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3.0       ADMINISTRATIVE STRUCTURE 
  
3.1    Dean 
  
The Dean of the School of Education is the executive officer and shall be responsible to the central 
administration of the University and the School of Education faculty and students.  A chief function of 
this officer is to maintain the best possible learning environment within the broad scope of University 
and School of Education policies, rules and regulations. 
  
The Dean shall: 
  
1.     work with the faculty to provide growth and stability in the educational programs of the School 
2.     support and direct programs of improvement and provide dynamic leadership to the faculty and 

staff 
3.     be responsible for recommending to the President of the University, or the President's designee, 

the appointment, assignment, transfer, promotion, demotion, dismissal and/or suspension of 
faculty or staff members of the School 

4.     submit an annual budget for the School 
5.     approve, and direct, in accordance with business procedures of the University various purchases 

and expenditures within the budget 
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undergraduate level; prepare updates/changes from the Banner and Blackboard systems and 
administrative functions for faculty; and may also have additional duties as assigned by the dean. 
  
3.3    Director of Continuing Education and Professional Development 
  
The Director of Continuing Education and Professional Development is the chief administrator of this 
unit within the School of Education.  The Director of Continuing Education and Professional 
Development shall be a member of the Dean’s Administrative Council. 
Responsibilities include: 
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·       All members should report out the work of the council at appropriate meetings (e.g., department, 
staff, program). 

·       Minutes or a meeting report should be circulated among faculty and staff after each meeting of the 
council. 
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3.5    Academic Departments 
  
3.51        Leadership, Counseling, and Adult Development 
 
 
3.52        Teaching and Learning 
  

3.6    Department Chairs 
  
There will be a chair or two co-chairs for each academic department in the School of Education. 
Department Chairs/Co-chairs shall be members of the Faculty of Instruction and, upon recommendation 
of the members of the department, shall be appointed by the Dean. The term of appointment will be 
indefinite, but the faculty will make a recommendation every two years. 
In addition to the duties listed under "Faculty of Instruction", the department chair shall: 
         
1.   coordinate faculty personnel procedures within the department and make recommendations 

regarding hiring, induction, retention, development, promotion, and tenure 
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All grant applications in the School of Education shall be directed by a member of the Faculty of 
Instruction or the Dean's Administrative Council. 
  
All grant applications must be approved by the Dean no less than 10 days before the submission 
deadline.  Grant applications that require changes in the curriculum of the School will be approved only 
after the project is reviewed by the Department, Curriculum Committee and Faculty of Instruction.  
Grants that involve course release or re-assignment must be approved by the department Chair before 
submission to the Dean.  Grant applications are submitted by the University Grants office only after 
obtaining approvals of other Drake offices as required by University policies. Exceptions can be made for 
grant applications or awards with more immediate deadlines. 
  
Persons hired to work on grant programs may be hired either as members of the Faculty of Instruction 
or as Staff.   
  
a.   With advice from the faculty and approval of the Department Chair and the Dean, grant funds may 

be used to hire non-tenure track members of the Faculty of Instruction when a need exists for 
instruction related to grant activities.”.  Faculty of instruction hired in conjunction with a grant 
program shall be hired, employed, and evaluated on the same basis as all other faculty in the 
department.  They in turn will carry rank and will be full voting members of the faculty.  The 
following specific conditions will apply: 

  
1.   When positions are open, a search committee shall operate in the same manner as for any other 

position, and recommendations will be forwarded 
to the Dean as with any other position. 

  
2.   The loads and duties of the faculty will be determined by the chair of the department, consistent 

with the conditions of the grant and with the conditions of the department. 
  
3.   Faculty in the grant programs will be reviewed in the same manner as all other faculty. 
  
4.   The program director or chair of the department will make recommendations to the Dean regarding 

retention, tenure, promotion, and salary in the same manner as with all other members of the 
departmental faculty. 

  
5.   Academic programs that are part of a grant must be approved and monitored by the faculty as a 

whole, in the same manner as all other programs within the department.   Conditions of the grant 
will bear on those deliberations in the same fashion as certification requirements and the 
recommendations of the learned societies on all other programs. 

  
b.   Grant funds may be used to hire individuals in staff positions.  It is the responsibility of the program 

director to implement procedures for hiring, supervising, evaluating, and remunerating staff that are 
consistent with 
Drake University personnel policies and requirements of funding agencies. 

  
  
4.0       FACULTY STRUCTURE 
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Definitions: 
  
4.1    General Faculty 
  
The General Faculty includes all faculty with rank. The School shall use the following 
ranks: 
                       Instructor 
                       Assistant Professor (T-T and CTF) 
                       Assistant/Associate Professor of Professional Practice (CTF) 
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Advising: 
  
 9.    provide advisement for students, ordinarily including a minimum of five in-office hours per week 

and email and/or online availability. (approved 9/22/15) 
10.   maintain essential advisee records 
11.   work with other faculty to evaluate, develop and implement a workable plan for recruitment of 

new students 
12.   work with other faculty to evaluate and recommend acceptance or rejection of all applications for 

degree programs 
  
Service: 
  
13.   attend and participate in regular and special meetings of the department and of the School of 

Education 
14.   attend and participate in appropriate activities of other organizational units within the School of 

Education and other units of the University 
15.   join and participate in appropriate professional organizations--local, state and national 
16.   attend and participate in meetings and conferences pertinent to the programs of the department 
17.   maintain contact and provide liaison with professionals, agencies and programs outside the 

University 
18.   participate in educational enterprises and related activities in the community 
  
     Scholarly ActitUL GU – q d3v  d d d3vity
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·         Review and vote to approve or deny changes in course title, course number, and course description; 
cross listing of courses with other programs; prerequisite requirements for enrollment in courses; 
or any other items that impact the catalog. 

·         Review and approve proposed or revised academic programs and curriculum in all departments and 
programs in the School of Education (e.g., Counseling and Leadership, Continuing Education and 
Professional Development, Doctoral, Teaching and Learning). 

  
Structure: The makeup of the voting committee shall include two elected faculty members from each 
department, one representative from Continuing Education and Professional Development, and the 
Associate Dean (as a non-voting member). Members will serve for three years with staggered terms, and 
the voting members of the committee will elect a new committee chair each year. 
  
Annual/Ongoing Activities: 
·       At the beginning of the academic year the committee will provide faculty with access to policies and 

procedures of the committee. 
·       Announce and hold monthly meetings to review timely submitted requests (at least one week prior 

to monthly meeting). Provide faculty with feedback on timely submitted requests following review. 
·       Generate and publish minutes from each committee meeting. 
·       Present timely recommendations to the full faculty at faculty meetings for vote on adoption. 
  
6.4    Diversity, Equity, and Inclusion (DEI) Committee (approved 9/2018) 
  
Purpose: The purpose of the SOE’s DEI Committee is to create a more diverse School of Education that 
ensures students, faculty, and staff from historically marginalized communities are more equitably 
represented, have the support they need to be successful, and receive the respect inherent in an 
inclusive environment by being both proactive and responsive in creating a safe and welcoming 
environment. 
  
Functions: The DEI Committee will have 3 primary functions: 
1) to create opportunities that promote the development of future professionals from historically 
marginalized populations, 
2) assist the development of professionals in meeting the needs of historically marginalized populations, 
and 
3) provide opportunities for faculty to engage in self-reflection around culturally responsive practices. 
  
Structure: The makeup of the DEI Committee shall include at least one elected faculty member from 
each SOE department, a staff member, and two students nominated by faculty at large (preferably one 
graduate and one undergraduate student). The committee will elect a chair each year. Committee 
members will serve for three years with staggered terms. Renewal is possible, but at the end of a three-
year term, preference is given to incoming members. Students will serve 1-2 year terms; students will be 
selected by the faculty and staff committee members based on faculty recommendations. 
  
Annual Activities
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•   Generate and submit annual report 
•   Actively and strategically recruit students, faculty, and staff from historically marginalized 

backgrounds and communities 
•   Provide specific opportunities for support for students from historically marginalized communities 
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representatives from each SOE department and a staff member. The voting 
committee will elect a chair each year. Committee members will serve for three years with staggered 
terms. Renewal is possible, but at the end of a three-year term, preference is given to incoming 
members. 
  
Annual Activities: 
·       Obtain technology budget from Dean 
·       Seek technology requests from faculty and staff 
·       Review, evaluate, and prioritize technology requests 
·       Create/maintain a systematic evaluation system for technology requests (e.g., rubric) 
·       Communicate approved technology requests to purchaser 
·       Promote technology related opportunities and resources 
·       Gather and respond to faculty’s needs for technology integration 
·       Generate and submit annual report of yearly activities 
  
6.9 Marketing and Communications Committee (approved 4/2019) 
  
Purpose:  The Marketing and Communications Committee will serve as a liaison between the Office of 
University Communications and the School of Education.  The committee will work to share/advocate 
for the marketing and communication related needs of the School of Education and to disseminate the 
goals of the Office of University Communications as they relate to the School of Education. The 
committee will also communicate the university’s strategy related to brand management and messaging 
to ensure that material produced and disseminated by the School of Education is consistent with the 
strategy and vision of the Office of University Communications.  
  

Functions: 
•      Provide updates about university-
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·       Elect a committee chair at the first committee meeting of the academic year and develop an agenda 
for the academic year 

·       Assist the SOE Marketing Coordinator with providing updates on university-wide marketing and 
communication strategies and outreach 

·       SOE Marketing Coordinator will review and approve all SOE and SOE program marketing materials to 
ensure they are consistent with brand strategy prior to dissemination 

·       Advocate to University Marketing and Communications on behalf of the SOE 
·       Each fall semester, committee members will coordinate with their respective department chairs the 

review of the websites and print materials for the department programs to ensure they are current 
·       Each spring semester, committee members will facilitate a review of the general SOE website and 

print materials and coordinate with their respective department chairs to review faculty/staff 
biographical and contact information (e.g., office number, phone number, email) to ensure accuracy 

·       Assist the SOE Marketing Coordinator in identifying and managing a calendar of School of Education 
events and activities showcasing faculty, staff, and students for use in news articles, website, and 
social media 

  
6.10  International Committee (approved 5/19) 
  
Purpose: The purpose of the International Committee is to communicate Drake international initiatives, 
opportunities, and programs, and serve as a resource for SOE faculty regarding the same.  
  
Functions: The committee shall inform, educate, and support SOE faculty in their participation in 
International/Global opportunities. 
  
Structure: The committee shall be composed of one faculty representative from each SOE department 
and the SOE Global Engagement Advisory Council (GEAC) Council representative. Departmental 
members will serve for three years with staggered terms, and the voting members of the committee will 
elect a new committee chair each year.  Each member of the IC is eligible to be chair. 
  
Activities:  
·       Elect committee chair at the first committee meeting of the academic year 
·       Hold monthly meetings during the academic year to discuss current and upcoming SOE and 

University-wide international initiatives and opportunities for SOE faculty 
·       Inform SOE faculty of global/international events and opportunities on campus and abroad 
·       Establish and engage in a process for selecting SOE faculty and staff for international/global learning 

opportunities. 
·       Generate and publish minutes from each committee meeting 
 
6.11 Budget Committee (Approved 11/22) 
 
Purpose: The Budget Committee shall advise administration on budgetary issues and work to promote 

transparency with respect to the School of Education (SOE) budget and budgetary processes. 
 
Functions: Generally, the committee will promote the transparency and health of the SOE budget. The 

committee provides faculty and staff perspectives in determining budgetary priorities and 
navigating budgetary concerns. The committee will share budgetary processes (e.g., deadlines) and 
trends as well as seek input from faculty and staff via departmental, SOE faculty, and SOE staff 
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meetings regarding budgetary concerns or goals. The committee will work with the Dean to ensure 
all faculty and staff have the opportunity to be aware of the state of the SOE budget, budgetary 
goals, and budgetary concerns.  

 
Structure: The makeup of the voting committee shall include one department chair from each SOE 

department, the Director of Continuing Education, two additional elected representatives from each 
SOE department, and two elected staff members. The voting committee will elect a chair each year. 
Committee members will serve for three years with staggered terms.  

 
Annual Activites: 

• Elect committee chair at the first committee meeting of the academic year. 
• Meet with the dean and budget manager at least once each semester to review budget 

concerns and goals.  
• Delineate budgetary processes to ensure clarity and transparency.  
• Collaborate with the dean and budget manager to identify SOE budgetary concerns.  
• Collaborate with the dean and budget manager to set SOE budgetary goals.  
• Communicate with the faculty and staff budgetary processes, health, concerns, and goals. 

  
7.0       GOVERNANCE APPROVAL AND AMENDMENT 
  
7.1    Approval 
  
This Governance shall be in effect when approved by a two-thirds vote of the Faculty of Instruction at a 
regularly scheduled meeting at which a quorum is present. 
 
 
7.2    Amendment of Governance 
  
This Governance may be amended by a two-thirds vote of the Faculty of Instruction at a regularly 
scheduled meeting at which a quorum is present.  
 
An amendment may be proposed by a member of the Faculty of Instruction at a regularly scheduled 
meeting, but may not be voted on until the next regularly scheduled meeting.  The proposed resolution 
of amendment shall be put in writing and distributed to each faculty member. 
 
 
  

APPENDIX I a 
  

Policy Statement on Faculty Evaluation Procedures for 
Promotion and Tenure of Tenure-Track Faculty 

(amended 10/6/20 per 11/19/19 minutes) 
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When department chairs are submitting summative or formative portfolios, the department co-chair or 
department designee will review the materials before moving forward to the D
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Leadership and/or Stewardship is an overarching criterion for evaluation from Associate to Full 
Professor. The successful candidate will articulate a pattern of leadership and/or stewardship by 
demonstrating commitment to the School of Education, the University, and to the Profession through 
participation in roles or responsibilities that benefit the common good of the institution. The P&T 
Committee of Fulls may solicit reviews of the candidate’s effective leadership or stewardship from 
colleagues familiar with the candidate’s specific responsibilities and contributions. 
  

Procedures 
The fundamental responsibility for faculty development and for providing evidence of evaluation and 
growth is upon the individual faculty member.  Each faculty member is expected to review requirements 
and criteria; to understand the natures of teaching, scholarship, and service; to be reflective, self-
evaluative, and growth oriented; and to provide evidence of achievement.  At the same time, peers, 
Department Chairs, P&T Committee members, the Committee of Fulls and the Dean shall provide 
support and guidance. 
  
The primary support and guidance processes involve interaction among the individual faculty member 
and peers, the Department Chair, the Promotion and Tenure Committee, the Committee of Fulls, and 
the Dean.  Classroom observation visits and formative discussions are usually scheduled by the faculty 
member and carried out informally.  Evaluation is based upon the following elements: course syllabi, 
observation of teaching, student evaluations, optional performance contracts, faculty portfolios 
(containing vitae and activities records, other evidence of teaching excellence, scholarly productivity, 
and professional service), and by any other evidence submitted by individual faculty. 
  
The faculty portfolio is the primary basis of formative and summative evaluation, and it should contain a 
summary of all relevant data and original copies of pertinent documents. The Promotion and Tenure 
Committee or Committee of Fulls may supplement the portfolio by soliciting external evaluations of 
faculty scholarship. Faculty members will be asked to nominate possible reviewers when this is done. All 
external evaluations will be confidential. Only members of the committee and administrators assigned 
to make promotion and tenure decisions will review portfolios. 
  
When a faculty member wants to be considered for promotion, a letter of intent, as well as the portfolio 
and any other data the candidate wishes to submit, should be sent to the Promotion and Tenure 
Committee Chair or Committee of Fulls Chair in accordance with the SOE calendar. Faculty are 
encouraged to solicit external reviews in support of any component of their application for promotion 
and include them in their submission. In some cases, the P&T committee or Committee of Fulls may 
request external reviews of the candidate’s submission, in total or in part. 
  
If the P&T Committee or Committee of Fulls requests external review of a component of the candidate’s 
portfolio, the candidate may nominate three possible reviewers. From this list, one individual would be 
chosen by the P&T Committee for the component review.   
Portfolios 
  
All faculty submitting materials for promotion shall prepare and submit professional portfolios according 
to the calendar established by the Dean’s office.  All faculty, regardless of rank, shall submit brief activity 
reports and updated vitae each year. While latitude is given in format and contents, the portfolio must 
be prepared with great care and professionalism.  Each portfolio shall contain the following: 
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Promotion to Associate Professor and tenure recommendations will be made at the same time, except 
in instances when a faculty member begins employment at Drake at the Associate Professor level 
without tenure.  In this instance, the faculty member could earn tenure without advancement to Full 
Professor. 
  

Procedures for University 
Promotion to Full Professor Applications 

  
In any year that a faculty member is being considered for promotion and/or tenure, a formal notification 
to the Department Chair and the Chair of the Committee of FullsPromotion and Tenure Committee Chair 
needs to be completed.  The Portfolio, any other data which the faculty member wishes to submit, and 
recommendations from the Department Chair, the P&T Committee—and for promotion to Full 
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Consecutive Term Faculty are non-tenure-eligible faculty who may be appointed with no restriction on 
the number of terms that may be served.  Such faculty are subject to approval by the Dean and the 
Provost and are eligible for renewal based upon the quality of performance.  Periodic review by School 
of Education Promotion and Tenure Committee shall occur in accordance with procedures delineated 
herein.  Individuals appointed to these positions will be evaluated for compensation, retention or 
renewal, and advancement using the continuing need of the unit, established criteria appropriate to 
their positions such as clinical activities, and which will include:  Teaching Excellence and Professional 
Service contributions. 
  
Formative evaluations of non-tenured faculty will occur following two years of service and then every 
two years thereafter.  Consideration for advancement for consecutive term faculty is an optional 
decision on the part of the faculty member. 
  
Advancement 
  
Evaluation for advancement will be conducted by the School of Education Promotion and Tenure 
Committee who will make recommendations to the Dean of the School of Education.  
  
Consideration for advancement in rank for consecutive term faculty (non-tenure track) will occur after 
six years or the completion of 12 semester FTEs of employment.  Review for advancement will be 
determined by the program/department at the time of hire, and criteria will be established that are 
appropriate to the position being held by the consecutive term faculty member.  Such criteria will be 
subject to the approval by the Dean at time of hire, and will be stated in the appointment letter to the 
consecutive term faculty member.  Additional information for the committee may be requested of the 
faculty member under review.  An outcome of the review process should be to provide constructive, 
developmental feedback to the individual regarding progress in meeting departmental criteria for 
advancement. 
  
For currently employed consecutive term faculty members (in the 2010-2011 academic year) who wish 
to apply for advancement in rank either now or in future years of employment, program/department 
heads shall develop and forward criteria to the Dean for approval; this shall be followed by a letter to 
the faculty member and one to the SOE Promotion and Tenure Committee outlining the criteria for 
advancement consideration. 
  
Upon receipt of the recommendation of the committee, the Dean may support the decision of the 
committee and forward the recommendation to University administration, amend the decision and 
request a conference with the committee, or reject the recommendation and request a conference with 
the committee.  In the case of amending or rejecting the decision of the committee, the Dean shall 
forward to the committee chair a statement of reasons for such action and request a conference.  The 
conference shall not be later than two weeks following the receipt of notification of the Dean's action. 
  
The two outcomes of this review include:  recommendation for advancement or continuation of 
appointment without advancement. 
  
Procedures 
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The fundamental responsibility for faculty development and for providing evidence of evaluation and 
growth is upon the individual faculty member.  Each faculty member is expected to review requirements 
and criteria; to understand the natures of teaching, clinical experiences and service; to be reflective, 
self-evaluative, and growth oriented; and to provide evidence of quality work.  At the same time, peers, 
Department Chairs, Promotion and Tenure Committee members and the Dean shall provide support and 
guidance.  The primary support and guidance processes involve interaction among the individual faculty 
member and peers, the Department Chair, and the Dean. 
  
During the term prior to submission of review materials to the School of Education Promotion and 
Tenure Committee, the individual seeking Advancement will submit a Letter of Intent for Advancement.  
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(1)        cover sheet and table of contents 
  
(2)        updated vita and activities record that summarizes teaching, clinical work and service for the 

period which the portfolio covers 
  
(3)        Teaching Excellence:  a file on each course including the syllabus, summaries of student 

evaluations original course materials, student examinations and results, sample student papers, 
observation reviews, etc. 

  
Each syllabus should contain the following elements:  (1) learning outcomes or objectives; (2) a student 
reading and assignment list; (3) a course calendar; (4) student grading criteria; (5) course and instructor 
evaluation plans; and (6) a non-discrimination statement and policy.  
  
Classroom observations by peers are arranged by the faculty member with faculty colleagues in SOE and 
other colleges, Department Chairs, or external referees.  This section should contain evidence of 
observation, evaluation, and a discussion of results.  Faculty may include a videotape of segments of 
classes that provide additional evidence of teaching style and results. 
  
Formative portfolios should include reflections regarding teaching and a growth plan that will be 
implemented over the next formative evaluation period. 
  
(4)        Clinical Work:  a file containing clinical activity work including artifacts representative of the 

responsibilities and appropriate to the employment criteria. 
  
Formative portfolios should include reflections regarding clinical work and a growth plan that will be 
implemented over the next formative evaluation period. 
  
(5)        Professional Service Section:  a file describing service activities.  Service to students, the School of 

Education, the University, and one’s profession is an important aspect of consideration for 
advancement and should be carefully documented.  Service includes the various committee 
involvement and professional service to regional, national, and international organizations. 

  
Formative portfolios should include reflections regarding service activity and a growth plan that will be 
implemented over the next formative evaluation period. 
  
(6)        Formative portfolios should include all prior review and advancement letters from Department 

Chair, Promotion and Tenure Committee, external referees, and the Dean.  (Term faculty are 
encouraged to work with Department Chairs, P & T members, or other faculty mentors to 
develop both formative and summative 
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The Dean will then review the portfolio, the Department Chair’s review, and the Promotion and Tenure 
Committee evaluation.  The Dean shall provide the faculty member a written response to the portfolio 
within 30 days of receiving the Promotion and Tenure Committee evaluation.  A copy of this response 
will be sent to the Promotion and Tenure Committee Chair and the Department Chair. 
  
In matters of review and advancement, recommendations from Promotion and Tenure Committee and 
the Dean should be filed with the Provost according to the Dean’s published schedule.  If necessary, a 
meeting may be held to discuss faculty progress with the faculty member, the Promotion and Tenure 
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Penalties    
The penalty for plagiarism, cheating, and other forms of academic dishonesty will vary from incident to 
incident, depending upon the scope and magnitude of the offense and the circumstances in which it 
occurred.  Possible penalties may include any of the following: reprimand, dismissal from the course 
with a failing grade, probation, suspension, and/or dismissal from the Univ
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their responses. A record of the hearing shall be made. The committee will confer privately following the 
hearing and prepare a decision for resolving the grievance. 
 
The written decision shall be distributed to appropriate department chairs or appropriate administrative 
officials, to committee members and to parties of the grievance as soon as practical. A copy of the 
materials will be kept on file in the Dean's office. 
 
If any party to the grievance is not satisfied with the committee's decision, the party must so indicate by 
submitting a written request for appeal to the committee chair within fifteen (15) days after the records 
of the completed hearing are available. The committee chair shall forward the committee's records, 
findings and decision along with the request for appeal to the dean. The decision of the dean shall be 
final. If no written request for appeal is received, the department chair or appropriate administrative 
official shall take action to carry out the committee's decision. A report of grievance may be filed by a 
student with the Provost’s Office for data collection and review, but the college/school’s dean’s decision 
is final. 
 
Student grievances and suggestions that do not constitute a formal grievance shall follow the same 
process as a formal grievance. A student should discuss his/her concern or suggestions with the 


