appoint a Qualifying
Examination Committee and a chair of that committee for each part of the exam. These committees
will prepare, administer, and grade their respective part of the Qualifying Examination.
Additionally, the GSC will appoint an Inspector General whose responsibility is to ensure that the
examination adheres to the detailed description previously made available to students. The
Qualifying Examination Committee members will be notified of their appointment by the
Department Chair.

After completing two semesters of graduate study in Physics and Astronomy at ISU, excluding
summer session, a student must pass both parts of the Qualifying Examination within the next two
offerings -in order to proceed toward a Ph.D. Furthermore, students in this category are required
either to take the portion of the examination they have not yet passed or to declare in writing their
intention to terminate graduate study in Physics and Astronomy at ISU with a Master's Degree.
Such a declaration may later be withdrawn only by permission of the GSC. Students who enter ISU
with an M.S. degree from another institution must pass both parts of the Qualifying Examination
the exam within 20 months after enrolling at ISU in order to proceed toward a Ph.D. In highly
unusual circumstances, a student may petition the GSC for an exception to the above rules. The
GSC action will be reported to the faculty.

Each committee will grade its corresponding part of the examination independently and without
consulting with the other committee. Each problem will be graded independently by at least two
members of the committee. Students will be identified only by the rank-order number of their score
and the information correlating this number with a student's name will be known only to the
respective Qualifying Examination Committee chairs until after the whole faculty accepts the
committee results (see Section 4). The committee will then agree to a minimum passing score for
that part of the examination. The Qualifying Examination committee chair will summarize the
results as follows:

a)  Every student will be assigned an identification code for each portion of the exam in any
manner deemed appropriate by the Qualifying Exam Committee chair. The identification
code for each student will be different for each of the classical and modern portions of the
Qualifying Examination. The information correlating this code in any way with the student's
name will be retained only by the Qualifying Examination Committee chair.

b)  For each part of the exam a table will be prepared listing the students taking the exam rank-
ordered by score and identified only by the assigned identification code for that exam. Lines
will be drawn on the table to indicate the average score and the committee-recommended
minimum passing score for the examination.

The Qualifying Examination Committee chair for each part of the exam will preside over a meeting
of the Physics and Astronomy faculty and will present to the faculty the examination results in the
form of the final tables and the prepared summaries. The faculty may not, except by a two-thirds
vote, alter the decision of the Qualifying Examination committee. Individual student's names will
not be associated with their identification numbers until the minimum passing score for each exam
is completely and finally established by the faculty and the determination of which students have
passed each part of the exam has been made. A summary of the individual results for each student
taking the exam and their academic record will then be presented to the faculty.

The following provisions are made for dealing with very unusual cases. After the identity
of each student taking the examination has been revealed, any faculty member may request
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special study of a case in which (a) the student has failed the examination and will not be
allowed to proceed further toward the Ph.D. in the Department of Physics and Astronomy
at Iowa State, and (b) it appears that this result is clearly at odds with the rest of the
student's record. If such a motion is made and seconded, the faculty will discuss the matter
and vote on the question of whether the case should be referred to the GSC for study. A
simple majority of those present will suffice to approve that motion. No further action shall
be taken until the GSC has reported its study and recommendation to the faculty. The case
will not be referred to the GSC unless all of the following conditions are satisfied:

a) The student must have passed one part of the exam.
b) The student's course grades are very good (e.g. a GPA of about 3.5 or better).
c) The student shows evidence of strong research performance.

In addition, any student may petition the GSC to have their case reviewed. The above conditions
apply for a petition to be considered. In addition, a letter from the student and the advisor is
required that explains the reasons for the petition and any mitigating circumstances that would
warrant an additional attempt at the qualifying exam. In order to rule favorably on the petition the
GSC must find that there are circumstances beyond the student’s control that affected their
performance and that there is a high probability of success if the petition is granted. After review
the GSC may recommend one of the following:

a) The student is not allowed to proceed further towards a Ph.D. in the Department of
Physics and Astronomy;
b) The student be given an additional opportunity to take the portion of the Qualifying

Examination they have not yet passed.

These recommendations do not require departmental ratification. In all cases the guiding principle
is that the student must amply demonstrate knowledge of both classical and modern physics at the
level of the qualifying examination before being allowed to proceed further towards a Ph.D.

6. The Qualifying Examination Committee will publish solutions to the examination. Examination
papers will be returned to the students with no marks on the paper. The tables for each exam will
be made available to the advisors of students who fail the examination. This will be accomplished
as soon as possible and no later than the Friday of the second week of the Fall Semester for the
Modern portion of the exam and Spring semester for the Classical part. The advisor may indicate to
the student only the position of his or her identification number in the tables.

7. The faculty may amend these rules by a 2/3 vote.
16. Annual Budget Reporting Procedures

To assist with, and to offer advice on, any budgetary issues in accord with the Faculty Handbook, the
Chair shall appoint a Budget Advisory Committee. Members of the departmental Budget Advisory
Committee will normally include: the Chair, the Asst. Chair, the Administrative Asst. for Business and
Finance, and other faculty members. In the spring of each academic year the Chair shall present to the
faculty the annual budget report of the committee. This report should indicate the sources of income to
the Department and the expenditures broken down by category (e.g., faculty salaries, staff salaries,
graduate assistant salaries, materials and supplies, travel, and any other such categories as deemed
appropriate) for the current fiscal year. In this presentation the Chair should discuss any budgetary
challenges, and the anticipated funding for the next fiscal year.
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17. Strategic Planning

Every 3-5 years, with the specific time within this interval determined by the Department Chair, the
Strategic Plan of the Department of Physics and Astronomy will be re-evaluated and revised. The
procedure for this process will be as follows.

1) The chair will appoint a strategic planning committee to supervise the process. This will generally be
done at the beginning of the Fall term.

2) Over the course of the Fall semester the committee will actively solicit input from all relevant
constituencies within the department, including: a) input from research groups and individuals on
promising future research directions, b) input from individuals and interest groups on matters relating to
instruction, curriculum and outreach, and c) input on broad changes in department governance and policy,
if necessary.

3) The committee will also seek input from appropriate external sources, including the departmental
advisory committee, other departments with shared teaching or research interests, the college office, and
the strategic plans of comparable departments.

4) Once the information-gathering phase is complete, generally by the end of Fall semester, the
committee will assemble a revised departmental Strategic Plan.

5) This will be presented to the faculty for approval in the spring semester. Following approval it will also
be submitted to the College.

This Plan is meant to provide general direction and guidance to the Chair and relevant committees.
Implementation of specific policies and procedures remains within purview of the Chair and these
committees, and within the approved governance.

Content: The Plan will generally consist of the following basic parts.

a) A brief, summary review of the research, educational, and outreach activities of the department, and
current funding and other administrative issues.

b) An overview of the information gathering process.

c) Recommendations for what general directions the department should pursue for hiring in the Plan
period, including areas for growth, maintenance, or renewal. Educational and administrative staff hiring
needs should be considered as well as research faculty.

d) New or revised directions in curricular, recruiting and public and alumni outreach areas should also be
considered and prioritized.

e) Projections for the hoped for outcomes of implementation of the various recommendations, and if
possible simple metrics of success in achieving those outcomes, should be given.

Limitations:
The strategic planning process is separate from Self-Study and External Review processes. It should not
duplicate the work of those processes, especially the detailed data gathering of the self-study process.

The strategic planning process is separate from the work of the Faculty Hiring Plan Committee. The latter
committee sets annual hiring priorities partially in response to short-term, tactical needs, in agreement
with the long-term goals outlined by the Strategic Plan.

The Strategic Plan will not generally recommend regular governance revisions or curricular review,
though it may highlight areas where work needs to be done by the relevant committees.

The strategic planning process will not take place in the year of a chair search to avoid dealing with
possibly competing agendas of the candidates.
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18. Departmental Awards Committee Procedures

The purpose of the Faculty/Staff Honors and Awards Nominating Committee is to obtain recognition for
outstanding achievements of regular faculty of the Department of Physics and Astronomy, of P&S staff
scientists affiliated in some way with the Department, of Departmental Lecturers and of the secretarial
staff of the Department. The Committee submits nominations for awards at the LAS and ISU levels in the
areas of teaching, research and/or service, and also submits nominations for national awards for research
excellence.

The committee usually consists of three faculty from different research areas, typically including
representation from the condensed matter physics or biophysics, astrophysics, and high-energy or nuclear
physics areas.

The current deadline for submitting nominations for most LAS and ISU level awards is around 1
December, before the calendar year the awards are chosen. Thus, most of the work of the committee is
done during the Fall semester. The winners of these awards are announced just before the end of the
following Spring semester.

In order to meet the 1 December deadline for LAS/ISU nomination submission, the Committee begins
meeting soon after the start of the Fall semester. Each Committee member is responsible for conferring
with his/her group and associated groups and suggesting nominees in the areas of teaching, research or
service. Some ISU awards such as Distinguished Professor require the nominee to be outstanding in at
least two of these three areas. Occasionally a member of the Department will suggest an unsolicited
nominee to the Committee. After several meetings, the Committee reaches a consensus on the nominees
to put forward. Each committee member is responsible for writing the nominations for two, or possibly
three, nominees, including those nominated for outside scientific awards (see below). An early priority is
to obtain commitments of internal and/or external individuals for letters of support for the nomination, as
required, that the letters of support will be received by the Committee at least two weeks before the
nomination submission deadline.

The Committee writes nominations for external scientific recognitions, especially for Fellowship in the
American Physical Society (APS). Fellowship in the APS recognizes consistently outstanding research
contributions over a period of at least ten years. The deadline for submitting nominations for APS
Fellowships awarded in a given year depends on the research area, from 1 February to May of the given
year. The schedule of the Committee on these APS Fellow nominations depends on the research field, and
the submission deadline of the specific field. As a result of the Committee's efforts, a large fraction of the
full Professors in the Department are Fellows of the APS.

Very occasionally, nominations for very prestigious national or international prizes and awards are made
by the Committee. Usually a Committee member is aware of such an award and identifies a faculty
member who has a good chance of receiving it. The schedule for the nomination depends on the nature
and source of the award. The Committee has had several successes of such highly prestigious award
nominations.

A guiding principle followed by the Committee is that nominations are not made for any LAS/ISU award
or APS Fellow award unless the Committee considers that the nominee has a very good chance of
receiving the award. This is the major contributing factor to the high success rate of the Committee's
nominations. This principle does not apply to the highly prestigious, high-risk, nominations for national
and international prizes and awards where there is a single recipient of the award each year. The
Committee explicitly tries to formulate a roughly even and fair distribution of teaching, research and/or
service nominations for faculty members of the Department and associated P&S research staff. When
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possible and prudent, the Committee includes Lecturers and Departmental office staff in the list of
nominees.

19. Graduate Admissions Committee Procedures

The mission of the Graduate Admissions Committee is to review applicants for graduate study in the
department. The committee is typically composed of 5-6 tenure-track faculty members, appointed by the
department Chair at the beginning of the Fall semester. Ideally all of the major department research areas
should be represented.

The department graduate secretary collects application files and maintains a spreadsheet containing a
summary of information on each applicant. The department graduate secretary acts as the main point of
contact for any communications between applicants and the committee.

Once there are sufficient completed application files for review, the Committee Chair assigns each file to
an independent review by at least three of the committee members. FEach committee member
recommends whether to Admit/Hold/Deny the student based on Physics proficiency, English proficiency,
and research experience.

The Committee then meets weekly to review the files under evaluation and selects students to be
admitted. The entire committee discusses the recommendations of the three reviewing committee
members. Some files are put on hold to be reviewed when the first screening of all files is completed.
International candidates worthy of admission are called in a phone interview by a subset of the Admission
Committee. The phone interview has the dual purpose of testing their communication ability and
recruiting promising candidates. Candidates who show excellent potential for teaching and research are
selected for the Bowie fellowship in addition to the standard assistantship support.

Committee Calendar

(This calendar applies to the normal cycle of fall term admissions, and should be modified as needed for
spring term admissions.)

Sept. — December: Applications arrive throughout the semester. The Committee Chair, working with the
department secretary, answers inquiries.

December: Meeting schedule set for full committee in Spring semester.

Mid January: Begin weekly meetings of full committee to review completed files.
Mid February: Start calls to foreign countries for English proficiency and recruiting.
Application Deadline: January 15.

Late March/Early April: Start the review of prior “holds”.

First Week of April (roughly 2 weeks before the April 15" deadline). Open House for domestic students.
Committee members are strongly encouraged to participate in this Open House.

Acceptance Deadline for Offers: April 15.
Late April: final review of holds.
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End of Semester: Department secretary compiles statistics and the Committee Chair makes a summary
report to Department Chair

20. Hiring Policy for Graduate Student Teaching Assignments:

L.

The department of Physics and Astronomy offers Teaching Assistant (TA) appointments during
the academic year to all graduate students for the first two years after enrollment in the graduate
program. Exceptions will be considered if the student had been on a Research Assistant
appointment during the first two years, e.g., if the student needs to fulfill departmental teaching
requirement.

Any TA appointment in year 3 and beyond is determined by teaching needs of the department.

Prioritization of students receiving TA employment in year 3 and beyond is determined by their
qualification to teach respective classes and their record of student evaluations.

TA employment beyond year 5 is strongly discouraged, but can be superseded by departmental
needs.
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Appendix A — Departmental Resume Format

NAME

TITLE B BASE

AMES LAB TITLE (if any) Grad Faculty Status
PERSONAL HISTORY

MEMBERSHIPS AND HONORS

Performance in Position Responsibilities

A. Performance in Teaching Position Responsibilities.

1. Statement of teaching philosophy.
2. List courses taught in last five years, beginning with the most recent semester.
Course Semester Title Enrollment
3. Summarize results of student evaluations for all courses in the last five years on the two
standard questions. Please note the following 5-point scale for instructor evaluations: 1 =
very poor, 2 = poor, 3 = satisfactory, 4 = good, and 5 = very good
Sem Course Total % of Overall Dept Mean | Overall | Department
and # Enrollment Students Rating of for Rating Mean for
Year Responding | Instructor | Comparable of Comparable
Courses Course Courses
4. Course and curriculum development activity.
Summarize contributions to course and curriculum development.
5. Undergraduate Advising.
a. Average number of advisees per year since appointment
6. Graduate Advising.
a. M.S./M.A. Program of Study Committees
i. Inprogress:
e Chair/major professor (list names of students)
e Member of committee (list names of students)
ii. Completed:
e Chair/major professor (list names of students)
e Member of committee (list names of students)
b. PhD Program of Study Committees (since appointment or last promotion)

i. Inprogress:
e Chair/major professor (list names of students)
e Member of committee (list names of students)

ii. Completed:
e Chair/major professor (list names of students)
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e Member of committee (list names of students)
7. Honors and awards received for teaching

B. Performance in Extension/Professional Practice Responsibilities

1. Summary of extension and/or professional practice activities with information on quality
and impact.

2. Honors and awards for work in extension or professional practice (please list)

3. Positions/offices held on regional, national, and international organizations, panels, or
committees.

C. Performance in Institutional Service

1. Please list committee memberships and/or chairships since appointment or the most recent
promotion and comment on the quality of contributions to those groups.
2. Honors and awards for institutional service
RESEARCH SUMMARY
NAME and Date
Research:

SUMMARY OF PAPERS AND PUBLICATIONS (See attached lists.)

Date Refereed Publs. In Books/ Invited Contributed Papers  Other

Print Chapters Papers/Talks

aRefereed Publications in Process

Citations (last 4 years from science citation index)
Date # plus # self-citations

Papers and Publications Details
Books, Chapters.

Editorial Activities

Honors, Awards

Professional Involvement

Invited Papers, Talks (Underline name of presenter.)
Contributed Papers (Underline name of presenter.)

Refereed Publications in Print (These include only articles printed in Refereed Journals)
Refereed Publications in Process
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Appendix B — Committee Descriptions

This section gives very brief descriptions of the duties and responsibilities of some the major committees
within the department.

Budget Advisory Comm.: Assists with, and offers advice to the Chair on budgetary issues. Presents an
annual budget report to the faculty, detailing sources of income to the Department and the expenditures
broken down by category.

Colloquium Comm.: Schedules and hosts outside lecturers in a wide range of sub-disciplines for the
departmental colloquium series. Colloquium talks are held about once a week during the teaching terms.

Curriculum Comm.: (See section on curriculum change.) Initiates or evaluates suggestions for changes in
the physics and astronomy curricula at both the undergraduate and graduate levels, and forwards
recommendations to the departmental faculty. Maintains and updates documentation of the curricula both
within the department, and for the university catalog, and other college or university information portals.

Computer Facilities & Website Comm.: Deals with ISU, LAS website requirements, provides and
implements updated and new content.

Fac. Awards and Honors Comm.: Solicits suggestions and helps prepare documentation for departmental
award nominations for college, university and national awards to faculty and staff.

Faculty Hiring Plan Comm (FHPC).: Produces the departmental faculty hiring plan and updates it
annually. See Section 5. As of Fall of 2022, due to reduced faculty numbers, the FHPC may be staffed by
the Strategic Planning Committee for efficiency

Climate, Equity and Diversity Comm.: Deals with issues related to departmental climate, diversity and
equity for all of our members including faculty, staff, postdocs and students.

Graduate Admissions Comm.: Identifies and communicates with prospective graduate students. Evaluates
and rank-orders applications for graduate admission.

Graduate Status Comm.: Monitors the progress of all graduate students in assembling and completing
their Programs of Study, and passing oral and written qualifying exams, and final oral exams. Considers
student appeals or requests for exceptions to normal deadlines or other departmental regulations.

Post-Tenure Review Comm.: Annually carries out the Post-Tenure Faculty Reviews described in Section
10 above.

Promotion and Tenure Comm.: Assembles documentation for and evaluates all tenure-track and non-
tenure track promotion and tenure cases. The committee chair presents these cases to the departmental
faculty,and supervises the production of the formal documentation required by the College and University
P&T committees. The committee also prepares renewal cases for non-tenured faculty, lecturers, and
adjunct faculty as required by departmental regulations (see Secs. 5, 7, 8 and 9).

Strategic Planning Comm.: Develops, updates and makes adjustments to a strategic plan for the
department to continue its excellence in the areas of research and teaching. The plan includes a list of
hires to be considered as a high priority for the department. The updated strategic plan will require
approval of a 2/3 faculty vote.
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Student Honors and Awards Nominating Comm.: Solicits and nominates students for ISU, LAS and
departmental awards.

Teaching Advisory and Evaluation Comm.: Deals with issues related to faculty and staff teaching
performance, and teaching assistant assignments, in cooperation with the Class Scheduling Coordinator
and the Astronomy Program Coordinator. Supervises the operations and revisions of student evaluations
of instructors.

Undergraduate Student Recruitment Comm.: Works on the recruitment of physics majors, including the
organization of an open house, the participation in ISU and LAS recruitment events.
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Appendix C — Quorum and Vote Requirements for Various Procedures and Policy Changes
Votes:

Amending long range planning document: 2/3 vote of the faculty. This includes all faculty (full,
associate, assistant) as detailed in Section 4.

Amending the Post Tenure Review document: 2/3 vote of the faculty.

Amending Promotion & Tenure, Blue Document policies: 2/3 vote of the faculty. With additional
requirements for amendments given in Section 5.

Vote for Promotion & Tenure: A 2/3 vote of those eligible is required for a formal Departmental
recommendation for promotion or tenure.

Reappointments: By simple majority.

Modification of Term Faculty (section 8) text: At least 2/3 of the eligible tenure-track and term faculty is
needed for approval.

Amending Qualifying Exam Rules: 2/3 vote of the faculty.

Amending Recommendations of the Qualifying Exam Subcommittees: 2/3 vote of the faculty.

For all other cases the default is a simple majority vote of those present at the meeting.

Quora:

For Promotion & Tenure of faculty: “A quorum is defined as the actual presence at the meeting of at least
75 percent of all (eligible) tenured faculty.”

For Reappointment of faculty: “A quorum is defined as the actual presence at the meeting of at least 75
percent of all (eligible) tenured faculty.”

For the annual Qualifying exam meeting of the faculty: “A quorum is defined as the actual presence at
the meeting of at least 75 percent of all (eligible) tenured and tenure-track faculty.”
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