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I.    PREAMBLE 
 
The Faculty of the Department of Landscape Architecture subscribes to the principles of shared 
governance, as elaborated in the Basic Document of the Faculty Senate, recognizing the central 
role of cooperation in collegial decision-making among members of the university community. 
The organization and operations described herein are subordinate to the Governance Document 
of the College of Design, the policies and procedures documents of the Faculty Senate, the 
Statutes and By-laws of Iowa State University of Science and Technology, and the policies of the 
State Board of Regents, as outlined in the Faculty Handbook.  Appendix D graphically shows the 
Shared Governance Organization for the Department of Landscape Architecture. 
 
II. DEFINITION OF DEPARTMENTAL GOVERNANCE PROCEDURES  
 AND FUNCTIONS 
 
This section of the document defines the governance functions and procedures of the Department 
of Landscape Architecture faculty including membership, departmental faculty meetings, and the 
committees of the department. 
 
A.  Voting Faculty Members 

1. Voting faculty members are defined as departmental faculty having tenure, tenure 
eligible, and non tenure eligible (adjunct, lecturer, and senior lecturer appointments). All 
other appointments, including visiting faculty and faculty members on leave without 
salary do not vote.  

2. In keeping with the college and university policies, no member of the faculty is permitted 
multiple voting (or the equivalent of a multiple vote) in advancement, promotion, and 
tenure decisions.  For more information, see Section 5.2.4.1 of the Faculty Handbook and 
the Provost's "Implementation of New Promotion and/or Tenure Policies Concerning 
Multiple Voting” (MultipleVotingImplementation.doc). 

 
B.  Departmental Faculty Meetings 
The departmental/faculty meetings shall serve as the forum for faculty members to initiate 
discussion on any subject deemed to be in the interest of the department. The faculty of the 
department shall meet regularly, from August through May, generally twice each month. Dates 
and times of regular meetings will be established at the beginning of each semester. Special 
meetings may be called at other times by the department chair, the chair of a department 
committee, or a faculty member. 
 

Organization of Meetings   The department chair or associate chair in conjunction with the 
faculty shall establish the agenda for the meetings in response to issues raised by 
administration, faculty, staff and/or students. Robert’s Rules of Order will serve as the basis 
for the parliamentary procedure in conducting departmental meetings and for making 
decisions. Any member of the faculty may request an anonymous written ballot on any vote. 
The department chair, or his or her designate, will preside over regularly scheduled 
departmental faculty meetings.  Meeting minutes, recording motions made and actions taken 
shall be recorded on a rotating basis by faculty members as assigned by the department chair.  
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Purpose of Meetings    Departmental and faculty meetings shall serve as the forum for 
conducting the business of the faculty, announcing reports and information, and making 
decisions on matters of general concern to the Landscape Architecture faculty.  
 
Items that require voting faculty review and action include the following: degree programs; 
curriculum requirements and content; academic standards and procedures; departmental 
mission, strategic planning and governance statements; evaluation of departmental offices 
and officers as appropriate; policies and procedures regarding appointment, appointment 
renewal, pre tenure review, advancement, promotion and tenure, post tenure review; and 
granting of degrees and honors. Other items that may require voting faculty review include 
those that would have a department-wide impact upon academic programs, faculty, or 
students, such as the use of physical and budgetary resources, initiatives dealing with 
outreach, and policies affecting the academic life of students.  
 
Motions and Definition of a Quorum   A quorum is two thirds of the voting faculty.  
Motions to be brought before the voting faculty may be made by the department chair, 
committees of the department, or any voting faculty member. Motions are required to be 
seconded for further consideration. 

 
Motions requiring a vote of the faculty will, whenever possible, be published in the agenda 
for departmental faculty meetings. Except for the decision to put a motion before the voting 
faculty, a quorum made up of a simple majority of voting faculty must be present to conduct 
a vote on a motion. If there is not a quorum present, a ballot will be sent to voting faculty. A 
simple majority of those voting faculty casting ballots will be required, in either case, for 
approval of motions before the faculty. An abstention does not constitute a cast ballot. 

 
C.   Faculty Participation on Councils, Boards, and Ad Hoc Committees 
 

University Committees:  Membership on university committees is usually through an 
appointment process directed by the dean’s office at the request of a university committee 
chair, department chair, or administrator. Length of term will vary according to the task to be 
completed.  Other university committee assignments are through membership on one of the 
college councils. 
 
College of Design Councils, Boards, and Ad Hoc Committees:  Department membership 
on college councils and boards will be through a nomination and election process of eligible 
faculty members.  A majority of votes cast by the faculty is necessary for election to a 
council.  Election to a college council carries a three-year term.  Board membership, a one-
year term, carrying on the college’s desire for shared governance, will be through a volunteer 
selection process conducted by the department chair.  Board membership is an annual 
position; however, automatic reappointment may occur for any board position for an 
additional year.  A faculty member may be on only one college council at a time but may be 
a member of more than one college board. 
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Departmental membership on college ad hoc committees is selected through a volunteer 
process by either the college dean or chair of a college council or board.  Ad hoc committees 
are short term and usually will not last for more than one semester. 
 
Departmental Representatives on Councils, Boards, Ad Hoc Committees and Faculty 
Senate.  The voting faculty of the department shall elect representatives conforming to 
required rank, appointment and term of service for the following offices by nomination and 
majority vote, except as otherwise noted. Run-off elections will be held among the top two 
candidates in a plurality voting result until a majority vote is reached. Vacancies in unexpired 
terms may occur in appointed and elective committee and representative positions as a result 
of resignations, retirements, non-renewals, conflict of interest, FPDA's and other forms of 
leave. Vacancies to appointed positions shall be filled with faculty appointed by the 
department chair. Vacancies to elective positions shall be filled by faculty elections as noted 
for each position, with the following exceptions: Vacancies of up to one academic year for 
the departmental representative to the Faculty Senate or the College of Design Liaison 
Council may be filled either by vote of the faculty or appointment by the department chair.  

 
Departmental representatives to College of Design Councils, Boards, and Faculty Senate are 
as follows: 

 
1. Departmental representative to the CoD Liaison Council, by election. 
2. Departmental representative to the CoD Academic Affairs Council shall be elected from 

among and by the members of the departmental Undergraduate Program Committee.  
3. Departmental representatives to the Lectures and Exhibits Board and the International 

Programs Board of this council will be voluntary appointments. 
4. Departmental representative to the CoD Student Affairs Council, by election. 

a. Departmental representatives to the Advising Board, Academic Standards Board, 
Orientation Board and Honors and Awards Board of this council will be voluntary 
appointments. 

5. Departmental representative to the CoD Faculty Development Council shall be elected 
from among and by the members of the departmental Advancement, Promotion and 
Tenure Committee. 
a. Departmental representatives to the Recognition and Development Board, the 

Awards Board and the IDRO Advisory Board of this council will be voluntary 
appointments. 

6. Departmental representative to the CoD Services and Facilities Council, by election. 
a. Departmental representatives to the Computer Advisory Board, Environmental 

Safety Board, Library and VRC Board and the Communications Board of this 
council will be voluntary appointments. 

7. Departmental Senator to the Faculty Senate   The Departmental Senator is elected by 
the faculty, for a term of 3 years, for no more than 2 full terms consecutively. The 
Departmental Senator also represents the CoD in one of the following six areas of 
university Faculty Senate service: Caucus Chair, Academic Affairs Council, Faculty 
Development and Administrative Relations Council, Governance Council, Judiciary and 
Appeals Council, and University Resources and Policies Council.  For responsibilities of 
faculty senators see the Procedures Manual of the Faculty Senate. 
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D.   Departmental Committees  
 
Departmental committees are responsible to the faculty and the department chair and play an 
important role in planning, recommending, and implementing policy and actions related to 
specific areas of concern. Departmental committees consist of standing committees and ad hoc 
committees. Standing committees have ongoing areas of responsibility as defined in this 
document. Ad hoc committees have temporary responsibilities for one-time tasks. Ad hoc 
committees are organized and their responsibilities are defined by the department chair. 
Departmental committees may include faculty, staff and, where identified, student members may 
be appointed to committees by the department chair. 
 
Standing Committees   Standing Committees are listed below.  In addition to their stated 
responsibilities, standing committees may receive specific charges from the department chair or 
by faculty vote. Committee members are elected by the faculty or appointed by the department 
chair, as described under each committee title herein.  Standing Committees shall have members 
from at least 3 of the 4 levels of faculty rank (tenured, tenure eligible, non tenure eligible).  If 
necessary, the department chair shall appoint members to achieve this level of diversity.  
Elections to committee membership may involve run-off elections in order to assure a majority 
choice of voting faculty casting ballots.  Membership to an elected departmental committee will 
be, unless otherwise noted, for up to a three-year period. Initial appointments will be staggered to 
provide for continuity in committee membership.  
 
A faculty member may be elected or appointed to serve on more than one committee, and given 
the number of committees and responsibilities, this is likely. Students may also be appointed to 
committees.  Chairpersons of Standing Committees will be elected by committee members, 
unless by right of office as outlined below. New committee members must serve one year before 
they are eligible to serve as chair. Standing Committees will provide annual reports to the 
department chair and to the faculty of the department. 
 
1.   Advancement, Promotion and Tenure Committee: 
The primary function of the APT committee is to review advancement cases for tenure-eligible 

and non tenure-eligible faculty. 
 
 a. Tenure eligible promotion:  For the evaluation of tenure eligible faculty, three 

members of the departmental Advancement, Promotion and Tenure Committee are 
elected from and by the tenured and tenure eligible faculty. They serve a one-year term 
following the academic year. The department chair may not stand for election to the 
Advancement, Promotion and Tenure Committee. Tenured faculty whose rank is at or 
above the rank level being sought by the tenured/tenure eligible candidate are eligible to 
serve. Faculty at the rank just below are eligible if there are not enough faculty available 
at or above rank.  Persons being considered for promotion and/or tenure and persons with 
a conflict of interest with respect to a candidate may not serve on the committee during 
the period of review and recommendations of their case. An adjunct, senior lecturer, or 
lecturer faculty member at or above the rank sought by the candidate is eligible to serve 
along with the tenured faculty, but shall not vote.  Once constituted, the committee shall 
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select its chair whose responsibilities include meeting deadlines and assigning the 
preparation of the committee’s recommendation. 

 
 b. Non-tenure eligible advancement:  In matters of advancement in rank of non-tenure-

eligible candidates, one adjunct, senior lecturer or lecturer faculty member, at or above 
the rank level being sought by the non-tenure eligible faculty, shall be elected by the 
faculty and shall replace one of the tenured faculty members as a voting member of the 
Committee.  Non-tenure eligible faculty at the rank just below may serve if there are not 
enough faculty available at or above rank. 
 

The departmental representative to the CoD Faculty Development Council shall be elected from 
and by the members of the Advancement, Promotion and Tenure Committee. If the staggered 
terms do not match, the departmental Council representative shall remain on the Advancement, 
Promotion and Tenure Committee ex officio, without vote. 
 
The departmental Advancement, Promotion and Tenure Committee conducts evaluations of 
candidate teaching, research and service performance, and recommends actions related to faculty 
promotion and tenure as outlined in Section IV, Standards and Procedures for Advancement, 
Promotion and Tenure Review. The committee also conducts comprehensive pre-tenure reviews 
of probationary faculty as outlined in Section IV, Principles for Faculty Appointments, 
Evaluation, and Merit Review, as well as evaluating continuing lecturer and adjunct faculty.  The 
departmental Advancement, Promotion and Tenure Committee also conducts evaluations of 
tenured faculty teaching, research, and service performance, recommends actions related to 
faculty post-tenure review as outlined in Section IV, and serves as the PRS mediation panel as 
outlined in Section III. A. 

 
2.   Faculty Search Committee: The Faculty Search Committee will include a minimum of four 
faculty members of varied ranks, three from the department and one from within or outside the 
college as appropriate.  The department chair will appoint one member of the committee as 
committee chair, and the other appointments will be voluntary.  The committee chair will select 
and ask the non-departmental member to join the committee, based on discussions with the 
committee as a whole.  Two student members, one representing undergraduate students and one 
representing graduate students, shall also be appointed by the chair.  If during the process of the 
review of search candidates, a conflict of interest is identified, the search committee member 
shall be replaced.  A search committee shall remain in service until the position is filled. 
 
Responsibilities of the committee include assisting the department chair in the definition of 
needed positions, preparing university documents as required, and recruiting prospective faculty 
candidates.  The search committee shall review candidates’ application materials and references 
and will present these materials and the committee’s findings to the faculty.  Based on the 
information and advice from the committee, the faculty at large will then vote to create a short 
list of candidates to be interviewed. Following the interviews, the committee shall organize the 
findings from the interviews, and present this information to the faculty.  The faculty will then 
vote on the preferred candidate.  Approval of the candidate for hiring shall be based on a voting 
outcome of (n-2), where n is the number of the voting faculty.  
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Following the faculty vote and approval, the candidate will then be recommended for hiring to 
the department chair.  The department chair, with the consent of the dean, will then begin 
negotiations with the candidate.  In the event that the negotiations are unsuccessful, faculty will 
then vote on the remaining candidates if appropriate, or extend the search. 
The Faculty Search Committee will also assist in the search for and/or appointment of non-tenure 
eligible faculty.  In keeping with college and university policies, the committee will assist  
in implementing the policies described in sections 3.3.2.2 through 3.3.6 of the ISU Faculty 
Handbook. 

 
3.   Graduate Program Committee: The members of the Graduate Program Committee are 
appointed by the department chair and carry a three-year term. The committee is chaired by the 
Department Officer for Graduate Education (DOGE) .  Responsibilities of the 4-person 
committee, including the coordinator, are the implementation of the graduate curriculum, 
program development, recruiting and admissions, and the recommendation of curriculum 
changes to the departmental chair and faculty.  The Graduate Program Committee will 
coordinate with the Undergraduate Program Committee to implement the BLA-MLA option. 

 
4.   Undergraduate Program Committee: All faculty members will serve on curriculum sub-
groups as appropriate to their expertise or interests. The sub-groups include Design, 
History/Theory, Landscape Science, and Technology/Practice. Responsibilities for sub-groups 
include ongoing review of that curriculum sub-group area, with recommendations going to the 
UPC for further discussion. The department chair will make appointments to the sub-groups, 
with appointments carrying a three-year term. Faculty members may be re-appointed to a sub-
group, and may serve on more than one sub-group. Each sub-group shall elect a chair, with 
chairs serving for a three-year term. 
 
The four sub-group chairs shall constitute the Undergraduate Program Committee (UPC), along 
with the department's Associate Chair (ex-officio), who serves as the undergraduate program 
coordinator. 
 
 

a.   The Undergraduate Program Committee may also appoint ad hoc committees to study 
particular issues. Ad hoc committees may include, but are not limited to:  

 
• year level 1 through 5 curriculum, 
• study away curriculum, 
• compressed curriculum, 
• CoD core curriculum, 
• academic standards 

 
b.   The Undergraduate Program Committee will coordinate with the Graduate Program 
Committee to implement the BLA-MLA option. 

 
c.   The departmental representative to the CoD Academic Affairs Council shall be 
elected from among and by the members of the Undergraduate Program Committee. If 
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the staggered terms do not match, the departmental Council representative shall remain 
on the Undergraduate Program Committee ex officio, without vote. 

 
d.   The Undergraduate Program Committee will coordinate with the Internship Program 
and the International and National Student Exchange Program coordinator. 

 
5.   Scholarships and Awards Committee:  The members of the committee are appointed by 
the department chair and carry a three year term. The responsibilities of the committee include 
the development of awards opportunities and to identify the roster of recipient students. The 
committee develops the departmental Awards Day program and celebration. 
 
E.   Departmental Representation in Other Organizations.  
 
The following assignments will occur through chair selection and discussion with the faculty 
member or as described for each position.  Vacancies shall be filled in a similar manner. 
 
Landscape Architecture Practitioner Advisory Council:  The Landscape Architecture 
Practitioner Advisory Council meets at least twice annually to consider major issues concerning 
the department. Members of the council are named by the department chair from among 
graduates and friends of the department. One faculty member will be appointed to the council by 
faculty vote and carry a three-year term. 
 
The CELA institutional representative will be a voluntary appointment and carry a two-year 
term, with the potential of an additional appointment after the first term.  
 
Faculty advisor to SSLA will be a voluntary appointment and carry a three-year term, with the 
potential of an additional appointment after the first term. 
 
Faculty representative to the Iowa Chapter ASLA will be a voluntary appointment and carry a 
three-year term, with the potential of an additional appointment after the first term.  If a faculty 
member is appointed to an Iowa ASLA office, he or she may be the departmental representative. 
 
Sigma Lamda Alpha faculty advisor will be an honorary member and term length is dependent 
on honorary guidelines. 
 
Faculty advisor to the University Honors Program will be a voluntary appointment and carry a 
three-year term, with the potential of an additional appointment after the first term. 

 
 
III. PRINCIPLES FOR FACULTY APPOINTMENTS AND POSITION 

RESPONSIBILITY STATEMENTS 
The Department of Landscape Architecture concurs with the principles for faculty appointments 
and position responsibility statements as defined in Section III of the 2003 College of Design 
Governance Document. 
 
 
 

8 



POSITION RESPONSIBILITY STATEMENT 
 
A.  Definition and Purpose 
 
"The Position Responsibility Statement, a tool that allows for a flexible and individualized 
system of faculty review" (Faculty Handbook section 5.1.15) is prepared for each faculty 
member.  In the Department of Landscape Architecture all faculty and staff positions have a PRS 
or equivalent description (see Appendix E for the PRS template and matrix for all faculty 
appointments).  At the time of the appointment, the department chair and the new faculty 
member agree on a position responsibility statement that is based on the job advertisement.  The 
PRS cannot be changed unilaterally by either the department chair or the faculty member.  The 
PRS is operative for the first three years of the appointment.  In most cases, the initial statement 
remains in effect until the tenure review.  Changes in the expectations of the 
untenured/adjunct/lecturer/senior lecturer faculty member are made in consultation with the 
department chair and the faculty member.  The PRS may be modified when tenure is granted.  
All tenured faculty members will re-evaluate their PRS at least every seven years with the 
department chair as part of the annual review process.   
 
Any changes must have the consent of both parties. When both parties (the tenure-
eligible/tenured faculty member and the department chair) agree to the Position Responsibility 
Statement, it will be signed by both parties and dated. If however one of the parties disagrees 
with a proposed change to the faculty member's PRS, either party may refer the matter to the 
APT Committee, which will serve as the department PRS Mediation Panel. The party referring 
the matter to the PRS Mediation Panel will submit to the panel the faculty member's existing 
PRS, the text of the proposed PRS, an explanation of why the change is being sought/or is not 
acceptable, and the faculty member's curriculum vita. The other party should provide a written 
explanation of why the proposed change is not acceptable/is being sought. The PRS Mediation 
Panel will review the materials that have been submitted, meet with both parties, deliberate on 
the issue, and deliver a written opinion in a timely fashion (within two months) on how the 
disagreement should be resolved. The faculty member and the department chair should then 
reconsider the matter to see if an agreement can now be reached based on the panel's 
recommendation. If an agreement between the faculty member and the department chair does not 
then emerge within ten working days, the matter will be forwarded by the party disagreeing with 
the proposed change to the college for further consideration and resolution. If the issue is not 
resolved at this level, the matter will be taken to the dean of the college. During the time of this 
mediation process, the existing signed and dated Position Responsibility Statement will remain 
in effect. 
 
B.  Standard Agreements 
 
The Standard PRS contract documents for tenure eligible, adjunct, lecturer, and senior lecturer 
faculty positions in Landscape Architecture are as follows.   
 
1. Tenure eligible Appointment 
 
2. Adjunct Appointment 
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3. Lecturer Appointment 
 
4.  Senior Lecturer Appointment 
 
 
IV. EVALUATION: ANNUAL REVIEW, REVIEW FOR APPOINTMENT RENEWAL, 

ADVANCEMENT AND FACULTY PROMOTION AND TENURE REVIEWS  
 
A.  FACULTY EVALUATION 
 
The department of Landscape Architecture concurs with the policies and procedures for faculty 
evaluation, annual reviews, review for appointment renewal, advancement and faculty promotion 
and tenure actions as defined in section IV of the 2003 College of Design Governance 
Document.  
 
In addition to the faculty evaluation policies and procedures set out by the college, the 
department also conducts pre and post tenure reviews.   
 
All departmental evaluations are based on the position responsibilities of the faculty member 
determined at the time of appointment.  The Position Responsibility Statement allows the faculty 
member and his or her administrative and peer evaluators to understand the basis of the academic 
appointment and to place that into context with the evaluation criteria. 
 
 
B.  ANNUAL REVIEW 
 
Discussions about performance are encouraged and can take place whenever any faculty member 
or administrative staff considers it appropriate.   At least one comprehensive review occurs each 
year.  The department chair conducts the annual performance appraisal, which is based on the 
faculty member's Position Responsibility Statement.  This review serves as a basis for merit 
salary increases and is useful in determining qualification for advancement and promotion and 
tenure.   
 
1. Review Procedure 
 
Although the dean has given the department chair the option of engaging the assistance of an 
advisory committee of the department faculty, in the department of Landscape Architecture the 
chair shall determine annual faculty performance and merit recommendations. The procedures 
and timelines for annual review are as follows. 
 

a. For the end of academic year meeting the faculty member shall prepare a written Annual 
Report following the Format for Annual Faculty Report in the College of Design, as 
provided by the dean.  The Annual Report is submitted to the chair usually no later than 
March 15. 
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b. During spring semester, normally in mid-March following submittal of the Annual Report, 
the department chair will make appointments with each faculty member to discuss 
performance/development accomplishments. 
 

 
c.  The Annual Report, along with the results of current-year student course evaluations, will 
be the primary focus for the review meeting.  Following the review, the department chair 
discusses the results with the faculty member, thus providing an opportunity for the exchange 
of ideas that would be of benefit to the individual and the department, including progress 
made toward the acquisition of advancement or promotion and tenure as described in Section 
IV. of the College Governance Document. 

 
d.  Substantive discussions of progress toward advancement by non-tenure eligible faculty or 
promotion and tenure by tenure eligible faculty shall be conducted routinely at each annual 
review.  Conditions for advancement/promotion shall be discussed with faculty as may seem 
appropriate upon initiative of either the faculty person or the department chair.  Typically, in 
any case, a "game plan" will be developed that sets forth achievements needed to position a 
candidate for probable advancement/promotion/tenure.  Time-lines for accomplishments may 
also be established. When advancement or promotion and tenure is substantively discussed, 
the main points shall be recorded in a memo for the faculty person's file with a copy supplied 
to the faculty member. 

 
e.  The department chair communicates in writing to each faculty the results of the 
performance evaluation at least two weeks prior to submitting the respective salary 
recommendations to the college dean.  Faculty members wishing to meet with the department 
chair to express disagreement with the evaluations must do so within this 2-week period.  
The faculty member has the right to communicate in writing his or her disagreement(s) with 
the department chair's evaluation and to have that written response accompany the 
department chair's recommendation to the dean. 

 
2. Evidence for Review 
 

Covering the time period since the last annual report, it would include (at a minimum) 
appropriate evidence as contained in the Annual Faculty Report. 

 
C.  REVIEW FOR APPOINTMENT RENEWAL 
 
The department chair has the primary responsibility for supporting faculty development, 
attending to new faculty mentoring, and conducting renewal evaluations of non-tenure eligible 
and tenure eligible faculty. 
 
Procedure   The reappointment review will be conducted by the Advancement, Promotion and 
Tenure Committee as defined in II.D.1. The documentation of the findings of the committee and 
their recommendations for reappointment are forwarded to the department chair. The chair’s 
recommendation is in turn forwarded to the faculty member and to the dean. Copies of the faculty 
member's relevant PRS, annual evaluations, vita, and portfolio, as reviewed by the faculty committee 
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and chair are also forwarded to the dean for review and action.  If the faculty member disagrees with 
the department chair evaluation, he or she will have two weeks within which to submit a letter to the 
dean. The dean meets with the department chair and optionally with the faculty member, concerning 
the findings and recommendations.  Following the dean's review and action, the department chair 
will provide the faculty member with a written evaluation that includes the decision to renew or not 
to renew the appointment and the facts and rationale on which the decision was based.  In the event 
of the non-renewal of an appointment, a notification to that effect is given to the faculty member at 
least one calendar year before the end date of the existing appointment. 
 
1.  Review of Probationary Tenure eligible Faculty 
 
Initial tenure eligible faculty appointments may vary in length, but do not exceed a four-year 
term. The aims of a review for appointment renewal of a tenure eligible faculty member are:   
 

a.  to assess and document the cumulative performance toward meeting tenure requirements  
based on his or her Position Responsibility Statement, 
b.  to provide constructive, developmental feedback to new faculty regarding progress in 
meeting departmental criteria for promotion and tenure, and 
c.  to determine the recommendations concerning the renewal of appointment. 

 
Policy: The period of renewal for a tenure eligible appointment is three years. The initial 
appointment and the renewal will thus result in an appointment period of seven years. In order to 
allow a new tenure eligible faculty member sufficient time to establish an adequate record of 
performance, the review for the renewal of appointment will be conducted during the third year.  
The review is conducted by the Advancement, Promotion and Tenure Committee as defined in 
II.D.1.  If there is clear evidence of unsatisfactory or inadequate performance, the review may 
result in a notification to terminate the appointment at the end of the four-year appointment 
period. 
 
As the result of a satisfactory review, the department chair informs the faculty member of the 
decision to renew the appointment for three more years.  A tenure review is conducted in the sixth 
year.  In the event of denial of tenure, the faculty member will be offered a one-year terminal 
appointment that also acts as a one-year notice of termination. 
 
2.   Appointment Renewal of Lecturers 
 
Lecturers are non-tenure-eligible full- or part-time appointments of from one semester to three 
years, and renewable as described in the Faculty Handbook section 3.3.2 NTE Appointments.  
The aims of a review for appointment renewal are:   
 

a.  to assess and document the cumulative performance of a lecturer faculty member toward 
meeting advancement requirements based on his or her Position Responsibility Statement 
and progress toward achieving yearly stated goals, 
b.  to provide constructive, developmental feedback to the new lecturer faculty member 
regarding progress in meeting departmental advancement standards, and 
c.  to determine the recommendations concerning the renewal of appointment. 
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Policy    The period of renewal for a lecturer appointment is normally one, two, or three years.  
In order to allow a new lecturer sufficient time to establish an adequate record of performance, a 
review for appointment renewal must be conducted no later than one semester prior to the end of 
three years. This review may result in a decision to terminate the appointment at the end of the 
present appointment period.  
 
Since the appointment of lecturer is for a specified period of time, no special notice of intent not 
to renew is necessary. For the appointment renewal, a new letter of intent and PRS must be 
executed showing the terms and conditions.  
 
As described in the University Faculty Handbook Section 3.3.2.1, a review for advancement to 
senior lecturer may be conducted no later than one semester prior to the end of six years of 
continuous employment. The review is conducted by the Advancement, Promotion and Tenure 
Committee as defined in II.D.1.  The committee submits their recommendation to the chair. This 
review may result in a decision to terminate the appointment at the end of the present appointment 
period.  Since the appointment of lecturer is for a specified period of time, no special notice of intent 
not to renew is necessary. 
 
3.   Appointment Renewal of Senior Lecturers 
 
Senior Lecturers are non-tenure-eligible full-or part-time appointments. The period of 
appointment does not exceed five years.  The aims of a review for appointment renewal are:   
 

a. to review the cumulative performance of a senior lecturer faculty member based on the 
Position Responsibility Statement and expected progress toward achieving yearly stated 
goals;  
b. to provide constructive, developmental feedback to the senior lecturer faculty member 
regarding progress in meeting departmental advancement standards; and  
c. to determine the recommendations concerning the renewal of appointment.    

 
 
Policy   The period of renewal for a senior lecturer will typically be five years.  Persons appointed as 
Senior Lecturer must receive notice from the department chair at least 12 months in advance of the 
end of the term appointment (usually May 15) and indicate their intent to renew or not renew. 
The review is conducted by the Advancement, Promotion and Tenure Committee as defined in 
II.D.1.  The committee submits their recommendation to the chair. The review of candidates 
seeking renewal may result in a decision to terminate the appointment at the end of the present 
appointment period.  
 
Appointment renewal of senior lecturers must be approved by the dean and the provost.  The chair 
forwards his or her renewal recommendation to the dean. The request for approval should include a 
summary of the review results and a statement regarding the continuing needs of the department. A 
renewal recommendation approved by the dean is forwarded to the provost.   
 
For the renewal of an appointment, a new letter of intent and PRS must be completed.  
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4.   Appointment Renewal of Adjunct Faculty 
 
Adjunct appointments are non-tenure-eligible budgeted full- or part-time renewable appointments. 
The period of appointment is five years, at any academic rank, with the rank preceded by the term 
“adjunct”.  The aims of a review for appointment renewal are: 
 

a.  to assess and document the cumulative performance of an adjunct faculty member 
toward meeting advancement requirements based on his/her Position Responsibility 
Statement and progress toward achieving yearly stated goals;  
b.  to provide constructive, developmental feedback to the adjunct faculty member 
regarding progress in meeting departmental advancement standards; and  
c.  to determine the recommendations concerning the renewal of appointment.   

 
Policy  The period of renewal for adjunct faculty will typically be five years.  Persons appointed as 
Adjunct faculty must receive notice from the department chair at least 12 months in advance of the 
end of the term appointment (usually May 15) and indicate their intent to renew or not renew. 
The review is conducted by the Advancement, Promotion and Tenure Committee as defined in 
II.D.1.  The committee submits their recommendation to the chair. The review of candidates 
seeking renewal may result in a decision to terminate the appointment at the end of the present 
appointment period.  
 
The appointment renewal of adjunct faculty must be approved by the dean and the provost.  The 
chair will forward his or her renewal recommendation to the dean. The request for approval should 
include a summary of the review results and a statement regarding the continuing needs of the 
department. 
 
For the renewal of an appointment, a new letter of intent and PRS must be executed showing the 
terms and conditions. 
 
D.  FACULTY ADVANCEMENT, PROMOTION AND/OR TENURE REVIEW 
 
The department’s standards and procedures to be employed in advancement of non-tenure-
eligible faculty, and in awarding promotion and/or tenure to tenure eligible faculty are consistent 
with university and college policies, but set standards and procedures within the context of the 
faculty and mission of the Department. The mission of the department is defined in Appendix A. 
 
1.   Implications for Advancement, Promotion and Tenure   Advancement and promotion and 
tenure are matters of critical importance to the professional development and personal growth of 
each faculty member.  The Department presents its candidates to the College and University for 
evaluation on the basis of evidence submitted in response to clearly defined standards.  This 
decision-making milieu includes the University's standards, those of the college, and those unique to 
the department. The department recognizes the role of its faculty in contributing creatively to the 
arts, sciences, and technologies of the discipline in concert with their academic duties. Active faculty 
members continuously strive to enhance the quality of professional practice.  
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2.   Standards for Advancement, Promotion and Tenure     
Performance evaluation is an essential part of the process by which faculty members are advanced or 
promoted in academic rank, and are awarded tenure.  Properly conceived and conducted, evaluation 
should also provide feedback on how one's activities relate to the goals of the department, college, 
and university, and should contribute significantly to one's personal and professional development. 
 
In general, faculty members in the Department of Landscape Architecture are evaluated primarily on 
the basis of the evidence of scholarship in (1) teaching and advising, (2) research/creative activities, 
(3) Institutional and professional service and/or (4) extension/professional practice as specified in his 
or her Position Responsibility Statement.  Scholarship and Position Responsibility Statements are 
described in sections 5.2.2.2 and 5.1.1.5 of the Faculty Handbook.  

• A candidate for appointment renewal at the rank of lecturer is expected to present evidence 
of:  1) high-quality performance in teaching, with potential for excellence;  2) on-going 
professional development; and 3) institutional service.    

• A candidate for advancement to or appointment renewal at the rank of senior lecturer is 
expected to present evidence of: 1) excellent teaching; 2) on-going professional 
development; 3) institutional service; and 4) exemplary performance in any other areas 
specified in his/her Position Responsibility Statement.   

• A candidate for promotion to the rank of assistant or associate adjunct professor is expected 
to present evidence of high-quality performance in all of the areas relevant to his or her 
appointment. 

• A candidate for promotion to the rank of assistant or associate professor is expected to 
present evidence of high-quality performance in all of the areas relevant to his or her 
appointment.  

• A candidate for promotion to the rank of adjunct professor will be expected to present 
evidence of exemplary performance in all of the areas relevant to his or her appointment.  

• A candidate for promotion to the rank of professor will be expected to present evidence of 
exemplary performance in all of the areas relevant to his or her appointment. 

 
a. Teaching and Advising   Section 5.2.2 of the Faculty Handbook describes teaching and 
advising activity at Iowa State.  All Department faculty members are expected to be competent, 
effective teachers and advisors.  The instructional process entails a number of elements, all 
susceptible to evaluation.  Some of these elements are formal and tangible in nature:   

 
1)  one's skill and ingenuity in preparing instructional materials (course syllabi, computer 
programs, bibliographies, etc.) and using instructional resources (visual media, 
computational and design equipment, teaching assistants, etc.);  
2)  competence as a lecturer and discussion-leader;  
3)  ability to organize a course efficiently and keep it on schedule; and  
4)  skill in accurately assessing student performance through examinations, reviews or 
critiques of student work, etc.   

 
Other elements, of a more subtle and intangible nature, are less easily assessed but are 
nonetheless critically important:   
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1)  the extent to which essential knowledge and skills are successfully imparted to the 
students;  
2)  one's skill in motivating and inspiring students to stretch their minds and do their best 
work;  
3)  the creation of a class environment which maximizes the learning process;  
4)  one's degree of constructive empathy with student fears and frustration;  
5)  the extent to which one assists those students with professional career goals in the process 
of "socialization" into their chosen professions; and  
6)  one's ability to provide students with a desirable role model. 

 
Teaching responsibilities include effective performance of one's advising assignments.  Faculty 
are expected to be thoroughly familiar with the departmental and College programs so as to 
provide sound advice, and to be accessible, patient, understanding, and helpful. 

 
1)  to be considered for advancement, promotion and/or tenure in the department, a 
candidate's materials must include a detailed evaluation of his or her teaching and advising 
performance, supported by concrete evidence.  Such evidence must include student input in 
some form.  Several examples of evidence in support of teaching and advising performance 
are listed in the Faculty Handbook and in the College of Design Governance Document.   

 
b.   Research/Creative Activities    Section 5.2.2.4 of the Faculty Handbook states that “faculty 
members who engage in research/creative activities are expected to make original contributions 
that are appropriate to their chosen area of specialization and are respected by peers within and 
outside the university.” 

 
For the department, the major criteria for assessing the quality of research/creative activity is 
outlined in IV. D.3.b of the College of Design Governance Document 

 
As in the case with teaching, materials recommending a faculty member's advancement, 
promotion and/or tenure must include a detailed evaluation of his or her research/creative 
activities, supported by concrete evidence.  Examples of evidence in support of research/creative 
activity are listed inFaculty Handbook.  The college recognizes additional evidence of support in 
their Governance Document as listed in IV. D.3.b. 

 
c.   Extension/Professional Practice    Based on section 5.2.2.5 of the Faculty Handbook, this 
area refers to those activities specified in the faculty member’s Position Responsibility Statement 
in which faculty members “utilize their professional expertise to disseminate information outside 
of the traditional classroom to help improve the knowledge and skills of their clientele (i.e., the 
publics they serve) or the environment in which they live and work.” 

 
Examples of these activities are listed in the Faculty Handbook.  In addition, faculty in the 
College conduct extension related research/creative activities.  These activities may be local, 
statewide, regional, national, or international in scope and are outlined in IV. D.3.c of the 2003 
College Governance Document. 
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As in the case with teaching and research/creative activities, materials recommending a faculty 
member’s advancement or promotion and tenure must include a detailed evaluation of his or her 
extension/professional practice activities supported by concrete evidence.  Examples of such 
evidence are described under IV.D.3.b. and c. of the 2003 College Governance Document. 

 
d.   Institutional Service    According to section 5.2.2.6 of the Faculty Handbook, “Faculty 
members are expected to play a vital role in the functioning of the university at all levels by 
participating effectively in faculty governance and in the formulation of department, college, and 
university policies, or by carrying out administrative responsibilities.  Therefore, to be promoted 
and/or tenured, faculty members are expected to have been involved in institutional service. ...  
Institutional service alone, however, shall not serve as the central basis for promotion and/or 
tenure.” 

 
Commensurate with the university standards described above, each faculty member in the 
Department of Landscape Architecture will normally be an active participant in, and provide 
service to, the University, the College and the Department.  The range and extent of this service 
will vary. 

 
Materials recommending a faculty member's advancement, promotion and tenure must include a 
detailed listing of his or her service activities.  In addition, information on their quality should be 
provided wherever possible (for example, the chair should prepare a statement evaluating the 
faculty member’s performance on Faculty Senate, councils, boards, committees and ad hoc 
committees). 

 
3.   Qualifications for Academic Rank 
 
According to section 5.2.3 of the Faculty Handbook, “recommendations for initial appointment and 
promotion are based on evidence that the faculty member has met the qualifications for the rank to 
which he or she is to be appointed or promoted”.  Promotions in rank for A-base faculty (12-month 
appointment) ordinarily take effect at the beginning of the next fiscal year, and promotions for B-
base faculty (9-month appointment) ordinarily take effect at the beginning of the next academic year; 
exceptions to these dates may be granted by the provost. 
 
As a matter of College of Design policy, tenure will not be granted to Assistant Professors prior to 
their promotion to Associate Professor ranks.  The college's tenure standards constitute those 
qualifications described as the qualifications for promotion to the rank of Associate Professor in 
section 5.2.3 of the Faculty Handbook. 
 
The qualifications listed below constitute the minimum standards for academic rank within the 
College of Design.  These qualifications incorporate, by direct reference, the standards in force at the 
University level.  The Department of Landscape Architecture will operate within the spirit of these 
standards as influenced by the PRS and as described below.  
 
Lecturer 
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A lecturer should have a strong academic or professional record and ordinarily should have earned 
an MLA or accepted terminal degree in his or her field.  The lecturer rank is recognition that the 
faculty member has exhibited the potential to be an effective teacher in his/her chosen discipline. 
 
Senior Lecturer 
A senior lecturer should have a solid academic or professional record and ordinarily should have 
earned an MLA or accepted terminal degree in his or her field.  The senior lecturer rank is 
recognition of demonstrated excellence in teaching shown by activities both inside and outside the 
classroom, satisfactory evidence of on-going professional development related to teaching, and 
valuable institutional service.  To be eligible for appointment as senior lecturer the individual shall 
have served as a lecturer or its equivalent for a minimum of six years or the completion of 12 
semester FTEs of employment. After this eligibility criterion has been met, the individual has the 
right to be reviewed for advancement by the appropriate departmental and college committees. See 
section 5.4.1.1 of the Faculty Handbook. 
 
Adjunct 

• An adjunct faculty member should have an MLA or terminal degree in their field, and/or 
have national or international reputation in their field.  

• Adjunct Faculty who are employed elsewhere but have faculty responsibility in the College 
of Design normally hold part-time appointments.  

• Adjunct faculty employed full-time by the university normally will have significant research 
or extension/professional practice responsibilities.   

• Adjunct faculty in Professional & Scientific positions may have no more than 30% of their 
total work responsibilities assigned as non-tenure-eligible responsibilities. 

• Persons on adjunct appointment will be reviewed by the Advancement, Promotion and 
Tenure Committee, as defined in II.D.1, for advancement to adjunct associate professor or 
adjunct professor using established criteria appropriate to the position. 

 
Assistant Professor 
In consideration of hiring/promotion the department will implement Section 5.2.3.1 of the Faculty 
Handbook, which states:  “An assistant professor should have a strong academic record and 
ordinarily should have earned the accepted highest degree in his or her field.  The assistant 
professor rank is recognition that the faculty member has exhibited the potential to grow in an 
academic career.  Appointment at or promotion to this rank should be based on evidence that the 
faculty member can be expected to become qualified for promotion to associate professor in due 
course”. 
 
Associate Professor 
In consideration of hiring/promotion the department will implement Section 5.2.3.2 of the Faculty 
Handbook that states “an associate professor should have a solid academic reputation and show 
promise of further development and productivity in his or her academic career.”  Specific 
qualifications for promotion to the rank of Associate Professor are stated in section 5.2.3.2 of the 
Faculty Handbook. 
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Professor 
In consideration of hiring/promotion the department will implement Section 5.2.3.3 of the 
Faculty Handbook that states “A professor should be recognized by his or her professional peers 
within the university as well as nationally and/or internationally, for the quality of the 
contribution to his or her discipline.”   
 
4.   General Procedures for Advancement, Promotion and Tenure Review 
 
The Faculty Handbook sets out the review and notification procedures at the department, college, 
and university levels. 
 
Department Review    Section 5.2.4.2 of the Faculty Handbook sets forth expectations for 
departmental advancement or promotion and tenure review and notification.  The candidate is 
responsible for providing to the chair the information and evidence requested for the 
Advancement or Promotion and Tenure Vita and for the Faculty Portfolio.  In addition, the 
candidate provides a full vita, relevant Position Responsibility Statement, and the names of three 
potential outside reviewers.  The chair transmits all materials received from the candidate to the 
department Advancement, Promotion and Tenure Committee for their review and 
recommendation.  
 
In the College, advancement or promotion and tenure materials are submitted to the dean, as 
prescribed by the dean each year.  These materials will generally consist of the Recommendation for 
Advancement or Promotion and Tenure Form, the Advancement or Promotion and Tenure Vita, 
letters of evaluation, departmental and chair evaluation, a full vita, relevant Position Responsibility 
Statement, and the Faculty Portfolio.  Six copies of the recommendation form, vita, PRS, and 
evaluation materials; and one set of the portfolio materials are submitted to the dean.   
 
 The Provost's Guidelines and Best Practices for Promotion and Tenure Process guides the 
preparation and documentation of a case for promotion and tenure.  This document deals with 
Good Practices in four areas; the candidate, the department chair and departmental review 
committee, the external review letters, and timeline.  The department chair will review the Good 
Practices with the new faculty member and help him/her to develop a strategy to establish and 
maintain a record of accomplishment related to the annual, pre-tenure and promotion and tenure 
reviews.   
 
Where applicable, the annual and pre-tenure reviews will be used as a vehicle for discussing a 
faculty person's progress toward achieving promotion and tenure. 
 
College Review   Dean transmits all materials received from the department chair to the college 
Faculty Development Council for their review and recommendation. The dean shall inform the chair 
in writing, usually within ten days following the transmittal of the dean's recommendation to the 
provost, of the action taken at the college level with respect to the candidate recommended by the 
department, and the reasons for such action.  The chair in turn shall inform the candidate. 
 
University Review    University level review and notification procedures for promotion and 
tenure are set forth in Section 5.2.4.4 of the Faculty Handbook.  Addressed are the 
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responsibilities of the provost, president, State Board of Regents, as well as notifications, 
effective dates, and appeals. 
 
The Advancement or Promotion and Tenure Vita    Section 5.3.1.1 of the Faculty Handbook 
provides documentation guidelines for faculty members seeking promotion and tenure including 
the Promotion and Tenure Vita.  Information and accomplishment are listed according to the vita 
format.  Non-tenure-eligible candidates for advancement should follow this format. 
 
The Faculty Portfolio    Section 5.3.2 of the Faculty Handbook provides documentation 
guidelines for faculty members seeking promotion and tenure including the Faculty Portfolio.  
Evidence of scholarship and accomplishments is included in the Faculty Portfolio.  Non-tenure-
eligible candidates for advancement should follow this format. 
 
Recommendation for Promotion and Tenure Form    The form for recommending promotion 
and tenure used by the chair is provided by the provost. 
 
5.   Departmental Procedures for Advancement, Promotion and Tenure 
 

a.  Selection of Faculty for Review 
 

While faculty nominations will usually be initiated by the department chair, any faculty 
member may nominate an individual for advancement or promotion upon request to the 
chair.  This includes candidates who may nominate themselves.  Such nominations shall 
be made to the chair in writing.  Before nominating a candidate, consideration should be 
given to the probability of success.  A substantial accomplishment record relative to the 
rank sought is essential.  
 
Tenure eligible faculty shall be eligible for promotion as follows:  
 

1)   Promotion to Associate Professor is highly dependent upon actual performance, 
including that he or she must have "demonstrated high quality scholarship 
achievements in teaching/advising, research/creative activities and/or 
extension/outreach/professional practice."  This may require a candidate's full 
probationary period to do so.  While exceptions will be entertained upon show of 
evidence, in the typical case, a nomination for the rank of Associate Professor with 
tenure will not be sent forward until the candidate’s sixth year in the tenure eligible 
position has been completed. 
2)   Nominations for Professor will not be forwarded without evidence of substantial 
commendations received for work accomplished subsequent to the promotion to the 
Associate Professorship.  Promotion to Professor requires "national recognition for 
the quality of the contribution to his or her discipline."  In both cases, the stipulations 
are in the interest of presenting the strongest case possible. 

 
Non-tenure eligible faculty shall be eligible for advancement as follows: 
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1)   Nominations for the rank of senior lecturer are normally put forward in the sixth 
year of appointment. 
2)   Nominations for the rank of adjunct associate professor are normally put forward 
in the sixth year of appointment. 
3)   Nominations for adjunct professor will not be forwarded without evidence of 
substantial commendations received for work accomplished subsequent to the 
promotion to associate Professor. Promotion to Adjunct Professor requires national 
recognition for the quality of the contribution to his or her discipline. In both cases the 
stipulations are in the interest of presenting the strongest case. 

 
Nominations should be made at a time that permits ample opportunity for preparation of 
the necessary documentation.  Spring, preceding the academic year in which the 
candidacy is to be proposed, is best; during the first month of the academic year in which 
the nomination must be evaluated is acceptable; thereafter, nominations will be accepted 
only under most unusual circumstances. 

 
Upon receiving a nomination, the department chair will meet with the candidate to share 
opinions on the probability of success.  Every effort will be made to arrive at a mutually 
agreeable decision as to whether or not to proceed.  In cases of disagreement, the 
candidate shall decide. 

 
If the candidate wishes to proceed, the department chair and the candidate shall meet to 
determine what evidence will be used in developing the case.  The candidate is 
responsible for providing the department chair with the information and evidence 
requested in the Promotion and Tenure Vita and in the Faculty Portfolio.  In addition, the 
candidate provides a full vita, relevant Position Responsibility Statement(s), and the 
names of potential outside reviewers.  For nominations to Assistant Professor, any of the 
examples of evidence found in Section IV. D.3.b. of the 2003 College Governance 
Document may be selected as well as other kinds of materials which coincide with the 
spirit of that piece.  For nominations to the higher ranks and for tenure, examples will be 
similarly chosen but must include at minimum: 

 
b. Evidence for Review 

 
Tenure eligible Faculty 
Tenure eligible faculty must present evidence appropriate to the rank sought in 5 areas of 
evaluation including teaching, research/creative activity, extension/outreach, service, and 
letters from ISU departmental, college, and university colleagues of the candidate’s 
qualifications. 

 
Candidates for promotion should consult appropriate sections of the Faculty Handbook 
and the Provost's Guidelines and Best Practices for Promotion and Tenure Process for 
guidance on preparing evidence for promotion. 

 
1)  Teaching:   the results of course evaluations by students for all courses taught by 
the nominee for an extensive period (typically at least five years) to the present, plus 
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written evaluations solicited from a sampling of past students.  Typically, that 
sampling shall include the names of 15 students provided by the candidate plus 25 
students selected at random by the department chair from lists of those enrolled in the 
candidate's courses during the period under review.  The students will be asked to 
assess the candidate's teaching abilities as well as his or her overall responsiveness to 
student needs. 

 
2)  Research/Creative Activity:   written evaluations from six off-campus experts in 
the candidate's specialization.  In the case of nomination for Associate Professor, and 
for tenure, the experts will be asked to assess the candidate's potential for national 
leadership in his or her academic specialization.  For Professor, the experts will be 
asked if the candidate is, in fact, a national or international leader in his or her 
specialization. 

 
3)  Extension/Outreach:  written evaluations from extension superiors and 
representatives of the major client groups which the faculty member serves. 

 
4)   Service:  written evaluations solicited from superiors, co-workers, or other persons 
with whom the candidate has dealt with directly. 

 
5)   Letters of evaluation from ISU departmental, college, and university colleagues. 

 
6)   The department chair will be responsible for soliciting evaluations from named 
and other individuals, experts, or groups and compiling student course evaluations.  
The candidate shall be responsible for securing the remainder of the evidence 
including the vita and portfolio and other evidence as required.  

 
Non-Tenure eligible Faculty 

Non-tenure eligible faculty must present evidence appropriate to the rank sought as 
determined by the candidate’s PRS.  Letters from ISU departmental, college, and 
university colleagues regarding the candidate’s qualifications are to be included. 

 
Lecturer 

A candidate for Lecturer is judged on teaching; letters from ISU departmental, 
college, and university colleagues; area of interest as defined in his or her PRS; and 
service.  Evidence appropriate to teaching and service is defined in IV.D.2.a and .d, 
respectively. 

 
Senior Lecturer 

A candidate for Senior Lecturer is judged on teaching; service; and letters from ISU 
departmental, college, and university colleagues regarding the candidate’s 
performance.  Evidence appropriate to teaching, service, and collegial letters is 
defined in IV.D..2a and .d . 
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Adjunct  
Adjunct faculty must present evidence appropriate to the rank sought in the candidates 
area of evaluation which may include:  teaching; research/creative activities; 
extension/outreach; service; and letters from ISU departmental, college, and university 
colleagues that address the candidate’s qualifications as defined in IV.D.12 

 
      c.   Review Process 
 

1)  During the times when the preparation of materials for advancement or promotion and 
tenure are in progress, the department chair will call for the establishment of an 
Advancement, Promotion and Tenure Committee as defined in II.D.1. 

 
2)  Candidates for tenure, advancement, and promotion shall submit their materials, and 
these materials shall be reviewed, according to the following schedule: 

 
  

Department Schedule for Advancement, Promotion and Tenure Review 
Date Activities to be completed 
Spring Semester Candidate initiates process and Chair identifies potential 

external reviewers via discussion 
May 30 Candidate submits complete draft for review by the Chair. 
July 1 Candidate submits portfolio to Department Office. 

Chair positively confirms all external reviewers. 
July 1-15 Candidate reviews and discusses portfolio with Chair; makes 

revisions, copies as needed. 
July 15 Department Office sends materials to external reviewers.  
September 1 Materials provided to Department APT Committee 
September 1-30 APT Committee reviews and discusses materials, completes 

recommendation letter 
October 1 Letters and portfolio/materials sent to Dean’s office for 

submission to CoD Faculty Development Council. 
 

3)  The Advancement, Promotion and Tenure Committee will evaluate the transmitted 
material and decide by majority vote to recommend for or against the nomination.  That 
decision shall be forwarded to the department chair in writing.  It will cite specific 
reasons and must include minority opinions (if any) about the decision as a whole and/or 
any reason cited.  The report will be issued in the name of the committee without 
identifying who was responsible for any opinion or part.  The report is to be signed by all 
members of the committee. 

 
4)  Upon receiving the committee's report, the department chair will prepare his or her 
evaluation of the pertinent material and recommend for or against the nomination. 

 
5)  The department chair will notify the candidate in writing before the department's 
recommendations are submitted to the college, whether a recommendation will be 
forwarded and, if so, the nature of the recommendations.  Persons who are not being 
recommended by either the APT Committee or the department chair, or both, will be 
informed in writing of the reasons.  The department chair will share the two 
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recommendation reports with the candidate.  In cases involving the final year in which 
the candidate must secure tenure or receive a terminal contract, the materials will be 
forwarded to the next level no matter what the reports recommend.   In all other cases: if 
both reports recommend for the nomination, the promotion materials will be forwarded to 
the next level for review.  If both recommend against the nomination, the materials will 
not be forwarded. If one report recommends for and another against, the decision to 
forward the material or not will be made by the candidate. 

 
6)  Each candidate for whom a recommendation is being forwarded to the college has the 
right to review the factual information therein, and to inform the department chair of any 
ways in which the candidate believes this information to be incorrect or inaccurate. 

 
7)  If the decision is to forward the nomination, the department chair will assemble the 
promotion materials as appropriate for presentation to the college level of review.  That 
assembly will include the Recommendation for Advancement, Promotion and Tenure 
Form, the Advancement, Promotion and Tenure Vita, the candidate’s relevant PRS(s), a 
full vita, letters of evaluation, the faculty portfolio of accomplishments, and departmental 
and department chair evaluations. 

 
8)  In the event of unsatisfactory department and department chair evaluations, the 
department chair will provide the candidate with written documentation of the 
evaluations and information about faculty grievance procedures.  The faculty member has 
the right to respond in writing to any evaluation and to make that response part of his or 
her employment record. 

 
9)  The process and circumstances under which a review may be postponed include: 

 
a) death of the candidate 
b) death in the family 
c) pregnancy and/or birth (the university has a procedure in place whereby faculty 

may request a one-year delay in their tenure review) 
d) medical emergency 
e) military service 
f) natural disaster 
g) dismemberment resulting from pink flamingo attack during a full moon 

 
 
6.   PRE-TENURE REVIEW POLICY 
 
The intent of the pre-tenure review is to provide meaningful evaluation of tenure eligible 
landscape architecture faculty members that will assist both the faculty member and the 
department in assessing the likelihood of the candidate’s gaining tenure. The review is to provide 
feedback to the faculty member on the quality of past performance and progress made toward 
tenure, as well to provide advice and assistance in making improvements toward that goal. The 
process shall provide factual information on and evidence of the faculty member’s achievements, 
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progress and work to the Advancement, Promotion and Tenure Committee without an onerous 
documentation and data collection process. 
 
Selection of Faculty for Review 
 
Tenure eligible faculty shall be reviewed at the end of their third year of employment as 
described in Section IV. 
 
Selection of Faculty Review Committee 
The review will be conducted by the Advancement, Promotion and Tenure Committee, as 
described in Section II.D.1.a. Through discussion with the faculty member, the department chair 
must ascertain that there will be no conflict of interest with the members of the Advancement, 
Promotion and Tenure Committee and the faculty member to be reviewed.  If necessary, the 
department chair may adjust committee membership to assure a fair and impartial review. 
 
In addition, because the intent of the process is to provide advice and guidance, the candidate 
may request that a total of up to two additional faculty members, one from within and one from 
outside the department with direct knowledge of his or her record of performance, may sit on the 
committee.  These selected faculty shall give testimony or critical review about the value and 
quality of the performance materials and participate in discussions, but shall not be voting 
members of the committee.  
 
Schedule for Review, Notification of Review and Submittal of Materials 
Pre-tenure review shall occur during the second semester of the candidate’s third year of 
teaching.  The schedule for the pre-tenure review process is indicated below.  This schedule 
coincides with the review schedule for post-tenure review. 
 

Department Schedule for Pre- and Post-Tenure Review 
Date Activities to be completed 
By January 31 Candidate submits materials to Department Office 
March 1-30 APT Committee reviews and discusses Materials 
By April 21 Candidate meets with Committee and Chair to 

discuss their findings 
By May 10 Chair sends recommendation to Dean  
May 15 Candidate receives official notification of 

recommendation 
 
Review Process 
a.  Preparation of Pre-tenure portfolio 

The department faculty member shall prepare a pre-tenure review portfolio document and 
submit it to the Advancement, Promotion and Tenure Committee.  The pre-tenure review 
portfolio documents the faculty member’s activities related to the goals of the department, 
college, and university, and the contributions to his or her professional development.  The 
portfolio shall contain a narrative section followed by a section with relevant evidence in 
support of his or her activities. Normally, the candidate will follow an outline similar to that 
of the Annual Report, but summarizing the work of the past three years. 
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The narrative section shall document the candidate’s approach to and achievements in the 
following areas, as well as provide brief summaries of information as noted.  

1) Teaching and advising 
a)  Summary of teaching responsibilities/courses taught 
b)  Summary of student advising activity 
c)  Summary of graduate teaching activity as Graduate Committee member or 
major professor 

2) Research/creative activities 
3) Extension/professional practice 
4) Institutional/professional service 

a)  Summary of service activity 
5) Philosophy, reflection and self evaluation of accomplishments described in items 

1-4 above 
6) Proposed future work 
7) Other as appropriate 
 

 The narrative section may include information from faculty activity reports, EASE reports, 
annual review reports, etc.  

 
8) The supporting materials of the evidence section must include, but are not limited 

to, the following: 
a)  Position Responsibility Statement(s) 
b)  Copies of relevant publications 
c)  Copies of student work 
d)  Current complete resume/curriculum vitae 

 
9) The department shall provide 

a)  Numerical table of student evaluations for the period under consideration.  The 
candidate’s performance shall be compared to both the department and college 
averages.  Written student comments are to be included. 

 
b. Review by Advancement, Promotion and Tenure Committee 
The Advancement, Promotion and Tenure Committee shall review the materials submitted by the 
candidate.  Following the review, a meeting shall occur with the voting committee members, 
faculty member under review and the department chair to discuss the findings in writing of the 
committee.  At the conclusion of the meeting, the Advancement, Promotion and Tenure 
Committee shall present the written report to both the candidate and the department chair. 
 
The written findings of the voting committee will render one of the following three 
recommendations to the chair. 
 

1)  Satisfactory and shows good progress toward promotion and tenure, 
 2)  Conditional, showing some progress toward promotion and tenure, but requiring 

improved performance, 
3)  Unsatisfactory and shows little or no progress toward promotion and tenure 
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Within ten days, the candidate member has the right to inform the department chair in writing of 
any issues the candidate has with the interpretation of the evidence by or with the opinion of the 
committee. 
 
The candidate and the department chair will then meet to discuss the candidate’s future 
development and performance.  At this meeting the following items will be reviewed: 
 

• Consideration of potential changes in the Position Responsibility Statement. 
• A plan for future development based on goals and suggestions derived from the pre-

tenure review.  
• Any written response made by the candidate will be discussed. 

 
Based on the committee recommendations and other pertinent material the department chair will 
review the recommendations and prepare his or her own evaluation and recommend whether the 
candidate be allowed to continue on tenure track.  The chair will inform the candidate in writing 
of the decision.  
 
c. Disposition of Materials 
Materials submitted to the Advancement, Promotion and Tenure Committee (excluding 
documentation or supporting materials), its written report, and any or all written responses by the 
candidate and chair will be kept in the candidate’s department personnel file and may be used 
beyond the department at the discretion of the department chair. 
 
7.  POST-TENURE REVIEW 
 
The following post-tenure review plan prescribes to the mandate established by the State Board 
of Regents that each tenured faculty member shall be reviewed a set number of years after tenure 
by a department review committee.  This committee shall assess the individual faculty member’s 
duties as defined by his or her Position Responsibility Statement.  The intent of this review shall 
be the following: 
 

• Meaningful and equitable review of tenured landscape architecture faculty members.  The 
review will aid the department chair in providing assistance with faculty development 
initiatives for the tenured faculty.   

• The review will provide factual information without extensive documentation and data 
collection. 

 
Upon completion of the review the committee shall meet with the faculty member being 
reviewed with the department chair in attendance and discuss its findings. 
 
Selection of Faculty for Review 
 
Post tenure review of faculty within the Department of Landscape Architecture shall be 
conducted on a 7-year cycle, with review occurring in the seventh year following the previous 
major review (i.e., tenure review, promotion in rank, previous post tenure review). 
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Faculty members who are formally on phased retirement (i.e., paperwork has been approved and 
is on file) will be excluded from participation in post tenure review. 
 
Faculty members who hold major administrative appointments in the college (i.e., dean, 
associate and assistant deans, department chairs) will be excluded from post tenure review since 
both the College Governance Document and the University Faculty Handbook speak to their 
review process. 
 
At the end of the major administrative appointment when/if the faculty member returns full time 
to his or her department, the post tenure cycle will start, and the faculty member will be reviewed 
in the seventh year. 
 
Faculty members who hold minor administrative appointments within the college (i.e., 
international programs, Gallery 181 coordinator, etc.) and departments (i.e., associate chairs, 
etc.) will be reviewed on the same time frame as other tenured faculty members who do not hold 
administrative appointments. 
 
Faculty members who have been tenured or in academic rank for a period longer than seven 
years shall have the option of considering the longer period during the first post tenure review 
conducted. 
 
Selection of Faculty Review Committee 
 
The department shall elect a group of three tenured faculty members to the Advancement, 
Promotion and Tenure Committee as defined in II.D.1.  If fewer than three tenured faculty 
members are available, then tenure eligible members may be elected to serve on the committee 
for review.   
 
Time Frame for Notification of Faculty Member for Review 
 
The faculty members shall be notified during the second week of the semester prior to the 
scheduled post tenure review.  During the semester of review he or she will submit review 
materials to the departmental office by the end of January.  
 
The faculty member shall notify the Department Chair of an appointed Advancement, Promotion 
and Tenure Committee member with whom he or she has a perceived conflict of interest.  The 
department chair must ascertain that there will be no conflict of interest with the members of the 
Advancement, Promotion and Tenure Committee and the faculty member to be reviewed.  If 
necessary, committee membership may be adjusted to assure a fair and impartial review. 
 
Review Process 
 
The department faculty member shall prepare a post-tenure review portfolio document and 
submit it to the Advancement, Promotion and Tenure Committee, according to the department 
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schedule shown under the description of pre-tenure review in Section IV.D.6.  The pre-tenure 
and post-tenure review schedules are the same. 
 
The post tenure review portfolio documents the faculty member’s activities related to the goals 
of the department, college, and university; and the contributions to his or her professional 
development.  The portfolio shall contain an activity section followed by a section with relevant 
evidence in support of his or her activities. 
 

a) The format for the activity section shall include a written synopsis, not to exceed 25 
pages, concerning an appraisal of the faculty member’s performance in areas 1 
through 6: 

1) Future Plans (this includes a projected vision of, and plans for, future 
activities during the next review period- 7 years from now. This insight gives 
the committee ‘context’ and ‘big picture’ background against which to 
measure performance. This may be expressed as a shift in career goals or new 
directions in teaching and research.) 

2) Teaching and advising (this includes, but is not limited to, a statement of the 
faculty member’s teaching philosophy, critical self-evaluation of teaching, 
reflection on the meaning of student course/instructor evaluations, reflections 
on undergraduate/graduate student academic advancement and effectiveness 
in advising) 

3) Research/creative activities (this includes, but is not limited to, a descriptive 
interpretation of the significance and value of the faculty member’s research 
and a reflection on the connection between research and teaching) 

4) Extension/professional practice (this includes, but is not limited to, a 
descriptive interpretation of the significance and value of the faculty 
member’s practice and a reflection on the connection between practice and 
teaching) 

5) Institutional/professional service (this includes, but is not limited to, a 
descriptive interpretation of the significance and value of the faculty 
member’s service, a reflection on the connection between service and 
teaching, and self reflection of the mentor relationship to a new faculty 
member) 

6) Other reflection(s) as appropriate 
 

b)   The supporting materials of the evidence section may include, but are not limited to, 
the following: 

1) Position Responsibility Statement(s) 
2) Faculty activity reports 
3) EASE reports 
4) Numerical table of student evaluations for the period under consideration.  The 

faculty member’s performance should be compared to both the department and 
college averages.  Written student comments are to be included. 

5) Summary of student advising activity 
6) Summary of graduate teaching activity as Program of Study member or major 

professor 
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7) Summary of service activity 
8) Current complete resume/curriculum vitae 

 
At the conclusion of the Advancement, Promotion and Tenure Committee review, a meeting 
shall occur with the committee members, faculty member under review and the department chair 
in attendance to discuss the findings in writing of the committee.  At the conclusion of the 
meeting, the Advancement, Promotion and Tenure Committee shall present the written report to 
both the faulty member under review and the department chair. 
 
Ten calendar days should expire before the faculty member reviews the findings with his/her 
department chair.  This will allow the faculty member time to respond in writing to any issue 
regarding the post tenure review if he or she wishes.  Any written response shall become a part 
of the record. 
 
The department chair will communicate the results of the committee review to the faculty 
member in writing.  The faculty member, committee and the department chair will then meet to 
discuss his or her future development and performance.  At this meeting the following items will 
be reviewed: 
 

• Consideration of potential changes in the Position Responsibility Statement. 
• A plan for future development based on goals and suggestions derived from the post 

tenure review.  
• Any written response that the faculty member being reviewed has made will be 

discussed. 
 
Disposition of Materials 
 
Materials submitted to the Advancement, Promotion and Tenure Committee (excluding 
documentation or supporting materials), its written report, and any or all written responses by the 
faculty member will be kept in the faculty member’s department personnel file and may be used 
beyond the department at the discretion of the department chair. 
 
 
 
V.  POLICY FOR FACULTY EVALUATION OF THE DEPARTMENTAL 
ADMINISTRATION 
 
A. Department Chair  
 1.     Purpose.   The Department of Landscape Architecture policy for the review of the 

Departmental Administration is based upon “Evaluation of Department Chairs”, 
section 5.1.2. in the Iowa State University Faculty Handbook.  The following statement 
from this university policy identifies the basic purpose of a college review of the 
department chair. 

 
Periodically each department chair is evaluated on the basis of his or her 
administrative responsibilities and accomplishments. This review is normally 
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initiated by the college dean as part of a reappointment decision. Mechanisms for 
department faculty input are provided within the evaluation process. Policies and 
procedures regarding these reviews are contained in college governance 
documents  

 
 2. Participants.  The department chair (or associate chair when the chair is a non-LA 

Faculty member) is reviewed by the dean with the assistance of the departmental faculty, 
normally in the penultimate year of the contract. Ad hoc committees may be identified by 
the dean or the department chair to assist in the evaluation of performance and development.  

 
 3. Description of Review Process.  Reviews result in the following outcomes: a self-

assessment by the Department Chair, a performance evaluation of the Department Chair by 
the Dean, and the provision for formal consultation involving the dean, the department chair 
and the departmental faculty.  Following this appraisal, the dean and the department chair 
discuss results with the departmental faculty, thus providing an opportunity for exchange of 
ideas that would be of benefit to the individual, the department and the college. 

 
B. Program Coordinators 
 The review of Program Coordinators (Associate Chair and Department Officer for Graduate 

Education) are conducted by the department chair as part of annual faculty evaluations. 
 
C. Professional & Scientific (P&S) Staff  

1. The review of P&S Staff will be conducted by the department chair according to rules 
set by the university in the P&S Handbook.   

2. During spring semester, normally in March, the department chair will make 
appointments with each P&S Staff member to discuss performance / development 
accomplishments. 

3. P&S staff members will prepare a written report following the P&S Annual Staff Report 
form and will be evaluated according to the criteria listed on the form. 

4. The department chair communicates in writing to each P&S staff member the results of 
the performance evaluation at least two weeks prior to submitting the respective salary 
recommendations to the college dean.  P&S staff members wishing to meet with the 
department chair to express disagreement with the evaluations must do so within this 
two-week period.  The P&S staff member has the right to communicate in writing his or 
her disagreement(s) with the department chair's evaluation and to have that written 
response accompany the department chair's recommendation to the dean. 

 
D. Merit and Confidential & Supervisory Staff 
 The review of Merit and Confidential & Supervisory Staff will be conducted by the 

department chair according to rules set by the university under the union contract. 
 

31 



VI. POLICIES AND PROCEDURES FOR AMENDING THE GOVERNANCE 
 DOCUMENT 

 
Proposed amendments to the Departmental Governance Document, excluding the appendices, 
may be requested by the Department Chair or by at least five voting members of the faculty. 
Proposed amendments are submitted to the Department Chair for inclusion on the agenda of the 
succeeding departmental faculty meeting. At that meeting, the proposed amendment will be 
presented to the faculty. At following departmental meeting, a simple majority of those voting 
faculty present and casting votes shall be required for the proposed amendment to be submitted 
to the entire faculty for vote by written ballot.  At least two thirds of voting faculty casting 
ballots must vote in the affirmative for passage of an amendment. Amendments to the 
appendices are accomplished through a majority of the voting faculty casting ballots. An 
abstention does not constitute a cast ballot. 
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VII.   APPENDICES 
 
APPENDIX A:  MISSION OF THE DEPARTMENT OF LANDSCAPE 

ARCHITECTURE 
 
A.   PROGRAM MISSION STANDARD 
 
Standard:  The program shall have clearly stated professional and educational objectives that 
are appropriate to the profession of landscape architecture. 
 
B.   PROGRAM MISSION 

 
The Department of Landscape Architecture is committed to provide students with a meaningful 
learning experience; to educate for the multi-faceted profession of landscape architecture through 
a balanced educational program that fosters professional and intellectual growth. 
 
C. PROGRAM GOALS 
 
Specific goals related to fulfilling this mission are the following: 

 
1. Provide up-to-date landscape architectural skills and knowledge for a wide variety of 

professional roles in private, public, and nonprofit practice, as well as prepare students 
for graduate study. 

 
• Offer a curriculum comprised of a diverse and balanced set of courses and experiences. 
• Impart a variety of analytical and synthetic skills and knowledge in the areas relevant to 

landscape architecture: visual, sensorial, and manual acuities; landscape technology; theory, 
history, and criticism; human dynamics; landscape sciences; and communication. 

 
Visual, sensorial, and manual acuities.  
• Teach visual and manual skills for seeing, drawing, and making things. 
• Nurture the development of spatial, tactile, and temporal sensibilities to site and place. 
Landscape technology. 
• Teach technical skills for understanding materials, structural and environmental systems, 

construction documentation, relevant codes, and safety requirements.  
 
History/Theory/Criticism. 
• Teach the history of landscape traditions inscribed in form and the theory of cultural and 

scientific perspectives and constructs.  
• Teach approaches for developing critical capacities to interpret past and present landscapes 

and imagine future landscapes. 
•  
Social Dynamics. 
• Teach social, political, legal, and economic principles pertaining to environmental design. 
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Landscape Sciences. 
• Teach physical, biological, hydrological principles of landscapes. 
• Teach plant communities and planting design. 
• Emphasize biodiversity, landscape change, and ecological relationships at various scales. 
Communication.  
• Combine digital and manual graphic communication throughout the curriculum. 
• Emphasize written and verbal communication throughout the curriculum. 
 
Other. 
• Introduce varied scales of practice (residential, urban parks/design, regional) and types of 

landscapes (urban, suburban, rural, wilderness). 
• Integrate on-going faculty research and outreach into the classroom. 
• Integrate up-to-date technology in the classroom and other learning environments. 
 
 
2. Emphasize design as a core activity in landscape architecture—a synthetic, creative, 

and innovative process informed by landscape sciences, culture, technology and 
materials.  

 
• Place heavy weight on design studios (credit hours). 
• Sharpen the capacity to articulate and transform ideas and narratives into material form and 

space. 
• Establish a studio sequence that builds in complexity and scale and that is aligned with 

concurrent support courses. 
• Integrate aspects of theory, landscape science, culture, and technology into each design 

studio syllabus and project; emphasize these aspects as the genesis of landscape architectural 
form. 

• Teach objective and subjective methods of observation, interpretation, and problem solving. 
• Provide a creative and open environment where the spirit of inquiry and risk-taking is 

encouraged. 
 
3. Provide general education that nurtures lifelong learning, sharpens students’ thought 

processes, encourages initiative and self-awareness, and broadens perspectives.  
 
• Emphasize critical thinking throughout the curriculum. 
• Allow for a flexible and individualized program in the senior years. 
• Provide choices and a variety of electives in department, college, and university courses. 
• Offer ample independent study opportunities. 
• Offer and coordinate off-campus semester programs—internship, study abroad, and national 

student exchange. 
• Nurture group cohesiveness and expose students to social dynamics during second year 

travelling studio. 
 
4. Familiarize students with regional, national, and international experiences, cultures and 

environments, preparing them to respond to changing local and global conditions. 
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• Integrate local and regional field trips into studios and courses. 
• Offer a semester-long, regional traveling studio in the second year. 
• Offer options for study abroad programs in Rome and the Pacific Rim 
• Offer options for national and international student exchange programs in the fourth year. 
• Offer courses that provide international perspective and cultural diversity. 
 
5. Emphasize interdisciplinary thinking and the relationships between landscape 

architecture and other disciplines. 
 
• Integrate interdisciplinary Design Studies and other courses into the curriculum. 
• Integrated lectures and workshops by visiting lecturers into courses and studios. 
• Encourage attendance at college and university lectures. 
• Encourage qualified students to join the Honors program and participate in the 

interdisciplinary Honors seminar offerings. 
• Provide opportunities for interaction with students from other college departments through 

joint studios and projects and elective offerings. 
• Plan for future college-wide Foundation (first year) curriculum. 
 
6. Impart to students a sense of professional and environmental ethics and social 

responsibility. 
 
• Articulate personal and professional values throughout the curriculum. 
• Teach techniques to promote understanding of public health, safety, and welfare. 
•  Teach responsibility and critical practice of land conservation and development. 
• Teach critical issues concerning environmental justice and social equality. 
• Teach ethical concerns in professional practice. 
 
7. Provide opportunities for hands-on learning through community outreach. 
 
• Maintain close connections with landscape architectural extension. 
• Integrate community-initiated, client-based projects in studios. 
• Offer an upper-level community design studio devoted to teaching the theory and methods of 

participatory design and its application to landscape form. 
• Integrate current local, regional, and national issues and concerns in upper-level design 

studios. 
• Offer work opportunities with landscape architecture extension. 
 
8. Maintain a diverse, academically active, and highly qualified group of faculty that 

recognizes teaching as a primary concern. 
 
• Maintain an overall student faculty ratio of 1:15 or less. 
• Maintain a student faculty ratio of 1:17 or less in studio. 
• Maintain several active ad-hoc departmental committees that regularly discuss and monitor 

flow and relationships between classes and review class policies. 
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9. Maintain an active student body and close faculty-student relations. 
 
• Support the SSLA student organization. 
• Provide support/encouragement for student participation in annual Career Days event. 
• Maintain an open-door policy for student-faculty interaction and communication. 
• Hold informal events for faculty and students each semester. 
 
 
APPENDIX B:  DEPARTMENT GENERAL ORGANIZATION  
 
A. Learning/Teaching/Advising  The Department of Landscape Architecture offers both 

undergraduate and graduate programs leading to the professional degrees of BLA and MLA. 
 
B. Discovery/Research/Creative Activity  The Department of Landscape Architecture pursues 

research opportunities that benefit individual faculty and that foster interdisciplinary design 
explorations. Applied research addresses questions pertinent to the profession, the academy, 
and the communities we serve. 

 
C. Engagement/Extension/Professional Practice The department of Landscape Architecture 

subscribes to the concept of integrated outreach whereby faculty and students undertake 
design explorations that have the multiple objectives to advance knowledge, educate students 
and serve the diverse communities of the region. 
 

D. University/Professional/Community Service The department of Landscape Architecture 
subscribes to faculty and student involvement in service through membership, leadership and 
advisory roles. 

 
 
APPENDIX C:  DEPARTMENT ADMINISTRATIVE STRUCTURE 
 
The administrative structure outlined herein describes the roles and responsibilities of 
administrators in the Department of Landscape Architecture. Office staff are appointed by the 
department chair, unless otherwise noted, to serve in administrative capacities. The relationship 
of the administrative component of the departmental shared governance organization is shown in 
Appendix D. 
 
A. The Departmental Chair is appointed by the dean to a term of normally five years. The 

department chair assesses the performance of non-tenure eligible and tenure eligible faculty 
and recommends contract renewal following the procedures outlined in Section 4.C. of the 
Landscape Architecture Governance Document.  The departmental chair is also responsible 
for staffing, budget, and program development.  If the department chair resigns during the 
middle of an appointment period, the faculty shall vote on and recommend a candidate for 
interim chair to the dean.  
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B. The role of the Landscape Architecture Associate Chair is filled when the department chair 
of the LA/CRP shared governance does not come from the landscape architecture faculty.  In that 
circumstance, the associate chair takes on the duties and responsibilities of the department chair 
as defined in this document. The associate chair represents the department on the CoD Cabinet 
and  Executive Cabinet.  The term limit for the Associate Chair is five years (the same as it is for 
the chair) and can be renewed. A faculty member serving in this position has half-time release 
from his or her teaching/research duties and receives an administrative salary supplement. This 
position shall be elected by the faculty and approved by the dean 
 
 
The Associate Chair assists the Chair with the day-to-day operations of the department. The 
Associate Chair is the designated proxy for the Chair when the Chair is unavailable.  Among the 
primary responsibilities of the Associate Chair are oversight of the undergraduate curriculum and 
the management of undergraduate student affairs.  Specific responsibilities of the Associate 
Chair include:  acting as chair of the Enrollment Management Committee, to see that the duties of the 
committee as outlined above are carried out; serving as a Chair of the Curriculum Committee, to see that 
the duties of the committee with regard to the undergraduate curriculum are carried out; overseeing 
catalog review with regard to the undergraduate curriculum; coordinating assignment of advisors and 
advising in collaboration with the college advisors; coordinating incoming undergraduate student 
orientation (beyond what is provided at the college and campus level if necessary); coordinating outcomes 
assessment for curriculum and individual courses; addressing undergraduate disputes, integrity violations, 
and student grievances in a manner consistent with University Policy. 
 
In addition, the Associate Chair advises and consults the Chair in matters of faculty and departmental 
affairs, including but not limited to teaching schedules and assignments, faculty service on committees, 
councils and boards, faculty development (promotion and tenure), department budgetary matters, and 
reporting and documentation requirements of accreditation.  
 
The Associate Chair shall be a member of the faculty of the department tenured at the Professor or 
Associate Professor level.  The position of Associate Chair is self-nominated or nominated, elected by the 
faculty and confirmed by the chair for a period of one to three years, depending on the availability of the 
faculty member. 
  
 
C. The role of the Office Staff 
 

1.  The Secretary III position in the Department of Landscape Architecture functions as the 
chair's assistant which includes keeping the calendar, handling correspondence and reports 
and providing requested information.  The departmental duties are all accounting (current 
expense, research, salary, budget, payroll, course fees, awards, ISU Foundation) and all 
personnel related duties (Notice of Vacancy, affirmative action, Letter of Intent, electronic 
appointment). 
 
2. Secretary II responsibilities include reception and student records and course records.  As 
receptionist for the office his/her duties include greeting students, faculty and visitors, 
responding to questions, and responding to general telephone inquiries.  The position 
maintains undergraduate and graduate student advising files, sends communications 
requested by departmental staff to Pre-professional, Professional and Graduate students, and 
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processes paperwork related to advising.  This position also sends information to prospective 
undergraduate and graduate students.  Paperwork initiation, distribution and review with 
regard to course records is done throughout the year by the Secretary II position. 

 
D.  The role of the Advising Coordinator is primarily to assist first and second-year students in 

career planning and course selection.  In addition, the advising coordinator assists with 
student recruitment, first-year orientation, and first-year student retention. The coordinator 
reviews graduation requirements for seniors and acts as a resource person for faculty 
advisors. The Advising Coordinator also serves on the CoD Student Affairs Council and 
may be appointed to other departmental and college committees as needed.  

 
E. The role of the Coordinator of the Undergraduate Program is as a liaison between the 

department chair and the Undergraduate Program Committee of which he or she is an ex-
officio member.  The Coordinator of the Undergraduate Program is appointed by the chair 
for a 3-year term and can be re-appointed. 

 
F. The role of the  Department Officer for Graduate Education DOGE is to lead the 

development and implementation of the MLA curriculum and is responsible for assisting 
with staff assignments, scheduling, admissions, new student orientation, and advising.  The  
Department Officer for Graduate Education DOGE is appointed by the chair for a 3-year 
term and can be re-appointed. 

 
G. The Coordinator of the Internship Program and the International and National 

Student Exchange Program (Study Away Coordinator) is appointed by the chair for a 3-
year term and can be re-appointed.  The role of the coordinator is as follows. 

 
1.   Internship Program:  Responsibilities include helping students to negotiate and secure 
landscape architectural professional internships with cooperating practitioners in the fourth 
year of the undergraduate curriculum. The coordinator advises students and practitioners on 
the design of appropriate learning objectives, project experiences, and reporting procedures 
and schedules. The coordinator keeps records for each internship and submits a annual 
report to the department chair and faculty for the fourth year class upon completion of 
internships. The coordinator makes recommendations for intern program changes to the 
department chair and faculty. 

 
 2.   International and National Student Exchange Program:   Responsibilities include 

the development of the fourth year exchange program curricula with sister Universities in 
participating countries/agencies/institutions. The coordinator monitors students’ progress in 
making pre-program arrangements such as program selection, passports and visas, 
transportation, lodging, and scheduling.  The coordinator also helps students evaluate and 
choose appropriate programs.  As required, the coordinator shall compare and monitor 
students’ academic progress and evaluate student outcomes from their study and/or 
exchange program. The intent of this review shall be to enable the coordinator to make 
recommendations for program changes and additions to the department chair and faculty. 

 

38 



H.    The Practitioner Advisory Council reviews and advises the department regarding the 
department’s mission, policies, programs, curriculum, outreach, student awards, 
accreditation and other activities as they relate to the profession of Landscape Architecture 
in general and the American Society of Landscape Architect in particular. 

 
 
 
 
APPENDIX D.  DEPARTMENTAL SHARED GOVERNANCE ORGANIZATION 
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Department of Landscape Architecture Organization - May 2008

LAPAC

DOGE
Undergraduate Program Coordinator
Advising Coordinator

Internships
Study Abroad
NSE

Study Away Coordinator

Coordinators

Undergraduate Program Committee
Graduate Program Committee
Advancement, Promotion and Tenure Committee
Scholarship and Awards Committee
Standing Search Committee
Program Admissions Committee
Ad hoc committees

Departmental committees

Faculty Senator
Core Board Representative
Academic Affairs Council Representative
Student Affairs Council Representative
Services And Facilities Council Representative
Faculty Development Council Representative
Liaison Council Representative
Lectures and Exhibits Board Representative
Awards Board Representative
IDRO Advisory Board Representative
Recognition and Development Board Representative
International Programs Board Representative
Advising Board Representative
Academic Standards Board Representative
Computer Advisory Board Representative
Orientation Board Representative
Environmental Safety Board Representative
Library and VRC Board Representative
Communications Board Representative
Lectures and Exhibits Board Representative

College and University Representation

CELA Institutional Representative
Sigma Alpha Lambda Advisor
SSLA Advisor
Honors Program Advisor
Representative to Iowa Chapter ASLA
Representative to LAPAC

External Representation

Faculty

Department Chair
(Associate Chair)

Office Staff and Advising Coordinator Student Advisory Council

 
 
 
 
 
 
 

40 



APPENDIX E: PRS TEMPLATE AND MATRIX FOR FACULTY APPOINTMENTS 
 

DEPARTMENT OF LANDSCAPE ARCHITECTURE 
COLLEGE OF DESIGN 

IOWA STATE UNIVERSITY 
 

POSITION RESPONSIBILITY STATEMENT TEMPLATE 
Name, Assistant Professor 

Teaching      
• Teach undergraduate courses in landscape architecture     
• Advise undergraduates     
• Teach graduate courses in landscape architecture     

Research / Creative Activities     
•  Supervise undergraduate scholarship     
•  Supervise graduate research and undergraduate scholarship    
•  Seek continued funding of research efforts     
•  Support of graduate students and research assistants.     
•  Pursue opportunities for disseminating scholarship through refereed publications, meeting 

presentations, exhibitions, competitions, and texts in traditional or multimedia format.  
   

Extension / Outreach      
•  Seek opportunities for professional outreach that effectively engage constituents and 

stakeholders outside the traditional classroom.     
Service      

•  Serve on department, college, and university committees     
Area of Interest 

•   
Development      

•  Continued professional development   
Other 

•   
 
In addition:          

• The expected outcomes of teaching, research, and outreach are to produce competent graduates. 
• Responsibilities center on engaging in integrated scholarship in teaching, research, and outreach. 
• Inter- and intra-departmental collaboration of teaching, research and outreach in a collegial 

manner. 
• Teaching assignments vary in order to meet the needs of the department. 
• Scholarship and service activities should contribute to national and international prestige and that 

of the department and the profession.  
• Use outreach opportunities to provide professional leadership, improve client knowledge and 

skills as well as the communities where they live and work, and increase landscape understanding 
and awareness within the general public or with specific targeted groups. 

• Provide service leadership to ensure that the committee tasks are completed.    
 
______________________________  ______________________________ 
name, Assistant Professor    name, Chair 
__________      __________ 
Date       Date 
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Department of Landscape Architecture 

Position Responsibility Statement Matrix 

  Tenure 
eligible 

Non-Tenure eligible 

    Adjunct 
Professor 

Lecturer Senior 
Lecturer 

Teaching 
 Teach undergraduate courses in landscape architecture         
 Advise undergraduates         
 Teach graduate courses in landscape architecture         
Research / Creative Activities 
 Supervise undergraduate scholarship         
 Supervise graduate research and undergraduate 

scholarship 
        

 Seek continued funding of research efforts         
 Support of graduate students and research assistants.         
 Pursue opportunities for disseminating scholarship 

through refereed publications, meeting presentations, 
exhibitions, competitions, and texts in traditional or 
multimedia format. 

        

Extension / Outreach 
 Seek opportunities for professional outreach that 

effectively engage constituents and stakeholders outside 
the traditional classroom. 

        

Service 
 Serve on department, college, and university committees         
Area of Interest 
           
Development 
 Continued professional development         
Other 
           
      
Expectations of all positions:     
      
 The expected outcomes of teaching, research, and outreach are to produce competent graduates. 

 Responsibilities center on engaging in integrated scholarship in teaching, research, and outreach. 

 Inter- and intra-departmental collaboration of teaching, research and outreach in a collegial manner. 

 Teaching assignments vary in order to meet the needs of the department. 

 Scholarship and service activities should contribute to national and international prestige and that of the 
department and the profession.  
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 Use outreach opportunities to provide professional leadership, improve client knowledge and skills as well 
as the communities where they live and work, and increase landscape understanding and awareness 
within the general public or with specific targeted groups. 

 Provide service leadership to ensure that the committee tasks are completed. 
 
 
APPENDIX F: GRIEVANCE PROCEDURES  
 
If grievances are not covered by the departmental governance document, the college governance 
document procedures will serve as a secondary source followed by university policies and 
procedures. 
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