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FOREWORD
1 

 

 

This handbook for faculty and professional personnel is issued by the Office of the Provost and 

Vice President for Academic Affairs.  The handbook contains policies, procedures, and 

regulations that have been approved by the University Senate, the President, and/or the Board of 

Trustees, as appropriate.  Every effort is made to ensure that all additions, modifications and 

deletions to these policies, procedures, and regulations are reflected in the handbook as soon as 

possible after their effective date.  The most current version of the Handbook is the on-line version 

and that should always be consulted.  The on-line version can be located on the Ball State 

University website at: http://www.bsu.edu/hrs/media/pdf/facultyhandbook.pdf. 
 

 

http://www.bsu.edu/hrs/media/pdf/facultyhandbook.pdf
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STATEMENT ON RIGHTS AND RESPONSIBILITIES  

 

1. The Ball State University Board of Trustees reaffirms its commitment to the University Community 

 and the citizens of Indiana to provide optimum educational opportunity for all students of the 

 University.  A vital part of such education is the assurance of academic freedom on the campus.  The  

 trustees recognize and accept their responsibility to preserve the right of all members of the University 

 community to examine critically the University and the society of which it is a part.  The trustees  

 further call upon the faculty, students, and administrative officials of the University to share the  

 responsibility for maintaining an academic atmosphere on the campus which is conducive to the 

 exploration of all issues in a rational manner as befits an institution of higher learning.  

 

2. In order to guarantee this academic climate including freedom of speech and peaceful assembly on the 

campus, the regular operation of the University must be maintained.  The trustees expect the responsible 

University officials to take appropriate steps when any Ball State University student and/or any other 

person or persons engages in conduct which interferes with the freedom of movement of persons on the 

campus, disrupts or obstructs the work and activities of the University or the members of the University 

community, or engages in any conduct which includes intimidation, coercion, violence, or the threat of 

violence.  Disruption of the institutionôs operation and/or the infringement upon the rights of others within 

the University by any persons will not be tolerated. 

 

      The Board of Trustees, October 17, 1968  

 

DESCRIPTION OF THE UNIVERSITY  

 

1. Ball State University is a comprehensive, publicly assisted institution of higher learning whose mission 

 is to provide excellent education.  It is located in Muncie, Indiana, a city of 70,000, fifty-six miles  

 northeast of Indianapolis.  Although its primary concern is for the citizens of Indiana, it offers 

 programs with appeal to regional, national, and international audiences.  

 

2. Ball State University offers a strong undergraduate liberal and professional education and selected  graduate 

 programs of high quality.  Ball State students can choose from a comprehensive range of academic  

 programs at the associate, baccalaureate, and masterôs levels, as well as doctoral programs in areas where  

 the University has special competence.  In addition to core academic programs in the arts, sciences, and  

 humanities, the University offers more than 140 major and minor areas of study through  its seven 

 colleges: Applied Sciences and Technology; Architecture and Planning; Business; Communication,  

 Information, and Media; Fine Arts; Sciences and Humanities; and Teachers College.  

 

3. The University has a selective admissions policy; in some areas, such as architecture, the University is 

 very selective.  Exceptionally well-qualified undergraduate students may enroll in the Honors College  

 for more intellectually demanding programs of study.  Students who have not decided on a major or 

 who may need to strengthen their learning skills can take advantage of the special academic assistance  

 and intensive educational counseling offered by University College.  

 

4. As part of Ball Stateôs commitment to excellence in education, the University offers students a friendly, 

 collegial atmosphere; a full range of out-of-class activities; and excellent, well-planned academic,  

 residential, and recreational facilities.  An impressive array of student support services contributes to the  

 personal, social, and intellectual development of all students.   

 

5. Although Ball State University is primarily a residential academic community, it also supports programs  

 that reach students well beyond the immediate campus.  Through interactive telecommunications, Internet  

 courses, and on-site courses, Ball State distance learning students are able to take courses and entire degree  

 programs.   The University has a strong commitment to cultural diversity and international programs.  It  

 offers exchange programs with universities throughout the world and a wide variety of opportunities for  

 students to study abroad.          
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VISION  
Ball State University will be a national model of excellence for challenging, learner-centered academic communities 

that advance knowledge and improve economic vitality and quality of life.   

 

        The Board of Trustees, March 21, 2008 

 

MISSION 

Ball State University is an innovative, supportive academic community that inspires students by:  

¶ Offering action-oriented learning, including immersive out-of-class experiences, research, and study-

abroad.  

¶ Providing extraordinary access to and collaboration with professors who create scholarship to advance 

knowledge, improve teaching, and transform learning. 

¶ Engaging state, national, and international communities to enhance educational, economic, and cultural 

development.  

 

 

VALUES AND STATEMENTS  
As a vital academic institution, we value an open learning community, extending opportunities beyond the confines 

of walls or roles.  We recognize that creating and sustaining a climate for open inquiry, investigation, exchange of 

ideas, and creative activity requires active support of intellectual freedom for all members of the community.  We 

are dedicated to providing opportunities for interdisciplinary work and for collaboration, looking to teamwork for 

problem solving in the classroom, within the institution, and with the larger communities to which the university 

belongs.  We promote habits of mind that will enable our graduates to value and appreciate the arts, sciences, and 

humanities; to remain intellectually curious; and to embrace learning as a way of life.  

 

As a public institution, we participate in the democratic vision of an educated and responsible citizenry.  We expect 

all members of the university community to act with integrity and civility; to acquire, discover, create, and apply 

knowledge responsibly; and to recognize, respect, and welcome the diverse cultures, heritages, and perspectives 

within our institution and the larger community.  We recognize that we live and work in a global, diverse, and 

technological society, and we seek to serve, engage with, and learn from members of our community, the state, 

nation, and world.  

 

As civic and professional leaders, we value civic engagement with the larger communities of which we are a part 

and are dedicated to preparing civic and professional leaders for the future.  We accept our individual and 

institutional responsibilities to improve the economic vitality and quality of life in the greater society we serve. We 

seek healthy and productive living, social justice, and environmental sustainability for Indiana, the nation, and the 

global community.  

     The Board of Trustees, March 21, 2008 

 

 

THE BENEFICENCE PLEDGE
2 

 

Members of the Ball State University Community é 

pledge to maintain high standards of scholarship and excellence 

 To work with students, faculty and 

 staff to strengthen teaching and learning on campus.  

pledge to practice academic honesty 

 To model and uphold academic integrity, to honor their peers and  

 earn the trust and respect from all members of the community. 

pledge to act in a socially responsible way 

 To treat each person in the Ball State community with civility,  

 courtesy, compassion, and dignity; to respect the property and  

 environment of the campus. 

pledge to value the intrinsic worth of every member of the community 

 To respect and learn from difference in people,  

 ideas, and opinions.  
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   BILL OF RIGHTS AND RESPONSIBILITIES  

 

   For Faculty, Professional Personnel, and Staff of Ball State University 

 

Preamble Members of the University have an obligation to fulfill the responsibilities incumbent 

upon all citizens, as well as the responsibilities of their particular roles within the 

academic community.  All members share the obligation to respect 

    . The fundamental rights of others as citizens; 

    . The rights of others based upon the nature of the educational process; 

    . The rights of the institution; 

    . The rights of members to fair and equitable procedures for determining  

      when and upon whom penalties for violation of campus regulations  

      should be imposed.  

  

I  Individualôs  As citizens, members of Ball State University enjoy the same basic rights and are bound 

    Relation to  by the same responsibilities to respect the rights of others as are all other citizens. 

    Civil Law    
1. Among the basic rights are freedom of speech, freedom of press, freedom of press, 

freedom of peaceful assembly and association, freedom of political beliefs, and 

freedom from personal force and violence, threats of violence, and personal abuse.  

  

2. Freedom of the press guarantees there will be no censorship of students or of any 

other individuals in the Ball State community.  Professional journalistic standards 

encourage the publicôs right to know, accepted ethical practices, accuracy, 

objectivity, and fair play; students and other individuals in the University community 

are encouraged to follow these standards. 

 

3. It should be made clear in writings and broadcasts that editorial opinions are not 

necessarily those of Ball State University or its members. 

 

4. The campus is not a sanctuary from the local, state, and federal law. 

 

5. The University does not stand in loco parentis for its members. 

 

6. Admission to and employment by the University shall be in accord with the 

provisions against discrimination in the local, state, and federal law.  

 

II  Academic  All members of Ball State University have other responsibilities based upon the nature of  

     Freedom  the educational process and the requirements of the search for truth and its free  

   presentation.  These rights and responsibilities include the following: 

 

1. Obligation to respect the freedom to teach, learn, and to conduct research and  

publish findings in the spirit of free inquiry (i.e., without detriment to or denigration  

of other, especially untried, methods and/or subjects of inquiry). 

1.1 Institutional censorship and individual or group intolerance of the opinions of 

others are inconsistent with this freedom, it being understood that assigning 

priorities or rankings to investigative programs may be an administrative 

necessity. 

1.2 Freedom to teach and learn implies that students, faculty, and administrators 

have the responsibility to respect and consider suggestions without detriment to 

grades or positions of the persons submitting them. 

1.3 Free inquiry implies that faculty and/or faculty-directed student research- - the 

results of which are predestined for classification under the National Security 

Act - - may be conducted only under the conditions imposed by the statements 

in the Faculty and Professional Personnel Handbook, ñOn preventing conflicts 

of interest in government-sponsored research at Universities,ò and with prior 

knowledge of the intended restrictions to be placed on the distribution of the 

results.  
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2. Obligation not to infringe upon the right of any of the members of the University 

community to privacy in office, laboratories, and residence and in the keeping of 

personal papers, confidential records, and effects, subject only to the local, state, and 

federal law and to conditions voluntarily entered into. 

2.1 Permanent records will not contain information concerning religion, political 

or social beliefs, and membership in any organization other than honorary and  

professional organizations directly related to the academic processes, except  

upon expressed written request of the member in question. 

 

3. Obligation not to interfere with the freedom of members of the University 

community to pursue normal academic and administrative activities, including 

freedom of movement. 

       

4. Obligation not to interfere with the freedom of any member of the University 

community to hear and to study unpopular and controversial views on intellectual  

and public issues. 

 

5. Right to identify oneself as a member of the University and a concurrent obligation 

not to speak or act on behalf of the institution, or any group of members therein,  

without authorization. 

 

6. Right to hold public meetings in which members participate, to post notices, and to 

engage in peaceful, orderly demonstrations.  Reasonable and impartially applied  

rules, designed to reflect the academic purposes of the institution and to protect the  

safety of the campus, shall be established regulating time, place, and manner of such  

activities and allocating the use of facilities in accordance with Policy Concerning  

Distribution, Solicitation, Fund Raising, Sales, and Commercial Activity on  

University Property - - Office of Vice President for Business Affairs; (2) Policy on  

Selection and Presentation of Lecturers or Speakers by Student Organizations - -  

Faculty and Professional Personnel Handbook; (3) Policy on Special Events on  

Campus - - Faculty and Professional Personnel Handbook.    

 

7. Right to recourse if another member of the University community is negligent or 

irresponsible in performance of his or her responsibilities, or if another member of  

the University community represents the work of others as his or her own. 

 

8. Obligation to maintain an environment conducive to respect for the rights of others 

and fulfillment of academic responsibilities. 

 

 

III Individualôs  Ball State University as an institution of higher education and any division or agency  

      Relation to  which exercises direct or delegated authority for the institution has rights and  

      University  responsibilities of its own, including 

 

1. Obligation to provide opportunities for members of the University to present and 

debate public issues. 

 

2. Obligation not to take a position as an institution in electoral politics. 

  

3. Right and obligation to protect the members of the University and visitors to it from 

physical harm, threat of harm, and abuse; its property from unauthorized use and 

damage; and its academic and administrative processes from interruption.  

 

4. Right to require that persons on the campus be willing to identify themselves by 

name and address, and state what connection, if any, they have with the University. 
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5. Right to establish reasonable standards of conduct for all persons on the campus in 

order to safeguard the educational process and to provide for the safety and welfare 

of members of the campus, visitors, and University property. 

 

6. Right to prohibit individuals and groups who are not members of the University from 

using its name, its finances, and its physical and operating facilities for political 

activities or for commercial activities, except as specifically agreed to in writing by 

the proper authorities of the University.  

 

7. Right to prohibit members of the University from using its name, its finances, or its 

physical and operating facilities for commercial activities, except in cases involving 

recognized student and faculty groups as provided for in policies governing use of 

the campus facilities and fund raising activities.  

 

8. Right and obligation to provide, for recognized groups of members of the University, 

the use of campus facilities under the rules of the campus, including use for political 

purposes such as meetings of political clubs; to prohibit use of its facilities by 

individual members or groups of members on a regular or prolonged basis as free 

headquarters for political campaigns; and to prohibit use of its name and its finances 

for any political purpose at any time.  Use of other resources for political purposes 

must comply with existing local, state, and federal laws.  

 

IV Judicial   All members of Ball State University have a right to fair and equitable procedures for 

     Process  determining the validity of charges of violation of campus regulations. 

 

1. The procedures shall be structured so as to facilitate a reliable determination of 

the truth or falsity of charges and to meet the fundamental requirements of fairness 

and to be an effective instrument for the maintenance of order.  

 

2. All members of the University have the right to know in advance the range of 

penalties for violations of campus regulations.  In addition, all members have the 

right to obtain a codification of all specific policies of the University, (e.g., routine  

administrative policies, Faculty and Professional Personnel Handbook) their rights  

under accepted judicial due process, and the process of appeal to which they are  

entitled.   

 

3. Charges of minor infractions of regulations, for which a member is penalized by 

small fines or reprimands which do not become part of permanent records, may be 

handled expeditiously by the appropriate individual or committee.  Persons so 

penalized have the right to appeal. 

 

4. In cases involving charges of infractions of regulations which may lead to notation in 

permanent records, or to more serious penalties such as suspension or permanent 

dismissal from the University, members have a right to formal procedures with 

adequate due process, including rights of appeal.  

 

5. Any person penalized for either a minor or a serious infraction of established 

University policy has the right to appeal according to approved University 

procedures.  

 

6. Members of the University charged with or convicted of violations under general law 

may be subject to University sanctions for the same conduct, in accord with 

established policies and procedures, where the conduct is in violation of University 

rules which protect other members of the University or safeguard the educational 

process.  

 

V Statement of  Nothing in this document shall in any way limit the procedural rights of a member of the 

    Principles on  Ball State University faculty as set forth in the 1940 ñStatement of Principles on   
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    Academic  Academic Freedom and Tenureò prepared by the American Association of University 

    Freedom and   Professors and the Association of American Colleges and adopted by the State Teachers 

    Tenure  College Board, June 4, 1944.  

 

 

 

       The University Senate, November 2, 1972 

       The Board of Trustees, December 20, 1972 

       The University Senate, April 28, 1988 

       The Board of Trustees, May 20, 1988 

       The University Senate, March 19, 1992 

       The Board of Trustees, April 20, 1992 

 

 

 
 

 

 

 

Notes 

 

1    By action of the University Senate Agenda Committee, January 10, 2011 

 

2    By action of the University Senate, February 21, 2008 

      Board of Trustees, March 8, 2008 
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   SECTION I  

 

   ORGANIZATION AND ADMINISTRATION OF THE UNIVERSITY  

 

Administrative   1.    A chart of the administrative organization of the University is shown on  

Organization         pages 3 and 4.  

 

2. The President of the University is responsible for the general administration 

of the University and is supported by six officers: the Provost and Vice 

President for Academic Affairs, the Vice President for Enrollment, 

Marketing, and Communications,  the Vice President for University 

Advancement, the Vice President for Business Affairs and Treasurer, the 

Vice President for Student Affairs, and the Vice President and CIO for 

Information Technology.  

 

3. The Provost and Vice President for Academic Affairs is the chief academic 

officer and second ranking executive officer of the University.  The Provost 

and Vice President for Academic Affairs provides overall leadership and 

direction for the academic program of the University.  Reporting to the 

Provost and Vice President for Academic Affairs are the Associate 

Provosts, the Assistant to the Provost, University College, Honors College, 

Graduate School, and the deans of the seven colleges (Applied Sciences and 

Technology; Architecture and Planning; Business; Communication, 

Information, and Media; Fine Arts; Sciences and Humanities; and Teachers 

College).  

 

4. The Vice President for Enrollment, Marketing, and Communications 

provides leadership for marketing, communications, enrollment planning 

and for those services related to undergraduate recruitment and management 

of enrollments.  Among the areas reporting to the Vice President for 

Enrollment, Marketing, and Communications are Admissions, Registration 

and Academic Progress, Scholarships and Financial Aid; University 

Marketing Communications, consisting of branding and marketing strategy; 

media relations, design and writing services, electronic media and photo 

services; Relationship Marketing and Community Relations; and 

Enrollment Systems Technology.    

 

5. The Vice President for University Advancement has responsibility for all 

development and fundraising, long-range strategic plans for University 

advancement which further the academic goals of the institution and which 

meet the Universityôs long-term need for increased private support; overall 

supervision of Alumni Programs, the Alumni Center and Advancement 

Services and relations with the Ball State University Foundation to assure 

that activities of the Foundation and the University are coordinated.  

 

6. The Vice President for Business Affairs and Treasurer is responsible for 

state and federal relations, all of the business and financial affairs of the 

University, including budgeting, accounting, auxiliary and service 

enterprises, and facilities planning, construction, buildings and grounds.  

 

7. The Vice President and CIO for Information Technology has responsibility 

for the design, implementation, and maintenance of the infrastructure for 

information technology throughout the campus, and the promotion, training, 

and support of technology use for academic, administrative, and 

professional activities.  

 

8. The Vice President for Student Affairs has responsibility for programs and 

services that address studentsô engagement and involvement in the life of 

the university as well as retention/graduation initiatives.  Among the areas 
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reporting to the Vice President for Student Affairs include:  Career Center, 

Counseling and Health Services, Dean of Students Office, Disabled Student 

Development, Housing and Residence Life, Multicultural Center, Deputy 

Coordinator for Title IX, Public Safety and Parking Services, Student 

Center, Student Legal Services, Student Life, Student Rights and 

Community Standards. 

 

   9.    The University Officers comprise the President, the Provost and Vice  

          President for Academic Affairs, the Vice President for Enrollment,  

          Marketing, and Communications, the Vice President for University  

          Advancement, the Vice President for Business Affairs and Treasurer, the  

          Vice President and CIO for Information Technology and the Vice President  

          for Student Affairs and Dean of Students.  
 

   ORGANIZATION FOR POLICY MAKING  
 

1. The principal agent for the formulation of educational policy at Ball State 

University is the University Senate (see the ñConstitution of the University 

Senate,ò Faculty and Professional Personnel Handbook).  Following the 

pages given to the Constitution is the Ball State University Council and 

Committee System as prepared by the Governance System Task Force, 

approved by University faculty, University Senate and adopted by the 

Board of Trustees, December 17, 2004. 

  

2. In addition to the University Senate, Ball State University has two other 

representative bodies - - a Staff Council elected by non-academic staff 

members, and a Student Senate - - which select their memberships 

according to the procedures set forth in their constitutions.  These two 

bodies may establish committees or boards and delegate certain 

responsibilities to them.  The Staff Council and the student Senate also have 

the privilege of making recommendations on matters of concern to the 

appropriate council or committee or to the Office of the President.  
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CONSTITUTION OF THE UNIVERSITY SENATE
1
 

 

Preamble  The purpose of this Constitution is to establish an orderly process whereby the  

academic-related groups may share in the determination of educational policy to the end that the 

purposes of Ball State University may be fully realized.  The Senate is advisory to the President and 

the Board of Trustees.  Organization for policy formation is not to be confused with administrative 

organization; the purpose of the latter being to designate clearly the responsibility and authority for 

performing certain institutional tasks that are dictated by accepted policy.  

 

I Duties and   1.  The University Senate shall serve as the body with primary responsibility for formation of  

   Responsibilities      educational policy at Ball State University.  

1.1 It has primary responsibility for decisions on the following matters of educational policy 

subject to review and acceptance or rejection by the President and/or Board of Trustees: 

1.11 Standards for admission, selection, and retention of students; 

1.12 Curricular requirements; 

1.13 Instructional standards; 

1.14 Requirements for granting of degrees; 

1.15 Standards of academic freedom and professional responsibility. 

1.2 It may advise the President and the Board of Trustees on the following matters of 

institutional policy: 

1.21 Appointment, promotion, tenure, and dismissal of faculty members and 

professional personnel; 

1.22 Programs related to faculty and professional personnel welfare such as salaries, 

insurance, and special leaves; 

1.23 Selection and removal of the President and principal academic officers having 

University-wide responsibilities as well as the creation or abolition of such 

offices; 

1.24 Current or projected budget decisions, and expenditures of funds allocated to 

instruction and academic or instruction-related research; 

1.25 Selection and retention of departmental and unit chairpersons and collegiate 

deans; and 

1.26 Principles and guidelines for other educational matters related to the mission and 

goals of the institution.  

1.3 The University Senate shall transmit its minutes, decisions, and policy recommendations to 

the President. The President will provide the Board of Trustees with the minutes of all 

University Senate meetings and will inform the Board of Trustees of University Senate 

actions.  The President will take to the Board all University Senate actions which require 

approval by the Board. 

 

2.  The University Senate may delegate such tasks and activities as it sees fit to its councils and  

     committees but shall itself remain charged with the following duties and responsibilities: 

2.1 To promote through all possible means the open and continuing discussion within the 

University of both broad educational questions and specific matters of academic concern; 

2.2 To serve as the final forum for determining an official opinion representing the academic 

community of the University on any issue affecting educational policies or the status and 

well-being of the faculty and professional personnel; 

2.3 To review expeditiously all policies and actions taken by its councils and committees, or 

forwarded to it by departments, colleges, and other governance units, and to make a specific 

disposition of each item as follows:  

2.31 Approval of it as received whenever the item is found to conform to established 

guidelines and principles; 

2.32 Return of it to the originating body with a clear written explanation of why it 

cannot be accepted in its existing form; or 

2.33 Referral of it to another governance unit, e.g., Council or Committee, to resolve 

any conflicts or uncertainties arising from possible effects on other programs or 

units; and 
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2.34 To ensure through continuous monitoring that all operations and activities of the 

governance system of the University function effectively and to take all actions 

necessary to maintain or restore sound functioning. 

 

3. University policies in all matters concerned with educational programs and with professional 

status and well-being take precedence over policies developed by individual academic or 

governance units. 

3.1 In cases where flexibility is permissible or desirable, the University Senate shall develop 

and approve guidelines and principles of procedure, approving policies developed by 

departments, colleges, and other governance units that conform to the guidelines and 

principles, or approving policies as desirable variants to guidelines and principles. 

3.2 Where no University policy exists, and no statement of guidelines or principles on a matter 

has been approved for use by departments, colleges, and governance units, those units may 

develop their own policies, the University Senate merely reviewing them to make certain 

they are fair and open in procedure and application, and making them a matter of record. 

3.3 In cases where departments, colleges, and governance units have developed policies on a 

matter subsequently made the subject of a University policy, the University policy shall 

prevail, and the colleges and other governance units must bring their policies into 

conformity with the University policy within an established reasonable time. 

 

II Membership   1.  Membership in the University Senate shall consist of the following elected and ex officio  

        representatives: 

1.1 By virtue of their offices the President of the University, the Provost and Vice President for 

Academic Affairs, the chairpersons of the three councils of the University Senate, and one 

academic dean selected annually by all such deans to represent them;  

1.2 One elected regular faculty representative from each department for staggered two-year 

terms; 

1.3 A total of two contract faculty elected for staggered two-year terms by and from the full-

time contract faculty;
2
 

1.4 One professional personnel representative, elected by and from each professional personnel 

area, for staggered two-year terms.  The electorate in each unit shall be the professional 

personnel on tenure, tenure-track, or continuing contracts.  For purposes of participation in 

the governance system, faculty with primary assignment in one of the professional areas 

shall be defined as professional personnel. 

1.5 By virtue of their offices the President of the Student Government Association; the 

President of the Student Senate, the President Pro Tempore of the Student Senate, one 

graduate student elected by the graduate student body at large, and six undergraduate 

students elected by the student body at large for one-year terms. In the case of vacancies 

the President of the Student Government Association shall appoint students to best 

represent the diverse student population at Ball State University.  

1.6 Needed adjustments will be made whenever changes occur in the number of units. 

 

2. No person except students may serve more than three consecutive full terms as an elected 

member of the Senate.  

 

3. All elections of faculty and professional personnel representatives to the University Senate will 

be conducted by the units which they represent under the Governance and Elections Committee.  

Student representatives will be appointed by the Student Government Association.  

Appointments shall be made and elections shall be held by 15 March
3
 each year for Senators to 

be seated in the fall.  

 

4. Ex officio and elected members of the Senate have full voting rights in University Senate and 

on University Senate standing committees.  Any member of the University Senate who is 

unable to attend one or more of its sessions may designate an alternate from the same unit for 

such meetings.  The alternate must register with the Secretary of the Senate to be eligible to 

participate and vote. 
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5. Resignations from the Senate must be submitted in writing to the Secretary of the Senate and 

contain a specific date of effectiveness.  

 

6. If an elected senator is unable to discharge his or her obligations, the electorate of the unit 

concerned may by majority vote request the Governance and Elections Committee to declare 

the seat vacant.  

 

7. When a faculty or professional personnel position is vacated in the Senate, a replacement will 

be elected to complete the original term through the same process used for electing the vacating 

representative.  The person chosen as a replacement will be eligible for later election to another 

full term.
4  

When a student position is vacated in the Senate, a replacement will be appointed by 

the President of the Student Government Association.  

 

8. The University Senate reserves the right to determine the eligibility of its members in 

accordance with this Constitution.  

 

9. Student members must meet eligibility requirements in accordance with the bylaws of the 

Student Government Association.  

 

 

III Structure and  1.   The University Senate shall have three elected officers, chosen by majority vote of the newly 

      Organization
5
        elected Senate to serve one year terms, who must be elected members and not ex officio  

          members of the Senate.  After the completion of Senator elections in the spring, a special  

           session of the Senate will be convened no later than 30 April for the purpose of electing Senate  

          officers and members of Senate Agenda Committee. Those eligible to vote during this session  

          will be newly elected Senators and sitting Senators who have one year remaining in their  

          current term.  Newly appointed and elected officers and committee members will be seated in  

          the fall, and current-sitting officers will continue to serve until the fall. 

1.1 The Chairperson shall conduct all meetings of the Senate, serve as chairperson of its 

Agenda Committee, and represent the University governance system to the President of 

the University and the Board of Trustees.  A parliamentarian shall be named each year by 

the Chairperson.  

1.2  The Vice Chairperson shall serve in all capacities as assistant to the Chairperson, as  

  presiding officer whenever the Chairperson is unable to perform the duties of the office,  

  shall serve as Vice Chairperson of the Agenda Committee, and as Chairperson of the  

   Governance and Elections Committee.  

1.3  The Secretary shall maintain and preserve all records of the Senate and governance system,  

  assisted by a permanent Undersecretary designated by the Provost and Vice President for  

  Academic Affairs, and shall serve as secretary of the Agenda Committee.  

 

2. Two standing committees of the Senate shall be maintained on a continuing basis: the Agenda 

Committee, and Governance and Elections Committee. 

       2.1 Agenda Committee
6
 

2.11 The membership of the committee shall consist of: the Provost and Vice President 

for Academic Affairs, ex officio, or a designee; the Chairperson, Vice 

Chairperson, and Secretary of the Senate; the Chairpersons of the Faculty Council, 

University Council and Campus Council; the President Pro Tempore of the 

Student Senate; and three elected members of the Senate chosen by the body, for 

staggered two year terms.  

 

      2.2  Governance and Elections Committee 

2.21 The membership of the committee shall consist of the following individuals: one 

faculty member, representing each college, elected by and from the Faculty 

Council for staggered two year terms; one academic dean chosen by all such 

deans for a two year term; two professional personnel, elected by and from the 

University Council for staggered two year terms; one student, elected by and from 
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the Campus Council for a one year term; the President of the University, ex 

officio, or a designee; the President of the Student Government Association, ex 

officio, or a designee; and the Vice Chairperson of the Senate, who shall serve as 

Chairperson of the committee.  A secretary shall be elected by the committee each 

year.  

 

3. In addition to its two standing committees the Senate may form such ad hoc committees or task 

forces as it deems necessary for carrying out its responsibilities.  No ad hoc committee or task 

force may continue in existence longer than twelve months unless its life is specifically 

extended by the Senate. 

 

4. Other Operating Procedures
7
 

4.1 All Councils and Committees will submit their minutes and policy recommendations to the 

Office of the University Senate. 

4.2 Policy recommendations shall require a simple majority vote of those present and voting to 

become the official recommendation of the University Senate.  These recommendations 

shall become official when the minutes are approved. 

4.3 All policies approved by previous Senates will remain in effect until they are changed by 

action of the University Senate. 

4.4 At least four meetings shall be scheduled each semester during the academic year.  The 

calendar shall be established by the Agenda Committee. 

4.5 The Senate must approve the Standing Rules of the Senate at the first meeting of the 

academic year.  

4.6 A quorum shall consist of a majority of the membership total, including the ex officio 

members.  

4.7 Any proposed changes to the Faculty and Professional Personnel Handbook which fall 

within the purview of the Senate must be approved by the Senate.  

 

 

IV University   1.  The Senate shall maintain three University Senate Councils ï the Campus Council, the Faculty 

      Councils and            Council, and the University Council ï to assist the University Senate in forming educational 

      Committees            policies.  The three University Senate Councils shall maintain the following standing   

        committees:  

1.1 Campus Council:  Events Programming and Scheduling, Public Safety, Student Activities, 

Student Center, Student Financial Assistance, Student Rights, Ethics and Standards, 

University Traffic Appeals Subcommittee, Parking Subcommittee; 

1.2 Faculty Council:  Academic Freedom and Ethics, Contract Faculty, Creative Arts, Creative 

Teaching, Graduate Education, Instructional Media Support, Library, Professional 

Education, Salary and Benefits, Special Leave, Teaching Evaluation, Undergraduate 

Education, University Grade Appeals, University Promotion and Tenure; 

1.3 University Council:  Academic Assessment and Institutional Research, Admissions and 

Credits, Athletics, Extended Education, Financial and Budgetary Affairs, Information 

Technology, Rinker Center for International Programs, Judicial, Master Planning and 

Facilities, Publications and Intellectual Properties, and Research.  

 

2. The establishment of new University Senate Councils and Council Standing Committees shall 

be recommended to the Senate by the Governance and Elections Committee. 

 

3. The membership of each council will elect by majority vote a Chairperson, Vice Chairperson 

and a Secretary for a one year term who will constitute the Executive Committee responsible 

for the following:  

3.1 Proposing assignments to each of the standing committees on the Councils; 

3.2 Preparing an agenda for each meeting of the Councils; 

3.3 Receiving and forwarding recommendations or issues approved by each Council.  
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4. The Chairperson for the Campus Council shall be a student; the chairperson for the Faculty 

Council shall be a faculty member; and the chairperson of the University Council shall be a 

professional personnel member. 

  

5. The duties of University Senate Councils and Council Committee officers shall be as follows:  

5.1 The chairperson shall conduct all meetings of the council or committee, provide leadership 

and coordination to the work of the body, and represent the body before others units of the 

governance system; 

5.2 The vice-chairperson shall serve as assistant to the chairperson and as presiding officer in 

the chairpersonôs absence: 

5.3 The secretary shall take the minutes of the council or committee and distribute them as 

directed, and shall serve as presiding officer in the absence of a vice chairperson whenever 

the chairperson is unable to perform the duties of the office.  

 

6. Ex officio members shall not vote or hold office on Councils or Council Committees. 

  

7. Each Council shall have the power to establish, on a temporary basis, ad hoc committees to 

inquire into a specific issue or topic related to its responsibilities and not under the jurisdiction 

of a Standing Committee.  Such ad hoc Committees shall be established by resolution of the 

entire Council, which shall specify the membership and duration of the ad hoc Committee.  

Each ad hoc Committee shall have a majority of its membership from Council members. 

 

8. All actions of University Senate Councils and Council Standing Committees which establish or 

alter educational policy shall be referred to the University Senate for approval.  Other actions 

not involving a change in educational policy shall be forwarded to the appropriate 

administrative officer.  Implementation of such action is the responsibility of the administrative 

officer in accordance with University procedures.  

 

9. All actions of University Senate Councils and Council Standing Committees are subject to 

review by the University Senate.  Such action may be initiated by the Agenda Committee or by 

a senator on the floor of the Senate supported by a majority of the members present and voting.  

 
10. Any three members of a University Senate Council or Council standing committee may petition 

the chairperson of that Council or Committee to call a meeting of that body.  

 

11. Meetings of councils, committees, and subcommittees are open meetings unless the chairperson 

announces in advance that a closed meeting is to be held for the purpose of discussing 

personnel issues.  Visitors may attend open meetings but are not permitted to participate unless 

invited to do so.
8
 

 

12. A quorum is a majority of the voting members serving on a council or committee.  

 

13. Each council or committee shall submit a written summary report of its activities at the end of 

each academic year to the Office of the University Senate.  

 

14. Each council or committee shall transmit its minutes, the summary report, and also all bylaws 

and operating procedures adopted by the body to the office of the University Senate to be 

distributed to: the Office of the President, the Chairperson of the Council, and the Executive 

Secretary of the Council, the Chairperson, Vice Chairperson, Secretary of the University 

Senate, the President of the Student Government Association, and the Ball State University 

Archives maintained by the University Libraries.   

 

The minutes of the Academic Freedom and Ethics Committee and the University Promotion 

and Tenure Committee insofar as they concern confidential personnel recommendations shall 

be distributed instead to the President, the appropriate Vice President, and the Chairperson of 

the Faculty Council.
9
  



 18 

15. University Senate Council or committee members who cannot attend a meeting may with the 

concurrence of the chairperson arrange to have an informed substitute attend, provided that 

such substitute was eligible at the time of the original appointment or election to be appointed 

or elected from or representing the same constituency, if any.
10

  A substitute may participate in 

the deliberations of the body and may vote, but only after proper registration with the secretary 

of the body before the start of the meeting.  When a position is vacated in the University Senate 

Councils, or Committees within the governance system, a replacement will be selected to 

complete the original term through the same process used for selecting the vacating 

representative.  The person chosen as a replacement will be eligible for later selection to 

another full term.
11

 

 

16. University Senate Councils or committee members who establish a pattern of absences from 

official meetings, thus depriving their unit or constituency of representation, may be replaced 

upon the recommendation of the chairperson or the written request of at least one-third of the 

membership of the committee or council affected.  Such recommendation or request shall be 

made to the Chairperson of the Governance and Elections Committee.  After review by the 

Governance and Elections Committee, and being satisfied that appropriate notification to those 

involved has been made, the Governance and Elections Committee shall declare the position 

vacant and will initiate appropriate replacement procedures.
12

  

 

17. In the event that no person can be found willing or able to serve as representative of a college 

on a standing committee according to constitutional provision, then the Governance and 

Elections Committee may, following consultation from the dean of the college in question, 

designate a replacement member from another college, to serve for that academic year only.  

The designee would be a committee member at large and not responsible for representing the 

interests of the college whose seat he or she has been given.
13

 

 

18. The word ñcollegesò in this document refers to the following colleges: College of Applied 

Sciences and Technology; College of Architecture and Planning; Miller College of Business; 

College of Communication, Information, and Media; College of Fine Arts; College of Sciences 

and Humanities; and Teachers College.
14

 

 

V  Amendments
15 

This Constitution can be amended in the following manner: (1) presenting a written statement of the 

proposed amendment at a regular meeting of the University Senate and then at the next regular 

meeting of the University Senate securing a majority vote of those present and voting.  If the 

proposed amendment receives such a majority vote, it will then be distributed to all faculty and 

professional personnel units; (2) securing approval of the proposed amendment by a two-thirds vote 

of all those present and voting at meetings held within the faculty and professional personnel units 

within sixty calendar days of notification for a unit meeting to be held, with vote results from each 

unit to be reported promptly by the unit Chairperson/Head to the Provost and Vice President for 

Academic Affairs; and (3) securing the approval of the University Board of Trustees for the 

proposed amendment.  

 

   THE UNIVERSITY COUNCIL AND COMMITTEE STRUCTURE  

 
I  General  Campus Council 

16 

    Structure   
   1.  Membership 

        The membership of the Campus Council shall consist of the following: 

1.1 Voting 

1.11 Two faculty appointed by the Faculty Council, for staggered two year terms;  

1.12 Two professional personnel appointed by the University Council, for staggered 

two year terms; 

1.13 Nine students appointed by the Student Government Association for one year 

terms; seven selected by the Student Government Association and two selected by 

the Residence Hall Association.  
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1.2 Non-Voting 

1.21 The Vice President for Enrollment, Marketing, and Communications, ex officio, 

or a designee;  

1.22 The Vice President for Business Affairs, ex officio, or a designee;  

1.23 The Vice President for University Advancement, ex officio, or a designee; 

1.24 The Vice President and CIO for Information Technology, ex officio, or a 

designee;  

1.25 The Provost and Vice President for Academic Affairs, ex officio, or a designee;  

1.26 The Chairperson of the Faculty Council, ex officio, or a designee;  

1.27 The Chairperson of the University Council, ex officio, or a designee. 

1.28 The Vice President for Student Affairs, ex officio, or a designee. 

 

2. Structure 
17

 

The membership will elect by majority vote a Chairperson, who must be a student, a Vice 

Chairperson and a Secretary for a one-year term which will constitute an Executive Committee 

responsible for the following: 

 

2.1 Proposing committee assignments to each of the standing committees on the Councils;  

 

2.2 Preparing an agenda for each meeting of the Campus Council;  

 

2.3 Receiving, considering and forwarding recommendations or issues approved by the 

Campus Council.  

 

2.4 The following six standing committees shall be maintained on a continuing basis: Events 

Programming and Scheduling, Public Safety, Student Activities, Student Center, Student 

Financial Assistance, and Student Rights, Ethics and Standards.  

 

In addition, the Campus Council may form such ad hoc committees as it deems necessary 

for carrying out its responsibilities, subject to the following conditions: 

2.41 Submission of a written report to the University senate at the time of the ad hoc 

committeeôs formation to explain its purpose, membership and expected date for 

completion of tasks and dissolution;  

2.42 Limitation of the existence of any ad hoc committee to a period not exceeding 

twelve months from the date of formation, unless the Council approves a specific 

extension or authorizes that the ad hoc committee be replaced by a new standing 

committee.  

 

3.    Responsibilities: 

 

       The Campus Council is responsible for the following initiatives and activities: 

 

3.1 To consider and develop policies and practices on matters relating to student organizations, 

activities, conduct, discipline, placement, health, financial assistance, intramural sports and 

recreational programs, counseling, and other non-academic student interests, concerns, and 

welfare; 

3.2 To consider and develop policies and practice on matters dealing with programs and  

special events affecting the cultural life of the University and its regional community; 

3.3 To act in an advisory capacity to those who administer the various programs related to 

student and campus life;  

3.4 To conduct studies and make recommendations on matters referred to the Council;  

3.5 To consider and develop policies and procedures on other non-academic matters which 

affect the campus community.  

3.6 To approve all appointments to the standing committees on the Council.  
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4.   Standing Committees 

 

   1.   Events Programming and Scheduling Committee 
 

         1.1   Membership ï The membership of the Events Programming and Scheduling Committee 

    shall consist of the following: 

1.11     Voting 

            1.111  Two members appointed by the Campus Council, of whom at least one 

          appointee must be a member of that Council, for staggered two year terms; 

1.112 Two faculty, appointed by the Faculty Council, for staggered two year 

terms;  

1.113 Two professional personnel, appointed by the University Council, for 

staggered two year terms; 
18

 

1.114 Two students with special interest or expertise in the performing arts to be 

appointed by the Student Government Association, for one year terms; 

1.115 Four members from the community or region to be appointed by the 

President of the University, for staggered two year terms. 

1.121 Non-Voting 

1.121   The Dean of the College of Fine Arts, ex officio, or a designee; 

1.122 The Executive Director of Alumni Programs Office, ex officio, or a 

designee;  

1.123 The Director of Emens Auditorium, ex officio, or a designee;  

1.124 The Director of Sports Facilities Management, ex officio, or a designee;  

1.125 The Associate Director of Emens Auditorium, ex officio, or a designee;  

1.126 One representative from the Student Center Committee. 

 

       1.2  Responsibilities - The Events Programming and Scheduling Committee is responsible for  

 the following initiatives and activities: 

 1.21 To elect a Chairperson and a Secretary from its appointed membership by  

   majority vote for a one-year term; 

  1.22 To forward minutes of each committee meeting to the Chairperson of the Campus  

  Council within a timely manner; 

  1.23 To initiate, recommend and implement policies and administrative procedures for  

  scheduling University sponsored cultural and entertainment programs and  

  convocations; 

  1.24 To evaluate auditorium and convocation programs and make recommendations,  

  when appropriate; 

  1.25 To consult with the Director of Emens Auditorium concerning events to be  

  scheduled in Emens Auditorium; 

  1.26 To consult with the Director of Sports Facilities Management concerning events  

  to be scheduled in Worthen Arena;  

  1.27 To consult with appropriate University officials concerning programming  

  scheduled in other University facilities; 

  1.28 To consult with appropriate University officials concerning planning for future  

  event facilities; 

  1.29 To evaluate University event facilities concerning programming in University  

  facilities on a continuing basis.   

 

2.   Public Safety Committee
 

      2.1   Membership ï The membership of the Public Safety Committee shall consist of the  

 following: 

 2.11   Voting 

     2.111  Two members appointed by the Campus Council, of whom at least one  

        appointee must be a member of that Council, for staggered two year terms; 

2.112 Two faculty appointed by the Faculty Council, for staggered two year terms; 

              2.113  Two professional personnel, appointed by the University Council, for  

            staggered two year terms; 
19 
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2.114  Two students appointed by the Student Government Association, for one year  

        terms. 

    2.12   Non-Voting   

2.121  The Director of Public Safety, ex officio, or a designee; 

2.122 President of the Staff Council, ex officio, or a designee;  

2.123 Victim Advocate, ex officio, or a designee; 

2.124 Associate Vice President for Facilities Planning and Management, ex officio, 

or a designee. 

 

2.2   Responsibilities ï The Public Safety Committee is responsible for the following initiatives and        

        activities: 

2.21 To elect a Chairperson and a Secretary from its appointed membership by majority vote 

for a one year term; 

2.22 To forward minutes of each committee meeting to the Chairperson of the Campus 

Council within a timely manner;  

2.23 To recommend policies and procedures related to the administration of the University 

public safety program;  

2.24 To recommend policies and procedures relating to the administration of the University 

parking policies;  

2.25 To act in an advisory capacity to the Director of Public Safety;  

2.26 To serve as a liaison agency in interpreting public safety programs to students, faculty 

and staff;  

2.27 To evaluate the Public Safety program and make recommendations, when appropriate.   

 

2.3   There shall be two standing subcommittees of the Public Safety Committee: the Parking  

        Subcommittee and the University Traffic Appeals Subcommittee. 

           2.31    Membership ï The membership of the Parking Subcommittee shall consist of the  

         following: 

      2.311 Voting 

  2.3111 Two student representatives appointed by the Student Government  

   Association for a one year term; 

  2.3112 Two members of the Campus Council, appointed for staggered two year  

   terms; 

  2.3113 Two members of the Faculty Council, appointed for staggered two year  

   terms; 

     2.3114 Two members of the University Council, appointed for staggered two  

      year terms; 

     2.3115 Two members from the community or region to be appointed by the  

      President of the University, for staggered two year terms; 

        2.312 Non-voting 

     2.3121 The Associate Dean for Student Affairs and Director of   

      Housing/Residence Life, ex officio, or a designee;  

     2.3122 The Director of Public Safety, ex officio, or a designee; 

     2.3123 The University Police Parking Enforcement Coordinator, ex officio, or a  

      designee. 

 

        2.32  Responsibilities ï The Parking Subcommittee shall be responsible for  the following  

    initiatives and activities: 

2.321 To elect a Chairperson and a Secretary from its appointed membership by a 

majority vote for a one year term; 

       2.322 To forward minutes of each committee meeting to the Chairperson of the Public  

     Safety Committee within a timely manner; 

       2.323  To consider and recommend policies on matters relating to Parking Services.   

 

2.4   The University Traffic Appeals Subcommittee is as follows. 

           2.41     Membership ï The membership of the University Traffic Appeals Subcommittee shall  
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          consist of the following: 

       2.411Voting 

  2.4111 Two student representatives appointed by the Student Government  

   Association, for a one year term;  

  2.4112 Two members of the Campus Council, appointed for staggered two year  

   terms;  

  2.4113 Two members of the Faculty Council, appointed for staggered to year  

   terms;  

  2.4114 Two members of the University Council, appointed for staggered two  

   year terms; 

  2.4115 Two members appointed by the President of the University to represent  

   staff and service personnel, for staggered two year terms.  

         2.412 Non-voting 

     2.4121 The Director of Public Safety, ex officio, or a designee.  

 

           2.42    Responsibilities ï The University Traffic Appeals Subcommittee shall be responsible for  

         the following initiatives and activities:  

2.421  To elect a Chairperson and a Secretary from its appointed membership by 

   majority vote for a one-year term; 

2.422  To forward minutes of each committee meeting to the Chairperson of the Public  

   Safety Committee within a timely manner; 

2.423  To hear appeals related to vehicular traffic and parking violations.    

 

3.   Student Activities Committee 
20 

3.1  Membership ï The membership of the Student Activities Committee shall consist of the 

following: 

3.11 Voting 

3.111 Two members appointed by the Campus Council, of whom at least one 

appointee must be a member of that Council, for staggered two year terms;  

3.112 Two faculty appointed by the Faculty Council for staggered two-year terms; 

3.113 Two members appointed by the University Council for staggered two year 

terms;  

3.114 Three students appointed by the Student Government Association for one   

year terms.  

3.12   Non-Voting 

            3.121   The Director of Student Organizations and Activities, ex officio,  or a  

           designee; 

            3.122    President of Student Government Association, ex officio, or a designee;  

3.122 The Director of Recreation Services, ex officio, or a designee. 

 

3.2 Responsibilities ï The Student Activities Committee is responsible for the following 

initiatives and activities:  

3.21 To elect a Chairperson and a Secretary from its appointed membership by majority 

vote for a one year term; 

3.22 To forward minutes of each committee meeting to the Chairperson of the Campus 

Council within a timely manner;  

3.23 To receive and consider proposals dealing with student activities policies from the 

Student Government Association;  

3.24 To initiate and recommend policies in matters related to student activities and 

organizations; 

3.25 To advise those who administer student activities programs and residence hall 

programming;  

3.26 To grant recognition to student organizations, subject to review by the President of 

the University or a representative;  

3.27 To evaluate publications, policies, and procedures related to student organizations 

and to make recommendations, when appropriate.   
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4.   Student Center Committee 
21 

4.1   Membership ï The membership of the Student Center Committee shall consist of the  

        of the following: 

4.11 Voting 

4.111 Two members appointed by the Campus Council, of whom at least one 

appointee must be a member of that Council, for staggered two year terms;  

4.112 Two faculty appointed by the Faculty Council, for staggered two year 

terms;  

4.113 Two professional personnel, appointed by the University Council, for 

staggered two year terms; 

4.114 Four students appointed by the Student Government Association, for one 

year terms;  

4.115 One student representative appointed by the University Program Board, for 

a one year term.  

4.12    Non-Voting 

           4.121  The Director of the Student Center, ex officio, or a designee;  

           4.122  The Assistant Vice President for Student Affairs and Director of Student Life, 

         ex officio, or a designee; 

           4.123  The Director of Emens Auditorium, ex officio, or a designee.  

   

4.2 Responsibilities ï The Student Center Committee is responsible for the following initiatives 

and activities:  

4.21 To elect a Chairperson and a Secretary from its appointed membership by majority 

vote for a one year term; 

4.22 To forward minutes of each committee meeting to the Chairperson of the Campus 

Council within a timely manner;  

4.23 To evaluate Student Center policies and procedures, and to make recommendations, 

when appropriate.  

4.24 To evaluate the Student Center programs and operations and to make 

recommendations, when appropriate;  

4.25 To assist in assessment of programs and services to various constituents, and to make 

recommendations, when appropriate.  

 

5.   Student Financial Assistance Committee 

      5.1   Membership ï The membership of the Student Financial Assistance Committee shall  

 consist of the following:  

5.11 Voting 

5.111 Two members appointed by the Campus Council, of whom at least one 

appointee must be a member of that Council, for staggered two year terms;  

5.112 Two faculty appointed by the Faculty Council, for staggered two year 

terms;  

5.113 Two professional personnel, appointed by the University Council, for 

staggered two year terms; 
22

 

5.114 Two students appointed by the Student Government Association, for one 

year terms.  

5.12 Non-Voting 

5.121 The Director of Scholarships and Financial Aid, ex officio, or a designee.  

 

        5.2    Responsibilities ï The Student Financial Assistance Committee is responsible for the  

    following initiatives and activities: 

5.21 To elect a Chairperson and a Secretary from its appointed membership by majority 

vote for a one-year term; 

5.22 To forward minutes of each committee meeting to the Chairperson of the Campus 

Council within a timely manner; 
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5.23 To evaluate policies and procedures on matters relating to awarding student 

financial assistance, including scholarships, grants, grants-in-aid, loans, and 

student employment; and to make recommendations, when appropriate;   

5.24 To serve as the appeals body to hear student grievances relating to the awarding 

and continued receipt of financial assistance;  

5.25 To evaluate student financial assistance programs and procedures and to make 

recommendations when appropriate.   

 
6.   Student Rights, Ethics and Standards Committee 

      6.1  Membership ï The membership of the Student Rights, Ethics and Standards 

  Committee shall consist of the following: 

 6.11   Voting 

           6.111Two members appointed by the Campus Council, of whom at least one  

     appointee must be a member of that Council, for staggered two year terms;      

6.112 Two faculty appointed by the Faculty Council, for staggered two year terms; 

6.113 Two professional personnel, appointed by the University Council, for staggered 

two year terms; 
23

 

6.114 Two students appointed by the Student Government Association, for one year 

terms. 

6.12   Non-Voting  

6.121 The Provost and Vice President for Academic Affairs, ex officio, or a 

designee; 

6.122 The Vice President for Enrollment, Marketing, and Communications, ex 

officio, or a designee;  

6.123 The Vice President of the Student Government Association, ex officio, or a 

designee.  

6.124 The Vice President for Student Affairs, ex officio, or a designee.  

 

6.2 Responsibilities ï The Student Rights, Ethics and Standards Committee is responsible for 

the following initiatives and activities:  

6.21 To elect a Chairperson and a Secretary from its appointed membership by majority 

vote for a one-year term; 

6.22 To forward minutes of each committee meeting to the Chairperson of the Campus 

Council within a timely manner; 

6.23 To initiate, review and recommend policies and procedures on matters related to 

student rights and responsibilities, standards of conduct, and discipline;  

6.24 To work with the Faculty Council to develop policies and procedures related to 

academic ethics, grade appeals and other student academic grievances;  

6.25 To evaluate and review student rights and responsibilities, ethics and standards.  

 
   Faculty Council 

24 

       

   1.  Membership 

        The membership of the Faculty Council shall consist of the following: 

 

1.1 Voting 

1.11 The forty-nine elected faculty members to the University Senate, for staggered 

two year terms; 

1.12 The two elected contract faculty members to the University Senate, for staggered 

two year terms. 

1.2 Non-Voting 

    1.21 The Chairperson of the Campus Council, ex officio, or a designee; 

    1.22 The Chairperson of the University Council, ex officio, or a designee; 

1.23 The Provost and Vice President for Academic Affairs, ex officio, or a designee.  
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2.   Structure 

The membership will elect by majority vote a Chairperson, who must be a faculty member, 

Vice Chairperson and a Secretary for a one-year term which will constitute an Executive 

Committee responsible for the following:  

2.1 Proposing committee assignments to each of the standing committees on the Councils; 

2.2 Preparing an agenda for each meeting of the Faculty Council; 

2.3 Receiving, and forwarding recommendations or issues approved by the Faculty Council; 

2.4 Fourteen other standing committees of the Faculty Council shall be maintained on a 

continuing basis.  They are:  Academic Freedom and Ethics, Contract Faculty, Creative 

Arts, Creative Teaching, Graduate Education, Instructional Media Support, Library, 

Professional Education, Salary and Benefits, Special Leave, Teaching Evaluation, 

Undergraduate Education, University Grade Appeals Committee, and University 

Promotion and Tenure.  

 

In addition, the Faculty Council may form such ad hoc committees as it deems necessary 

for carrying out its responsibilities, subject to the following conditions: 

2.41 Submission of a written report to the University Senate at the time of the ad hoc 

committeeôs formation to explain its purpose, membership and expected date for 

completion of tasks and dissolution;  

2.42 Limitation of the existence of any ad hoc committee to a period not exceeding 

twelve months from the date of formation, unless the Council approves a specific 

extension or authorizes that the ad hoc committee be replaced by a new standing 

committee.  

 

3.    Responsibilities: 

 

       The Faculty Council is responsible for the following initiatives and activities: 

 

3.1 To consider and develop policies and procedures on matters regarding all academic 

policies and programs; academic freedom and ethics; the appointment, promotion, tenure, 

and dismissal of faculty members and tenured professional personnel acting in a faculty 

capacity; salaries; benefit programs; and other conditions of employment affecting faculty. 

3.2 To consider and develop policies and procedures on matters regarding the health and 

personal well-being of faculty and the welfare of emeriti faculty;  

3.3 To consider and develop policies, procedures and programs regarding scholarly activities; 

leaves of absence; and other opportunities for professional development; 

3.4 To solicit and survey opinions of the faculty on matters concerning their interests and 

welfare and to recommend appropriate action; 

3.5 To act in an advisory capacity to those who administer the various programs related to the 

status, remuneration, and well-being of faculty and emeriti faculty; 

            3.6  To approve all appointments to the standing committees on the Council.  

 

4.   Standing Committees  

 

   1.   Academic Freedom and Ethics Committee 
25 

         1.1  Membership ï The membership of the Academic Freedom and Ethics 

Committee shall consist of the following appointed members:  

1.11  Voting 

1.111 Seven tenured faculty members, one representing each college, one of whom 

must be a member of Faculty Council, appointed by the Faculty Council, for 

staggered two year terms;  

1.112 Two professional personnel, appointed by the University Council, for 

staggered two year terms. 

1.12   Non-Voting 

         1.121   The Provost and Vice President for Academic Affairs, ex officio, or a  

        designee.  
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1.2 Responsibilities ï The Academic Freedom and Ethics Committee is responsible for the 

following initiatives and activities: 

1.21 To elect a Chairperson and a Secretary from its appointed faculty membership by 

majority vote for one year terms; 

1.22 To forward minutes of each committee meeting to the Chairperson of the Faculty 

Council within a timely manner; 

1.23 To develop and review guidelines and policies for academic freedom and academic 

ethics issues for the University. 

1.24 To receive any allegations regarding alleged interference with academic freedom and 

alleged breaches of academic ethics involving a faculty member or a professional 

personnel member.  These allegations must be submitted in writing to the Chairperson 

of the Faculty Council and must contain specific documentation supporting each of 

the allegations; 

1.25 To review cases or situations involving a faculty member or a professional personnel 

member;  

1.26 To recommend, after review of each case brought to the committee, one of the 

following: 

1.261 An action consistent with the Faculty and Professional Personnel Handbook 

concerning disciplinary action or termination; 

1.262 Referral to the Judicial Committee of the University Council.  

1.27 To submit confidential committee findings, in writing, to the involved parties and the 

Provost and Vice President for Academic Affairs.  

 

1.3 No one may serve on a panel reviewing a case brought before the committee who has had 

previous involvement with the case, or who is assigned to the same department or 

administrative areas as any of the principals in the case, or who is related by blood or 

marriage to any of principals.  

 

2.   Contract Faculty Committee 
26 

      2.1  Membership ï The membership of the Contract Faculty Committee shall consist of  the 

 following: 

2.11 Voting 

2.111 Two members appointed by the Faculty Council, one of whom must be a 

member of Faculty Council, for staggered two year terms;  

2.112 One full-time contract faculty member elected by and from the Contract 

Faculty of each college, for staggered two year terms;  

 

Colleges may elect tenure-line faculty members if no willing contract faculty 

member is available; only full-time contract faculty and those who hold half-

time or more contracts for more than one year will elect their own 

representatives to Contract Faculty Committee;  

2.113 One undergraduate and one graduate student appointed by the Student 

Government Association, for one year terms.  

 

2.12 Non-Voting 

2.121 The Provost and Vice President for Academic Affairs, ex officio, or a 

designee.  

 

      2.2   Responsibilities ï The Contract Faculty Committee is responsible for the following 

 initiatives and activities: 

2.21 To elect a Chairperson and a Secretary from the appointed membership by majority 

vote for a one year term;  

2.22 To forward minutes of each committee meeting to the chairperson of the Faculty 

Council within a timely manner; 

2.23 To initiate and recommend procedures for implementing University policies 

affecting full-time contract faculty; 
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2.24 To review existing policies and procedures affecting contract faculty and to 

recommend changes in those policies and procedures when appropriate.  

 

3.   Creative Arts Committee 

      3.1  Membership ï The membership of the Creative Arts Committee shall consist of 

the following: 

3.11 Voting 

3.111 Seven members appointed by the Faculty Council, one of whom must be a 

member of Faculty Council, one representing each college, for staggered two 

year terms:  

3.112 One undergraduate student and one graduate student appointed by the Student 

Government Association, for one year terms.  

3.12 Non-Voting 

3.121 The Dean of the College of Fine Arts, ex officio, or a designee; 

3.122 The Director of the Office of Sponsored Programs, ex officio, or a designee.   

 

3.2 Responsibilities ï The Creative Arts Committee is responsible for the following initiatives 

and activities: 

3.21 To encourage, strengthen, and foster the creative arts at the University at all levels. 

3.22 To solicit and evaluate proposals for Creative Arts Grants and to recommend to the 

Provost and Vice President for Academic Affairs, the Associate Provost for Research 

and Dean of the Graduate School, and the Director of the Office of Sponsored 

Programs those proposals which merit funding by the University.  

3.23 To initiate and recommend policies and procedures for Creative Arts Grants at the 

University;  

3.24 To conduct continuous evaluation of the Creative Arts Program. 

 

4.   Creative Teaching Committee 
26 

      4.1   Membership ï The membership of the Creative Teaching Committee shall consist of the  

 following: 

4.11 Voting 

4.111 Seven members, one representing each college, selected by and from the 

membership of the Faculty Council, for staggered two year terms;  

4.112 One undergraduate student and one graduate student appointed by the Student 

Government Association, for one year terms.  

4.12 Non-Voting 

4.121 The Provost and Vice President for Academic Affairs, ex officio, or a 

designee.  

 

4.2 Responsibilities ï The Creative Teaching Committee is responsible for the following 

initiatives and activities:  

4.21 To elect a Chairperson and a Secretary from its appointed faculty membership by 

majority vote for one year terms;  

4.22 To forward minutes of each committee meeting to the Chairperson of the Faculty 

Council within a timely manner;  

4.23 To encourage, strengthen, and foster creative teaching at the University at all levels.  

4.24 To solicit and evaluate all proposals for Creative Teaching Grants, and to recommend 

to the Provost and Vice President for Academic Affairs those proposals which merit 

funding by the University.  

4.25 To initiate and recommend policies and procedures for Creative Teaching Grants at 

the University.  

4.26 To conduct evaluation of the Creative Teaching Grants program.  
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5.   Graduate Education Committee
27 

      5.1    Membership ï The membership of the Graduate Education Committee shall consist of the  

 following: 

5.11 Voting 

5.111 Two members appointed by and from the Faculty Council who are members 

of the Graduate Faculty, for staggered two year terms;  

5.112 Eleven members of the Graduate Faculty elected by and from the regular 

Graduate Faculty, with the number of representatives from each college 

based on the ratio of that collegeôs membership in the total Graduate Faculty, 

for staggered two year terms:  

5.113 Three members of the Graduate Faculty appointed by the Faculty Council 

upon recommendation by the Dean of the Graduate School for staggered two 

year terms:  

5.114 Seven graduate students appointed by the Campus Council, from each college 

offering graduate programs for one year terms. 

5.12 Non-Voting 

5.121 The Provost and Vice President for Academic Affairs, ex officio, or a 

designee;  

5.122 The Dean of the Graduate School, ex officio, or a designee;  

5.123 The Assistant Dean of the Graduate School, ex officio, or a designee.  

 

5.2 Responsibilities ï The Graduate Education Committee is responsible for the following 

initiatives and activities: 

5.21 To elect a Chairperson and a Secretary from its appointed faculty membership by 

majority vote for one year terms:  

5.22 To forward minutes of each committee meeting to the Chair of the Faculty Council 

within a timely manner;  

5.23 The officers and the Dean of the Graduate School, ex officio, or a designee, shall 

constitute an Executive Committee to prepare an agenda for each meeting and to 

expedite committee business.  

5.24 To initiate and recommend policies and procedures for the administration of the 

graduate programs on matters relating to admissions, retention, curricular 

requirements, residence, research papers and theses, advanced standing, examinations, 

class sizes, and other duties necessary for the successful operation of the graduate 

programs;  

5.25 To recommend the addition, deletion, or modification of graduate curricula and 

programs;  

5.26 To evaluate and approve all interdisciplinary graduate courses and programs; 

5.27 To evaluate graduate programs and to make recommendations, when appropriate;  

5.28 To confer with other councils and committees when problems of mutual concern 

arise;  

5.29 To initiate and recommend policies and procedures on matters concerning the 

establishment of qualifications for doctoral fellows, graduate assistants, and the 

proposed recipients of honorary degrees;  

5.30 To evaluate and approve Graduate Faculty Policies. 

   

6.   Instructional Media Support Committee 
28 

      6.1   Membership ï The membership of the Instructional Media Support Committee shall  

 consist of the following: 

6.11 Voting 

6.111 Seven faculty members, one representing each college, at least one of whom 

must be a member of the Faculty Council, appointed by the Faculty Council, 

for staggered two year terms; 

6.112 One professional personnel appointed by University Council for a two year 

term;  
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6.113 One student appointed by Student Government Association, for a one year 

term.  

6.12 Non-Voting 

6.121 The Executive Director of Teaching and Learning Advancement, ex officio, 

or a designee:  

6.122 The Director of the Teleplex, ex officio, or a designee;  

6.123 The Director of Information Technology Services, ex officio, or a designee;  

6.124 The Chairperson of the Information Technology Committee, ex officio, or a 

designee.  

 

6.2 Responsibilities ï The Instructional Media Support Committee is responsible for the 

following initiatives and activities: 

6.21   To elect a Chairperson, who must be an elected member of Faculty Council, and a  

           Secretary from its appointed faculty membership by majority vote for one year     

          terms; 

    6.22   To forward minutes of each committee meeting to the Chairperson of the Faculty  

              Council within a timely manner; 

    6.23   To receive and consider recommendations for improving instructional media,  

              extended education technologies, and related academic computing procedures and  

              practices; 

    6.24   To evaluate instructional media support, extended education technologies, and  

              instructional computer technology.  

 

   7.   Library Committee 
29 

         7.1   Membership ï The membership of the Library Committee shall consist  of the following: 

7.11 Voting 

7.111 Seven faculty appointed by the Faculty Council, one representing each 

college, at least one of whom must be a member of the Faculty Council, for 

staggered two year terms;  

7.112 One undergraduate and one graduate student appointed by the Student 

Government Association, for one year terms;  

7.113 Two professional personnel with primary appointment in different 

professional areas appointed by University Council, for staggered two year 

terms;  

7.114 One member appointed from the Graduate Education Committee, for a one 

year term; 

7.115 One member appointed by the Undergraduate Education Committee, for a one 

year term.  

       7.12   Non-Voting 

           7.121  The Dean of University Libraries, ex officio, or a designee.  

 

7.2 Responsibilities ï The Library Committee is responsible for the following initiatives and 

activities:  

7.21 To elect a Chairperson and a Secretary from its appointed faculty membership by  

         majority vote for one year terms; 

7.22  To forward minutes of each committee meeting to the Chairperson of the Faculty  

          Council within a timely manner;  

7.23  To initiate and recommend policies and procedures for the operation of the University  

          Libraries; 

7.24  To receive and consider recommendations for improving library procedures and  

          practices: 

7.25  To evaluate University Libraries services, particularly through departmental library  

         representatives, and to make recommendations, when appropriate.  
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   8.  Professional Education Committee 
30 

     8.1    Membership ï The membership of the Professional Education Committee shall consist of  

 the following:  

Faculty representatives from the respective colleges must be designated as Professional  

Education Faculty Category I and shall be elected according to procedures established by  

those colleges for staggered two year terms. 

8.11   Voting 

8.111 Dean of Teachers College; 

8.112 Associate Dean of Teachers College, or designee;  

8.113 The Chairpersons of the following Departments: Educational Psychology, 

Educational Studies; Elementary Education; Special Education, or a 

designee; 

8.114 Two faculty elected by and from the College of Applied Sciences and 

Technology, for staggered two year terms; 

8.115 One faculty elected by and from the College of Business, for a two year term; 

8.116 One faculty elected by and from the College of Communication, Information, 

and Media, for a two year term; 

8.117 One faculty elected by and from the College of Fine Arts, for a two year 

term;  

8.118 Three faculty elected by and from the College of Sciences and Humanities, 

for staggered two year terms; 

8.119 Two faculty elected by and from the Teachers College, for two year terms;  

8.120 One graduate student appointed by Professional Education Committee, for a 

one year term; 

8.121 One undergraduate student appointed by Professional Education Committee, 

for a one year term;  

8.122 Three representatives appointed from K-12 public education (two teachers 

and an administrator who currently hold the rank of adjunct professor at Ball 

State University) appointed by Professional Education Committee, for two 

year terms. 

 

8.2 Responsibilities ï The Professional Education Committee is responsible for the following:   

8.21  To elect a Chairperson and a Secretary from its appointed faculty membership by  

  majority vote for one year terms; 

    8.22  To forward minutes of each committee meeting to the Chairperson of the Faculty  

  Council within a timely manner;  

    8.23  To review curriculum revisions which have an impact on professional education  

  programs;  

               8.24  To continually review and evaluate academic policies which affect professional  

             preparation of teachers; 

    8.25  To review proposed revisions to  academic policies affecting the professional  

             preparation of teachers;  

    8.26  To approve applications for classification as professional education faculty.  

 

9.   Salary and Benefits Committee 
31 

9.1   Membership ï The membership of the Salary and Benefits Committee shall consist of the  

 following:  

9.11   Voting 

9.111  Seven members selected by and from the membership of the Faculty Council,  

 one representing each college, for staggered two year terms;  

9.112   One Professional Personnel member appointed by the University Council, for  

  staggered two year terms. 

9.113   One member appointed by and from the University Councilôs Financial and  

  Budgetary Affairs Committee, for a one year term. 

9.12   Non-Voting 

         9.121   The Provost and Vice President for Academic Affairs, ex officio, or a 
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        designee. 

9.122 The Vice President for Business Affairs, ex officio, or a designee.  

 

9.2 Responsibilities ï The Salary and Benefits Committee is responsible for the following 

initiatives and activities:  

9.21 To elect a Chairperson and a Secretary from its appointed faculty membership by 

majority vote of the committee, for one year terms;  

9.22 To forward minutes of each committee meeting to the Chairperson of the Faculty 

Council within a timely manner;  

9.23 To monitor and evaluate salary and benefit programs, including those concerning 

emeriti, and recommend appropriate changes and improvements.  

9.24 To initiate reviews and assessments of market conditions periodically and make 

appropriate recommendations for adjustments regarding incremental money 

distributed for market purposes;  

9.25 To review the administration of faculty salary programs annually, working with the 

President or the Provost and Vice President for Academic Affairs, to assure 

compliance with established policies;  

9.26 To review for approval all criteria and processes regarding faculty salaries for all 

units.  

9.27 To act in an advisory capacity to those who administer faculty salary and benefit 

programs for the University and to represent the interests of the faculty in discussions 

with such persons.  

 

10. Special Leave Committee 
32

 

10.1 Membership ï The membership of the Special Leave Committee shall consist of the 

following:  

10.11   Voting 

10.111  Seven tenure and tenure track faculty members, one elected from each  

 college, for staggered two year terms;   

      10.12    Non-Voting 

10.121  The Provost and Vice President for Academic Affairs, ex officio, or a  

 designee. 

 

10.2 Responsibilities ï The Special Leave Committee is responsible for the following 

initiatives and activities: 

10.21 To elect a Chairperson and a Secretary from its appointed faculty membership by 

majority vote for one year terms;  

10.22 To forward minutes of each committee meeting to the Chairperson of the Faculty 

Council within a timely manner;  

10.23 To initiate, monitor, evaluate, and recommend policies and procedures concerning 

leaves of absence.  

10.24 To solicit applications for special assigned leaves with pay, to evaluate and rank 

the applications according to established criteria, and to report its findings 

according to established policies.  

10.25 To act in an advisory capacity to those who administer other leaves of absence 

programs.  

 

11. Teaching Evaluation Committee 
33

 

11.1 Membership ï The membership of the Teaching Evaluation Committee shall consist of 

the following:  

11.11 Voting 

11.111 Seven members, one representing each college appointed by the Faculty  

 Council, one of whom must be a member of Faculty Council, for  

 staggered two year terms; 

11.112 Two members appointed by the University Council for staggered two 

year terms; 
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11.113 One undergraduate student and one graduate student appointed by the 

Student Government Association for one year terms; 

11.114 One member appointed by and from the Extended Education Committee 

for a one year term. 

       11.12   Non-Voting 

     11.121   The Executive Director of the Office of Teaching and Learning  

                   Advancement, ex officio, or a designee; 

11.122   The Director of Unified Technology Support, ex officio, or a designee;  

11.123   The Assistant Director of Research and Design, ex officio, or a designee. 

               

11.2 Responsibilities ï The Teaching Evaluation Committee is responsible for the following 

initiatives and activities: 

11.21 To elect a Chairperson and a Secretary from its appointed faculty membership by 

majority vote for one year terms;  

11.22 To forward minutes of each committee meeting to the Chairperson of the Faculty 

Council within a timely manner;  

11.23 To evaluate the University Policy for Evaluation of Teaching and Guidelines to be 

Following in Evaluation of Teaching and to make recommendations, when 

appropriate;  

11.24 To review and approve department policies and procedures for the evaluation of 

teaching on a rotating three-year cycle or whenever a department makes a 

substantial change;  

11.25 To initiate and oversee the implementation of policies to insure the security of data 

collected by Information Technology Services.   

 

12.   Undergraduate Education Committee 
34 

        12.1  Membership ï The membership of the Undergraduate Education Committee shall consist  

    of the following: 

12.11 Voting 

12.111  Seven members appointed by and from the Faculty Council, for 

 staggered two year terms; 

12.112  Fourteen faculty, two from each college, shall be elected by the faculty of  

 that college, for staggered two year terms; 

12.113  Three undergraduate students appointed by the Student Government  

 Association, for one year terms. 

12.12 Non-Voting 

12.121  The Provost and Vice President for Academic Affairs, ex officio or a 

 designee; 

     12.122  The Director of Academic Systems, ex officio, or a designee; 

     12.123  One Academic Advising Resource Center Coordinator appointed by the  

      Faculty Council, ex officio, or a designee.  

 

12.2 Responsibilities ï The Undergraduate Education Committee is responsible for the 

following initiatives and activities:  

12.21 To elect a Chairperson and a Secretary from its appointed faculty membership by 

majority vote for one year terms;  

12.22 To forward minutes of each committee meeting to the Chairperson of the Faculty 

Council within a timely manner;  

12.23 The officers and the Provost and Vice President for Academic Affairs, ex officio, 

or a designee, shall constitute an Executive Committee to prepare an agenda for 

each meeting and to expedite committee business;  

12.24 To discuss, plan, and explore the future educational direction of the University, in 

cooperation with other councils and committees;  

12.25 To review and approve new curricula and undergraduate educational programs and 

to recommend revision of existing curricula and programs when desirable; 
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12.26 To serve as a sounding board to the subcommittees when advice and counsel are 

sought by the subcommittees; 

12.27 To evaluate undergraduate educational programs; 

12.28 To initiate and receive proposals from the colleges or other sources, and 

recommend policies and procedures relevant to degree requirements, academic 

schedules and calendars, grading and credit practices, and academic standards and 

related matters;  

12.29 To initiate, receive proposals from the colleges or other sources, and recommend 

policies and procedures on matters concerning the establishment of qualifications 

for regular faculty and professional personnel and the establishment of standards 

for determining faculty loads; 

12.30 To review its own organization, procedures, and functions and to make 

recommendations to the Governance and Elections Committee on these matters. 

 

       12.3    University Core Curriculum Subcommittee 

12.31   Membership ï The membership of the University Core Curriculum Subcommittee  

 shall consist of the following:  

12.311    Voting 

 12.3111  One faculty appointed by and from the Undergraduate  

  Education Committee, for a one year term; 

                   12.3112 Seven faculty one elected by and from each college, for  

       staggered two year terms; 

                   12.3113 One faculty appointed by and from the Faculty Council, for a  

       one year term;   

 12.3114 One undergraduate student appointed by the Student  

  Government Association, for a one year term. 

12.312  Non-voting 

               12.3121  The Associate Provost and Dean of University College, ex  

    officio, or a designee; 

                   12.3122  The Director of Academic Advising, ex officio or a designee.  

 

              12.32 Responsibilities ï The University Core Curriculum Subcommittee is 

     responsible for the following:  

12.321   To elect a Chairperson and a Secretary from its appointed faculty  

 membership by majority vote for one year terms;  

12.322   To forward minutes of each committee meeting to the Chairperson of the  

 Undergraduate Education Committee and the Chair of the Faculty  

 Council within a timely manner;  

12.323   To develop and evaluate the University core curriculum program; 

12.324   To recommend changes in the University core curriculum program to  

 the Undergraduate Education Committee, when appropriate.  

 

   13.  University Grade Appeals Committee
35

 

          13.1  Membership ï The membership of the University Grade Appeals Committee shall consist  

      of the following: 

  13.11   Voting 

    13.111 One undergraduate or graduate student appointed by each of the seven  

  college deans for a one year appointment to assume their committee  

  responsibility at the start of the fall semester and serving for one calendar  

  year.  A student member may serve an unlimited number of terms; 

13.112 Faculty members, one from each of the seven colleges, shall be elected 

by the faculty of each individual college and serving for one calendar 

year.  A faculty member may serve an unlimited number of terms. 

13.113 Should a faculty or student vacancy occur, the appropriate dean shall 

appoint a member to the committee for the remainder of the twelve-

month term.  
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13.2 Responsibilities ï The University Grade Appeals Committee is responsible for carrying 

out on a continuing basis the following initiatives and activities:  

      13.21 To hear grade appeals; 

      13.22 To initiate policies and procedures for grade appeals;  

      13.23 To conduct a continuous evaluation of the grade appeals process.  

 

   14.  University Promotion and Tenure Committee 
36 

          14.1  Membership ï The membership of the University Promotion and Tenure Committee shall  

      consist of the following: 

14.11   Voting 

14.111 Seven tenured faculty, one representing each college, elected by the tenured 

and tenure-track faculty, for staggered three year terms; 

14.112 Should a college representative be unable to complete the term of election, 

the college will vote to elect a new representative, or the college alternate to 

the committee will serve the remainder of the term. 

  14.12  Non-Voting 

 14.121The Provost and Vice President for Academic Affairs, ex officio, or a  

             designee.  

 

14.2    Responsibilities ï The University Promotion and Tenure Committee is responsible for the 

    following initiatives and activities:  

 14.21   To elect a Chairperson and a Secretary from its appointed faculty membership by  

 majority vote for one year terms; 

 14.22   To forward minutes of each committee meeting to the Chairperson of the Faculty  

 Council within a timely manner;  

 14.23 To review existing University promotion and tenure policies and procedures and  

 to recommend changes to the Faculty Council, when  appropriate;   

 14.24 To review and approve departmental, collegiate, and area promotion and tenure  

 policies to ensure both adherence to University Policies and efficient and  

 equitable operation; 

 14.25   To review compliance with promotion and tenure policy implementation and  

 make appropriate recommendations and/or judgments in the case of infraction; 

 14.26   To hear appeals and make recommendations and/or decisions that are consistent  

 with University policies describing the right of a faculty member or a department  

 to appeal an adverse promotion or tenure recommendation; 

 14.27   To maintain minutes of all committee actions and file in the office of the advisory,  

 non-voting member; to summarize those actions in regular reports to the Faculty  

 Council;  

 14.28 The elected members of the committee shall serve as non-voting liaison members  

 of the promotion and tenure committees of their respective colleges or areas.  

14.3  No one may serve to hear an appeal who has a demonstrated conflict of interest such as  

 previous involvement with the case, assigned to the same academic department or   

 administrative area as any of the principals in the case, business involvement, or  

 relationship to any of the principals.  Decisions regarding such conflicts shall be made by 

 the committee chairperson. 

 

   University Council 37 

       

   1.  Membership 

        The membership of the University Council shall consist of the following: 

        1.1   Voting 

1.11 The six elected professional personnel members of the University senate, for 

staggered two year terms; 

1.12 Twelve additional professional personnel, two each elected by and from the 

professional personnel in Academic Affairs, Business Affairs, Information 

Technology, Enrollment, Marketing, and Communications, University 
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Advancement, and Student Affairs and Dean of Students, for staggered two year 

terms; 

1.13 Seven faculty, one appointed from each college, by Faculty Council, for staggered 

two year terms;  

1.14 Five students appointed by Student Government Association, for one year terms.  

        1.2 Non-Voting 

1.21 The Provost and Vice President for Academic Affairs, ex officio, or a designee; 

1.22 The Vice President for Business Affairs, ex officio, or a designee;  

1.23 The Vice President and CIO for Information Technology, ex officio, or a 

designee;  

1.24 The Vice President for Enrollment, Marketing, and Communications, ex officio, 

or a designee;  

1.25 The Vice President for University Advancement, ex officio, or a designee; 

1.26 The Vice President for Student Affairs and Dean of Students, ex officio, or a 

designee;  

1.27 The Chairperson of the Faculty Council, ex officio, or a designee;  

1.28 The Chairperson of the Campus Council, ex officio, or a designee. 

  

2. Structure 

The membership of the University Council will elect by majority vote a Chairperson, who must 

be a professional personnel member, a Vice Chairperson and a Secretary for a one-year term 

who will constitute an Executive Committee responsible for the following:  

2.1 Proposing committee assignments to each of the standing committees on the Councils; 

2.2 Preparing an agenda for each meeting of the University Council;  

2.3 Receiving, and forwarding recommendations or issues approved by the University Council; 

2.4 Eleven other standing committees of the University Council shall be maintained on a 

continuing basis: Academic Assessment and Institutional Research, Admissions and 

Credits, Athletics, Extended Education, Financial and Budgetary Affairs, International 

Programs, Judicial, Master Planning and Facilities, Publications and Intellectual Properties, 

Research, and University Information Technology.  

 

In addition, the University Council may form such ad hoc committees as it deems 

necessary for carrying out its responsibilities, subject to the following conditions:  

2.41 Submission of a written report to the University Senate at the time of the ad hoc 

committeeôs formation to explain its purpose, membership and expected date for 

completion of tasks and dissolution; 

2.42 Limitation of the existence of any ad hoc committee to a period not exceeding 

twelve months from the date of formation, unless the Council approves a specific 

extension or authorizes that the ad hoc committee be replaced by a new standing 

committee.  

 

3.    Responsibilities: 

The University Council is responsible for the following initiatives and activities: 

3.1 To consider and develop policies and procedures on judicial matters regarding faculty and 

professional personnel; 

3.2 To consider and develop policies, procedures and programs regarding academic and 

institutional research; the publication and dissemination of manuscripts and other 

intellectual property; grants and awards; and other opportunities for professional 

development;  

3.3 To consider and develop policies and programs regarding academic assessment, 

admissions, athletics, extended education, international programs, master planning and 

facilities, and University information technology;  

3.4 To solicit and survey opinions of the faculty, professional personnel, staff and students on 

matters concerning their interests and welfare and to recommend appropriate action;  

3.5 To approve all appointments to the standing committees on the Council. 
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4.   Standing Committees 

 

      1.    Academic Assessment and Institutional Research Committee 
38 

 1.1  Membership ï The membership of the Academic Assessment and Institutional  

        Research Committee shall consist of the following: 

1.11 Voting 

1.111 Three members appointed by the University Council, one of which is 

serving on the University Council, for staggered two year terms; 

1.112 Seven faculty members, one representing each college, of which at least 

one must be a member of the University Council, appointed by the 

University Council for staggered two year terms;  

1.113 One undergraduate and one graduate student appointed by the Student 

Government Association, for one year terms.  

      1.12   Non-Voting 

  1.121   The Provost and Vice President for Academic Affairs, ex officio, or a  

  designee; 

 1.122   The Director of the Office of Academic Assessment and Institutional  

 Research, ex officio, or a designee. 

 

1.2   Responsibilities ï The Academic Assessment and Institutional Research Committee is  

         responsible for the following initiatives and activities:   

        1.21   To elect a Chairperson and Secretary from the appointed membership by  

    majority vote for a one year term; 

         1.22  To forward minutes of each committee meeting to the Chairperson and the  

    University Council within a timely manner;  

         1.23  To discuss and explore assessment programs and activities and to identify related  

     issues throughout the University; 

         1.24  To disseminate information about University-related academic assessment issues 

     and programs:  

         1.25  To recommend policies for academic assessment; 

         1.26  To provide advice to the Office of Academic Assessment and Institutional  

    Research.  

 1.3  The committee work will not impinge upon the department or college control of  

        curriculum nor be used in the evaluation of a particular faculty member.   

    

   2.  Admissions and Credits Committee 

        2.1   Membership ï The membership of the Admission and Credits Committee shall consist of  

    the following: 

2.11 Voting 

2.111 Five professional personnel appointed by the University Council, one of whom 

must be a member of University Council, for staggered two year terms; 

2.112 Seven faculty, one representing each college, appointed by the Faculty Council, 

for staggered two year terms; 

2.113 One undergraduate and one graduate student appointed by the Student 

Government Association, for one year terms. 

            2.12  Non-Voting 

          2.121   The Provost and Vice President for Academic Affairs, ex officio, or a  

        designee; 

2.122 The Vice President for Enrollment, Marketing, and Communications,  ex 

officio, or a designee;  

2.123 The Director of Admissions and Orientation, ex officio, or a designee; 

2.124 The Director of Academic Advising, ex officio, or a designee;  

2.125 The Director of Registration and Academic Progress, ex officio, or a designee.  
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   2.2   Responsibilities ï The Admissions and Credits Committee is responsible for the following  

           initiatives and activities: 

2.21 To elect a Chairperson and Secretary from its appointed membership by majority vote 

for one year terms;  

2.22 To forward minutes of each committee meeting to the Chairperson of the University 

Council within a timely manner;  

2.23 To develop and consider procedures for implementing University policies on 

admission, readmission, and retention of students, student applications, student records, 

and interpretation of credits;  

2.24 To recommend a procedure for review of cases where existing policies do not apply or 

where there are reasonable requests for deviations from existing policies;  

2.25 To evaluate the admissions program and to make recommendations, modifications 

when appropriate. 

 

3.  Athletics Committee 
39 

     3.1 Membership ï The membership of the Athletics Committee shall consist of the following: 

3.11 Voting 

3.111 Seven faculty, one representing each college, appointed by the Faculty Council,  

  for staggered two year terms;  

         3.112  Two professional personnel, at least one of whom is a member of the University  

       Council, appointed by the University Council, for staggered two year terms; 

         3.113  Five students with special interest or expertise in intercollegiate athletics to be  

       appointed by the Student Government Association, for one year terms; 

     3.114  The University representative to the NCAA and Mid-American Conference. 

3.12 Non-Voting  

3.121 The President, ex officio, or a designee;  

3.122 The Athletic Director, ex officio, or a designee;  

3.123 The Associate Athletic Director, ex officio, or a designee;  

3.124 The Director of Sports Facilities and Recreation Services, ex officio, or a 

designee;  

3.125 One representative from the Ball State University Alumni Association; 

3.126 The Coordinator of Academic Support Services for Student Athletes, ex officio, 

or a designee.  

 

3.2 Responsibilities ï The Athletics Committee is responsible for carrying out the following 

initiatives and activities:  

3.21 To elect a Faculty Chairperson and a Secretary from its appointed membership by 

majority vote, for one year terms;  

3.22 To forward minutes of each committee meeting to the Chairperson of the University 

Council within a timely manner;  

3.23 To consider and recommend policies and procedures for administration, supervision, 

and use of facilities of intercollegiate athletic programs;  

3.24 To establish and regularly review a statement of principles which serves as a guide in 

planning and promoting athletic programs consistent with the philosophy and 

objectives of the University; 

3.25 To investigate and recommend participation in intercollegiate conferences and 

associations; 

3.26 To study the proposed annual athletic budget submitted by the Director of 

Intercollegiate Athletics and to make recommendations to the President of the 

University;  

3.27 To receive, consider, and make recommendations for proposed changes regarding those 

sports that constitute intercollegiate programs;  

3.28 To recommend policies and procedures for the total financial aid program for 

intercollegiate athletics; 

3.29 To recommend to the Vice President for Business Affairs prices to be charged for 

intercollegiate athletic events; 
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3.30 To advise the President on procedures to be used in the selection and retention of the 

Director of Athletics; 

3.31 To evaluate intercollegiate athletics and to make recommendations, when appropriate; 

3.32 To discuss and make recommendations for the admission of student athletes, their class 

attendance as related to travel schedules, and their progress toward their degrees;  

3.33 To discuss and make recommendations regarding safeguards and athletic medical 

coverage for all intercollegiate athletes and cheerleaders:  

3.34 To discuss and make recommendations for monitoring the student athlete experience;  

3.35 To discuss and make recommendations for monitoring compliance with NCAA 

legislation.   

 

4. Extended Education Committee 
40 

    4.1  Membership ï The membership of the Extended Education Committee shall consist of the  

           following: 

4.11 Voting 

4.111 Three professional personnel, appointed by the University Council, for staggered 

two year terms;  

4.112 Seven faculty members, one representing each college, appointed by the Faculty 

Council, for staggered two year terms;  

4.113 One undergraduate and one graduate student appointed by the Student 

Government Association, for one year terms.  

4.12 Non-Voting 

4.121 The Dean of the School of Extended Education, ex officio, or a designee;  

4.122 The Dean of University Libraries, ex officio, or a designee.  

 

4.2 Responsibilities ï The Extended Education Committee is responsible for the following 

initiatives and activities:  

4.21 To elect a Chairperson and a Secretary from its appointed membership by majority 

vote, for one year terms;  

4.22 To forward minutes of each committee meeting to the Chairperson of the University 

Council within a timely manner;  

4.23 To consider and develop policies and procedures for the administration of extended, 

education programs of the University;  

4.24 To receive and consider recommendations for revisions and improvements in extended 

education programs of the University;  

4.25 To evaluate extended education at the University and to make recommendations, when 

appropriate.   

 

5. Financial and Budgetary Affairs Committee 
41 

    5.1  Membership ï The membership of the Financial and Budgetary Affairs Committee shall  

           consist of the following: 

5.11 Voting 

5.111 Three professional personnel, appointed by the University Council, for 

staggered two year terms; 

5.112 Three faculty members, appointed by the Faculty Council, one of whom must 

be from the Faculty Council, for staggered two year terms;  

5.113 One undergraduate and one graduate student appointed by the Student 

Government Association, for one year terms.  

5.12 Non-Voting 

5.121 The Provost and Vice President for Academic Affairs, ex officio, or a designee;  

5.122 The Vice President for Business Affairs, ex officio, or a designee;  

5.123 The Chairperson of the Salary and Benefits Committee, ex officio, or a 

designee.  

 

5.2 Responsibilities ï The Financial and Budgetary Affairs Committee is responsible for the 

following initiatives and activities:  
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5.21 To elect a Chairperson and a Secretary from its appointed membership by majority 

vote for one year terms;  

5.22 To forward minutes of each committee meeting to the Chairperson of the University 

Council in a timely manner; 

5.23 To report on University fiscal and budgetary matters under consideration;  

5.24 To solicit input from the University community and to communicate to the campus 

administration ideas and suggestions identifying areas of potential cost saving;  

5.25 To solicit input from the University community on fiscal and budgetary matters;  

5.26 To initiate recommendations to the State or appropriate University officers concerning 

fiscal and budgetary policies which affect more than a single unit and involve a 

significant portion of the University; 

5.27 To provide advice to any University officer seeking it concerning fiscal or budgetary 

policies affecting any significant portion of the University;  

5.28 To carry out duties concerning fiscal and budgetary matters as the Senate or President 

may from time to time direct to the committee. 

 

6.   Information Technology Committee 
42 

      6.1  Membership ï The membership of the Information Technology Committee shall consist of  

             the following members:  

6.11 Voting 

       6.111  Three professional personnel appointed by and from the University Council, for  

     staggered two year terms; 

6.112  Three faculty no two from the same academic college, appointed by the  

      Faculty Council, for staggered two year terms; 

           6.113   One undergraduate and one graduate student, appointed by the Student  

          Government Association, for one year terms.  

6.12  Non-Voting 

6.121 The Vice President and CIO for Information Technology, ex officio, or a 

designee;  

6.122 The Dean of the University Libraries, ex officio, or a designee;  

6.123 The Director of Information Technology Services, ex officio, or a designee;  

6.124 The Director of University Teleplex, ex officio, or a designee;  

6.125 The Chairperson of the Instructional Media Support Committee, ex officio, or 

a designee.  

 

6.2 Responsibilities ï The Information Technology Committee is responsible for the following 

initiatives and activities:  

6.21 To elect a Chairperson, and a Secretary from its appointed membership by majority 

vote for one year terms;  

6.22 To forward minutes of each committee meeting to the Chairperson of the University 

Council within a timely manner;  

6.23 To consider and recommend policies and procedures regarding support of faculty, 

staff and student endeavors at Ball State University;  

6.24 To receive and consider recommendations for improving information technology, 

services, procedures, and practices;  

6.25 To evaluate information technology resources and services and to make 

recommendations, when appropriate.  

 

   7.  International Programs Committee 
43 

        7.1  Membership ï The membership of the International Programs Committee shall consist of the  

               following: 

7.11 Voting 

7.111  Two professional personnel, appointed by the University Council, for  

           staggered two year terms; 

7.112 Seven faculty, one representing each college, appointed by the Faculty Council, 

for staggered two year terms;  
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7.113 One undergraduate and one graduate student appointed by the Student 

Government Association, for one year terms.  

7.12 Non-Voting 

7.121 The Provost and Vice President for Academic Affairs, ex officio, or a 

designee;  

7.122 The Assistant Provost for International Education, ex officio, or a designee;  

7.123 The Vice President of Enrollment, Marketing, and Communications, or a 

designee.  

        

7.2 Responsibilities -  The International Programs Committee is responsible for the following 

initiatives and activities:  

7.21 To elect a Chairperson and Secretary from the appointed membership by majority 

vote for a one year term;  

7.22 To forward minutes of each committee meeting to the chairperson and the University 

Council within a timely manner;  

7.23 To initiate and recommend policies and procedures for international educational 

exchange programs, foreign study and travel, and other international programs: 

7.24 To provide a means for dissemination of information about University-related 

international issues and programs and to receive and consider recommendations for 

revision and improvements;  

7.25 To evaluate international programs; and to make recommendations, when necessary.   

 

8.  Judicial Committee 
44 

     8.1   Membership ï The membership of the Judicial Committee shall consist of the following: 

8.11 Voting 

8.111 Six professional personnel, one elected from each of the six professional 

personnel areas: Academic Affairs, Business Affairs, Information Technology, 

Marketing, Communication and Enrollment Management, Student Affairs, and 

University Advancement, one of whom must be a member of University 

Council, for staggered two year terms:  

8.112 Seven faculty, one representing each college, elected by each college for 

staggered two year terms.  

 

8.2 Responsibilities ï The Judicial Committee is responsible for the following initiatives and 

activities:  

8.21 To elect a Chairperson and Secretary from its appointed membership by majority vote 

for one year terms;  

8.22 To forward minutes of each committee meeting to the Chairperson of the University 

Council within a timely manner;  

8.23 To develop and review guidelines and policies for handling misconduct of faculty and 

professional personnel;  

8.24 To serve as a panel from which five members may be designated by the Chairperson 

of the University Senate to constitute a hearing subcommittee for each specific case 

referred to the committee.  No member of the committee shall serve on a hearing 

subcommittee if he or she has had previous involvement with the case, is a member of 

the department in which the individual involved is employed, or is related by blood or 

marriage to any of the principals;  

8.25 To receive any allegations of misconduct.  These allegations must be submitted in 

writing to the Chairperson of the University Council and must contain specific 

documentation supporting each of the allegations;  

8.26 To review cases or situations involving a faculty member or a professional personnel 

member;  

8.27 To recommend, after review of each case brought to the Committee, one of the 

following: 

8.271 An action consistent with the Faculty and Professional Personnel Handbook 

     concerning disciplinary action or termination;  
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8.272 Referral to the Academic Freedom and Ethics Committee of the Faculty 

Council.  

8.28 To submit confidential Committee findings, in writing, to the involved parties and the 

Provost and Vice President for Academic Affairs.     

 

9.  Master Planning and Facilities Committee 
45 

     9.1  Membership ï The membership of the Master Planning and Facilities Committee shall  

            consist of the following: 

9.11 Voting 

9.111 Three faculty, appointed by the Faculty Council, one of whom must be a 

member of the Faculty Council, for staggered two year terms;  

9.112 Three professional personnel, appointed by the University Council, for 

staggered two year terms; 

9.113 One undergraduate and one graduate student appointed by the Student 

Government Association, for one year terms.  

9.12 Non-Voting 

9.121 The Provost and Vice President for Academic Affairs, ex officio, or a 

designee;  

9.122 The Vice President for Business Affairs, ex officio, or a designee;  

9.123 The Dean of the College of Architecture, ex officio, or a designee;  

9.124 The Director of Disabled Student Development, ex officio, or a designee;  

9.125 One member appointed by and from the Council on the Environment.  

 

9.2 Responsibilities ï The Master Planning and Facilities Committee is responsible for the 

following initiatives and activities:  

9.21 To elect a Chairperson and Secretary from its appointed membership by majority vote 

for a one year term;  

9.22 To forward minutes of each committee meeting to the Chairperson of the University 

Council within a timely manner;  

9.23 To solicit input from the University community on matters related to master planning 

and facilities;  

9.24 To report on matters within its purview;  

9.25 To assist in developing recommendations leading to the establishment of the master 

plan;  

9.26 To provide advice to any University officer seeking it concerning space and building 

planning or the working and teaching environment of any significant portion of the 

University;  

9.27 To carry out such duties concerning the matters listed as the Senate or President may 

from time to time direct to the committee. 

 

10. Publications and Intellectual Properties Committee 
46 

      10.1 Membership ï The membership of the Publications and Intellectual Properties Committee 

 shall consist of the following: 

10.11 Voting 

10.111 Three members appointed by the University Council, one of whom must be 

a member of the University Council, for staggered two year terms;  

10.112 Three members appointed by the Faculty Council, for staggered two year 

terms;  

10.113 One undergraduate student and one graduate student appointed by the 

Student Government Association, for one year terms.  

10.12 Non-Voting 

10.121 The Provost and Vice President for Academic Affairs, ex officio, or a 

designee;  

10.122 The Dean of University Libraries, ex officio, or a designee;  

10.123 The Associate Provost for Research, ex officio, or a designee;  

10.124 The Director of the Teleplex, ex officio, or a designee.  
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10.2    Responsibilities ï The Publications and Intellectual Properties Committee is responsible 

   for the following initiatives and activities:  

10.21 To elect a Chairperson and Secretary from its appointed membership by majority  

 vote for a one year term; 

10.22 To forward minutes of each committee meeting to the Chairperson of the  

  University Council within a timely manner; 

10.23 To develop and review policies concerning University interests in patents and 

 copyrights and to recommend revisions; when appropriate;    

10.24 To consider and recommend for possible university financial support the  

 publication, production, promotion, and distribution of original, non-published 

 faculty scholarly and creative works (e.g., books, monographs, research reports, 

 collections of drawings, computer software, films, videotapes,  CDs and DVDs); 

10.25 To initiate and recommend policies and procedures governing  submission and 

 consideration of works;  

10.26 To act in an advisory capacity to those who administer the various institutional 

 programs related to the publication and dissemination of intellectual property. 

    

11. Research Committee 
47 

      11.1  Membership ï The membership of the Research Committee shall consist of the following 

  appointed members:  

11.11 Voting 

11.111   Seven faculty, one representing each college, one of whom must be a 

 member of the Faculty Council, appointed by the Faculty Council for  

 staggered two year terms; 

11.112 Three members appointed by the University Council,  one of whom must 

 be a member of the University Council, staggered two year terms;  

 11.113 One undergraduate and one graduate student selected  by the Student  

  Government Association, for one year terms.  

11.12 Non-Voting 

11.121 The Associate Provost for Research and the Dean of the Graduate 

School, ex officio, or a designee; 

11.122 The Director of the Office of Sponsored Programs, ex officio, or a 

designee;  

11.123 The Chairperson of the Publications and Intellectual Properties 

Committee, ex officio, or a designee; 

11.124 In addition, the Research Committee, in its evaluation of internal grant 

proposals, at its discretion, may include in its deliberations additional, ad 

hoc, non-voting faculty reviewers who have been recruited to provide 

disciplinary balance.  

 

11.2  Responsibilities - The Research Committee is responsible for the following initiatives and  

   activities: 

11.21 To encourage, strengthen, and foster research at the University at all levels;  

11.22 To solicit and evaluate proposals for research grants and awards, and to 

recommend to the Provost and Vice President for Academic Affairs, the Associate 

Provost for Research and Dean of the Graduate School, and the Director of the 

Office of Sponsored Programs those  proposals which merit funding by the 

University; 

11.23 To initiate, recommend, and evaluate policies and procedures for research and 

research funding at the University;  

11.24 To act in an advisory capacity to those who administer the various institutional 

research programs.       
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DEFINITION OF:  SCHOOL, DEPARTMENT, CENTER, AND INSTITUT E
 48 

 

1. School - - 

A school (excluding Graduate School and School of Extended Education) is a grouping of related academic areas 

served by an administrator plus the coordinators of the several related academic areas within the school.  Three 

schools were historically created in this manner: namely the School of Music, School of Nursing, and School of 

Physical Education, Sport and Exercise Science.  The administrator of the school coordinates the work and activities 

of the areas represented.  The school grouping provides a common academic purpose and common curricula core, as 

well as a proximity of academic interests that can facilitate instruction, research, and service.   

 

2. Department - - 

A department is the fundamental administrative unit for academic activities of the University.  A department is 

composed of regular faculty assisted by persons holding contract appointments. A department is a basic unit in the 

University Senate structure.  Faculty holding regular appointments have the right to vote for senators and be elected as 

senators according to the rules of the Senate.  Courses for students originate in departments, are offered by 

departments, and are staffed by departments.  

 

3. Center and Institute - - 
49 

Centers or Institutes may be self-contained academic units of the University that render service to other sectors of the 

University and extra-University agencies; they may be eclectic units which coordinate existing courses and services 

from departments or other University units into inter-departmental programs. Only self-contained academic 

centers/institutes may be engaged in research activities.  

 

4. Any new self-contained academic center/institute will be set up as specified in ñPolicy for the Reorganization of 

Academic Units,ò below.  Any new eclectic center/institute, however, will be set up simply by the approval of the 

departmental chairpersons and dean(s) involved and of the Provost and Vice President for Academic Affairs.  

 

POLICY FOR THE REORGANIZATION OF ACADEMIC UNITS 
50 

 

1. The reorganization of colleges, schools, or departments in established colleges is the province of the collegiate faculty 

and collegiate and University administration.  Proposals for reorganization may originate from interested faculty 

and/or administrators.   

1.1 All proposals for reorganization must be distributed in writing and discussed by the faculty of the college(s) 

in which they originate. 

1.2 All affected faculty will vote on the proposal.  The dean(s) of the college(s) shall forward the result of the 

vote, the proposal for the reorganized unit, and his, her, or their recommendation(s) to the Provost and Vice 

President for Academic Affairs.  

1.3 If the proposed reorganization only involves units within a college, the final decision regarding 

reorganization will rest with the Provost and Vice President for Academic Affairs.  The reorganization will 

be announced at the next regularly scheduled University Senate meeting that achieves a quorum.  

1.4 If the proposal involves reorganization across colleges, then the proposal, accompanied by supporting 

evidence, shall be presented to Provost and Vice President for Academic Affairs, and to the University 

Senate Agenda Committee to be made an item of business at the next University Senate meeting.  The 

University Senateôs recommendation will be advisory to the President, the Provost and Vice President for 

Academic Affairs, and the Board of Trustees.  

 

2. In the development of colleges, schools, centers, institutes, bureaus, and offices by administration and/or faculty 

which will not be included in an already established college/colleges, proposals may emanate from interested faculty 

and/or administrative officials.  

2.1 If the new unit will offer courses and/or faculty rank, the Provost and Vice President for Academic Affairs 

will submit the proposal to the University Senate Agenda Committee which shall, through the council and 

committee system, in conjunction with the University administration, place the proposal for the academic 

unit on the Senate agenda for consideration.  

2.2 If the new unit will not offer courses and/or faculty rank, the President of the University will inform the 

Agenda Committee of the creation of the new unit. 
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3. The change of centers to departments, etc.  

3.1 The change of status if it involves faculty and/or courses within a college should follow the procedures 

outlined in (1) above.  

3.2 The change of status if it involves faculty and/or courses outside a single college should follow the 

procedures outlined in (2.1) above.  

 

4. The change of an academic unit from one college to another college, or from a college to an administrative area 

outside of a college. 

4.1 If a unit wishes to change its college affiliation, the original request must be based on an election within the 

unit supervised by the Governance and Elections Committee.  The electorate will consist of regular faculty 

members of the affected unit and, by invitation of a majority of the regular faculty, full-time special faculty 

members of that unit.
48

 

4.2 The college faculty and the college administration, from which the transfer will occur, will develop 

conditions and procedures for implementation.  In the event of dispute over these procedures, the Provost and 

Vice President for Academic Affairs will resolve the dispute.  

4.3 After receiving such recommendations, the college faculty and dean of the college to which the department 

wishes to transfer must approve the transfer before it becomes effective.  

4.4 The Provost and Vice President for Academic Affairs must approve the transfer before it becomes effective.  

4.5 The Chairperson of the University Senate will announce to the University Senate that such transfer has taken 

place.  

 

TERMINATION OR PHASING OUT OF ACADEMIC UNITS
 51 

 

1. Should it become necessary to consider termination or phasing out of any academic unit (department, center, college, 

program, office, etc.), the President will first notify the administrative officers directly involved with that unit (e.g., 

Vice President, Dean, Head, Director, etc.) to inform them of this consideration.  

 

2. Faculty members whose academic programs or positions may be adversely affected are to be informed early in the 

decision-making process. These persons are to have the opportunity to be heard by those who will make the final 

decision or recommendation. 

 

3. A proposal to consider termination or phasing out of any academic unit, accompanied by supporting evidence, shall be 

presented to the University Senate Agenda Committee and made an item of University Senate business.  This shall be 

accomplished prior to an administrative decision to terminate or phase out.  The University Senateôs conclusion will 

be advisory to the President and the Board of Trustees.  
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 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004; 
 University Senate, March 30, 2006; 
 Revised ï By action of the University Senate, January 20, 2011; 
 Combined Faculty, April 4, 2011. 
 
 22 Revised ï By action of the University Senate, January 20, 2011; 
 Combined Faculty, April 4, 2011. 
 
 23  Revised ï By action of the University Senate, January 20, 2011; 
 Combined Faculty, April 4, 2011. 
 
 24 By action of the University Senate, October 13, 1994;  
 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004. 
 
 25 University Senate, march 11, 2004; 
 Combined Faculty, May 10, 2004; 
 Board of Trustees, December 17, 2004. 
   
 26 By action of the University Senate, March 24, 1993; 
 By action of the University Senate, October 13, 1994; 
 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004; 
 University Senate, January 24, 2008. 
 
 27 Revised ï By action of the University Senate, April 24, 1997:  
 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004. 
 
 28 By action of the University Senate, October 20, 1988; 
 By action of the University Senate, February 21, 1991; 
 Board of Trustees, May 3, 1991; 
 By action of the University Senate, October 21, 1993; 
 Editorial Change ï University Senate, March 28, 1996;  
 Editorial Change ï University Senate, February 20, 2003; 
 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004; 
 University Senate, March 30, 2006; 
 University Senate, January 24, 2008. 
 
 29 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004. 
 
 30 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004. 
 
 31 By action of the University Senate, January 19, 1995;  
 Editorial Change ï University Senate, January 18, 1996:  
 Revised ï By action of the University Senate, march 28, 1996;  
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 Revised ï By action of the University Senate, November 8, 2001;  
 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004; 
 University Senate, March 30, 2006. 
 
 32 By action of the University Senate, February 18, 1993;  
 Board of Trustees, March 26, 1993;  
 Revised ï by action of the University Senate, October 13, 1994; 
 Editorial Changes ï University Senate, March 28, 1996;  
 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004; 
 University Senate, April 24, 2008. 
 
 33 By action of the University Senate, October 13, 1994;  
 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004; 
 University Senate, March 30, 2006; 
 University Senate, August 31, 2006. 
 
 34 By action of the University Senate, December 8, 1994;  
 Editorial Change ï University Senate, October 19, 1995;  
 Revised ï By action of the University Senate, January 28, 1999;  
 Revised ï By action of the University Senate, April 24, 2003;  
 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004; 
 University Senate, January 21, 2010; 
 Faculty/Professional Personnel, April 2, 2010 
 Board of Trustees, July 23, 2010 
 
 35 By action of the University Senate, February 21, 1991;  
 Board of Trustees, May 3, 1991; 
 Revised ï By action of the University Senate, April 24, 1997; 
 Editorial Change ï University Senate, April 23, 1998;  
 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004; 
 University Senate, March 23, 2009. 
 
 36 University Senate, August 31, 2006; 
 University Senate, April 24, 2008.  
 
 37 By action of the University Senate, February 21, 1991; 
 Revised ï By action of the University Senate, March 21, 1991; 
 Board of Trustees, April 5, 1991;  
 Revised ï By action of the University Senate, April 18, 1996;  
 Revised ï By action of the University Senate, October 10, 1996;  
 Board of Trustees, November 15, 1996;  
 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004; 
 Revised ï By action of the University Senate, January 21, 2010 
 Faculty and Professional Personnel, April 2, 2010 
 Board of Trustees, July 23, 2010 
 
 38 Editorial Changes ï University Senate, February 21, 1991;  
 Board of Trustees, May 3, 1991;  
 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004; 
 University Senate, March 30, 2006. 
 
 39 By action of the University Senate, March 23, 1995;  
 Editorial Change ï University Senate, March 28, 1996;  
 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004. 
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 40 Revised ï By action of the University Senate, April 20, 1995;  
 Combined Faculty, August 18, 1995; 
 Board of Trustees, September 22, 1995;  
 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004; 
 University Senate, March 30, 2006. 
 
 41 Editorial Change ï University Senate, march 28, 1996;  
 Revised ï By action of the University Senate, April 15, 1996;  
 Editorial Change ï University Senate, March 27, 2003;  
 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004; 
 Revised - by action of the University Senate, January 20, 2011; 
 Combined Faculty, April 4, 2011. 
 
 42 Revised ï By action of the University Senate, October 13, 1994;  
 Combined Faculty, August 18, 1995;  
 Board of Trustees, September 22, 1995;  
 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004; 
 Revised ï by action of the University Senate, January 20, 2011; 
 Combined Faculty, April 4, 2011. 
 
 43 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004. 
 
 44 By action of the University Senate, Agenda Committee, May 8, 1992; 
 Board of Trustees, July 17, 1992;  
 Editorial Change ï University Senate, March 28, 1996;  
 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004; 
 University Senate, March 30, 2006; 
 Revised ï by action of the University Senate, January 20, 2011; 
 Combined Faculty, April 4, 2011. 
 
 45 Updated ï By action of the University Senate, April 25, 1996;  
 Combined Faculty, August 23, 1996;  
 Board of Trustees, February 7, 1997;  
 Revised ï By action of the University Senate, September 19, 2002;  
 Faculty and Professional Personnel, November 25, 2002;  
 Board of Trustees, December 13, 2002;  
 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004; 
 University Senate, April 24, 2008. 
 
 46 Revised ï By action of the University Senate, September 7, 2001;  
 Combined Faculty, August 17, 2001;  
 Board of Trustees, September 21, 2001;  
 Revised ï By action of the University Senate, March 28, 2002;  
 Faculty and Professional Personnel, November 25, 2002;  
 Board of Trustees, December 13, 2002;  
 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004; 
 Revised ï by action of the University Senate, January 20, 2011; 
 Combined Faculty, April 4, 2011. 
 
 47 By action of the University Senate, October 17, 1991;  
 Board of Trustees, January 24, 1992;  
 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004; 
 University Senate, March 30, 2006; 
 University Senate, January 24, 2008.  
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 48 By action of the University Senate, April 19, 1990;  
 Revised ï By action of the University Senate, April 24, 1997;  
 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004; 
 University Senate, January 24, 2008. 
 
 49 By action of the University Senate, October 1, 1970;  
 Board of Trustees, October 21, 1970;  
 Editorial Changes ï University Senate, March 26, 1987;  
 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004. 
 
50 By action of the University Senate, February 12, 1981; 

Board of Trustees, March 27, 1981; 
Editorial Changes--University Senate, March 26, 1987. 

 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004. 
 
51 By action of the University Senate, May 6, 1971; 

Board of Trustees, May 26, 1971. 
 University Senate, March 11, 2004; 
 Combined Faculty, May 10, 2004;  
 Board of Trustees, December 17, 2004. 
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  SECTION II  
 
  FACULTY AND PROFESSIONAL PERSONNEL POLICIE S

1
 

 
Appointment Ball State University classifies those employees who are non-staff or non-service personnel as 
Classification follows:  
Status 
  1. Faculty 
   1.1 Regular full-time faculty appointed to serve in regular full-time assignments are 
    1.11 Tenured or eligible for tenure upon the completion of all general requirements as  
     stated in approved departmental, collegiate, and University policies and all specific  
     requirements as stated in letter of appointment; 
    1.12 Eligible for all privileges extended by the University to regular  full-time faculty,  
     including employee benefit programs as described in the Benefits Handbook; 
     1.13 Eligible for full participation in the affairs of the total University, of its component  
     institutions (e.g., University Senate and its councils and committees), and of its  
     departments and administrative units in accordance with University policy; 
     1.14 Eligible for academic promotion in accordance with departmental, collegiate, and  
     University policies; 
    1.15 Given assignments which are recommended by department chairpersons or  
     supervisors and which are in accordance with policies found in the Faculty and  
     Professional Personnel Handbook. 
   1.2 Contract faculty are

2
 

1.21 Selected to serve in specified temporary assignments on at least a semester, 
academic, or fiscal one-year, two-year, or three-year contractual basis;  

1.22 Eligible to receive, but not entitled to expect, renewal of appointments following 
the expiration of their current appointments;  

1.23 Given assignments which are recommended by department chairpersons or 
supervisors and which are in accordance with policies found in the Faculty and 
Professional Personnel Handbook and with the following: 
1.231 Contract faculty who have previously held full-time temporary 

assignments during each semester of three consecutive academic years or 
who have previously received temporary appointments of three or more 
contractual twelve-month assignments, may be reviewed by the Executive 
Director of University Compliance who shall determine whether 
continued appointment on a temporary basis is consistent with Equal 
Opportunity and Affirmative Action regulations and goals.  

1.232 The Provost and Vice President for Academic Affairs will approve or 
disapprove all such appointments before they are forwarded for further 
action.  

1.24 Contract faculty may be appointed to:  
1.241 Hold teaching or other assignments which are deemed necessary but 

which cannot be staffed by regular faculty.  Such assignments could result 
from unexpected or fluctuating enrollments, experimental projects or 
classes, or similar assignments occasioned by the exigencies of normal 
operation; 

1.242 Replace regular faculty on leave or for reasons of resignation, dismissal, 
illness, or death;  

1.243 Teach workshops, practica, and similar special courses  and serve staffing 
needs in new programs which are experimental in nature;  

1.244 Teach, engage, or assist in research, or perform other duties in special 
short-term programs supported by special funding (programs extending 
beyond one academic year would require appointments to be extended);  

1.245 Serve in special assignments approved by the Provost and Vice President 
for Academic Affairs;  

1.25 Contract Faculty may 
1.251 Be recommended for higher salary and/or rank when new contracts are 

arranged; 
1.252 Be recommended for regular full-time appointments if qualified and if 

such vacancies exist; 
1.253 Participate in the departmental or area governance system with voting 

rights, by invitation of a majority of the regular members of the unit, with 
the exception of the promotion and tenure committees.

3
 

1.254 Participate in University travel assistance for professional meetings 
(eligibility as defined in 1.2611).  
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1.26 Contract full-time faculty appointed to serve in full-time assignments are: 
1.261 Eligible to participate in the employee benefit programs of the University 

as stated in the Benefits Handbook.
4
 

1.2611 For purposes of participating in the programs as stated in the 
Benefits Handbook, contract full-time faculty must be employed 
for a full academic year or a full fiscal year;  

1.2612 Contract full-time faculty who do not meet the criteria in 
Paragraph 1.2611 are not eligible for employee benefit programs 
as stated in the Benefits Handbook, except sick leave as 
described in the Faculty and Professional Personnel Handbook. 

1.262 Eligible for full participation in the affairs of the total University, of its 
component institutions (e.g., University Senate and its councils and 
committees), and of its departments and administrative units in 
accordance with University Policy; 
 

In case of conflict between this section and 1.253, section 1.253 shall 
control.

5 

 
1.27 Contract part-time faculty assigned for at least half-time for a full academic year or 

assigned for at least half-time for a full fiscal year are: 
6
  

1.271 Eligible to participate in the employee benefit programs as described in 
the Benefits Handbook.

7
 

1.272 Contract part-time faculty who do not meet the criteria in Paragraph 
1.2611 are not eligible for employee benefit programs. 

1.28 Each department employing contract faculty members shall evaluate them 
annually, using a policy approved by the department which has been submitted to 
and approved by the dean and by the Provost and Vice President for Academic 
Affairs and kept on file in the Office of the Provost and Vice President for 
Academic Affairs.  A copy of the evaluation policy and procedures shall be given 
to each contract faculty member at the time he or she is appointed.

8
 

1.281 The policy shall outline the purpose(s) of the evaluation (renewal, merit, 
status, etc.). 

1.282 The policy shall outline a process by which the contract faculty member 
may appeal the evaluation.  

   1.3 Other ranks 
    1.31 Lecturer ï The title Lecturer may be used for persons employed as contract full-

time or part-time faculty who are uniquely qualified to serve the University.  The 
person recommended to be a lecturer must be approved by the academic 
department and recommended through the usual channels.  Lecturers are not 
eligible for tenure or for membership in the Senate.  This title should not be used 
for persons who qualify for employment as regular faculty personnel as defined in 
Section II, #1. 

    1.32 Lecturer Emeritus
9
-A department may recommend that the designation of Lecturer 

Emeritus be awarded to an outstanding person who has served the University for 
an extended period of time as a contract faculty member when that individual 
reaches the end of his or her assignment to Ball State University.  

 
     Such recommendation will proceed as follows: departmental committee and 

chairperson of the department; college committee and dean of the college; Provost 
and Vice President for Academic Affairs; President; and Board of Trustees.  

    1.33 Visiting Professor ï The title Visiting Professor may be used for persons holding 
rank in another institution who are temporarily employed at this University.  The 
person recommended to be a visiting professor must be approved by the academic 
department and recommended through the usual channels.  Visiting professors are 
not eligible for tenure or for membership in the Senate.  

    1.34 Adjunct Professor ï The title Adjunct Professor is used for persons who by their 
professional cooperation significantly assist the University in its academic 
programs, regardless of the fraction of load assigned and, in most cases, without 
remuneration.  The person recommended to be an Adjunct Professor must be 
approved by the academic department and recommended through the usual 
channels.  Adjunct faculty are not eligible for tenure or for membership in the 
University Senate.  

    1.35 Endowed Chair ï The appointee to an endowed chair will be selected by observing 
the regular procedures of ñunusual appointmentò of faculty personnel.  In addition, 
the appointee will be approved by a majority of the regular faculty on tenure of the 



 54 

department which will be served.  The usual rules on tenure will apply to the 
individual.  

    1.36 Distinguished Professorship 
     1.361 To merit appointment as a distinguished professor, a person shall be one 

whose accomplishments are extraordinary in that area of competence; one 
who is generally recognized by members of the same discipline to be 
outstanding for teaching, writing, research, or meritorious achievement in 
appropriate fields of service.  In any event, the individual shall have 
attained the distinguished reputation prior to appointment rather than 
simply to have shown promise of unusual success.  

     1.362 Current members of the University faculty may be eligible for 
appointment to the position of distinguished professor.  Former 
distinguished professors may be eligible for regular faculty appointments.  

     1.363 The candidate for a distinguished professorship must be approved by a 
majority of the regular faculty on tenure of the department which will be 
served.  Following such approval, the regular procedures for appointment 
of faculty personnel shall be observed, i.e., recommendations are 
channeled through the department chairperson, college dean, the Provost 
and Vice President for Academic Affairs, appropriate promotion and 
tenure committees, and the President of the University before being 
submitted to the Board of Trustees for action.  The usual rules for tenure 
will apply to the individual.  

     1.364 Salary 
      1.3641 The salary of a distinguished professor is to be no more than 

50% above the salary of the highest paid regular faculty 
member.  

      1.3642 Funds and/or accumulation of income from funds donated for 
the establishment and maintenance of a distinguished 
professorship shall normally pay at least one-third of the salary 
of the appointee to that position.  

    1.37 The John R. Emens Distinguished Professorship  
     1.371 The John R. Emens Distinguished Professorship is awarded each  
      academic year on a rotating basis to each of the colleges within the  
      University.  A college may choose to recommend one distinguished  
      professor for the entire academic year, or two distinguished professors on 
      the basis of one each semester.  Each college should set forth its own  
      selection process with as much faculty participation as possible.   
      Recommendations for the John R. Emens Distinguished Professorship  
      award should be submitted by the Dean of the designated college to the  
      Provost and Vice President for Academic Affairs.  The Vice President  
      will forward the recommendations to the President.  It is assumed that the  
      John R. Emens Distinguished Professorship implies a broadly defined 
      teaching and research responsibility appropriately encompassing various  
      faculty and student seminars, a number of public lectures, as well as  
      conferences and discussions with interested faculty members and  
      students.  The salary of a distinguished professor is to be no more than  
      50% above the salary of the highest paid regular faculty member.  Funds  
      and/or accumulation of income from funds donated for the establishment  
      and maintenance of a distinguished professorship shall normally pay at  
      least one-third of the salary of the appointee to that position.  
 
  2. Professional 
   2.1 Regular 
    Regular full-time professional personnel appointed to serve in full-time assignments are 

2.11 Tenured or eligible for tenure upon the completion of all general requirements as  
 stated in approved departmental, collegiate, and University policies and all specific  
 requirements as stated in letter of appointment;  
2.12     Eligible for all privileges extended by the University to regular full-time  
            professional personnel, including employee benefit programs as described in the  
            Benefits Handbook; 
2.13     Eligible for full participation in the affairs of the total University, of its component  
            institutions (e.g., University Senate and its councils and committees), and of its  
            departments and administrative units in accordance with University policy;  
2.14     Eligible for academic promotion in accordance with departmental, collegiate and  
            University policies; 
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2.15     Given assignments which are recommended by unit supervisors and which are in 
            accordance with policies found in the Faculty and Professional Personnel  
            Handbook. 

 
   2.2 Continuing Contract

10
 

Continuing contract professional personnel holding positions for a non-specified length of 
time are: 
2.21 Not eligible for tenure;  
2.22 Employed on either an academic year or fiscal year basis to perform important 

non-faculty tasks which support the teaching, scholarly, creative, and service 
missions of the University;  

2.23 Eligible (if assigned half-time or more for the full academic year or at least for ten 
months of the fiscal year) for all privileges extended by the University to regular 
full -time professional personnel, including employee benefits programs as 
described in the Benefits Handbook; 

2.24 Eligible for full participation in the affairs of the total University, of its component 
institutions (e.g., University Senate and its councils and committees), and of its 
departments and administrative units in accordance with University policy; 

2.25 Given assignments which are recommended by their area supervisors and which 
are in accordance with policies found in the Faculty and Professional Personnel 
Handbook; 

2.26 Continuing contract professional personnel may be recommended for regular full-
time appointments if qualified and if such vacancies exist;  

2.27 The appointment of a continuing contract professional is automatically renewed at 
the end of each academic or fiscal year unless that individual is notified to the 
contrary.  

2.28 Written notice of the termination of a continuing contract professionalôs 
employment must be mailed or delivered to the affected individual by the President 
or the Presidentôs designee;  
2.281 At least three months before the date of termination if the individual is in 

his or her first year on a continuing contract professional appointment;  
2.282 At least six months before the date of termination if the individual is in his 

or her second, third, or fourth year on a continuing contract professional 
appointment;  

2.283 At least twelve months before the date of termination if the individual has 
been employed as a continuing contract professional for more than four 
years.  

2.29 A continuing contract professional who has received notice of termination of his or 
her employment, as provided in Subparagraph 2.28, shall remain in employment 
status (and be entitled to compensation and employee benefits) until the date of 
termination set forth in the notice.  If the University proposes to terminate the 
employment of a continuing contract professional with less advance notice than 
that required under Subparagraph 2.28, even though the individual is not tenured, 
the procedures described in Sections I and II of the ñProcedures in Cases Where 
Termination of a Tenured Faculty or Tenured Professional Personnel Memberôs 
Appointment is Proposedò must be followed.  

 
   2.3 Contract 
    Contract professional personnel are: 
    2.31 Selected to serve in specified temporary assignments on at least a semester, 

academic or fiscal year one-year, two-year, or three-year contractual basis to 
perform important non-faculty tasks which support the teaching, scholarly, 
creative, and service mission of the University;  

    2.32 Eligible to receive, but not entitled to expect, renewal of their appointments 
following the expiration of their current appointments;  

    2.33 Given assignments which are recommended by their area supervisors and which 
are in accordance with policies found in the Faculty and Professional Personnel 
Handbook. 

     2.331 Contract professional personnel who have previously held full-time 
temporary assignments during each semester of three consecutive 
academic years or who have previously received temporary appointments 
of three or more contractual twelve-month assignments, shall be subject to 
prior review by the Executive Director of University Compliance who 
shall determine whether continued appointment on a temporary basis is 
consistent with Equal Opportunity and Affirmative Action regulations and 
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goals.  The Provost and Vice President for Academic Affairs will approve 
or disapprove all such appointments before they are forwarded for further 
action.  

    2.34 Contract professional personnel may 
      2.341 Replace regular or continuing contract professional personnel on leave; 

2.342 Replace regular or continuing contract professional personnel for reasons 
of resignation, dismissal, illness, or death;  

2.343 Serve in special assignments approved by the appropriate Vice President 
and the Provost and Vice President for Academic Affairs;  

2.344 Be recommended for higher salary and/or rank when new contracts are 
arranged;  

2.345 Be recommended for regular full-time appointments if qualified and if 
such vacancies exist;  

2.346 Participate in University travel assistance for professional meetings 
(eligibility as defined in 2.3511);  

2.347 Participate in the departmental or area governance system with voting 
rights, by invitation of a majority of the regular members of the unit.  

    2.35 Contract full-time professional personnel shall be accorded the following 
privileges: 

     2.351 Participation in the employee benefit programs of the University as stated 
in the Benefits Handbook. 

      2.3511 For purposes of participating in the  employee benefit programs, 
 contract full-time professional personnel must be employed for 
 a full academic year or a full fiscal year;  

       2.3512 Contract full-time professional personnel who do not meet the 
criteria in Paragraph 2.3511 are not eligible for employee 
benefit programs as stated in the Benefits Handbook, except 
sick leave as stated in Other Leaves Policy (Faculty and 
Professional Personnel Handbook) and vacation for fiscal year 
professional personnel which is earned at the rate of two days 
for each month employed.  

    2.36 Contract part-time professional personnel assigned for at least half time for a full  
     academic year or assigned for at least half-time for a full fiscal year shall be  
     accorded the following privileges:  

2.361 Participation in the employee benefit programs as described in the 
Benefits Handbook; 

2.362 Contract part-time professional personnel who do not meet the criteria in 
Paragraph 2.3511 are not eligible for employee benefit programs. 

  
Terms of  1. Ball State University is an equal opportunity employer.  The appointment of faculty 
Appointment

11
   members and administrative officers is governed by professional consideration, not by  

    political or other nonprofessional factors.  
 

2. Academic employees are for the most part employed on a nine-month basis, for teaching 
in the fall and spring semesters -- the academic year -- and for teaching on-campus classes 
(some of which are evening classes and some Saturday classes) and extension (off-
campus) classes. 

  
3. Some assignments for the academic-year faculty will be made for teaching in the summer 

session, but summer employment is not guaranteed, nor is any faculty member required to 
teach in any summer session.  Each department shall develop a statement of 
recommendation on summer employment, agreed on by a majority of the full-time regular 
faculty of the department.  Such policy should be reviewed when a majority of the regular 
faculty members in a department request a review.  Statements shall be filed in the office 
of the appropriate dean.

12
  Summer session courses should, in general, be taught by those 

holding the appropriate terminal degree.  
 

4. The terms of employment of faculty and professional personnel employed on other than 
academic year contracts are established annually within the contractual agreement 
between the employee and the University.  

 
5. A faculty member must complete at least one semester of full-time service during any 

academic year in order to receive a full yearôs credit for purposes of tenure consideration.  
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6. Associate professorships and professorships are available to qualified persons who are 
being employed when circumstances and qualifications warrant such rank.

13
  The form 

ñRecommendations for Unusual Appointmentò must be submitted with the request to 
employ.  

 
Reassignments  1. The University retains the right, through the appropriate dean, to reassign faculty members  
    to other course, to research, or to other professional activities, should it become necessary  
    to cancel offerings because of insufficient enrollment or other good and just causes.  
 
 
Contract and   1. Information about the academic salary plan and benefits may be obtained from the  
Salary Information    Office of the Associate Provost.  
 

2. Contracts with University faculty members include an agreement that the faculty member 
is bound by the rules and regulations as printed in the Faculty and Professional Personnel 
Handbook and approved by the University Senate and/or the Board of Trustees.

14
 

 
Guidelines for  1. Faculty Load Planning

16
 

Faculty Load   1.1 Academic assignments are determined by the chairperson of the department and 
Assignments and    the college dean, Provost and Vice President for Academic Affairs, and the  
Reporting

15
    President.  Academic assignments may include on-campus as well as off-campus  

     classes, assigned time for research or writing, consultative services, or  
     administrative duties.  Academic assignments will vary from one faculty member  
     to another. The academic workload for a University faculty member is 24 credit 
     hours for the academic year, 6 credit hours for the summer term, and 12 credit  
     hours for the summer semester. 
 

2. Faculty Load Reporting 
2.1 By November 15 of the fall semester and April 1 of the spring semester, 

department chairpersons will forward to the college dean, Provost and Vice 
President for Academic Affairs, and President an actual academic load report for 
the appropriate semester using the same report format used to present the proposed 
academic load.  

 
3. Faculty Load --Assigned Time 

3.1 Scholarly and/or Creative Productivity 
3.11 Faculty who demonstrate scholarly and/or creative productivity may be 

assigned 3-4 credit hours each semester. Each college will determine its 
definition of scholarly and/or creative productivity within accepted 
collegiate guidelines of academic performance and achievement.  This 
productivity must be current and ongoing to merit assigned time.  

3.12 Department chairpersons will submit a report to the dean at the end of 
each semester summarizing the scholarly, research, and/or creative 
productivity of each faculty member given assigned time for research.  

3.13 Faculty who receive assigned time for research will not receive paid 
overloads during the same semester in which the research time is granted. 

    3.2 Departmental Administration 
3.21 Department chairpersons may be assigned 6-8 hours each semester.  

Typically, chairpersons engaged in research and/or service activities will 
be teaching one class per semester.  Administrative assistants/associate 
chairpersons/assistant chairpersons and directors of graduate programs 
may be assigned 3-4 hours each semester. 

    3.3 Other Administrative Responsibilities 
3.31 Assigned time for other administrative responsibilities must be approved 

in advance by the department chairperson and the dean.  
    3.4 Grants 
     3.41 Faculty engaged in externally funded projects and/or internally funded 

research may be assigned time as outlined in the proposal and with the 
approval of the department chairperson and the dean.  

    3.5 Service Activities 
     3.51 Faculty working on service projects and activities contributing to their 

professional development and significantly benefiting their subject matter 
discipline may be assigned 3-4 hours each semester.  

     3.52 All departmental requests for assigned time should be submitted to the 
deanôs office when the semester schedule is completed.  Additions to or 
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modifications of this list should be submitted when they occur but always 
prior to the beginning of the semester.  In all cases, the principles of 
flexibility and accountability should inform the decisions regarding 
assigned time.  

 
4. Faculty Load ïOther Guidelines

17
 

4.1 When computing academic workloads, the following guidelines should be 
considered.  
4.11 Chairpersons may adjust teaching and research loads between semesters 

during the academic year (for example, assigning 6-8 hours of research 
time during one semester and no research time the other semester) if this 
is consistent with departmental requirements.  

4.12 With the approval of the department chairperson and dean, a faculty 
member may be allowed additional load hours when a class size is 
exceptionally large.  

4.13 Under normal circumstances, the direction of independent studies, 
masterôs theses, and doctoral dissertations shall be considered part of a 
faculty memberôs scholarly, creative, and teaching responsibilities during 
the academic year. Each college will establish a written policy to address 
compensation and load credit for teaching responsibilities beyond oneôs 
regular course load such as the direction of independent studies, masterôs 
theses, honorôs theses, and doctoral dissertations. This policy is subject to 
the approval of the appropriate dean, provost, and the Board of Trustees. 

4.14 As a rule, contract faculty will be assigned to teaching and not to other 
responsibilities such as research, service, and administration.  Contract 
faculty members whose assignments include responsibilities other than 
teaching will receive assigned time, additional salary, or other 
compensation to be determined by their department chairperson.  

4.15 Summer terms are an integral component of Ball Stateôs total instructional 
program.  Consistent with University policy, faculty will be paid 15% of 
the academic year salary per full load per summer term. As defined by the 
Faculty and Professional Personnel Handbook, a full load is six (6) hours 
per summer term.  

 
5. Underenrolled Classes 

5.1 The  minimum class size shall be ten (10) for undergraduate and six (6) for graduate 
classes.  For purpose of determining class size an undergraduate shall count 1/10

th
, a 

graduate 1/6
th
, and an auditor shall count 1/50

th
 in an undergraduate class and 1/30

th
 in 

a graduate class in such determinations. 
5.2 Each department may offer one under enrolled class section per semester and for each 

five week summer term at its own absolute discretion and make its own determination 
of the justifiable minimum for an under enrolled class.  Departments may offer other 
under enrolled classes with permission of the college dean.  All under enrolled classes 
must carry full teaching load credit for the faculty members involved.  Faculty 
members teaching under enrolled classes will not be eligible for overload pay.  

 
Files

18
  1. Personnel Files 

1.1 A personnel file is a file which contains documents or records that show that a 
personnel action has been taken (e.g., contract letters, P-3 forms) or which contains 
information upon which a personnel action has been based (e.g., letter of 
application, evidence in a disciplinary action).  Some examples of personnel 
actions are recruiting, hiring, firing, transferring, promoting, granting tenure, and 
approving compensation.  

1.2 Materials in a personnel file may include, but are not limited to, application for 
appointment; letters of recommendation; official contract letters; forms concerning 
changes in appointment, salary, title, etc.; vita; salary information; formal 
evaluations by supervisors; teaching evaluations; information concerning scholarly 
productivity or creative endeavors; information concerning service in a 
professional capacity; information concerning any disciplinary actions taken; or 
information concerning the status of any formal charges against the employee.  

1.3 Materials that are not to be placed in a personnel file include information about the 
employeeôs gender, race, disability, national origin, religion, age, veteran status, 
citizenship, sexual orientation, or marital status. Any file that will be used by 
people other than the employee, such as a promotion and tenure committee, may 
not include this information. 
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1.4 All this information shall be made available to the affected faculty or professional 
personnel member.  When detrimental material is placed in his or her personnel 
file, the faculty or professional personnel member shall be notified in writing and 
given the right to place in the file materials that might rebut or explain the 
detrimental information.  Anonymous letters will never be made part of any 
personnel file.  Improper materials placed in a personnel file will be removed and 
destroyed by the chairperson, supervisor, or vice president and the affected faculty 
or professional personnel member.  

1.5 As a general rule, personnel files are located in the departmental or unit office, the 
deanôs or vice presidentôs office, and the Associate Provostôs area. 

 
   2. Confidential Files 
    2.1 Certain files are maintained in confidence due to the sensitive nature of the 

materials contained in these files.  The primary example of this type of file is the 
investigative files maintained in the Office of University Compliance.  The faculty 
or professional personnel member involved may not see the file because the 
identity of the complainant is kept confidential unless and until formal 
disciplinary action has been initiated.  However, if a formal complaint is filed 
against a faculty or professional personnel member, that individual is informed of 
the complaint.  Although the file itself and the complainantôs identity are not 
available to the accused, he or she is given notice of the existence, substance, and 
details of the complaint.  If formal disciplinary action is initiated, the accused is 
informed of the identity of the complainant.  

    2.2 The files concerning allegations of discrimination in the Office of University 
Compliance are not available to anyone other than the Executive Director of 
University Compliance without his or her explicit permission.  

    2.3 Personal notes and investigative records are considered to be confidential unless 
they are used to make a decision concerning someoneôs employment status or 
unless they provide a basis for disciplinary action.  

 
Appointment,  1. Appointment 
Academic Freedom,   The appointment of administrative officers and of faculty members and the  
and Tenure

19
   determination of educational policies should be governed by professional consideration.   

    Political factors should not be permitted to interfere with the efficiency of this University.   
    The spirit of these principles should also be demonstrated in the internal administration of  
    the University for the development and maintenance of the best type of faculty service and  
    of student growth.  It is presumed that administrative officers and faculty members will be  
    appointed on merit rather than for political or other nonprofessional considerations. 
 
   2. Statement of Principles

20
 

    2.1 The purpose of this statement is to promote public understanding and support of 
academic freedom and tenure and agreement upon procedure to assure them in 
this University.  Institutions of higher learning are conducted for the common 
good and not to further the interest of either the individual teacher or the 
institution as a whole.  The common good depends upon the free search for truth 
and its free exposition.  

    2.2 Academic freedom is essential to these purposes and applies to both teaching and 
research.  Freedom in research is fundamental to the advancement of truth.  
Academic freedom in its teaching aspect is fundamental for the protection of the 
rights of the teacher in teaching and of the student to freedom in learning.  It 
carries with it duties correlative with rights.  

    2.3 Tenure is a means to certain ends; specifically: (1) freedom of teaching and 
research, and of extramural activities and (2) a sufficient degree of economic 
security to make the profession attractive to men and women of ability.  Freedom 
and economic security, hence tenure, are indispensable to the success of an 
institution in fulfilling its obligations to its students and to society.  

 
3. Academic Freedom 

3.1 The teacher is entitled to full freedom in research and in the publication of the 
results, subject to the adequate performance of other academic duties; but research 
for pecuniary return should be based upon an understanding with the authorities of 
the University. 

3.2 The teacher is entitled to freedom in the classroom in discussing the appointed 
subject, but should be careful not to introduce a controversial matter which has no 
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relation to the subject.  Limitations of academic freedom because of the aims of 
the institution should be clearly stated in writing at the time of the appointment. 

3.3 The University teacher is a citizen, a member of a learned profession, and an 
officer of an educational institution.  When speaking or writing as a citizen, there 
should be freedom from institutional censorship or discipline, but a special 
position in the community imposes special obligations.  As a person of learning 
and an educational officer, a teacher should remember that the public may judge 
his or her profession and this University by his or her utterances.  Hence, he or she 
should at all times be accurate, should exercise appropriate restraint, should show 
respect for the opinion of others, and should make every effort to indicate that he 
or she is not an institutional spokesman.  

 
 (Adopted by State Teachers College Board, June 4, 1944)  

 
  



 61 

EQUAL OPPORTUNITY AND AFFIRMATIVE ACTION POLICY
21

 
 

              1. Ball State University provides equal opportunity to all students and applicants for admission in its education  

 programs, activities, and facilities without regard to race, religion, color, sex (except where sex is a bona fide  

 qualification), sexual orientation, gender identity/gender expression, physical or mental disability, national 

 origin, ancestry, or age. 

  

2. Ball State University provides equal opportunity to all employees and applicants for employment in its 

recruitment, hiring, retention, promotion, tenure, transfer layoff, return from layoff, training, and other 

employment decisions and in its compensation and benefits programs without regard to race, religion, color, 

sex (except where sex is a bona fide occupational qualification), sexual orientation, gender identity/gender 

expression, physical or mental disability, national origin, ancestry, age, or citizenship (for U.S. citizens and 

protected lawfully-admitted aliens).  

 

3. The University also takes affirmative action to employ and advance minorities, women, qualified disabled 

persons, and qualified disabled veterans and veterans of the Vietnam era.  Information concerning the 

Universityôs affirmative action programs can be obtained from the Office of University Compliance, Ball 

State University, Muncie, IN  47306.  

 

4. Each line administrator is responsible for ensuring that educational and employment decisions are made and 

implemented in accordance with the Universityôs equal opportunity and affirmative action policy.  All 

persons involved in the decision-making process, including members of faculty and other employee 

committees, shall act in a nondiscriminatory manner.  The Office of University Compliance is responsible for 

developing, coordinating, and implementing policies and procedures for institutional compliance with all 

applicable federal and state equal opportunity laws and regulations and for preparing and monitoring 

compliance with required affirmative action programs.  

 

5. Complaints regarding unlawful discrimination should be filed within 45 calendar days following the alleged 

act or incident giving rise to the complaint in the Office of University Compliance in accordance with the 

ñBall State University Equal Opportunity and Affirmative Action Complaint Investigation Procedure and 

Appeal Process.ò  A copy of this document may be obtained by contacting the Office of University 

Compliance.  

 

6. The President will review the Universityôs equal opportunity and affirmative action policy and programs at 

least once each year, measure progress against the objectives stated in the affirmative action programs, and 

report findings and conclusions to the Board of Trustees. 

 

AFFIRMATIVE ACTION PLAN FOR DISABLED INDIVIDUALS
22 

 

1. Ball State University is subject to Sections 503 and 504 of the Rehabilitation Act of 1973 and, as such, takes 

affirmative action to employ and advance in employment qualified disabled individuals.  Anyone having 

such a disability and wishing to be covered under the affirmative action program should contact the Office of 

University Compliance.  Submission of this information is voluntary and refusal to provide it will not subject 

any individual to discharge or disciplinary treatment.  Information obtained concerning individuals shall be 

kept confidential, except that 1) supervisors may be informed regarding restrictions on the work or duties of 

disabled individuals, and regarding necessary accommodations; 2) health personnel may be informed, when 

and to the extent appropriate, if the condition might require emergency treatment; and 3) government 

officials investigating compliance with the Act shall be informed. 

  

2. If a disabled Ball State University employee needs a workplace accommodation, that employee should 

contact the Office of University Compliance immediately upon learning of the need for the accommodation.  

All disability accommodation requests will be reviewed in a timely manner through an interactive process 

typically involving the employee, the supervisor of the employee, and the Director of Equal Opportunity and 

Affirmative Action.
23
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BALL STATE UNIVERSITYôS STATEMENT ON SEXUAL HARASSMENT 
24

 

 

1. Harassment on the basis of sex is a form of illegal sex discrimination.  Sexual harassment in employment 

violates Title VII of the Civil Rights Act of 1964, as well as state law.  Student-on-student sexual harassment 

and sexual harassment directed toward a student by a University employee violates Title IX of the Education 

Amendments of 1972. 

  

2. Ball State University will not tolerate sexual harassment of students or employees by members of its faculty 

or staff, its students or by other agents of the University and will respond in a suitable manner to every 

compliant.  

 

3. The University has adapted the Equal Employment Opportunity Commission (EEOC) definition of sexual 

harassment for our academic community: Sexual harassment is defined as any unwelcome sexual advance, 

request for sexual favor or other unwelcome verbal or physical conduct of a sexual nature, whether 

committed on or off campus, when: 

3.1 submission to such conduct is made, either explicitly or implicitly, a term or condition of an 

individualôs employment or participation in a University-sponsored education program or activity; 

3.2 submission to or rejection of such conduct by an individual is used as the basis or threatened to be 

used as the basis for employment decisions or academic decisions or assessments affecting an 

individual; or 

3.3 such conduct has the purpose or effect of unreasonably interfering with an individualôs work or 

academic performance or creating an intimidating, hostile or offensive working or educational 

environment.  Such conduct will typically be directed against a particular individual or individuals 

and will either be abusive or severely humiliating or will persist despite the objection of the person 

targeted by the speech or conduct.  

 

Sexual harassment includes but is not limited to situations where one person has authority over another.  In 

such situations, sexual harassment is particularly serious because it may unfairly exploit the power inherent 

in a faculty memberôs or supervisorôs position.  

 

4. Sexual harassment can be verbal, visual, physical or communicated in writing or electronically.  Some 

conduct obviously constitutes sexual harassment-such as a threat that a grade or promotion will depend on 

submission to sexual advance.  But whether particular conduct constitutes sexual harassment will often 

depend upon the specific context of the situation, including the participantsô reasonable understanding of the 

situation, their past dealings with each other, the nature of their professional relationship (e.g., supervisor-

subordinate, colleague, etc.) and the specific setting.  

 

The inquiry can be particularly complex in an academic community, where the free and open exchange of 

ideas and viewpoints preserved by the concept of academic freedom may sometimes prove distasteful, 

disturbing or offensive to some.  Sexual harassment must be distinguished from behavior which, even though 

unpleasant or disconcerting, is appropriate to the carrying out of instructional, advisory, or supervisory 

responsibilities.  Instructional responsibilities, in particular, require appropriate latitude for pedagogical 

decisions concerning the topics discussed and methods used to draw students into discussion and full 

participation.  

 

5. Examples of conduct which may constitute sexual harassment include but are not limited to: 

5.1 request for sexual favors; 

5.2 unwelcome physical contact such as hugging, rubbing, touching, patting, pinching or brushing 

anotherôs body; 

5.3 veiled suggestions of sexual activities; 

5.4 requests for private meetings outside of class or business hours for other than legitimate academic or 

business-related purposes; 

5.5 use in the classroom of sexual jokes, stories or images in no way germane to the subject of the class; 

5.6 use in the workplace of sexual jokes, stories or images in no way germane to the subject of the work 

environment;  
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5.7 remarks about a personôs body or sexual relationships, activities or experience that are in no way 

germane to the subject of the work or academic environment; 

5.8 use of inappropriate body images to advertise events.  

 

6. Members of the University community can expect to be free from sexual harassment and thus all members of 

the University community should guard against it.  The fact that someone did not intend to sexually harass an 

individual is generally not considered a sufficient defense to a compliant of sexual harassment, although the 

reasonableness of the accusedôs perceptions may be considered.  In most cases, it is the effect and 

characteristics of the behavior on the complainant and whether a reasonable person similarly situated would 

find the conduct offensive that determines whether the behavior constitutes sexual harassment. 

  

7. The University will not tolerate retaliation or discrimination against persons who report or charge sexual 

harassment or against those who testify, assist or participate in any investigation, proceeding or hearing 

involved a compliant of sexual harassment.  In this context, retaliation means speech or conduct that 

adversely affects anotherôs terms or conditions of employment or education and is motivated by an intent to 

harm the targeted person because of his or her participation in the filing or investigation of an allegation of 

sexual harassment.  Any such retaliation- or any encouragement of another to retaliate- is a serious violation 

of University policy and law, independent of whether the particular claim of sexual harassment is 

substantiated.  Anyone who believes he or she has been subjected to retaliation in violation of this rule may 

use the procedures described in this policy to complain and seek redress.  

 

8. Any member of the University community who believes he or she is being sexually harassed or is being 

retaliated against is encouraged to contact the Office of University Compliance and make a complaint.  The 

complaint will be investigated in accordance with the Ball State University ñEqual Opportunity and 

Affirmative Action Complaint Investigation Procedure and Appeal Process.ò  A copy of this document may 

be obtained by contacting the Office of University Compliance.  

 

9. The University can respond to specific instances and allegations of harassment only if it is aware of them.  

The University therefore encourages anyone who believes that he or she has experienced sexual harassment 

to come promptly forward (typically within 45 calendar days) with inquiries, reports or complaints and to 

seek assistance from the Office of University Compliance.  In addition, any University employee who 

becomes aware of instances or allegations of sexual harassment by or against a person under his or her 

supervisory authority must report them to the Office of University Compliance.  It shall be the responsibility 

of the Office of University Compliance to respond to allegations and reports of sexual harassment or refer 

them to other University officials for an appropriate response.   

 

10. Any dean, chairperson, director of department head of other similar administrator who becomes aware of 

information indicating a significant likelihood of sexual harassment must report such information to the 

Office of University Compliance.  These administrators must respond not only when they receive a specific 

complaint or report alleging improper activity, but also when such matters come to their attention informally.  

Unconfirmed or disputed allegations should be clearly labeled as such and reports should indicate any steps 

already taken to respond.  Administrators should consult the Office of University Compliance prior to 

responding to any situation involving alleged harassment.  

 

11. Possible sanctions for a person found engaging in behavior which is in violation of this policy include but are 

not limited to the following: 

11.1 oral or written reprimand, placed in the personnel file; 

11.2 required attendance at a sexual harassment sensitivity program; 

11.3 an apology to the victim; 

11.4 loss of salary or benefit, such as sabbatical or research or travel funding; 

11.5 transfer or change of job, class or residential assignment or location (i.e., removing the person from  

 being in a position to retaliate or further harass the victim);  

11.6 demotion;  

11.7 suspension, probation, termination, dismissal or expulsion.  
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While counseling is not considered a sanction, it may be offered or required in combination with sanctions.  

Where alcohol/drugs are involved in the sexual harassment, such counseling may include a substance abuse 

program.  

  

If students or student groups are guilty of sexual harassment, any of the sanctions set forth in the ñCode of 

Student Rights and Responsibilitiesò may also be invoked.  

 

12. The University seeks to protect the rights of all persons, accusers and accused, to fair procedures.  

Accusations of sexual harassment frequently have injurious, far-reaching effects on the careers and lives of 

accused individuals.  Allegations of sexual harassment must be made in good faith and not out of malice.  

Knowingly making a false or frivolous allegation of sexual harassment will be considered a serious violation 

of University policy. 

 

ANTI -HARASSMENT POLICY
25

 

 

1. Harassment of students or employees at Ball State University on the basis of race, color, national origin, 

ancestry, religion, creed, gender,* sexual orientation, gender identity/gender expression, age or physical or 

mental disability is unacceptable and will not be tolerated.  Such conduct is inconsistent with the Universityôs 

commitments to excellence and to respect for all individuals.  This Policy is intended to complement the 

Universityôs Equal Opportunity and Affirmative Action Policy. 

   

2. The University is also committed to protecting the academic freedom and freedom of expression of all 

members of the University community.  This Policy will be construed, and applied in a manner that protects 

the academic freedom and freedom of expression of all parties to a compliant.  Academic freedom and 

freedom of expression include but are not limited to the expression of ideas, philosophies, or religious 

beliefs, however controversial, in classroom or other academic settings.  

 

3. The term ñharassmentò as used in Paragraph 1 of this Policy, refers to verbal, physical, graphic or written 

conduct that has the purpose or effect of creating a hostile or intimidating environment; i.e., conduct which is 

sufficiently severe, pervasive, or persistent that it interferes significantly with an individualôs employment, 

education, or living conditions.  The conduct alleged to constitute harassment under this Policy will be 

evaluated from the perspective of a reasonable person similarly situated to the complainant and considering 

all of the facts and circumstances.  Harassment must be distinguished from behavior which, even though 

unpleasant or disconcerting, is appropriate to the carrying out of instructional, advisory, or supervisory 

responsibilities.  Instructional responsibilities, in particular, require appropriate latitude for pedagogical 

decisions concerning the topics discussed and methods used to draw students into discussion and full 

participation.  

 

4. Members of the University community and others who believe they have been harassed in violation of this 

Policy by University employees or students, or by contractors or vendors serving the University, may contact 

the Office of University Compliance.  Formal complaints must be filed in the Office of University 

Compliance within 45 calendar days following the occurrence of the act, incident, conduct, or pattern of 

conduct constituting the alleged violation.  Such complaints will be processed under the ñBall State 

University Equal Opportunity and Affirmative Action Complaint Investigation Procedure and Appeal 

Process.ò  A copy of this document may be obtained by contacting the Office of University Compliance.  

Complaints involving students may instead be filed in the Office of the Vice President for Marketing, 

Communication and Enrollment Management, for handling under the procedures set forth in the Student 

Code.  

 

5. Any University employee who becomes aware of conduct by another University employee, student, vendor 

or contractor which the employee reasonably believes constitutes harassment under this Policy shall report 

the conduct immediately to the Office of University Compliance; or, if the harassment involves students, the 

conduct may instead be reported to the Office of the Vice President for Marketing, Communication and 

Enrollment Management.  To knowingly file a false or malicious complaint or report of harassment is a 

violation of this Policy.  
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*This Policy covers gender-based harassment that is non-sexual in nature.  Sexual harassment is covered by a separate 

ñStatement on Sexual Harassment.ò  

 

POLICY ON CONSENSUAL SEXUAL OR ROMANTIC RELATIONSHIPS
26 

 

1. Legal and ethical risks are inherent in any sexual or romantic relationship between a person with instructional 

responsibilities (full-time or part-time faculty, lecturer, visiting professor, graduate assistant, or tutor) and a 

student whose academic work is being supervised by the person with instructional responsibilities, even when the 

relationship seems to be consensual.  The same is true of a sexual or romantic relationship between a person with 

non-instructional supervisory responsibilities (faculty, administrator, staff, or student) and someone over whom 

the person has supervisory responsibility.  Individuals involved n a romantic relationship cannot be expected to 

be able to render an objective assessment of the performance of his or her partner in the relationship; the ability 

to render an objective assessment is crucial to the role of instructor or supervisor. 

 

2. Because of these legal and ethical risks, it is the Universityôs policy that persons shall not have instructional or 
supervisory responsibilities over anyone with whom they have a sexual or romantic relationship.  If such a 

relationship exists or develops, the person with instructional or supervisory responsibilities shall immediately 

make arrangements to terminate his or her instructional or supervisory responsibilities over the partner in the 

relationship.  A member of the campus community who fails to withdraw from participation in decisions that 

may reward or penalized the party with whom he or she has or has had a sexual or romantic relationship will be 

deemed to have violated his or her ethical obligation to the University. 

 

3. Violations of this policy may be reported to the Office of University Compliance or in the case of a student, he or 

she may report the conduct to the administrative head of Student Affairs.  All such complaints and reports will be 

investigated in accordance with the ñEqual Opportunity and Affirmative Action Complaint Investigation 

Procedure and Appeal Process.ò  To knowingly file a false or malicious complaint or report is a violation of this 

policy.  

 

STATEMENT ON PROFESSIONAL ETHICS  
* (Adapted from the AAUP Statement) 

 

1. The professors, guided by a deep conviction of the worth and dignity of the advancement of knowledge, 

recognize the special responsibilities placed upon them.  Their primary responsibility to their subject is to 

seek and to state the truth as they see it.  To this end they devote their energies to developing and improving 

their scholarly competence.  They accept the obligation to exercise critical self discipline and judgment in 

using, extending, and transmitting knowledge.  They practice intellectual honesty.  Although they may follow 

subsidiary interests, these interests must never seriously hamper or compromise their freedom of inquiry. 

 

2. As teachers, the professors encourage the free pursuit of learning in their students. They hold before them the 

best scholarly standards of their discipline.  They demonstrate respect for the student as an individual and 

adhere to their proper role as intellectual guide and counselor. They make every reasonable effort to foster 

honest academic conduct and to assure that their evaluation of the students reflects their true merits.  They 

respect the confidential nature of the relationship between professor and student. They avoid any exploitation 

of students for their private advantage and acknowledge significant assistance from them. They protect their 

academic freedom.  

 

3. As colleagues, the professors have obligations that derive from common membership in the community of 

scholars. They respect and defend the free inquiry of their associates.  In the exchange of criticism and ideas 

they show due respect for the opinions of others. They acknowledge their academic debts and strive to be 

objective in their professional judgment of colleagues. They accept their share of faculty responsibilities for 

the governance of their institution. 

 

4. As members of their institution, the professors seek above all to be effective teachers and scholars.  Although 

they observe the state regulations of the institution, provided they do not contravene academic freedom, they 

maintain their right to criticize and seek revision.  They determine the amount and character of the work they 

do outside their institution with due regard to their paramount responsibilities within it. When considering the 
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interruption or termination of their service, they recognize the effect of their decision upon the program of 

the institution and give notice of their intentions.   

 

5. As members of their community, the professors have the rights and obligations of any citizen. They measure 

the urgency of these obligations in the light of their responsibilities to their subject, to their students, to their 

profession, and to their institution. When they speak or act as private persons they avoid creating the 

impression that they speak or act for their college or University. As citizens engaged in a profession that 

depends upon freedom for its health and integrity, the professors have a particular obligation to promote 

conditions of free inquiry and to further public understanding of academic freedom.  

 

__________________________________________ 

 

The Academic Freedom and Ethics Committee of the Faculty Council is responsible for discussing privately and 

confidentially with a faculty member the ethics of his or her behavior when the Committee concludes that the above 

ethical standards are being transgressed.  Faculty and administrators may confidentially invite the attention of the 

Committee to the practices of a particular faculty member.  

 

* The only change is gender-neutral language.  
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Social Security Number Policy
27

 
 

Ball State University recognizes that it collects and maintains confidential information relating to its students, employees, and 

individuals associated with the University and is dedicated to ensuring the privacy and proper handling of this information. 

This should be understood as the spirit of this policy statement.  

 

The primary purpose of this Social Security number policy is to establish the necessary procedures and awareness to ensure 

that University employees and students comply with both the letter and the spirit of the federal and state laws governing and 

restricting requests for and uses of Social Security numbers.  The University is guided by the following objectives:  

 

1. Broad awareness of the confidential nature of the Social Security number;  

2. Reduced reliance upon the Social Security number for identification purposes; 

3. A consistent policy towards and treatment of Social Security numbers throughout the University; and 

4. Increased confidence by students and employees that Social Security numbers are handled in a confidential 

manner. 

 

I.  POLICY/REGULATIONS   
 

I.1. A Ball State University ID Number (BSU ID) will be assigned to all students and employees.  It will be 

uniquely associated with the individual to whom it is assigned.  The BSU ID will be used in all future 

electronic and paper data systems to identify, track, and service individuals associated with the University, 

except in cases where use of the Social Security number is mandated by federal or state law. 

  

I.1.1. The BSU ID will be considered the property of Ball State University, and its use and governance 

shall be at the discretion of the University, within the parameters of the law;  

  I.1.2. The BSU ID will be created and maintained by Information Technology Services; 

  I.1.3. The BSU ID will be a component of a system that provides a mechanism for   

 both the identification of individuals and a method of authentication. 

 

I.2. Grades and other pieces of personal information will not be publicly posted or displayed in a manner where 

use of all or part of the BSU ID or Social Security number (including use of the last few digits of the Social 

Security number) identifies the individual associated with the information.  

 

 I.3. Social Security numbers will be electronically transmitted only through encrypted mechanisms.  

 

I.4. All University forms and documents that collect Social Security numbers will contain the appropriate 

language stating the reason for the request and whether the request is voluntary or mandatory. Refer to the 

guidelines document section (I.2) for more detailed information.  

 

I.5. Paper documents and electronic data containing Social Security numbers, when no longer needed by the 

University, will be destroyed or disposed of using a method designed to prevent or significantly inhibit their 

recovery or use thereafter by anyone. 

 

I.6. Except where the University is legally required to collect a Social Security number, individuals will not be 

required to provide their Social Security number, verbally or in writing, at any point of service, nor will they 

be denied access to those services should they refuse to provide a Social Security number.  However, 

individuals may volunteer their Social Security number as an alternate means of locating a record.  

 

 I.7. Social Security numbers will be released by the University to entities outside the University only 

  I.7.1. As allowed by law; OR 

  I.7.2. When permission is granted by the individual; OR 

  I.7.3. When the external entity is acting as the Universityôs contractor or agent and adequate security  

   measures are in place to prevent unauthorized dissemination to third parties; 

OR 
   I.7.4 When University Legal Counsel has approved the release.  
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I.8. The Social Security number may continue to be stored as a confidential attribute associated with an 

individual.  The Social Security number will be used as  

  I.8.1. Allowed by law;  

 I.8.2. A key to identify individuals, such as University contractors and agents, for whom a BSU ID is not  

  known or has not been assigned.  

  I.8.3. A key to identify historical records such as those in payroll/benefits and student records.  

 

I.9. This policy does not preclude Ball State University employees from using the Social Security number as 

needed during the execution of their duties, if a primary means of identification is unavailable.  The other 

aspects of this policy statement restrict such usage.  

 

II.  ENFORCEMENT  
 

II.1. The Ball State University ID Committee will work with the Executive Director of University Compliance to 

ensure compliance with this policy and to recommend changes if appropriate.  

 

II.2. Employees and students may be subject to disciplinary action, up to and including termination of 

employment or dismissal from the University for violating this policy, such as by breaching the 

confidentiality of Social Security numbers.  Any such disciplinary action shall be governed by the regular 

University policies and procedures applicable to the situation.  
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   UNIVERSITY PROMOTION AND TENURE DOC UMENT  
28

 
 

Preamble Among the most important decisions of a university are those regarding tenure and promotion of its 

faculty.  At a university such as Ball State, the diverse nature of colleges and departments must be 

respected in any document pertaining to the university as a whole. However, a degree of continuity 

across disciplines is necessary to ensure equitable decisions for individuals.  Consequently, the 

purpose of this document is to provide a set of common policies and procedures governing all 

promotion and tenure decisions at Ball State University. Although the Promotion and Tenure 

Documents of all colleges and departments must be consistent with this document in both spirit and 

detail, it is expected that these documents may also need to contain a variety of additional elements 

not included here.  

  

The promotion and tenure expectations for each faculty member are dependent on the individualsô 

particular assignment and are defined by university, college, and departmental documents.  It is the 

responsibility of each faculty member to become familiar with all three applicable documents. 

 
   I  Guidelines for  1. The evaluation of a faculty member's eligibility for promotion or tenure shall be conducted in  
 Promotion and  light of the University Mission Statement and shall be based on evidence of a continuing 
 Tenure  pattern of achievement throughout the faculty memberôs professional career in the following 

areas:  
1.1 Teaching; 
1.2 Scholarship; 
1.3 Service in a professional capacity. 

  
II  Definitions

29
 1. Department and departmental refer to schools, academic departments located within the seven 

colleges and those comparable units which have faculty and/or eligible professional personnel 
but are not located within colleges. 

 
2. College and collegiate refer to the seven academic colleges and also to the Academic Affairs 

promotion and tenure unit. 
 

3. Reconsideration is the act-whereby a candidate may request that an initial adverse decision by 
the departmental or collegiate committee may be re-examined.  Reconsideration provides an 
opportunity for the candidate to clarify content of materials. 

 
4. Appeal refers to the action taken by the appellant when the outcome of the departmental 

reconsideration is the same as the original recommendation or when an adverse recommendation 
is made at the collegiate or Provost and Vice President for Academic Affairs level.  Appeals 
examine the process followed and not the content of materials. 

 
5. Working days are those days when Ball State University administrative offices are open. 

 
6. Calendar days are the days which appear on a calendar, including Saturday, Sunday, and 

holidays.  They do not relate to the Ball State academic schedule or calendar. 
 

7. Eligible professional personnel are those individuals who hold academic rank and/or tenure or 
who are eligible for tenure. 

 
8. Tenure is a means to certain ends; specifically: (1) freedom of teaching and research, and of 

extramural activities and (2) a sufficient degree of economic security to make the profession 
attractive to men and women of ability.  (Faculty Handbook, Appointment, Academic Freedom, 
and Tenure 2.3).  Freedom and economic security, hence, tenure, are indispensable to the success 
of an institution in fulfilling its obligations to its students and to society. 
 

  9. Tenure-track faculty are those who are currently in the seven-year probationary tenure period. 
 

10. Tenured faculty are those faculty who have been granted tenure. 
 
11. Scholarship is the process of attaining new knowledge, creating a new work, or 

recreating/interpreting existing works, and disseminating the results.  Generally this takes the 
form of appropriate peer reviewed publications, presentations or exhibits, performances, other 
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creative endeavors and grant proposals.  Scholarship can occur in four areas: discovery, 
integration, application, and teaching. 

 11.1 The scholarship of discovery is traditional research and creative endeavors that pursue and 
contribute to new knowledge for its own sake.  

 11.2 The scholarship of integration makes connections across disciplines bringing together 
isolated knowledge from two or more disciplines or fields to create new insights and 
understanding.  

 11.3  The scholarship of application applies knowledge to address significant societal issues. 
 11.4 The scholarship of teaching studies the development of knowledge, skill, mind, character, 

and/or ability of others.  
  

                          III  Policy 1. Policy Statements for Promotion
 

Statements  1.1 Faculty and eligible professional personnel shall be evaluated in the light of the University 
Mission Statement. 

1.2 Policies and criteria related to recommending promotions shall be clear, specific, and 
accessible to all personnel. 

1.3 Policies and criteria for promotions shall be subject to annual evaluation and review and to 
periodic revision. 

    1.4 Any department member or eligible professional personnel member has the right to 
present herself or himself to the Department Promotion and Tenure Committee for 
consideration for promotion. 

1.5 Recommendations for promotion shall be initiated at the level where the candidate's 
qualifications can be best identified and evaluated.  In most instances this would be the 
department. 
1.51 Each affected department, school, and college must have formal criteria, 

procedures, and policies for recommendations for promotions. 
1.52 Recommendations shall be supported by ample documentary evidence 

demonstrating that the candidate for promotion satisfies established criteria.  
Documentation shall include: 

     1.521 Evaluation forms approved by the administrative unit concerned. 
     1.522 In the case of a candidate seeking promotion to Professor, a minimum of 

two letters from reviewers external to the University shall be included.  
Such letters shall provide supplementary review of the candidateôs 
scholarship, creative endeavors, and other scholarly productivity. These 
letters shall be acquired and presented in accordance with departmental 
and college policies and procedures.  The candidate shall be fully involved 
in the selection of reviewers, with one-half of the contacted reviewers 
being from the candidateôs list. Challenges to the list of reviewers will be 
handled according to department and college policies.  All letters received 
from external reviewers will be available to evaluators in the promotion 
review process.     

    1.6 Work accomplished before hiring at Ball State, as well as work accomplished while a  
    faculty member at Ball State, will be considered in promotion deliberations.  It is  
    understood that greater attention and significance will be given to the work accomplished  
    during the appointment at Ball State.  The evidence must demonstrate a record of  
    continuous activity. 

1.7 The departmental and collegiate policies and criteria for promotions must be approved by 
the University Promotion and Tenure Committee and must be on file with the University 
Promotion and Tenure Committee and the Office of the Provost and Vice President for 
Academic Affairs. 

1.8  All promotions to Associate Professor and Professor will be granted on the basis of the 
spring recommendations.  Regular Instructors will be promoted to Assistant Professor in 
September on the basis of provisions made in appointment letters.  Regular Instructors 
appointed in 1978 and thereafter must have appointment letters that specify conditions for 
promotion.  Regular Instructors appointed prior to 1978 whose appointment letters do not 
specifically state such conditions will be considered for promotion each September in 
accordance with criteria contained in approved departmental promotion and tenure 
documents. 

1.9 No person may serve as a member of a College Promotion and Tenure Committee who is 
a candidate for promotion.  An individual so elected who later becomes a candidate for 
promotion must resign from the committee. 

         1.10 No person may serve as a member of a Department Promotion and Tenure Committee 
who is a candidate for promotion. 

             1.101 An individual so elected who later becomes a candidate for promotion must resign 
from the committee. 
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      1.102 The one exception to these provisions involves the chairperson of the department 
when he or she is a candidate for promotion.  In that circumstance, he or she shall 
not participate in his or her ex-officio capacity during the deliberations of 
promotion to the same rank.   

      1.103 No candidate shall be evaluated by a Promotion and Tenure Committee of fewer 
than three (3) eligible voting members.  Department committees on which tenure-
track faculty serve must be a minimum of four (4) persons in order to maintain the 
minimum voting membership requirement when a tenure-track committee member 
is excused during the review of his/her progress towards tenure proceedings.  
Departments which under these or any other conditions cannot form a Promotion 
and Tenure Committee of at least three voting members shall develop specific 
provisions subject to the approval of the College and the University Promotion and 
Tenure Committees. 

               1.11 At any step in the promotion process (Department Promotion and Tenure Committee; 
department chairperson; College Promotion and Tenure Committee; academic dean; 
Provost and Vice President for Academic Affairs) the first committee or individual not 
recommending a faculty member favorably for promotion shall provide that faculty 
member with a written statement delineating his or her strengths and weaknesses in each 
of the areas of 1) teaching, 2) scholarship, and 3) service in a professional capacity.  The 
committee or individual may also suggest areas for improvement.  All candidates for 
promotion will be informed of the department committeeôs recommendation by a letter 
written by the committee chair that will include an evaluation of strengths and weaknesses 
in the areas of teaching, scholarship, and service. 

 
2. Policy Statements for Tenure 

2.1 Faculty and eligible professional personnel shall be evaluated in the light of the University 
Mission Statement. 

2.2 Policies and criteria related to recommending tenure shall be clear, specific, and accessible 
to all personnel. 

2.3 Policies and criteria for tenure shall be subject to annual evaluation and review and to 
periodic revision. 

2.4 The departmental and collegiate policies and criteria for tenure must be approved by the 
University Promotion and Tenure Committee and must be on file with the University 
Promotion and Tenure Committee and the Office of the Provost and Vice President for 
Academic Affairs. 

2.5 A faculty member must complete at least one semester of full-time service during any 
academic year in order to receive a full year's credit for purposes of tenure consideration. 

2.6 Tenure for those who hold academic rank is earned in an academic department and held in 
the University. 
2.61 For all individuals hired by the University after June 30, 1981, tenure may be 

granted only to those who hold academic rank in an academic department.  When a 
candidate is hired, academic rank must be recommended by an academic 
department chairperson in conjunction with the Department Promotion and Tenure 
Committee or, if it is unavailable, another faculty committee, and subsequently 
approved by appropriate schools, colleges, administrators, and the Board of 
Trustees.  Years granted toward tenure at the time of hiring must be recommended 
by an academic department chairperson in conjunction with the Department 
Promotion and Tenure Committee or, if it is unavailable, another faculty 
committee, and subsequently approved by appropriate schools, colleges, 
administrators, and the Board of Trustees. 

2.7 Work accomplished before hiring at Ball State, as well as work accomplished while a 
faculty member at Ball State, will be considered in tenure deliberations.  It is understood 
that greater attention and significance will be given to the work accomplished during the 
appointment at Ball State.  The evidence must demonstrate a record of continuous activity. 

2.8 When a faculty member is employed in a tenure-track position, a probationary period of 
seven years is ordinarily required before tenure is granted by the Board of Trustees.  
Generally, the probationary period will not exceed seven full-time years of tenure-
creditable service as a faculty member at Ball State University.  The exceptions are noted 
below. 

 
When transferred from one academic or professional area to another, a tenure-track 
person, in addition to the normal probationary period, may request or may be required to 
complete an additional probationary period not to exceed two years.  The length of the 
extension of time must be established and stated in writing at the time of the new 
appointment. 
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2.81 A faculty member may request that certain years (normally not to exceed two years 
total) not be counted as tenure-creditable years if any of the following pertain:   
2.811 The faculty member is seriously ill; 
2.812 The faculty member is the principal care-giver for a son/stepson or 

daughter/stepdaughter; 
2.813 The faculty member is the principal care-giver for a family member who 

is seriously ill; 
2.814 The faculty member will be on leave for at least one semester of the 

academic year. 
A request that a year not be counted as tenure-creditable shall be made to the 
department chairperson prior to the beginning of the next academic year.  The 
request shall include documentation of the circumstances involved.  The request 
shall be given immediately by the department chairperson to the Department 
Promotion and Tenure Committee.  The request requires approval of the 
Department Promotion and Tenure Committee, the department chairperson, the 
appropriate dean, and the Provost and Vice President for Academic Affairs. 

    2.82 In cases where the exceptional achievements of a candidate in teaching, research, 
publication, creative endeavors, scholarly productivity, and other meritorious 
activities resulted in appointment at the associate or full professor ranks, tenure 
may be recommended to the trustees as early as the completion of the third year, 
following a recommendation from the Department Promotion and Tenure 
Committee, and approval from the department chairperson, academic dean, and 
Provost and Vice President for Academic Affairs.  The Board of Trustees may 
grant tenure in special cases to an individual who holds or will hold academic rank 
without any probationary period, or with a probationary period of fewer than three 
years, if all of the following conditions are fulfilled: 
2.821 The Board obtains the prior positive recommendations of the Promotion 

and Tenure Committee of the academic department in which the candidate 
holds (or will hold) academic rank, department chairperson, the academic 
dean, the Provost and Vice President for Academic Affairs, and the 
President. 

2.822 The Board concurs with the recommendation that the individual possesses 
superior academic and/or creative qualifications; 

2.823 The Board concurs with the recommendation that waiver of the normal 
probationary period is necessary to induce the individual to accept an 
offer of employment or to continue his or her employment with the 
University. 

2.9 Specific conditions of employment that must be fulfilled by a tenure-track faculty member 
(in addition to the general standards of performance) will be stated in writing by the 
University administration at the time of employment.  In order to be eligible for a 
favorable tenure recommendation, the faculty member must meet these employment 
conditions unless he or she is released there from, in whole or in part, by means of a 
written departmental recommendation that is approved by the academic dean, the Provost 
and Vice President for Academic Affairs, and the President. 

         2.10 No later than February 15 of each academic year, each department will send a letter to the 
Provost and Vice President for Academic Affairs, via the academic dean, and the faculty 
member, setting forth the status of each tenure-track faculty member with respect to his or 
her fulfillment of the conditions of appointment and any matters pertaining to the quality 
of his or her performance.  This letter will contain the recommendations of the department 
chairperson and the academic dean.  

      2.101 Before the end of each academic year, the Provost and Vice President for 
Academic Affairs will notify each tenure-track faculty member in writing as to the 
University's official assessment of his or her status with regard to progress toward 
tenure.  The contents of the letter will reflect: 
2.1011 The University's official record of the individual's status with respect to 

fulfillment of specific conditions of employment which were stated in 
the letter of employment; and 

2.1012 The University's assessment of the individual's performance and progress 
toward tenure. 

       If the members of a department wish to recommend termination of the 
appointment of a tenure-track faculty member at the end of any academic 
year during the probationary period, a letter to that effect shall be filed in 
the Office of the Provost and Vice President for Academic Affairs at 
least two weeks in advance of the final date set forth in 2.14-2.143 below 
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for giving written notice of non-reappointment or of intention not to 
recommend reappointment to the Board of Trustees. The letter must 
contain the recommendations of the academic dean. 

    2.11 A tenure recommendation will be made by the department, academic dean, and the 
Provost and Vice President for Academic Affairs at least one year prior to the end of a 
faculty member's probationary period.  That recommendation will be either a 
recommendation to grant tenure at the end of the following year or a recommendation to 
terminate the faculty member at the end of the following year.   
2.111 If the recommendation is to grant tenure, then the tenure review in the seventh 

year will generally result in a reaffirmation of the favorable recommendation 
unless a substantial change in the level of the faculty member's performance has 
occurred or a specific condition of employment or tenure has not been met.   

2.112 If the recommendation is to terminate the faculty member, then the faculty 
member's seventh year is the final one at the University. 

2.113 If a faculty member is recommended for tenure at the end of the sixth year and 
there is evidence of substantial change in the level of the faculty member's 
performance in the seventh year or a specific condition of employment or tenure 
has not been met, then the faculty member may be recommended for termination 
at the end of the seventh year.  In this case, the faculty member shall be granted an 
eighth and final year, as a contract faculty member, at the University. 

    2.12 The following are necessary prerequisites in order to be eligible for tenure: 
2.121 The faculty member must have satisfied any specific conditions of employment 

set forth in his or her letter of appointment; 
2.122 The faculty member must have received a positive tenure recommendation from 

his or her academic department; and 
2.123 There must be available significant evidence of excellent performance by the 

faculty member, and there must be the expectation for a continuance of such in the 
future. 

    2.13 Tenure may be attained only through official action by the Board of Trustees of the 
University.  The Board will make its decision after receiving and reviewing the 
recommendations of the department, academic dean, Provost and Vice President for 
Academic Affairs, and the President, but the Board will not be bound to follow any of said 
recommendations. 

    2.14 Notice of non-reappointment, or of intention not to recommend reappointment to the 
Board of Trustees shall be given to the faculty member in writing in accordance with the 
following standards: 
2.141 Not later than March 1 of the first academic year of service, if the appointment is 

to expire on the day the spring semester closes; or, if a one-year appointment 
terminates during an academic year, at least three months in advance of its 
termination; 

2.142 Not later than December 15 of the second academic year of service, if the 
appointment is to expire on the day the spring semester closes; or, if an initial two-
year appointment terminates during an academic year, at least six months in 
advance of its termination; 

2.143 At least twelve months before the expiration of an appointment after two or more 
years in the institution. 

    2.15 Contract full-time appointment service may be considered as part of the probationary 
period for those who are later placed on regular full-time faculty and professional 
personnel status. 

    2.16 Prior service at Ball State University may be counted toward tenure after the person has 
completed a one-year probationary period following the return. 

    2.17 Years of service remain with the individual when regular full-time faculty and 
professional personnel transfer from one academic or professional area to another. 

    2.18 Any tenure-track individual serving as a member of a Department or College Promotion 
and Tenure Committee must be absent from deliberations concerning his or her progress 
toward tenure. 

    2.19 Before the end of the academic year, the Department Promotion and Tenure Committee, 
after consultation with the department chairperson, shall provide each tenure-track faculty 
member in its department with a written assessment of that faculty member's work.  This 
assessment shall include an evaluation of strengths and weaknesses in each of the areas of 
1) teaching, 2) scholarship, and 3) service in a professional capacity.  The committee may 
also suggest areas for improvement. 

At any other step in the tenure process (department chairperson if his or her 
recommendation is different from the Department Promotion and Tenure Committee; 
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College Promotion and Tenure Committee; academic dean; Provost and Vice President for 
Academic Affairs) the first committee or individual not recommending satisfactory 
progress for a faculty member shall provide that faculty member with a written statement 
delineating his or her strengths and weaknesses in each of the areas of 1) teaching, 2) 
scholarship, and 3) service in a professional capacity.  The committee or individual may 
also suggest areas for improvement. 

3. Policy Statements for Materials Presented for Promotion and Tenure Purposes 
3.1  Promotion and Tenure Materials Presented by Faculty Members Faculty members  
       shall present promotion and tenure materials in a format specified by college and  
       departmental policies for tenure or promotion deliberations.  Those materials shall  
       contain a curriculum vitae and supporting documentation in accordance with  
       guidelines established by departments and colleges for those materials. 
 
3.2 Internal Records and Materials:  Section II of this Handbook, Faculty and 

Professional Personnel Policies - - Files, defines a personnel file and identifies 
materials for a personnel file.  A portion of this personnel file shall be designated the 
Promotion and Tenure file, shall be separately maintained, and shall be kept in the 
department chairpersonôs office for every individual faculty member or professional 
personnel member who is eligible to be considered for promotion and/or tenure.  As is 
the case with the entire personnel file, this Promotion and Tenure file shall be open to 
the faculty or professional personnel member concerned.  Materials shall be placed in 
the file in a timely manner by the department chairperson.

30 
A candidateôs Promotion 

and Tenure file shall contain all materials and only those materials relevant to 
promotion and/or tenure.  Such materials include, but are not limited to, vita; forms 
concerning changes in appointment; formal evaluations by supervisors; teaching 
evaluations; information concerning scholarly productivity or creative endeavors; 
information concerning service in a professional capacity; information concerning any 
disciplinary actions taken; information concerning the status of any formal charges 
against an employee; or signed letters from students, alumni, peers, supervisors, etc., 
concerning teaching, scholarly productivity or creative endeavors, or service in a 
professional capacity.  Information about the individualôs gender, race, disability, 
national origin, religion, age, veteran status, citizenship, sexual orientation, or marital 
status may not be included. As with all contents of the personnel file, when 
information detrimental to an individual is placed in the candidateôs Promotion and 
Tenure file, it shall be brought to his or her attention in writing at once by his or her 
administrative head.  The faculty or professional personnel member shall have the 
opportunity to place in the file materials which might rebut or explain the detrimental 
information.  Detrimental material that has not been brought to the attention of the 
faculty or professional personnel member cannot be used in subsequent promotion 
and tenure deliberations.  Anonymous letters shall not be made a part of this file. 

 
3.3 Supplemental External Review Letters for Promotion to Professor.  In the case of a 

candidate seeking promotion to Professor, a minimum of two letters from reviewers 
external to the University shall be included. Such letters shall provide supplementary 
review of the candidateôs scholarship, creative endeavors, and other scholarly 
productivity. These letters shall be acquired and presented in accordance with 
departmental and college policies and procedures. The candidate shall be fully 
involved in the selection of reviewers, with one-half of the contacted reviewers being 
from the candidateôs list. Challenges to the list of reviewers will be handled according 
to department and college policies. All letters received from external reviewers will 
be available to evaluators in the promotion review process.  External review letters 
shall be inserted and retained in the candidateôs Promotion and Tenure file for use by 
the departmental, collegiate, and in the case of an appeal, University Promotion and 
Tenure committees, and by the Provost in promotion deliberations for the current 
year. The candidate has the right to examine all external review letters received. For 
the examination of the letters by the candidate, anonymity of the external evaluators 
must be protected in accordance with procedures established by departments and 
colleges.  The candidate has the right to respond to information contained in the 
letters. At the conclusion of these deliberations, the letters shall be retained in a 
confidential file in the Office of the Dean of the College. Once letters are placed in 
this separate confidential file, they cannot be reopened for purposes of subsequent 
promotion deliberations at any level of consideration unless requested by the 
candidate.   
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IV     Promotion and  1.   Department Promotion and Tenure Committees 
Tenure  1.1 Membership 
Committee   1.11 The Department Promotion and Tenure Committee shall be elected annually  
Structure    preferably by written ballot.  The electorate shall consist of tenure-track and 

tenured faculty members of the affected unit.   
   1.12 In the event of the resignation of an elected committee member, the Department 

shall have procedures in place for the replacement of the resigning member. 
1.13 The department chairperson shall be an ex officio non-voting member. 
1.14 The names of the committee members shall be forwarded to the academic dean by 

the second week in October of each academic year. 
1.2 Responsibilities 

1.21 The committee shall implement departmental promotion and tenure policies and 
procedures that must not conflict with college and University policies. 

1.22 The committee shall implement collegiate and University promotion and tenure 
policies and procedures. 

1.23 The committee shall make recommendations concerning policy changes to both 
the collegiate and University committees. 

1.24 The committee shall review and evaluate the credentials of all departmental 
candidates for promotion.  It shall forward the credentials of those candidates 
being recommended favorably for promotion, with written recommendations, to 
the academic dean. 

1.25 The committee shall review and evaluate the credentials of all department tenure-
track persons and forward these credentials, with recommendations, to the 
academic dean. 

1.26 Minutes of all committee actions must be maintained and filed in the departmental 
chairperson's office. 

 
2. College Promotion and Tenure Committees 

2.1 Membership 
2.11 Each department in a college shall be represented on the College Committee.   
2.12 In the event that the department representative to the College Committee should 

resign, the College and the Department shall have procedures in place for 
replacement of the resigning member. 

2.13 The academic dean shall be an ex officio non-voting member. 
2.14 The elected college representative to the University Promotion and Tenure 

Committee from each college shall meet with the College Committee as a non-
voting liaison person. 

2.2 Responsibilities 
2.21 The College Committee shall establish and implement collegiate promotion and 

tenure policies and procedures that must not conflict with University policies. 
2.22 The committee shall implement University promotion and tenure policies and 

procedures. 
2.23 The committee shall make recommendations for policy changes to the University 

Committee. 
2.24 The committee shall review departmental compliance with policy implementation. 
2.25 The committee shall review and evaluate the credentials of all collegiate 

candidates for promotion.  It shall forward the credentials of those candidates 
being recommended favorably for promotion, with recommendations, to the dean. 

2.26 If it chooses to do so, the committee shall review and evaluate the credentials of 
all collegiate tenure-track persons and forward these credentials, with 
recommendations, to the dean.   

2.27 The committee shall hear appeals from individuals who feel aggrieved by the 
action of the Department Committee, and/or department chairperson. 

2.28 Minutes of all committee actions must be maintained on file in the dean's office. 
2.3 No one may serve to hear an appeal who has a demonstrated conflict of interest such as 

previous involvement with the case, assignment to the same academic department or 
administrative area as any of the principals in the case, business involvement, or 
relationship to any of the principals.  Decisions regarding such conflicts shall be made by 
the committee chairperson. 

 
3. Academic Affairs Promotion and Tenure Committee

31 

3.1 Membership 
3.11 One representative shall be elected for each 15 (or fraction thereof) faculty in the 

Department of Library Service and each 15 (or fraction thereof) eligible 
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professional personnel in Academic Advising, School of Extended Education, and 
any other area where faculty or eligible professional personnel reside. 
3.111 Eligible faculty and/or professional personnel in other areas are defined as 

those individuals hired before June 30, 1981, who hold rank and/or tenure 
in some area other than an academic department. 

3.112 The ex officio member shall see that a slate is prepared and an election 
held.  The slate is to be voted upon by all eligible faculty and professional 
personnel serving in the affected area.   

3.12 The ex officio member shall be a non-voting member. 
3.13 The elected Academic Affairs representative to the University Promotion and 

Tenure Committee shall meet with the Academic Affairs Committee as a non-
voting liaison person. 

3.2 Responsibilities 
3.21 The committee shall establish and implement area-wide policies and procedures 

that are not in conflict with University policies. 
3.22 The committee shall implement University promotion and tenure policies and 

procedures. 
3.23 The committee shall make recommendations concerning policy changes to the 

University Committee. 
3.24 The committee shall review and evaluate the credentials of all area candidates for 

promotion.  It shall forward the credentials of those candidates being 
recommended favorably for promotion, with recommendations, to the ex officio 
member. 

3.25 If it chooses to do so, the committee shall review and evaluate the credentials of 
all area tenure-track persons and forward these credentials, with 
recommendations, to the ex officio member. 

3.26 The committee shall hear appeals from individuals who feel aggrieved by the 
action of the Department Committee and/or the administrative head. 

3.27 Minutes of all committee actions must be maintained on file in the office of the ex 
officio member. 

3.3 No one may serve to hear an appeal who has a demonstrated conflict of interest such as 
previous involvement with the case, assignment to the same academic department or 
administrative area as any of the principals in the case, business involvement, or 
relationship to any of the principals.  Decisions regarding such conflicts shall be made by 
the committee chairperson. 

 
4. University Promotion and Tenure Committee
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4.1 Membership 
4.11 The University Promotion and Tenure Committee shall consist of the following: 

4.111 Seven tenured faculty, one representing each college, elected by the 
tenured and tenure-track faculty, for staggered three year terms. 

4.112 Should a college representative be unable to complete the term of election, 
the college will vote to elect a new representative or the college alternate 
to the committee will serve the remainder of the term. 

4.113 The Provost and Vice President for Academic Affairs, ex officio, or a 
designee.  

4.2 Responsibilities 
4.21 The University Promotion and Tenure Committee is responsible for carrying out 

on a continuing basis the following initiatives and activities: 
4.211 To review existing University promotion and tenure policies and 

procedures and to recommend appropriate changes to the University 
Council; 

4.212 To review and approve departmental, collegiate, and area promotion and 
tenure policies to ensure both adherence to University policies and 
efficient and equitable operation; 

4.213 To review compliance with promotion and tenure policy implementation 
and make appropriate recommendations and/or judgments in the case of 
infraction; 

4.214 To hear appeals and make recommendations and/or decisions that are 
consistent with University policies describing the right of a faculty 
member or a department to appeal an adverse promotion or tenure 
recommendation; 

4.215 To maintain minutes of all committee actions and file in the office of the 
advisory, non-voting member; to summarize those actions in regular 
reports to the University Council. 
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4.22 The elected members of the committee shall serve as non-voting liaison members 
of the promotion and tenure committees of their respective colleges or areas. 

4.3 No one may serve to hear an appeal who has a demonstrated conflict of interest such as 
previous involvement with the case, assignment to the same academic department or 
administrative area as any of the principals in the case, business involvement, or 
relationship to any of the principals.  Decisions regarding such conflicts shall be made by 
the committee chairperson. 

 
V Academic  1. There are four basic academic ranks:  Instructor; Assistant Professor; Associate Professor; 

Rank  and Professor.  (After January 1991, no person will be hired into a tenure-track position at the 
rank of Instructor.) 

 
Qualifications for rank are set by the individual colleges and must be approved by the University 
Promotion and Tenure Committee. 

 
2. Advancement in rank is based on a continuing pattern of achievement throughout the faculty 

member's professional career in: 
2.1 Teaching; 
2.2 Scholarship; 
2.3 Service in a professional capacity. 

 
3. A terminal degree in the faculty member's specialty area is usually required for either hiring at or 

advancement to associate or full professor.  However, certain kinds of expertise, experience 
and/or recognition may be accepted by individual colleges as appropriate qualifications for either 
rank, upon approval of the Provost and Vice President for Academic Affairs. 

 
4. Academic Rank for Professional Personnel 

4.1 A non-teaching employee of the University may be granted academic rank only after the 
approval of the faculty of the department in which such rank is sought.  The extent of the 
majority required and those faculty members participating in the vote shall be determined 
by the department in question.  Any person with such rank who is not tenured or eligible 
for tenure shall not participate in tenure discussions or make recommendations concerning 
tenure as a member of either a Department or College Promotion and Tenure Committee. 

 
VI  Procedures  1. Procedures for Promotion  

for Promotion   1.1 Faculty Personnel--Regular 
and Tenure   1.11 Departmental policies and criteria must be approved by the College Promotion 

and Tenure Committee and the University Promotion and Tenure Committee and 
shall be on file with the academic dean and the ex officio member of the 
University Promotion and Tenure Committee. 

1.12 Recommendations for promotion shall be initiated at the departmental level.  After 
evaluating the candidate's qualifications, the Department Promotion and Tenure 
Committee must indicate whether or not the candidate is to be recommended for 
promotion. 

1.13 Credentials of those candidates to be recommended favorably for promotion by 
the Departmental Committee shall be forwarded to the academic dean in an order 
to be specified by the faculty of each college.  Included with the credentials will 
be the Department Promotion and Tenure Committee's evaluations and 
recommendations. 
1.131 If in presenting evaluations, the department chairperson has serious 

reservations concerning a faculty member's qualifications, the department 
chairperson shall inform the Department Committee of the bases of the 
reservations.  If the differences between the chairperson and the 
Department Committee are not resolved, the department chairperson may 
forward to the academic dean his or her evaluations and recommendations 
concerning the faculty member's qualifications. 

1.14 The dean shall forward credentials to the College Promotion and Tenure 
Committee and charge it with the responsibility for evaluating each individual's 
credentials and determining whether or not candidates are to be recommended for 
promotion. 
1.141 Any recommendations from the College Committee not receiving 

approval by the academic dean shall be returned to the committee with 
reasons for the disapproval.  A two-thirds vote of the committee shall be 
required to override the disapproval after which the dean must forward the 
recommendation. 
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1.15 The dean shall forward the recommendations, including his or her evaluations, to 
the Provost and Vice President for Academic Affairs.  If the recommendations are 
not acceptable, the Provost and Vice President for Academic Affairs shall consult 
with the academic dean about the differences. 

1.16 The Provost and Vice President for Academic Affairs, upon reviewing and being 
satisfied with the recommendations from the academic deans, shall forward these 
recommendations to the President. 

1.17 Final recommendations in all matters pertaining to promotion reside with the 
President who forwards these recommendations to the Board of Trustees. 

1.2 Professional personnel eligible for promotion in academic rank 
1.21 Recommendations for the promotion of those holding rank in departments while 

having major responsibilities in administration shall be initiated by the department 
in which rank is held. 

1.22 Policies and procedures for academic promotion of eligible professional personnel 
shall be the same as for regular faculty. 

1.3 Faculty who do not hold rank in an academic department 
1.31 Policies and criteria established by the departments and administrative areas 

concerned with the promotion of faculty who hold rank but are not attached to 
academic departments of colleges must be approved by the Academic Affairs 
Promotion and Tenure Committee and the University Promotion and Tenure 
Committee and be on file with the ex officio member of those two bodies. 

1.32 Recommendations for promotion shall originate in the areas where the candidate's 
qualifications can be best identified and evaluated.  After evaluating the 
candidate's qualifications, the Department Promotion and Tenure Committee must 
indicate whether or not the candidate is to be recommended for promotion. 

1.33 Credentials of those candidates to be recommended favorably for promotion by 
the Departmental Committee shall be forwarded in an order to be specified by the 
faculty and eligible professional personnel in Academic Affairs to the ex officio 
member of the Academic Affairs Promotion and Tenure Committee.  Included 
with the credentials shall be the area director's or the departmental chairperson's 
evaluations.   
1.331 If in presenting evaluations, the area director or departmental chairperson 

has serious reservations concerning a faculty member's qualifications, the 
area director or departmental chairperson shall inform the Department 
Committee of the bases of the reservations. If the differences between the 
Department Committee and the area director or department chairperson 
are not resolved, the area director or department chairperson may forward 
to the academic dean his or her evaluations and recommendations 
concerning the faculty member's qualifications. 

1.34 The ex officio member of the Academic Affairs Promotion and Tenure Committee 
shall forward credentials to the Academic Affairs Promotion and Tenure 
Committee and charge it with the responsibility for evaluating each individual's 
credentials and determining whether or not candidates are to be recommended for 
promotion. 
1.341 Any recommendations from the Academic Affairs Committee not 

receiving approval by the ex officio member of the Academic Affairs 
Promotion and Tenure Committee shall be returned to the committee with 
reasons for the disapproval.  A two-thirds vote of the committee shall be 
required to override the disapproval after which the dean must forward the 
recommendation. 

1.35 The ex officio member of the Academic Affairs Promotion and Tenure Committee 
shall forward recommendations to the Provost and Vice President for Academic 
Affairs.  If the recommendations are not acceptable, the Provost and Vice 
President for Academic Affairs shall consult with the ex officio member about the 
differences. 

1.36 The Provost and Vice President for Academic Affairs, upon reviewing and being 
satisfied with the recommendations from the Academic Affairs Committee, shall 
forward these recommendations to the President. 

1.37 Final recommendations in all matters pertaining to promotion reside with the 
President who forwards these recommendations to the Board of Trustees. 

 
2. Procedures for Tenure 

2.1 Faculty Personnel--Regular 
2.11 Departmental policies and criteria must be approved by the College Promotion 

and Tenure Committee and the University Promotion and Tenure Committee and 
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shall be on file with the academic dean and the ex officio member of the 
University Promotion and Tenure Committee. 

2.12 Each department shall have a specific evaluation form for rating a faculty member 
in relation to tenure.  This form shall be used when a faculty member is being 
considered for tenure. This rating form must be kept on file with the chairperson 
of the department and must be approved by the College Promotion and Tenure 
Committee and the University Promotion and Tenure Committee. 

2.13 Recommendations concerning tenure shall be initiated at the departmental level. 
2.14 The recommendations of the Department Promotion and Tenure Committee shall 

be forwarded to the academic dean.  Included with the recommendations will be 
the department chairperson's evaluations and recommendations, if there is a 
difference of opinion between the department chairperson and the Department 
Committee. 

2.15 If it chooses to do so, the College Committee shall review and evaluate the 
credentials of all collegiate tenure-track persons and forward those credentials, 
with recommendations, to the dean. 
2.151 Any recommendation from the College Committee not receiving approval 

by the dean shall be returned to the committee with reasons for the 
disapproval.  A two-thirds vote of the committee shall be required to 
override the disapproval after which the dean must forward the 
recommendation. 

2.16 The academic dean shall forward recommendations concerning the tenure 
credentials, including his or her evaluations, to the Provost and Vice President for 
Academic Affairs.  If the recommendations are not acceptable, the Provost and 
Vice President for Academic Affairs shall consult with the academic dean about 
the differences. 

2.17 The Provost and Vice President for Academic Affairs, upon reviewing and being 
satisfied with the recommendations from the academic deans, shall forward these 
recommendations to the President. 

2.18 Final recommendations in all matters pertaining to tenure reside with the President 
who forwards these recommendations to the Board of Trustees. 

2.19 Specific conditions of appointment stated in writing at the time of appointment by 
the President shall be given in writing to the individual, the department, the school 
director or chairperson, the appropriate dean, the appropriate Vice President and 
the President. 

 
VII  Right of          1.   Reconsideration   

        Reconsideration
33 

  1.1  Reconsideration is the act whereby a candidate may request that an initial adverse  

    decision by a departmental or collegiate committee be reexamined.  Reconsideration can  

    take place before an appeal.  Reconsideration provides an opportunity for a candidate to  

    clarify content of material.        

      1.2   If the initial adverse recommendation has been made by the Department Promotion and  

    Tenure Committee, then the candidate must ask for a reconsideration of that   

    recommendation by the Department Committee before he or she may proceed further. 

     1.21      The candidate must ask, in writing, for the reconsideration within ten (10) calendar  

                  days following the date of the faculty member's receipt of the written   

        recommendation adversely affecting him or her.  For example, if a Department  

        Promotion and Tenure Committee advises a faculty member in writing that it is  

        recommending against awarding tenure to such member, the period to request  

        reconsideration would run from the date of receipt of that communication, rather  

        than from the date on which the Board of Trustees subsequently announces the  

        names of faculty members who have been awarded tenure.  Any request for  

        reconsideration not filed within this time limit will be denied automatically, unless  

        the academic dean determines that good cause has existed for the delay.  

      1.22    The written request for reconsideration shall be filed in the office of the   

         department chairperson.            

      1.23      After receiving a request for reconsideration, the Department Committee must meet  

         to reconsider its initial adverse recommendation. The Department Committee must  

         meet with the candidate if he or she so requests. The candidate may provide an oral  

                   presentation of the request for promotion or tenure. No additional materials may be  

         introduced or added to the documents or the process. 
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                1.24      After meeting to reconsider the candidateôs materials, the committee shall vote to  

                   overturn or affirm the previous decision. This vote supercedes the previous vote. 

                   1.25    The candidateôs materials for promotion and/or tenure shall be held in the  

        departmental office.         

     

     1.3 If the initial adverse recommendation has been made by the College Committee or Dean,  

     then he or she may ask for reconsideration at the collegiate level.   

       1.31    The candidate must ask, in writing, for the reconsideration within ten (10)  

      calendar days following the date of the faculty member's receipt of the written  

      recommendation adversely affecting him or her.  For example, if a College Dean  

      or College Promotion and Tenure Committee advises a faculty member in writing  

      that it is recommending against awarding tenure to such member, the period to  

      request reconsideration would run from the date of receipt of that communication,  

      rather than from the date on which the Board of Trustees subsequently announces  

      the names of faculty members who have been awarded tenure.  Any request for  

      reconsideration not filed within this time limit will be denied automatically, unless  

      the academic dean determines that good cause has existed for the delay.  

      1.32       The written request for reconsideration shall be filed in the office of the college  

          dean.            

           1.33       After receiving a request for reconsideration, the Collegiate Committee must meet  

          to reconsider its initial adverse recommendation or in cases when only the college  

         dean reviews the candidate, the Dean must reconsider the initial adverse 

         recommendation. The Collegiate Committee or Dean must meet with the candidate  

         if he or she so requests. The candidate may provide an oral presentation of the  

         request for promotion or tenure. No additional materials may be introduced or  

         added to the documents or the process. 

       1.34      After meeting to reconsider the candidateôs materials, in cases where the  

          committee made the initial adverse decision,  the committee shall vote to overturn  

          or affirm the previous decision. This vote supercedes the previous vote. 

                         1.35      In colleges where the Dean makes the decision, the Dean will inform the candidate  

                  of his or her decision following reconsideration. 

        1.36     The candidateôs materials for promotion and/or tenure shall be held in the  

         collegiate office and shall not be forwarded to the University promotion and  

         Tenure Committee until all requests for reconsideration have been exhausted. 
 
VII I Right of 1. Appeals from Adverse Decisions 

Appeal  1.1 Regular full-time faculty and regular professional personnel may appeal promotion and 
tenure decisions which adversely affect such individuals in accordance with provisions set 
forth in this Part VIII. 

 
2. Bases for Request for Reconsideration and/or Appeal 

2.1 There are three permissible reasons to request reconsideration or appeal: 
2.11 Allegation of violation of approved departmental, collegiate, and/or University 

policies, including those set forth in the Faculty and Professional Personnel 
Handbook; 

2.12 Allegation of unfair treatment on the part of the decision makers; 
2.13 Allegation of discriminatory treatment on the part of the decision makers.  

   2.2 When an appellant alleges violation of approved departmental, collegiate, and/or  
    University policies, including those set forth in the Faculty and Professional Personnel  
    Handbook, then he or she must cite the specific policies which a committee or  
    administrator failed to follow.  When filing a request for reconsideration or appeal, the 
    appellant must also provide a summary of the way(s) in which the policies were violated  
    and how such violation(s) adversely affected the appellant. 

2.3 When an appellant alleges unfair treatment on the part of the decision makers, then he or 
she must cite the specific treatment engaged in by a committee or administrator.  When 
filing a request for reconsideration or appeal, the appellant must also provide a summary 
of the reasons why the decision in question was clearly not merited by the evidence 
available to the decision makers and must also attach to the summary specific and detailed 
evidence in support of the reasons listed in the summary.  Unfair treatment is defined as 
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decisions which are arbitrary or capricious or which are clearly not supported by the 
evidence. 

2.4 When an appellant alleges discriminatory treatment on the part of the decision makers, 
then he or she must cite the specific treatment engaged in by a committee or administrator.  
When filing a request for reconsideration or appeal, the appellant must also provide a 
summary of the constitutionally or statutorily prohibited reasons upon which he or she 
believes the decision was based and a detailed summary of the evidence which supports 
the appellant's allegation.  Discriminatory treatment is defined as decisions based upon 
constitutionally or statutorily prohibited reasons, including unlawful discrimination. 

2.5 When a request for reconsideration or appeal is filed which alleges discriminatory 
treatment on the part of the decision makers, the University's Director of Equal 
Opportunity and Affirmative Action, or his or her designee, shall serve in an advisory 
capacity to the committee or hearing panel at each level of appeal.  All appeals alleging 
discriminatory treatment in promotion and tenure decisions shall be pursued under the 
procedures set forth in this document rather than under the Ball State University "Equal 
Opportunity and Affirmative Action Complaint Investigation Procedure and Appeal 
Process." 

2.6 In all cases, the appellant has the burden of proving his or her allegations. 
 

         3. Appeals Which Begin at the Departmental Level  
3.1 If the initial adverse recommendation has been made by the Department Promotion and 

Tenure Committee, then the appellant must ask for a reconsideration of that 
recommendation by the Department Committee before he or she may proceed further. 
3.11 The appellant must ask, in writing, for the reconsideration within ten (10) calendar 

days following the date of the faculty member's receipt of the written 
recommendation adversely affecting him or her.  For example, if a Department 
Promotion and Tenure Committee advises a faculty member in writing that it is 
recommending against awarding tenure to such member, the period to request 
reconsideration would run from the date of receipt of that communication, rather 
than from the date on which the Board of Trustees subsequently announces the 
names of faculty members who have been awarded tenure.  Any request for 
reconsideration not filed within this time limit will be denied automatically, unless 
the academic dean determines that good cause has existed for the delay. 

3.12 The written request for reconsideration shall be filed in the office of the 
department chairperson.  The request shall cite the basis or bases for the request 
for reconsideration.  See "Bases for Request for Reconsideration and/or Appeal" 
VII, 2., for information on the bases for appeal and what should be included in the 
request for reconsideration. 

3.13 If the request for reconsideration cites discriminatory treatment on the part of the 
Department Promotion and Tenure Committee, then the University's Director of 
Equal Opportunity and Affirmative Action, or his or her designee, shall serve in 
an advisory capacity to the Department Committee. 

3.2 After receiving a request for reconsideration, the Department Committee must meet to 
reconsider its initial adverse recommendation. The Department Committee must meet with 
the appellant if he or she so requests.  The Department Committee must then state in 
writing its position regarding each of the bases for appeal set forth by the appellant, and 
must furnish a copy of this statement to the appellant within fifteen (15) calendar days of 
its receipt of the request for reconsideration.  The chairperson of the Department 
Committee may, with good cause, extend the fifteen day deadline. 
3.21 The appellant's materials for promotion and/or tenure shall be held in the 

departmental office and shall not be forwarded to the College Promotion and 
Tenure Committee until all requests for reconsideration or appeals have been 
exhausted. 

3.3 If the appellant is not satisfied with the response of the Department Committee, then he or 
she may appeal to the College Promotion and Tenure Committee.  The request must be 
made within ten (10) calendar days following the appellant's receipt of the Department 
Committee's decision and must be filed in the office of the academic dean.  See "Bases for 
Request for Reconsideration and/or Appeal" VII, 2., for information on the bases of appeal 
and what should be included in the request for a hearing.  Any request that is not filed 
within this time limit will be denied automatically unless the Provost and Vice President 
for Academic Affairs determines that good cause has existed for the delay. 

3.4 The academic dean is responsible for preparing an appeal file that will consist of (a) the 
formal request for hearing and any other materials submitted by the appellant; (b) the 
response and any other materials submitted by the Department Committee when it 
reconsidered its initial adverse recommendation.  The appeal file will be forwarded to the 
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chairperson of the hearing panel who will make certain that it is made available to all 
parties to the hearing. 
3.41 The academic dean will assist the chairperson of the hearing panel in arranging 

the hearing at the collegiate level. 
3.5 A formal hearing will take place. 

3.51 Timing.  The College Committee must hold the hearing within thirty (30) calendar 
days of its receipt of the request for hearing.  Days outside the regular academic 
year will not be counted in the thirty day computation. The chairperson of the 
College Committee may, with good cause, extend the thirty day deadline. 

3.52 Membership of the hearing panel.  The College Promotion and Tenure Committee 
may serve as the hearing panel, or it may establish a separate hearing panel.  The 
hearing panel shall consist of not fewer than five (5) faculty members, at least two 
(2) of whom must also be members of the Promotion and Tenure Committee 
establishing the panel.  The chairperson of the College Promotion and Tenure 
Committee, or his or her designee, will serve as chairperson of the hearing panel.   
3.521 If the appellant is a minority, at least one (1) member of the hearing panel 

shall be a minority.  Also, at least one (1) member of the hearing panel 
shall be of the same gender as the appellant.  If the College Promotion and 
Tenure Committee serves as the hearing panel, the Committee may (to 
meet the requirements of this paragraph) be required to add to the 
Committee faculty member(s) from within the college who shall 
participate fully in the appeal hearing.  If the addition of faculty 
member(s) is required, the faculty member(s) selected must be approved 
by the dean.  This  paragraph  shall  not  apply (a) if the college has no 
minority faculty members or faculty members of the required gender who 
are eligible to serve on the hearing panel, or (b) if all of the eligible 
minority faculty members or faculty members of the required gender 
either decline to serve or are disqualified from serving on the hearing 
panel due to their unavailability, conflict of interest, personal bias or other 
good and sufficient reason as determined by the College Promotion and 
Tenure Committee chairperson.  For the purposes of this paragraph, 
"minority" refers to an individual who is a member of a minority 
classification recognized by the U.S. Equal Employment Opportunity 
Commission. 

3.522 When an appeal is filed which alleges that a decision was the result of 
illegal discrimination, two (2) of the members of the hearing panel shall 
be appointed from among the full-time faculty and professional personnel 
serving on the Complaint Appeals Board of the Ball State University 
"Equal Opportunity and Affirmative Action Appeal Procedures."  The 
appellant shall choose one (1) of such panelists and the responding party 
shall choose the other such panelist.  If either the appellant or the 
responding party fails to make a selection, the University's Director of 
Equal Opportunity and Affirmative Action shall make that party's 
selection.  The University's Director of Equal Opportunity and 
Affirmative Action, or his or her designee, shall serve in an advisory 
capacity to the hearing panel. 

3.523 No one may serve to hear an appeal who has a demonstrated conflict of 
interest such as previous involvement with the case, assignment to the 
same academic department or administrative area as any of the principals 
in the case, business involvement, or relationship to any of the principals.  
Decisions regarding such conflicts shall be made by the committee 
chairperson. 

3.53 Parties.  Parties participating in the hearing are (a) the appellant; and (b) the 
department chairperson and the Department Promotion and Tenure Committee 
chairperson, who together shall serve as the responding party (unless the 
chairperson of the College Promotion and Tenure Committee appoints a different 
individual or individuals to serve as the responding party). 

3.54 Notice of hearing.  The parties shall be given at least ten (10) calendar days notice 
of the date, time, and place of the hearing, unless they waive that notice in writing.  
The hearing may be postponed or continued by the chairperson of the hearing 
panel whenever he or she may deem appropriate, or upon the request of either 
party for good cause shown. 

3.55 Materials used in hearing.  The parties must furnish the chairperson of the hearing 
panel with the following materials at least five (5) working days prior to the date 
of the hearings: 
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3.551 Copies of all documents upon which they intend to rely but which are not 
already a part of the appeal file; 

3.552 A list of any witnesses whom they plan to call. 
 

Copies of these materials must be distributed to all participants by the chairperson 
of the hearing panel at least three (3) working days prior to the date of the hearing.  
Additional materials and/or witnesses may not be utilized by either party at a 
hearing without the consent of the hearing panel. 

3.56 Attendants at hearing.  In addition to the hearing panel and the previously 
specified parties, the following persons may attend a hearing. 
3.561 A full -time regular Ball State faculty or professional personnel member to 

serve as faculty colleague for the appellant. 
3.562 Representative of the academic dean's office.  
3.563 Other University-affiliated persons whose attendance is requested or 

approved by the chairperson of the hearing panel. 
3.564 Any person designated by the chairperson of the hearing panel to record 

and to prepare a summary of the evidence presented at the hearing. 
3.565 Witnesses called by either party.  Such witnesses shall be present only 

while they are testifying. 
3.566 A recording secretary designated by the appellant, if he or she desires.  

This person must be a full-time Ball State faculty, professional personnel, 
or staff member. 

 
Failure, without good cause, of the appellant or the responding party to appear and 
proceed at the hearing may force the hearing panel to hear and respond to the 
appeal in the absence of the appellant or the responding party. 

3.57 Quorum and challenges.  A majority of the members of a hearing panel shall 
constitute a quorum.  Either party may challenge a panel member on the grounds 
of personal bias.  The decision whether to disqualify a challenged member shall be 
made by a majority vote of the remaining members, conducted by written ballot.  
If this vote results in a tie, the decision shall be made by the chairperson of the 
hearing panel. 

3.58 Conduct of hearings.  Hearings shall be conducted with a view toward providing 
the hearing panel with a complete understanding of the circumstances surrounding 
the decision which is being appealed.  The chairperson of the hearing panel shall 
preside at the hearing and shall make all procedural rulings.  These rulings may be 
reversed by a majority vote of the panel members present, including the 
chairperson. 

3.59 Witnesses.  Each party is responsible for ensuring the presence of his or her 
witnesses at a hearing.  Written statements in lieu of the personal testimony of a 
witness shall not be permitted unless a majority of the panel members determines 
that a witness is unavailable to testify.  All witnesses who testify may be 
questioned concerning any matter relevant to the hearing by any member of the 
hearing panel. 

       3.510 Hearing records.  The hearing panel must arrange for minutes of the hearing to be 
taken.  These minutes shall include a general summary of the major points made 
by the parties and participants at the hearing, any motions made or votes taken by 
the hearing panel.  Copies of approved minutes shall be made available upon 
request to the appellant and/or respondent within twenty (20) calendar days of the 
conclusion of the hearing.  Further use of these minutes by either party is 
restricted to appeals at higher levels of the procedures outlined here or in external 
legal proceedings.  Recordings or tapes of a hearing shall not be permitted. 

       3.511 Decision by the hearing panel.  After the conclusion of the hearing, the hearing 
panel shall meet to consider the evidence presented at the hearing, or evidence 
already presented in the hearing file.  At this time, the hearing panel may request 
an interview with the academic dean, or the academic dean may request an 
interview with the hearing panel.  The hearing panel must determine whether the 
appeal should be upheld or denied, and it must set forth in writing a brief 
summary of the reasons for its decision.  Copies of that decision are to be 
addressed to the academic dean and must be provided to all participants in the 
appeal within twenty (20) calendar days of the conclusion of the hearing. 
3.5111 The decision of the hearing panel shall be deemed to be the decision of 

the College Promotion and Tenure Committee, without further action on 
the part of the committee. 
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3.51111  When a hearing panel votes to uphold an appeal, then it must 
specify a remedy for the situation or specify a recommended 
course of action to the appropriate parties (for example, a 
rehearing of a case by a previous committee or administrator 
or a recommendation for or against promotion or tenure of an 
appellant).  If the responding party does not agree with this 
recommendation, that party may appeal to the University 
Promotion and Tenure Committee. 

3.51112  When a hearing panel votes to deny an appeal, then the 
appellant has the right to appeal this decision to the 
University Promotion and Tenure Committee. 

3.6 If an appellant or respondent wishes to appeal the decision of a collegiate hearing panel, 
either may request a hearing before the University Promotion and Tenure Committee.  The 
request must be made within ten (10) calendar days following receipt by the appealing 
party of the collegiate hearing panel's decision and must be filed in the Office of the 
Provost and Vice President for Academic Affairs.  See "Bases for Request for 
Reconsideration and/or Appeal" VII, 2., for information on the bases of appeal and what 
should be included in the request for a hearing.  Any request not filed within this time 
limit shall be denied automatically unless the Provost and Vice President for Academic 
Affairs determines that good cause has existed for the delay. 

3.7 The Provost and Vice President for Academic Affairs is responsible for preparing an 
appeal file that shall consist of  (a) the formal request for hearing and any other materials 
submitted by the appellant; (b) the responses and any other materials submitted by the 
Department Committee when it reconsidered its initial adverse recommendation; (c) the 
responses and any other materials submitted by the College Committee when it considered 
the appeal.  The appeal file shall be forwarded to the chairperson of the hearing panel who 
shall make certain that it is made available to all parties to the hearing. 

     3.71 The Provost and Vice President for Academic Affairs shall assist the chairperson 
of the hearing panel in arranging the hearing at the University level. 

3.8 A formal hearing will take place. 
3.81 Timing.  The University Promotion and Tenure Committee must hold the hearing 

within thirty (30) calendar days of its receipt of the request for hearing.  Days 
outside the regular academic year shall not be counted in the thirty day 
computation.  The chairperson of the University Committee may, with good 
cause, extend the thirty day deadline. 

3.82 Membership of the hearing panel.  The University Promotion and Tenure 
Committee may serve as the hearing panel, or it may establish a separate hearing 
panel.  The hearing panel shall consist of not fewer than five (5) faculty members, 
at least two (2) of whom must also be members of the Promotion and Tenure 
Committee establishing the panel.  The chairperson of the University Promotion 
and Tenure Committee, or his or her designee, shall serve as chairperson of the 
hearing panel. 
3.821 When an appeal is filed which alleges that a decision was the result of 

illegal discrimination, two (2) of the members of the hearing panel shall 
be appointed from among the full-time faculty and professional personnel 
then serving on the Complaint Appeals Board of the Ball State University 
"Equal Opportunity and Affirmative Action Appeal Procedures."  The 
appellant shall choose one (1) of such panelists and the responding party 
shall choose the other such panelist.  If either the appellant or the 
responding party fails to make a selection, the University's Director of 
Equal Opportunity and Affirmative Action, shall make that party's 
selection.  The University's Director of Equal Opportunity and 
Affirmative Action, or his or her designee, shall serve in an advisory 
capacity to the hearing panel. 

3.822 No one may serve to hear an appeal who has a demonstrated conflict of 
interest such as previous involvement with the case, assignment to the 
same academic department or administrative area as any of the principals 
in the case, business involvement, or relationship to any of the principals.  
Decisions regarding such conflicts shall be made by the committee 
chairperson. 

3.823 If the appellant is a minority, at least one (1) member of the hearing panel 
shall be a minority.  Also, at least one (1) member of the hearing panel 
shall be of the same gender as the appellant.  If the University Promotion 
and Tenure Committee serves as the hearing panel, the Committee may 
(to meet the requirements of this paragraph) be required to add to the 
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Committee faculty member(s) who shall participate fully in the appeal 
hearing.  If the addition of faculty member(s) is required, the faculty 
member(s) selected must be approved by the University Promotion and 
Tenure Committee chairperson.  For the purposes of this paragraph, 
"minority" refers to an individual who is a member of a minority 
classification recognized by the U.S. Equal Employment Opportunity 
Commission. 

3.83 Parties.  The parties participating in the hearing are (a) the appellant; and (b) the 
administrator and the chairperson of the Promotion and Tenure Committee at the 
level of the initial adverse recommendation; and (c) if applicable, the dean and the 
chairperson of the College Promotion and Tenure Committee. 

3.84 Notice of hearing.  The parties shall be given at least ten (10) calendar days notice 
of the date, time, and place of the hearing, unless they waive that notice in writing.  
The hearing may be postponed or continued by the chairperson of the hearing 
panel whenever he or she may deem appropriate, or upon the request of either 
party for good cause shown. 

3.85 Materials used in hearing.  The parties must furnish the chairperson of the hearing 
panel with the following materials at least five (5) working days prior to the date 
of the hearings: 
3.851 Copies of all documents, including records of the college hearing, upon 

which they intend to rely but which are not already a part of the appeal 
file; 

3.852 A list of any witnesses whom they plan to call.  
 

Copies of these materials must be distributed to all participants by the chairperson 
of the hearing panel at least three (3) working days prior to the date of the hearing.  
Additional materials and/or witnesses may not be utilized by either party at a 
hearing without the consent of the hearing panel. 

3.86 Attendants at hearing.  In addition to the hearing panel and the previously 
specified parties, the following persons may attend a hearing. 
3.861 A full -time regular Ball State faculty or professional personnel member to 

serve as faculty colleague for the appellant. 
3.862 Representative of the Provost and Vice President for Academic Affairs' 

Office. 
3.863 Other University-affiliated persons whose attendance is requested or 

approved by the chairperson of the hearing panel. 
3.864 Any person designated by the chairperson of the hearing panel to record 

and to prepare a summary of the evidence presented at the hearing. 
3.865 Witnesses called by either party.  Such witnesses shall be present only 

while they are testifying. 
3.866 A recording secretary designated by the appellant, if he or she desires.  

This person must be a full-time Ball State faculty, professional personnel, 
or staff member.   

Failure, without good cause, of the appellant or the responding party to appear and 
proceed at the hearing may force the hearing panel to hear and respond to the 
appeal in the absence of the appellant or the responding party. 

3.87 Quorum and challenges.  A majority of the members of a hearing panel shall 
constitute a quorum.  Either party may challenge a panel member on the grounds 
of personal bias.  The decision whether to disqualify a challenged member shall be 
made by a majority vote of the remaining members, conducted by written ballot.  
If this vote results in a tie, the decision shall be made by the chairperson of the 
hearing panel. 

3.88 Conduct of hearings.  Hearings shall be conducted with a view towards providing 
the hearing panel with a complete understanding of the circumstances surrounding 
the decision which is being appealed.  The chairperson of the hearing panel shall 
preside at the hearing and shall make all procedural rulings.  These rulings may be 
reversed by a majority vote of the panel members present, including the 
chairperson. 

3.89 Witnesses.  Each party is responsible for ensuring the presence of his or her 
witnesses at a hearing.  Written statements in lieu of the personal testimony of a 
witness shall not be permitted unless a majority of the panel members determines 
that a witness is unavailable to testify.  All witnesses who testify may be 
questioned concerning any matter relevant to the hearing by any member of the 
hearing panel. 
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                            3.810 Hearing records.  The hearing panel must arrange for minutes of the hearing to be 
taken.  These minutes shall include a general summary of the major points made 
by the parties and participants at the hearing, any motions made or votes taken by 
the hearing panel.  Copies of approved minutes shall be made available upon 
request to the appellant and/or respondent within twenty (20) calendar days of the 
conclusion of the hearing.  Further use of these minutes by either party is 
restricted to appeals at higher levels of the procedures outlined here or in external 
legal proceedings.  Recordings or tapes of a hearing shall not be permitted. 

       3.811 Decision by the hearing panel.  After the conclusion of the hearing, the hearing 
panel shall meet to consider the evidence presented at the hearing, or evidence 
already presented in the hearing file.  The hearing panel must determine whether 
the appeal should be upheld or denied, and it must set forth in writing a brief 
summary of the reasons for its decision.  Copies of that decision are to be 
addressed to the Provost and Vice President for Academic Affairs, and must be 
provided to all participants in the appeal within twenty (20) calendar days of the 
conclusion of the hearing. 

  3.8111 The decision of the hearing panel shall be deemed to be the decision of the 
 University Promotion and Tenure Committee, without further action on 
 the part of the committee. 

3.81111 When a hearing panel votes to uphold an appeal, then it must 
specify a remedy for the situation or specify a recommended 
course of action to the appropriate parties (for example, a 
rehearing of a case by a previous committee or administrator 
or a recommendation for or against promotion or tenure of an 
appellant).  If the responding party does not agree with this 
recommendation, that party may appeal to the Provost and 
Vice President for Academic Affairs. 

3.81112 When a hearing panel votes to deny an appeal, then the 
appellant has the right to appeal this decision to the Provost 
and Vice President for Academic Affairs. 

3.9 If either the appellant or the respondent is not satisfied with the response of the University 
hearing panel, then either may request a conference with the Provost and Vice President 
for Academic Affairs.  This request must be made within ten (10) calendar days following 
the requesting party's receipt of the University hearing panel's decision.  Any appeal not 
filed within this time limit will be denied automatically unless the Provost and Vice 
President for Academic Affairs determines that good cause has existed for the delay.  The 
Provost and Vice  President for Academic Affairs must confer with the parties and then 
reply in writing to any bases for appeal set forth by the party requesting the conference, 
and must furnish a copy of this statement to the appellant and the responding parties 
within thirty (30) calendar days of receipt of the request for the conference.  The Provost 
and Vice President for Academic Affairs may, with good cause, extend the thirty (30) day 
deadline. 

3.10 The decision of the Provost and Vice President for Academic Affairs is final. 
 
  4.   Appeals Which Begin at the College Level 

4.1 If the initial adverse recommendation has been made by the College Promotion and 
Tenure Committee or academic dean, then the appellant may request a hearing before the 
University Promotion and Tenure Committee. 

4.2 The procedures outlined above in 3.6-3.10 shall then be in effect. 
 

     5. Appeals Which Begin at the Provost and Vice President for Academic Affairs Level 
5.1 When the initial adverse recommendation has been made by the Provost and Vice 

President for Academic Affairs, then the appeal must be made to the President. 
5.2 The request for appeal must be made in writing within ten (10) calendar days following 

the appellant's receipt of written notice of the adverse decision on the part of the Provost 
and Vice President for Academic Affairs.  Any appeal not filed within this limit will be 
denied automatically unless the President determines that good cause has existed for the 
delay.  The President must confer with the parties and then reply in writing to any bases 
for appeal set forth by the appellant, and must furnish a copy of this statement to the 
appellant and the responding parties within thirty (30) calendar days of receipt of appeal.  
The President may, with good cause, extend the thirty (30) day deadline. 

   5.3 The decision of the President is final. 
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COLLEGIATE PROMOTION AND TENURE DOCUMENTS  
  
 

COLLEGE OF APPLIED SCIENCES AND TECHNOL OGY
34 

 

 

PREAMBLE 

 

The College of Applied Sciences and Technology values a teacher-scholar model that strives for excellence in the 

areas of teaching, scholarship, and professional service.  The goal of the process is to tenure and promote teacher-

scholars that will continue to contribute to the university and their discipline throughout their careers. 

 

Faculty have the responsibility to assist in the promotion and tenure process by evaluating and mentoring a 

candidateôs performance in the areas of teaching, scholarship, and professional service. Furthermore, the evaluation 

of a candidateôs performance should be a process whereby each faculty member receives meaningful feedback that 

can be used for the individualôs professional growth and development.  Appropriate feedback and goal setting can 

foster an environment that encourages each faculty member to achieve maximum potential. 

 

This document describes the procedural requirements and policies for promotion and tenure in the College of 

Applied Sciences and Technology.  All parties involved are encouraged to familiarize themselves with the rights, 

responsibilities and procedures that are outlined in the university, college, and department promotion and tenure 

documents.  In cases where questions arise, the university document takes precedence over the college document 

and the college over the department. 

 

I. GUIDELINES FOR PROMOTION AND TENURE 

 

1. The evaluation of a faculty member's eligibility for promotion or tenure shall be based on evidence of a 

continuing pattern of achievement throughout the individual's professional career in the following areas: 

 

1.1 Teaching; 

 

1.2 Scholarship; 

 

1.3 Service in a professional capacity. 

 
(From the Faculty and Professional Personnel Handbook, University Promotion and Tenure Document, Section I, Guidelines for 

Promotion and Tenure.) 

 

2. Faculty are encouraged to achieve excellence in the areas of teaching, scholarship and professional 

service.  However, to this end faculty should be guided to spend greater time and effort in the areas of 

teaching and scholarship. 

 

3. Tenure and promotion decisions shall be based on these three factors as well as any employment 

conditions outlined in the contract. 

 

4. The following criteria are to be used to evaluate creative activities (e.g., video productions, interactive 

computer projects, CD ROM programs, interior design works, consulting with outside organizations, 

proprietary research, etc.) during the promotion and tenure process in the College of Applied Sciences 

and Technology: 

 

4.1 The activity must be useful to others in the profession.  There must be evidence that the end 

product is being used by others as opposed to just the creator. 
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4.2 There must be a planned and disciplined approach to the activity's development, design and 

implementation.  The activity must reflect contemporary content, strategies, design or media 

components. 

 

4.3 The completed activity must be publicly verifiable.  The activity must be documented via product, 

pictures, programs, models or other appropriate means. 

 

4.4 The Promotion and Tenure Vita must indicate whether the activity is nonrefereed, refereed, juried, 

competitive, invited, etc. 

 

5. Publications, creative activities, and grants may be included in the evaluation for tenure once they have 

been officially submitted, accepted, or completed. Departments shall determine the hierarchy for valuing 

submitted, accepted and published works and grants. Publications in print, completed creative activities 

that meet criteria listed in 4.1-4.4 above, and funded external grants shall be weighted more heavily 

during all evaluation periods.   

 

 5.1  Verification of submission, acceptance and published status must be included in the supplemental   

                 materials:  but only publications in print and completed  activities may be evaluated for promotion.  

 

6. For personnel decisions, each department must regularly conduct evaluations of teaching which include 

student ratings. 

 

6.1 The student ratings will be conducted in accordance with the Official University Policy for the 

Evaluation of Teaching and the Procedures to be followed in the Evaluation of Teaching as stated 

in the Faculty and Professional Personnel Handbook. 

 

6.2 Near the end of the semester, but not during final exam week, a rating form adopted by the 

department to evaluate teaching will be available to students enrolled in classes being taught during 

the semester. 

 

6.3 After data have been analyzed, summaries will be available for the department chairperson and for 

the faculty member. The summary must be included in the faculty memberôs promotion and tenure 

materials. 

 

 7. In addition to mandatory student ratings, each faculty member's teaching must be evaluated by at least 

one of the following methods: peer review of teaching, chairperson review of teaching, or peer and 

chairperson review of the teaching portfolio. 

 

7.1 Each department must choose at least one of the above methods to evaluate faculty for personnel 

decisions. 

 

7.2 Each department may decide whether only one, all, or a combination of the above methods will be 

used to evaluate faculty for personnel decisions. 

 

7.3 Each department must devise forms to assist in the review method(s) chosen. 
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II.  DEFINITIONS 

 

1. Department and departmental refers to the Department of Family and Consumer Sciences; Department 

of Technology; School of Nursing; School of Physical Education, Sport, and Exercise Science; and the 

Fisher Institute for Wellness and Gerontology. 

 

2. College or collegiate refers to the College of Applied Sciences and Technology. 

 

3. Reconsideration refers to the initial action required when there is an adverse recommendation 

concerning promotion or tenure at the departmental level. Request for reconsideration by the 

departmental Promotion and Tenure Committee is the first step to be taken by a candidate. 

 

4. Appeal refers to the action taken by a candidate when the outcome of the departmental reconsideration 

is the same as the original recommendation or when an adverse recommendation is made at the College 

or Provost and Vice President of Academic Affairs level. 

 

5. Working days are those days when Ball State University administrative offices are open. 

 

6. Calendar days are the days which appear on a calendar, including Saturday, Sunday and holidays.  

They do not relate to the Ball State academic schedule or calendar. 

 

7. Tenure-track faculty are those faculty who are currently in the seven year probationary tenure period. 

 

8. Tenured faculty are those faculty who have been granted tenure. 

 

9. An external reviewer is an individual from outside the university who has demonstrated expertise in the 

candidateôs area. 

 

10. Scholarship is the process of attaining new knowledge, creating a new work, or re-creating/interpreting 

existing works, and disseminating the results. Generally this takes the form of appropriate peer 

reviewed publications, presentations or exhibits, performances, other creative endeavors, and grant 

proposals. Scholarship can occur in four areas: discovery, integration, application, and teaching  

 

10.1 The scholarship of discovery is traditional research and creative endeavors that pursue and 

contribute to new knowledge for its own sake. 

 

10.2 The scholarship of integration makes connections across disciplines bringing together isolated 

knowledge from two or more disciplines or fields to create new insights and understanding. 

 

10.3 The scholarship of application applies knowledge to address significant societal issues. 

 

10.4 The scholarship of teaching studies the development of knowledge, skill, mind, character, and/or 

ability of others. 

 
(From the Faculty and Professional Personnel Handbook, University Promotion and Tenure Document, Section II, Definitions.) 

 

III.  PROMOTION AND TENURE COMMITTEE STRUCTURE AND FUNCTION 

 

1. Membership/Organization of the College Promotion and Tenure Committee 
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1.1 The College Promotion and Tenure Committee shall consist of the Dean and Associate Dean of the 

college as ex officio, non-voting members; one voting representative from each Department 

Promotion and Tenure Committee; and the college representative to the University Promotion and 

Tenure Committee, as a non-voting liaison person.  A quorum is a simple majority of the voting 

members. 

 

1.2 The department representative serving on the College Promotion and Tenure Committee shall be 

elected by each department in accordance with the department guidelines.  The representative must 

be a tenured faculty member and a member of the Department Promotion and Tenure Committee. 

 

1.3 No person may serve as a member of the College Promotion and Tenure Committee who is a 

candidate for promotion.  An individual elected, who later becomes a candidate for promotion, 

must resign from the committee.  The affected department would be informed and requested to 

select an appropriate person to fill the vacancy. 

 

1.4 No person may serve as a member of the College Promotion and Tenure Committee who is related 

by family or by marriage or is a former spouse of a faculty member being evaluated for promotion 

and/or tenure.  The affected department would be informed and requested to select an appropriate 

person to fill the vacancy. 

 

1.5 If an appeal is brought before the College Promotion and Tenure Committee, no person may serve 

to hear an appeal who has a demonstrated conflict of interest such as previous involvement with the 

case, assignment to the same academic department or administrative area as any of the principals in 

the case, business involvement, or relationship to any of the principals.  Decisions regarding such 

conflicts shall be made by the committee chairperson. 

 

1.6 The name of the department representative must be submitted to the Dean by the department 

chairperson no later than the second week of Fall semester. 

 

1.7 The Dean shall call an organizational meeting of the college committee no later than the end of 

September to elect a chairperson and a secretary. 

 

1.8 The chairperson of the college committee shall be responsible for calling meetings as needed and 

the secretary shall keep minutes of all committee actions. 

 

2. Responsibilities of the College Promotion and Tenure Committee 

 

2.1 In consultation with departmental faculty, the committee shall implement university promotion and 

tenure policies and procedures and shall establish and implement college promotion and tenure 

policies and procedures that do not conflict with university policies and procedures. 

 

2.2 The committee shall make recommendations for policy changes to the university committee. 

 

2.3 The committee shall review all department promotion and tenure documents, including the 

department tenure evaluation rating form, and may give a recommendation of approval to the Dean 

only when the documents comply with college and university policies and procedures. 

 

2.4 The committee shall keep all information and all action taken confidential.  Committee minutes 

shall be taken, will be distributed only to committee members, and will be maintained on file in the 

Deanôs office. 
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2.5 To assist the college committee, the Dean's office shall inform the Department Promotion and 

Tenure Committees of the date promotion and tenure credentials are due to the college committee. 

 

2.6 The faculty shall evaluate the tenure credentials and consider the recommendations for all tenure-

track faculty at the third and sixth year of the candidateôs review period and forward those 

credentials, with recommendations to the Dean. 

 

   2.7  The Dean shall evaluate the tenure credentials and consider the recommendations for all tenure- 

    track faculty every year of the candidateôs review period and forward those credentials when  

    appropriate with recommendations, to the Provost.   

 

2.8 The committee shall evaluate the promotion credentials and consider the recommendations for all 

candidates forwarded from the department and forward those credentials, with recommendations, 

to the Dean.  The names of all candidates favorably recommended must be forwarded to the Dean 

in unranked alphabetical order.  The committee must forward a letter of explanation to the Dean for 

each candidate who is not recommended for promotion. 

 

2.9 The committee shall hear appeals from individuals who feel aggrieved by the action of the 

Department Committee, and/or department chairperson. 

 

IV. POLICY STATEMENTS 

 

1. Policy Statements for Tenure 

 

1.1 Faculty and eligible professional personnel shall be evaluated in the light of the University Mission 

Statement. 

 
(From the Faculty and Professional Personnel Handbook, University Promotion and Tenure Document, 2.1, Section III, Policy 

Statements.) 

 

1.2 A tenure recommendation will be made by the department, academic dean, and the Provost and 

Vice President for Academic Affairs at least one year prior to the end of a faculty memberôs 

probationary period.  That recommendation will be either a recommendation to grant tenure at the 

end of the following year or a recommendation to terminate the faculty member at the end of the 

following year. 

 
(From the Faculty and Professional Personnel Handbook, University Promotion and Tenure Document, 2.11, Section III, Policy 

Statements.) 

 

1.3 When a candidate is hired, academic rank (if other than assistant professor) and years toward 

tenure (if any) must be recommended by the department chairperson/director (hereafter referred to 

as chairperson) in conjunction with the department Promotion and Tenure Committee or, if 

unavailable, the search committee.  The recommendation subsequently must be approved by the 

Dean, Provost and Vice President for Academic Affairs, President, and the Board of Trustees. 

 

Work accomplished before being hired at Ball State University will be considered in tenure 

deliberations.  Greater attention and significance will be given to the work accomplished during the 

appointment at Ball State.  The evidence must demonstrate a record of quality and continuous 

activity. 

 

1.4 Before the end of the academic year, the Department Promotion and Tenure Committee, after 

consultation with the department chairperson, shall provide each tenure-track faculty member in 
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the department a written assessment of that faculty member's work.  This assessment shall include 

an evaluation of strengths and weaknesses in the areas of (1) teaching, (2) scholarship, and (3) 

service in a professional capacity.  The committee may also give suggestions for improvement. 

 

 The College Promotion and Tenure Committee forwards one of the following recommendations to 

the Dean of the College following its evaluation: 

 

  1. Satisfactory progress toward tenure 

    2. Unsatisfactory progress toward tenure 

    3. Termination 

 

  1.5 Significant evidence of excellent performance and the expectation for a continuance of such must 

be available. 

 

1.6 If a Department Promotion and Tenure Committee recommends termination of the appointment of 

a tenure-track faculty member at the end of any academic year during the probationary period, a 

letter to that effect must be filed in the Dean's office at least three weeks prior to the final date set 

forth in the promotion and tenure calendar provided by the Provost and Vice President for 

Academic Affairs.  The faculty member will be provided a copy of the committeeôs letter. 

 

1.7 Before the end of each academic year, the Provost and Vice President for Academic Affairs will 

notify each tenure-track faculty member, in writing, about his or her status with regard to progress 

toward tenure. 

 

2.  Policy Statements for Promotion 

 

  2.1 Faculty and eligible professional personnel shall be evaluated in the light of the University Mission 

Statement. 

 

  2.2 Any department member or eligible professional personnel member has the right to present herself 

or himself to the Department Promotion and Tenure Committee for consideration for promotion. 

 
(From the Faculty and Professional Personnel Handbook, University Promotion and Tenure Document, 1.1 and 1.4, Section III, 

Policy Statements.) 

 

2.3 Work accomplished before being hired at Ball State University and work accomplished while a 

faculty member at Ball State will be considered in promotion deliberations.  Greater attention and 

significance will be given to the work accomplished during the appointment at Ball State.  The 

evidence must demonstrate a record of quality and continuous productivity. 

 

2.4 Evaluation for promotion shall be based on evidence of a continuing pattern of achievement 

throughout the faculty member's professional career in the areas of teaching; scholarship; and 

service in a professional capacity. 

 

   2.4.1 Candidates being considered for promotion to professor must include in supporting 

materials two letters from external reviewers who have reviewed and commented upon 

the evidence of excellence in scholarship.  (See Appendix A) 

 

2.4.2 Recommendations must be supported by documentation demonstrating that the candidate 

satisfies established criteria.  Documentation shall include evaluation forms approved by 

the administrative unit concerned. 
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   2.4.3 The first committee or individual in the promotion process not recommending a faculty 

member for promotion shall provide that faculty member with a written statement 

delineating his or her strengths and weaknesses.  This assessment shall include an 

evaluation of strengths and weaknesses in the areas of (1) teaching, (2) scholarship, and 

(3) service in a professional capacity.  The committee or individual may also give 

suggestions for improvement.  The faculty member will be notified in writing on the 

status of their promotion. 

 

2.5 Department policies and criteria must be approved by the College Promotion and Tenure 

Committee and the University Promotion and Tenure Committee and shall be on file with the Dean 

and the exofficio member of the University Promotion and Tenure Committee. 

 

3. Policy Statements for Materials Presented for Promotion and Tenure Purposes 

 

3.1 Materials shall be presented to the Department Promotion and Tenure Committee by individual 

faculty members according to guidelines and format established by the department and college.  

The college Guidelines for Completing the Curriculum Vita for Tenure or Promotion Materials and 

the Curriculum Vita Format documents are to be delivered by the first working day in September to 

the candidate by the department promotion and tenure committee chair. 

 

   3.1.1 Failure to substantially comply with format and guidelines may result in a letter 

indicating unsatisfactory progress toward tenure for the year in question. 

 

3.2 A personnel file for every faculty member shall be kept in the department chairperson's office.  A 

promotion and tenure file will be part of the personnel file.  This promotion and tenure file shall be 

open to the faculty member concerned and will contain information relevant to promotion and/or 

tenure.  Appropriate materials shall be placed in the personnel file by the department chairperson in 

a timely manner. 

 

All information placed in an individual's personnel file shall immediately be brought to his or her 

attention in writing by the department chairperson.  The faculty member shall have the opportunity 

to place materials in the file which may rebut or explain any detrimental information.  Detrimental 

information that has not been brought to the attention of the faculty member cannot be used in 

promotion or tenure deliberations.  Anonymous letters shall not be made a part of this file. 

 

An individualôs promotion and tenure file shall be examined by the Department Promotion and 

Tenure Committee during promotion and tenure deliberations.  All materials used by the 

Department Promotion and Tenure Committee shall be made available to the College Promotion 

and Tenure Committee, Dean, Provost and Vice President for Academic Affairs, and President, 

upon request. 

 

V. ACADEMIC RANK 

 

1. There are three basic academic ranks:  Assistant Professor, Associate Professor, and Professor.  

Advancement in rank is based on a continuing pattern of documented achievement throughout the faculty 

member's professional career in teaching, scholarship, and professional service. 

 

2. Qualifications for rank are set by the college and must be approved by the University Promotion and 

Tenure Committee. 
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2.1 Assistant Professor is the rank usually assigned to a person who has achieved an earned terminal 

degree or an appropriate alternative as designated by the department and approved by the Dean and 

the Provost and Vice President for Academic Affairs.  Ordinarily, a person nearing the completion 

of the terminal degree or one who has a Master's degree plus 30 semester hours of approved 

graduate work may be appointed or promoted to this rank. Individuals who hold a Master's degree 

and have exceptional training and/or previous experience related to the discipline may be 

considered for appointment as an assistant professor.  These exceptions shall be approved by the 

Department Promotion and Tenure Committee, department chairperson, Dean, and the Provost and 

Vice President for Academic Affairs. 

 

2.1.1 Quality of Work:  To be promoted or hired at the rank of assistant professor, the 

individual must provide evidence of potential for success in teaching, scholarship and 

service in a professional capacity. 

 

2.1.2 Professional Growth:  Documentation of consistent professional growth sustained over a 

period of years must be coupled with evidence pointing to reasonable expectation of 

continued growth. 

 

2.2 Associate Professor is the rank usually assigned to a person who has achieved an earned terminal 

degree.  An exceptional individual who does not hold a terminal degree but is an excellent teacher 

and extremely productive scholar recognized by regional/national/international experts in the 

discipline may be assigned the rank of associate professor.  These exceptions shall be approved by 

the Department Promotion and Tenure Committee, department chair, Dean, and the Provost and 

Vice President for Academic Affairs. 

 

2.2.1 Quality of Work:  Promotion or hiring at the rank of associate professor is granted in 

recognition of excellent work at the rank of assistant professor.  The individual under 

consideration must demonstrate the impact of his or her scholarly work in the state or 

region beyond the confines of the University, as well as excellence in teaching and 

examples of professional service to the department, the University, the discipline and/or 

the community. 

 

2.2.2 Professional Growth:  Documentation of consistent professional growth sustained over a 

period of years must be coupled with evidence pointing to reasonable expectation of 

continued growth. 

 

2.3 Professor is a rank ordinarily limited to a person who has an earned terminal degree.  An 

exceptional individual who does not hold a terminal degree but is an excellent teacher and 

extremely productive scholar recognized by regional/national/international experts in the discipline 

may be assigned the rank of professor.  These exceptions shall be approved by the Department 

Promotion and Tenure Committee, department chairperson, Dean, and the Provost and Vice 

President for Academic Affairs. 

 

2.3.1 Quality of Work:  Promotion or hiring at the rank of professor is granted in recognition 

of superior work at the rank of associate professor.  The candidate must document 

regional, national or international impact of his or her scholarly work, excellence in 

teaching and examples of professional service to the department, the University, the 

discipline and/or the community. 
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2.3.2 Professional Growth:  Documentation of consistent professional growth sustained over a 

period of years must be coupled with evidence pointing to reasonable expectation of 

continued growth. 

 

VI.  PROCEDURES FOR PROMOTION AND TENURE 

 

 1.  Procedures for Tenure 

 

1.1 Submit tenure vita and support documentation to School or Department on or before the first 

working day in October. 

 

1.1.1 Annual evaluations for tenure shall focus on a faculty memberôs accumulated body of 

work, with particular attention given to accomplishments during the past year (defined as 

the 12 months ending on the last day of September of the current year).   

 

   1.1.2 Failure to submit materials by the established deadline will result in a letter indicating 

unsatisfactory progress toward tenure for the year in question. 

 

   1.1.3 Due to extenuating circumstances, such as a death or major illness in the family or 

another major unexpected event, the candidate may request an extension to the 

Department/School Chair. The request must be made in writing prior to the October 

deadline. The Department/School Chair in consultation with the chair of the department 

Promotion and Tenure Committee and the dean will determine if an extension is 

warranted and will establish a new deadline for the candidate. The decision including the 

appropriate deadline will be submitted in writing to the candidate within 5 business days 

of receiving the request for an extension. 

 

1.2 The recommendations of the Department Promotion and Tenure Committee shall be forwarded to 

the Dean.  Included with the recommendations will be the department chairpersonôs evaluations 

and recommendations, if there is a   difference of opinion between the department chairperson and 

the Department Promotion and Tenure Committee. The faculty member will be provided a copy of 

the department chairperson's letter to the Dean. 

 

1.3 Candidates' credentials and all recommendations from the department committee and department 

chairperson regarding progress toward tenure shall be forwarded to the Dean's office.  Credentials 

shall be reviewed and recommendations considered by the College Promotion and Tenure 

Committee for those faculty in the third and sixth years of the probationary period.  During years 

not reflected above, the College Committee shall review a faculty memberôs performance if a 

faculty member has appealed the departmental recommendations (see section VII regarding 

policies for appeal).  The College Committeeôs recommendation shall be submitted to the Dean. 

 

1.3.1 During the tenure deliberations, the college committee shall review the conditions for 

appointment and/or the initial letter of appointment to assure compliance and shall 

request from the department committee any supporting evidence needed. 

 

1.3.2 The evaluation of the faculty member's eligibility shall comply with the criteria identified 

in the University Promotion and Tenure Document, the College Promotion and Tenure 

Document, and the Department Promotion and Tenure Document. 

 

1.4 Dean of the College will review the departmental recommendations each year.  The Dean of the 

College will review the college committeeôs recommendations and supporting materials during 
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years when the committee completes a review of a candidate for tenure.  The Dean may consult 

with and/or solicit additional supporting materials from the faculty member, the department 

chairperson, and/or other persons the Dean may deem to have relevant information. 

 

1.4.1 Any recommendation from the college committee not receiving approval by the Dean 

shall be returned to the college committee with reasons for the disapproval.  A two-thirds 

vote of the college committee shall be required to override the Dean's decision, after 

which the Dean must forward the committee's recommendation, along with the 

recommendation of the Dean, to the Provost and Vice President for Academic Affairs.  

The faculty member will be provided a copy of the Dean's letter to the Provost and Vice 

President for Academic Affairs. 

 

1.5 The Dean shall forward tenure recommendations to the Provost and Vice President for Academic 

Affairs.  If the recommendations are not acceptable, the Provost and Vice President for Academic 

Affairs shall consult with the Dean about the differences. 

 

2. Procedures for Promotion 

 

2.1 The evaluation of the faculty member's eligibility for promotion shall comply with criteria 

identified in the University Promotion and Tenure Document, the College Promotion and Tenure 

Document, and the Department Promotion and Tenure Document. 

 

2.1.1 Failure to meet all department and college deadlines will result in no review of the 

promotion materials during the year in question. 

 

2.2 Recommendations for promotion shall be initiated at the department level.  After evaluating the 

candidate's qualifications, the Department Promotion and Tenure Committee must indicate whether 

the candidate is to be recommended for promotion. 

 

2.3 Credentials and support materials of candidates favorably recommended for promotion by the 

department committee shall be forwarded to the Dean.  The names of all candidates favorably 

recommended must be forwarded in an unranked alphabetical order.  The department committee 

must forward a letter of explanation to the Dean and to each candidate who is not recommended for 

promotion. 

 

2.3.1 If in presenting evaluations, the department chairperson has serious reservations 

concerning a faculty memberôs qualifications, the department chairperson shall inform 

the Department Promotion and Tenure Committee of the bases of the reservations.  If the 

differences between the chairperson and the Department Promotion and Tenure 

Committee are not resolved, the department chairperson may forward to the Dean his or 

her evaluations and recommendations concerning the faculty memberôs qualifications.  

The faculty member will be provided a copy of the chairperson's letter to the Dean. 

 

2.4 The Dean shall forward credentials to the College Promotion and Tenure Committee and charge it 

with the responsibility for evaluating the credentials and determining whether candidates are to be 

recommended for promotion.  The names of all candidates favorably recommended must be 

forwarded to the Dean in an unranked alphabetical order.  The committee must forward a letter of 

explanation to the Dean for each candidate who is not recommended for promotion.  

 

2.4.1 Any recommendations from the college committee not receiving approval by the Dean 

shall be returned to the committee with reasons for the disapproval.  A two-thirds vote of 
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the college committee shall be required to override the disapproval, after which the Dean 

must forward the committee's recommendation, along with the Dean's recommendation 

to the Provost and Vice President for Academic Affairs.  The faculty member will be 

provided a copy of the Dean's letter to the Provost and Vice President for Academic 

Affairs. 

2.5 The Dean shall forward the recommendations, including his or her evaluations, to the Provost and 

Vice President for Academic Affairs and provide a letter of explanation to all candidates reviewed 

at the college level. 

 

VII.  RECONSIDERATION AND APPEAL 

 

1. Any faculty member may ask for reconsideration of a negative recommendation given by the Department 

Promotion and Tenure Committee, the College Dean or College Promotion and Tenure Committee.  The 

candidate must ask, in writing, for the reconsideration within ten (10) calendar days following the date of 

the faculty memberôs receipt of the written recommendation adversely affecting him or her. 
 

(From the Faculty and Professional Personnel Handbook, University Promotion and Tenure Document, VII, Right of 

Reconsideration.) 

 

1.1 The request for reconsideration is made to the committee or dean where the initial adverse 

recommendation originated and filed within that office.  

 

  1.2 After receiving a request for reconsideration, the Committee must meet to reconsider the adverse 

recommendation, or in cases when only the college dean reviews the candidate, the Dean must 

reconsider the initial adverse recommendation. The Committee or Dean must meet with the 

candidate if he or she so requests. The candidate may provide an oral presentation of the request for 

promotion or tenure. No additional materials may be introduced or added to the document or the 

process. 

 

1.3 For specific details related to reconsideration at the department level and/or college level, refer to 

the Right of Reconsideration described in the University Promotion and Tenure document, Section 

VII  

 

2. An appellant or respondent may appeal adverse decisions of the department, college, Dean, University 

P&T Committee, or Provost.  

 

2.1 After reconsideration, faculty may appeal an adverse recommendation made by the Department 

Promotion and Tenure Committee to the College Promotion and Tenure Committee. The request 

must be made within ten (10) calendar days following the appellant's receipt of the Department 

Committee's decision and must be filed in the Office of the Academic Dean.   

 

2.2 An appeal of the College Promotion and Tenure Committee or Dean is made to the University 

Promotion and Tenure Committee and must be submitted in writing within ten (10) calendar days 

following the date of the receipt of the collegeôs decision.  The appeal must be filed in the Office of 

the Provost and Vice President for Academic Affairs. 

 

2.3 For specific details related to appeal at the college or university level, refer to the Right of Appeal 

described in the University Promotion and Tenure document, Section VIII. 
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APPENDIX A 

 

College of Applied Sciences and Technology 
 

Guidelines for Supplemental External Review of Scholarship for Promotion to Professor 

 

1. The candidate will provide the Department/School Chair in writing with names of three 
proposed external reviewers who have demonstrated expertise in the candidate's area of 
scholarship.  This list will include a statement of the qualifications of each external reviewer.  

 

2. The Department/School Chair will propose three additional external reviewers.  The 
Department/School Chair will consult with the candidate and other knowledgeable 
individuals to develop sources from which a list of appropriate reviewers may be drawn.  
The Department/School Chair will provide the candidate in writing the list of three external 
reviewers proposed by the Chair.  This list will include a statement of the qualifications of 
each external reviewer.   

 

3. If the candidate objects to any of the reviewers proposed by the Department/School Chair, 
the candidate will provide the Chair reasons in writing why a particular reviewer is 
inappropriate.  If the Chair objects to any of the reviewers proposed by the candidate, the 
Chair will provide the candidate reasons in writing why a particular reviewer is 
inappropriate.  If a compromise on proposed external reviewers cannot be reached between 
the Department/School Chair and candidate, the Dean will decide the issue. 

 

4. The Department/School Chair is responsible for contacting one reviewer from each list and 
securing the external letters within a time frame specified within the department/ school 
Promotion and Tenure document.  The process of identifying reviewers will continue until 
two external reviewers return required letters. 

2  
5. Letters requesting ÅØÔÅÒÎÁÌ ÒÅÖÉÅ×Ó ×ÉÌÌ ÂÅ ÁÃÃÏÍÐÁÎÉÅÄ ÂÙ Á ÃÏÐÙ ÏÆ ÔÈÅ ɉρɊ ÃÁÎÄÉÄÁÔÅȭÓ 

curriculum vitae, (2) department/school and college promotion criteria, and (3) a selection 
of publications or other scholarly productivity materials relevant to the area(s) of excellence 
agreed to by the Department/School Chair and the candidate.  A copy of the letters and list of 
materials sent to external reviewers will be included with required supporting promotion 
materials. 

 

6. When external review letters are received, a copy of each letter is to be made which protects the 

anonymity of the reviewer.  All evidence of the reviewersô identities and affiliations are to be 

removed.  The copy shall be placed in a candidate-accessible file. 

 

7. The candidate shall be given an opportunity to read all letters placed into the candidate-accessible 

file prior to the beginning of promotion deliberations.  The candidate may write a rebuttal to any 

content of received review letters perceived as inaccurate or inappropriately detrimental to the 

request for promotion to Professor.  The rebuttal information is to be included with the external 

review letters. 
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8. The supporting materials, including all external letters and rebuttal information, will be available 

for review by the department/school Promotion and Tenure Committee in accordance with the 

department/schoolôs promotion calendar. 

 

9. If the department/school recommends the candidate for promotion, complete supporting materials, 

the external letters, and any rebuttal information, will be forwarded to the Dean. 

 

10. Upon completion of all deliberations and appeals for the promotion to Professor, all candidate-

accessible external review letter files are to be destroyed (see respective departmental documents).  

The original letters are to be placed into a separate confidential file in the Deanôs Office and 

cannot be reopened for purposes of subsequent promotion deliberations at any level of 

consideration unless requested by the candidate. 

 
 

 
       Approved by CAST P&T Committee:  10/27/11 

       Approved by University P&T Committee:  2/7/12 
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COLLEGE OF ARCHITECTURE AND PLANNING
35 

 

 
I. Guidelines for Promotion and Tenure  
 

1.  The evaluation of a faculty memberôs eligibility for promotion and tenure shall be based on 

evidence of a continuing pattern of achievement throughout the faculty memberôs professional 

career in the following areas:  

1.1 Teaching;  

1.2 Scholarship;  

1.3 Service in a professional capacity.  

2.  All promotion and tenure guidelines contained in the University and Promotion and Tenure 

Document shall apply. This document is intended to clarify and augment, but not replace or 

supersede, the language of the University Promotion and Tenure Document. In the event that 

language of this College document is found to contradict the University Promotion and Tenure 

Document, the language in the University document shall take precedence.  

 

II. Definitions  
 

1.  Department and departmental refer to the departments of Architecture, Landscape Architecture, 

and Urban Planning.  

 

2.  College refers to the College of Architecture and Planning.  

 

3.  Reconsideration refers to the initial action required when there is an adverse recommendation 

concerning promotion and tenure at the departmental level. Request for reconsideration by the 

department is the first step to be taken by the appellant.  

 

4.  Appeal refers to action taken by the appellant when the outcome of the departmental 

reconsideration is the same as the original recommendation or when an adverse recommendation 

is made at the College or Provost and Vice President for Academic Affairs level.  

 

5.  Working Days are those days when Ball State University administrative offices are open.  

 

6.  Calendar days are the days which appear on a calendar, including Saturday, Sunday, and holidays. 

They do not relate to the Ball State academic schedule or calendar.  

 

7.  Eligible professional personnel are those individuals who hold academic rank and/or tenure or 

who are eligible for tenure.  

 

8.  Tenure-track faculty are those faculty who are currently in the seven- year probationary tenure 

period. 

9.  Tenured faculty are those faculty who have been granted tenure.  

 

10.  Environmental design professions for the purposes of this document shall be considered to be the 

fields of Architecture, Landscape Architecture, Urban Planning and Historic Preservation.  
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11.  Scholarship is the process of attaining new knowledge, creating a new work, or re-

creating/interpreting existing works, and disseminating the results. Generally this takes the form of 

appropriate peer reviewed publications, presentations or exhibits, performances, other creative 

endeavors, and grant proposals. Scholarship can occur in four areas: discovery, integration, 

application, and teaching  

11.1  The scholarship of discovery is traditional research and creative endeavors that 

pursue and contribute to new knowledge for its own sake.  

11.2  The scholarship of integration makes connections across disciplines bringing 

together isolated knowledge from two or more disciplines or fields to create new 

insights and understanding.  

11.3  The scholarship of application applies knowledge to address significant societal 

issues.  

11.4  The scholarship of teaching studies the development of knowledge, skill, mind, 

character, and/or ability of others.  

Faculty shall not be required to participate in each of the four areas of scholarship.  

From: Faculty and Professional Personnel Handbook -University P&T document. 

III. Committee Structure and Function  
 

1.  Committee Membership  

1.1  All tenured or tenure-track faculty are eligible to serve on the College Promotion and 

Tenure Committee, which shall be comprised of nine (9) members.  

1.2  Seven (7) members shall be elected as follows:  

1.21  Two (2) representatives from the Department of Architecture;  

1.22  Two (2) representatives from the Department of Landscape Architecture;  

1.23  Two representatives from the Department of Urban Planning;  

1.24  One (1) representative from the College faculty at-large.  

1.3  Two (2) members shall be non-voting ex officio members:  

1.31  Dean of the College; and  

1.32  College representative to the University Promotion and Tenure Committee.  

1.4  Elected departmental representatives to the Committee shall serve two-year overlapping 

terms, with one representative elected each year from each of the departments.  

1.41  Terms shall begin at the first College faculty meeting of the fall semester.  

1.42  Election of departmental representatives shall occur at a departmental faculty 

meeting at least one month before the end of the spring semester and prior to the 

last College faculty meeting of the spring semester.  

1.5  The elected representative from the College at-large shall serve a one-year term, with the 

election occurring at the last College faculty meeting of the spring semester.   

1.51  The electorate shall consist of all tenured or tenure-track faculty of the College.  

1.52  The College representative to the University Promotion and Tenure Committee 

shall prepare and distribute a list of all those eligible for at-large membership and 

shall conduct the election in accordance with the regulations of the College and 

University.  

1.53  A quorum, consisting of fifty-one percent (51%) of the tenured and tenure-track 

faculty of the College, shall be necessary for the election to be held. Election to the 

Committee shall require a clear majority of the votes cast. In case a majority is 
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lacking, a run-off election shall be held to choose among those candidates having 

the largest pluralities.  

1.6  An individual so elected who later becomes a candidate for promotion must resign from 

the Committee.  

1.7  A committee member who must terminate membership on the Committee prior to serving 

a full term shall be replaced for the remainder of the term by an elected representative from 

the same membership category if possible, otherwise at-large.  

1.71  The election of the replacement may take place during a regularly scheduled 

College or departmental meeting, depending upon the membership category, or at a 

special faculty meeting convened for that purpose with five (5) working days 

notice.  

1.72  The election of the replacement shall be conducted in accordance with procedures 

set forth in Sections III.1.4, and III.1.5 above.  

1.8  When no eligible faculty member or only one eligible faculty member exists in a 

department, a faculty member shall be elected from the eligible College faculty by the 

electorate of that department.  

1.9  The Committee structure shall not violate the "Anti-Nepotism Policies and Procedures for 

Faculty and Professional Personnel" as described in the University Handbook.  

 

2. Committee Responsibilities  

 

2.1  To develop and implement College promotion and tenure policies, procedures, and criteria 

which are in accordance with those of the University.  

2.2  To review departmental appointment, promotion and tenure procedures and criteria for 

concurrence with those of the College.  

2.3  To review College Promotion and Tenure policies, procedures and criteria and make 

recommendations to the College Faculty for revisions thereof.  

2.4  To make recommendations, originating either on the College or departmental levels, 

regarding University promotion and tenure policies.  

2.5  To establish a calendar each year for the College Promotion Process, and to provide copies 

of same to each departmental chairperson and departmental promotion and tenure 

committee chairperson.  

2.6  To hear departmental appeals.  

2.61  No one may serve to hear an appeal who has a demonstrated conflict of interest, 

such as previous involvement with the case, business involvement, or relationship 

to any of the principals.  

2.62  Decisions regarding such conflicts shall be made by vote of the Committee as a 

whole, using a written ballot. 

2.7  To review the candidates for promotion recommended by the departmental promotion and 

tenure committee.  

2.8  To maintain complete and approved minutes of all Committee actions. Minutes from the 

previous meeting shall be distributed prior to or at each meeting. One copy of all minutes 

shall be kept in the Committeeôs permanent files, to be maintained by the Office of the 

Dean of the College.  

2.9  All Committee business shall be conducted in strictest confidence.  
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IV. Policy Statements  
 

1.  Tenure  

1.1  Faculty and eligible professional personnel shall be evaluated in the light of the University 

Mission Statement.  

1.2  A tenure recommendation will be made by the department, academic dean, and the Provost 

and Vice President for Academic Affairs at least one year prior to the end of a faculty 

memberôs probationary period. That recommendation will be either a recommendation to 

grant tenure at the end of the following year or a recommendation to terminate the faculty 

member at the end of the following year.  

1.3  The evaluation of a faculty memberôs eligibility for promotion or tenure shall be based on 

evidence of a continuing pattern of achievement throughout the faculty memberôs 

professional career in the following areas:  

1.31  Teaching;  

1.32  Scholarship;  

1.33  Service in a professional capacity.  

1.4  Tenure for those who hold academic rank is earned in an academic department and held in 

the University.  

1.41  When a candidate is hired, academic rank must be recommended to the Dean by the 

department chairperson in conjunction with the departmental promotion and tenure 

committee, and subsequently approved by the Dean, the Provost and Vice President 

for Academic Affairs, the President and the Board of Trustees.  

1.42  Years granted toward tenure at the time of hiring must be recommended by the 

department chairperson in conjunction with the departmental promotion and tenure 

committee, and subsequently approved by the Dean, the Provost and Vice President 

for Academic Affairs and the Board of Trustees.  

1.5  Work accomplished before hiring at Ball State, as well as work accomplished while a 

faculty member at Ball State, will be considered in tenure deliberations. Much greater 

attention and significance will be given to work accomplished during the appointment at 

Ball State. The evidence must demonstrate a record of continuing productivity.  

 

 

 

2. Promotion  

2.1  Faculty and eligible professional personnel shall be evaluated in the light of the University 

Mission Statement.  

2.2  To be eligible for promotion, a candidate must present evidence of a continuing pattern of 

achievement in all of the following areas:  

2.21  Teaching; 

2.22  Scholarship;  

2.23  Service in a professional capacity.  

2.3  Work accomplished before hiring at Ball State, as well as work accomplished while a 

faculty member at Ball State, will be considered in promotion deliberations. Much greater 

attention and significance will be given to the work accomplished during the appointment 

at Ball State. The evidence must demonstrate a record of continuing productivity.  
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3. Materials to be presented for Promotion and Tenure  

3.1  Tenure Materials  

3.11  Decisions regarding progress toward tenure shall be based on documented evidence 

of a faculty memberôs progress during the past year, as well as evidence of 

cumulative progress toward tenure. This evidence shall include but not be limited 

to the following, referred to hereinafter as the ñtenure documentation."  

3.111  Each tenure-track faculty member shall provide the following to the 

departmental promotion and tenure committee:  

3.1111  An annual report following the format prescribed in the 

ñGuidelines for Promotion and Tenure Documentation,ò available 

through the Office of the Dean of the College, and  

3.1112  An up-to-date curriculum vita.  

3.12  A file shall be kept in the department chairpersonôs office for every faculty member 

who is eligible for promotion or tenure. This file shall be open to the faculty 

member concerned and will contain information relevant to promotion and/or 

tenure. Materials shall be placed into the file by the department chairperson.  

3.121  When information detrimental to receipt of tenure is placed in a faculty 

memberôs file, it shall be brought to his or her attention in writing at once 

by the chairperson. The faculty member shall have the opportunity to place 

into the file materials which might rebut or explain the detrimental 

information. Detrimental material that has not been brought to the attention 

of the faculty member cannot be used in subsequent tenure deliberations. 

Anonymous letters shall not be made a part of this file.  

3.122  This file shall be examined by the departmental promotion and tenure 

committee during tenure deliberations. Materials used by the departmental 

promotion and tenure committee as a basis for progress toward tenure 

decisions shall be made available to the Dean, the Provost and Vice 

President for Academic Affairs, and the President.  

3.2 Promotion Materials  

3.21  Promotion decisions shall be based on documented evidence of contributions to 

the department, College, University, community, and the environmental design 

professions. This evidence shall include the following, referred to hereinafter as the 

ñpromotion documentationò:  

3.211  Each candidate for promotion shall provide the following to the 

departmental promotion and tenure committee: 
3.2111  A single notebook following the format and containing the material 

specified in ñGuidelines for Promotion and Tenure Documentation,ò 

available through the Office of the Dean of the College; and  

3.2112 An up-to-date curriculum vita.  

3.212  A file shall be kept in the department chairpersonôs office for every faculty 

member who is eligible for promotion or tenure. This file shall be open to the 

faculty member concerned and will contain information relevant to promotion 

and/or tenure. Materials shall be placed into the file by the department 

chairperson.  

3.2121  When information detrimental to promotion is placed in a faculty 

memberôs file, it shall be brought to his or her attention in writing at 

once by the chairperson. The faculty member shall have the opportunity 
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to place into the file material which might rebut or explain the 

detrimental information. Detrimental material that has not been brought 

to the attention of the faculty member cannot be used in subsequent 

promotion deliberations. Anonymous letters shall not be made a part of 

this file.  

3.2122  This file shall be examined by the departmental promotion and tenure 

committee during promotion deliberations. Materials used by the 

departmental promotion and tenure committees as basis for promotion 

decisions shall be made available to the College Promotion and Tenure 

Committee, the Dean, the Provost and Vice President for Academic 

Affairs, and the President.  

 

V. Academic Rank  
 

1.  There are three basic academic ranks: Assistant Professor, Associate Professor, and Professor. 

Qualifications for each rank as set by the College and approved by the University Promotion and 

Tenure Committee are as follows:  

1.1  Assistant Professor  

1.11  Evidence of potential for quality performance as a teacher in the specialty(ies) for 

which the candidate is hired;  

1.12  Evidence of the potential for scholarship;  

1.13  Evidence of the potential for service in a professional capacity.  

1.2 Associate Professor  

1.21  Evidence of effective teaching;  

1.22  Evidence of quality scholarship;  

1.23  Evidence of service in a professional capacity.  

1.3 Professor  

1.31  Evidence of outstanding contributions in one of the following: teaching; or 

scholarship;  

1.32  Evidence of effective teaching; 

1.33  Evidence of quality scholarship;  

1.34  Evidence of service in a professional capacity.  

 

2.  A terminal degree in the faculty memberôs specialty area is usually required for either hiring at, or 

advancement to, associate or full professor. However, certain kinds of expertise, experience and/or 

recognition may be accepted as appropriate qualifications for either rank, upon approval of the 

Provost and Vice President for Academic Affairs.  

 

VI. Procedures  
 

1. Tenure  

1.1  Each tenure-track faculty member shall be reviewed by the departmental promotion and 

tenure committee during each academic year using procedures and criteria which are clear, 

specific, and familiar to all faculty. This review shall make use of a specific evaluation 

form which must be approved by the College Promotion and Tenure Committee and the 

University Promotion and Tenure Committee and must be kept on file with the 

departmental chairperson. This review shall result in one of the following decisions and/or 
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recommendations: satisfactory progress toward Tenure, unsatisfactory progress toward 

tenure, or termination/dismissal.  

1.2  Subsequent to the review, and upon consultation with the department chairperson, the 

departmental promotion and tenure committee chairperson shall provide each tenure-track 

faculty member with a written assessment of his or her progress toward tenure. This 

assessment shall include an evaluation of strengths and weaknesses in each of the areas of 

1) teaching, 2) scholarship, 3) service in a professional capacity. This assessment may also 

suggest areas for improvement. This assessment shall be provided within ten (10) working 

days of the meeting in which the review occurred, and shall constitute the written notice 

referred to in Section VII.311 of the University Promotion and Tenure Document.  

 

2. Promotion  

2.1  Each candidate for promotion shall be reviewed by the departmental promotion and tenure 

committee using procedures and criteria which are clear, specific, and familiar to all 

faculty. These policies must be approved by the College Promotion and Tenure Committee 

and by the University Promotion and Tenure Committee and shall be kept on file with the 

Dean of the college and the ex officio member of the University Promotion and Tenure 

Committee.  

2.11  The departmental promotion and tenure committee shall, for each candidate for 

whom it recommends promotion, forward said candidateôs promotion 

documentation to the department chairperson who shall forward it, through the 

Dean, to the College Promotion and Tenure Committee. Said materials shall be 

forwarded in the form in which they were submitted by the candidate to the 

departmental promotion and tenure committee.  

2.12  The departmental promotion and tenure committeeôs evaluations and 

recommendations for each candidate, whether recommended for promotion or not, 

shall be forwarded to the departmental chairperson. 

2.2  The department chairperson shall, for each candidate put forward for promotion, deliver 

the following to the Dean for forwarding to the College Promotion and Tenure Committee:  

2.21  The promotion documentation referred to above in section III.3, which may not be 

changed from the form in which it was originally submitted by the candidate;  

2.22  A letter of recommendation, written by the department chairperson, summarizing 

the candidateôs qualifications.  

2.3  A candidate for promotion to Professor must include external review letters addressing his 

or her scholarship. Those external review letters will be obtained according to procedures 

outlined in the Appendix A, Procedures for Supplemental External Review of Scholarship 

Letters for Candidates for Promotion to Professor.  

2.4  The list of candidates recommended for promotion shall be determined by the collective 

judgment of the individual College of Promotion and Tenure Committee members.  

2.41  The College Promotion and Tenure Committee chairperson shall make available in 

a central location the promotion documentation for each candidate for review by 

each College Promotion and Tenure Committee member at least five (5) working 

days prior to the Committeeôs meeting.  

2.42  By their participation in the promotion review process, College Promotion and 

Tenure Committee members signify that they have read the documents submitted 

and have sufficient information to evaluate each candidate.  
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2.43  The College Promotion and Tenure Committee members shall independently 

evaluate each candidate on Form B, ñMemberôs Rating Form,ò according to the 

criteria listed in section III.1 above. The committee will compile information on 

Form C, ñComposite Rating and Weighting Form,ò using the information from 

Form B. The completed Form C is to be used to focus the discussion regarding 

each candidateôs strengths and weaknesses and to identify discrepancies, if any, in 

committee membersô views regarding the ratings of each candidate.  

2.44  Based on all information, both that developed by the College Promotion and 

Tenure Committee and that submitted to the committee from the department, the 

Committee shall vote, by written ballot, to recommend or not recommend each 

candidate for promotion.  

2.45  The chairperson of the College Promotion and Tenure Committee shall 

immediately inform each candidate of the Committeeôs final recommendation and 

of the right of appeal. This shall be done orally, if possible, and in writing.  

2.46  The names of candidates recommended for promotion shall be forwarded in 

alphabetical order to the Dean of the College, along with the completed Form C for 

each candidate.  

2.5  The Dean of the College shall forward the College Promotion and Tenure Committeeôs 

recommendations, along with her or his evaluations, to the Provost and Vice President for 

Academic Affairs.  

2.6  In the event that the Dean disagrees with the College Promotion and Tenure Committeeôs 

recommendations for the promotion of any candidate, the Dean shall inform the College 

Committee Chairperson of her or his recommendation in writing. The College Committee 

shall then review the Deanôs recommendations and vote whether or not to uphold the 

Dean. A decision to override the Deanôs recommendation shall require a two-thirds vote of 

the College Committee. Should the College Committee vote to override the Deanôs 

recommendation, the Dean must forward the College Promotion and Tenure Committeeôs 

recommendation to promote the candidate, but retains the option to forward her or his 

recommendation as well.  

2.7  At any step in the promotion process (the departmental promotion and tenure committee, 

department chairperson, College Promotion and Tenure Committee, Dean) the first 

committee or individual not recommending a faculty member favorably for promotion 

shall provide that faculty member with a written statement delineating her or his strengths 

or weaknesses in each of the areas of 1) teaching, 2) scholarship, 3) service in a 

professional capacity. The committee or individual may also suggest areas for 

improvement. The above written statement shall be provided within ten (10) working days 

of the meeting in which the review occurred, and shall constitute the written notice referred 

to in Section VII.311 of the University Promotion and Tenure Document. 

 

VII. RIGHT OF RECONSIDERATION  
 

1. Reconsideration  
 

 

1.1  Reconsideration is the act whereby a candidate may request that an initial  

adverse decision by a departmental or collegiate committee be examined.  
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Reconsideration can take place before an appeal. Reconsideration provides an 

opportunity for a candidate to clarify content of material.  

1.2  If the initial adverse recommendation has been made by the Department  

Promotion and Tenure Committee, then the candidate must ask for a reconsideration 

of that recommendation by the Department Committee before he or she may proceed 

further.  

1.21  The candidate must ask, in writing, for the reconsideration within ten (10) 

calendar days following the date of the faculty memberôs receipt of the written 

recommendation adversely affecting him or her. For example, if a Department 

Promotion and Tenure Committee advises a faculty member in writing that it is 

recommending against awarding tenure to such member, the period to request 

reconsideration would run from the date of receipt of that communication, 

rather than from the date on which the Board of Trustees subsequently 

announces the names of faculty members who have been awarded tenure. Any 

request for reconsideration not filed within this time limit will be denied 

automatically, unless the academic dean determines that good cause has 

existed for the delay.  

1.22  The written request for reconsideration shall be filed in the office of the 

department chairperson.  

1.23  After receiving a request for reconsideration, the Department Committee must 

meet to reconsider its initial adverse recommendation. The Department 

Committee must meet with the candidate if he or she so requests. The candidate 

may provide an oral presentation of the request for promotion or tenure. No 

additional materials may be introduced or added to the documents or the 

process.  

1.24  After meeting to reconsider the candidateôs materials, the committee shall vote 

to overturn or affirm the previous decision. This vote super cedes the previous 

vote.  

1.25  The candidateôs materials for promotion and/or tenure shall be held in the 

departmental office.  

 

1.3  If the initial adverse recommendation has been made by the College  

Committee or Dean, then he or she may ask for reconsideration at the collegiate level.  

1.3.1  The candidate must ask, in writing, for the reconsideration within ten  

(10) calendar days following the date of the faculty memberôs receipt  

of the written recommendation adversely affecting him or her. For   
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example, if a College Dean or College Promotion and Tenure Committee 

advises a faculty member in writing that it is recommending against awarding 

tenure to such member, the period to request reconsideration would run from 

the date of receipt of that communication, rather than from the date on which 

the Board of Trustees subsequently announces the names of the faculty 

members who have been awarded tenure. Any request for reconsideration not 

filed within this time limit will be denied automatically, unless the academic 

dean determines that good cause has existed for the delay.  

1.3.2  The written request for reconsideration shall be filed in the office of   

  the college dean.  

1.3.3  After receiving a request for reconsideration, the Collegiate Committee must 

meet to reconsider its initial adverse recommendation or in cases when only 

the college dean reviews the candidate, the Dean must reconsider the initial 

adverse recommendation. The Collegiate Committee or Dean must meet with 

the candidate if he or she so requests. The candidate may provide an oral 

presentation of the request for promotion or tenure. No additional materials 

may be introduced or added to the documents or the process.  

1.3.4  After meeting to reconsider the candidateôs materials, in cases where the 

committee made the initial adverse decision, the committee shall vote to 

overturn or affirm the previous decision. This vote super cedes the previous 

vote.  

1.3.5  The candidateôs materials for promotion and/or tenure shall be held in the 

collegiate office and shall not be forwarded to the University Promotion and 

Tenure Committee until all requests for reconsideration have been exhausted. 

 

 

VIII. RIGHT OF APPEAL  
 

1. Appeals from Adverse Decisions  

1.1  Regular full-time faculty and regular professional personnel may appeal promotion 

and/or tenure decisions which adversely affect such individuals in accordance with 

provisions set forth in this Part VIII. Appeals examine the process not the content.  

 

2. Bases for Request for Appeal  

 

2.1  If the appellant is not satisfied with the decision of the Department Committee, then he 

or she may appeal to the College Promotion and Tenure Committee. The request must 

be made within ten (10) calendar days following the appellantôs receipt of the 

Department Committeeôs decision and must be filed in the office of the academic dean. 

Any request that is not filed within this time limit will be denied automatically unless 

the Provost and Vice President for Academic Affairs determines that good cause has 

existed for the delay.  

 

2.2  There are three permissible reasons to request appeal: 

2.21  Allegation of violation of approved departmental, collegiate, and/or University 

policies, including those set forth in the Faculty and Professional Personnel 

Handbook;  

2.22  Allegation of unfair treatment on the part of the decision makers;  

2.23  Allegation of discriminatory treatment on the part of the decision  
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makers.  

 

2.3  When an appellant alleges violation of approved departmental, collegiate,  

and/or University policies, including those set forth in the Faculty and Professional 

Personnel Handbook, then he or she must cite the specific policies which a committee 

or administrator failed to follow. When filing a request for appeal, the appellant must 

also provide a summary of the way(s) in which the policies were violated and how such 

violation(s) adversely affected the appellant.  

 

2.4  When an appellant alleges unfair treatment on the part of the decision makers, then he 

or she must cite the specific treatment engaged in by a committee or administrator. 

When filing a request for appeal, the appellant must also provide a summary of the 

reasons why the decision in question was clearly not merited by the evidence available 

to the decision makers an must also attach to the summary specific and detailed 

evidence in support of the reasons listed in the summary. Unfair treatment is defined as 

decisions which are arbitrary or capricious or which are clearly not supported by the 

evidence.  

 

2.5  When an appellant alleges discriminatory treatment on the part of the decision makers, 

then he or she must cite the specific treatment engaged in by a committee or 

administrator. When filing a request for appeal, the appellant must also provide a 

summary of the constitutionally or statutorily prohibited reasons upon which he or she 

believes the decision was based and a detailed summary of the evidence which 

supports the appellantôs allegation. Discriminatory treatment ids defined as decisions 

based upon constitutionally or statutorily prohibited reasons, including unlawful 

discrimination.  

 

2.6  When a request for appeal is filed which alleges discriminatory treatment on the part 

of the decision makers, the Universityôs Director of Equal Opportunity and Affirmative 

Action, or his or her designee, shall serve in an advisory capacity to the committee or 

hearing panel at each level of appeal. All appeals alleging discriminatory treatment in 

promotion and tenure decisions shall be pursued under the procedures set forth in this 

document rather than under the Ball State University ñEqual Opportunity and 

Affirmative Action Complaint Investigation Procedure and Appeal Process.ò  

 

2.7  In all cases, the appellant has the burden of proving his or her allegations.  

 

2.8  The academic dean is responsible for preparing an appeal file that will consist of (a) 

the formal request for hearing and any other materials submitted by the appellant; (b) 

the response and any other materials submitted by the Department Committee when it 

reconsidered its initial adverse recommendation. The appeal file will be forwarded to 

the chairperson of the hearing panel who will make certain that it is made available to 

all parties to the hearing.  

2.81  The academic dean will assist the chairperson of the hearing panel  

in arranging the hearing at the collegiate level.  

 

2.9  A formal hearing will take place.  

2.9.1  Timing. The College Committee must hold the hearing within thirty (30) 

calendar days of its receipt of the request for hearing. Days outside the regular 
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academic year will not be counted in the thirty day computation. The 

chairperson of the College Committee may, with good cause, extend the thirty 

day deadline.  

2.9.2  Membership of the hearing panel. The College Promotion and Tenure 

Committee may serve as the hearing panel, or it may establish a separate 

hearing panel. The hearing panel shall consist of not fewer than five (5) faculty 

members, at least two (2) of whom must also be members of the Promotion and 

Tenure Committee establishing the panel. The chairperson of the College 

Promotion and Tenure Committee, or his or her designee, will serve as 

chairperson of the hearing panel.  

2.921  If the appellant is a minority, at least one (1) member of the  

hearing panel shall be a minority. Also, at least one (1)  

member of the hearing panel shall be of the same gender as the 

appellant. If the College Promotion and Tenure Committee serves as 

the hearing panel, the Committee may (to meet the requirements of this 

paragraph) be required to add to the Committee faculty member(s) 

from within the college who shall participate fully in the appeal 

hearing. If the addition of faculty member(s) is requires, the faculty 

member(s) selected must be approved by the dean. This paragraph 

shall not apply (a) if the college has no minority faculty members or 

faculty members of the required gender who are eligible to serve on the 

hearing panel, or (b) if all of the eligible minority faculty members or 

faculty members of the required gender either decline to serve or are 

disqualified from serving on the hearing panel due to their 

unavailability, conflict of interest, personal bias or other good and 

sufficient reason as determined by the College Promotion and Tenure 

Committee chairperson. For the purposes of this paragraph, 

ñminorityò refers to an individual who is a member of a minority 

classification recognized by the U. S. Equal Employment Opportunity 

Commission.  

2.922  When an appeal is filed which alleges that a decision was the  

result of illegal discrimination, two (2) of the members of the hearing 

panel shall be appointed from among the full-time faculty and 

professional personnel serving on the Complaint Appeals Board of the 

Ball State University ñEqual Opportunity and Affirmative Action 

Appeal Procedures.ò The appellant shall choose one (1) of such 

panelists and the responding party shall choose the other such panelist. 

If either the appellant or the responding party fails to make a selection, 

the Universityôs Director of Equal Opportunity and Affirmative Action 

shall make that partyôs selection.. The Universityôs Director of Equal 

Opportunity and Affirmative Action, or his or her designee, shall serve 

in advisory capacity to the hearing panel.  

2.923  No one may serve to hear an appeal who has a demonstrated conflict of 

interest such as previous involvement with the case, assignment to the 

same academic department or administrative area as any of the 

principals in the case, business involvement, or relationship to any of 

the principals. Decisions regarding such conflicts shall be made by the 

committee chairperson.  
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2.10  Parties. Parties participating in the hearing are (a) the appellant; and  

(b) the department chairperson and the Department Promotion and Tenure  

Committee chairperson, who together shall serve as the responding party  

(unless the chairperson of the College Promotion and Tenure Committee  

appoints a different individual or individuals to serve as the responding party.  

 

2.11  Notice of hearing. The parties shall be given at least ten (10) days notice of  

the date, time, and place of the hearing, unless they waive that notice in  

writing. The hearing may be postponed or continued by the chairperson of the  

hearing panel whenever he or she may deem appropriate, or upon the request  

of either party for good cause shown.  

 

2.12  Materials used in hearing. The parties must furnish the chairperson of the  

hearing panel with the following materials at least five (5) working days prior  

to the date of the hearing:  

2.121  Copies of all documents upon which they intend to rely but which are not 

already a part of the appeal file;  

2.122  A list of any witnesses whom they plan to call.  

Copies of these materials must be distributed to all participants by the 

chairperson of the hearing panel at least three (3) working days prior to the 

date of the hearing. Additional materials and/or witnesses may not be utilized 

by either party at a hearing without the consent of the hearing panel. 

  

2.13  Attendants at hearing. In addition to the hearing panel and the previously  

specified parties, the following persons may attend a hearing.  

2.131  A full-time regular Ball State faculty or professional personnel member to 

serve as faculty colleague for the appellant.  

2.132  Representative of the academic deanôs office.  

2.133  Other University-affiliated persons whose attendance is requested or approved 

by the chairperson of the hearing panel. 

2.134  Any person designated by the chairperson of the hearing panel to record and to 

prepare a summary of the evidence presented at the hearing.  

2.135  Witnesses called by either party. Such witnesses shall be present only while 

they are testifying.  

2.136  A recording secretary designated by the appellant, if he or she desires. This 

person must be a full-time Ball State faculty, professional personnel, or staff 

member.  

 

Failure, without good cause, of the appellant or ht responding party to  

appear and proceed at the hearing may force the hearing panel to hear and respond to 

the appeal in the absence of the appellant or the  

responding party. 

  

2.14  Quorum and challenges. A majority of the members of a hearing panel  

shall constitute a quorum. Either party may challenge a panel member on  

the grounds of personal bias. The decision whether to disqualify a  

challenged member shall be made by a majority vote of the remaining  

members, conducted by written ballot. If this vote results in a tie, the  

decision shall be made by the chairperson of the hearing panel.  
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2.15  Conduct of hearings. Hearings shall be conducted with a view toward  

providing the hearing panel with a complete understanding of the  

circumstances surrounding the decision which is being appealed. The  

chairperson of the hearing panel shall preside at the hearing and shall make  

all procedural rulings. These rulings may be reversed by a majority vote of  

the panel members present, including the chairperson.  

 

2.16  Witnesses. Each party is responsible for ensuring the presence of his or  

her witnesses at a hearing. Written statements in lieu of the personal  

testimony of a witness shall not be permitted unless a majority of the panel  

members determines that a witness is unavailable to testify. All witnesses  

who testify may be questioned concerning any matter relevant to the hearing  

by any member of the hearing panel 

.  

2.17  Hearing records. The hearing panel must arrange for minutes of the  

hearing to be taken. These minutes shall include a general summary of the  

major points made by the parties and participants at the hearing, any  

motions made or votes taken by the hearing panel. Copies of approved  

minutes shall be made available upon request to the appellant and/or  

respondent within twenty (20) calendar days of the conclusion of the  

hearing. Further use of these minutes by either party is restricted to  

appeals at higher levels of the procedures outlined here or in external legal  

proceedings. Recordings or tapes of a hearing shall not be permitted.  

 

2.18  Decision by the hearing panel. After the conclusion of the hearing, the  

hearing panel shall meet to consider the evidence presented at the hearing,  

or evidence already presented in the hearing file. At this time, the hearing  

panel may request an interview with the academic dean, or the academic  

dean may request an interview with the hearing panel. The hearing panel 

  must determine whether the appeal should be upheld or denied, and it must  

set forth in writing a brief summary of the reasons for its decision. Copies  

of that decision are to be addressed to the academic dean and must be  

provided to all participants in the appeal within twenty (20) calendar days  

of the conclusion of the hearing.  

2.181  The decision of the hearing panel shall be deemed to be the decision of the 

College Promotion and Tenure Committee, without further action on the part 

of the committee.  

2.1811  When a hearing panel votes to uphold an appeal,  

then it must specify a remedy for the situation or  

specify a recommended course of action to the  

appropriate parties (for example, a rehearing of a case by a previous 

committee or administrator or an appellant). If the responding party 

does not agree with this recommendation that party may appeal to the 

University Promotion and Tenure Committee.  

2.1812 When a hearing panel votes to deny an appeal, then  

the appellant has the right to appeal this decision to  

the University Promotion and Tenure Committee.  
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2.19  If an appellant or respondent wishes to appeal the decision of a colligate  

hearing panel, either may request a hearing before the University Promotion and 

Tenure Committee. The request must be made within ten (10) calendar days following 

receipt by the appealing party of the collegiate hearing panelôs decision and must be 

filed in the Office of the Provost and Vice President for Academic affairs. See ñ Bases 

for Request for Appealò VIII, 2.,for information on the bases of appeal and what 

should be included in the request for a hearing. Any request not filed within this time 

limit shall be denied automatically unless the Provost and Vice President for Academic  

Affairs determines that good cause has existed for the delay.  

 

2.20  The Provost and Vice President for Academic Affairs is responsible for  

preparing an appeal file that shall consist of (a) the formal request for  

hearing and any other materials submitted by the appellant; (b) the  

responses and any other materials submitted by the Department Committee  

when it reconsidered its initial adverse recommendation; (c) the responses  

and any other materials submitted by the College Committee when it  

considered the appeal. The appeal file shall be forwarded to the  

chairperson of the hearing panel who shall make certain that it is made  

available to all parties to the hearing.  

2.201  The Provost and Vice President for Academic Affairs shall  

assist the chairperson of the hearing panel in arranging the  

hearing at the University level.  

 

2.21  A formal hearing will take place.  

2.211  Timing. The University Promotion and Tenure Committee must hold the 

hearing within thirty (30) calendar days of its receipt of the request or hearing. 

Days outside the regular academic year shall not be counted in the thirty day 

computation. The chair person of the University Committee may, with good 

cause, extend the thirty day deadline. 

2.212  Membership of the hearing panel. The University Promotion and Tenure 

Committee may serve as the hearing panel, or it may establish a separate 

hearing panel. The hearing panel shall consist of not fewer than five (5) faculty 

members, at least two (2) of whom must also be members of the Promotion and 

Tenure Committee establishing the panel. The chairperson of the University 

Promotion and Tenure Committee, or his or her designee, shall serve as 

chairperson of the hearing panel.  

2.2121  When an appeal is filed which alleges that a  

decision was the result of illegal discrimination,  

two (2) of the members of the hearing panel shall be  

appointed from among the full-time faculty and  

professional personnel then serving on the  

Complaint Appeals Board of the Ball State  

University ñEqual Opportunity and Affirmative  

Action Appeal Procedures.ò The appellant shall  

choose one (1) of such panelists and the  

responding party shall choose the other such  

panelist. If either the appellant or the responding  

party fails to make a selection, the Universityôs  

Director of Equal Opportunity and Affirmative  
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Action, or his or her designee, shall serve in an  

advisory capacity to the hearing panel.  

2.2122 No one may serve to hear an appeal who has a  

demonstrated conflict of interest such as previous  

involvement with the case, assignment to the same  

academic department or administrative area as any  

of the principals I the case, business involvement, or  

relationship to any of the principals. Decisions  

regarding such conflicts shall be made by the  

committee chairperson.  

2.2123 If the appellant is a minority, at least one (1)  

member of the hearing panel shall be a minority.  

Also, at least one (1) member of the hearing panel  

shall be of the same gender as the appellant. If the  

University Promotion and Tenure Committee serves  

as the hearing panel, the Committee may (to meet  

the requirements of this paragraph) be required to  

add to the Committee faculty member(s) who shall participate fully in 

the appeal hearing. If the addition of faculty members(s) is required, 

the faculty member(s) selected must be approved by the University 

Promotion and Tenure Committee chairperson. For the purposes of 

this paragraph, ñminorityò refers to an individual who is a member of 

a minority classification recognized by the U.S. Equal Employment 

Opportunity Commission.  

 

2.22  Parties. The parties participating in the hearing are (a) the appellant; and  

(b) the administrator and the chairperson of the Promotion and Tenure  

Committee at the level of the initial adverse recommendation; and (c) if  

applicable, the dean and the chairperson of the College Promotion and  

Tenure Committee. 

  

2.23  Notice of hearing. The parties shall be given at least ten (10) calendar days  

notice of the date, time, and place of the hearing, unless they waive that  

notice in writing. The hearing may be postponed or continued by the  

chairperson of the hearing panel whenever he or she may deem appropriate,  

or upon the request of either party for good cause shown 

.  

2.24  Materials used in hearing. The parties must furnish the chairperson of the  

hearing panel with the following materials at least five (5) working days  

prior to the date of the hearings:  

2.241  Copies of all documents, including records of the college  

hearing, upon which they intend to rely but which are not  

already a part of the appeal file;  

2.242  A list of any witnesses whom they plan to call.  

Copies of these materials must be distributed to all participants by the 

chairperson of the hearing panel at least three (3) working days prior to the 

date of the hearing. Additional materials and/or witnesses may not be utilized 

by either party at a hearing without the consent of the hearing panel.  
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2.25  Attendants at hearing. In addition to the hearing panel and the previously  

specified parties, the following persons may attend a hearing.  

2.251  A full-time regular Ball State faculty or professional personnel member to 

serve as faculty colleague for the appellant.  

2.252  Representative of the Provost and Vice President for Academic Affairsô Office.  

2.253  Other University-affiliated persons whose attendance is requested or approved 

by the chairperson of the hearing panel.  

2.254  Any person designated by the chairperson of the hearing panel to record and to 

prepare a summary of the evidence presented at the hearing.  

2.255  Witnesses called by either party. Such witnesses shall be present only while 

they are testifying. 

2.256  A recording secretary designated by the appellant, if he or she desires. This 

person must be a full-time Ball State faculty, professional personnel, or staff 

member. 

  

Failure, without good cause, of the appellant or the responding party to appear 

and proceed at the hearing may force the hearing panel to hear and respond to 

the appeal in the absence of the appellant of the responding party. 

  

2.26  Quorum and challenges. A majority of the members of a hearing panel shall constitute 

a quorum. Either party may challenge a panel member on the grounds of personal 

bias. The decision whether to disqualify a challenged member shall be made by a 

majority vote of the remaining members, conducted by written ballot. If this vote 

results in a tie, the decision shall be made by the chairperson of the hearing panel. 

  

2.27  Conduct of hearings. Hearings shall be conducted with a view towards providing the 

hearing panel with a complete understanding of the circumstances surrounding the 

decision which is being appealed. The chair  

person of the hearing panel shall preside at the hearing and shall make  

all procedural rulings. These rulings ma y be reversed by a majority vote  

of the panel members present, including the chairperson.  

 

2.28  Witnesses. Each party is responsible for ensuring the presence of his or her  

witnesses at a hearing. Written statements in lieu of the personal testimony  

of a witness shall not be permitted unless a majority of the panel members  

determines that a witness is unavailable to testify. All witnesses who testify  

may be questioned concerning any matter relevant to the hearing by any  

member of the hearing panel. 

  

2.29  Hearing records. The hearing panel must arrange for minutes of the  

hearing to be taken. These minutes shall include a general summary of the  

major points made by the parties and participants at the hearing, any  

motions made or votes taken by the hearing panel. Copies of approved  

minutes shall be made available upon request to the appellant and/or  

respondent within twenty (20) calendar days of the conclusion of  

the hearing. Further use of these minutes by either party is restricted to  

appeals at higher levels of the procedures outlined here or in external legal  

proceedings. Recordings or tapes of a hearing shall not be permitted. 
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2.30  Decision by the hearing panel. After the conclusion of the hearing, the hearing panel 

shall meet to consider the evidence presented at the hearing,  

or evidence already presented in the hearing file. The hearing panel must  

determine whether the appeal should be upheld or denied, and it must set  

forth in writing a brief summary of the reasons for its decision. Copies of  

that decision are to be addressed to the Provost and Vice President for  

Academic affairs, and must be provided to all participants in the appeal within twenty 

(20) calendar days of the conclusion of the hearing. 

2.301  The decision of the hearing panel shall be deemed to be the decision of the 

University Promotion and Tenure Committee, without further action on the 

part of the committee.  

2.3011  When a hearing panel votes to uphold an appeal, then it must specify a 

remedy for the situation or specify a recommended course of action to 

the appropriate parties (for example, a rehearing of a case by a 

previous committee or administrator or a recommendation for or 

against promotion or tenure of an appellant). If the responding party 

does not agree with this recommendation that party may appeal to the 

Provost and Vice President of Academic Affairs.  

2.3012  When a hearing panel votes to deny an appeal, then the appellant has 

the right to appeal this decision to the Provost and Vice President for 

Academic Affairs 

.  

2.31  If either the appellant or the respondent is not satisfied with the response of  

the University hearing panel, then either may request a conference with the  

Provost and Vice President of Academic Affairs. This request must be made  

with in then (10) calendar days following the requesting partyôs receipt of  

the University hearing panelôs decision. Any appeal not filed within this  

time limit will be denied automatically unless the Provost and Vice President for 

Academic Affairs determines that good cause has existed for the delay. The Provost 

and Vice President for Academic Affairs must confer with the parties and then reply in 

writing to any bases for appeal set forth by the party requesting the conference, and 

must furnish a copy of this statement to the appellant and responding parties within 

thirty(30) calendar days of receipt of the request for the conference. The Provost and 

Vice President for Academic Affairs may, with good cause, extend the thirty (30) day 

deadline. 

  

2.32  The decision of the Provost and Vice President for Academic Affairs is final.  

 

3. Appeals Which Begin at the College Level  

 

3.1  If the initial adverse recommendation has been made by the College Promotion and 

Tenure Committee or academic dean, then the appellant  

may request a hearing before the University Promotion and Tenure Committee.  

 

3.2  The procedures outlined above in 2.19 ï 2.32 shall then be in effect.  

 

4. Appeals Which Begin at the Provost and Vice President for Academic Affairs Level  

 

4.1  When the initial adverse recommendation has been made by the Provost and  
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Vice President for Academic Affairs, then the appeal must be made to the President. 

 
4.2  The request for appeal must be made in writing within ten (10) calendar days following 

the appellantôs receipt of written notice of the adverse decision on the part of the 

Provost and Vice President for Academic Affairs. Any appeal not filed within this limit 

will be denied automatically unless the President determines that good cause has 

existed for the delay. The President must confer with the parties and then reply in 

writing to any bases for appeal set forth by the appellant, and must furnish a copy of 

this statement to the appellant and the responding parties within thirty (30) calendar 

days of receipt of appeal. The President may, with good cause, extend the thirty (30) 

day deadline. 

  

4.3  The decision of the President is final. 

 

 

 

 
     Approved by College:   March 1, 2012 

                                          Approve by University P&T:  April 13, 2012 
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COLLEGE OF ARCHITECTURE & PLANNING  

Revisions approved by faculty February 21, 2007  

 

APPENDIX A ï PROCEDURES FOR SUPPLEMENTAL EXTERNAL REVIEW OF SCHOLARSHIP 

LETTERS FOR CANDIDATES FOR PROMOTION TO PROFESSOR  
 

The candidate will provide the department Promotion and Tenure Committee a minimum of two (2) names for 

external reviewers and explain in writing why each individual was proposed as a reviewer. The candidate will also 

describe the relationship, if any, between the candidate and each reviewer.  

 

The department chair and the department Promotion and Tenure Committee will collaborate in selecting a 

minimum of two (2) additional reviewers and will record for the file why each individual was proposed as a 

reviewer. In selecting the list, the department chair and Committee will consult with the candidate and other 

knowledgeable individuals to develop sources from which a pool of appropriate reviewers may be drawn. The 

Department chair will provide the candidate with the list of reviewers selected by the chair and Committee.  

 

If the candidate objects to any of the reviewers selected by the department chair/Promotion and Tenure Committee, 

s/he will provide the Committee written reasons why a particular reviewer is inappropriate. If the Committee 

objects to any of the reviewers selected by the candidate it will provide the candidate with written reasons why a 

particular reviewer is inappropriate. If a compromise cannot be reached between the Committee and the candidate 

on external reviewers and a compromise cannot be reached within the Department, the dean will decide the issue. 

Because reviewer letters will focus on a review of the candidateôs scholarship ï using the departmentôs, collegeôs, 

and universityôs definitions of scholarship ï most of the external reviewers should have university affiliations. 

Those who are not affiliated with a university should be selected because their position qualifies them to provide a 

perspective that is relevant to the candidateôs work, and their qualifications as a reviewer should be explained. All 

letters requesting outside evaluations will be accompanied by a copy of the candidateôs curriculum vitae, a copy of 

the department and college promotion criteria, and an adequate and appropriate selection of publications or other 

materials sufficient to provide reviewers the basis by which they can evaluate the candidateôs scholarship. A copy 

of the letters sent to external reviewers and a list of the materials provided them must be included as a required 

supplement to the promotion documentation file.  

 

The department chair is responsible for contacting the reviewers identified, half from the candidateôs list and half 

from the departmentôs list, and securing the external letters. A minimum of two external letters received will be 

required, but as many letters as are received will be included in the promotion documentation file reviewed by the 

department and forwarded to the dean.  

 

In the event that the minimum of two review letters are not received by the stated deadline, the promotion 

evaluation to Professor proceedings for the candidate shall be terminated for the current academic year  

 

The complete promotion documentation file, including the external review letters will be available for review by 

the department Promotion and Tenure Committee in accordance with the departmentôs promotion calendar.  

 

The complete promotion documentation file, including the external review letters will be forwarded to the college, 

if the department recommends the candidate for promotion.  

 

The candidate has the right to examine all external review letters received. For the examination of the letters by the 

candidate, anonymity of the external reviewers will be protected by placing their letters in a separate candidate-

accessible file in which the identities and affiliations of the reviewers have been removed. [From Faculty 

Handbook, U P and T document, Policy Statements Section III 3.3]  

The candidate has the right to respond to the information contained in the letters. If the candidate chooses to 

respond in writing, the response must become part of the promotion documentation file prior to its review by the 
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committee. Any candidate-supplied written responses must remain with promotion documentation throughout all 

stages of the current promotion review (department, college, and university).  

 

At the conclusion of these deliberations, the letters (and any candidate-supplied responses regarding the letters ï ) 

shall be removed from the candidateôs promotion and tenure file and transferred to a separate confidential file in the 

Office of the Dean of the College. Once these letters are placed in this separate confidential file, they cannot be 

reopened for purposes of subsequent promotion and tenure deliberations at any level of consideration, unless 

requested by the candidate.  

 

At the end of these deliberations, the candidate-accessible file will be acquired and destroyed by the Dean. 
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COLLEGE OF ARCHITECTURE & PLANNING 

Promotion and Tenure Committee 

 

FORM B -- MEMBER'S RATING FORM FOR PROMOTION  
 

_________________________________  ______________________  _________ 

Name of Candidate           Purpose of Review      Academic Year  

 

EVIDENCE OF EXCELLENCE IN TEACHING  

 

Continuing achievement in teaching as defined by Section I of the College of Architecture and Planning Promotion 

and Tenure Policies and Procedures document, at a level commensurate with the purpose of this review.  

    Demonstrated        Outstanding  

Inadequate  Marginal  Satisfactory  Commendable       Excellence   Contribution  

       1         2    3   4   5   6  

 

Comments: ______________________________________________________________________________  

 

______________________________________________________________________________  

 

EVIDENCE OF EXCELLENCE IN SCHOLARSHIP  

 

Continuing achievement in scholarship as defined by Section I of the College of Architecture and Planning 

Promotion and Tenure Policies and Procedures document, at a level commensurate with the purpose of this 

review.  

 

  Demonstrated           Outstanding  

Inadequate  Marginal  Satisfactory  Commendable     Excellence   Contribution  

       1         2    3   4   5   6  

 

Comments: ______________________________________________________________________________  

 

______________________________________________________________________________  

 

 

EVIDENCE OF EXCELLENCE IN PROFESSIONAL AND INSTITUTIONAL SERVICE  

Continuing achievement in professional and institutional service as defined by Section I of the College of 

Architecture and Planning Promotion and Tenure Policies and Procedures document, at a level commensurate with 

the purpose of this review.  

 

  Demonstrated           Outstanding  

Inadequate  Marginal  Satisfactory  Commendable     Excellence   Contribution  

       1         2    3   4   5   6  

 

Comments: ______________________________________________________________________________  

 

______________________________________________________________________________  
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MILLER COLLEGE OF BUSINESS
36  

 

Preamble 

 

The Miller College of Business Guidelines for Promotion and Tenure specify the organization of the 

Promotion and Tenure Committee (College Committee) and the procedures and criteria used for 

promotion and tenure within the framework of University policy specified in the University Promotion 

and Tenure Document as stated in the Faculty and Professional Personnel Handbook.  

 

The general purpose of the evaluation policy of the Miller College of Business is to encourage the pursuit 

of excellence in teaching, scholarship, and service in a professional capacity. 

 

1.        Membership and organization of the College Committee 

1.1 The College Committee shall consist of the Dean of the College (Dean), an ex officio, non-

voting member; the Associate Dean of the College, a non-voting observer; and one person 

from each Departmental Promotion and Tenure Committee (Departmental Committee) 

within the College.  The College representative to the University Promotion and Tenure 

Committee shall meet with the College Committee as a non-voting liaison person. 

1.2 The departmental person serving on the College Committee shall be elected by each 

department in accordance with his or her departmental guidelines but must be a member of 

the Departmental Committee.  

1.3 No person may serve as a member of a College Committee who is a candidate for 

promotion.  An individual so elected who later becomes a candidate for promotion must 

resign from the committee.   

1.4 Any members resigning will be replaced by their departments using their procedures for 

naming the departmental representative to the college committee. 

1.5 No person may serve as a member of a Departmental Committee who is a candidate for 

promotion. 

1.6 The name of the departmental representative to the College Committee should be 

submitted to the Dean by the department chairperson no later than the first week in April 

of each year. 

1.7 The Dean shall call an organizational meeting of the College Committee no later than the 

end of October for the purpose of electing a chairperson and a secretary.   

1.8 The Associate Dean of the College or a departmental member of the College Committee 

will serve as secretary to the College Committee and coordinate all activities of the 

Committee with the Committee chairperson and Dean.  

1.9 The chairperson shall have the responsibility for calling meetings as needed and the 

secretary will keep minutes of all committee actions. 

1.10 The terms of the Departmental Representative to the College Committee will be two years. 

 

2. Responsibilities of the College Committee shall be as follows: 

2.1 The Committee is responsible for implementing University and College promotion and 

tenure policies and procedures.  During its deliberations, the Committee shall follow the 

University Official policy for The Evaluation of Teaching and Procedures to be followed 

in Evaluation of Teaching as stated in the Faculty and Professional Personnel Handbook. 
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2.2 The Committee is responsible for reviewing all departmental promotion and tenure 

guidelines and may give approval only when the procedures, policies and criteria comply 

with College and University policies and procedures; 

2.3 The Committee is responsible for receiving departmental recommendations for tenure, 

reviewing evidence concerning these recommendations and making its own 

recommendation to the Dean for consideration in the preparation of annual evaluation 

letters for non-tenured faculty; 

2.4 The Committee is responsible for receiving departmental recommendations for promotion, 

reviewing the recommendations in light of accepted promotion policy, considering the 

evidence of the candidate's qualifications for promotion and making recommendations 

regarding promotion to the Dean; 

2.5 The Committee is responsible for hearing appeals from faculty members who believe they 

have been aggrieved by the departmental action for promotion and/or tenure; 

2.6 The Committee chairperson is responsible for keeping the Departmental Committees 

informed of the dates by which information must be submitted for consideration by the 

College Committee;  

2.7 Members of the College Committee should keep all information considered and all actions 

taken CONFIDENTIAL.  

2.8 The Dean shall inform the department chairpersons of the College Committee's decision 

about their candidates for tenure and/or promotion. 

2.9 The Dean shall provide a written notice to each promotion/tenure candidate of the College 

Committeeôs promotion/tenure recommendation regarding the candidateôs 

promotion/tenure. 

 

3. Definitions 

3.1 Department and departmental refers to an academic department within the Miller College 

of Business. 

3.2 College or collegiate refers to the Miller College of Business. 

3.3  Reconsideration refers to the initial action required when there is an adverse 

recommendation concerning promotion or tenure at the departmental level.  Request for 

reconsideration by the departmental Promotion and Tenure Committee is the first step to 

be taken by a candidate. 

3.4 Appeal refers to the action taken by a candidate when the outcome of the departmental 

reconsideration is the same as the original recommendation or when an adverse 

recommendation is made at the College or Provost and Vice President for Academic 

Affairs level. 

3.5      Calendar days are the days which appear on a calendar, including Saturday, Sunday, and 

holidays.  They do not relate to the Ball State academic schedule or calendar. 

3.6       Non-tenure faculty are those faculty who are currently in the seven-year probationary 

tenure period. 

3.7       Scholarship is the process of attaining new knowledge, creating a new work, or 

recreating/interpreting existing works, and disseminating the results. Generally this takes 

the form of appropriate peer reviewed publications, presentations or exhibits, 

performances, other creative endeavors and grant proposals. Scholarship can occur in four 

areas: discovery, integration, application, and teaching. 
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3.7.1.1 The scholarship of discovery is traditional research and creative endeavors 

that pursue and contribute to new knowledge for its own sake. 

3.7.1.2 The scholarship of integration makes connections across disciplines 

bringing together isolated knowledge from two or more disciplines or fields 

to create new insights and understanding. 

3.7.1.3 The scholarship of application applies knowledge to address significant 

societal issues. 

3.7.1.4  The scholarship of teaching studies the development of knowledge, skill, 

mind, character, and/or ability of others. 

3.7.2   Faculty shall not be required to participate in each of the four areas of 

scholarship 

 

4. Criteria for Promotion and Tenure 

The evaluation of a faculty member's eligibility for promotion or tenure shall be based on evidence 

of a continuing pattern of achievement throughout the faculty member's professional career in the 

following areas:  

4.1       Teaching 

4.2       Scholarship 

4.3       Service in a professional capacity.  

 

5. PromotionðProcedures for considering evidence for promotion 

5.1 Procedures for considering evidence for promotion shall comply with the University policy 

and procedures included in the University Promotion and Tenure Document.  

5.2 Recommendations for promotion shall be initiated by the Departmental Committees and 

forwarded to the College Committee. 

5.3 The College Committee shall determine the documentation required for considering 

promotion recommendations and communicate this information to the Departmental 

Committees. 

5.31 Candidates being considered for promotion to professor must include in their 

documentation a minimum of two letters from external reviewers commenting on 

their scholarship. 

5.4 Qualifications for promotion shall be considered in light of the initial letter of appointment 

and established Departmental qualifications.  

5.5 Work accomplished before hiring at Ball State, as well as work accomplished while a 

faculty member at Ball State, will be considered in promotion deliberations. It is 

understood that greater attention and significance will be give to the work accomplished 

during the appointment at Ball State. The evidence must demonstrate a record of 

continuing activity.  

5.6 Publications which are in print, in press, or accepted for publication may be counted in 

promotion deliberations. Bona fide evidence must be presented to document "in press" or 

"accepted" status. 

5.7       In matters of promotion, publications may be counted only once.  

5.8       If the College Committee disagrees with a favorable promotion recommendation from the 

Department Committee, the College Committee shall provide the faculty member and the 

Dean with a written statement delineating his or her strengths and weaknesses in each of 

the areas of 1) teaching, 2) scholarship, and 3) service in a professional capacity.  
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5.9      Credentials of those candidates recommended for promotion by the College Committee will 

be forwarded to the Dean in alphabetical order.  

5.10 If the Dean disagrees with a favorable promotion recommendation from the College 

Committee, the Dean shall provide that faculty member and the College Committee with a 

written statement delineating his or her strengths and weaknesses in each of the areas of 1) 

teaching, 2) scholarship, and 3) service in a professional capacity.  

5.11 Any recommendation from the College Committee not receiving approval by the Dean 

shall be returned to the committee with reasons for the disapproval. A two-thirds vote of 

the committee shall be required to override the disapproval after which the Dean must 

forward the recommendation. 

5.12 Candidates shall be notified of the College Committeeôs recommendation as well as the 
Deanôs decision within 10 calendar days of the College Committeeôs decision. 

 

6. TenureðProcedures for annual recommendations for non-tenured faculty members. 

6.1 Departmental Committees shall be notified in the fall of the dates when recommendations 

for non-tenured faculty should be submitted in order to comply with University policy of 

notification of faculty members for continuation of service to the University.  

6.2 Recommendations by the Departmental Committees of progress toward tenure shall be 

reported to the College Promotion and Tenure Committee.  

6.3 The College Committee shall review the departmental recommendations for all non-

tenured faculty.  

6.31 The Committee shall review the conditions for appointment and/or the initial letter 

of appointment and shall request from the Departmental Committee any supporting 

evidence needed for the evaluation of the faculty member. 

6.32 The Committee's recommendation shall be submitted along with the departmental 

recommendation to the Dean of the College.  

6.4 Qualifications for tenure shall be considered in light of the initial letter of appointment and 

established departmental qualifications.  

6.5 For all individuals hired by the University after June 30, 1981, tenure may be granted only 

to those who hold academic rank in an academic department  

6.6 When a candidate is hired, academic rank of associate professor or professor must be 

recommended by the Department Chairperson in conjunction with the Departmental 

Committee, the College Committee, and approved by the Dean. Years granted toward 

tenure at the time of hiring must be recommended by the Department Committee in 

conjunction with the Department Chairperson, the College Committee, and subsequently 

approved by the Dean, University Administrators and the Board of Trustees.  

6.7 The College Committee can make one of three recommendations: satisfactory progress 

toward tenure, unsatisfactory progress toward tenure, or termination.  If the College 

Committee disagrees with a favorable progress towards tenure (or a tenure) 

recommendation from the Department Committee, the College Committee shall provide 

that faculty member, the Department Committee and the Dean with a written statement 

delineating his or her strengths and weaknesses in each of the areas of 1) teaching, 2) 

scholarship, and 3) service in a professional capacity. 

6.8 If the Dean disagrees with a favorable progress towards tenure (or a tenure 

recommendation from the College Committee), the Dean shall provide that faculty member 

and the College Committee with a written statement delineating his or her strengths and 
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weaknesses in each of the areas of 1) teaching, 2) scholarship, and 3) service in a 

professional capacity. 

6.9 Work accomplished before hiring at Ball State, as well as work accomplished while a 

faculty member at Ball State, will be considered in tenure deliberations. It is understood 

that greater attention and significance will be given to the work accomplished during the 

appointment at Ball State. The evidence must demonstrate a record of continuing activity.  

6.10 Publications which are in print, in press, or accepted for publication may be counted in 

tenure deliberations. Bona fide evidence must be presented to document "in press" or 

"accepted" status. 

6.11     In matters of tenure, publications may be counted only once.  

6.12     Any recommendation from the College Committee not receiving approval by the Dean 

shall be returned to the committee with reasons for the disapproval. A two-thirds vote of 

the committee shall be required to override the disapproval after which the Dean must 

forward the recommendation. 

6.13     Candidates shall be notified of the College Committeeôs recommendation as well as the 

Deanôs decision within 10 calendar days of the College Committeeôs decision. 

 

7. Academic Rank 

There are four basic academic ranks:  Instructor; Assistant Professor; Associate Professor; and 

Professor. (After January, 1991, no person will be hired into a tenure-track position at the rank of 

instructor.) 

 

Qualifications for rank include 1) consideration of degrees; 2) teaching; 3) scholarship; and 4) 

service in a professional capacity.  

 

A terminal degree in the faculty member's specialty area is usually required for either hiring at or 

advancement to associate professor or professor. However, certain kind of expertise, experience 

and/or recognition may be accepted as appropriate qualifications for either rank, upon approval of 

the Provost and Vice President for Academic Affairs.  

7.1       Qualifications for each rank are  

7.11    Assistant Professor 

7.111 Potential to be an effective teacher in the specialty in which the candidate is 

hired.  

7.112  Evidence of the potential for conducting scholarship resulting in published 

works.  

7.113   Evidence of the potential for service in a professional 

capacity.  

7.12    Associate Professor 

7.121   Evidence of effective teaching.  

7.122   Evidence of scholarship resulting in published refereed journal articles and    

other published works..  

7.123   Evidence of service in a professional capacity. 

7.13     Professor 

7.131   Evidence of effective teaching.  

7.132   Evidence of high quality scholarship resulting in published refereed journal 

articles and other published works, including at least two letters from 
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external reviewers who have reviewed and commented on the evidence. The 

external review process will follow departmental and University policy for 

external reviews for candidates for promotion to professor. 

7.133   Evidence of significant service in a professional capacity.  

7.2 Advancement in rank is based on a continuing pattern of achievement throughout the 

faculty member's professional career in 

7.21     Teaching; 

7.22     Scholarship; 

7.23     Service in a professional capacity.  

 

8.         Reconsideration 

8.1      A faculty memberôs request for reconsideration of a promotion or tenure decision shall 

follow the procedures specified in the University Promotion and Tenure Document as 

stated in the Faculty and Professional Personnel Handbook.   

 

9. Appeals 

9.1    A faculty memberôs appeal of a promotion or tenure decision shall follow the procedures 
specified in Part VIII of the University Promotion and Tenure Document as stated in the 

Faculty and Professional Personnel Handbook.  

 . 

10. Establishing procedural guidelines for promotion and tenure 

10.1     Miller College of Business Guidelines for Promotion and Tenure shall be based on 

 University Policy.  

10.2     The College Guidelines provide a framework within which Departmental Guidelines must 

 be established.  

10.3     Any changes to the Miller College of Business Promotion and Tenure Document must be 

 approved by the Miller College of Business faculty.  

 

 

 

 

 
     

   Approved by University Promotion and Tenure Committee:  February 15, 2012 
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COLLEGE OF COMMUNICATION, INFORMATION, AND MEDIA
37 

 
1. Guidelines for Promotion and Tenure  

1.1 The evaluation of a faculty member's eligibility for promotion or tenure shall be based on evidence of a 

continuing pattern of achievement throughout the faculty member's professional career in the following areas: 

1.11 Teaching; 

1.12 Scholarship 

1.13 Service in a professional capacity. 

1.2 Work accomplished before hiring at Ball State, as well as work accomplished while a faculty member at Ball 

State, will be considered in promotion and tenure deliberations. It is understood that greater attention and 

significance will be given to the work accomplished during the appointment at Ball State.  

1.3  Scholarship shall be defined as the process of attaining new knowledge, creating a new work, or re-

creating/interpreting existing works, and disseminating the results. Generally this takes the form of appropriate 

peer reviewed publications, presentations or exhibits, performances, other creative endeavors, and grant 

proposals. Scholarship can occur in four areas: discovery, integration, application, and teaching. Faculty will not 

be required to participate in each of the four areas of scholarship. 

 1.31 The scholarship of discovery is traditional research and creative endeavors that pursue and contribute to  

  new knowledge for its own sake. 

 1.32 The scholarship of integration makes connections across disciplines bringing together isolated  

  knowledge from two or more disciplines or fields to create new insights and understanding. 

 1.33 The scholarship of application applies knowledge to address significant societal issues. 

 1.34 The scholarship of teaching studies the development of knowledge, skill, mind, character, and/or ability  

  of others. 

 

2. Definitions 

2.1   Department and departmental refer to the Departments of Journalism, Telecommunications,  

 Communication Studies, and Center for Information and Communication Sciences. 

2.2   College or collegiate refers to the College of Communication, Information and Media. 

2.3   Reconsideration is the act whereby a candidate may request that an initial adverse decision by  a 

 departmental or by the Dean of the College be reexamined.  Reconsideration can take place before an appeal. 

Reconsideration provides an opportunity for a candidate to clarify content of material. 

2.4.  Appeal refers to the action taken by the appellant when the outcome of the departmental reconsideration is the 

 same as the original recommendation or when an adverse recommendation is made at the collegiate or Provost  

 and Vice President for Academic Affairs level.  Appeals examine the process followed and not the content of  

 materials. 

2.5   Working days are those days when Ball State University administrative offices are open. 

2.6  Calendar days are the days which appear on a calendar, including Saturday, Sunday, and holidays. They do not 

relate to the Ball State academic schedule or calendar. 

2.7   Tenure-track faculty are those faculty who are currently in the seven-year probationary tenure period. 

2.8  Tenured faculty are those faculty who have been granted tenure. 

3. Qualifications for Tenure-Track or Tenured Faculty Academic Rank 

3.1 There are three basic ranks for tenure-track or tenured faculty: Assistant Professor, Associate Professor, and 

Professor. The qualifications for each rank are as follows: 

3.11 Assistant professor 

3.111 Evidence of effective teaching performance or evidence of potential for excellence as a teacher 

3.112 Evidence of, or potential for Scholarship 

3.113 Evidence of, or potential for, significant professional service 

3.12 Associate Professor 

3.121 Evidence of high quality teaching 

3.122 Evidence of high quality Scholarship 

3.123 Evidence of high quality professional service 

3.13 Professor 

3.131 Evidence of excellence as a teacher 

3.132 Evidence of excellence in Scholarship 

3.133 Evidence of excellent professional service 
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3.2 Unit promotion and tenure documents must specify the earned degrees, professional training, professional 

experiences, and/or other appropriate certifications that the unit requires for each academic rank. A unit may 

require an appropriate earned doctorate for the ranks of associate professor or professor. 

3.3 Unit promotion and tenure documents may provide more specific articulations of the qualifications for academic 

rank as appropriate to the unit's disciplines. 

3.4 For new hires, academic rank will be recommended by the unit and approved by the Dean of the College and the 

Provost and Vice President for Academic Affairs. 

3.5 Candidates being considered for promotion to professor must include in their supporting materials file a minimum 

of two letters from external reviewers who have reviewed and commented upon the evidence of excellence in 

scholarship and service. Procedures for the procurement of the external letters is to be outlined in unit documents.  

 

4. Annual College Procedures 

4.1 Each year the College Promotion and Tenure Committee will review college procedures including the vita form 

and the evaluation form. After review, the committee will approve procedures and forms to be used by that 

committee. Once approved, the procedures and forms will be forwarded by December 1 to the University 

Promotion and Tenure Committee for their review, will be distributed to unit chairpersons, and will be placed on 

file in the Office of the Dean. 

 

5. College Promotion and Tenure Committee 

5.1 The regular full-time faculty of each unit in the College of Communication, Information, and Media will elect a 

Unit Promotion and Tenure Committee, consisting of no fewer than three persons. The unit chairperson shall be 

an ex officio non-voting member. By unanimous consent of those voting in the unit, one of those serving on the 

unit committee may be from another unit. The unit committee shall elect its own chairperson, but no faculty 

member who has served as a regular faculty member for less than one year at Ball State University shall be 

eligible to become chairperson.   

 

 The chairpersons of the unit promotion and tenure committees will generally comprise the Promotion and Tenure 

Committee of the College of Communication, Information, and Media (hereafter referred to as the College 

Committee). A unit committee, however, for reasons it deems good and appropriate may be represented on the 

College Committee by someone other than the chairperson of the unit committee. In addition, the Dean will be a 

non-voting ex officio member, and the college's representative on the University Promotion and Tenure 

Committee will serve as a non-voting liaison to the College Committee. In the event that a member of the College 

Committee or his or her spouse is considered for promotion, he or she must resign from the College Committee. 

The member will be replaced by the unit from which s/he comes. In the event that a college committee member 

resigns, that memberôs unit will select another representative to the college committee. 

5.2 The College Promotion and Tenure Committee will elect the following officers: 

5.21 A chairperson 

5.22 A secretary 

5.23 A chairperson of the Appeals Committee who will organize Appeals Committees as they become 

necessary. The chairperson of the Appeals Committee will serve as the designee of the chairperson of 

the College Promotion and Tenure Committee. 

 

6. College Procedures for Tenure and Promotion 

6.1 The chairperson of each unit promotion and tenure committee should forward by November 1 of each year to the 

College Committee a copy of the unit's current policies, procedures, and criteria for promotion and tenure and 

should note any changes made during the intervening year. These materials will be reviewed by the members of 

the College Committee which shall report regarding compliance with the college policies and procedures. The 

chairperson of the unit committee will be consulted when clarification of the unit's document is needed.  Each 

unit's policies, procedures, and criteria must comply with those of the University and the College. 

6.2 Promotion and Tenure 

6.21 In accordance with the unit's policies, procedures and criteria, the Unit Promotion and Tenure 

Committee chairperson and/or the chairperson of the unit will prepare recommendations on promotion 

and tenure. Recommendations for promotion and tenure will be submitted to the Dean of the College by 

the date established each year by the College Committee.  

6.211 Recommendations for tenure and/or promotion will be supported by documented and specific 

evidence pertinent to criteria adopted by the unit, college, and University. Each candidate 
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must complete the standard vita form prepared by the College Committee and available in the 

Office of the Dean. 

6.22 The Dean of the College will receive unit recommendations and supporting documentation for 

promotion and tenure and check them for compliance with current college criteria.  Any 

recommendations and documentation not meeting the criteria will be returned immediately to the unit for 

review and resubmission. 

6.3 Procedures for Tenure 

6.31 Written recommendations from the candidateôs unit chair and the dean should be used for stating a 

candidate's progress toward tenure. Lack of satisfactory progress toward tenure should be identified as 

early as possible in the standard probationary period of seven (7) years and no later than May 1 of the 

sixth year.  It is recommended that if any reasonable doubt exists as to satisfactory progress toward 

tenure that an unsatisfactory progress toward tenure letter be given as early as the first year of 

employment. 

6.32 It is mandatory that units record the nature of any problems along with the dates and the names of those 

present in meetings in which these problems related to tenure were discussed with the candidates and 

retain these notes in the unit files. The names of regular faculty who are to be dismissed in the first year 

of their employment are to be sent to the Dean of the College by February 1 and those to be dismissed at 

the end of their second year by November 15.  For those employed two or more years, notice of non-

reappointment, or intention not to recommend reappointment, shall be given in writing at least twelve 

(12) months before the expiration of the appointment.  

6.33 The unit chairperson will submit the credentials of candidates eligible for tenure to the Dean in 

accordance with University, College, and unit policies. This will include the recommendations of the 

unit promotion and tenure committee and the unit chairperson.  

6.34 The Unit Promotion and Tenure Committee chairperson and/or the Unit chairperson will contact 

candidates in writing regarding positive recommendations toward tenure. 

6.35 The Dean of the College each year will review the unit recommendations and supporting vita for each 

untenured tenure-track faculty. The Dean may consult with and/or solicit additional supporting materials 

from the faculty member, the unit chairperson, and/or other persons the Dean may deem to have relevant 

information. The Dean of the College will make recommendations to the Provost and Vice President for 

Academic Affairs. 

6.351 During the first five (5) years of the probationary period, the Dean will recommend 

satisfactory or unsatisfactory progress toward tenure, or dismissal, 

or 

6.352 During the sixth year of the probationary period, the Dean will recommend for tenure or for 

dismissal, 

or 

6.353 During the seventh year of the probationary period, the Dean will recommend that tenure be 

granted or that employment be terminated in accordance with University Promotion and 

Tenure policy as described in Section III, 2.113, of the Faculty and Professional Personnel 

Handbook. 

6.4 Procedures for Promotion 

6.41 The unit chairperson will forward to the Dean a list of candidates for promotion recommended by the 

unit promotion and tenure committee with appropriate supportive evidence and a letter indicating the 

unit chairpersonôs endorsement or non-endorsement.  A list of items to be treated in the supportive letter 

will be distributed by the Office of the Dean. 

6.42 The Dean of the College will distribute the unit recommendations for promotion and the supporting vitae 

to the members of the College Committee. The Dean will make available to the members of the 

Committee other documentation that has been submitted with the recommendation for promotion. 

6.43 The College Committee will study the recommendations with supportive materials from units for 

compliance with policies and procedures established for the College.  The committee: 

6.431    Will request additional evidence to support recommendations if needed; 

         6.432    Will hold interviews with the candidate at the candidateôs request;           

                6.433    Will meet with unit promotion and tenure committees in those instances when  

         in its judgment policies and/or procedures have not been adhered to  

         or some other question exists and request that alterations in recommendations be  

         made; 



 131 

         6.434    Will hold interviews with recommending officers or take whatever action is needed    

               to discharge its above review function; 

       6.44        Any recommendation from the College Committee not receiving approval by the           

               Dean of the College shall be returned to the College Committee with reasons for the           

         disapproval.  A majority vote of the College Committee shall be required to override           

         the disapproval after which the Dean must forward the recommendation.   

  

 For those persons not being recommended favorably for promotion by the College Committee and/or the 

College Dean, a letter from the College Committee Chair to the candidate must be provided and include 

written statements delineating the person's strengths and weaknesses in each of the areas of 1) teaching, 

2) scholarship, and 3) service in a professional capacity. The College Committee and/or the College 

Dean may also suggest areas for improvement. 

 

 For those recommended favorably for promotion by the College Committee and/or the College Dean, a 

letter from the College Committee Chair and/or the College Dean will be sent to the candidate notifying 

him or her of the favorable recommendation. 

 

7. College Reconsideration and Appeals Policies and Procedures 

7.1 Reconsideration  

7.11      Reconsideration is the act whereby a candidate may request that an initial adverse decision by a 

department Promotion and Tenure Committee, the College Promotion and Tenure Committee, or by the 

Dean of the College be reexamined. Reconsideration can take place before an appeal.  Reconsideration 

provides an opportunity for a candidate to clarify content of material.  

7.12      If the initial adverse recommendation has been made by the Department Promotion and Tenure 

Committee, then the candidate must ask for a reconsideration of that recommendation by the Department 

Committee before he or she may proceed further. Refer to the Department P & T document and the 

Faculty and Professional Handbook for procedures. 

7.13 If the initial adverse recommendation has been made by the College Committee or Dean, then he or she 

may ask for reconsideration at the collegiate level. 

7.131  The candidate must ask, in writing, for the reconsideration within ten (10)   

 calendar days following the date of the faculty member's receipt of the written  

 recommendation adversely affecting him or her.  For example, if  

 the College Dean or College Promotion and Tenure Committee advises a  

 faculty member in writing that the recommending against awarding tenure   

 to such member, the period to request reconsideration would run from the date of  

 receipt of that communication, rather than from the date on which the Board of  

 Trustees subsequently announces the names of faculty members who have been  

 awarded tenure. Any request for reconsideration not filed within this time limit  

 will be denied automatically, unless the academic dean determines that good cause  

 has existed for the delay.  

 7.132    The written request for reconsideration shall be filed in the office of the college  

   dean. 

 7.133 After receiving a request for reconsideration, the Dean must reconsider the   

   initial adverse recommendation. The Dean must meet with the candidate if he or  

   she so requests. The candidate may provide an oral presentation of the request for  

   promotion or tenure. No additional materials may be introduced or added to the  

   documents or the process. 

 7.134   The Dean will inform the candidate of his or her decision following reconsideration. 

 7.135  The candidateôs materials for promotion and/or tenure shall be held in  the   

   collegiate office and shall not be forwarded to the University Promotion and Tenure  

   Committee until all requests for reconsideration have been exhausted. 

 

 

7.2.   Right of Appeal 

 7.21   Appeals from Adverse Decisions  
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 7.211   Regular full-time faculty and regular professional personnel may appeal    

 promotion and/or tenure decisions which adversely affect such individuals in   

 accordance with provisions set forth in this Part VIII. Appeals examine the   

 process not the content. 

 7.22   Bases for Request for Appeal  

 7.221   If the appellant is not satisfied with the decision of the Department    

  Committee, then he or she may appeal to the College Promotion  and Tenure   

  Committee.  The request must be made within ten (10) calendar days following the  

     appellant's receipt of the Department Committee's decision and must be filed in the  

     office of the academic dean.  Any request that is not filed within this time limit  

     will be denied automatically unless the Provost and Vice President for Academic   

  Affairs determines that good cause has existed for the delay.  

 7.222  There are three permissible reasons to request appeal:  

   7.2221 Allegation of violation of approved departmental, collegiate,    

    and/or University policies, including those set forth in the  

     Faculty and Professional Personnel Handbook;  

  7.2222 Allegation of unfair treatment on the part of the decision makers;  

  7.2223  Allegation of discriminatory treatment on the part of the decision   

   makers.   

 7.223 When an appellant alleges violation of approved departmental, collegiate,   

  and/or University policies, including those set forth in the Faculty and  

     Professional Personnel Handbook, then he or she must cite the specific    

  policies which a committee or administrator failed to follow.  When filing  

     a request for appeal, the appellant must also provide a summary of the  

     way(s) in which the policies were violated and how such violation(s)  

     adversely affected the appellant.  

 7.224  When an appellant alleges unfair treatment on the part of the decision makers, then  

   he or she must cite the specific treatment engaged in by a committee or administrator.  

   When filing a request for appeal, the appellant must also provide a summary of the reasons  

   why the decision in question was clearly not merited by the evidence available to the decision  

   makers and must also attach to the summary specific and detailed evidence in support of the  

   reasons listed in the summary.   

   Unfair treatment is defined as decisions which are arbitrary or capricious or which  are clearly 

 not supported by the evidence.  

 7.225  When an appellant alleges discriminatory treatment on the part of the    

  decision makers, then he or she must cite the specific treatment engaged in  

    by a committee or administrator.  When filing a request for appeal, the  

    appellant must also provide a summary of the constitutionally or statutorily  

    prohibited reasons upon which he or she believes the decision was based  

    and a detailed summary of the evidence which supports the appellant's  

    allegation.  Discriminatory treatment is defined as decisions based upon  

    constitutionally or statutorily prohibited reasons, including unlawful  

    discrimination.  

 7.226 When a request for appeal is filed which alleges discriminatory treatment    

  on the part of the decision makers, the University's Director of Equal  

    Opportunity and Affirmative Action, or his or her designee, shall serve in  

    an advisory capacity to the committee or hearing panel at each level of  

    appeal.  All appeals alleging discriminatory treatment in promotion and    

  tenure decisions shall be pursued under the procedures set forth in this  

    document rather than under the Ball State University "Equal Opportunity    

  and Affirmative Action Complaint Investigation Procedure and  

    Appeal Process."  

 7.227  In all cases, the appellant has the burden of proving his or her allegations.  

 7.228  The academic dean is responsible for preparing an appeal file that will    

  consist of (a) the formal request for hearing and any other    

    materials submitted by the appellant; (b) the response and any    
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    other materials submitted by the Department Committee when it  

    reconsidered its initial adverse recommendation. The appeal file     

  will be forwarded to the chairperson of the hearing panel who will make  

    certain that it is made available to all parties to the hearing.  

    7.2281  The academic dean will assist the chairperson of the hearing    

   panel in arranging the hearing at the collegiate level.  

 7.229  A formal hearing will take place.  

    7.2291  Timing.  The College Committee must hold the hearing within   

   thirty (30) calendar days of its receipt of the request for hearing.   

     Days outside the regular academic year will not be counted in    

   the thirty day computation. The chairperson of the College    

   Committee may, with good cause, extend the thirty day deadline.  

7.2292  Membership of the hearing panel.  The College Promotion and Tenure Committee 

may serve as the hearing panel, or it may establish a separate hearing panel.  The 

hearing panel shall consist of not fewer than five (5) faculty members, at least two 

(2) of whom must also be members of the Promotion and Tenure Committee 

establishing the panel.  The chairperson of the College Promotion and Tenure 

Committee, or his or her designee, will serve as chairperson of the hearing panel. 

   7.22921 If the appellant is a minority, at least one (1) member of the hearing panel 

shall be a minority.  Also, at least one (1) member of the hearing panel 

shall be of the same gender as the appellant.  If the College Promotion 

and Tenure Committee serves as the hearing panel, the Committee may 

(to meet the requirements of this paragraph) be required to add to the 

Committee faculty member(s) from within the college who shall 

participate fully in the appeal hearing.  If the addition of faculty 

member(s) is required, the faculty member(s) selected must be approved 

by the dean.  This  paragraph shall  not apply (a) if the college has no 

minority faculty members or faculty members of the required gender who 

are eligible to serve on the hearing panel, or (b) if all of the eligible 

minority faculty members or faculty members of the required gender 

either decline to serve or are disqualified from serving on the hearing 

panel due to their unavailability, conflict of interest, personal bias or 

other good and sufficient reason as determined by the College Promotion 

and Tenure Committee chairperson.  For the purposes of this paragraph, 

"minority" refers to an individual who is a member of a minority 

classification recognized by the U.S. Equal Employment Opportunity 

Commission.  

7.2293  When an appeal is filed which alleges that a decision was the result of illegal 

discrimination, two (2) of the members of the hearing panel shall be appointed 

from among the full-time faculty and professional personnel serving on the 

Complaint Appeals Board of the Ball State University "Equal Opportunity and 

Affirmative Action Appeal Procedures."  The appellant shall choose one (1) of 

such panelists and the responding party shall choose the other such panelist.  If 

either the appellant or the responding party fails to make a selection, the 

University's Director of Equal Opportunity and Affirmative Action shall make that 

party's selection.  The University's Director of Equal Opportunity and Affirmative 

Action, or his or her designee, shall serve in an advisory capacity to the hearing 

panel.  

7.2294  No one may serve to hear an appeal who has a demonstrated conflict of interest 

such as previous involvement with the case, assignment to the same academic 

department or administrative area as any of the principals in the case, business 

involvement, or relationship to any of the principals.  Decisions regarding such 

conflicts shall be made by the committee chairperson.                        

7.230   Parties.   Parties participating in the hearing are (a) the appellant; and (b) the department 

chairperson and the Department Promotion and Tenure Committee chairperson, who together 

shall serve as the responding party (unless the chairperson of the College Promotion and 
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Tenure Committee appoints a different individual or individuals to serve as the responding 

party).  

7.231 Notice of hearing.  The parties shall be given at least ten (10) days notice of the date, time, 

and place of the hearing, unless they waive that notice in writing. The hearing may be 

postponed or continued by the chairperson of the hearing panel whenever he or she may 

deem appropriate, or upon the request of either party for good cause shown.  

7.232 Materials used in hearing.  The parties must furnish the chairperson of the hearing panel with 

the following materials at least five (5) working days prior to the date of the hearings:  

7.2321  Copies of all documents upon which they intend to rely but which are not already 

a part of the appeal file;  

7.2322  A list of any witnesses whom they plan to call. Copies of these materials must be 

distributed to all participants by the chairperson of the hearing panel at least three 

(3) working days prior to the date of the hearing.  Additional materials and/or 

witnesses may not be utilized by either party at a hearing without the consent of 

the hearing panel.  

7.233 Attendants at hearing. In addition to the hearing panel and the previously specified parties, 

the following persons may attend a hearing. 

7.2331  A full -time regular Ball State faculty or professional personnel member to serve as 

faculty colleague for the appellant.  

7.2332  Representative of the academic dean's office.   

7.2333  Other University-affiliated persons whose attendance is requested or approved by 

the chairperson of the hearing panel.  

7.2334  Any person designated by the chairperson of the hearing panel to record and to 

prepare a summary of the evidence presented at the hearing.  

7.2335  Witnesses called by either party.  Such witnesses shall be present only while they 

are testifying.  

7.2336  A recording secretary designated by the appellant, if he or she desires.  This 

person must be a full-time Ball State faculty, professional personnel, or staff 

member. Failure, without good cause, of the appellant or the responding party to 

appear and proceed at the hearing may force the hearing panel to hear and respond 

to the appeal in the absence of the appellant or the responding party.  

7.234 Quorum and challenges.  A majority of the members of a hearing panel shall constitute a 

quorum.  Either party may challenge a panel member on the grounds of personal bias.  The 

decision whether to disqualify a challenged member shall be made by a majority vote of the 

remaining members, conducted by written ballot.  If this vote results in a tie, the decision 

shall be made by the chairperson of the hearing panel.  

7.235  Conduct of hearings.  Hearings shall be conducted with a view toward providing the hearing 

panel with a complete understanding of the circumstances surrounding the decision which is 

being appealed.  The chairperson of the hearing panel shall preside at the hearing and shall 

make all procedural rulings.  These rulings may be reversed by a majority vote of the panel 

members present, including the chairperson.  

7.236  Witnesses.  Each party is responsible for ensuring the presence of his or her witnesses at a 

hearing.  Written statements in lieu of the personal testimony of a witness shall not be 

permitted unless a majority of the panel members determines that a witness is unavailable to 

testify.  All witnesses who testify may be questioned concerning any matter relevant to the 

hearing by any member of the hearing panel.  

7.237  Hearing records.  The hearing panel must arrange for minutes of the hearing to be taken.  

These minutes shall include a general summary of the major points made by the parties and 

participants at the hearing, any motions made or votes taken by the hearing panel.  Copies of 

approved minutes shall be made available upon request to the appellant and/or respondent 

within twenty (20) calendar days of the conclusion of the hearing. Further use of these 

minutes by either party is restricted to appeals at higher 

 levels of the procedures outlined here or in external legal proceedings. Recordings or tapes of 

a hearing shall not be permitted.                                                          

7.238  Decision by the hearing panel.  After the conclusion of the hearing, the hearing panel shall 

meet to consider the evidence presented at the hearing, or evidence already presented in the 
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hearing file.  At this time, the hearing panel may request an interview with the academic 

dean, or the academic dean may request an interview with the hearing panel.  The hearing 

panel must determine whether the appeal should be upheld or denied, and it must set forth in 

writing a brief summary of the reasons for its decision. Copies of that decision are to be 

addressed to the academic dean and must be provided to all participants in the appeal within 

twenty (20) calendar days of the conclusion of the hearing.  

7.2381  The decision of the hearing panel shall be deemed to be the decision of the 

College Promotion and Tenure Committee, without further action on the part of 

the committee.  

7.23811  When a hearing panel votes to uphold an appeal, then it must specify 

a remedy for the situation or specify a recommended course of 

action to the appropriate parties (for example, 

  a rehearing of a case by a previous committee or administrator  

  or a of an appellant).  If the responding party does not agree  

  with this recommendation, that party may appeal to the  

  University Promotion and Tenure Committee.  

7.23812    When a hearing panel votes to deny an appeal, then the appellant has 

the right to appeal this decision to the University  

  Promotion and Tenure Committee.  

7.239       If an appellant or respondent wishes to appeal the decision of a collegiate hearing panel, 

either may request a hearing before the University Promotion and Tenure Committee.  The 

request must be made within ten (10) calendar day following receipt by the appealing party of 

the collegiate hearing panel's decision and must be file the Office of the Provost and Vice 

President for Academic Affairs.  See "Bases for Request for Appeal" VIII, 2., for information 

on the bases f appeal and what should be included in the request for a hearing.  Any request 

not filed within this time limit shall be denied automatically unless the Provost and Vice 

President for Academic Affairs determines that good cause has existed for the delay.   

7.240        The Provost and Vice President for Academic Affairs is responsible for preparing an appeal 

file that shall consist of (a) the formal request for hearing and any other materials submitted 

by the appellant; (b) the responses and any other materials submitted by the Department 

Committee when it reconsidered its initial adverse recommendation; (c) the responses and 

any other materials submitted by the College Committee when it considered the appeal.  The 

appeal file shall be forwarded to the chairperson of the hearing panel who shall make certain 

that it is made available to all parties to the hearing.  

7.2401 The Provost and Vice President for Academic Affairs shall assist the chairperson 

of the hearing panel in arranging the hearing at the University level.  

7.241  A formal hearing will take place.  

7.2411  Timing.  The University Promotion and Tenure Committee must hold the hearing 

within thirty (30) calendar days of its receipt of the request for hearing.  Days 

outside the regular academic year shall not be counted in the thirty day 

computation.  The chairperson of the University Committee may, with good 

cause, extend the thirty day deadline.  

7.2412  Membership of the hearing panel.  The University Promotion and Tenure 

Committee may serve as the hearing panel, or it may establish a separate hearing 

panel.  The hearing panel shall consist of not fewer than five (5) faculty members, 

at least two (2) of whom must also be members of the Promotion and Tenure 

Committee establishing the panel.  The chairperson of the University Promotion 

and Tenure Committee, or his or her designee, shall serve as chairperson of the 

hearing panel. 

7.24121   When an appeal is filed which alleges that a decision was the result 

of illegal discrimination, two (2) of the members of the  

  hearing panel shall be appointed from among the full-time faculty 

and professional personnel then serving on the Complaint Appeals 

Board of the Ball State University  
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  "Equal Opportunity and Affirmative Action Appeal Procedures."  

The appellant shall choose one (1) of such panelists and the 

responding party shall choose the other such  

  panelist.  If either the appellant or the responding party fails to make 

a selection, the University's Director of Equal Opportunity and 

Affirmative Action, shall make that party's  

  selection.  The University's Director of Equal Opportunity and 

Affirmative Action, or his or her designee, shall serve in an advisory 

capacity to the hearing panel.  

7.24122   No one may serve to hear an appeal who has a demonstrated conflict 

of interest such as previous involvement with the case,  

  assignment to the same academic department or administrative area 

as any of the principals in the case, business involvement, or 

relationship to any of the principals.  Decisions regarding such 

conflicts shall be made by the committee chairperson.  

7.24123   If the appellant is a minority, at least one (1) member of the hearing 

panel shall be a minority.  Also, at least one (1) member of the 

hearing panel shall be of the same gender as the appellant.  If the 

University Promotion and Tenure Committee serves as the hearing 

panel, the Committee may (to meet the requirements of this 

paragraph) be required to add to the Committee faculty member(s) 

who shall participate fully in the appeal hearing.  If the addition of 

faculty member(s) is required, the faculty member(s) selected 

 must be approved by the University Promotion and Tenure 

Committee chairperson.  For the purposes of this paragraph, 

"minority" refers to an individual who is a member of a minority 

classification recognized by the U.S. Equal Employment 

Opportunity Commission.    

7.242     Parties.  The parties participating in the hearing are (a) the appellant; and (b) the 

administrator and the chairperson of the Promotion  and Tenure Committee at the level of the 

initial adverse recommendation; and (c) if applicable, the dean and the chairperson of the 

College Promotion and Tenure Committee.  

7.243    Notice of hearing.  The parties shall be given at least ten (10) calendar day notice of  the date, 

time, and place of the hearing, unless they waive that notice in writing. The hearing may be 

postponed or continued by the chairperson of the hearing panel whenever he or she may 

deem appropriate, or upon the request of either party for good cause shown. 

7. 244  Materials used in hearing.  The parties must furnish the chairperson of the hearing panel with 

the following materials at least five (5) working days prior to the date of the hearings:  

7.2441  Copies of all documents, including records of the college hearing, upon which 

they intend to rely but which are not already a part of the appeal file;  

7.2442  A list of any witnesses whom they plan to call. Copies of these materials must be 

distributed to all participants by the chairperson of the hearing panel at least three 

(3) working days prior to the date of the hearing.  Additional materials and/or 

witnesses may not be utilized by either party at a hearing without the consent of 

the hearing panel.  

7.245    Attendants at hearing. In addition to the hearing panel and the previously specified 

             parties, the following persons may attend a hearing.  

 7.2451  A full -time regular Ball State faculty or professional personnel   

  member to serve as faculty colleague for the appellant.  

7.2452  Representative of the Provost and Vice President for Academic Affairs' Office.  

7.2453  Other University-affiliated persons whose attendance is requested or approved by 

the chairperson of the hearing panel.  

7.2454  Any person designated by the chairperson of the hearing panel to record and to 

prepare a summary of the evidence presented at the hearing.  

7.2455  Witnesses called by either party.  Such witnesses shall be present only while they 

are testifying.  
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7.2456  A recording secretary designated by the appellant, if he or she desires. This person 

must be a full-time Ball State faculty, professional personnel, or staff member. 

Failure, without good cause, of the appellant or the responding party to appear and 

proceed at the hearing may force the hearing panel to hear and respond to the 

appeal in the absence of the appellant or the responding party.  

7.246  Quorum and challenges. A majority of the members of a hearing panel shall constitute a 

quorum. Either party may challenge a panel member on the grounds of personal bias. The 

decision whether to disqualify a challenged member shall be made by a majority vote of the 

remaining members, conducted by written ballot.  If this vote results in a tie, the decision 

shall be made by the chairperson of the hearing panel.  

7.247  Conduct of hearings.  Hearings shall be conducted with a view towards providing the hearing 

panel with a complete understanding of the circumstances surrounding the decision which is 

being appealed.  The chairperson of the hearing panel shall preside at the hearing and shall 

make all procedural rulings.  These rulings may be reversed by a majority vote of the panel 

members present, including the chairperson.  

7.248  Witnesses.  Each party is responsible for ensuring the presence of his or her witnesses at a 

hearing.  Written statements in lieu of the personal testimony of a witness shall not be 

permitted unless a majority of the panel members determines that a witness is unavailable to 

testify. All witnesses who testify may be questioned concerning any matter relevant to the 

hearing by any member of the hearing panel.  

7.249  Hearing records.  The hearing panel must arrange for minutes of the hearing to be taken. 

These minutes shall include a general summary of the major points made by the parties and 

participants at the hearing, any motions made or votes taken by the hearing panel. Copies of 

approved minutes shall be made available upon request to the appellant and/or respondent 

within twenty (20) calendar days of the conclusion of the hearing.  Further use of these 

minutes by either party is restricted to appeals at higher levels of the procedures outlined here 

or in external legal proceedings.  Recordings or tapes of a hearing shall not be permitted.  

7.250  Decision by the hearing panel.  After the conclusion of the hearing, the hearing panel shall 

meet to consider the evidence presented at the hearing, or evidence already presented in the 

hearing file.  The hearing panel must determine whether the appeal should be upheld or 

denied, and it must set forth in writing a brief summary of the reasons for its decision.  

Copies of that decision are to be addressed to the Provost and Vice President for Academic 

Affairs, and must be provided to all participants in the appeal within twenty (20) calendar 

days of the conclusion of the hearing.  

7.2501     The decision of the hearing panel shall be deemed to be the decision of the 

University Promotion and Tenure Committee, without further action on the part of 

the committee.  

7.25011      When a hearing panel votes to uphold an appeal, then it must specify 

a remedy for the situation or specify a recommended course of 

action to the appropriate parties (for example, a rehearing of a case 

by a previous committee or administrator or a recommendation for 

or against promotion or tenure of an appellant).  If the responding 

party does not agree with this recommendation, that party may 

appeal to the Provost and Vice President for Academic Affairs.   

7.25012     When a hearing panel votes to deny an appeal, then the appellant has 

the right to appeal this decision to the Provost and Vice President for 

Academic Affairs.  

7.251  If either the appellant or the respondent is not satisfied with the response of the University 

hearing panel, then either may request a conference with the Provost and Vice President for 

Academic Affairs.  This request must be made within ten (10) calendar days following the 

requesting party's receipt of the University hearing panel's decision.  Any appeal not filed 

within this time limit will be denied automatically unless the Provost and Vice President for 

Academic Affairs determines that good cause has existed for the delay.  The Provost and 

Vice President for Academic Affairs must confer with the parties and then reply in writing to 

any bases for appeal set forth by the party requesting the conference, and must furnish a copy 

of this statement to the appellant and the responding parties within thirty (30) calendar days 
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of receipt of the request for the conference. The Provost and Vice President for Academic 

Affairs may, with good cause, extend the thirty (30) day deadline.  

7.252  The decision of the Provost and Vice President for Academic Affairs is final.  

 

7.3 Appeals Which Begin at the College Level  

7.31  If the initial adverse recommendation has been made by the College Promotion and Tenure 

 Committee or academic dean, then the appellant may request a hearing before the University  Promotion 

 and Tenure Committee. 

 7.311  The procedures outlined above in 2.19-2.32 shall then be in effect.  

 7.32  Appeals Which Begin at the Provost and Vice President for Academic Affairs Level 

 7.321  When the initial adverse recommendation has been made by the Provost    

  and Vice President for Academic Affairs, then the appeal must be made to   

  the President.  

  7.322  The request for appeal must be made in writing within ten (10) calendar    

  days following the appellant's receipt of written notice of the adverse    

  decision on the part of the Provost and Vice President for Academic  

   Affairs.  Any appeal not filed within this limit will be denied automatically unless   

  the President determines that good cause has existed for the delay.  The President  

   must confer with the parties and then reply in writing to any bases for appeal set   

  forth by the appellant, and must furnish a copy of this statement to the appellant  

   and the responding parties within thirty (30) calendar days of receipt of appeal.   

   The President may, with good cause, extend the thirty (30) day deadline.  

  7.323 The decision of the President is final. 

 

8. Promotion and Tenure Policies and Procedures 

8.1 University (See Faculty and Professional Personnel Handbook). 

8.2 College (A complete set of documents pertaining to the policies and procedures of the College Committee and 

subcommittees is available upon request in the Office of the Dean).  

 

 

      APPROVED BY COLLEGE: November 4, 2011 

      APPROVED BY UNIVERSITY P&T:  April 13, 2012 
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College of Fine Arts 

Promotion and Tenure Document 

 
All Parties involved are encouraged to familiarize themselves with the rights, responsibilities, and procedures that are outlined 

in the University, College, and Department promotion and tenure documents.  In cases where questions arise, these two 

documents take precedence over the department document. 

 

 

 

I.   Guidelines for Promotion and Tenure  

 

1. The evaluation of a faculty memberôs eligibility for promotion or tenure shall be based on evidence of a 

continuing pattern of achievement throughout the faculty memberôs professional career in the following 

areas: 

1.1 Teaching 

1.2 Scholarship; 

1.3 Service in a professional capacity 

 

(The italicized material is from the Faculty and Professional Personnel Handbook, University Promotion 

and Tenure Document, Section I, Guidelines for Promotion and Tenure) 

 

II.  Definitions 

 

1. Department and departmental refer to schools, academic departments located within the seven colleges and those 

comparable units which have faculty and/or eligible professional personnel but are not located within colleges. 

 

2. College or collegiate refers to the College of Fine Arts. 

 

3. Reconsideration is the act whereby a candidate may request that an initial adverse decision by the departmental 

or collegiate committee be reexamined.   Reconsideration  provides an opportunity for the candidate to clarify 

content of materials. 

 

4. Appeal refers to the action taken by the appellant when the outcome of the departmental reconsideration is the 

same as the original recommendation or when an adverse recommendation is made at the collegiate or Provost 

and Vice President for Academic Affairs level.  Appeals examine the process followed and not the content of 

materials. 

 

5. Working days are those days when Ball State University administrative offices are open. 

 

6. Calendar days are the days which appear on a calendar, including Saturday, Sunday, and holidays. They do not 

relate to the Ball State academic schedule or calendar. 

 

7. Eligible professional personnel are those individuals who hold academic rank and/or tenure or who are eligible 

for tenure. 

 

8. Tenure is a means to certain ends; specifically: (1) freedom of teaching and research, and of extramural activities 

and (2) a sufficient degree of economic security to make the profession attractive to men and women of ability. 

(Faculty Handbook, Appointment, Academic Freedom, and Tenure 2.3). Freedom and economic security, hence, 

tenure, are indispensable to the success of an institution in fulfilling its obligations to its students and to society. 

 

9. Tenure-track faculty are those who are currently in the seven-year probationary tenure period. 

 

10. Tenured faculty are those faculty who have been granted tenure. 

 

 

Preamble 
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11. Scholarship is the process of attaining new knowledge, creating a new work, or recreating/interpreting existing 

works, and disseminating the results. Generally this takes the form of appropriate peer reviewed publications, 

presentations or exhibits, performances, other creative endeavors and grant proposals. Scholarship can occur in 

four areas: discovery, integration, application, and teaching. 

11.1  The scholarship of discovery is traditional research and creative endeavors that pursue and contribute to 

new knowledge for its own sake.  

11.2  The scholarship of integration makes connections across disciplines bringing together isolated knowledge 

from two or more disciplines or fields to create new insights and understanding.   

11.3  The scholarship of application applies knowledge to address significant societal issues.  

11.4   The scholarship of teaching studies the development of knowledge, skill, mind, character, and/or ability of 

others.  

 

           (The italicized material is from the Faculty and Professional Personnel Handbook,, University Promotion and    

           Tenure Document, Section IV, Definitions.) 

 

 

III.  Committee Structure and Function        

 

1. Membership of the College of Fine Arts Promotion and Tenure Committee shall be  

     

1.1 Two members each from the Department of Art, the School of Music, and the 

Department of Theatre and Dance elected at large for staggered two year terms. 

 

1.2 One non-voting liaison member from the current University Promotion and 

Tenure Committee. 

 

1.3 The Dean of the College of Fine Arts as a non-voting ex-officio member. 

 

1.4 Representatives to the College Promotion and Tenure Committee may not serve as members of the 

Department/School Promotion and Tenure Committees. 

 

1.5 In the event a member of the College Promotion and Tenure Committee must resign their position, 

or is unable because of a medical issue or because of a conflict of interest is unable to complete 

their duties, their department will elect another faculty member to replace them.  A temporary 

replacement can be appointed by the department chairperson if an immediate replace is necessary.   

 

1.6 No person may serve as a member of the College Promotion and Tenure Committee who is a 

candidate for promotion.  An individual so elected who later becomes a candidate for promotion 

must resign from the committee. 

 

1.7 No person may serve to hear an appeal who has a demonstrated conflict of interest such as previous 

involvement with the case, assignment to the same academic department or administrative area as 

of the principles in the case, business involvement, or relationship to any of the principles.  

Decisions regarding such conflicts shall be made by the committee chairperson. 

 

1.8 No person may serve as a member of the College Promotion and Tenure Committee who is related 

by family or by marriage or is a former spouse of a faculty member being evaluated for promotion 

and/or tenure. 

 

(The italicized material is from the Faculty and Professional Personnel Handbook, and from the University 

Promotion and Tenure Document, Section IV, Responsibilities.) 

 

2. Elections 

 

2.1 Elections shall be conducted each spring semester by the Office of the Dean. 
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2.2 Annually, the Department of Art, The School of Music, and the Department  

of Theatre and Dance each shall nominate two people from among its eligible faculty.  The names of 

these six candidates shall be placed on a ballot and separated by department/school.  The total 

college faculty shall vote for one of the two nominees from each department/school. 

 

2.3 The nominee from each department/school receiving the higher number of  

votes is the elected to the committee for a two-year term.  The nominee from each department 

receiving the lower number of votes is the alternate to the committee for a two-year term. 

 

2.4 In the event the person elected to the college committee is unable to serve, the  

alternate shall become a member of the college committee.  In the event a vacancy occurs in the 

position of the alternate, the concerned department/school shall nominate a two-member slate on 

which the total college faculty shall vote.  The nominee receiving the highest vote shall complete the 

term as alternate. 

 

2.5 The newly elected committee assumes its official responsibilities the first 

  day following the end of spring semester.  The term of office ends the last day of spring semester 

except for appeals generated during the tenure of the committee. 

   

3. Responsibilities 

 

3.1 The college committee shall deliberate in the following ways: 

 

3.11 A quorum shall be a simple majority except at meetings involving 

 evaluation of credentials seeking promotion or tenure.  Then a  

 quorum shall be five of the six department/school representatives. 

 

3.12 Deliberations and recommendations on tenure shall be accomplished 

 name-by-name and department/school-by-department/school. 

 

3.13 Deliberations and recommendations for promotion shall be  

 accomplished name-by-name and department/school-by-department/ 

 school. 

 

3.14 Each member of the committee shall use the adopted ñWorksheetò 

 (See Appendix B to this document.) to evaluate the evidence  

 presented by the candidates from each department/school.  Only  

 documented evidence can be considered in committee deliberations. 

 Rumor and hearsay evidence are inadmissable. 

 

3.15 A motion to recommend promotion for each candidate shall be made. 

    Recommendations for promotion shall require a ñyesò vote from four  

    of the six departmental/school representatives. 

 

   3.16 All motions shall be positive. 

 

   3.17 All votes shall be by written ballot. 

  

   3.18 The chairperson shall notify each candidate in writing of the 

    committeeôs recommendation regarding promotion and tenure  

    decisions. 

 

   3.19 The College committee shall meet to review the above letters (3.18) 

    written to each candidate regarding promotion and progress toward  

    tenure. 
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  3.2 The college committee shall establish and implement collegiate promotion and  

   tenure policies and procedures.  These must not conflict with University  

   policies. 

 

  3.3 The college shall implement University promotion and tenure policies and 

   procedures.  

 

  3.4 The committee shall make recommendations for policy changes to the 

   University Committee. 

 

  3.5 The committee shall review departmental compliance with policy  

   implementation. 

 

  3.6 The committee shall review and evaluate the credentials of all collegiate  

   candidates for promotion.  It shall forward the credentials of those candidates 

   being recommended favorably for promotion, with recommendations, to the 

   Dean. 

   

3.7 The College Committee shall review and evaluate the credentials of collegiate tenure track person in 

the 4
th
, 6

th
, and 7

th
 years and forward these credentials, with recommendations, to the Dean.  In cases 

where the Department/School committee or Department/School chairperson has forwarded a letter 

recommending unsatisfactory progress toward tenure, the College Committee must review all 

relevant material-including any rebuttal letters from the candidate regarding said decisions about 

tenure.  The recommendation of the College Committee shall then be reflected in a letter from the 

chairperson of the College Committee to the Dean regarding concurrence with or disagreement with 

the department/school committee's progress toward tenure recommendations.  

  

  3.8 The committee shall hear appeals from individuals who feel aggrieved by the 

   action of the Department Committee, and/or the department chairperson. 

 

  3.9 Minutes of all committee actions must be maintained on file in the Deanôs  

   office. 

    

(The italicized material is from the Faculty and Professional Personnel Handbook, University 

Promotion and Tenure Document, Section IV, Responsibilities.) 

 

3.91 Minutes shall be distributed at each meeting, and after   

Approval, returned to the secretary before the close of the meeting. 

IV.  Policy Statements 

  

 1.  Tenure 

 

1.1 Faculty and eligible professional personnel shall be evaluated in the light of the University Mission 

Statement. 

 

(The italicized material is from the Faculty and Professional Personnel Handbook, University 

Promotion and Tenure Document, Section III, Policy Statements) 

  

1.2 A tenure recommendation will be made by the department, academic Dean, and the Provost and 

Vice President for Academic Affairs at least one year prior to the end of a faculty memberôs 

probationary period.  That recommendation will be either a recommendation to grant tenure at the 

end of the following year or a  

 recommendation to terminate the faculty member at the end of the following year.  

  

  1.3 Policies and criteria related to recommended tenure shall be clear, specific, and   
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   familiar to all personnel. 

 

  1.4 Policies and criteria for tenure shall be subject to annual evaluation and review  

   and to periodic revision. 

 

  1.5 The departmental and collegiate policies and criteria for tenure must be  

   approved by the University Promotion and Tenure Committee and must be on  

file with the University Promotion and Tenure Committee and the Office of the Provost and Vice 

President for Academic Affairs. 

    

  1.6 A faculty member must complete at least one semester of full-time service during  

any academic year in order to receive a full yearôs credit for purposes of tenure consideration. 

 

(The italicized material is from the Faculty and Professional Personnel Handbook,, University 

Promotion and Tenure Document, Section III, Policy Statements) 

  

 

  1.7 Tenure for those who hold academic rank is earned in an academic department  

   and held in the University. 

 

   1.71 For all individuals hired by the university after June 30, 1981, tenure   

    may be granted only to those who hold academic rank in an academic    

    department.  When a candidate is hired, academic rank must be   

    recommended by an academic department chairperson in conjunction  

with the Department/School Promotion and Tenure Committee, approved by the Dean of 

the College of Fine Arts, and subsequently approved by appropriate administrators, and the 

Board of Trustees.  Years granted toward tenure at the time of hiring must be 

recommended by an academic department chairperson in conjunction with the 

Department/School Promotion and Tenure Committee,   

    approved by the Dean of the College of Fine Arts, and subsequently  

approved by appropriate schools, colleges, administrators, and the Board of Trustees. 

   

1.8 Work accomplished before hiring at Ball State, as well as work accomplished  

 while a faculty member at Ball State, will be considered in tenure deliberations.  It is understood 

that greater attention and significance will be given to the work accomplished during the 

appointment at Ball State.  The evidence must demonstrate a record of continuous activity. 

  

 

1.9 When a faculty member is employed in a tenure-track position, a probationary period of seven years 

is ordinarily required before tenure is granted by the Board of Trustees.  Generally, the 

probationary period will not exceed seven full-time years of tenure-creditable service as a faculty 

member at Ball State University. 

 

 When transferred from one academic or professional area to another, a tenure-track person may, in 

addition to the normal probationary period, be required to complete an additional probationary 

period not to exceed two years.  The length of the extension time must be established and stated in 

writing at the time of the new appointment.   

 

1.91 A faculty member may request that certain years (normally not to exceed two years total) 

not be counted as tenure-creditable years if any of the following pertain: 

  

 1.911 The faculty member is seriously ill; 

  

 1.912 The faculty member is the principal care-giver for a son/ 

  stepson or daughter/stepdaughter; 

 



 144 

 1.913 The faculty member is the principal care-giver for a family  

  member who is seriously ill;  

   

    1.914 The faculty member will be on leave for at least one semester   

     of the academic year. 

 

    A request that a year not be counted as tenure-creditable shall be made  

to the department chairperson prior to the beginning of the next academic year.  The 

request shall include documentation of the circumstances involved.  The request shall be 

given immediately by the department chairperson to the Department Promotion and 

Tenure  Committee.  The request requires approval of the Department Promotion and 

Tenure Committee, the department chairperson, the appropriate  Dean, and the Provost 

and Vice President for Academic Affairs. 

     

 

   1.92 In cases where the exceptional achievements of a candidate in,  

    teaching, research, publication, creative endeavors, scholarly  

    productivity, and other meritorious activities resulted in appointment at 

    the associate or full professor ranks, tenure may be recommended to  

the trustees as early as the completion of the third year, following a recommendation from 

the Department Promotion and Tenure Committee, and the approval from the department 

chairperson, academic Dean, and the Provost and Vice President for Academic Affairs, the 

Board of Trustees may grant tenure in special cases to an individual who holds academic 

rank without any probationary period, or with a probationary period of fewer than three 

years,  

     if all of the following conditions are fulfilled: 

 

    1.921 The Board obtains the prior positive recommendations of the 

     Promotion and Tenure Committee of the academic department 

     in which the candidate holds (or will hold) academic rank,  

     department chairperson, the academic Dean, the Provost and   

     Vice President for Academic Affairs, and the President. 

 

    1.922 The Board concurs with the recommendation that the  

individual possesses superior academic and/or creative qualifications; 

 

    1.923 The Board concurs with the recommendation that waiver of  

     the normal probationary period is necessary to induce the  

     individual to accept an offer of employment or to continue his  

     or her employment with the University; and 

 

  1.10 Specific conditions of employment that must be fulfilled by a tenure-track  

   faculty member (in addition to the general standards of performance) will be   

   stated in writing by the University administration at the time of employment.   

   In order to be eligible for a favorable tenure recommendation, the faculty member  

 must meet these employment conditions unless he or she is released therefrom, in whole or in part, 

by means of a written departmental recommendation that is approved by the academic Dean, the 

Provost and Vice President for Academic Affairs, and the President. 

 

  1.11 No later than February 15 of each academic year, each department will send a  

   letter to the Provost and Vice President for Academic Affairs, via the academic   

   Dean, and the faculty member, setting forth the status of each tenure-track faculty  

    member with respect to his or her fulfillment of the conditions of  appointments and  

 any matters pertaining to the quality of his or her performance.  This letter will contain the 

recommendations of the department chairperson and the academic Dean. 
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   1.111 Before the end of each academic year, the Provost and Vice President   

for Academic Affairs will notify each tenure-track faculty member in writing as to the 

Universityôs official assessment of his or her status with regard to progress toward tenure.  

The contents of the letter will  

reflect: 

              

   1.1111 The Universityôs official record of the individualôs status with 

     respect to fulfillment of specific conditions of employment  

     which were stated in the letter of employment; and 

 

    1.1112 The Universityôs assessment of the individualôs performance  

     and progress toward tenure. 

 

     If the members of a department wish to recommend termination 

 of the appointment of a tenure-track faculty member at the end of any academic 

year during the probationary period, a letter to that effect shall be filed in the 

Office of the Provost and Vice President for Academic Affairs at least two weeks 

in advance of the final date set forth not later than March 1 of the first academic 

year of service, if the appointment is to expire on the day the spring semester 

closes; or if a one-year appointment terminates during an academic year, at least 

three months in advance of its termination; or 

 

1.1113 Notice of non-reappointment, or of intention not to recommend reappointment to 

the Board of Trustees shall be given to the faculty 

 member in writing in accordance with the following standards: 

 

1.11131 Not later that March 1 of the first academic year of service 

 if the appointment is to expire on the day the spring semester 

 closes; or if a one-year appointment terminates during and  

 academic year, at least three months in advance of its  

 termination.  

 

1.11132 Not later than December 15 of the second academic year of service, if the 

appointment is to expire on the day the spring semester closes; or, if an 

initial two-year appointment terminates during an academic year, at 

least six months in advance of its terminations; or 

 

1.11133 At least twelve months before the expiration of an appointment after two 

or more years in the institution for giving written,  

      notice of non-reappointment or of intention not to recommend 

reappointment to the Board of Trustees.  The letter must contain the 

recommendations of the academic Dean. 

      

  1.12 A tenure recommendation will be made by the department, academic Dean and  

   the Provost and Vice President for Academic Affairs at least one year prior to  

   the end of a faculty memberôs probationary period.  That recommendation will   

   either be a recommendation to grant tenure at the end of the following year or a 

recommendation to terminate the faculty member at the end of the following year.   

 

   1.121 If the recommendation is to grant tenure, then the tenure review in the  

    seventh year will usually be less comprehensive and will generally   

    result in a affirmation of the favorable recommendation unless a  

    substantial change in the level of the faculty memberôs performance  

has occurred or a specific condition of employment or tenure has not been met. 

 

   1.122 If the recommendation is not to grant tenure, then the faculty memberôs  
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    seventh year is the final one at the University. 

 

   1.123 If a faculty member is recommended for tenure at the end of the sixth  

    year and there is evidence of substantial change in the level of the  

    faculty member's performance in the seventh year or a specific condition  

of employment or tenure has not been met, then the faculty member may be recommended 

for termination at the end of the seventh year.  In this case, the faculty member shall be 

granted an eight and final year, as a contract faculty member, at the University. 

 

  1.13 The following are necessary prerequisites in order to be eligible for tenure: 

 

   1.131 The faculty member must have satisfied any specific conditions of 

    employment set forth in his or her  letter of appointment; 

 

1.132 The faculty member must have received a positive tenure recommendation from his or her 

academic department; and 

     

   1.133 There must be available significant evidence of excellent performance  

by the faculty member, and there must be the expectation for a continuance of such in the 

future. 

 

  1.14 Tenure may be attained only through official action by the Board of Trustees of  

the University.  The Board will make its decision after receiving and reviewing   

the recommendations of the department, academic Dean, Provost and Vice President for Academic 

Affairs, and the President, but the Board will not be bound to follow any of said recommendations. 

 

  1.15 Notice of non-reappointment, or of intention not to recommend reappointment to   

the Board of Trustees shall be given to the faculty member in writing in accordance with the 

following standards: 

 

   1.151 Not later than March 1 of the first academic year of service, if  

    the appointment is to expire on the day the spring semester closes;  or,    

    if a one-year appointment terminates during the academic year, at least  

    three months in advance of its termination; 

 

   1.152 Not later than December 15 of the second academic year of service, if  

    the appointment is to expire on the day the spring semester closes, or, if   

    an initial two-year appointment terminates during an academic year, at  

    least six months in advance of its termination; 

 

   1.153 At least twelve months before the expiration of an appointment after  

    two or more years in the institution. 

 

1.16 Contract full-time appointment service may be considered as part of the probationary period for 

those who are later placed on regular full-time faculty and professional personnel status. 

 

  1.17 Prior service at Ball State University may be counted toward tenure after the  

   person has completed a one-year probationary period following the return.   

 

  1.18 Years of service remain with the individual when regular full-time faculty and  

professional personnel transfer from one academic or professional area to another.   

 

(The italicized material is from the Faculty and Professional Personnel Handbook, University 

Promotion and Tenure Document Section III, Policy Statements.) 

 

  1.19 Any tenure-track individual serving as a member of a Department/School or the  
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   College of Fine Arts Promotion and Tenure Committee must excuse himself 

   from deliberations concerning his or her progress toward tenure. 

 

  1.110 Before the end of the academic year, the Department/School Promotion and  

   Tenure Committee, after consultation with the department chairperson/director  

   of school, shall provide each tenure-track faculty member with a written  

   assessment of that facultyôs work.  This assessment shall include an evaluation  

of strengths and weakness in each of the areas of 1)teaching, 2 scholarship, and 3) service in a 

professional capacity. The committee may also suggest areas for improvement. 

      

At any other step in the tenure process, the first committee or individual (department chair-

person/director of school if his or her recommendation is different from the Department/School 

Promotion and Tenure Committee; the College of Fine Arts Promotion and Tenure Committee; the 

Dean of the College of Fine Arts; the Provost and Vice President for Academic Affairs) not 

recommending satisfactory progress for a faculty member shall provide that member with a written 

statement in the form of a letter indicating the negative decision and delineating candidate strengths 

and weaknesses in each of the areas of 1)teaching, 2) scholarship, and 3) service in a professional 

capacity.  The committee or individual may also suggest areas for improvement.   

 

  

 2. Promotion  

   

2.1 Faculty and eligible professional personnel shall be evaluated in the light of the University Mission 

Statement. 

 

  2.2 Any department member or eligible professional personnel member has the right   

to present herself or himself to the Department Promotion and Tenure Committee for consideration 

for promotion. 

 

2.3 Policies and criteria related to recommending promotions shall be clear, specific, and familiar to 

all personnel. 

 

  2.4 Policies and criteria for promotions shall be subject to annual evaluation and   

   review and to periodic revision. 

 

  2.5 Recommendations for promotion shall be initiated at the level where the  

candidate's qualifications can be best identified and evaluated.  In most instances this would be the 

department/school.   

 

(The italicized material is from the Faculty and Professional Personnel Handbook, University 

promotion and Tenure Document,  Section III, Policy Statements.) 

 

  2.6 Work accomplished before hiring at Ball State, as well as work accomplished  

   while a faculty member at Ball State, will be considered in promotion  

deliberations.  It is understood that greater attention and significance will be given to the work 

accomplished during the appointment at Ball State.  The evidence must demonstrate a record of 

continuous activity. 

 

  2.7 The departmental and collegiate policies and criteria for promotions must be  

   approved by the University Promotion and Tenure Committee and must be on  

   file with the University Promotion and Tenure Committee and the office of the  

   Provost and Vice President for Academic Affairs. 

 

  2.8 All promotions to Associate Professor and Professor will be granted on the  

   basis of the spring recommendations.  Regular Instructors will be promoted to  

   Assistant Professor in September on the basis of provisions made in appointment  
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letters. Regular Instructors appointed in 1978 and thereafter must have appointment letters that 

specify conditions for promotion. Regular Instructors appointed prior to 1978 whose appointment 

letters do not specifically state such conditions will be considered for promotion each September in 

accordance with criteria contained in approved departmental promotion and tenure documents. 

 

(The italicized material is from the Faculty and Professional Personnel Handbook, University 

Promotion and Tenure Document,  Section III, Policy Statements.) 

    

  2.9 At any step in the promotion process (Department/School Promotion and Tenure 

   Committee; department chairperson/director of school; Provost and Vice  

   President for Academic Affairs) the first committee or individual not  

   recommending a faculty member favorably for promotion shall provide that  

   faculty member with a written statement in the form of a letter indicating that   

   negative decision and delineating his or her strengths and weaknesses in each of   

  the areas of 1) teaching, 2) scholarship, and 3) service in a professional capacity.  The 

 committee or individual may also suggest areas for improvement. 

 

 3. Policy Statements for Materials to be presented for Promotion and Tenure Purposes 

 

  3.1 Materials shall be presented to the Department/School Promotion and Tenure  

   Committees by individual faculty members according to guidelines established  

   by department/school and the College of Fine Arts. 

 

  3.2 A file shall be kept in the department chairperson/director of school for every 

   individual faculty member who is eligible to be considered for promotion and/or 

   tenure.  This file shall be open to the faculty member concerned and will contain  

   all information which, in the judgment of the department chairperson/director  

   of school, is relevant to promotion and/or tenure.  Materials shall be placed in   

   the file by the department chairperson/director of school either at his or her own   

   discretion or at the request of the candidate. 

 

   When any information relevant to promotion or receipt of tenure of an  

   individual is to be placed in the file, it shall be brought to his or her attention in  

   writing at once by his or her administrative head.  The faculty member shall  

   have the opportunity to place in the file materials which might rebut or explain  

   any information which he or she considers detrimental.  Any material that has   

not been brought to the attention of the faculty member and/or has not been placed in the file cannot 

be used in subsequent promotion and tenure deliberations.  Anonymous letters shall not be made a 

part of this file.  

 

   This file shall be examined by the Department/School Promotion and Tenure  

   Committees during promotion and tenure deliberations.  Materials used by the  

   Department/School Promotion and Tenure Committees as a basis for  

   recommendations shall be made available to the College of Fine Arts Promotion  

and Tenure Committee, the Dean of the College of Fine Arts, the Provost and Vice President for 

Academic Affairs, and the President upon request. 

 

(The italicized material is from the Faculty and Professional Personnel Handbook, University 

Promotion and Tenure Document, Section III, Policy Statements.) 

 

3.3 In the case of a candidate seeking promotion to Professor, a minimum of two letters from reviewers 

external to the University shall be included. Such letters shall provide supplementary review of the 

candidateôs scholarship, creative endeavors, and other scholarly productivity. These letters shall be 

acquired and presented in accordance with departmental/school and college policies and 

procedures. The candidate shall be fully involved in the selection of reviewers, with one-half of the 

contacted reviewers being from the candidateôs list. Challenges to the list of reviewers will be 
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handled according to departmental/school and college policies. All letters received from external 

reviewers will be available to reviewers in the promotion review process. 

 

  The College will uphold the department and school policies and procedures specific to 

Supplemental External Review Letters.  These external letters are meant to be review of scholarship. 

 

  (See Promotion and Tenure documents:  Department of Art, Appendix I; School of Music, Section 

VI, 2.3; Department of Theatre and Dance, Section V, 1.33.-) 

 

External review letters shall be inserted and retained in the candidateôs Promotion and Tenure file 

for use by departmental/school, collegiate, and, in the case of an appeal, University Promotion and 

Tenure Committees, and by the Provost in promotion deliberations for the current year. The 

candidate has the right to examine all external review letters received. For the examination of the 

letters by the candidate, anonymity of the external reviewers must be protected in accordance with 

procedures established by departments/school and college. The candidate has the right to respond 

to information contained in the letters. At the conclusion of these deliberations, the letters shall be 

retained in a confidential file in the Office of the Dean. Once letters are placed in this separate 

confidential file, they cannot be reopened for purposes of subsequent promotion deliberations at any 

level of consideration unless requested by the candidate. 

 

(The italicized material is from the Faculty and Professional Personnel Handbook, University 

Promotion and Tenure Document, Section III, Policy Statements.) 

    

V. Academic Rank 

 

1.  There are three basic academic ranks: Assistant Professor, Associate Professor, and Professor. 

   

  Qualifications for each rank are as follows: 

 

  1.1 Assistant Professor 

 

   1.11 Evidence of quality performance as a teacher or practitioner in the 

    specialty in which the candidate is hired; 

 

   1.12 Evidence of the potential for conducting research, for publishing, for 

    contributing other scholarly products, and/or creative works; 

 

   1.13 Evidence of participation in professional organizations. 

 

  1.2 Associate Professor 

 

   1.21 Evidence of a continued pattern of excellent teaching. 

 

   1.22 Evidence of high quality contributions to oneôs specialty through 

    research, publication or other scholarly productivity, which must 

    include refereed outlets, and/or creative works; 

 

   1.23 Evidence of high quality contributions in the capacity of professional 

    service. 

 

  1.3 Professor 

  

   1.31 Evidence of regional, national, or international recognition in at least 

    one of the following, teaching, research, creative endeavors, or other 

    scholarly productivity; or service in a professional capacity; 




