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|. Mission Statements

. AESHM Department

The mission of the Department of Apparel, Educati@tudies, and Hospitality
Management at lowa State University (ISU) is tgopre professionals for leadership roles in
careers represented in the department.

. FCEDS Program

The mission of the Family and Consumer Sciences#&tchn and Studies (FCEdS) program
at lowa State University (ISU) is to prepare prefesals for educational leadership roles in
family and consumer sciences.

. HRIM Program

The Hotel, Restaurant, and Institution Managemeognam aspires to excellence in
foodservice and lodging education, research, ateach with a mission of developing
leaders for the foodservice and lodging professions

. TC Program

The mission of the Textiles and Clothing prograrnviprovide integrated yet customized
education and scholarship to optimize apparel eteded products, services, and
experiences



Il. Structure and Governance

A. Department and Program Administration

Administration of the AESHM department is handlgdiie Department Chair and Associate
Chairs for Undergraduate Education and Advisingfandsraduate Education and Research.

Department Chair

The Department Chair is appointed by the Dean@®fQbllege of Human Sciences in
consultation with the AESHM Department faculty atdff. The Chair has obligations to
both the department (its faculty, students, anff)stad to the administration of the college
and university. The obligations to the administnatare discussed in th8U Faculty
Handbook Within the department, the Chair provides ovdesbership which includes (but
is not restricted to):

1. Evaluating faculty and staff and making recomméinda for promotion and tenure.

2. Hiring and assigning responsibilities to faculhdastaff.

3. Preparing and managing all aspects of the depatisrimidget and diverse accounts,
including delegation of some responsibilities agrapriate (e.g., management of project
accounts by PIs).

4. Facilitating department planning and outcome eat&bn.

5. Managing day-to-day activities and communicatimigrimation and decisions.

6. Chairing of faculty meetings.

7. Representing the department to the administrattoather units in the university, and to
alumni and organizations outside the university.

Associate Chair for Undergraduate Education and Adising

The Associate Chair is appointed by the Departroéwiir. The Associate Chair for
Undergraduate Education and Advising has respditgbito the Department Chair and to
AESHM Department faculty, students, and staff. Tdwilty member with this responsibility
will have some course release time to compensatdfoinistrative duties. Responsibilities
of this Associate Chair include (but are not resd to):

1. Develop and maintain teaching schedules (courseaord scheduling and faculty
teaching assignments) for each term: Spring, Sumaner Fall.
2. Coordinate training and updating of advisors aslade
3. Disseminate information to advisors.
4. Oversee undergraduate advising.
a. Proofread advising materials as they are dpeélorevised, or modified.
b. Assign advisees to advisors.
c. Approve advisor change requests.
d. Approve changes on students’ DARS form.
e. Approve use of transfer courses to meet unddugite degree requirements.
f. Approve “32 Credit Waiver” forms and course stitutions identified on the form.



g. Meet with incoming transfer students as ne@dexvaluate transfer courses, determine
class schedules, and identify major and/or prinsg&g@ndary focus areas.

h. Sign off on “Declaration of Minor”, Multiple Grculum Approval”, “Independent
Study” and other AESHM, CHS, or ISU forms.

5. Work as liaison with community colleges.

a. Coordinate development and updates of trantdas @mong community colleges and
AESHM curricula.

Supervise undergraduate student recruiting actg/iti

Oversee the updating of recruitment materials.

Serve as chair of the AESHM Curriculum Committee.

Coordinate with college/university advising comets and the CHS classification

officer.

10.Work with AESHM 111 to ensure coordination amorigsla

11.Oversee faculty/committee and course/learning conityactivities related to outreach
and community service

12. Appoint advisors for undergraduate student orgaioiaa in AESHM (FCEDS, HRIM,
and TC).

13. Appoint advisor representatives to CHS Committeésted to Advising, Career
Resource, and other undergraduate education needs.

14.Work with website coordinator(s) to maintain ac¢eraformation related to
undergraduate education and activities.

15. Coordinate development of and reports related tergraduate student outcome
assessment.

16. Supervise enrollment of students in restricted sesi(process preference forms or
requests for AESHM 271/471, HRI 380/380L, TC 2253,2301, 321, 325, 326, 380,
381, and 495).

17.Work with program study abroad coordinators and Gt&ly Abroad/International
Programs Coordinator to expand number of studyaabpsograms and increase student
involvement in study abroad.

18.Develop and maintain the Department Committee greti@l Responsibilities list for
program, department, college, and university corte®s and other responsibilities.

19. Oversee professional development classes andtagitor students, i.e., AESHM 311,
Salute to Excellence, etc.

20. Coordinate with advisors and internship supervisorespond to inquiries from and
disseminate information to recruiters.

21.Coordinate with internship supervisors and compaapagement to develop internship
guidelines as needed.

22.Assign responsibilities for summer orientation fieshman and incoming transfer
students.

23. Assign responsibilities for undergraduate scholarshklection.

24.Respond to inquiries about the programs.

25.Ensure that HRIM advisor attends IHA dinner withipgent.

26.Assign HRIM advisor to assist with ACPHA updates.

27.Assist with administrative responsibilities as det@ed by the Department Chair.

28.Assist in developing reports and other specificushoents as determined by the
Department Chair.
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29.Meet on a regular basis with the Department Claathat open communication lines are
maintained.
30. Maintain and revise Department Governance docunaanteeded.

Associate Chair for Graduate Education and Research

The Associate Chair is appointed by the Departroéwiir. The Associate Chair for Graduate
Education and Research has responsibilities tD#&partment Chair and to AESHM
Department faculty, students, and staff. The fgaumémber with this responsibility will have
some course release time to compensate for adnaiist duties. Responsibilities of this
Associate Chair include (but are not restricted to)

1. Serve as chair of AESHM graduate faculty

* Meet with faculty on a regular basis

* Work with the Chair to develop meeting agendas

» Co-chair meetings

» Assign responsibility for taking minutes of meesng

Coordinate graduate curricular changes

Update the AESHM Graduate Handbook as needed

Recruit students

* Work on maintaining current graduate program infation on the AESHM Web site.

* Respond to inquiries about the program (writtelepieone, e-mail).

Coordinate review for admission of graduate stuslent

Work with subcommittees to advise all new gradsateents

Work with subcommittees to coordinate graduate lsckbip applications

Disseminate relevant information to graduate sttedand faculty

Select and assign GTAs and GRAs, in consultatidh appropriate faculty

* Determine faculty and program needs for students

* Monitor work hours

10. Select advisors for the graduate student assocgatiithin AESHM (FCEDS, HRIM,
and TC)

11.Provide guidance to new graduate faculty

12.Serve on Research and Graduate Education Advisomn@ttee (RGEAC) for CHS.

13.Serve on the CHS Graduate Scholarship Committee.

14.Represent AESHM at University DOGE meetings.

15. Assist with administrative responsibilities as detimed by the Department Chair.

16. Assist in developing reports and other specificsioents as determined by the
Department Chair.

17.Meet on a regular basis with the Department Claathat open communication lines are
maintained.

18.Maintain and revise Department Governance docunsenteeded.

Pwn
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B. Support Staff Responsibilities

The Department is staffed with several supporf stafiacilitate the work in the department.
Job responsibilities for the account clerk andetacial positions are included in Appendix
D.

C. Voting Procedures

Voting is limited to faculty members on appointireeat at least one academic year in length
with a minimum of 50% FTE appointment in the depemt and with a status or rank of
tenured or tenure-eligible faculty, lecturers, advs, senior lecturers, clinicians, senior
clinicians, and adjunct appointments at any acadeamk. Visiting professors, collaborators,
affiliates, and non-tenure eligible research (NTERpointments at any rank are excluded
from voting.

D. Overload Compensation
Overload pay is defined as additional compensatogrived by faculty members for
performing duties in addition to their normally igged teaching, research, extension, and
service responsibilities as specified by their PRS.
Eligibility for overload compensation

Policy on the amount of overload compensation

Approval policy pertaining to overload compensation



[ll. Recruitment and Hiring (Tenure-, Nontenure Tra ck,
and NonTenure Eligible Research Faculty)

A. Hiring of Tenure Track Faculty

Guidelines for all hiring procedures are set fdiytthe University and can be found in the
current ISU Office & Procedure Guidéhe ISU Faculty Handbodkcludes a description of
the titles that may be used for a faculty position.

Position Description

Faculty positions are designated for each prografmmthe department. When a faculty
position becomes vacant, faculty members withim phagram will determine the position
description and qualifications for that positiomeldepartment chair will develop the Notice
of Vacancy for the position and have it approvedhgyprogram faculty.

Search Committee

The Department Chair will ask for volunteers toveewn a search committee. Typically, a
search committee will consist of three faculty frima Department. The chair of the search
committee will be appointed by the Department Cheie Department Chair will meet with
the search committee to review the search procebsdetail any expectations of the search
committee.

Recruitment

The search committee will advertise vacant posstiorappropriate media, announcements
directed to other academic departments, and throtlgdr potential outlets to assure wide
dissemination. In all phases of the recruitmentlandg process, university, state and
federal policies and procedures will be followed.

The search committee will be responsible for reungvall applicant files, collecting
reference information on selected candidates, amdng a recommendation to the
Department Chair of applicants for campus intergiefihe Department Chair and the search
committee will meet to discuss the recommendedidates and make the decision of who
will be invited to campus for an interview. The 8#aCommittee Chair will call each
candidate to invite them to interview and to stexpectations of the candidate for the
interview.

The search committee will compile an informatide tin each candidate that typically
includes the candidate’s curriculum vitae and cdat#i's teaching and research philosophy
statements. The search committee will plan and ralik@rangements for the campus
interview. The campus interview will typically indde a seminar (e.g. research, outreach, or
other scholarly presentation) and teaching pretentand the opportunity to visit with
faculty, administrators, and students. All thosewiteract with a candidate will be asked to
evaluate and rank their preferences among candidateoption to search further may be
considered.



The search committee will consider all informatand submit recommendations to the
DEO. The Promotion and Tenure Review Committee igitiew any candidate
recommended by the search committee who would bgidered for hire at a rank other than
Assistant Professor and/or the granting of tenure.

B. Hiring of Nontenure Track Faculty (Approved 3/10/03

The decision to hire a nontenure-track faculty memas well as the minimum qualifications
needed for the position, rests with the Departn@hair. Appropriate departmental faculty
committees or the full department faculty shoulccbesulted in this decision.

A search committee composed of Department facultysecademic staff members should
conduct the search according to procedures debgd8U Human Resources.

The decision regarding the level at which to hmeralividual (Lecturer or Senior Lecturer,
Clinician or Senior Clinician) should be made bg tepartment Chair in consultation with
the search committee. The decision should be basélde qualifications and prior
experience of the candidate, and should be in dogith the stated qualifications for these
positions in University policies.

C. Hiring of Nontenure-Eligible Research Professor¢NTER): See the ISU Faculty
Handbook, sections 3.3.3 (including 3.3.3.1 and3323 and 4.1.3.

The decision to hire a nontenure-eligible rese@fFER) professor, as well as the minimum
gualifications needed for the position, rests whik Department Chair. Appropriate
departmental faculty committees or the full departrfaculty should be consulted in this
decision.

A search committee composed of Department fachibylsl conduct the search according to
procedures defined by ISU Human Resources. RaidliNWER positions be advertised.
However, a position may be advertised as tenuegdiré-eligible, or NTER. Examples of
NTER hiring situations most likely to occur arecm@tment of a prominent researcher to
ISU, the accommodation of a dual-career partnethetransition of a current faculty
member or P & S employee to an NTER position.

The decision regarding the rank at which to hirenaiividual should be made by the
Department Chair in consultation with the searammmittee. The decision should be based
on the qualifications and prior experience of taedidate, and should be in accord with the
stated qualifications for these positions in Unsitgrpolicies.



IV. Faculty and Staff Review (Tenure, Nontenure Tra&k
and NonTenure Eligible Research Faculty

A. Duties and Responsibilities

a. Tenure-Track Faculty: See the next section “Policies for Performance ufen
Promotion, and Post Tenure Reviews”

b. Nontenure-Track Faculty (Approved 3/10/03)

1. All nontenure-track faculty share the same rigptsjileges, and responsibilities of
tenure-track faculty in normal departmental andegm@ functions. They will have a
position responsibility statement. They are expktbeattend faculty meetings, serve
on appropriate department and college committewbkyate on issues concerning the
college’s academic programs (e.g. curriculum changevising policies). Nontenure-
track faculty may not participate in promotion/temdiscussions for tenure-track
faculty.

2. The department encourages nontenure-track faculyténd professional meetings
and engage in other forms of professional developni@epending on the resources
available, the department will try to assist in timancial support of such activities
(e.g. contribution to travel costs to attend a mneggt

3. As part of the academic staff in the departmemtermure-track faculty are expected
to participate in curriculum review and development

4. I1SU Policies regarding Non-Tenure-Eligible facudine described in the Faculty
Handbook, 3. Appointment Policies and Proceduréessash Evaluation, Renewal, and
Advancement of Non-Tenure-Eligible Appointmeatsilable at
http://www.provost.iastate.edu/faculty/handboakd on the CHS website at
http://www.hs.iastate.edu/facstaff/governance/goagpprovedDec2008.pdf. AESHM
adheres to these policies.

c. Nontenure Eligible Research Faculty

1. All NTER professors share the same rights, pridkgnd responsibilities of tenured
and tenure-track faculty in normal departmental esltege functions. They will have
a position responsibility statement. They are etgubto attend faculty meetings,
serve on appropriate department and college coemsiteind vote on issues
concerning the college’s academic programs (emgicalum changes, advising
policies). NTER professors may not participate ionpotion/tenure discussions for
tenure-track faculty.

2. The department encourages NTER professors todgtteriessional meetings and
engage in other forms of professional developrmi2epending on the resources
available, the department will try to assist in timancial support of such activities
(e.g. contribution to travel costs to attend a mnegt

3. As part of the academic staff in the departmefit=R professors are expected to
participate in curriculum review and development.
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4. I1SU Policies regarding Non-Tenure-Eligible Resbdaculty are described in the
Faculty Handbook, 3. Appointment Policies and Pdoces and 5.4 Evaluation,
Renewal, and Advancement of Non-Tenure-Eligible dippnentsavailable at
http://www.provost.iastate.edu/faculty/handboakt on the CHS website at
http://www.hs.iastate.edu/facstaff/governance/goagpprovedDec2008.pdf..
AESHM adheres to these policies.

d. Professional and Scientific (P&S) Non-Tenure Hjible Appointments

1. ISU Policies regarding Professional and Sdien&S) Non-Tenure-Eligible
appointments are described in the Faculty Handb®&oKkppointment Policies and
Procedures and 5.4 Evaluation, Renewal, and Advaaceof Non-Tenure-Eligible
Appointmentsavailable ahttp://www.provost.iastate.edu/faculty/handboakd on
the CHS website at
http://www.hs.iastate.edu/facstaff/governance/gaapprovedDec2008.pdf..
AESHM adheres to these policies.

B. Annual Performance Evaluation of Nontenure-Track Faulty (Approved 3/10/03) and
Nontenure-Eligible Research Professors

1. All nontenure-track faculty and NTER professorsl wé reviewed annually,
following standard department practices for facodtyiews.

2. The individual being reviewed will complete an aahactivity report, using as a
template the activity report form used by tenueskrfaculty.

3. Other information to be used in annual reviews imalude instructor/course
evaluations (obtained for all courses and autoralyiplaced into each faculty
member’s file), written evaluations prepared byufacwho work with the individual
being reviewed or who sat in on classes, and exasrgdlmaterials (syllabi, course
packets, lab manuals, exams, etc.) used in class.

4. The Department Chair or designee will meet withititgvidual under review to
discuss activities, accomplishments, problems, eos; and plans for the future.
Depending on the role that the individual playshe department, a faculty member
who works with or directly supervises the indiviluader review may also
participate in the meeting.

5. Following the meeting, the Department Chair or giese will prepare a written
summary of the annual review, noting accomplishsiezdncerns, and plans for the
future. The individual will sign and return a copfythis report, acknowledging its
receipt.

6. The individual should not be reviewed by someoné& whom he/she shares an
intimate, personal relationship.

7. In addition to the annual review, NTER faculty viokt reviewed by faculty peers in
the department at least every three years anddéladdiress the NTER faculty
member’s effectiveness in fulfilling the researcission and the ability of the NTER
faculty member to obtain and sustain extramurargaupport.

8. ISU Policies regarding Non-Tenure-Eligible appoiatits are described in the
Faculty Handbook, 3. Appointment Policies and Pdoces and 5.4 Evaluation,
Renewal, and Advancement of Non-Tenure-Eligible dippnentsavailable at
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http://www.provost.iastate.edu/faculty/handboakd on the CHS website at
http://www.hs.iastate.edu/facstaff/governance/goapprovedDec2008.pdf. AESHM
adheres to these policies.

C. Policies for Nontenure-Track and NTER Faculty: See the ISU Faculty Handbook, section
3.3.2.1 (Amended and approved by the Faculty SeAard 10, 2007; revised and approved
on January 15, 2008) and ISU Faculty Handbookj@s®eét4.6.) and on the CHS website at
http://www.hs.iastate.edu/facstaff/governance/goagpprovedDec2008.pdf. AESHM
adheres to these policies.

D. Chair Review and Term Renewal

The Department Chair is appointed by the CFCS Deraa stated term. A review of the
department chair’s performance will be held preoreappointment.

The CFCS Dean will appoint a faculty committee @aorclinate the review. The committee
will draft an evaluation form to be sent to eactufty member. The form will include the
following question: "Do you support the re-appaoient of the current Chair to another
term?" Reasons for support or opposition shatelgeiested on the form. Results of the
written ballot will be reviewed by the faculty conttae with the Chair and the Dean, and
reported to the faculty.

The CFCS Dean has responsibility to "recommenthésappointment of heads or chairs of
departments to the president after consultatioh thi¢ department staff....” (Faculty
Handbook, 8/1/94, p. 9).

V. Apparel, Educational Studies, and Hospitality Management Department
Policies for Performance, Tenure, Promotion, and Psi Tenure Reviews

Approved  10/1/2007
Revised

Introduction

The Department of Apparel, Educational Studies,ospitality Management (AESHM) document
concerning professional evaluation and/or advanoéme supplement to the official policies of lowa
State University as contained in the curdemta State University Faculty Handbook — 5. Evaluatind
Reviewat: http://www.provost.iastate.edu/faculty/handbookiifac handbook/section5.html

and thePromotion and Tenure Policies and Proceduséthe College of Human Sciences, 2006, and the
Summary of Changes to the CHS P & T GuidelinetefliesCollege of Human Sciences Promotion and
Tenure Procedures and Foyrasailable at:  http://www.hs.iastate.edu/facstaff/policies.php

The following AESHM document has six parts and rakest
1. The Position Responsibility Statement

12



Annual Faculty Performance Evaluation Procedures
Faculty Promotion and Tenure Review Procedures
Faculty Post-Tenure Review Procedures
Amendment Process

Calendar
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A. The Position Responsibility Statement

The evaluation of each individual is based on perémce in the areas outlined in the faculty mensber’
position responsibility statement. This statememtdgotiated by the candidate with the chair arach d¢
the time of initial hiring and may be modified araal reviews. It should be updated with careful
notations of changes in appointment status and a@ditehanges, if any. It should include percenttior
teaching/advising, research, or Extension/professipractice.

Individual appointment responsibilities vary, baick faculty member will have responsibility in oore
more of the following three distinct performanceas:

1) Scholarship in teaching/advising,
2) Scholarship in research, and/or
3) Scholarship in Extension/professional practice.

Institutional service and professional developnagatexpected of all faculty members.

B. Annual Faculty Performance Evaluation Procedures

7.

8.
9

The performance of each faculty member will be eatdd annually by the Chair of the AESHM
Department.

The time period for Annual Performance Evaluatioh lbe from January 1 to December 31 each
year.

Faculty will submit annual goals to the chair bg gecond Monday in March or before Spring break
of each year.

Faculty members are encouraged to organize godlsw@nomes around the three performance areas.

Faculty will prepare a Professional Record Updateed on the outline in Appendix B to cover the
Annual Performance Evaluation period as above @lgnlito December 31).

Faculty also will prepare a written self-evaluationregard to achievement of personal goals and
position statement responsibilities.

All performance evaluation materials will be sulisttto the Chair one week before the scheduled
performance evaluation interview.

Performance review conferences will occur with@mir in February or March.

A written summary of performance evaluation fortetaculty member will be provided by the Chair
by July 1.

10. The full vita will be updated annually by the fagunmember and made available to the AESHM

Department secretary.

C. Faculty Promotion and Tenure Review Procedures

AESHM Promotion and Tenure Committee

The Promotion and Tenure Committee (PTC) of AESHHglIsconsist of the following:
1. Three elected member from the Department faeuiltype responsible for participating in evaluatio

of all AESHM candidates, will serve a two-year teand may be re-elected. All tenured Associate

" A descriptive explanation of these performancesigincluded as Appendix A.
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and Full Professors are eligible to serve on th€.RVhen it is not possible to elect a committee of

Associate or Full Professors, Adjunct Associatddasors are eligible to serve on the PTC. Persons

holding administrative positions, temporary facultigiting professors, and instructors may not vote

when electing program representative to serve efPrC. Duly elected committee members will

examine each candidate’s materials in preparatiothe discussion of the candidate’s performance

and vote on the decision.

All tenured Associate and Full Professors in theattenent are eligible to serve as committee

members except for those who are members of the BHI®otion and Tenure Committee and

Department Chair. These criteria will be obserredalecting committee members:

* Insofar as possible, membership on the AESHM Pramaind Tenure Committee should rotate
among faculty.

» Review committee members should be equal to orebwy rank of faculty being evaluated, if
possible.

 |n cases where a committee member is under revaewalternate committee member will be
elected for the review.

The AESHM Department Chair will appoint the chditle PTC.

Schedule for Reviews
Reviews for reappointment, tenure, and promoti@naade on the following schedule. For each review,
separate evaluations are conducted by the AESHN @hd by the AESHM PTC.

a.

For probationary faculty, the first three-year appoent is reviewed in the third year of the
ternt. At this time a faculty member is recommendedsfeecond three-year term or for a
maximum of one additional year. Reappointment geldaon satisfactory performance in moving
towards tenure and promotion to Associate Professor

For faculty members, the usual time for tenureawyigiven the seven year probationary period,
is in the summer preceding the sixth year. Thisvadlthe year to be used for the review process
and still provides the candidate with a one-yeanimal notice should that be necessary.
Beyond those reviews that occur to meet impenderggnnel deadlines as outlined under a. - c.
above, recommendations for tenure and/or promaéview may be initiated by members of the
AESHM Promotion and Tenure Committee, the Chair, orcctraidate as soon as the appropriate
criteria for advancement are met. Faculty membexg imitiate a review through the Chair or
through the AESHM Promotion and Tenure Committee.

Responsibilities of the Chair of the AESHM Departmat

1. The Chair is responsible for being knowledgeabteuaiburrent standards and procedures related
to promotion and tenure at department, college uainekrsity levels.

2. The Chair supervises the mentoring of tenure-tfacllty; the support of tenured faculty is
enlisted to assist in mentoring activities.

3. The Chair works with candidates in an advisory esddéhey prepare their documentation
materials for review during the spring and summ@rpo the review the following fall.

4. For those candidates under review for promotiori@rténure, the Chair discusses with the
candidate names of possible evaluators inside atsibe the university, as well as materials that
might be sent to the evaluators. The Chair thecugdses with the AESHM Promotion and
Tenure Committee the list of possible persons fisdimom recommendations might be requested,;
the Committee may offer further suggestions. Togetthe Chair and Committee arrive at the

“See “Probationary or Third Year Review” documenttmn Provost's Promotion and Tenure web page (under

“Guidelines for the Promotion and Tenure Process”).
http://www.provost.iastate.edu/faculty/advancenmothotion.html
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final list of outside evaluators and the materialbe sent for review. At least one person will be

from the list of names provided by the candidateidélines for selection of outside evaluators

are in the ISU Faculty Handbook, Section 5.3.3¢ltdrs of Evaluation from External

Reviewers.

5. The Chair conducts evaluations and prepares repbat candidates using the standards for
promotion and tenure, position responsibility staat, and form for recommending
advancement as identified in the CHS PromotionTemture Policies and Procedures document
“Department Chair Promotion and Tenure Evaluatiepdtt Form” (Appendix C). Classroom
observations of teaching are included in the re\pescess by the Chair.

6. The Chair informs each candidate in writing (befanr@commendation is forwarded to the
college) if he or she will be recommended for prtéoroand/or tenure and clarifies the
substance of the recommendation.

7. Chair and Committee reports are forwarded by thaiGb the Dean’s Office of the College of
Human Sciences by first week in November.

a. All mandatory reviews for tenure and/or prometid probationary faculty must be
forwarded.

b. For non-mandatory promotion reviews, when thsra split vote between the Chair and
Committee, the candidate determines if he or sishes to have materials submitted to the
College for review.

8. The Chair advises candidates of succeeding adiaies at the college and university levels.

9. On an annual basis, the Chair conducts performavaleations with each faculty member in the
department. Discussion focuses on a) faculty aralrGtevaluation of performance in relation to
the faculty member's annual goals and b) eligibftir change in status related to reappointment,
tenure, and/or promotion. The Chair provides aruahwritten evaluation. Annual reviews are
guided by the Appendix A, Department of AESHM Parfance Evaluation Guidelines.

Responsibilities of the AESHM Promotion and TenureCommittee

1. The AESHM Promotion and Tenure Committee is resjpba$or being knowledgeable about
current standards and procedures related to promatid tenure at department, college, and
university levels.

2. The Committee works with the Chair and faculty dgrspring semester to identify individuals
for whom reappointment, promotion, or tenure atpiied or requested for the following fall.

3. In preparation for reviews, the Committee condotiservations of teaching using a standard
set of criteria for evaluation. Refer to AESHM Tkenxg Review Policy (Appendix D) and
check the HDFS document
(http://www.hdfs.hs.iastate.edu/about/governancefoancerevised.asp#Promotion%?2
0&%20Tenure for statements regarding peer review of teacbmiipe CELT website
section on peer review of teaching
(http://www.celt.iastate.edu/faculty/peer_review.htfor recommended procedures.

4. The Committee conducts evaluations of candidateg uke standards for promotion and tenure
identified in the CHS Promotion and Tenure Poligiad Procedures document “Guiding Values
and Commitments” (p. 4). The three PTC membersomedadditional faculty member from the
candidate’s program area will review the candidapartfolio and prepare the case to present to
all AESHM tenured faculty members. All tenured fiagin AESHM will have access to the
candidate’s vita (Tab 1), narrative (Tab 2), andiffmsn Responsibility Statement (Tab 1). All
tenured faculty members of the department arebdigo participate in the oral discussion of
each candidate, that will be lead by a membere@®BESHM PTC. Their comments will be
incorporated in the report. Tenured faculty whorawsemembers of the AESHM PTC will not
participate in the development of the written répdhe PTC members and tenured faculty will
vote by written ballot on all reappointment, proroot and tenure recommendations. The vote
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occurs after oral discussion of the candidate byctimmittee and tenured faculty in the AESHM
Department and before the written report is prahaBased on the oral discussion and after the
vote, the PTC prepares a report that summarizesrmpajnts of the discussion. All PTC
members sign the report, which will be forwardedh Chair by October 15.

The Committee submits to the Chair a written refwat reflects the vote taken on tenure
and/or promotion decisions. The person writing eagort must be at or above the rank for
which the candidate is being proposed. If more thraan Committee member is qualified to

write a report, the member writing the report Wil selected by lot. The report will include
separate vote tallies for members of the AESHM BmMittee and tenured faculty in

AESHM.

The report shall include information outlined inc8en 5.3.3.2 of the ISU Faculty Handbook.
Specific information to be addressed in the repwmitidesreference to the following items:
name of nominee; date and rank of initial appoimtindates and ranks of promotions;
proposed rank; position responsibility statemecdide@mic record; prior experience;
teaching/advising assignments and evaluation dbpaance; research responsibilities
and/or achievements; extension assignments andagiaal of performance;

professional practice; scholarly work in progrgagylications; administrative and
committee responsibilities; other pertinent aceggat(memberships and positions held in
professional societies, consultation, committee@nuic service, etc.); and prospects
for future development.

Responsibilities of the Candidate

1.

2.

Candidates for promotion and/or tenure are resptnBr knowing about current standards
and procedures related to promotion and tenurertiment, college, and university levels.
Faculty members are responsible for informing thai€Cwhether they wish to be reviewed for
promotion and tenure. Requests for review mushheriting and submitted to the Chair by the
last Friday of March in the academic year befoeeybar in which they wish to be considered
for promotion or tenure. These requests shall hegal in the candidates files.

The candidate discusses with the Chair names ailjesvaluators inside and outside the

university if a reappointment, tenure, or advanaandecision is scheduled.

Candidates complete their review documents by ticeoé the third week of July. At a

minimum the review documents are to include (réde8ection 5.3.2 of the ISU Faculty

Handbook):

* Promotion and Tenure Vitd he vita should be inclusive of the faculty menbe
scholarship, activities and accomplishments. The&b of the vita is not specified, but it
should reflect the norm within the discipline areldrganized to present the candidate in a
positive perspective.

+ Candidate InformatiarSection 5.3.1.2 of the ISU Faculty Handbook.

» ScholarshipSee Sections 5.3.1.3 and 5.3.2.1 of the ISU Batlandbook for a list of
suggested activities and accomplishments.

» Areas of Position Responsibilities and Activiti€&ee Sections 5.3.1.4 and 5.3.2.2 of the
ISU Faculty Handbook for a list of suggested atiigi and accomplishments in the four
areas of faculty activity.

» Faculty Portfolio See Section 5.3.2 of the ISU Faculty Handbook.

The faculty member requesting postponement of adatany review should first consult with

the Chair. A request for postponement must be liyenrletter. Postponement of a mandatory

tenure review is authorized only by the provosddoordance with university policy (See

Section 5.2.1.4 of the Faculty Handbook for Extensif Probationary Period information).

Identified information generated in the promotiom denure review process will remain

confidential and will be shared in summary formyonith the candidate. These include: letters
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obtained from external reviewers, the recommenddtimm the PTC, the Chair, the CHS
review committee and the CHS Dean.

D. Faculty Post-Tenure Review Procedures

Review Participants

The AESHM PTC will review the documents put forwéod post tenure review by each faculty member
within the department.

Review Timetable

Each faculty member will be reviewed within sevéhyears through either the university promotion
process OR the post tenure review process andovitinue to be reviewed using this seven (7) year
schedule thereafter.

Review Materials

Materials to be reviewed consist of:

1. Full Vita.

2. A copy of the Position Responsibility Statementaleped in conjunction with the Chair.

3. A narrative that details significant contributionazcomplishments; philosophy of scholarship
(i.e., teaching, research, creative and Extensitiviies) as appropriate to the person’s
position statement; and future goals. This nareagivould focus on the past seven (7) years.

4. A summary table/list of course evaluations and Ezhoaccomplishment during the past seven
(7) years (e.g., number of refereed articles phbtisor juried exhibitions). This should not
exceed two pages. No other supportive materialaecessary.

Outcome of the Review and Mechanism for Faculty Rpsnse

The review committee will provide an evaluatiortlod faculty member’s contributions and provide
recommendations on ways of enhancing the perseoofegsional development as needed. This review
will be forwarded to the Chair. The Chair will pide the faculty member with a copy of the revielweT
faculty member being reviewed will work with the &hif clarifications are needed or concerns arise.
The Chair may forward this information to the cortiee. The post-tenure review does not go beyond the
Chair and the faculty member.

E. Amendments of Review Procedures

This document is subject to review and amendmernthbyAESHM Department faculty members when
college and university promotion and tenure documehange. The document also may be reviewed on a
periodic basis for clarity and timeliness.

F. Calendar
Date Activity
February 1 Department Chair begins to identify mwewdidates for next FY.
Last Friday of March Faculty requesting review mustify the Chair of the department
April 1 Department Chair notifies Dean’s Office of the naroécandidates who
are required or might seek promotion and/or teanikbegins to identify
external reviewers
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End of April Election of CHS Promotion and Tenure Representéiivappropriate
years); Report name to Dean’s Office P & T SupSoaff Member

May 1 Department Chair meets with the PTC to discuss sarheutside
reviewers before May 1. Department Chair contactsreal reviewers

June 15 Department Chair sends new candidate materialstéoral reviewers for

comments back by August 1

End of third week in July

Candidates complete review documents and subriiet€hair of the
Department.

August 1 to September 1

Department Chair obtattertefrom external reviewers

September 1 to October 15 AESHM PTC and all other department tenured assoeiadl full

professors review candidate materials (departnegnireéd associate and
full professors and PTC vote). AESHM PTC preparessubmits report
to the Department Chair by October 15.

October 15 to November 1

Chair of AESHM Departnrentews candidate materials

November 1

Department Chair submits review of P & T candid&aeSHS Dean’s
Office.

End of third week of
November

Chair of AESHM Department submits names of candslédr 3-year or
other reviews to AESHM PTC.

End of first week in March

Candidates for 3-year or post-tenure review subeniew materials to the
Chair of the department and AESHM PTC.

February & March

Chair of the department conducts annual performamatiations for all
faculty

End of third week in April

AESHM PTC report on 3-year review or post-tenungéew candidates is
due to the Chair of the department.

Beginning of second week
in May

Chair of the department reports results of 3-yealr @ost-tenure reviews
to the candidate
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VI. Department Committees/Special Assignments/Advigy Boards

A. AESHM Department Committees

1. Administrative Leadership Team (ALT)
Committee MembershifChair, Associate Chairs

Committee Responsibilitieassist department chair in planning and adminig&at
responsibilities; bring program and departmentasduom faculty, staff, and students for
discussion; respond to department issues from Cdetiagenda for department meetings;
improve communication regarding resource allocatmwavide advice on use of
department resources; and recommend use of Develdgdfunds.

2. Advisory Board Planning and Alumni Relations Conmittee ():
Committee Membershipepartment Chair, 2 faculty members

Committee Responsibilitieset meeting dates, agenda, chair the meeting,spannel
with advisory board members; plan local arrangemant conduct any formal meeting
evaluations; write minutes, maintain records alesfiand maintain partnerships with
alumni.

3. Communication Team

Committee Membershi:0-15 undergraduate and graduate students from the
department; membership by nomination by facultyisaivor by application; Chair

Committee Responsibilitiesepresent AESHM Department in CHS and campus-klate
activities, assist the Department Chair in welcagiisitors to campus, act as hosts and
assist with planning for department events, angaasth recruitment activities.

4. Computer Advisory Committee

Committee Membershi® faculty members, minimum of 1 undergrad andabgtudent
from AESHM)

Committee Responsibilitieseet as needed to discuss department computer areds
use of CAC computer fees, make recommendationssiiof CAC money, and
coordinate technology needs in AESHM.

5. Curriculum Committee

Committee MembershipAssociate Chair for Undergraduate Education and#hag;
three additional faculty members, one advisor, SBEHM undergraduate student, and
one AESHM graduate student. Membership is a thezg-§erm for faculty and advisors
and one or more year(s) for students, dependirthaninterests and schedules.

Committee Responsibilitieseviews and makes recommendations to the AESHMItiac
and appropriate college and university committeematters relating to department
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undergraduate curricula and courses; preparegatadterials (including curricula,
course descriptions, and front of the back materahd secures faculty approval for
catalog copy; reviews and makes recommendatiormsdigy proposed course offerings
submitted by faculty or developed by the committessesses impact on curriculum of
catalog changes proposed by other departmentsdiadds objections as directed by
majority vote of faculty; oversees reassessmentevidw of each program’s curriculum
at least every ten years; oversees the prepamaitiand conducting of undergraduate
student outcomes assessments and reports findirtlgs tollege and university as
required; oversees the file of syllabi for eachgoaon course offering that includes
catalog description, course objectives and counlene; reviews recommendations of
summer school offerings and sequencing of schedudatses; identifies and promotes
study abroad/international study programs; desagrisrecommends policy for
enrollment in undergraduate courses and other iagvissues.

6. Graduate Recruitment and Review Committee

Committee MembershipAssociate Chair for Graduate Education and Rebear3
other faculty members serve on the committee tbree-year term.

Committee Responsibilitieseviews all applicants to the graduate programraakles
recommendations on admission; reviews scholargippcations for CHS scholarships;
oversees graduate program assessment processjisepeievelopment of AESHM
department graduate policies; advises graduatestsidintil POS advisors are selected;
reviews and makes recommendation to AESHM faculty appropriate college and
university committees on matters relating to graelypaogram curricula and courses;
coordinates with the AESHM Curriculum Committegneparing catalog materials;
reviews and makes recommendations regarding prdpmmaese offerings in the graduate
programs; prepares measures and conducts gradudémisoutcomes assessments and
coordinates reports to the AESHM Curriculum Comedttand college and university as
required; maintains a curriculum-committee approfiledof syllabi for each program
course offering (including catalog description, is@uiobjectives and course outline);
initiates and promotes educational agreementsseiigcted international programs;
reviews and makes recommendation regarding sumchepbkofferings and sequencing
of scheduled courses.

7. Honors and Awards Committee

Committee Membershi® faculty members (Committee chair selected froeminers
and represents AESHM Department on the CHS Awaadsriittee).

Committee Responsibilitiesolicit nominations from the faculty for collegeda
university awards; works with candidate to pregaaeket of information for award
review; writes nomination letters.

8. Promotion and Tenure Committegsee additional comments in the Promotion and
Tenure section of this governance document).

Committee Membershipletermined according to the Promotion and Tenecgan of
this document.
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Committee Responsibilitieseview faculty for promotion and tenure; condueep

review of teaching for promotion and tenure decisigeview faculty for % year review,
review faculty for post tenure review; review, 1sj and update the department
promotion and tenure governance materials so liegtdre current and in agreement with
university and college documents; and advise fa@dtrequested with proposals for
development leaves, foreign travel grants, unitgrsisearch grants, and other
competitive programs. When requested by the Cramk proposals to be forwarded

from the department.

9. Undergraduate Advising and Scholarship Committee

Committee Membershi@ P & S advisors and 1 faculty member (Chair eléétom
committee membership; representative elected framneittee membership to the CHS
Advising and Scholarship Committee).

Committee Responsibilitieseviews and updates procedures for notificatipplieation
and evaluation of scholarships; obtains facultyrapg@l for modifications to procedures;
reviews scholarship applications and selects stsdenreceive scholarships;
recommends students and amount of scholarshipp@aroheent chair; addresses advising
issues identified by advisors, students, or adrratisrs; implements changes in advising
practices.

10. Faculty Search Committee(see additional comments in the Recruitment amohéfli
section of this governance document).

Committee Membershimletermined according to the Recruitment and His@action of
this document.

Committee Responsibilitiesecruit for faculty positions; evaluate qualificats of
applicants; work with Human Resources to ensurestaadards and expectations are
met in the recruitment and evaluation process; watk the Chair to determine
individuals to invite to campus for interviews, neakavel and interview arrangements,
develop evaluation forms, report evaluation redolt€hair.

B. Program Specific Committees and Special Assignmts

1. Graduation Marshalls: 2-3 staff/faculty members to attend and represétBiAM
Department at graduation ceremonies and receptions

2. Club Advisors

Committee Membershig: faculty member or P&S advisor for each program a
indicated: HRI (CMAA, HRI Club, FLM Graduate CluNSMH Club (National Society
of Minorities in Hospitality), VEISHEA Cherry PieSCEDS (AAFCS Club); and TC
(MODA, Trend)

Committee Responsibilitiesupervise student organization; and maintain caittirof
organization.

3. Lab Safety Specialistl faculty member; develop and maintain Laboratajety Plans
and records; and supervise labs to ensure thaireegents are met.
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4. Library Liaison: 1 faculty membergather information from faculty about library needs;
work with Library staff to keep collections up tatd; and report Library
information/updates at AESHM faculty meetings.

5. Program Coordinators for Website
Coordinator faculty or P & S person for each program

Coordinator Responsibilityupdates and maintains website; develops matdoals
website; works with program coordinators to mamaiogram information.

6. Textiles and Clothing Museum Collections Commite

Committee MembershigChair (Curator of the Textiles and Clothing Musgum
Collections Manager, 2 TC faculty members who warkistory of dress, cultural study,
or textile conservation and graduate students asditp work in the collection.

Committee Responsibilitieseviews assession/deassession decisions; maintains
communication with potential donors; updates pesdor the collection; maintains
collection records; stores and restores objectsinvihe collection; develops and
maintains long term exhibit schedule; coordinatssallation of exhibits with exhibit
curator; maintains positive public image and prasdhe Textiles and Clothing Museum
with appropriate groups and individuals; addressasges related to the use of the
collection and Textiles and Clothing Museum (inahgdthe gallery, storage area, and
conservation lab), coordinates requests for tondsrasearch using the collection.

C. Advisory Boards

Three advisory boards exist within the departmiainily and Consumer Sciences

Education Leadership Academy Advisory Board; HdRastaurant, and Institution
Management Industry Advisory Board; and Textiled Apparel Advisory Board (TAAB).
These advisory boards provide each program witlklogvledge and support necessary to
ensure its continued success in an ever changtdy fihe Boards provide a partnership with
those working in the profession and help strengtherunderstanding of the profession.
Board members assist in the recruitment and reteiti students and encouragement of their
career development, provide insight into curresties in the profession, and engage in the
identification and acquisition of resources for gnegram.

The composition of the advisory boards is deterchimg program faculty. Members of the
Advisory Boards provide feedback on strategic issuaatting edge information and
technology, and the perception others may haveeofiepartment. The Advisory Boards will
meet once or twice each year. Meeting often aredided to correspond with other major
activities taking place at lowa State Universitgrifis of service on the Advisory Boards
shall be renewable three year terms.
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VII. Visiting Scholar Program

AESHM offers opportunities for visiting scholarsati three program areas: FCEDS, HRIM, and
TC. The length and other conditions of visiting@eins program are to be determined based on
the Department’s and applicant’s needs. Applicatiil be processed throughout the year to
meet individual needs.

The purpose of the visiting scholars program igrtamote interdisciplinary or inter-institutional
collaboration in teaching and research as welhassified scholarship opportunities for both
the program faculty and the applicant. Thus, paéapplicants are particularly encouraged to
apply with a proposed teaching plan or researcfegirol he proposal may be developed in
collaboration with an FCEdS, HRIM, or TC faculty mieer.

Application Procedure

o Contact Dr. Robert Bosselmadrfob@iastate.eduChair of the department, or an FCEdS,
HRIM, or TC faculty member with whom the applicavdnts to work during the visiting
period.

o Submit an application packet that should includieadt:

o Curriculum vita

0 A statement of purpose for the visiting scholaisgpam

0 A detailed research proposal or study plan forpieod pursued (indicate a desired
collaborating faculty member)

o0 A statement of needs including facilities, equiptménancial aid, and other working
conditions

o Submit evidence of competency in both spoken aritienrEnglish (applicable to
international applicants; TOEFL, GRE, GMAT, or athest scores are preferred.)

Desired Qualifications

o An earned terminal degree (Master’s degree holalsswill be considered as a special case
based on the applicant’s needs.)

o Established scholarship record and experience

o Excellent communication skills in English

o High standard of work ethics

Administration

Visiting scholar(s) will be given an orientation tbhe department, faculty, and university
facilities. In addition, the scholar(s) will havecass to various courses as well as departmental
facilities. Visiting scholars are expected to beolved in departmental activities. The progress
of visiting scholars will be reviewed periodicalby the department chair and collaborating
faculty.

Expected Activities

o Successful completion of the proposed teachingsgarch plan
o Presentations of research/creative work to botlergrdduate and graduate courses
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Presentations of research/creative work with tHialgorating faculty at professional
conferences

Preparation of manuscripts/creative works withfdealty member for publication
Positive interaction with both students and faculty

Observance to the department’s rules and regukation
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Appendix A

AESHM Performance Evaluation Guidelines

Scholarship in Program Area

All faculty are expected to contribute to scholgpskor their fields of study. Scholarship involves
dissemination of ideas relevant to the subject enatd colleagues in the discipline and beyond.
Dissemination of ideas may take written, oral, aridual forms. Scholarship may focus more on
teaching/advising, research/creative activity, otemsion/professional practice. Scholarship forine t
primary basis for annual evaluation and for tenumad promotion decisions. Both the quality and
guantity of scholarship and the impact the facuttgmber is having in the profession are considened i
annual evaluation. Evaluation is guided by the patage of each member’'s position responsibility
statement for teaching, research/creative actiatyd extension/professional practice.

Scholarship in Teaching

Teaching scholarship includes providing excelleirtdearning experiences for students.
Quality teaching challenges students to thinkaalty and work at a high level. Faculty are
encouraged to participate in dialogue about tegchirthin the department. Contributions to
teaching scholarship include designing curriculurd/ar evaluation instruments, new course
development, substantive revisions of parts of tiexjscourses, development of teaching
materials (e.g., textbooks, videos, CD-ROMs, welteni@s), presentations at professional
meetings, invited presentations, grant proposalsngted, and manuscripts accepted for
publication. Other avenues of scholarship in teaglmclude academic advising of students;
serving as major professor and committee membegriluate students; serving as student
club adviser; and working with students on referpedlications, presentations, and designs
for external audiences. Additional activities, sashmanuscripts or creative works submitted
also are considered.

Scholarship in Research/Creative Activity

Research includes theory development and advan¢erhknowledge that contributes to the
discipline, including artistic expressions. Accem@ of curriculum and/or instructional
materials, evaluation instruments, refereed papemsative works, and presentations at
professional meetings, as well as submission oftgreoposals are evidence of contributions
to research/creative activity scholarship. Addiéibactivities, such as manuscripts or creative
works submitted are also considered. Publicationragfearch in refereed journals or
exhibition of creative work in national and intetioaal juried venues holds major weight for
advancement decisions.

Scholarship in Extension/Professional Practice

Scholarship in extension/professional practice udeb interpretation and application of
knowledge in the area of expertise to meet clieegds. Extension/professional practice
scholarship includes planning programs, origingkeegch in support of programs, assisting
with policy development, seeking program suppordnsulting; technology transfer;
diagnostic practices; and developing and leadintksfmps, seminars, and training sessions.
Additional activities such as leadership in proi@sal societies or organizations; service as
editor, reviewer, or board member; and servicegamaies or boards are also included.
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Institutional Service and Professional Development

In addition to teaching, research/creative actj\atyd extension/professional practice; faculty are
involved in their own professional growth, servioghe university community, and department
recruitment and marketing. Contributions in eadiegary are considered in annual evaluation.

Institutional Service

Departments, universities, and individuals thrikeotigh teamwork directed toward meeting
goals. Contributions to institutional service maglude participation in department, college,
and university committees, as well as service tolfg governance and administration. It is
important that faculty participate in departmentreach and promotional activities that
contribute to a) attracting and retaining outstagdstudents, and b) expanding visibility in
the university, the community, and beyond.

Professional Development of Faculty

All faculty members are encouraged to pursue indizi study annually and seek
opportunities for professional development in lowationally and internationally through
Faculty Professional Development Assignments, wwfs, training, consulting, and
professional meetings.

Service to the institution and to professional argations, while valued and important, is not
a basis alone for promotion or tenure. Overall,fgteress of evaluation is intended to aid in
the advancement of the profession and to faciliéateievement of both the long-range and
short-range goals of the department, the collegg tlae university.

Service to the institution and to professional grgations, while valued and important, is not a
basis alone for promotion or tenure. Overall, thegess of evaluation is intended to aid in the
advancement of the profession and to facilitatei@@ment of both the long-range and short-
range goals of the department, the college, anditiieersity.
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Appendix B

Professional Update Categories for Review

Teaching Expected performance for a 100% teaching assignmeloides two contributions per year; a
75% teaching assignment includes one contributernypar.
» Courses taught, number of students taught, anémstedaluation summaries
* Innovative instructional materials, audiovisualseleped
* New internal grant proposals for teaching
* New external grant proposals for teaching
» Continuing Internal Grant Proposals for teaching
» Continuing External Grant Proposals for teaching
» In-Kind Contributions, Equipment, Supplies for thig
* Undergraduate advising, number of students, speaiatibutions
* Graduate advising, mentoring
* Graduate students POS committees

Honors/Awards

Research/Creative Work:Expectedoerformance for a 25% research/creative activipoagment
includes two contributions per year.
» Refereed publications/Juried exhibitions
» Publications in press or accepted/Artwork accefiteéxhibition
* Publications submitted for review/artwork submittedreview
» Books/Chapters in books published
» Books/Chapters in books in press
» Books/Chapters in books submitted for review
* Technical reports
» Refereed proceedings/presentations (Presentatigmsfassional meetings, while expected, are
not considered to be part of the two contributipasyear.)
* Invited presentations/publications
* New internal grant proposals for research/creatioek
* New external grant proposals for research/creatwmeé
+ Continuing internal grant proposals for resear@atve work
» Continuing external grant proposals for researelative work
* In-kind contributions/equipment/supplies for resiécreative work

Extension/Outreach: Expected performance for a 10% extension/profeasjonactice appointment
includes one contribution per year.
» Presentations given
» Extension publications
* Extension audiovisuals & WWW
* Extension in-service education

Professional Service:
* University service and leadership

" This list may be incomplete.
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College of Human Sciences service & leadership

Departmental service & leadership

National and international service & leadership

Regional and state service/leadership

Manuscript/journal/book editor or reviewer/Exhibitijuror or curator
Consulting activities
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Appendix C
AESHM Peer Evaluation of Teaching
for Promotion and Tenure Reviews

Approved 2/10/03
Introduction:

Faculty members in the AESHM Department agreephat evaluation is important to the
continuous improvement of teaching and learningré&fore, peer evaluation is encouraged at
various stages of a faculty member's career. Irdbohservation and assessment, such as by a
mentor or colleague, is encouraged and may talee giaany time during a faculty member's
appointment. Both the content and the form of tfyg# of Peer Evaluation would be arranged
between mentor and mentee.

Peer Evaluation of Teaching is expected as patpybmotion and tenure dossier at lowa State
University. What follows is a broad statement asqadures for peer review for promotion and
tenure for Apparel, Educational Studies, and HadipitManagement faculty. The specifics of
individual reviews may be negotiated within thedd@uidelines presented here.

Procedures:
Reviews for Promotion and Tenure purposes should:
» take place during or shortly before the term ofeevfor an advancement action;
* Dbe initiated by the candidate, in consultation wite Department Chair;
» consist of a minimum of one visit to each coursgbd by the candidate that semester
(Committee members may visit classes as a grouposidually); and
» result in qualitative rather than quantitative asseent, covering as many of the
following as are applicabl&Command of content; Communicative skills; Choiod ase
of media; Organization; Enthusiasm for contentd®nt involvement and interest;
Interaction and rapport with students; and Methafdsssessment.

The review team should consist of members of thgallenental Promotion and Tenure
Committee, who should review the candidate's te@mcphilosophy and basic course material
before visiting a class.

The candidate should suggest days that would be fnudt$ul for observation.
The committee should share their written assessmiéimthe candidate. This assessment and

any written response by the candidate would beqeanteof the total package reviewed at the
college and university levefs.

! Since Committee Members must review class maseiriabrder to make their report, this recommendaeasisould
not impose additional burdens.

2 Other (optional) reports or letters based on BEsatuation may be included in promotion and terdossiers.
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Appendix D

Forms for Promotion and Tenure Reports

AESHM Promotion and Tenure Committee Evaluation Reprt DATE:

FACULTY MEMBER’S NAME:
DEPARTMENT: Apparel, Educational Studies and Hadgit Management

Select on of the following sections depending ertytpe of review conducted (include only the
appropriate section in the report):

THIRD YEAR REVIEW:

POST TENURE REVIEW:

MANDATORY TENURE REVIEW/PROMOTION TO ASSOCIATE PRMESSOR:

REVIEW FOR PROMOTION TO PROFESSOR:

FACULTY MEMBER'S CURRENT RANK:

Select one of the following sections dependindieriytpe of review conducted (include only the
appropriate section in the report):

For Third Year Review:

P & TCOMMITTEE REPORT (3 voting members on the coittee):

# No vote required:

# Yes, renew for a second three year appointment:

# No, do not renew for a second three year app@ntm

# Abstain___ #on Leave _ No vote taken

For Post Tenure Review:
P & TCOMMITTEE REPORT (3 voting members on the coittee):
# No vote required:

For Promotion and/or Tenure Review:
P & T COMMITTEE VOTE (Committee consists of 3 vajimembers):
#Yes # No # Abstain___ # on Leave No vote taken

VOTE OF ELIGIBLE DEPARTMENT FACULTY (Number of Eligle Faculty: )
#Yes #No_ # Abstain___ # on Leave No vote taken

Description of the Department P & T Review Process:

In the Apparel, Educational Studies, and Hospytdianagement Department (AESHM), the
selection of faculty members eligible for mandatayiew for promotion to associate professor
with tenure is based on the date of the initialcapiment and evaluation of materials compiled
for annual review. Tenure-track faculty membersear@uated at the end of the third year of the
initial three-year appointment based on materiafapled for annual review. Evaluation for
promotion to professor is based on the evaluationaterials compiled for annual review. Post
tenure review occurs every seven years for teni@@dty, regardless of rank, based on materials
submitted by the faculty member (vita, the positiesponsibility statement, a short narrative,
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and a summary table of teaching evaluations). TB8AM Promotion and Tenure Committee
(AESHM P & T Committee) consists of three memberd ane alternate elected from the
faculty eligible to serve on the committee. Facwityo are eligible to serve on the committee
include all tenured faculty (professors and asse@eofessors) with the exception of the
Department Chair, visiting professors, and adjdactlty. All tenured faculty (previously noted
exceptions also apply here) are eligible to votéemire and promotion decisions. Tenured
faculty either vote as members of the AESHM P &dn@nittee or as tenured faculty members.
No one has more than one vote. The Department Cluwpendently assesses each candidate
and writes a separate report. The Department Coas not participate in the review of
candidates by the AESHM P & T Committee.

Signature of Committee Members
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Department Chair's Promotion and Tenure EvaluationReport Form

DATE: Signature of Department Chair:

CANDIDATE:

DEPARTMENT:

PROMOTION: TENURE:

If promotion, rank under consideration:

VOTE of Department Review Committee (numbers): PNfifi Deny
VOTE of Department Faculty if applicable (numbers): Affirm Deny
RECOMMENDATION of Department Chair (check one): f Deny

In a comprehensive evaluative statement and inikgepth the stated University and College
Policies and Procedures for Promotion and Tenwl@ehte and discuss the criteria and
evidences of performance used in making decisioigfirm or Deny promotion and/or tenure.
The statement shall include reference to the fatiguitems: name of nominee; date and rank of
initial appointment; dates and ranks of promotigmeposed rank; position responsibility
statement; academic record; prior experience; teg@nd advising assignments and evaluation
of performance; research responsibilities and/breaements; extension assignments and
evaluation of performance; professional practichpsarly work in progress; publications;
administrative and committee responsibilities; ofhertinent activities (memberships and
positions held in professional societies, consiitatcommittee and public service, etc.);
prospects for future development; comments by thgatment Chair;. Additional supporting
evidence (e.g., copies of outside reviewers' lgtievaluations of teaching by students and peers,
single copies of key publications) shall also beverded to the CHSPTC. Other material
requested by the Provost’s Office should be maddabte to the CHSPTC as well. In addition,
the departmental promotion and tenure standardprerogdures document should be made
available to the CHSPTC.
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Appendix E

RESPONSIBILITIES OF SUPPORT STAFF

Secretary Il — Department Secretary

Secretarial & Administrative support to Departm€iiair

Liaison with faculty, Dean’s office, & other ISU rs®nnel

Contact persons outside ISU as requested

Schedule appointments

Open DEO mail

Schedule events/meetings

Assist with compiling annual reports, strategionyglaand other requested reports
Correspondence and planning of Textiles and Appgateisory Board (TAAB) meetings
Correspondence and planning of Hotel, Restauradt]restitution Management (HRIM)
Advisory Board meetings

Filing

Typing/Proofing

Proxy approval for all Electronic Personnel Acti@msl faculty reimbursements

Budget / Accounting:

Maintain budget spreadsheets and budget sheeist; &wgh budget planning for AESHM
Department

Maintain salary and payroll accounts; verify salpayroll vouchers online; verify monthly
statements

Check and sign hourly payroll reports and verifyihp payroll vouchers online

Track salary savings and use of salary savings Agttount Clerk

Faculty and Staff hiring:

Initiate Notice of Vacancy online

Support for search committees (advertising, lettigise and assist committees regarding
ISU required procedures)

Complete applicant matrix online

Originate Pre-employment monitoring form

Prepare and process letters of intent

Initiate Human Sciences College database form afrdiAistrative Systems access request
for new employees

Maintain appropriate search and faculty personiesd f

Enter merit and P&S Position Description Questiarasainto the Classification and Hiring
System

Human Resources:

Complete and route EPA’s for all full and part-tifaeulty and staff
Assist faculty with personnel and payroll forms
Maintain spreadsheet with all faculty, staff, amgiting faculty appointments

33



» Track and initiate applications for graduate fagalppointments

» Enter vacation/sick leave and verify monthly leasgorts

Attend monthly Human Sciences Budget Roundtabletinmgse

Represent AESHM at bi-weekly Instructional Techggioneetings

Maintain department administrative files

Maintain department global e-mail lists

Coordinate Central Stores moves and FP&M renovstiett.

Coordinate ADIN services needed for faculty andf sta

Respond to faculty/staff questions regarding IS@tpdures

Coordinate office staff team, share informatiomfrohair (functional supervision)

Hire and supervise student workers

FP&M Building Supervisor for MacKay Hall and LeBardlall; attend construction meetings;
approve building use; send appropriate noticestopants; assist FP&M with scheduling of

building projects; respond to inquiries from buidioccupants and report building problems;
schedule and approve use of hallways and LeBaronde.

Back up account clerk on faculty travel, purchasifgaroom financial operations, Continuing
and Distance Education accounting and Ag ExperirSéation CRIS Reports; back-up Sec Il for
initiation of graduate assistant EPA’s, room schiedy CDE on-line course initiation; assist Sec
| with Employee Activity Summary of Effort (EASEgports.
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Secretary Il (Graduate Secretary) — Full-time

Secretarial support to Directors of Graduate EdaodTC, FCEdS, and HRIM programs)

* Maintain/revise MS/PhD information — print and Web

* Download information for requests for informatianrh ApplyY ourseliVebsite

* Process requests for information regarding MS/Prdgnams from other sources (telephone,
mail)

* Type and send letters to applicants regarding alomsstatus

* Filing

» Start and maintain files on current and prospedaeluate students

» Attend Admissions and College Graduate Secretastings

» Type scholarship ranking forms for prospective andent graduate students

* When grad student is accepted, code all applican&DIN

» Print off graduate applications and letter of reamendation on College Net

* Process all applications on Doc Finity — printtoéinscripts, GRE’s, and TOEFLS

Graduate Assistantships

» Initiate table of funds available & used for asmmships; update as needed

*  Work with DEO & DOGE when the graduate studentssatected for assistantships
* Write award letters

* Prepare, route, and follow-up on LOIs

* Complete EPA — copy to Sec lll for budget

* Enter graduate tuition scholarships online

* Maintain spreadsheet of assistantship appointnasmdsgunds used,

» Assist graduate students with I-9s and payroll orm

Assist graduate students in making arrangemente$aarch projects

* Printing
* Mailing
* Misc

* Prepare intramurals for approval
* Enter on-line requisitions

Maintain key records for graduate students, facartiy staff

* Order keys over Internet

* Prepare key cards for TC, FCEdS, and HRIM

» Prepare Morrill Hall key cards and maintain spréaes of keys and persons having access

Class Schedules:

» Work with faculty and Room Scheduling on class g&snand classroom scheduling/changes
(advise staff of changes)

* Prepare and route Authorization of Change of scleeafuclasses for TC, HRIM, and FCEdS

» Update instructors each semester in ADIN
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Report of enrollment and use of rooms report fbf &l, FCEdS, HRIM class rooms
* 1 MacKay Hall, 2088 LeBaron, 1084 LeBaron, 2092 asi, 1058 LeBaron, 1059
LeBaron, 2061 LeBaron, 2063 LeBaron, 313 MacKay

Schedule department classrooms and conference rooms

Summer: Assist with instructor needs for FCEDS Astag, unlock classrooms, process grade
sheets

Send grade reports to the Registrar

Prepare Continuing and Distance Education (CDBR)esgforms — provide copy of those with
faculty payment to Sec Il

Assist with equipment check out
Maintain general department academic files

Back up on answering department telephone, reaegti@nd clerical support for both Sec I's;
back up EPA entry for Sec lli
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Account Clerk

Financial support for HRIM Extension Specialisth{Bwk)

Faculty/Staff Travel

* Review travel authorizations and vouchers for antagcuracy; obtain signature of DEO,
distribute copies & forward for processing

* Reserve vehicles, prepare and fax intramurals

» Keep trip files and travel records

* Prepare travel summaries

» Purchase airline tickets

* Keep record of Professional Advancement Grants

Purchasing for AESHM, Tearoom, Grants, Continuing Bistance Education (CDE), IAHEES,
Foundation, and HRIM Extension accounts:

» Initiate purchase orders, invoice vouchers, on4lewiisitions
* Reconcile and reallocate purchasing card transacto-line
* Prepare Honorarium/Expense Vouchers

» Prepare Professional Service Agreements

* Initiate/approve intramurals

* Renew standing orders

* Process incoming invoices

» Initiate Central Stores on-line orders

* Order and keep record of trade magazine subsangtio

* Provide Sec Il with information on CDE expenditsire

HRIM Tearoom Operations:

» Count and verify Tearoom cash receipts daily duFath and Spring semesters and prepare
online cash deposit

* Prepare UARCO billings and invoices for Tearoonesal

Maintain accounts and verify monthly statements for

* AESHM operating account

» Salary payroll vouchers

» Tearoom operating account

* Grant accounts

* |AHEES - coordinate CRIS reports with faculty

* HRIM extension account

* Foundation accounts — write thank you letters torfélation donors

Payroll

» Assist hourly with I-9s and payroll forms
* Enter hourly payroll
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Scholarships:
» Initiate table of funds available for scholarships
* Prepare Sponsored Students scholarship forms #iats|€ollow up on acceptance

Inventory
* Maintain department equipment inventory and subeports

Course Fees

* Maintain and verify course fee account records

» Enter variable course fees, including credits amathtenance throughout semester
» Type and process fixed fee course forms

Send FP&M work order requests on—line for departraesas needing attention

Back up for Secretary Ill for DEO support and leangry.
Back up for Secretary | on Telecommunications Coatr duties.
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Secretary | — 12-month

Secretarial support for HRIM Extension Specialsh(/wk)

» General secretarial support

» Daily update to Hotel, Restaurant, and Institufidé@nagement Extension Food Safety
website

Receptionist:

* Answer department telephone and respond to inguirie

» Create/record/manage department AUDIX messages

» Assist faculty/staff/grad students in operatingpélone system

» Greet visitors and route to appropriate facultydisse info as required
* Schedule meetings and appointments and handle wahaffic

» Dispense department forms to students

Department clerical support:

» Follow-through on Copy Center requests

» Develop List Serves for all programs

» Use ADIN for class enroliment browse, student info

» General secretarial support for FCEDS and TC fgart support Sec | as needed with
HRIM

» Keep department & visitor permits for academicafi

» Maintain files for course manuals/packets

* Update HRIM, FCEDS, TC faculty vitae as requested

* Do weekly communication announcements to faculty staff

* Provide clerical support as needed for studenvities such as Fashion Show, Showcase,
etc.

» Record exams for students with disabilities

» Update department roster as requested

» Assist TC faculty with opening Mary Alice Galleny Morrill Hall and giving tours when
needed

* Maintain general department academic files

Undergraduate Advising Support
» Aduvisor list — Registrar copy for degree audit

* Work with Classification Office on setting up appwnents for prospective and transfer
students

* Maintain advising records for all programs
» Collect graduating senior folders from advisors aledin 22A MacKay
» Update List Serve for adviser and department éiats send out notices

Equipment Coordinator (computers, digital camed®uicamera)
» Maintain schedules for equipment

» Oversee routine maintenance — work with computgrs¢o have equipment checked before
each semester

Maintain supply of all department forms and misame#ious forms as requested by faculty/staff
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Supplies
* Purchase miscellaneous office supplies and spexdals from ISU Bookstore
* Maintain office supply inventory (print cartridge=ic.)

Copy Machines
* Minor repairs, as needed

* Paper jams

* Add paper

* Add toner and maintain toner supplies
Textbook Coordinator for TC, FCEdS, and HRIM
* Prepare orders
* Follow—up with faculty on changes/problems

Employee Activity Summary of Effort (EASE) repodardinator

Telecommunications Coordinator
* Request Authorization codes for faculty, staff, apdcial projects
» Initiate changes and repair orders for voice ard ggstems

Secretarial support for Curriculum Committee CHEIRIM, FCEDS, TC)
» Catalog copy
* Maintain, revise, send out HRIM Senior Exit Survey

Coordinate document destruction bin pick-up
Lock all FCEdS, HRIM, and TC labs and classroonts @py machine rooms each evening

Summer: sort mail, respond to requests for progrdommation, thank you letters for ISU
Foundation donors, assist with instructor need$(@EDS Academy
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Secretary | — 9 month

Mail:

» Distribution (1x/day)

» Preparation for Postal and Parcel Service (1x/day)

» Assign faculty and graduate student mailboxes

* Open and route general departmental mail (mailes$#d to dept and not one person
specifically)

Department clerical support:

* Follow-through on Copy Center requests

» General secretarial support for HRIM faculty angsart Sec | as needed with FCEDS and
TC

» Maintain files for course manuals/packets

* Provide clerical support as needed for studenviies such as Cherry Pies, etc

» Record exams for students with disabilities

HRIM Tearoom Operations:

* Post HRIM Tearoom menus to WebPage

* Type Tearoom menu and mail to customers on— ardaffipus

* Type Tearoom menu with prep and pre—prep for stiscamd lab staff

* Type spreadsheet of all Tearoom menus for the demes

» Sell certificates and keep log of Tearoom gift ifiedte sales

» Keep log of certificate redemption

* Prepare cash receipts reports and record receigtdeposits for coffee/food sales

HRI 380L Coordinator:

» Keep records of student reservations

* Place students in lab sections

* Send out advisor letters; prepare and follow-upemistration forms

» Keep record of signed registrations and send &siflaation officer for entry into the
registration system

HRI 383 Coordinator:

* Send screening questionnaire to students as reguest

» Keep records of student reservations

* Work with instructor to place students in course

» Keep record of registrations and send to classi@inaofficer for entry into the registration
system

TC courses requiring preference forms

* Work with TC undergraduate program coordinator adisors to develop list of students to
be placed in each section

* Develop spread sheet with information on studemgéch section

» send to classification officer for entry into tregistration system

TC 380 Field Study Coordinator
* Type/Update study tour form each semester
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» Collect from students
» Prioritize and give names and references numbeadwsors re: who will be going on trip
each semester (work with Clerk 11l who assists kgocoordination of finances)

HRI 485/487 Catering/Fine Dining Management

* Maintain mailing list

* Type and mail announcement letter

* Take telephone reservations

* Send out reminder letters for each dinner

* Make place cards, menu inserts, guest checks &br gianer

Assist Clerk 111

» Type thank you letters for foundation
» Type scholarship letters

» Assist filing, invoices, etc as needed

Assist with Secretarial support for Curriculum Gh@&RIM, FCEDS, TC)
e Catalog copy

Process requests for information for all undergedelprograms

Back-up to Sec Il for faculty and staff
* Order keys over Internet
* Prepare key cards for TC, FCEdS, and HRIM

Back-up receptionist:

» Greet visitors and route to appropriate facultydisse info as required

» Schedule meetings and appointments

» Walk—in traffic -- dispense department forms tadstuots

* Respond to telephone inquiries

» General office/secretarial support to departmesmddaxes, make copies, type letters, etc. as
requested by faculty)

* Make appointments for department head and faculty

Prepare packets and distribute course evaluatft@EDS, TC, HRIM)

Copy Machines

* Minor repairs, as needed
» Paper jams
» Add paper
* Add toner

Back up clerical support for Sec | and II
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