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100.
INTRODUCTION

101.
PURPOSE. The purpose of this manual is to provide all members of the tenured/tenure-track faculty, non-tenure-track faculty, Associate Instructors, students, and staff with a record of past customs and decisions as well as general information about the Department. If any statements are found to be in conflict with the bulletins and catalogs of the University, the matter should be brought to the attention of the Chair of the Department.

102. 
SCOPE. This manual should be consulted in conjunction with the most recent Bulletins of the College of Arts and Sciences and of the Graduate School as well as the Academic Handbook. In general, the manual takes its premises from those documents.

103.
INDIANA UNIVERSITY ADMINISTRATIVE MANUALS.  
University Academic Handbook https://policies.in.edu/categories/academic-faculty-students.html 
University Academic Guide https://www.indiana.edu/~vpfaa/academicguide/index.php.Main_Page 
104. 
MISSION STATEMENT. The mission statement was approved by the department tenured/tenure track faculty on 2-3-2017. 

Our mission is to help students achieve an international perspective that enhances their ability to question critically, think logically, and communicate clearly in a global environment. Through our commitment to excellence in research, teaching, and service, including the mentoring of students and colleagues, the Department of Spanish and Portuguese expands knowledge of the languages, literatures, and cultures of the Iberian Peninsula, Latin America and the Caribbean, Lusophone Africa, and the U.S.  We train graduate and undergraduate students through multidisciplinary and innovative approaches to the study of linguistics, literature, and culture while also emphasizing global awareness and sensitivity to diversity of background and experience. We work together in the classroom and in the community to develop a better understanding of and respect for one another and for the cultures in which language is embedded.  

Language acquisition presupposes an understanding of the cultural contexts in which language is spoken and proficiency is fostered through engagement in discipline-specific courses in the target language. Language study also provides us with a means of communicating with others, both within and outside of the U.S., and of strengthening cultural literacy and intercultural understanding. In our department, students and faculty engage constantly with questions of identity and difference, and explore the histories and contexts in which language and culture exist and change. The study of language, literature, and linguistics is thus a cornerstone of both a liberal arts education and of preparing global citizens to make their way in the world, respond creatively to new challenges, and flourish in a variety of careers. 

200.
DEPARTMENT ORGANIZATION

201.
THE DEPARTMENT CHAIR. The Chair of the Department is appointed, after consultation with the Tenured/tenure track faculty of the Department, by the Board of Trustees on recommendation of the Executive Dean of the College of Arts and Sciences. This appointment is normally for a period of three or four years, subject to review at the end of that period and continuation if there is mutual agreement among the parties. The Chair holds a professional appointment, normally with tenure.

201.1
NOMINATION OF DEPARTMENT CHAIR. The following procedures were endorsed by the tenured/tenure track faculty during the regular meeting of 5-12-05; revision on 3-6-07. 

When the Dean’s letter arrives (usually in November) announcing the end of the current chair’s term, the Chair’s Advisory Committee will initiate a multi-step response:

1. Faculty, graduate students, and staff will be invited to present to the Committee issues of interest or concern involving the department. These presentations may be written (250 words maximum), either signed or anonymous; or conveyed orally in conversation with a Committee member, who will convey their substance to the other members.  No names of candidates for chair will enter into these presentations.

2. The Committee will convene a faculty meeting at which all submissions will be shared and subject to open discussion. Again, the focus will be on issues, not individuals. The faculty will then draw up a list of the department’s priorities and goals for the next few years.

3. The Administrative Assistant will organize a series of written ballots: from a list of those eligible (Associate and Full Professors), all tenured/tenure track faculty will be asked to vote for a maximum of 3 candidates for chair. After the first round, all names that received less than a majority (51%) of the number of tenured/tenure track faculty voting will be discarded. Successive rounds will be held under the same rules until 3 or fewer finalists remain. Up to this point, no one has been asked if s/he is willing to serve.
4. The names of the finalists are announced. Individuals cannot be prevented from withdrawing their names from consideration, but they are encouraged to respond to the strong support of their colleagues.

5. The finalist(s) address a meeting of the faculty, discussing in particular the department’s priorities and goals. Members of the Chair’s Advisory Committee who are not candidates for chair will conduct a secret ballot, in which faculty vote for only one candidate. The result will be forwarded to the Executive Dean.
201.2
Annual Departmental Review of Chair (in line with College Policy Committee Guidelines at https://intranet.college.indiana.edu/cpc/policies/chairs-directors.html; voted by the Department on xxx) Every year the Department submits a report to the Dean that reviews its chair’s performance in research, teaching and service, with special consideration of their effectiveness in the execution of the responsibilities of a chair. The committee in charge of the review is the Salary Review Committee, whose members are drawn from among the tenured and tenure-track faculty. The committee shall invite all faculty in the department by email to offer comments on the chair’s performance. All comments must be made in writing to at least one committee member and will be kept anonymous. The committee then must ensure that their report to the Dean both describes and considers the full spectrum of substantive faculty views that they receive. It is expected that the Dean will respond to the committee in the rare instance that serious concerns with the chair’s leadership are expressed.
202.
ASSOCIATE CHAIR. The Associate Chair, appointed by the Chair, assists the Chair with the administration of the department, with particular emphasis on overseeing non-tenure-track faculty.
203.
DIRECTORS. The Chair will name tenured/tenure track faculty members to fill assistant positions in the administration of the Department. Presently, the Chair names the following directors:

Director of Graduate Studies

     Director of the Hispanic Linguistics Program 

Director of Undergraduate Studies
     Director of the Hispanic Literature and Culture Program
Director of the Portuguese Program
     Director of the Catalan Program
Outreach Coordinator




203.1    PROGRAM DIRECTOR.  The Director is the individual to whom the chair directs inquiries and requests for initiatives, updates and information. The Director is responsible for disseminating information regarding program-specific initiatives and convening meetings of all group members so that the information they provide to the chair represents the ideas of the group. Generally, the Director provides content-specific advising at the graduate level in that program as well as occasional consultation with UGs pursuing the content area, when necessary. (Definition approved April 14, 2017)



204.
DEPARTMENT PROGRAMS. The Department offers courses and other activities in Spanish language, language education, Spanish and Spanish American literature, Portuguese language and Lusophone literatures, Hispanic linguistics, and Catalan language and literature. In matters concerning these diverse areas of specialization, the Chair receives advice and counsel from the various program directors as well as from the faculty members and advisory groups and the faculty as a whole.

205.
INSTRUCTIONAL STAFF. The teaching mission of the Department is carried out by the following groups:

Tenure-stream faculty (tenured and tenure-track)

Non-tenure-track faculty (core NTT faculty [lecturers and senior lecturers], and visiting faculty [including postdocs])
Associate Instructors (including external associate instructors)
206.
SUPPORT STAFF. Six staff members assist the Chair and Faculty in carrying out the Department's missions: (1) Administrative Assistant/Fiscal Officer; (2) Graduate Services Coordinator; (3) Scheduling Specialist; (4) Senior Office Services Assistant; (5) Web Specialist and Undergraduate Coordinator and (6) Professional Academic Advisor. 

207.
DEPARTMENTAL E-MAIL LISTS. The following list serves are used within the Department and are restricted to the communication of academic, professional and culturally relevant events to the members of each list (the extension is LOWER case "L"):
 



span_all-l@list.indiana.edu             
[all faculty, emeriti, staff, lecturers, grad students & by request]

         
span_ttfac-l@list.indiana.edu 

[all tenured/tenure-track faculty]            


span_tenured-l@list.indiana.edu

[tenured faculty]


span-full-prof-l@indiana.edu

[full professors]


span-emeriti-l@list.indiana.edu

[all emeritus faculty members]


            
lecturers-l@list.indiana.edu

[core NTT faculty]

           
NTT-l@list.indiana.edu


[core and visiting NTT faculty]

            
visiting-ntt-l@list.indiana.edu

[visiting NTT faculty]

Portuguese-l@list.indiana.edu

[fac, grad students, associates in the Port program & by request]


 
basic-language-l@list.indiana.edu
[everyone teaching basic language courses]


 
S280-up-l@list.indiana.edu

[everyone teaching S280 and up]

             spangrad-l@list.indiana.edu

[all graduate students]


spanteach-l@list.indiana.edu

[AIs, outside AIs & NTT currently teaching]

hisp_lit_events-l@list.indiana.edu
[faculty & grad students in literature program & by request]

spanling-l@list.indiana.edu

[faculty & grad students in linguistics program & by request]


hisp-lit-fac-l@list.indiana.edu

[TT literature faculty]

hispling_fac-l@list.indiana.edu
[TT linguistics faculty]

The Administrative Assistant maintains the lists.
300.
TENURE-TRACK & NON-TENURE-TRACK FACULTY
301.
ADVISORY GROUPS. When called upon, the faculty as a whole has legislative functions. The following groups may also be called upon for counsel by the Chair: 

Faculty




Professors & Associate Professors

Graduate Faculty


Area groups within the Faculty

Chair's Advisory Committee 

Graduate Student Advisory Committee
302.
THE FACULTY. The Faculty consists of those instructors and professors in the Department who are defined as voting members, associate members and emeritus members of the Indiana University faculty in the document entitled Organization of the Faculty, which is published in the Academic Handbook. Faculty members who hold joint appointments with other departments have the same voting privileges as those who are full time in the Department. The Chair communicates regularly with the Faculty (via e-mail, memos, meetings, personal conferences, etc.) to keep them abreast of all activities and decisions. Faculty are cordially invited to maintain open communication with the Chair.

302.1
NON-TENURE-TRACK (NTT) FACULTY: VISITING LECTURER WITH MA, LECTURER, SENIOR LECTURER AND VISITING LECTURER WITH PH.D. APPOINTMENTS

The following policy was endorsed by the Faculty during the regular meeting of 4-23-02; revised on 4-8-08, 12-2-08, 3-27-09, and again on 9-25-15 and 11/6/15.


1. Scope and Rationale 

This policy is in conformity with the College of Arts and Sciences “Policy on Non-Tenure Track Faculty (1997; Revised 2007),” the University’s Non-Tenure-Track Academic Appointee Handbook (Office of the 
Vice Chancellor for Academic Affairs and Dean of the Faculties, August 2002), and the IUB Academic Guide (Dean of Faculties – updated May 2008); link: www.indiana.edu/~vpfaa/download/ntt_handbook_2002.pdf. The appointment of instructional staff to the ranks of Visiting Lecturer with MA, Lecturer, Senior Lecturer and Visiting Lecturer with Ph.D. shall be limited to situations in which an immediate short-term need presents itself, or where such appointments are consonant with the specific teaching and service missions of the department.


2. Definition

Visiting Lecturers with MA, Lecturers, Senior Lecturers and Visiting Lecturers with Ph.D. contribute either by teaching alone or by some combination of teaching and service.


3. Conditions of Employment

Visiting Lecturers with MA are appointed for terms as per university policy and continued employment is contingent upon satisfactory performance and continuing institutional need. Visiting Lecturers with MA must have an MA degree (ABD preferred) and a minimum of two years teaching experience at the college/university level; they generally teach first- and second-year courses. Visiting Lecturers with MA seeking appointment at the Lecturer rank may apply and submit materials based on the guidelines specified for the nationally-advertised Lecturer positions.

Lecturers are hired through a nationally-advertised search and appointed for terms as per university policy. Lecturers’ continuation of employment is dependent upon satisfactory performance and other factors specified in the NTT Academic Appointee Handbook. Lecturers must have an MA degree (ABD preferred) and a minimum of four years teaching experience at the college/university level; they generally teach first- and second-year courses. After completion of a minimum of three years in rank and no more than six years, Lecturers may seek promotion to the rank of Senior Lecturer. 

Senior Lecturers are appointed for terms as per university policy and continuation of employment is dependent upon satisfactory performance and other factors specified in the NTT Academic Appointee Handbook. The Senior Lecturer title may involve administrative or other duties well beyond the scope of ordinary classroom instruction. In general, Senior Lecturer candidates will have demonstrated significant pedagogical achievements, such as assuming teaching leadership roles, developing classroom innovations, receiving national recognition for their work, and, if applicable, assuming administrative duties.

Visiting Lecturers with Ph.D. are appointed for one-year terms (specifically 10 months) as per university policy, with the possibility of one 1-year renewal if performance is satisfactory and there is continuing institutional need. Visiting Lecturers with Ph.D. must have the Ph.D. in hand by the date of appointment; they generally teach courses at the advanced second-year and third-year levels.

Visiting Lecturers with MA, Lecturers, Senior Lecturers, and Visiting Lecturers with Ph.D. are expected to report annually on their teaching and/or service, and to provide appropriate evidence of the quality of their performance. The Non-Tenure-Track (NTT) Review Committee annually 1) evaluates the quality of NTT faculty’s performance in the areas of teaching and/or service, and 2) makes recommendations to the Departmental Chair on contract renewal/reappointment based solely on performance in these two areas.  The NTT Review Committee will assign one of the following performance ratings to each member of the instructional staff: outstanding, good, satisfactory, or unsatisfactory. If the NTT Review Committee recommends promotion from Lecturer to Senior Lecturer, the Departmental Chair will bring that recommendation to the full faculty for a vote. In all other cases, the NTT Review Committee makes recommendations to the Departmental Chair or Associate Chair. The Departmental Chair or Associate Chair communicate the review results to NTT faculty within two weeks of receiving the committee‘s recommendations although decanal permission for the department to reappoint may not be guaranteed at that time.

As per the IUB Academic Guide and the NTT Academic Appointee Handbook, in the event of non-reappointment, Visiting Lecturers with MA and Visiting Lecturers with Ph.D. must be given notice at least 1 pay period prior to end of the present appointment. Instructional staff in their first year as Lecturer or Senior Lecturer must be given three months’ notice (Feb. 1; during their second year, six months’ notice (Nov. 1); and thereafter, 12 months’ notice (May 1). Longer-term contracts offered to Lecturers and Senior Lecturers do not carry the same guarantees as tenure. An instructional staff member in these ranks may not be reappointed if his or her performance is judged by the department or the College to be unsatisfactory; if the expedient need which created the demand for the position is no longer present; or if the position is no longer consonant with the academic mission of the department.


4. Rights and Obligations
Visiting Lecturers with MA, Lecturers, Senior Lecturers and Visiting Lecturers with Ph.D. are expected to provide evidence of up-to-date understanding of the substantive materials of their field, and to show readiness to assume responsibility for classroom pedagogy. They are also expected to participate in departmental activities that are pertinent to their assigned tasks; in return, the department will provide the necessary resources for their teaching and service responsibilities.


Core NTT faculty have the right to attend Regular Faculty Meetings except in those cases where it is deemed inappropriate by the Chair. Core NTT faculty have voting privileges on all NTT-related issues (with the exception of voting for Department Chair which is prohibited by the College). In addition, Senior Lecturers have the right to participate and vote in all promotion cases from Lecturer to Senior Lecturer. (By faculty meeting vote and voted modifications: April 5, 2013, April 11, 2014; March 6, 2015; October 19, 2018).” 

Teaching loads for Visiting Lecturers with MA, Lecturers, Senior Lecturers and Visiting Lecturers with Ph.D., and Post-docs will be decided by the department in consultation with the Dean, and will be consistent with prevailing standards at peer research institutions. In some cases, special service or administrative duties will be assigned at the time of appointment and may affect teaching loads.  Visiting Lecturers with MA, Lecturers, Senior Lecturers and Visiting Lecturers with Ph.D. are not expected to carry out research, but they will have the opportunity for intellectual development and growth as instructors, for example by attendance at workshops and conferences on pedagogy, or through practice in the application of technology to language teaching. Post-docs are expected to carry out research in addition to other assigned duties.

The NTT Review Committee will evaluate all NTT faculty, and will make recommendations to the Chair on performance review, promotion, and contract renewal. The Chair will take these evaluations into consideration when determining annual performance, promotion, and contract renewal.

The salary structure for Lecturers and Senior Lecturers is separate from that for tenured/tenure track faculty; increases are allocated in accordance with departmental policies. Salaries for visiting faculty are determined by the College and/or the University.

Additionally, all NTT faculty will be evaluated in writing by the course supervisors, DBLP, ADBLP, DIT, DUGS or AC as appropriate. These supervisor evaluations provide the NTT faculty the ability to reply in writing to observations on their performance. Any grievance of the evaluative process by the NTT under review allows for due process. The following outlines the grievance procedure:

a. The NTT faculty member must meet with the supervisor in charge of the evaluation to discuss the review and his/her written reply. The meeting must take place within 10 business days of the date on the evaluation. The supervisor will write up a short report on the meeting and provide a copy to the NTT faculty member for his/her possible written reply.

b. For NTT faculty teaching at or below the S250 (4th semester) level:

In the event of disagreement on the evaluation and supervisor’s follow-up report, the NTT faculty member has 10 business days from the date of the supervisor’s follow-up report to file a written grievance with the Assistant Director of Basic Language Program (ADBLP). The ADBLP will convene a meeting of the supervisor and the NTT faculty member to discuss the written materials and grievance. The ADBLP will document the results of that discussion, and provide a copy to the NTT faculty member, to which he/she may reply.

Should disagreement on the evaluation continue, the NTT faculty member must file a written grievance with the Director of Basic Language Program (DBLP) within 10 business days of the date of the ADBLP report. The DBLP will discuss the evaluation and reports with the NTT faculty member and will write a follow-up report on their meeting. A copy will be provided to the NTT faculty member for his/her consideration and possible reply.

c. For NTT faculty teaching above the S250 (4th semester) level who are not directly supervised by the DUGS: 

In the event of disagreement on the evaluation and the supervisor’s follow-up report, NTT faculty who are not directly supervised by the DUGs have 10 business days from the date of the supervisor’s follow-up report to file a written grievance with the DUGS. The DUGS will convene a meeting of the supervisor and the NTT faculty member to discuss the written materials and grievance. The DUGS will document the results of that discussion, and provide a copy to the NTT faculty member, to which he/she may reply.

d. Following a meeting with either the DUGS or the DBLP, should the NTT faculty member wish to continue the grievance, she/he must contact the Departmental Chair in writing within 10 business days of the DBLP report. The Departmental Chair will appoint an ad hoc committee of 2 members of the tenured/tenure track faculty and 1 member of the NTT faculty to review the grievance and write a final decision on the case. The written decision will be sent to the Departmental Chair and to the grievant. In the event that the department finds the grievance to be without merit, the Departmental Chair shall inform the NTT faculty member of avenues of appeal beyond the department. 

5. Procedures for NTT Annual Performance Reviews and Enhanced Reviews

For the purposes of annual performance reviews for Visiting Lecturers with MA, Lecturers, Senior Lecturers and Visiting Lecturers with Ph.D., promotion from Lecturer to Senior Lecturer, and enhanced third-year reviews for Senior Lecturers, all NTT faculty will submit their dossier of materials to the NTT Review Committee by a pre-announced date so that the committee may make its recommendations to the Chair prior to relevant reappointment notification deadlines. Annual Review materials are to be submitted electronically, following the procedures established by the Department Chair. The materials should include items from the NTT faculty member’s time in the NTT ranks at Indiana University up to but not more than the past three calendar years. All material dating from prior to the three-year window should be removed promptly from annual review and salary folders. The DBLP will provide the Committee with copies of standard syllabi for both Spanish and Portuguese language courses. All NTT faculty will be evaluated only on the written documentation included in the dossier.  

Materials are to be submitted in a professional, organized and easy-to-read format:

A. For Visiting Lecturers with MA, Lecturers and Visiting Lecturers with Ph.D.:
Regular Annual Reviews: 

[note: (c) and (g) are created by the candidate based on information found in (d) and (h), respectively];

a) CV with focus on teaching and administration; 

b) Personal statement on professional activity, pedagogical achievements and future goals, and, if applicable, curriculum development and administrative duties during the three-year window; 

c) A summary chart including the term and year, course number(s), number of students, BEST mean score ratings for outstanding course quality and for outstanding instructor performance, and the percentages of students who strongly agree/agree on these BEST items of outstanding course quality and outstanding instructor performance. Please refer to the BEST Summary Chart Template to format your chart; 

d) BEST student evaluations; 

e) Class observation reports; 

f) Supervisor’s evaluation (in cases where NTT faculty teach beyond the S250 level these evaluations may be completed by the Director of Undergraduate Studies and/or the faculty or course supervisor); 

If you have supervisor duties, please also include the following:

g) A summary chart of supervisor evaluation results, if applicable, including the term and year, course number(s), number of instructors and the averages for items 13 and 14 on the BEST evaluation sheet. Please refer to the BEST Supervisor Summary Chart Template to format your chart; 

h) BEST supervisor evaluations, if applicable (original forms or photocopies, with computer printout); 

i) Director‘s Evaluation of Supervisor, if applicable; 

j) An Itemized Project List (IPL). The IPL is a chronological list that documents curriculum-related or administrative projects, initiatives, contributions and/or additional work completed during the specified time period that fall outside of your standard job description as an administrator. Examples might include: curriculum development work such as major revision or overhaul of course materials or content, creating a new course, revising or creating new administrative documents, procedures, or tools for use by instructors and supervisors in the BLP, collaboration with colleagues on any of the above, etc.

Lecturer seeking promotion to Senior Lecturer:

In addition to the materials listed above for a regular annual review, the dossier for promotion should include documents from every year in rank and the following materials should be added to the dossier:


a) Evidence of curriculum development, if applicable: any original pedagogical materials and evidence of course development;

b) Further evidence of pedagogical excellence: documentation of leadership positions in teaching, awards or formal recognition of teaching excellence, unsolicited student feedback, etc.; 

c) Evidence of professional development: attendance or presentations at conferences, classroom innovations, pedagogical research/publications, professional activities beyond the university, special workshops or training, etc. 

B. For Senior Lecturers (Regular Annual Reviews Not Enhanced Review)

[note: (c) and (f) are created by the candidate based on information found in (d) and (g), respectively];

a) CV with focus on teaching and administration; 

b) Personal statement on professional activity, pedagogical achievements and future goals, and, if applicable, curriculum development and administrative duties; 

c) A summary chart including the term and year, course number(s), number of students, BEST mean score ratings for outstanding course quality and for outstanding instructor performance, and the percentages of students who strongly agree/agree on these BEST items of outstanding course quality and outstanding instructor performance. Please refer to the BEST Summary Chart Template to format your chart; 

d) BEST student evaluations;

e) Any original syllabi and/or original curriculum development, if applicable;

f) An itemized project list (IPL) including a chronological record of projects, initiatives, contributions and/or other work completed during the requested time period that you wish to document.

If you have supervisor duties, please also include:

g) A summary chart of supervisor evaluation results, if applicable, including the term and year, course number(s), number of instructors and the averages for items 13 and 14 on the BEST evaluation sheet. Please refer to the BEST Supervisor Summary Chart Template to format your chart; 

h) BEST supervisor evaluations, if applicable (original forms or photocopies, with computer printout); 

i) Director‘s Evaluation of Supervisor, if applicable; 

Enhanced review for Senior Lecturers (to coincide with Five-Year Contract Renewal):
In addition to the materials listed above for regular annual review of Senior Lecturers, the following materials should be added for an enhanced review:

a) Classroom observation reports.
6. Promotion to Teaching Professor Criteria and Procedures: The Chair will invite each Senior Lecturer to have an annual conversation with about their progress towards promotion to Teaching Professor, if they so choose. Around the fifth year in the rank of Senior Lecturer (or at the request of the candidate), the Chair and the Senior Lecturer can determine whether the candidate would like to move toward promotion. If this decision takes place in the fifth year, the review will coincide with the enhanced review for the purposes of contract renewal. When a Senior Lecturer wishes to be considered for promotion to Teaching Professor, they will inform the Chair of this in writing as early as possible in the academic year and at the latest by January 15. The Senior Lecturer will undergo an enhanced annual review that involves a report by a committee of two rank-appropriate faculty members appointed by the Chair in consultation with the candidate. The candidate’s dossier and report will be discussed at a meeting of the rank-appropriate faculty, comprised by all tenured and teaching professors, before the report is shared with the candidate. During the discussion of the case, there will be a vote exclusively on whether the dossier presented by the candidate is meritorious for promotion based on criteria defined below. 
A. Criteria for Teaching Professor: Promotion from the rank of Senior Lecturer to Teaching Professor is reserved for those NTT faculty who display exemplary achievement in the areas of teaching and pedagogical leadership. Teaching activities may include classroom-based instructional accomplishments as well as teaching, advising, and professional training of students outside the classroom. Pedagogical leadership refers to activities that shape pedagogical practices and outcomes beyond one’s own classroom. To achieve the rank of teaching professor, it is expected that the impact of these contributions extends beyond the department, to enhance the teaching mission of the College, the University and/or the discipline. Not every Senior Lecturer is expected to achieve the rank of Teaching Professor; a negative promotion decision or the decision not to pursue promotion should not be viewed as a reason for non-reappointment. In the case of a negative decision for promotion to Teaching Professor, the candidate may reapply. 
For a positive promotion evaluation, a senior lecturer must be rated as excellent in the area of teaching on a scale that includes the following categories: excellent, very good, effective and ineffective. Although research and/or service activities may contribute to one’s profile of accomplishment insofar as they enhance the teaching mission of the department, school or university, they are not to be evaluated separately. A rating of excellent requires outstanding achievement in the areas of teaching and also pedagogical leadership. In contrast, a rating of very good might be awarded to individuals whose achievements are also outstanding, but are limited to only one of these two domains. Additionally, for a rating of excellent, there should be strong indications in the promotion dossier that the candidates will maintain and enhance the demonstrated level of performance. 
a) Evidence of teaching excellence: Evidence of outstanding teaching should be drawn from a variety of sources and perspectives, including but not necessarily limited to: peer evaluations of classroom teaching; documented continuous refinement and improvement of course content; evidence of achievement of learning objectives through samples of student work; formal student evaluations; solicited and unsolicited student comments; mentoring or advising that results in high-quality achievements by students and advisees; and teaching awards and honors. While quantitative student evaluations may seem to offer easy, clear evaluative benchmarks, the qualitative evaluation of instruction is especially important, and this evaluation should not be based on numbers alone. 

b) Evidence of pedagogical leadership: Measures of pedagogical leadership include, but are not limited to: development of instructional approaches, curricular materials, and assessment instruments that are used or referenced by others in the field; curricular innovation that may include designing, piloting, and/or implementing new courses and the use of new textbooks; leadership in professional and accrediting bodies related to pedagogy; substantial service with non-profit or public entities related to pedagogical expertise; leading pedagogical workshops for instructors beyond the department; significant mentoring of students that contributes to their intellectual and personal development; invitations to present at regional, national or international meetings of professional pedagogical societies; and awards from pedagogical organizations. 
While an overall ranking of excellence in teaching for promotion to Teaching Professor does not require that the candidate demonstrate outstanding accomplishments in each and every area of classroom teaching and pedagogical leadership, the overall body of evidence must demonstrate outstanding classroom instruction, as well as recognized leadership, innovation, and achievement within and beyond the home unit. 
c) Research and service in support of teaching: While promotion to Teaching Professor will be based solely on the candidate’s performance in the general category of teaching, any research, creative activity, or service that contributes to the teaching mission of the department, College, university or the profession may be considered in the evaluation of the candidate’s teaching. It is the responsibility of the candidate to demonstrate how research and service activities are related to this teaching mission. By the same token, a lack of substantive accomplishments in the areas of research and service may not be viewed as evidence against a rating of excellence in teaching. 

Teaching-related research need not be focused on teaching per se; any research that demonstrably advances instructional practices and improves instructional outcomes could be seen to enhance a candidate’s profile. Such research must be published in recognized academic forums such as anthologies, textbooks, or journals. Both collaborative and single-authored research will be considered, but in the case of the former, the candidate will be responsible for documenting the responsibilities and involvement of each author in the research and publication processes. Supporting evidence of research contributions to teaching may include research-related fellowships, grants, honors and awards. 

Evidence of service in support of teaching might include contributions to the department, College, university, profession, and community. In any of these contexts, the service should make a demonstrable contribution to student learning and/or instructional methods and practices.  

B. Procedures

a) Referees: In the spring semester prior to the year when the promotion case is to be considered, the Chair of the Department will consult with members of the department and, when appropriate, the relevant members of any center with which the faculty member is affiliated, in order to prepare a list of six potential referees (four external and two internal, with “internal” meaning internal to IU but not from the department). Subsequently, the candidate will be asked to submit a list of potential external and internal referees (four external and two internal) to the Chair of the Department. Each list must include 6 names and should be submitted together to the divisional Associate Dean for approval and selection. The candidate and department lists must be developed independently, and the chair must include embedded links to prospective referee web pages and explain the relationship with the candidate in a short statement. If the department’s list of recommended referees overlaps with the candidate’s list of recommended referees, these referees’ names will count as candidate-recommended referees. This process is followed to ensure the department’s list is independent of the candidate’s list. Once the letters arrive, candidates may request to see them, and departments must oblige by allowing the candidate to read the letters. However, it is generally recommended that the candidate not insist on reading the letters at least until after the eDossier has left the department. 

Referees should hold a rank comparable to or above the rank being sought (Teaching Professor, Full Professor, Full Professor of Practice or Full Clinical Professor, and in exceptional cases, Associate Professors) and have the appropriate expertise to evaluate the candidate’s record. University administrators, directors of professional organizations and other professionals with relevant expertise in the area of teaching or teaching-related service of the candidate may be considered as potential referees. Internal referees cannot be from the Department. External referees should generally be from comparable or more highly regarded institutions. MA thesis and dissertation advisors, close personal friends, collaborators, former students, or other individuals who might be viewed as having a conflict of interest are not to be asked to serve as referees. The expectation is that there will be six letters in the file: normally three from the candidate’s list and three from the department’s list. There may not be less than six letters.  On occasion there may be more than six letters if additional letters are requested in an effort to ensure that the six-letter minimum is achieved and more than six ultimately are submitted by the referees. All solicited letters should be included in the candidate’s dossier prior to the department vote, so that all rank-appropriate faculty members have access to this information.  

b) Candidate’s Statement: The candidate is required to complete and submit a draft of their personal statement to the department Chair no later than May 15th prior to promotion consideration. This teaching statement should describe the impact of the candidate’s teaching beyond the department and within the department, highlighting the teaching and teaching-related accomplishments on the CV in a narrative trajectory and making reference to current work and future plans. A succinct statement is most effective and the maximum statement length should be 10 pages, single-spaced. The candidate’s statement should include sections describing their teaching philosophy, all courses taught, pedagogical methods and learning outcomes, and any past, present, or future course development activity. The statement should clarify the candidate’s contributions to pedagogical leadership. It should also contain a discussion of service and, if applicable, research activities related to teaching, in the context of the candidate’s case for their pedagogical leadership and impact beyond the department. The personal statement should be accessible to several audiences, including referees, fellow department members, other university colleagues, and administrators. Candidates are encouraged to seek advice on their personal statements from recently promoted teaching professors or tenured faculty. It is recommended that an abridged version of the candidate’s personal statement be included in the information sent to referees. 
c) Evaluation of Teaching Excellence, Pedagogical Leadership and Research and Service in Support of Teaching
For the assessment of excellence in teaching, we prioritize the creation and delivery of classroom instruction as demonstrated through the following materials: 
1. Numerical student course evaluations; 

2. Student written evaluations; 

3. Peer evaluations; 

4. Curriculum development, if applicable, including any original pedagogical materials 

For the assessment of pedagogical leadership, we prioritize the following: 

5. Pedagogical excellence: leadership positions in teaching, awards or formal recognition of teaching excellence, unsolicited student feedback, etc.; 

6. Professional development: attendance or presentations at conferences, classroom innovations, pedagogical research, professional activities beyond the university, special workshops or training, etc.  

7. The development of significant mentorship relationships. In the case of promotion from senior lecturer to teaching professor, we expect that such activities will constitute a significant element of the teaching-related activity. Such mentoring activities may include the following: 

a). Graduate student supervision of teaching; 

b). Undergraduate mentoring (service learning, study abroad, student clubs and associations, award nominations, etc.); 

8. Teaching publications and original curricular materials circulated beyond the department.  
d) eDossier: The Chair of the Department is responsible for ensuring that the eDossier is compiled correctly; no promotion candidate should be expected to prepare their own eDossier without the assistance of departmental staff or the oversight of the Chair. Access to the eDossier will be password-controlled and only rank-appropriate faculty and administrators will have access to the eDossier. The Chair of the department will be responsible for identifying those in the department who should have access to the eDossier once it is uploaded and ready for review. 
All rank-appropriate faculty have the right and responsibility to review the eDossier prior to the departmental vote. 

The Chair will provide a current list of items required for the eDossier to all senior lecturers.   

e) Promotion Committee and Report: During the spring semester, and prior to the deadline by which the promotion case must be submitted, the Chair works with the candidate and the advisory committee to select a review committee that has the appropriate rank and expertise to evaluate the eDossier. The departmental review committee should include two rank-appropriate faculty (Teaching Professors, Full and Associate Professors).  The review committee is charged with submitting a written report to all rank-appropriate faculty evaluating the candidate’s case for promotion. In particular, the committee report will include:  

• an evaluation of the candidate’s teaching record, pedagogical leadership,and contributions beyond the Department consisting of a discussion of teaching metrics that includes the numerical student evaluation scores, written comments, and peer reviews, as well as a narrative that provides an assessment of such factors as breadth, content, and innovation;  

• a summary and evaluation of both the external and internal referees’ assessment  (one that avoids long quotations from the letters themselves); and,  

• an evaluation of department, university, professional, and community service as related to teaching (local, national, and international), and, if applicable, of research as related to teaching.  

The review committee report must conclude with a recommendation to the department regarding promotion to Teaching Professor on the basis of teaching excellence and pedagogical leadership. The committee report will be made available to all rank-appropriate faculty for review prior to the department meeting. This is a confidential document that cannot be shared outside the eligible voting members prior to the department vote and it is formally included in the eDossier.  

The review committee report should not be edited in response to the departmental deliberation and vote. The Chair’s letter must describe the discussion and deliberation in the department meeting and vote, capturing the range of assessments presented at the meeting of the vote-eligible faculty, giving later reviewers a better understanding of the grounds for both positive and negative votes (if any). Only faculty members in Spanish and Portuguese with 0.5 FTE and greater may vote. An overall vote on promotion must be taken, as well as a separate vote in the area of teaching, using campus-wide evaluative categories.  

f) Department Meeting and Vote: The Department will hold a meeting early in the Fall semester to consider its promotion recommendation for the candidate. The Chair is responsible for presiding at the meeting and for ensuring that there is ample time to discuss the case; they should remind faculty it is their obligation to express their views whether positive or negative, but it is particularly important if they do not plan to support the case for promotion. Voting members meet and discuss the committee report and the case. Faculty members unable to attend the meeting are still eligible to vote if they have been “materially engaged” in the review process. Such absentee votes must be received by the Chair electronically at least 30 minutes before the meeting begins. Faculty members who are away from campus are encouraged to participate in the meeting electronically. No proxy votes are allowed. The departmental recommendation must be based on the ballots from three or more vote-eligible faculty members, not including the Chair.  

Following discussion, members vote by secret ballot on whether to recommend promotion based on excellence in teaching. Prior to the vote, the Chair will review campus criteria and requirements for a vote in support of the candidate solely on the category of teaching. The four options on the ballot are excellent, very good, effective, and ineffective. The Chair must make clear at the meeting that in order to register a positive vote on the ballot for promotion, the ballot must indicate excellence in the area of teaching. All other votes will register as a negative vote. Faculty members have the right to abstain. The Chair’s letter should provide an account of any absences or abstentions.  

When all ballots have been submitted, the votes will be tallied by the Chair’s secretary/fiscal officer, and the Chair will inform the rank-appropriate faculty members of the results. The anonymity of the individual votes will be maintained, although the ballots will be kept in a signed and sealed envelope by the Chair of the Department in case that they are requested by the Executive Dean or the Provost. Alternatively, the vote can be recorded by electronic means and an electronic report would be produced. The Chair of the Department does not vote on the departmental ballot, but rather records their vote as part of the Chair’s review and on the routing sheet. The Chair should meet with the candidate in a timely fashion to discuss the vote after the Department meeting. 

g) The Department Chair’s Review: After the department vote, the Chair of the Department writes a separate statement. The statement includes a description of the department’s deliberations and an account of the discussions in the meeting that might explain the vote, particularly in the case of negative votes, abstentions, absentees and faculty who fail to vote. The Chair also offers an independent recommendation regarding promotion; this recommendation is not bound by the department vote. The Chair’s statement, the departmental review committee report, and the recorded vote are added to the eDossier. The completed file is then forwarded to the College of Arts and Sciences through the eDossier process. The deadline for submission of the file to the College is generally in September. 

h) Degree of Candidate Access to File: According to Indiana University policy, all eDossier materials including review letters must be shared with the candidate upon request at any time in the review process. Candidates may add new material to the eDossier at any time during the review process and should do so if new information becomes available that would improve the case for promotion.  

7. Core Lecturer Merit Salary Policy*

Committee members assign merit points based on the following guidelines. Half points are permitted. Discrepancies between overall rankings assigned by individual committee members must be no greater than one point on the 0-8 point scale. 

1) Lecturers and Senior Lecturers with a 3-3 (or otherwise defined all-teaching) load

*This is an internal annual evaluation done independently of the annual review 

	Teaching 

7 total points
	Additional Contributions

1 total points

	4 pts possible: BEST mean score rating Outstanding Instructor (OI) in the last 3 years (or duration of position if < 3 years).

BEST mean score range, OI

Points awarded

5.0 – 4.5
4 pts

4.49 – 4.0
3.5 pts

3.99 – 3.5
3 pts

3.49 – below
2.5 pts

3 pts possible:  Other teaching-relating evaluations and contributions from the last three years (or duration of position if < 3 years).

Evaluation may include but is not limited to the following considerations:

· Teaching observations

· Annual supervisor/director evaluation of instructor*

· Efforts in curriculum development (if applicable)

· BEST evaluation comments from students

· Other teaching-related activities or initiatives
	1 pt possible: Based on evaluation of instructor’s additional contributions from the last three years (or duration of position if < 3 years).

Not limited by category (ie. excellent service alone could merit 1 pt).

1) Service to department/profession such as, but not limited to the following:

· Participation in departmental activities such as clubs, theater groups, student-oriented events, etc.

· Work with students abroad

· Workshop presentations

· Committee service

2) Professional development activities such as, but not limited to the following:

· Conferences attended or presented

· Trainings or workshops 

· Related certification programs 


2) Lecturers and Senior Lecturers with a 2-2 teaching load and administrative duties (Supervisors/Assistant Directors)

	Teaching 

5 total points
	Administration 

2 total points
	Additional Contributions

1 total point

	1) 3 pts possible: BEST mean score rating Outstanding Instructor from the last three years (or duration of position if < 3 years).

BEST mean score OI range

Points awarded

5.0 – 4.5
3 pts

4.49 – 4.0
2.5 pts

3.99 – 3.5
2 pts

3.49 – below
1.5 pts

2) 2 pts possible:  Other teaching-related evaluations and contributions from the last three years (or duration of position if < 3 years).
Evaluation may include but is not limited to the following considerations:

· Teaching observations

· Annual supervisor/director evaluation of instructor (as applicable)

· BEST evaluation comments from students

· Other teaching-related activities or initiatives
	2 pts possible:  Based on evaluation of instructor’s administrative contributions from the last three years (or duration of position if < 3 years).

Evaluation may include but is not limited to the following considerations:

· BEST evaluations of supervisor (as applicable)

· Director’s evaluation of supervisor (as applicable)

· Position-related administrative or curricular activities such as course revision or development, curricular initiatives, revision or creation of new assessment materials or formats, etc., as described in the instructor’s personal statement, CV and IPL* [Itemized Project List], if included
	1 pt possible: Based on evaluation of instructor’s additional contributions from the last three years (or duration of position if < 3 years). 

Not limited by category (ie. excellent service alone could merit 1 pt).

1) Service to department/profession such as, but not limited to the following:

· Participation in departmental activities such as clubs, theater groups, student-oriented events, etc.

· Work with students abroad

· Workshop presentations

· Committee service

2) Professional development activities such as, but not limited to the following:

· Conferences attended or presented

· Trainings or workshops 

· Related certification programs


3) Lecturers and Senior Lecturers with a 1-1 teaching load and administrative duties (Directors)

	Teaching 3 total points


	Administration 4 total points
	Additional Contributions 1 total points

	1) 1.5 pts possible: BEST mean score rating Outstanding Instructor from the last three years (or duration of position if < 3 years).

BEST mean score OI range

Points awarded

5.0 – 4.5
1.5 pts

4.49 – 4.0
1 pt

3.99 - below
.5 pt

2) 1.5 pt possible: Other teaching-related evaluations and contributions from the last three years (or duration of position if < 3 years).  Evaluation may include but is not limited to the following considerations:

· Teaching observations*

· BEST student evaluation comments

· Other teaching activities or initiatives


	4 pts possible:  Based on evaluation of instructor’s administrative contributions from the last three years (or duration of position if < 3 years).

Evaluation may include but is not limited to the following considerations:

· Position-related administrative or curricular activities such as course revision or development, curricular initiatives, revision or creation of new assessment materials or formats, etc., as described in the instructor’s personal statement, CV and IPL [Itemized Project List], if included


	1 pt possible: Based on evaluation of instructor’s additional contributions from the last three years (or duration of position if < 3 years).
Not limited by category (ie. excellent service alone could merit 1 pt).

1) Service to department/profession such as, but not limited to the following:

· Participation in departmental activities such as clubs, theater groups, student-oriented events, etc.

· Work with students abroad

· Workshop presentations

· Committee service

2) Professional development activities such as, but not limited to the following:

· Conferences attended or presented

· Trainings or workshops 

· Related certification programs


*Directors will be observed in the classroom on a triennial basis at minimum so there will always be an observation report available for the annual review.  Any faculty member of equal or greater rank may observe directors.

302.2    ADJUNCT FACULTY. Adjunct faculty members from other departments may serve on HISP Ph.D. 
qualifying exam and doctoral committees (as per Section 816). Adjunct faculty do not teach HISP courses, serve on MA exams or have a vote in departmental decisions. The vetting process works as follows: a Spanish and Portuguese tenured/tenure track faculty member must nominate an external faculty member for adjunct status, and submit a copy of the CV and a short description of his or her area(s) of expertise to the Department. The tenured and tenure-track members of the Department then discuss and vote on granting adjunct status.
302.3 
Tenure Stream Hires 

Tenure stream hires are among the most significant investments that a department will make. Authorization requests for new lines must be based on careful consideration of many factors, including demand according to the number of students in a particular area, teaching needs and new research trends. Proposals for new hires may be developed, for example, by specific programs within the department. Hiring priorities and proposals shall be presented to and discussed by the entire faculty as part of a general discussion and ranking of hiring priorities. Following departmental discussion, proposals and requests for hires may then be made to the College. 

303.
FACULTY MEETINGS AND VOTING. Faculty meetings are one forum for Department discussion. The Chair will prepare an agenda for meetings and distribute it in advance. The minutes of the meetings are to be recorded in skeletal form and consist of a statement of the topics discussed, the motions made and the votes taken. They are to be distributed in this form to the members of the faculty. A file of the minutes is kept in the office of the Chair. 

Core NTT faculty have the right to attend Regular Faculty Meetings except in those cases where it is deemed inappropriate by the Chair. Core NTT faculty have voting privileges on all NTT-related issues including Chair selection. The role of non-tenure-track faculty in governance within the department shall be determined by vote of the tenured and tenure-probationary faculty of the unit, provided that where non-tenure-track appointees have voting privileges, their voting participation must be structured in a way that reserves at least 60% of the voting weight to tenure track faculty. By faculty meeting vote and approved modifications: 4-3-13; 4-11-14; 3-6-15; 11-2-18). 


The faculty welcomes the participation of a representative of GSAC at faculty meetings. This representative has no voting privileges and attends meetings provided there is no conflict of interest as determined by the chair. (Endorsed during the regular faculty meeting, April 5, 2013)
304.
SALARY POLICY. 
The following document was endorsed by the faculty during the regular meeting of 9-22-98 and revised and endorsed at the faculty meetings on 9-28-99, 4-2-02, 3-6-07, 10-30-09 and 4-22-11. It refers to the salary policy for tenure-stream faculty.
Guiding Principles:

A. 
It is important to distinguish between making policy and implementing policy. The Salary Committee is charged with implementing policies.

B.
All decisions affecting faculty salaries rest with the tenured/tenure track faculty. In addition to being an ex-officio member on the Salary Committee, the Chairperson serves as advocate for faculty decisions.

C.
The Chairperson must press vigorously at every opportunity for equity adjustments. Funds for such adjustments must come from outside the Department budget. The Chair may consult with the salary committee for assistance in identifying inequities and building potential arguments to be presented to the dean.
D.
Merit compensation will take into account the diversity of faculty talent and missions.

E
The type and quantity of documentation required from the tenured/tenure track faculty by the salary committee shall be kept to a minimum.

F.
Salary increments will be calculated in a combination of dollar and percentage amounts for merit.

Composition:  three members, plus the Chairperson (ex-officio).

Term:  One-year, not renewable. The Chairperson is a permanent ex-officio member.

Appointments:
Each year, the Chair appoints one committee member from each rank, using an alphabetical sequence, with the goal of ongoing and fair rotation. The Chair has the discretion to appoint the closest approximate person to the committee—for example, to achieve gender representation, to allow for sabbaticals and other leaves, etc. Faculty members who are less than 100% in the Department budget will serve every other time their names come up in rotation. 
Responsibilities: The Committee is charged with implementing the Department Salary Policy as approved by faculty vote. 

Distribution: Salary increments will be calculated in a combination of dollar and percentage amounts for merit. The funds will be assigned for merit, one-half in dollar amounts, and one-half as a percentage of current salary.  Merit will be assessed according to these guidelines; higher merit will earn a higher percentage of current salary, and lower merit a lower percentage of current salary. 

Documentation:
 Each faculty member is responsible for turning in to the Chair by an announced date only the following documentation for the window of years under consideration: (a) salary checklist, b) CV, c) FARS, d) BEST printouts of statistical data, and e) a maximum 500-word statement (for Chair and other departmental administrators) for salary merit consideration. Annual Salary Review materials are to be submitted electronically, following the procedures established by the Department Chair.

NB: Each year, the Chair will provide the "Guidelines to Accompany Salary dossier and Checklist" and the "Checklist" for the window of years under.

Merit Weighting: There will be two weighting systems. The committee will choose the one most advantageous to the faculty member.

Relative weights:
R = 3

T = 2

S = 2

R = 2

T = 3

S = 2

Merit Rating Procedures: Each year every faculty member will be reviewed for a three-year period, including the last calendar year and the two preceding ones. The review will cover Research, Teaching, and Service, and the following numerical scale will be used:

4 outstanding     3 highly effective     2 effective     1 minimally effective     0 unsatisfactory 

For faculty on leave without a Teaching or Service record for some portion of the three-year period, points will be assigned equal to the average for the remainder of the period.

A total score for each faculty is derived by multiplying the committee's four evaluations by the assigned weight for the category.  Where discrepancies of more than one point arise in the evaluation of a single case, the committee must reach a consensus. Individual judgments of committee members are confidential but all faculty members will have access to the overall ratings, broken down by category, of all faculty members.

305. 
TENURE AND PROMOTION CRITERIA AND PROCEDURES
(Completely revised according to VPFAA and COLLEGE guidelines, by faculty vote, March 7, 2014)

I. Procedures

             A.    Preamble
Promotion and tenure procedures are governed by procedures and guidelines at multiple levels of the institution. Preferred procedures and a digest of official policies endorsed by the Bloomington Faculty Council (BFC) regarding promotion and tenure can be found at: https://www.indiana.edu/~vpfaa/academicguide/index.php/E._Tenure/Reappoi ntment/Promotion/Salary. 

In addition, IU-Bloomington’s promotion and tenure guidelines are described on the website of the Office of the Vice Provost for Faculty & Academic Affairs: http://www.indiana.edu/~vpfaa/docs/promotion_tenure_reappointment/pt- revised-review-guidelines.pdf.

These guidelines outline the criteria for promotion and tenure in the Department of Spanish and Portuguese. They provide a specific departmental context within the general university framework for promotion and tenure of faculty. If the department’s criteria for tenure change during the period of candidacy, the faculty member may choose to be evaluated for tenure under the criteria in force at the time of hiring; promotion reviews are grounded in current expectations.

B.    Compendium of Procedures

1. Annual Reviews
Each tenure-track faculty member will be reviewed annually by the Chair of the Department in consultation with the faculty mentor. These annual reviews provide an opportunity to evaluate whether the faculty member is progressing towards a favorable tenure decision and offer departments an opportunity to bring potential problems to the candidate’s attention in a timely fashion.  A written summary of the annual review must be provided to the candidate.

In the final probationary year before coming up for tenure, the Chair will select two tenured faculty members to draft a report in consultation with the faculty mentor and the Chair. The candidate’s dossier and report will be discussed at a faculty meeting of the tenured faculty, before the report is shared with the candidate.

The Chair will have an annual conversation with each Associate Professor about his or her progress towards promotion to Full Professor. Around the fourth or fifth year in the rank of Associate Professor (or at the request of the candidate), e Chair and the Associate Professor can determine whether the candidate would like to receive a full annual review (following the procedure for Assistant Professor annual reviews) to help the professor move toward promotion. When an Associate Professor wishes to be considered for promotion to Full Professor, she or he will inform the Chair of this in writing as early as possible in the academic year and at the latest by January 15 and undergo an enhanced annual review that involves a report by a committee of three full professors appointed by the Chair in consultation with the candidate. The candidate’s dossier and report will be discussed at a faculty meeting of the full professors, before the report is shared with the candidate. During the discussion of the case there will be a vote on the ratings for each one of the three areas of evaluation. For research and service, the four options are excellent, very good, satisfactory and unsatisfactory. For teaching the options are excellent, very good, effective and ineffective.

The Annual Review dossier of Assistant Professors and of Associate Professors seeking promotion will consist of the following and be prepared in the following manner:


A. This dossier will include the same materials as those presented to the Salary Committee [a) salary checklist, b) CV, c) FARS from the last three years, d) BEST printouts of statistical data, and e) a maximum 500-word statement (for Chair and other departmental administrators) for salary merit consideration; the salary checklist is an internal departmental document in which colleagues tabulate their accomplishments], plus a) typed student comments from BEST evaluations, b) peer reviews of teaching, c) course syllabi, and d) publications and, optionally, works submitted and in progress. In addition, the dossier may be supplemented with an optional cover statement of up to 500 words (for Midterm Reappointment Review, Early Tenure Reviews and Associates seeking promotion to Full Professor, the statement may exceed 500 words). Annual review materials are to be submitted electronically, following the procedures established and announced by the Department Chair.

1. On all documentation, peer-reviewed research should be indicated with an asterisk (*).

2. In the optional cover statement or as a brief addendum to the Appendix (see 2. below), faculty are encouraged to include:

a. Information on the review and acceptance process for conference proceedings

b. Information on the venues of publication, especially foreign publishers

c. Information on the degree to which dissertation research has been translated into subsequent publication: changes made to the dissertation if published as a monograph and the percentage of the dissertation research that has (also) been published in article or book-chapter form.

B. For Midterm Reappointment Reviews (explained below), an Appendix to the salary dossier may include the following material: a) publications that have been submitted and/or accepted, but have not yet appeared; b) works in progress, including book manuscripts; c) additional course information; further documentation of teaching (peer observations, course packets, descriptions of course development, etc.); d) further documentation of service.


2. Midterm Reappointment Review
No later than the third year of the probationary period, the faculty member will receive a midterm reappointment review.  The midterm review is a thorough review that involves a departmental review (personnel) committee report, a vote of eligible department faculty, and a review by the Chair of the Department. The Chair will select two tenured faculty members to draft a report in consultation with the faculty mentor and the Chair. The candidate’s dossier and report will be discussed at a faculty meeting of the tenured faculty, before the report is shared with the candidate. This is an opportunity for senior colleagues to learn more about each junior colleague’s work, provide mentorship, and evaluate the progress towards meeting the criteria towards tenure. In the case of a decision not to reappoint, candidates may appeal the decision following BFC policy: (http://www.indiana.edu/~bfc/docs/policies/nonReappointmentReview.pdf).

In the case where reappointment is made, it is important to emphasize that this decision does not guarantee tenure. Please refer to the College Policy on Midterm Pre-tenure Review: http://college.indiana.edu/faculty/policy/collegepolicies/PreTenureReview.sht ml
3. Review period
A candidate is normally reviewed for tenure and promotion before the seventh year of the tenure probationary period. An early tenure review can occur in an unusually meritorious case or when prior service at another institution warrants such consideration. Work conducted prior to a candidate’s first appointment to IUB (e.g., scholarly or scientific publications) may be taken into consideration as additional evidence of pace, future trajectories, and continuity or change in research interests. Work produced since the tenure candidate’s first appointment at IUB is assumed to be a better predictor of future productivity than earlier work.  In the case of promotion to full professor, emphasis will be placed on work in rank as associate professor.

The University has Family Leave and Medical Leave policies that can affect the timing of promotion by “extending the probationary period” for a pre-specified and contractual period of time. Faculty members considering such leaves should consult with the Associate Executive Dean and the Vice Provost for

Faculty and Academic Affairs.  Faculty members should discuss the timing of the leave and its relation to the promotion and tenure process with the Chair of the Department who will also consult with the Executive Dean’s office and receive approval from the Vice Provost for Faculty and Academic Affairs to ensure that there is appropriate and clearly written documentation of leave agreements (using the “Understanding on Tenure Status” form, found at: http://www.indiana.edu/~vpfaa/forms/index.shtml.)
 
4.1. Primary Criterion for Promotion and Tenure

A candidate must decide the basis for promotion, in consultation with the Department Chair. The basis for promotion and/or tenure in most cases is excellence in research or creative activity. Other bases for promotion are excellence in teaching, service or a balanced case.  In all cases, the dossier must demonstrate at least satisfactory/effective performance in the areas not selected as a basis for promotion.
a. Excellence in Research/Creative Activity: If research or other creative work is the basis for tenure and promotion the candidate must have achieved, or clearly be developing, a position of national and/or international leadership in a substantial field. This must be demonstrated by the evidence in external letters and internal reports, and by pertinent documentation in the dossier.
b. Teaching Excellence: Teaching excellence requires the candidate to provide evidence of a significant national and/or international educational impact on their field outside of Indiana University.  If the

basis for promotion is teaching, the candidate’s teaching record should be comparable to those of the most effective teachers at this institution.
c. Service/Engagement Excellence: This basis for promotion is rarely used and requires demonstrated excellence with national/international visibility and stature resulting from service activities.
d. Balanced Case: This basis for promotion is rarely used and requires a candidate to be “Very Good” in all three performance areas in order for a Balanced Case to succeed.  Specifically, the candidate's overall contribution to the university must be shown to be comparable in excellence overall to that of a candidate with a single primary area. In research or creative activity, this means evidence of significant contribution to a substantial field.  In teaching, it means evidence of an important contribution to teaching inside this university and, where possible, outside of it.  And in service, it means evidence of significant impact on the university or one's discipline.
e.   Satisfactory Service and Good Citizenship: Regardless of a candidate’s basis for promotion, it is also expected that all candidates will make a positive contribution to the professional environments of their departments and will make a positive service contribution to the University and profession. Service is an expected and essential responsibility of all faculty and satisfactory performance is expected both for promotion from Assistant to Associate Professor and for promotion from Associate to Full Professor.
f. Continued Excellence: There should be strong indications in the dossier that the candidate will maintain and enhance the level of performance on which the awarding of tenure and promotion is based.

4.2.
Evaluation of Research/Creative Activity, Teaching and Service

A. Research/Creative Activity

1. Literary and Cultural Studies: 

a. Tenure and Promotion to Associate Professor. 

The centerpiece of the tenure case based on excellence in research will be a refereed book published by a reputable university or trade press that makes a significant contribution to the candidate’s field.  
The candidate will also present additional supporting evidence of research productivity.  Generally, this will include several scholarly articles and/or chapters in well-placed, peer-reviewed publications.  Supporting evidence of excellence in research may also include editing anthologies and/or scholarly journals; critical editions of texts; the award of significant external and internal research grants, fellowships, prizes, honors, or related recognitions; organizing exhibitions; participating in the media; etc.  Candidates are also expected to have presented their research at competitive national conferences.

Finally, the candidate should provide substantial evidence (in the form of presentations, publications, and/or grants) that a second research project is underway.
For a balanced case, although the quantity may be diminished, it is expected that the quality will be the same as for a case based on excellence in research. To receive a rating of very good for tenure and/or promotion, the candidate must present evidence of high-quality and significant contributions to the field(s), although those contributions may not yet have resulted in the same degree of progress toward establishing a national and/or international reputation that is expected for a rating of excellent. 

To receive a rating of satisfactory for tenure and/or promotion, the candidate must present evidence of sustained scholarly or creative activity that is positively evaluated while in rank. A rating of satisfactory in research is insufficient for both a case based on a primary criterion of research excellence and also for a balanced case. 
b. Promotion from Associate to Full Professor. 

The centerpiece of the promotion case based on excellence in research will be an additional refereed book published by a reputable university or trade press that makes a significant contribution to the candidate’s field.

2. Hispanic Linguistics: 

a. Tenure and Promotion to Associate Professor. 

The main criterion of the tenure case based on excellence in research is the publication of a substantial number of peer-reviewed articles. Candidates that publish a refereed book may have fewer articles than those who do not, provided that the book represents a significant departure from the dissertation research. To establish excellence in research, published articles must be placed in reputable journals with low acceptance rate in the candidate’s research area, as well as peer-reviewed book chapters, and to a lesser degree, peer-reviewed conference proceedings. Priority will be given to single-authored articles that reflect the candidate’s research independence. In all cases, the candidate is expected to demonstrate significant research beyond the dissertation.
The candidate will also present additional supporting evidence of research productivity.  Supporting evidence of excellence in research may include editing volumes of scholarly works and/or scholarly journals; the award of significant external and internal research grants, fellowships, prizes, honors,  or related recognitions; organizing conferences; giving invited talks, etc.  Candidates are also expected to have presented their research at competitive national conferences.

For a balanced case, although the quantity may be diminished, it is expected that the quality will be the same as for a case based on excellence in research. To receive a rating of very good for tenure and/or promotion, the candidate must present evidence of high-quality and significant contributions to the field(s), although those contributions may not yet have resulted in the same degree of progress toward establishing a national and/or international reputation that is expected for a rating of excellent.
To receive a rating of satisfactory for tenure and/or promotion, the candidate must present evidence of sustained scholarly or creative activity that is positively evaluated while in rank. A rating of satisfactory in research is insufficient for both a case based on a primary criterion of research excellence and also for a balanced case.
b. Promotion from Associate to Full Professor. 
The centerpiece of promotion case based on excellence in research will be a refereed book published by a reputable publishing house or university press, or a substantial number of peer-reviewed articles. If excellence in research will be based on peer-reviewed articles in rank, these must be placed in reputable journals with low acceptance rate in the candidates research area, as well as peer-reviewed book chapters, and to a lesser degree, peer-reviewed conference proceedings. Priority will be given to single-authored articles that reflect the candidate’s research independence. 

3. Definition of "published research": College guidelines on tenure and promotion stipulate that in order for book manuscripts to be considered published research, they must be accepted by a publisher, and irreversibly “in production.”  Book manuscripts are considered “in production” when all creative and scholarly work has been completed by the author.  Similarly, articles and book chapters must either be “in press” or “forthcoming” in order to be considered published research. “Forthcoming” means that an article or book chapter has been accepted for publication and requires no further creative or scholarly revisions.  (A letter to this effect from a journal editor or editor of a volume for each “forthcoming” publication is recommended.)  Books that are “in production” and articles/chapters that are “in press” or “forthcoming” at the time the dossier is considered by the external referees will be given greater weight in the decision than material under review or merely under contract.

4. Collaborative research:  Candidates are expected to establish independent lines of research/creative activity. For that reason, it is vital to establish the autonomous role played by the candidate in collaborative publications and grant proposals. The candidate must describe his/her role in the research statement. The Chair will solicit input from collaborators and co-authors, attesting to the autonomous contributions of the candidate to any collaborative research projects.

B. Teaching
For the assessment of teaching, we prioritize the creation and delivery of classroom instruction as demonstrated through the following materials: 

1.   Numerical student course evaluations;

2.   Student written evaluations;

3.   Peer evaluations. VPFAA Promotion and tenure guidelines state that peer reviews of teaching should be ongoing (annually for tenure-track faculty and periodically for tenured faculty).  In the case of promotion, the general expectation in the College is that a peer evaluation will be conducted every other year.

We further expect that the candidate will show evidence of the development of significant mentorship relationships. In the case of promotion from associate to full professor, we expect that such activities will constitute a significant element of the teaching-related activity. Such mentoring activities may include the following:

4.   Graduate student supervision and committee work;

5.   Undergraduate supervision;

6.   Post-doc supervision;

Finally, additional accomplishments such as teaching awards, teaching publications, curricular/pedagogical development and student awards will be seen to add further strength to a given case. For tenure or promotion based on excellence in teaching we require significant achievement in these areas. 
a) For tenure and/or promotion to full professor, a rating of excellent in teaching requires the candidate to provide evidence of outstanding classroom instruction as well as broad teaching impact beyond the campus. The candidate’s accomplishments in classroom instruction should be comparable to those of the most effective teachers at this institution. For example, mentoring and advising that has had a demonstrable impact on student achievement; direction of the studies of undergraduate or graduate students through independent studies, research experiences, or thesis or dissertation advising; and College or campus teaching awards. Candidates for tenure based on teaching should also have achieved or be well on the way to achieving a national and/or international reputation for teaching impact. Candidates for promotion to full professor based on teaching should provide evidence of having achieved a national and/or international reputation as a leader in the practice or study of teaching. Examples of broad teaching impact include, but are not limited to, development of instructional/ curricular materials that are used or referenced by instructors in the candidate’s field; leadership positions in regional, national, or international organizations concerned with pedagogy; pedagogical publications or presentations; and regional, national, or international teaching awards. 

b) A rating of very good requires evidence of outstanding classroom instruction as well as significant contributions to teaching outside the classroom. Such contributions can include, but are not limited to, mentoring and advising that has had a demonstrable impact on student achievement; direction of the studies of undergraduate or graduate students through independent studies, research experiences, or thesis or dissertation advising; and College or campus teaching awards; as well as the examples given for teaching excellence. 

c) A rating of effective is appropriate for candidates who provide evidence of high-quality instruction in their own classes and a commitment to student success. A rating of effective in teaching is insufficient for both a case based on a primary criterion of teaching excellence and also for a balanced case.
C. Service

Promotion based on excellence in service is extremely rare. An effective service record looks like and how service expectations increase from consideration for promotion to Associate versus Full Professor. 
a) For tenure, to achieve a rating of excellent in service, candidates must provide evidence that they have achieved or are on their way to achieving a position of service-related leadership that is nationally or internationally recognized. For promotion to full professor, candidates must provide evidence of having achieved national/international visibility and stature resulting from service activities. 

b) For promotion at either rank, a rating of very good requires evidence of significant impact beyond one’s home unit on the university, the discipline, or public, private, professional, or civic organizations and institutions. 

c) A rating of satisfactory is appropriate for candidates who meet the general expectation that all faculty contribute meaningful service to the institution throughout their careers. For promotion to full professor, to receive a rating of satisfactory, candidates should demonstrate increased contributions to the effective operations of their units, school, the university, and/or their discipline over time.
Service and Community Engagement.  The amount of time spent on service is expected to increase throughout the academic career. Candidates for tenure and promotion to Associate Professor are expected to provide at least satisfactory assistance in administration and the normal committee work of the institution.  Their responsibilities should be less demanding than for candidates seeking promotion to Full Professor.  Seriously neglecting or failing in the area of service will diminish a case that is excellent in research and/or teaching, in all but quite exceptional circumstances.  For tenure and promotion to Associate Professor, this means supporting student activities and serving, in various capacities, the Department, the College and the University.  Candidates for tenure should also provide some service to the profession. It is pertinent to note that book reviews are generally considered under this latter category, along with serving as evaluator/referee of manuscript submissions or advisory editor of a journal, as well as acting as a consultant to an academic body or foundation. 

Service cannot normally be proposed as the main category in tenure or promotion cases, since this would require demonstrating that a candidate’s efforts are not only sustained, but transformative in their engagement with a government agency or comparably high-profile entity, at the national or international level. 

Candidates for promotion to full professor are expected to assume greater service responsibilities by taking on tasks that are vital for the sustenance of the academic community, including mentoring of younger colleagues. Faculty members seeking promotion are also encouraged to make service contributions to diverse communities outside of the academy, from local neighborhood groups to non-academic advisory panels will also be recognized as part of the service profile of the candidate.  

    
5. Comparison Group

The candidates for tenure and promotion are to be evaluated on research, creative activity, and teaching in comparison to colleagues who have recently received tenure/promotion or who will soon be considered for tenure/promotion at major research universities.
6. Additional Considerations
a. Interdisciplinarity:  Candidates for tenure and promotion are encouraged to pursue innovation wherever it seems promising, even at the edges of disciplinary boundaries or between them. Reviewers at all levels should be open to the possibility that work “on the edges” or straddling two fields may eventually transform research agendas in fundamental ways not always easily recognized by the home unit. A candidate’s interdisciplinarity may require that home units adapt their expectations/criteria and procedures. For example, practices for assembling review committees and soliciting external referees may need to be altered in order to ensure that all aspects of research/creative activity are assessed by properly knowledgeable judges.

b. New Scholarly Communications: Reviewers at all levels should consider that the best new research/creative activity may not necessarily appear in the top traditional disciplinary journals or in books published by the historically most prestigious publishing houses. Peer reviewed publications are given greater weight than those that are not. Candidates assume responsibility for providing evidence of the value of their publication outlets.

c. Impact on Diverse Communities: In assessing the impact of research/creative activity, reviewers should consider the variety of communities – inside the academy and beyond – which may be transformed in significant ways by a candidate’s work. The emergence of “public scholarship” expands the range of audiences to whom a scholar/artist may direct their research/creative activity, and sometimes the best of this work does not appear in narrowly-defined professional outlets. Candidates should describe how their research/creative activity targeted for non-academic audiences intersects with work targeted to a scholarly community. Public scholarship will not supplant expectations for publications targeted to peer professional communities, but it may supplement that work.  
   
7.  External Referees
In the spring semester prior to the year when the tenure or promotion case is to be considered, the Chair of the Department will consult with members of the department and, when appropriate, members of any research institute/center with which the faculty member is affiliated, and prepare a list of external referees who will be invited to evaluate the record of the candidate. Subsequently, the candidate will be asked to submit a list of potential external referees to the Chair of the Department.  Each list must include 6 names and should be submitted together to the divisional Associate Dean for approval and selection. The candidate and department lists must be developed independently and chairs must include embedded links to prospective referee web pages on the lists they submit to the Associate Dean. If the department’s list of recommended external referees overlaps with the candidate’s list of recommended external referees, these referees’ names will count as candidate- recommended referees. This process is followed to ensure the department’s list is independent of the candidate’s list.  Once the external letters arrive, candidates may request to see them, and departments must oblige by allowing the candidate to read the letters.  However, it is generally recommended that the candidate not insist on reading the letters at least until after the dossier has left the department.
External referees should generally be from comparable or more highly regarded institutions. Ideally, they should be Full Professors who have the appropriate expertise to evaluate the candidate’s record. Dissertation advisors, close personal friends, collaborators, former students, or other individuals who might be viewed as having a conflict of interest are not to be asked to serve as external referees. The expectation is that there will be six letters in the file: normally three from the candidate’s list and three from the department’s list. There may not be less than six letters. However, all requested letters that are received by the department must be included in the dossier. Thus, on occasion there may be more than six letters if additional letters are requested in an effort to ensure that the six-letter minimum is achieved and more than six ultimately are submitted by the referees. All solicited letters should be included in the candidate’s dossier prior to the departmental vote, so that all voting faculty members have access to this information.  External referees are usually asked to submit their letters by early August.

   
8. Internal Letters
The Chair of the department may also solicit on-campus letters only from those who have been asked to observe the candidate’s teaching, those who are in a position to comment knowledgeably on the candidate’s contributions to their collaborative projects, and those from outside the department who may comment on the candidate’s service contributions elsewhere (e.g., directors of programs, institutes, or centers).  In all other instances, solicited or unsolicited letters from other faculty members (especially those in the home department) are discouraged.
9. Candidate’s Statement
The candidate is required to complete and submit a draft of his/her personal statement to the department Chair no later than May 15th prior to tenure and promotion consideration. The research statement should embed the listing of publications on the CV in a narrative trajectory, highlighting finished projects, current work, and future plans. A succinct statement is most effective. The candidate’s personal statement also should include a section describing his or her teaching program, indicating courses taught, pedagogical objectives and methods, and any past, present, or future course development activity. It should also contain a discussion of service activities for the department, the College, the university, the profession, and the community. The personal statement should  be accessible to several audiences, including external referees, fellow department members, other university colleagues, and administrators. Thus, the personal statement should strike a balance between communicating with experts in the field and those who are not members of the discipline and who may not be familiar with the candidate’s area of research. Candidates are encouraged to seek advice on their personal statements from recently tenured and/or senior colleagues. It is recommended that an abridged version of the candidate’s personal statement be included in the information sent to external referees.

    
10. Joint Appointments
Faculty with joint appointments will have a Memorandum of Understanding (MOU) that identifies the tenure home and describes the procedures for tenure and promotion consideration.
11. Dossier
The Chair of the Department is responsible for ensuring that the dossier is compiled correctly; no tenure or promotion candidate should be expected to prepare their own dossier without the assistance of departmental staff or the oversight of the Chair. Starting in Fall 2014, promotion and tenure dossiers will be electronic. Access to the dossier will be password-controlled and only eligible faculty and administrators will have access to the dossier. The Chair of the department will be responsible for identifying those in the department who should have access to the dossier once it is uploaded and ready for review.

The dossier must include:

General

· “Signatures Sheet” (Tenure and Promotion Routing

and Action Summary Form) [Recommendations from faculty review committees and administrators go here.]

· Department and School Criteria/Expectations for Tenure/Promotion

· Candidate’s Curriculum Vitae (indicate peer reviewed publications; list separately publications to be considered research, teaching or service; for promotion to full, indicate work done since appointment as associate professor)

· Candidate’s Statements on Research/Creative Activity, Teaching, Service/Engagement

· External Letters

· List of Referees Selected (indicating those who did/did not respond and reason for non-response)

· Department (School) List of Prospective Referees (including brief summary of credentials and relationships with candidate)

· Candidate’s List of Prospective Referees (including credentials and relationships with candidate)

· Dossier Checklist Signed by Candidate and Chair (Dean)

Research/Creative Activity

· Copies of Publications and/or Evidence of Creative Work (including scholarly presentations)

· Reviews of Candidate’s Books, Creative Performances and Exhibitions

· List of Grants Applied for/Received (include cover sheet/abstract; funding source; amount; PI)

· Copies of Manuscripts or Creative Works in Progress

· Evidence for the Impact/Influence of Publications or Creative Works (e.g., citations)

· Evidence for the Stature/Visibility of Journals, Presses or Artistic Venues

· Awards and Honors for Research/Creative Activity

· Candidate’s Contributions to Collaborative Projects (with letters from collaborators)

Teaching

· List of Courses Taught (chronologically by semester, number of students enrolled, grade distribution)

· Sample of Course Materials (syllabi, exercises, assignments, exams, student work)

· Graduate Training (Ph.D. and Masters—committee member or chair; dissertation titles)

· Student Awards, Honors, Collaborative Publications, Achievements

· Undergraduate Research Experiences and Mentoring

· Student Course Evaluations (including summary of quantitative data; all qualitative responses)

· Solicited/Unsolicited Letters from Former Students

· Evidence of Student Learning Outcomes (assessment strategies; data; pedagogical adjustments)

· Letters from Peer Observers/Teaching Mentors (solicited by chair/dean)

· Curricular Development (including new courses; evidence of impact)

· Professional Pedagogical Development (workshops; learning communities, master classes)

· Teaching Publications (including scholarship of teaching and learning; textbooks)

· Teaching Awards, Honors, Grants, Fellowships

Service/Engagement
· Evidence of Service to the University, School and Department

· Evidence of Service to the Profession (including book reviews)

· Evidence of Engagement with Non-Academic Communities and Agencies
All vote-eligible faculty have the right and responsibility to review the dossier prior to the departmental vote.

12. Promotion and Tenure Committee and Report
During the spring semester, and prior to the deadline by which the tenure and promotion case must be submitted, the Chair works with the candidate and the advisory committee to select a review committee that has the appropriate rank and expertise to evaluate the dossier. The departmental review committee should include no fewer than three tenured/tenure track faculty members. If there are an insufficient number of appropriately ranked faculty members in the department to constitute a review committee, the Chair of the Department should work with the candidate and the elected faculty committee to select appropriate committee members from faculty in other related departments with guidance from the Associate Executive Dean.  

The review committee is charged with submitting a written report to the department tenured/tenure track faculty evaluating the candidate’s case for promotion.  In particular, the committee report will include:

· an evaluation of the candidate’s work;

· a summary and evaluation of both the external referees’ assessment

and the internal letters (one that avoids long quotations from the letters themselves);

· an evaluation of teaching consisting of a discussion of teaching metrics that include the numerical student evaluation scores, written comments, and peer reviews, as well as a narrative that provides an assessment of such factors as breadth, content, and innovation; and,

· an evaluation of department, university, professional, and community service (local, national, and international).
The review committee report must conclude with a recommendation to the department regarding tenure and promotion on the basis chosen by the candidate (i.e., research/creative activity, teaching, service) or as a balanced case.  The committee report must provide a recommendation in all three areas--research/creative activity, teaching, and service—as well as an overall recommendation. The committee report will be made available to all tenured faculty of appropriate rank for review prior to the department meeting. This is a confidential document that cannot be shared outside the eligible voting members prior to the department vote and it is formally included in the dossier.

The review committee report should not be edited in response to the departmental deliberation and vote. The Chair’s letter must describe the discussion and deliberation in the department meeting and vote, capturing the range of assessments presented at the meeting of the voting-eligible faculty, giving later reviewers a better understanding of the grounds for both positive and negative votes (if any). 

Both tenured Associate and Full Professors are eligible to vote in tenure and promotion cases, but only Full Professors are eligible to vote for promotion from Associate to Full Professor. Only tenured faculty members in Spanish and Portuguese with 0.5 FTE and greater may vote in tenure and promotion cases.  An overall vote on tenure and/or promotion must be taken, as well as separate votes in each of the three performance areas, using campus-wide evaluative categories.

If a candidate has appointments in multiple units (i.e., a split appointment), one unit is designated as the “tenure home.” For split appointments, the tenure home is identified in a Memorandum of Understanding (MOU).  Non-tenure-home units send their review reports and recommendations to the chair/dean of the home unit, who includes them in the dossier for consideration by the home unit.

  
13. Department Meeting and Vote
The Department will hold a meeting early in the Fall semester to consider its promotion and tenure recommendation for the candidate, at which the Chair presides.  Voting members meet and discuss the committee report and the case.  Faculty members unable to attend the meeting are still eligible to vote if they have been “materially engaged” in the review process. Such absentee votes must be received by the Chair electronically at least 30 minutes before the meeting begins. Faculty members who are away from campus are encouraged to participate in the meeting electronically.  No proxy votes are allowed. The departmental recommendation must be based on the ballots from three or more vote-eligible faculty members, not including the Chair.

Following discussion, members vote by secret ballot on whether to recommend tenure and/or promotion on the stated basis (i.e., research/creative activity, teaching, service) or as a balanced case. Prior to the vote, the Chair will review campus criteria and requirements for a vote in support of the candidate.  For the categories of research and service, the four options on the ballot are excellent, very good, satisfactory, and unsatisfactory. For the category of teaching, the four options on the ballot are excellent, very good, effective, and ineffective. The Chair must make clear at the meeting that in order to register a positive vote for tenure and promotion, the ballot must indicate excellence in the primary area of consideration and at least satisfactory/effective in the other two areas (except in a balanced case, in which all areas must be ranked very good). All other votes will register as a negative vote. Faculty members have the right to abstain. Absences and abstentions do not register as a vote on the ballot. The Chair’s letter should provide an account of any absences or abstentions.

When all ballots have been submitted, the votes will be tallied by the Chair’s secretary/fiscal officer, and the Chair will inform the vote-eligible faculty members of the results. The anonymity of the individual votes will be maintained, although the ballots will be kept in a signed and sealed envelope by the Chair of the Department in case that they are requested by the Executive Dean or the Provost. The Chair of the Department does not vote on the departmental ballot, but rather records his or her vote as part of the Chair’s review and on the routing sheet.
14. The Department Chair’s Review
After the department vote, the Chair of the Department writes a separate statement. The statement includes a description of the department’s deliberations, including any unique characteristics of the discipline that may bear on the case (e.g., books versus articles, extent of co-authorship, significance of order of names on publications, etc.) and an accounting of the discussions in the meeting that might explain the vote, particularly in the case of negative votes, abstentions, absentees and faculty who fail to vote. The Chair is responsible for presiding at the meeting and to ensure that there is ample time to discuss the case; he or she should remind faculty it is their obligation to express their views whether positive or negative, but it is particularly important if they do not plan to support the case for tenure and/or promotion. The Chair also offers an independent recommendation regarding tenure and/or promotion; this recommendation is not bound by the department vote. The Chair’s statement, the departmental review committee report, and the recorded vote are added to the dossier. The Chair should meet with the candidate in a timely fashion to discuss the vote.  The completed file is then forwarded to the College of Arts and Sciences through the e-Dossier process.  The deadline for submission of the file to the College is generally in the middle of September for tenure cases, late September for promotion to Full Professor and Clinical Associate and Clinical Full Professor cases, and late October for promotion to Senior Lecturer cases.

15. Degree of Candidate Access to File 

According to Indiana University policy, all dossier materials including external reference letters must be shared with the candidate upon request at any time in the review process. Candidates may add new material to the dossier at any time during the review process and should do so if new information becomes available (e.g., an acceptance of a manuscript or article) that would improve the case for tenure. 

306.
ENDORSEMENT TO DIRECT PH.D. DISSERTATIONS.  Tenure-track faculty members will be considered for eligibility to direct Ph.D. dissertations during their third-year review. If endorsement is not granted at that time, it will be granted automatically upon receipt of tenure. Faculty seeking endorsement before the third-year review or between that review and receipt of tenure must petition the endorsed members of the graduate faculty, presenting a curriculum vitae.
306.1
THE SENIOR FACULTY. This group consists of the tenured professors. The senior faculty has the following primary function: to consider the cases of faculty members in rank below them whose progress is being evaluated or who are under consideration for promotion or tenure.

307.
CATALAN ADVISORY GROUP. This is the principal advisory group in the department for the study and teaching of Catalan at all levels. 

308.
PORTUGUESE ADVISORY GROUP. This is the principal advisory group in the department for the study and teaching of Portuguese at all levels.

309.
HISPANIC LINGUISTICS ADVISORY GROUP. This is the principal advisory group that deals with all aspects of the department's Hispanic Linguistics Program.

310.
COMMITTEES. The Chair determines the composition of the department committees in consultation with the directors and the faculty.

310.1
GUIDING PRINCIPLES ON COMMITTEES.

The first three principles were endorsed by the tenured/tenure track faculty during the regular meeting of 4-9-02. The fourth principle was endorsed by the tenured/tenure track faculty during regular meeting on 3-01-19.
(1)
No faculty member should chair more than one committee.

(2)
No committee should have more than five faculty members.

(3)
If at all possible, committee chairs should rotate every other year.
(4) 
In the event that there are three or fewer faculty at any rank, and a committee is constituted according to rank, the individuals in that rank will be combined with the adjacent higher rank to form a combined pool from which the same number of representatives will be drawn.
310.2
GRADUATE ADMISSIONS COMMITTEE. The department maintains a standing committee to screen and make recommendations to the Chair and faculty regarding applications for admission to the graduate programs. The general faculty are encouraged to read the files of applicants and communicate with the committee members and the Chair about the applicants being considered. The Director of Graduate Studies serves as chair of this committee.

310.3
AI and NTT TEACHING AWARDS COMMITTEE [Modified March 1, 2019]. The committee as constituted in Fall is composed of one TT faculty member (committee chair), one NTT faculty member (recent winner ineligible for the award) and one graduate student member (the most recent Lieber nominee from Spring; because of leaves/fellowships/jobs it is not always possible to have the most recent AI nominee). The responsibility of the committee is to identify and recommend to the Chair two nominees for departmental level awards; an AI for the annual department AI Award for Outstanding Teaching and an NTT faculty member for the Department’s NTT Teaching Award. These two nominees will then be nominated for University level awards. For both awards the following procedures will be used to select the departmental nominee: 
1. 
The AI/NTT Teaching Award Committee will make open calls for nominations for each award. 

2. 
Nominations: Associate Instructors may nominate themselves or may be nominated by any regular faculty member. For the AI award the nominee may be any Associate Instructor who has taught for at least three years, will be a student the following academic year, and is in good academic standing. The NTT faculty may also nominate themselves. However,  for the NTT faculty there is a restriction window for competing: “Individuals who are in the ranks of Lecturer and Senior Lecturer who have not won the TTA award in the past two years are eligible for consideration (Visitors are ineligible).”

3. 
Regarding the AI Teaching Award, the Committee should base its requests for materials on the most recent Lieber Award call. The Committee should list these materials in in its call for nominations. The committee should consider the candidate holistically, including not only quantitative student evaluations, but also qualitative evaluations, peer evaluations, the range of courses taught by the nominee, original teaching materials, evidence of other teaching-related activities, and the quality of the reflective self-analysis on teaching submitted by the nominee. (Since 2017, the AI Lieber Award has required a 10-minute video of the nominee’s teaching; while this will be a required component of the dossier of the eventual nominee for the Lieber, it is up to the committee whether or not to make this, or any other newly listed material deemed excessively burdensome, a requirement for the Departmental AI Teaching Award).

4. 
The Committee will select the departmental awardee for both awards (NTT and AI) and offer an official letter of nomination for both external competitions. The Committee’s members also serve as resources to the nominee in assembling the dossier.

5.  
For the AI Teaching Award, the Committee that makes the selection of awardee/nominee should draft the nomination letter for the Lieber Award in the name of the chair and submit this nomination to the chair in Spring. This committee should help prepare the candidate to prepare her/his full dossier in spring semester. The candidate and the committee should provide materials in Spring to the designated staff person who will officially upload the materials on behalf of the department before the Lieber Award deadline (which is typically in the Fall).  
6. 
The Committee’s nominee for the NTT Trustees Teaching Award receives the Department’s NTT Teaching Award. The NTT Teaching Award carries a cash amount of $250. However, in the event that the College designates an NTT TTA award specifically for the Department of Spanish & Portuguese, the selection committee will not award the Department’s NTT Teaching Award [the nominee will instead automatically receive the University’s TTA]. [Modified March 23, 2018].

310.4
MESDA LECTURE SPEAKER SELECTION. Each Fall, the Chair’s Advisory Committee will nominate the speaker who will deliver the Merle E Simmons Distinguished Alumni (MESDA) lecture in the subsequent fall. The Advisory Committee should emphasize candidates who can give engaging dynamic lectures that provide a model for aspiring graduate students. (The Lecture Committee had previously been tasked with the MESDA speaker nomination, but by unanimous tenured/tenure track faculty vote [January 19, 2018], the committee was disbanded and the task was re-assigned to the Advisory Commtitee). 

310.41
DEPARTMENTALLY-FUNDED LECTURES. Lectures are proposed and selected by self-legislating groups (Peninsular, Latin American, Linguistics, Portuguese, and ½ for Catalan), with fixed amounts provided by the department each year. [2-25-11; modified January 19, 2018]
310.42
BROWN BAG LECTURES. The Hispanic Linguistics program organizes the Hispanic Linguistics Brown Bag each semester. The Chair assigns, as a committee service, a different Literature/Culture faculty member each semester to organize the Literature Colloquium (formerly known as the Brown Bag). [Modified January 19, 2018].
310.5
GRADUATE GRANTS & J. M. HILL COMMITTEE. This committee is charged with establishing the guidelines and screening procedures and the determination of the awardees of the department scholarships for graduate students and the J.M. Hill award(s). Each J. M. Hill awardee receives $500 from the Department that can be spent on research expenses. [Modified April 20, 2018].
310.6
UNDERGRADUATE SCHOLARSHIPS COMMITTEE. This committee is charged with establishing the guidelines and screening procedures and the determination of the awards for undergraduate students.

310.7
LA GACETA INTERNACIONAL COMMITTEE. This committee is charged with the production of La Gaceta Internacional. 

310.8
SALARY COMMITTEE. See § 304. The committee, consisting of one member from each rank (plus the Chair, ex officio), evaluates annually the dossiers of all TT-faculty and assigns merit ranking numbers. 
310.9
CHAIR'S ADVISORY COMMITTEE. Elected members of the tenured/tenure track faculty (2 Full, 2 Associate, 1 Assistant, 1 Core L or SL) assist the Chair in policy-making decisions which are taken to the full faculty for discussion and, if necessary, a vote.

310.10
NTT REVIEW COMMITTEE.  This committee annually evaluates the quality of NTT faculty’s performance in the areas of teaching and service (if relevant), and makes recommendations to the Chair on contract renewal/reappointment based on performance in these two areas. The Associate Chair facilitates the work of this committee. 
310.11
TRUSTEES TEACHING AWARD COMMITTEE. This committee is charged with selecting the tenured and tenure-track faculty Trustees Teaching Award winner annually. This committee is comprised of the TTA winners from the previous three years. In the event that one of the committee members is on leave, a committee of two selects the TTA winner, and the Chair resolves ties. The TTA selection committee will invite the people with the top 5 rankings for teaching merit as determined by the salary committee (excluding individuals who received the TTA in the last three years) to submit a 500-word statement on teaching and any other teaching-related materials in addition to the salary binder for consideration in the selection of the TTA. Submission of a statement and additional materials is optional; each of the five eligible candidates will be considered with or without those materials. Voted upon by the faculty 3-4-08.
310.12
VISITING LECTURER with MA and LECTURER SEARCH & SCREEN COMMITTEE. This committee will review applications, conduct interviews, and make recommendations to the Chair for potential hires at the VL with MA and Lecturer ranks.

310.13
VISITING LECTURER with PH.D. SEARCH & SCREEN COMMITTEE. This committee will review applications, conduct interviews, and make recommendations to the Chair for potential hires at the VL with Ph.D. rank.
311.
GRADUATE RESEARCH ASSISTANT (GRA) AWARDS.

The Department has four one-semester Graduate Research Assistantships to be distributed to its faculty members each year (these are provided by the College Dean’s office). Faculty members must apply to receive a GRA. Successful Applicants receive a GRA for one semester to assist in a research project in the faculty member's area of expertise. Only tenure-track and tenured faculty members in the Department of Spanish and Portuguese may apply. Priority will be given to applicants who have not had a GRA during the current academic year. At least one of the four GRA awards will be awarded to an untenured professor (provided there is at least one junior faculty application). 

Application Materials must be submitted e-mailed to the Chair with CC to the Fiscal Officer by the deadline announced by the Chair, and should include the the following materials in PDF format only:
(1) C.V. (shortened version)

(2) Summary of the research project (2-page/1,000-word maximum)

(3) Rationale for GRA request, including an indication of what type of work the GRA would be doing for the faculty member during the semester, along with identification of one or two eligible current graduate students (no need to consult with the student in advance); faculty member should indicate preference for Fall or Spring or no preference. (1-page/500 word maximum)
UNDERGRADUATE EDUCATION

400.  GENERAL
401.
PERCENTAGE SYSTEM. At the 100 and 200 levels students are evaluated on a percentage system, set by the Director of Basic Language Program, and, for S280 and certain 300-level courses, by the Director of Undergraduate Studies or his/her designee, and carefully explained to the students. 

402.
COURSE SUPERVISION. The overall responsibility for the Spanish basic language courses rests with the Director of Basic Language Program, with the support of the Assistant Director, individual course supervisors, and additional staff as required. The overall responsibility for Spanish courses beyond S250 rests with the Director of Undergraduate Studies, with the support of individual course supervisors and additional staff as required. The Directors of Basic Language Program and Undergraduate Studies work together on the articulation between S250 and S280. All courses through S250 and many courses beyond S250 have their own individual course supervisors, who prepare materials, coordinate and prepare exams, conduct in-class observations, handle the general administration of the assigned course, and hold regular course meetings with all the instructors teaching that course and with the relevant Director (the DBLP for all courses through S250 and the DUGS for courses beyond S250). At the end of each semester (or academic year for courses beyond S250, as appropriate), the relevant Director conducts an evaluation of each supervisor. Portuguese language courses are supervised by the Director of the Portuguese program.

403.
NATIVE SPEAKERS. It is College policy that students whose native language is not English may not earn credit for any courses at the first- or second-year level in their native language. In most cases such foreign language students are exempted from the College FL requirement or GenEd option under World Languages and Cultures. Native speakers should discuss with the Director of Undergraduate Studies appropriate placement at the 300 level (e.g., S308, S324, S326, S328).

For purposes of implementing these rules, the University considers as a basic guideline that the student has graduated from high school abroad with instruction in a foreign language. Puerto Rican students do not come under this rule and are thus eligible for language credit at any level. Questionable cases should be referred to the Undergraduate Studies Office or the College of Arts and Sciences.
 404.
SPANISH FOR HISPANIC STUDENTS. Certain courses are designed for Hispanic students who have acquired some knowledge of Spanish as a result of having been raised in a bilingual environment. Consequently, the sequence is oriented towards providing students with a formal approach to Spanish. These courses are:
S175  Spanish for Hispanic Students I (4 cr.)

S221  Spanish for Hispanic Students II (3 cr.)   

S276  Spanish for Heritage Language Learners (3 cr.)    

 For descriptions, please consult the Bulletin of the College of Arts and Sciences. 
405.
PLACEMENT TESTS.  Students who matriculate to Indiana University with prior Spanish language study must take the placement test for Spanish before registering for their first semester’s classes to identify the appropriate level of the Spanish class they should enroll in.  Our Spanish placement exams are now on-line and students should take this exam prior to orientation.  The web address to take the Spanish placement exam on-line is as follows: 

https://foreignlanguageplacement.indiana.edu/iubcheck
For technical support contact Placement Test Help at pth@indiana.edu. Be sure to include your IU username and an explanation of your problem. 

405.1
PLACEMENT SCALE:  The following scale is used for placement purposes starting summer 2013:

SCALE



PLACEMENT


SPECIAL CREDIT EARNED
0-228



        S100



 NONE

229-509

                     S105



 NONE

510-596


        S200



 NONE

597-702


        S250



 3 HOURS  

703-930


        S280



 6 HOURS  

931-1000

       S300-LEVEL COURSE

              6 HOURS  

405.2
PLACEMENT SCORES: ADJUSTMENT. When an instructor or student feels that the placement score was in error, he/she should discuss the case with the Director of Basic Language Program, or, for courses above S250, with the Director of Undergraduate Studies. Adjustments are possible, when legitimate. In advising students on doubtful cases, it is better to place them as high as is reasonable, since one discovers errors of overplacement more quickly than underplacement. The Directors of Basic Language Program and of Undergraduate Studies are empowered to approve exceptions and obtain special credits for courses that are skipped.

405.3
SPECIAL CREDIT EARNED. No 100-level special credit is given starting summer 2013. Special credit can be awarded for all third-and fourth-semester foreign language courses. The validating Spanish or Portuguese language course:

· Must be taught at IUB;

· Can only be a fourth-semester language course or higher;

· Must be the student's first course in that language at IUB;
· May only be completed once in an effort to earn special credit; and

· Must be completed with a grade of C or higher.

For those students interested in special credit, it is in their best interests to complete their validating course as soon as they begin their studies at IUB.
Students must apply for special credit through the department website: 
https://spanport.indiana.edu/undergraduate/language-placement/spanish-credits.html
Questions can be directed to Jennifer Howard howard21@iu.edu 
	Courses completed with a C or better
	Special Credit Earned

	Spanish = HISP-S 250

Portuguese = HISP-P 250
	HISP-S 200, 3 credit hours earned

HISP-P 200, 3 credit hours earned

	HISP-S 280 (Spanish only)
	HISP-S 200, 3 credit hours earned

HISP-S 250, 3 credit hours earned

	Spanish = Any 300-level course, except S334 & S336

Portuguese = HISP-P 311 or HISP-P 317
	HISP-S 200, 3 credit hours earned

HISP-S 250, 3 credit hours earned

HISP-P 200, 3 credit hours earned

HISP-P 250, 3 credit hours earned


405.4
ADVANCED PLACEMENT (= AP) CREDIT. Entering freshmen who have taken the CEEB AP Exam in high school are eligible for credit according to the following schedule:

Score


Placement

Special Credit
3 in literature

S200


3

4 in literature

S200/S250

6 (3-3)

5 in literature

S200/S250/S280
9 (3-3-3)

3 in language

S200


3

4 in language

S200/S250

6 (3-3)

5 in language

S200/S250/S280
9 (3-3-3)

Students whose AP credit does not appear on their transcript should go to the Recorder's Office in the College of Arts and Sciences, Owen Hall 003. No automatic credit is given for SCORES UNDER 3. These students must follow the regular placement procedures.

406.
SPECIAL CREDIT.  Special credit is not given for S280. If students test out of S280, they must replace it with a Spanish course at the 300 or 400 level. 
500.  
BASIC LANGUAGE PROGRAM
501.
THE DIRECTOR OF BASIC LANGUAGE PROGRAM. The Director of Basic Language Program, working with the Assistant Director of Basic Language Program, is in charge of planning and supervising all aspects of the language program, including selecting texts, preparing syllabi, training AIs and lecturers and evaluating their performance, designing and implementing all tests, verifying grades; serving as liaison with other University units on matters related to other programs and FL instruction in general, placement, etc. The Director of Instructional Technology is responsible for Proyecto Ancla, the web-based classroom technology program for basic language courses. The following courses are the responsibility of the Director and staff:

S100, S105, S150, S200, S250

502.
COURSE SUPERVISION. The supervision of the basic language courses rests with the Director of Basic Language Program with the support of the Assistant Director, faculty, supervisors, and additional staff as required.

503.
COLLEGE OF ARTS AND SCIENCES FOREIGN LANGUAGE (FL) REQUIREMENT. All candidates for a B.A. degree must demonstrate competency equivalent to FOUR SEMESTERS of study of a single FL. Normally a student earns between 10 and 14 credits following one of several tracks: 

NORMAL PATTERN
S105 / S200 / S250...    P100 / P150 / P200 / P250...

PLACEMENT VARIANT
S100 / S150 / S200 / S250...   P135 / P250...

Students may satisfy the FL requirement by placing out of S250. See § 405
IU students matriculating in Fall 2011 have a required, campus-wide General Education Curriculum, which includes the equivalent of the College's foreign language requirement as an option under World Languages and Cultures.
504.
DEPARTMENT BASIC LANGUAGE COURSES. The Department basic language program (with the numbering system in general use) is as follows:
	
	
	Portuguese
	Variant
	Spanish
	Variant

	Elementary I
	4 credits
	P100
	
	S105 First Yr           Spanish
	S100

	Elementary II
	4 credits
	P150
	P135
	
	S150

	Second-Yr I
	3 credits
	P200
	
	S200
	

	Second-Yr II
	3 credits
	P250
	
	S250
	


NOTES: 

S105 This course reviews first-year material for students who have studied two or more years of high-school Spanish. 

505.
INTENSIVE LANGUAGE COURSE IN PORTUGUESE. The Department offers an intensive course:

P135 Intensive Portuguese (4 cr.)

This elementary course is especially recommended for students with a background in another Romance language who want a full year of Portuguese in a single semester.  

600.
UNDERGRADUATE STUDIES AND PROGRAMS

601.
DIRECTOR OF UNDERGRADUATE STUDIES. The Director of Undergraduate Studies is in charge of the undergraduate programs of the department, including the program for majors and minors, academic advising, the Honors program, undergraduate foreign study, and all other transfer of credit. The Director of Basic Language Program works with the Director of Undergraduate Studies, though the Director of Basic Language Program has primary administrative responsibility for the operation of all basic language courses.

601.1
SUPERVISORS AT UNDERGRADUATE PROGRAM LEVEL. See § 402.

602.
UNDERGRADUATE ADVISING. The Professional Advisor and the Director of Undergraduate Studies keep the faculty abreast of all changes in College regulations and are prepared to facilitate all aspects of undergraduate advising.

603.
CLEARANCE FOR GRADUATION. It is the responsibility of the Director of Undergraduate Studies and Professional Advisor to certify to the College all Departmental majors for the B.A. degree. 

604.1
HONORS PROGRAM. The Director of Undergraduate Studies is the advisor for the Department Honors Program. S/he solicits and screens nominations from the Tenured/tenure track faculty, monitors student progress, and certifies to the Faculty the satisfactory completion of Honors theses. 

604.2
498 HONORS SEMINARS. S498 and P498 Honors seminars are combined with all 400-level courses taught by Tenured/tenure track faculty and count as 400-level courses for majors. Enrollment in S498 and P498 is by authorization available from the Director of Undergraduate Studies or the Director of Portuguese Studies.

605.
TEACHING CERTIFICATION. The State of Indiana mandates requirements for teacher certification in Spanish that differ substantially from those of the B.A. degree in the College. Students who wish to obtain teaching certification need to plan their semester schedule CAREFULLY beginning no later than the first semester of the sophomore year. The student must initiate an advising appointment with both the Spanish advisor and the Education advisor.
606.1
STUDY ABROAD. Indiana University, through the Office of Overseas Study (OVST), offers numerous opportunities to study abroad. Each year OVST asks faculty members from the department to chair or serve as members on the various program committees. These committees are charged with recruiting, screening, and orienting applicants for the study programs where Spanish and Portuguese are spoken.  Department faculty members also serve on other OVST committees and occasionally are appointed as resident directors of the IU programs.

606.2 
SUMMER STUDY-ABROAD PROGRAM IN THE DOMINICAN REPUBLIC.

The Department of Spanish and Portuguese, in conjunction with the Office of Overseas Study, administers a summer study-abroad program in the Dominican Republic. The program is co-directed by faculty members Erik Willis and Anke Birkenmaier. 
In the event that one or both of the original co-directors are not able to participate in the DR summer program, they will notify the Chair by September 1 of the preceding summer. The Chair will solicit applications from interested faculty and will consult with the other co-director and the advisory committee to make a recommendation to the Office of Overseas Study. If no faculty member wishes to co-direct, the Chair will then solicit applications from other individuals.

606.3
CREDIT FOR STUDY ABROAD. It is the responsibility of the Director of Undergraduate Studies or the Professional Advisor to certify the acceptability of transfer credit in Spanish from programs not sponsored or co-sponsored by IU. The Director also confirms course equivalencies for work done in Spanish by students participating in the IU programs. The Director of Portuguese determines equivalencies for similar work done in that language on a case-by-case basis. 

The department strongly supports the efforts of OVST to expand the overseas study opportunities for IU students, and credits toward the Spanish and Portuguese majors' work completed in these programs. Please see the OVST website for an up-to-date list of study abroad programs.
Credits earned on a non-IU program, regardless of their source, must be approved by the Office of International Admissions, in consultation with the Department and Overseas Study. Students who want to study abroad on their own MUST contact International Admissions as well as the Undergraduate Studies Office in advance regarding the transfer of any Spanish credit to be applied to the major. Students must show course materials (syllabi, books, exams, compositions) to the Director of Undergraduate Studies as part of the approval process when they return from their overseas program. In all cases the Department reserves the right to require that students seeking credit validate by examination any course they have taken abroad. Overseas Study (Leo R. Dowling International Center, 111 S. Jordan Avenue, email: overseas@indiana.edu) maintains a library of resources on study-abroad opportunities. Students with questions or interest should be referred to this office.
607.
GLOBAL VILLAGE. The Global Village Living-Learning Center is a residential community where day-to-day living focuses on international matters. A collaboration of the College of Arts and Sciences and Residential Programs and Services, the Village is designed for students preparing for study abroad, studying foreign languages and cultures or in other international areas, or planning a career requiring knowledge of the world beyond the United States. In addition to pertinent College courses, the Global Village runs in-house courses with an international emphasis designed with student input.  The Village’s facilities include a large classroom and a seminar room, each equipped with state-of-the-art multi-media.  Residents also enjoy access to an on-site language lab, extracurricular activities that enhance their world view, and interaction with peers with similar yet diverse interests. Room assignments can be based on language preference. The Global Village, located in Foster Quad (Foster-Martin), is open to students from freshmen through seniors. Information and applications can be found at http://college.indiana.edu/global/home/  email: village@indiana.edu.
608.
TEACHING GUIDELINES FOR UNDERGRADUATE COURSES. In March 1985 the Faculty voted to endorse for 300- and 400-level courses the following guidelines recommended by the Undergraduate Student Advisory Committee:


(1)
At the beginning of the semester instructors should distribute a course syllabus with the 
following information:









a. A short statement of course objectives.








b. The basis for evaluation of student performance (relative weight of tests, homework, 


class participation, etc.)



c. A list of required readings and, when possible, their distribution across the semester.



d. Dates for major tests and deadlines for papers, projects, withdrawal, etc.


e. Office hours and telephone number.


(2)
To ensure that students can make an informed decision about withdrawing from a course, 
students must have their performance evaluated prior to the automatic "W" deadline; this 
can 
take the form of grades on homework, tests, etc.

     
(3)
Students appreciate in advance specific information about the form and content of major 
exams.

     
(4)
Students also appreciate oral and/or written comments from instructors on papers and on 
exams.  
609.
MAJOR REQUIREMENT (AS OF SUMMER 2010). Students who matriculate in or after Summer of 2010 must choose one of three tracks—Hispanic Linguistics, Hispanic Literature, and Hispanic Studies—each comprising 33 credits. The three tracks have the following requirements and structure:

Hispanic Linguistics Track

S250 (2nd-Year Spanish II, 3cr.)

S280 (Spanish Grammar in Context, 3 cr.)

S324 (Intro. to the Study of Hispanic Cultures, 3 cr.)

S326 (Intro. to Spanish Linguistics, 3 cr.)

S328 (Intro. to Hispanic Literature, 3 cr.)

three 400-level electives in linguistics (9 cr.)

one 400-level elective in literature  (3 cr.)

two 300/400-level electives in any area* (6 cr.)

Hispanic Literature Track

S250 (2nd-Year Spanish II, 3cr.)

S280 (Spanish Grammar in Context, 3 cr.)

S324 (Intro. to the Study of Hispanic Cultures, 3 cr.)

S326 (Intro. to Spanish Linguistics, 3 cr.)

S328 (Intro. to Hispanic Literature, 3 cr.)

three 400-level electives in literature (9 cr.)

one 400-level elective in linguistics (3 cr.)

two 300/400-level electives in any area* (6 cr.)

Stipulation: at least one literature course must be taken in a pre-1800 field.

Hispanic Studies Track

S250 (2nd-Year Spanish II, 3cr.)

S280 (Spanish Grammar in Context, 3 cr.)

S324 (Intro. to the Study of Hispanic Cultures, 3 cr.)

S326 (Intro. to Spanish Linguistics, 3 cr.)

S328 (Intro. to Hispanic Literature, 3 cr.)

four 400-level electives (at least one of which must be in literature and one in linguistics, 12 cr.)

two 300/400-level  electives any area* (6 cr.)
* C105 and any course at the 400-level in the Catalan language may be counted as one or both of the 300-400 level electives in any track. P135 and any course at the 400-level in the Portuguese language may be counted as one or both of the 300-400 level electives in any track. Up to 3 credits in X370 may count toward the major.

The prerequisite for all 400-level Hispanic Studies courses will be: one of  S324, S326 or S328. Hispanic Lingustics: S326; Hispanic Literature: S328.
One 400-level course must be taken on the IUB campus. 400-level courses are as follows:
	LITERATURE
	LINGUISTICS
	MISCELLANEOUS
	MONOGRAPHIC

	SURVEYS       GENRES       MISCELLANEOUS

S407-S408       S417          S422 - cinema

S471-S472       S418          S423 - Translation

S419

S420
	S425

S427

S429

S430
S431
	S411 -  culture

S412 – culture

S413 – culture
	S435, S450, S470,

S473, S474, S479,

S480, S481



S495 and S498 may count for either literature, linguistics or culture depending upon the topic. S495 and S498 may be taken twice for credit if the topic is different.

610.
X490 INDIVIDUAL READINGS. It has been a longstanding policy of the Department that students may NOT count credit from X490 as part of the 400 level requirements. There are two reasons for this policy: (a) enrollment in individual study can undermine our effort to maintain a healthy cycle of course offerings and (b) involving the faculty in additional teaching duties is not a positive model. 


As most commonly used, X490 serves the student who has already completed the course requirements for the major but is short of credits for graduation. Such students should (a) consider a possible topic, (b) identify a possible faculty sponsor and (c) discuss their plans and needs with the Director of Undergraduate Studies. Frequently students approach a faculty member with whom they have already studied or who is teaching a course where the student, already enrolled, would like to do additional work. The Director of Undergraduate Studies can assist in working out these arrangements.


All enrollments in X490 must be cleared with both the Director of Undergraduate Studies (who will receive the grade sheets) and the particular professor who is responsible for the student's project and assigning the final grade. A letter of agreement is required between the student and the professor overseeing the project and is kept in the undergraduate office.

611.
UNDERGRADUATE PORTUGUESE MAJOR. The requirements are outlined in the College Bulletin and are summarized as follows:

MINIMUM REQUIREMENTS

30 credit hours in courses beyond P100-P150, including 18 at the 400-level. P317 is a prerequisite for any P400-level course for the major. One 400-level Portuguese course taught in English may count toward the Portuguese major requirements contingent upon departmental authorization and classwork done in Portuguese. Up to 3 credits in X272 may count towards the major.
 P200 LEVEL              P300 LEVEL              P400-LEVEL
P200 & P250               P311 & P317              3 literature courses (9 credit hours)  

             (6 credit hours)            (6 credit hours)           3 additional courses (9 credit hours)

                                                                        One of the above 400-level courses must be 

                                                                                     taken on the IU Bloomington campus

              Double major or required minor.

 

400-level courses are grouped as follows:

LITERATURE           LANGUAGE             MISCELLANEOUS 

P400-P401                  P425                            P405

P415                                                                P410  (With department approval)
P467                                                                P411  (With department approval)

P470                                                                P412  (With department approval)
P475                                                                P426

P476                                                                P493 (1 credit)

P495                                                                X491 (1-3credit)

                                                           P498

 
612.
REQUIRED MINOR FOR DEPARTMENT MAJORS. Students who matriculate in or after Summer 2010 do not have to complete a minor with their Spanish major.
613.
MINOR FOR NON-DEPARTMENT MAJORS. Students who matriculate in or after Summer of 2010 must take at least 15 credit hours of course work in courses taught in Spanish at or above the S250 level, including S250, S280, any two of the 300-level core courses (S324, S326, S328), and one additional course at the 300 or 400 level. This additional course may be the third 300-level core course. Students who place into the S300 level are not eligible for S280 credit. As a result, they must take an additional three credits at the S300 or S400 level.


NOTES:

- Native speakers are expected to complete the minor with course work at the 300 and 400 level.

- Courses may not be taught in English.
- Up to 3 credits in X370 may count toward the minor in Spanish.

- Up to 3 credits in X272 may count towards the minor in Portuguese.
- College of Arts and Sciences and students from other schools will need to obtain and complete the appropriate minor form found on the department website.  

614. 
COLLEGE OF ARTS AND SCIENCES CULTURE STUDIES REQUIREMENT. Students earning a B.A. degree in the College must take two courses within a single cultural area to satisfy the Culture Studies Requirement. Approved courses are listed at the back of the College Bulletin. The Department offers course work in “Diversity in the US” and “Global Civilizations and Cultures”. 

The following Department courses fit into these two categories as follows:

Diversity in the US - HISP-S 220, HISP-S 413, HISP-S 435 and HISP-S498. 

Global Civilizations and Cultures – HISP-P 290 (specific topics), HISP-P 400-401, HISP-P 405, HISP-P 410, HISP-P 411, HISP-P 412, HISP-P 420, HISP-P 467, HISP-P 470, HISP-P 475, HISP-P 476, HISP-P 415, HISP-P 495 (special topics), HISP-P 498 (special topics), HISP-S 260, HISP-S 265, HISP-S 284, HISP-S 290, HISP-S 322, HISP-S 324, HISP-S 328, HISP-S 334, HISP-S 407, HISP-S 408, HISP-S 411, HISP-S 412, HISP-S 417, HISP-S 418, HISP-S 419, HISP-S 420, HISP-S 450, HISP-S 470, HISP-S 471, HISP-S 472, HISP-S 473, HISP-S 474, HISP-S 479, HISP-S 480, HISP-S 481. HISP-S 498 (special topics).

A major in Spanish or Portuguese or participation in the IU Madrid, São Paulo or Bahia Overseas Study Program automatically satisfies the requirement.
615.  
COURSE DESCRIPTIONS. The Undergraduate Studies Office maintains an electronic file of undergraduate course descriptions. Prior to each semester faculty members are asked to submit updated material for the file. The office also distributes at registration time electronic descriptions of all level courses for the coming semester. This activity is coordinated by the Scheduling Specialist. Syllabi are kept on electronic file for S100 through S280 courses; faculty are encouraged to contribute syllabi for undergraduate courses beyond S280.
700.
GRADUATE STUDIES

701.
DIRECTOR OF GRADUATE STUDIES. The Director of Graduate Studies is in charge of the Spanish and Portuguese graduate programs, including graduate admissions, College fellowships, advising, and AIships (except that appointments of AIships are made by the Chair in consultation with the Director of Graduate Studies and the Director of Basic Language Program).

702. 
ADMISSIONS, FELLOWSHIPS, AND ASSOCIATE INSTRUCTORSHIPS. Information concerning Admissions, Fellowships, and AIships may be obtained from the Director of Graduate Studies or the Graduate Services Coordinator. They will provide application forms and departmental brochures. The Graduate School Bulletin, which contains important information regarding procedures for processing applications, may be accessed here: https://graduate.indiana.edu/academics-research/bulletin.html. Application materials may also be secured from the Indiana University web site. 

702.1
DIRECT ADMIT TO PH.D. FOR HISPANIC LITERATURES PROGRAM
· Applicants with a BA only in Spanish (or equivalent) may apply to the MA or the Ph.D. program in Hispanic Literatures. If admitted directly to the Ph.D. program, BA-only students still need to complete all of the current MA requirements during the first two years, including passing the fourth-semester preliminary exam, before they can go on to take doctoral level coursework. Applicants who apply and are admitted to the MA program may reapply to the Ph.D. program in their fourth semester.

· Second year review: The graduate admissions committee will be charged with reviewing all second-year direct-admit students after the MA exam (in consultation with the MA exam committee) and prior to their beginning doctoral coursework. 

· The MA exam committees have three options for grading exams: 

· Pass with endorsement: Student recommended to continue in the Ph.D. program.

· Pass: Student receives Masters but not recommended to continue in the Ph.D. program. 

· No pass: Student does not receive Masters and does not go on to Ph.D.; per Graduate School guidelines student is given opportunity to retake the exam the following semester.
703.
ASSOCIATE INSTRUCTORS. Associate Instructors (= AIs) are engaged in graduate study in the department and also teach part-time in the department. §1200 is devoted to AIs.

703.1
GRADUATE STUDENT ADVISORY COMMITTEE. The department recognizes the value of the cooperation of the graduate students in matters affecting their education. Such cooperation shall be organized through the Graduate Student Advisory Committee (GSAC).

703.2
MEMBERSHIP AND ELECTIONS. The GSAC shall consist of seven currently enrolled students in the department, ideally representing each of the department's programs (Spanish and Portuguese, Literature and Linguistics, M.A. and Ph.D.). Representatives will be selected during the spring semester each year to serve for the following academic year. The terms of up to two of the current GSAC members will be renewed for a second year via GSAC vote. Nominations for the non-renewed positions will be open for one week approximately one month before the end of the spring semester. The entire graduate- student body will be notified in writing of the dates of nomination. Self-nominations will be accepted. If more than five students are nominated, elections will be held immediately following nominations by written ballot. The five candidates with the most votes will be declared winners, with two alternates from the remaining nominees. In the case that fewer than two current GSAC members volunteer to stay on the committee for a second term, then the top six or seven nominees will be declared winners. Alternates may attend regularly scheduled meetings but may not vote, unless they are acting as designated substitutes for an elected member. Any vacancies occurring shall be filled by an alternate.

703.3
ATTENDANCE. GSAC will hold regular meetings at least once a month during the fall and spring semesters of the academic year. Regular meetings will be scheduled at the beginning of each semester at a time that is agreed upon by all members. Additional meetings may be called by the GSAC Chair if needed. Attendance at meetings is required of all members or a designated alternate. Any committee member who is absent from more than three regular meetings during the academic year will be considered negligent of his/her duties and will be asked to resign. Attendance at regular meetings is limited to committee members and alternates.

703.4
FUNCTIONS OF THE GSAC. (1) To listen to the needs of graduate students; (2) to serve as a liaison between the graduate students and the faculty; (3) to coordinate various activities within the department.

703.5
DUTIES OF THE GSAC. (1) to elect a committee chair; (2) to designate one or more students from the GSAC to represent the full membership before the Chair of the department and the Director of Graduate Studies. This representative or these representatives may be the GSAC Chair or a committee selected by the Chair; (3) to send a representative of GSAC to faculty meetings provided there is no conflict of interest as determined by the chair (See Section 303. Faculty Meetings); (4) to assist in assigning graduate students to Department committees when asked by the Department Chair; (5) to communicate with new and prospective graduate students; (6) to submit pertinent information to the Director of Graduate Studies; (7) to plan social activities such as the coffee hour; (8) to distribute GSAC minutes to all graduate students after each meeting; (9) to post an agenda one week before regular meetings; (10) to hold a general graduate student meeting at the start of the academic year, ideally during the first week of classes; and (11) to organize the luncheon for examinees taking the Master's Exam during the fall and/or spring semester(s). 

703.6
MEMBERS OF THE GSAC. Once the Chair has been elected, the following roles and duties must also be fulfilled: (a) the secretary will take notes during the meeting and send minutes to the spangrad list; (b) the treasurer will administer the GSAC's monetary funds; (c) and (d) up to two members will be in charge of maintaining the majordomo lists of the GSAC (see 307.7), which are open to graduate students only: spangrad (official announcements) and espanspam (unofficial announcements). At the discretion of the Chair of the GSAC, any role and duty may be shared by more than one member, or assigned to a different member from one semester to the next. 

703.7
E-MAIL LIST OF THE GSAC. The owner of espanspam will update the list of subscribed members and inform the latter of the intended purpose of the list at the beginning of the fall semester. Other lists created by graduate students in the Department, whose interests may not be served by the GSAC's list, will be the exclusive responsibility of their respective owners.

704. 
HISPANIC & LUSOPHONE LINGUISTICS SOCIETY (HiLLS).


All students in Spanish Linguistics will automatically be members of HiLLS.  Members can participate to the extent that they wish. The activities of HiLLS may include: Organizing workshops; organizing a peer review process for future publications and conference abstracts; organizing reading groups; inviting speakers to campus; collaborating with Hispanic Linguistics faculty to maintain the Oncourse site for Spanish Linguistics; organizing a welcoming mixer for new and veteran students and faculty at the beginning of each academic year; serving as a liaison between Spanish Linguistics and student organizations pertaining to linguistics in other departments; assist as requested by faculty to organize and maintain the technology available to graduate students (such as voice recorders); and maintaining an IU Hispanic Linguistics blog.
705.1
TRANSFER OF GRADUATE CREDIT. At most reputable graduate schools, including other CIC schools, the transfer of graduate credits is extremely restricted compared to policies at the undergraduate level. All candidates for graduate degrees must complete at least 30 hours of graduate work while enrolled on campuses of Indiana University (See Graduate Bulletin under “residency requirements”). The Department accepts transfer credits under the conditions listed below, but students must secure permission from the Director of Graduate Studies at least two months before the awarding of the degree. This will permit adequate consultation with the appropriate degree advisory committee or the graduate faculty.  

705.2
TRANSFER OF MASTERS CREDIT. Candidates for the M.A. degree may transfer up to 8 hours  of graduate credit from other institutions. 

705.3
TRANSFER OF DOCTORAL CREDIT. Candidates for the Ph.D. degree may transfer up to 30 hours of graduate credit from other institutions. This coursework is normally completed by an outside M.A. degree; however, when less than 30 hours are transferred from the M.A., further outside coursework may be transferred while pursuing a Ph.D. at IU. This coursework, however, will only be accepted if the course taken is not available at IU.  

When a student has received the M.A. degree from another institution, acceptance of the graduate transfer credits remains in abeyance until s/he has been admitted to the Ph.D. program. At this time, the Director of Graduate Studies will recommend to the College of Arts and Sciences which credits to accept for a Master's degree toward the 90 hours for the Ph.D. All transferred credit must be in Spanish or in one of the minor fields. The Ph.D. degree is built on an M.A. degree in Spanish, not in another discipline.


While 30 hours in residence is the minimum number required for a graduate degree from IU, the Department normally expects that the student with only the B.A. degree will complete the entire 90 required hours, including the thesis, at IU. Exceptions will be carefully considered by the Director of Graduate Studies in consultation with the Chair. A student beginning a Ph.D. at IU with an M.A. from elsewhere is expected to complete the entire 60 hours (or sufficient acceptable hours in the major and minor to total 60), including the dissertation, at IU. A Ph.D. dissertation is usually evaluated at or around 30 hours.

705.4
GRADUATE CREDIT FROM OTHER CAMPUSES. Each year other IU campuses offer courses which may be credited toward graduate degrees. It is the policy of the Department that 20 hours must be taken in residence in Bloomington for the M.A. The remaining credits may be transferred from other IU campuses. Please check the Graduate School Bulletin regarding validation.

705.5
CREDIT FROM FOREIGN UNIVERSITIES. Transfer work at the graduate level from foreign institutions, whether done independently or in a program sponsored by an American institution, is not applicable to a degree at IU. A student may well profit from such work but should not expect it to be applied to a degree. The only exceptions will be in programs in which IU may directly participate.

705.6
CIC TRAVELING SCHOLARS. Graduate credit at other CIC institutions may be earned under the regulations governing the CIC Traveling Scholar Program. A description of the program may be obtained from the Graduate School.

706.
GRADES OF INCOMPLETE. As a general rule, the Department does not approve of Incompletes for graduate students. No graduate student will be allowed to have more than one Incomplete in any semester or to carry an Incomplete for more than one semester. Violations of this policy will place in jeopardy the student's AIship and academic standing. See also Section 815.


NOTE: According to Graduate School regulations, requests for extensions for grades of Incomplete are to be approved by the Director of Graduate Studies. Petitions must state the reason for the request and be signed by the course instructor. Approval should be expected only in the most unusual cases.

707.
PASS-FAIL: ELIGIBILITY AND PROCEDURES.

A. Standing:

GPA of 3.00 or better. No more than 4 hours of Incomplete on the record (save Ph.D. reading courses). Not applicable to students transferring from one department to another until at least one year's work has been completed in the new department.
B. Authorization

Written consent of the student's advisor or departmental Chair, the course instructor, and the Dean of the Graduate School, in that order.

C. Areas:

(1) Pass-Fail courses must lie outside the major and minor areas, except that the student who has already accumulated hours sufficient for an approved outside minor in a particular area may enroll in further courses on a pass-fail basis; (2) P/F courses will not fulfill the Graduate School language or skill requirements, except that advanced courses taken in these areas will count once such requirements have been formally passed.

D. Enrollment:

P/F Option must be indicated at regular registration and cannot be changed after Drop & Add. Withdrawals from P/F courses follow the normal conditions specified by the Graduate School.
E. Grades and Credits:

Grades of S earn full credit but they do not affect the GPA. Grades of F, on the other hand, are computed in the GPA, and no credit is given. No maximum number of hours has been set for the P/F, but a student wanting to elect more than one option per semester should submit a written explanation when requesting authorization.

708. 
WITHDRAWALS. Withdrawals prior to the “Last Day to Drop a Course with an Automatic ‘W’” (see official calendar each semester) are automatically marked ‘W’ (from Graduate Bulletin). University regulations permit withdrawal after this date only with the approval of the dean and for reasons of health or serious distress. In all such cases, the student must submit a request for late withdrawal to the graduate advisor or the Chair. If the request is supported by the course instructor, the graduate advisor and the Chair, it can be forwarded to the dean of the Graduate School with an accompanying statement of the reasons for the request. If approved and the work completed up to the point of withdrawal is passing, the student's grade is ‘W’; otherwise a grade of ‘F’ is recorded. Failure to complete a course without an authorized withdrawal will result in an ‘F’.

709.
TRANSFER OF DEPARTMENT WITHIN THE GRADUATE SCHOOL. A student who has been admitted to pursue work in one department and who wishes to apply for admission to another department must fill out: a) a complete Graduate School application; b) an Application for Transfer of Department and submit it to the new department (in duplicate). The student will request that three professors at IU who know his or her work write letters of reference to the new department. The student should also have the Registrar send a copy of the IU transcripts from other schools to the new department.

710.
G901. Students who have accumulated over 90 hours and have completed all course work are eligible to enroll in G901 credit hours at a flat fee rate of $150 per semester. Permission must be obtained in order to register for G901. The College of Arts and Sciences allows a maximum of only 6 semesters of G901; students continuing beyond that will have to enroll in S805 at the higher credit hour tuition rate.
711.
GRADUATE ADVISING. Doctoral students are expected to choose a tenured/tenure track faculty mentor at the end of their first year of coursework. Students must formally invite the faculty member to serve as mentor and receive an acceptance for the mentor relation to be approved. 
712.
GRADUATE READING PROFICIENCY IN CATALAN, PORTUGUESE AND SPANISH. 

Please consult https://spanport.indiana.edu/student-portal/graduate/language-proficiency/index.html for up to date requirements for both departmental and non-departmental graduate students.
713.
GUIDELINES FOR ADVISOR-GRADUATE STUDENT INTERACTIONS IN THE COLLEGE  OF ARTS AND SCIENCES.

The success of every graduate student in the College of Arts and Sciences depends in part upon the role of                  the student’s advisor. Whether they work together in a lab or a research team, meet in a seminar, or consult periodically in office hours or online, the advisor and the student together establish a plan for the graduate student’s research, work to identify and remove obstacles to success, and ensure that the student has opportunities to develop professional experience. Most of these interactions take place outside the classroom, often in informal interactions. To ensure that these interactions are as productive as possible, the College offers these guidelines.

These guidelines embody many of the best practices used by other institutions and professional societies.       They are intended to provide principles for establishing an effective and productive advisor-student relationship that relies on trust, courtesy, clear communications, and shared expectations.  These College guidelines provide a general framework for interactions; departments and programs are expected to establish and document more detailed implementation in departmental handbooks and procedures. These guidelines supplement the IU Student Code, which addresses primarily formal academic matters, by attending to the faculty’s role in the student’s research process.

Faculty Research Advisors should: 

· promote an environment that is intellectually stimulating and free of harassment;

· be supportive, equitable, accessible, encouraging, and respectful;

· recognize and respect the cultural backgrounds of students;

· be sensitive to the power imbalance in the student–advisor relationship;

· set clear expectations and goals for students regarding their academic performance, research activities and progress; 

· discuss policies and expectations for work, either as teaching assistants or research assistants, including work hours, vacation time, and health contingencies;

· meet regularly and often with students to provide clear feedback on research activities, performance, and progress;

· promote and manage productive and collaborative relationships for students working in large research groups and collaborations; 

· provide students with training and oversight in all relevant aspects of research, including the design of research projects, the development of necessary skills, and the use of rigorous research techniques or procedures;

· provide and discuss clear criteria for authorship at the beginning of all collaborative projects;

· encourage participation in professional meetings and try to secure funding for such activities;

· ensure students receive training in the skills needed for a successful career in their discipline, including oral and written communication and grant preparation as appropriate;

· acknowledge that some students will pursue careers outside of academia and/or outside their research discipline and assist them in achieving their chosen career goals;

· be a role model by acting in an ethical, professional, and courteous manner toward other students, staff, and faculty.

Graduate Students should: 

· recognize that they bear the primary responsibility for the successful completion of their degree;

· complete all tasks assigned by the department, including teaching, grading, and other assistantship responsibilities;

· know the policies governing graduate studies in the department and the graduate school and take responsibility for meeting departmental and graduate school deadlines;

· be proactive in communicating with the advisor and research committee;

· recognize that in addition to their role as a student, they have rights and responsibilities as employees of the university, and expect that these are clearly conveyed to them;

· clearly communicate with their advisor(s) regarding their career preferences;

· be proactive about improving their research skills, including written and oral presentation skills;

· seek and be provided mentoring and support resources beyond their faculty advisor(s), including other faculty members and peers;

· inform faculty advisors of potential and/or existing conflicts and work toward their resolution, following departmental guidelines;

· obtain outside help from ombudsmen, graduate chairs, or other faculty if conflicts arise with their advisor;

· be aware that if they feel compelled to change advisors or research direction, they have options and should consult with their advisor, other mentors, or department officers, recognizing that such options may include changing programs;

· always act in an ethical, professional, and courteous manner toward other students, staff, and faculty.

Departments and Programs will: 

· provide students with up-to-date information that includes policies, practices, resources, degree requirements, and expectations for progress;

· assist students with selection of their advisors as needed, providing general guidance on expectations for effective mentoring;  

· ensure that all students have a faculty member with responsibility for advising them;

· proactively monitor graduate student progress toward their degrees and professional development, including mentoring meetings, committee meetings, exam completions, and other benchmarks toward the degree.  Annual meetings should provide an opportunity to examine the effectiveness of the student-advisor relationship and offer advice on ways to address any issues arising;  

· provide students and faculty with contacts, resources, and a clear process for potential conflict resolution (e.g., ombudsperson, director of graduate studies, or department head). Interdisciplinary programs are responsible for coordinating among the home departments of faculty and students;

· assist students who wish to change advisors or research groups in identifying new advisors within the department or program who are receptive to accepting the student, and advising the student on options should no placement be found;  

· provide appropriate infrastructure to allow students to complete their education and research in a timely and productive manner;

· provide opportunities for professional development that will be relevant to students seeking careers outside academia and/or their research discipline;

· incorporate these guidelines and recommendations into their departmental policies or handbooks and actively promote their observance.

800.
GRADUATE PROGRAMS

M.A. Degree

801. GENERAL. The requirements for all of the graduate degrees (M.A. and Ph.D.) are stated in the    University Graduate School Bulletin (under “Academic Regulations” and “General Requirements for Advanced Degree” and under the Department entry for each degree). The Department must follow University Graduate School guidelines.

802. 400-LEVEL COURSES. MA students may not take 400-level courses in the Department for graduate credit.
803. FOREIGN LANGUAGE PROFICIENCY REQUIREMENT. M.A. students must demonstrate proficiency in one foreign language. Consult the University Graduate School Bulletin for language requirement guidelines. For departmental languages, see https://spanport.indiana.edu/student-portal/graduate/index.html.
804. REVALIDATION. Normally, a course may not be counted towards the Master’s degree requirements if it has been completed more than five years prior to the awarding of the degree. See the University Graduate School Bulletin for details.

805. EXAMINATIONS. At the beginning of each semester, the Graduate Studies Office announces the deadlines and procedures for applying for the M.A. exams. Students taking an exam are to file an application in the Graduate Studies Office no later than 45 days in advance of the exam date.  Written examinations in Hispanic literature, Portuguese, and linguistics will be given on ONE DATE ONLY each fall and spring. The exam(s) will be held the first Friday of November or the second Friday of February.
See individual program information for the format of each written M.A. exam; if the written warrants, there is a one-hour oral examination. The oral examination must be completed within 14 days of the written exam. Students may consult copies of previous M.A. exams through the Graduate Studies Office. The oral exam may be conducted in English, Spanish, or Portuguese at the discretion of the committee. It is the responsibility of the Chair of the student’s examining committee to contact the other members of the committee to schedule the oral exam and to notify the Graduate Studies Office. 

Degree requirements should be completed within two years from start of degree. M.A. final examinations should be completed by the last semester of coursework (semester 4).

MA exam committees evaluate whether the student should be admitted to the Ph.D. program. 

806. REPEATED EXAMINATIONS. The decision whether a student needs to retake an exam or part of an exam rests with the examining committee. For Hispanic Linguistics, please see section 1000. At the discretion of the MA exam committee a student who fails a portion of the exam may be given the alternative of retaking said portion on the first business day of April with the possibility that, if they pass, they may be accepted to the Ph.D. program and given an AIship.
806.1
APPEALING EXAM GRADES.  Any student who wishes to contest an exam grade should first discuss his or her concerns with the exam committee or committee chair. If the disagreement cannot be resolved, the student has the option of pursuing the concerns further in this order: program director; DGS; Department Chair; Associate Dean of the College Graduate Office. 


807. S803, P803, C803 READING COURSES (cr. arr.). Only students who already hold the M.A. may enroll in an 803. See section 815 for more information. 

808. STYLE AND LANGUAGE OF PAPERS AND THESES. Hispanic Literatures and Portuguese students should use the MLA Handbook guidelines in preparation of papers and theses in the Department. For theses in Hispanic Linguistics, students should use the LSA style sheet or the APA manual, depending on the advisor’s recommendation.
Ph.D. Degree

809. GENERAL. Any student who wishes to study for the Ph.D. with a major in Spanish or Portuguese must be approved by the Graduate Admissions Committee. Completion of an M.A. in the Department does not in itself qualify for admission. 

The requirements for the Ph.D. are stated in the University Graduate School Bulletin (under “Academic Regulations” and “General Requirements for Advanced Degree” and under the Department entry for each degree). The Department must follow University Graduate School guidelines.


810. SELECTION. Departmental M.A. students who wish to continue beyond the M.A. must apply to the Ph.D. program through the following internal process. The application will include: (1) A cover letter requesting admission; (2) a statement of purpose describing the student’s specific research interests and academic goals for doctoral study; and (3) a writing sample. The application must be submitted to the Graduate Office by the same deadline as that for prospective students from outside the university. The Graduate Admissions Committee will review these internal applications, consulting with other faculty members and the students’ dossiers as needed. Students who are admitted to the Ph.D. program must pass the M.A. examination in order to continue. Approved by Faculty Meeting on 5-1-2009.
811. PROCEDURES AFTER ADMISSION TO Ph.D. PROGRAM. Once granted permission to begin working toward a doctorate, the student should consult with the Director of Graduate Studies and other members of the Graduate Faculty about his or her program of study.

812. 400-LEVEL COURSES. Ph.D. students may not take 400-level courses in the Department for graduate credit.
813. FOREIGN LANGUAGE PROFICIENCY REQUIREMENT. Ph.D. students must demonstrate proficiency in two foreign languages or in-depth proficiency in one language. Students should consult with appropriate department and/or program for further details.
814. Ph.D. MINORS 

All students in Hispanic Literatures and Portuguese are required to complete a Ph.D. minor in a topic related to the student’s research interests. Minor requirements are determined by the minor-granting department. Students should consult with that department’s webpage and/or DGS to ensure that all requirements are fulfilled. 
The Department of Spanish and Portuguese offers four Ph.D. minors: Catalan, Hispanic Linguistics, Hispanic Literatures, and Portuguese. Students in the Department may elect to pursue a Ph.D. minor in any program other than their major. 

1. Ph.D. Minor in Catalan

Doctoral students may earn a minor in Catalan by successfully completing four Catalan literature courses plus the language course (C491 or C492) for a total of 12 graduate credit hours. All courses aside from the language course must be at the 500 level or above. A maximum of one graduate-level course in Hispanic Literatures may be counted toward the Catalan minor, provided that at least 30% of the course’s reading content is of Catalan origin. Such courses must be approved by the Director of Graduate Studies. C803 Individual Readings may be counted toward the minor. 

2. Ph.D. Minor in Hispanic Linguistics

Doctoral students may earn a minor in Hispanic linguistics by successfully completing four courses in Hispanic linguistics (12 credit hours). All courses must be at the 500 level or above and approved by the director of Hispanic linguistics. Transfer credits for courses taken elsewhere are not accepted. S803 Individual Readings cannot be counted toward the minor.

3. Ph.D. Minor in Hispanic Literatures

Doctoral students may earn a minor in Hispanic Literatures by successfully completing four Spanish-language literature courses (12 credit hours). All courses must be at the 500 level or above and approved by the Director of Graduate Studies. S803 Individual Readings cannot be counted toward the minor.
4. Ph.D. Minor in Portuguese

Doctoral students may earn a minor in Portuguese by successfully completing four Portuguese courses (12 credit hours). All courses must be at the 500 level or above and approved by the Director of Portuguese. P803 Individual Readings cannot be counted toward the minor.

815. S803, P803, C803 READING COURSES (cr. arr.). Only students who already hold the M.A. may enroll in 803. Work for the course must be completed during the semester of enrollment; incompletes are unacceptable. 803 courses are considered as extra, above and beyond required course work. 

Students interested in taking an 803 course should discuss their plans with the professor with whom they would like to work. The latter is free to agree to direct the course, modify it or refuse it. If the professor accepts, the student must file a petition with the Director of Graduate Studies describing the project along with a list of readings and a description of assignments agreed upon, signed by both professor and student. This document becomes part of the student’s file. If the readings differ from those proposed, the Director of Graduate Studies is to be notified in writing by the student or professor by the end of the semester. 803s can be counted as an elective course but may not be used to fulfill course requirements for the degree. A professor may not accept more than one student a semester in 803 except by personal request and with the approval of the Chair (see section 1501.2).

816. Ph.D. READING LIST. All reading lists (Hispanic Literatures and Hispanic Linguistics), approved in-full by the examining committees, must be submitted to the Graduate Studies Office no less than two weeks prior to the beginning of the Ph.D. qualifying examinations. Review individual program for details.
817. Ph.D. QUALIFYING EXAMINATION COMMITTEE. The qualifying exam committee, also referred to as the advisory committee, should be named at least one semester before the exam. The “Appointment of Advisory Committee” is initiated online by the student through the College at the following link: 
https://college.indiana.edu/student-portal/graduate-students/academic-procedures/index.html 


The student’s committee will consist of at least four members. One member from within the Department, in consultation with the program director, will be named Chair. At least two other members must be members of the graduate faculty. In order to broaden the expertise on a given topic and increase the diversity of disciplinary perspectives on the same topic, doctoral students in Spanish and Portuguese may invite one (but not more than one) approved HISP adjunct faculty to serve as a departmental member on their Ph.D. qualifying exam and/or dissertation committees. (This is in addition to selecting one faculty member [internal or external] to represent the Ph.D. minor on these committees.) Review individual program for details. 

818. Ph.D. QUALIFYING EXAMINATION. The Ph.D. qualifying exam must be taken no later than the semester following the completion of all graduate coursework (see individual major for program details); exceptions must be approved by the Director of Graduate Studies. The written exams and the oral must all be taken within one semester – fall or spring – excluding final exam week. 

In the event of the absence of any member of the student’s major committee at the time of the oral examination, phone or zoom may be chosen. If participation by phone/zoom is not possible, a proxy must be named by the absent faculty member. Sufficient notice should be given to the selected proxy in order to read and evaluate the written portions. The Graduate Studies Office must be notified of proxy no less than one week prior to the first exam date.
Committee members are free to call on other colleagues for questions for exams or for their participation in reading the exams. Students, likewise, are free to consult with the members of the committee individually before and after the exam.

819. ELECTRONIC EXAMINATIONS. Students will be permitted to use one of the Department’s computers during the written examination. It is the responsibility of the student or a member of the committee to check with the Graduate Studies Office to reserve use of a computer. 

Students should bear in mind that they are responsible for backing up their file while they work. Students will be provided with a flashdrive to save their work as they progress. At the end of each session, the proctor will retrieve the flashdrive and download the exam in the Graduate Studies Office. Paper copies will be offered to the student, and each member of the examining committee, if requested.  Otherwise e-copies will be sent.  If an electronic exam is sent to the student, the student will send it in a Word doc to the Graduate Services Coordinator.
820. REPEATED EXAMINATIONS. A decision about whether a student needs to retake an exam or part of an exam rests with the examining committee. Ph.D. exams may be retaken only once. The date(s) for the repeated examination(s) will be selected by the student in consultation with the examining committee and must be approved by the Director of Graduate Studies no less than one week prior to the examination date. In order to assure availability of the examination room and computer, please notify the Graduate Studies Office as early as possible.

821. S805, P805 THESIS CREDIT. After completing 30 hours of coursework for Hispanic Literatures, 30 hours of coursework in Portuguese, and 33 hours of coursework for Hispanic Linguistics beyond the M.A., and having additionally fulfilled all doctoral-level coursework requirements (Ph.D. minor, language proficiency), a Ph.D. student may continue taking either course work or dissertation credit hours or a combination of the two. See requirements for each program.
822. REVALIDATION. A course may not be counted toward Ph.D. degree requirements if it has been completed more than seven years prior to the passing of the qualifying examination. See the University Graduate School Bulletin for details.
823. STYLE AND LANGUAGE OF PAPERS AND DISSERTATIONS. Students should use 
the MLA Handbook guidelines in preparation of papers and the thesis in the Hispanic Literatures and Portuguese programs. For theses in Hispanic Linguistics, students should use the LSA style sheet or the APA manual, depending on the advisor’s recommendation.
824. ENROLLMENT AFTER QUALIFYING EXAMINATIONS. ENROLLMENT AFTER QUALIFYING EXAMINATIONS. Ph.D. students who have passed the Ph.D. qualifying examinations must be enrolled every fall and spring semester until completion of the degree. On-campus students who have SAA appointments (as AIs or RAs) must enroll in regular courses, or S805 or P805, for a minimum of nine credit hours per semester. SAAs who have accumulated 90 credit hours are eligible to enroll for a minimum of six credit hours. Students who have successfully completed their qualifying examinations and accumulated 90 credit hours qualify for G901 enrollment. On-campus students who have accumulated 90 credit hours or more (including dissertation credits), passed their qualifying examinations and are not serving as Associate Instructors may also enroll in six credit hours of G901 or at least one credit hour of dissertation credit, S805 or P805. Off-campus students must enroll in absentia for a minimum of one credit hour, S805 or P805, or six credit hours of G901. Registration in G901 is limited to six semesters; once the sixth semester of G901 has been completed, students must enroll in at least one credit hour of S805 or P805 until completion of the degree. Note: Before registering for G901, students should check with the Graduate Studies Office for registration eligibility, authorization, eligibility for insurance benefits, etc. Students are responsible for their own registration and must contact the Graduate Services Coordinator prior to the registration period.
824a.
ADMISSION TO CANDIDACY. Graduate students should note that admission to a Ph.D. program is not equivalent to admission to candidacy. This is granted only after the qualifying examinations have been passed and other requirements have been met.

825.
Ph.D. DISSERTATIONS.

1. Upon successful completion of the qualifying and oral exams the student will be formally admitted to candidacy for the Ph.D. degree. All transfer of credits (if any) from other institutions should be approved and recorded. The student will initiate the Nomination to Candidacy for the Ph.D. Degree at the following link: http://graduate.indiana.edu/academics-research/graduation.shtml. (See line 3 under Ph.D. Students)
2. After admission to candidacy for the Ph.D. degree, a Research Committee will be appointed by the Director of Graduate Studies after consultation with the student. The committee will consist of a Chair, who will be primarily responsible for directing the student's work on the dissertation, at least two other faculty from the Department, and one of whom may be an adjunct faculty. See the University Graduate School Bulletin entry on the Research Committee for stipulations on the composition of this committee.) The Research Committee is often the same as the qualifying examination committee, but need not be.

3. After consultation with all members of the Research Committee, the student initiates the online Nomination of Research Committee form through the University Graduate School at the following link: http://graduate.indiana.edu/academics-research/graduation.shtml  (See line 5 under Ph.D. Students)  A copy of the dissertation proposal is required to be attached to the online form . Once the dissertation proposal has been routed for approval by the Director of Graduate Studies, a copy of the proposal is circulated among the Departmental tenured/tenure track faculty for comments. The proposal circulated among faculty will be the shortened one-to-two page English version required by the Graduate School along with the bibliography of the full version. The longer version will be available upon request from the Graduate Studies Office. This step must occur at least six months before the defense of the dissertation. (See University Graduate School Bulletin under “Research Committee.”)

4. When a first completed draft of a dissertation has been approved by the Chair of the student's research committee, a hard copy of this draft will be submitted to each member of his/her committee. Email copies, attachments, etc. are not to be submitted to committee members unless approved beforehand. This need not be a ‘clean’ copy but it must be legible, and not cause the reader undue effort. The members of the research committee will offer critiques and suggestions. These may concern only chapters or parts of chapters or they may cover the entire dissertation.

5. The deadline for submission to the committee of the draft referred to in section 4 above (i.e., the draft previously approved by the Chair) is no less than 30 days before the date the student expects to defend the dissertation. It is essential that the members of the committee be given sufficient time to make suggestions and to see the modifications prior to the defense. Approved by faculty meeting, January 2018. 
6. Preparation of the final draft of the dissertation shall not begin until it has been tentatively approved in its entirety by all members of the research committee.

7. For the policy on style and language, see Section 823 and consult the UGS webpage for Theses & Dissertations  http://graduate.indiana.edu/theses-dissertations/index.shtml
8. The student must receive acceptance of his or her dissertation within seven years after passing the qualifying examination. Failure to meet this requirement will result in the termination of candidacy and of the student's enrollment in the degree program. Any student whose candidacy lapses will be required to apply to the University Graduate School for reinstatement before further work toward the degree may formally be done. See the University Graduate School Bulletin for details.

9. If a dissertation director resigns a professorship at IU to go to another university, a new departmental faculty member is to be made director or co-director. Should the committee change for any reason, a student must initiate a “Ph.D. Research Committee Change” in One.IU (https://one.iu.edu/task/iub/phd-research-committee-change) for approval. 
826.
DISSERTATION DEFENSE.

1. When the dissertation has been tentatively approved by all members of the research committee, a date will be set for the student's final exam (i.e., the defense of the dissertation). It is the responsibility of the Chair of the student's dissertation committee to contact the other members of the committee and schedule the oral defense and to notify the Graduate Studies Office about the date of the defense. Students should read carefully the entry in the Graduate Bulletin under “Ph.D. Degree” subheading “Dissertation.”

2. The student must initiate the Ph.D. Defense Announcement in One.IU (https://one.iu.edu/task/iub/phd-defense-announcement). The E-Doc must be approved by the Ph.D. Recorder at least 30 days before the scheduled defense. Information for University Graduate School requirements including "The Guide to the Preparation of Theses and Dissertations" can be found on their webpage https://graduate.indiana.edu/thesis-dissertation/index.html  
                                                                                                                                      
3. In the event of the absence of any member of the student’s major committee at the time of the dissertation defense, participation by phone/video conferencing may be chosen. If participation by phone/video conferencing is not possible, a proxy must be named by the absent faculty member. Sufficient notice should be given to the selected proxy in order to read and evaluate the written portions.
4. Before the Ph.D. degree can be conferred, the Graduate Services Coordinator must receive a ProQuest receipt showing that a hard-bound 8.5x11 version of your dissertation has been ordered for the department. At this point, R grades will be removed and degree will be conferred.
1. HISPANIC LITERATURES
M.A. Program

901. M.A. COURSE REQUIREMENTS. A minimum of 30 credit hours in departmental courses numbered 500 or higher. Students must take a minimum of four Hispanic literature courses at the 500-level. Up to 6 of the 30 credit hours may be in Catalan or Portuguese graduate courses at the 500-level or higher. All AIs must take S517. 
902. FOREIGN LANGUAGE PROFICIENCY REQUIREMENT. M.A. candidates must demonstrate proficiency in one foreign language other than Spanish. Please check the department webpage for language proficiency requirements http://www.indiana.edu/~spanport/graduate/proficiency.shtml  and the University Graduate School Bulletin for guidelines. Foreign languages outside of Spanish, Portuguese, and Catalan, will have language requirements  listed on their departmetal websites.
903. M.A. READING LIST. A copy of the M.A. reading list is available online on the department website 
904. M.A. EXAMINING COMMITTEE. The M.A. examining committee is made up of three members. The student, in consultation with the Director of Hispanic Literatures, chooses all three members of the exam committee based on the student’s chosen areas of specialization. The Chair of the committee will be named by the student. See Section 805 for further details.
905.
FINAL EXAMINATION. The M.A. final exam in literature will be prepared by the literature faculty. For further guidelines on the exam procedure consult the Graduate Studies Office and see Section 805 of this manual. Copies of previous M.A. exams are available from the Graduate Studies Office.

906.
FINAL EXAM FORMAT. This Hybrid exam seeks to find a balance between a generalist exam and initial specialization by field. The goal is to demonstrate both a general proficiency in all fields and an initial exploration of three areas of possible future specialization.

The generalist exam will be based on a reduced reading list in all eight fields offered by our Department. The generalist exam will be an in-house 3-hour exam, based on questions submitted by all Hispanic Literatures faculty and compiled by the Director of Hispanic Literatures.  It will consist of 2 essays and IDs.
The specialist exam will be based on the three fields each student chooses to specialize in and on the specialist reading list in those fields, along with the works on the generalist list for those fields.  It will be a take home exam, consisting of essays to be written over the course of three days.  The questions will bring together the three fields chosen and place them in dialogue with each other, and will concentrate on issues/topics based on the student’s interest in the fields as well as ask for a command of the fuller canon (using the MA lists for each field).  The exam will have two general essays and one that incorporates textual analysis.  Each essay should be a maximum of four pages. The specialist exam will be written by the exam committee, with a member (chosen by the student) from each of the fields represented.   
Within two weeks of the completion of the generalist and specialist exams, the committee chair will schedule a one-hour oral exam.

Doctoral Program

907. Ph.D. COURSE REQUIREMENTS. A minimum of 90 credit hours is required for graduation. If appropriate to the field, a maximum of 30 credit hours may be transferred from an external M.A. degree. A minor is required with credit hours, as specified by the minor department, but in any case with a minimum of 12 credit hours. Ph.D. students must take a minimum of 18 credit hours in Hispanic literature courses numbered 500 or higher (S512 and S517 do not count as literature courses, but S504 does count). Students must take at least one S708 and S512. All AIs must take S517. Any one graduate course in Catalan literature/culture may count towards the 18 major credits requirement of the Ph.D. for Hispanic Literatures. Students must have a minimum of 60 credit hours of coursework to be eligible for the qualifying examinations. Once all coursework requirements are completed, the remaining credit hours may be fulfilled by thesis credit hours.
908. FOREIGN LANGUAGE PROFICIENCY REQUIREMENT. Ph.D. candidates must demonstrate proficiency in two foreign languages other than Spanish or one foreign language in depth. If the student completed a language proficiency requirement while doing the M.A., this may be counted as one of the languages. Consult with specific department or program for guidelines.

909. FACULTY MENTOR. During the first year after starting the Ph.D. program and in consultation with the Director of Graduate Studies, the student chooses a faculty mentor. The mentor is not necessarily the person who will become the dissertation director. This mentor will help the student develop areas of specialization and a plan for the ensuing three or four years. Students are encouraged to meet with their mentor at least once a semester. 
909.1 Both the mentor and mentee should adhere to the guidelines established in the Mentor Guidelines document.  
909.2 In addition, the student must complete the Annual Progress Report and have the mentor, director of the student’s program, and the DGS sign it.
909.3 In order to help further the student’s progress and professionalization, all graduate students are urged to attend 6 out of the 8 Department’s monthly Professionalization Workshop Series.
910. ADVISORY COMMITTEE (QUALIFYING EXAM COMMITTEE). Students approaching completion of their course work for the doctorate should meet with the Director of  Hispanic Literatures to name a committee to supervise the qualifying examinations. A qualifying exam committee should be named at least one semester before exams are to begin (no later than semester six). Committees must be comprised of a total of four faculty members. The members, to be approved by the Director of Graduate Studies, will consist of a chair from the Department (designated by the student), two additional members from the Department (one of whom may have adjunct status in the department), and a representative of the minor field. A faculty member cannot serve as both a major and minor member, unless approved by the Director of Graduate Studies. The student must initiate the “Appointment of Advisory Committee” online through the College at the following link: http://college.indiana.edu/graduate/office/record.shtml

The qualifying exam committee will write the exams, evaluate the answers, and give the oral (see Section 913 for exam procedures). The committee may request questions from colleagues; any member of the graduate faculty has the right to read any student's exam; any faculty member who wishes to attend may do so and may even take part.

911. Ph.D. READING LIST. In consultation with the Advisory Committee, the student should prepare a three-part reading list on an area of research or on a topic that s/he expects to develop in the dissertation. The student will present this reading list to her/his candidacy committee for approval. See the Graduate Studies Office for examples. (The reading list should not duplicate the M.A. list unless some works are directly necessary.) The list should include three sections:

1. Primary materials: the text or body of texts that will form the subject matter of the dissertation, including the appropriate critical corpus on these texts.

2. Contextual materials: a body of texts that provide a context for studying the primary texts. This category might include history, literary history, period, and genre.

3. Theoretical/Methodological texts: a body of texts covering theoretical or methodological issues that will be useful for the student’s research area/topic.

912. Ph.D. QUALIFYING EXAMINATION FORMAT.  The PhD exam will take place during the course of one semester and will commence at the beginning of a fall or spring semester. The PhD exam will consist of the following components: (1) a pre-prospectus and three separate lists of primary, secondary, and theoretical works; (2) three take-home essays related to the student’s lists of primary, secondary, and theoretical works; (3) an oral defense of the pre-prospectus and essays; (4) a dissertation prospectus; (5) an oral exam of the dissertation prospectus. At least one question from the written examination must be answered in Spanish.
Timeline
At the beginning of the last semester of course work, if not earlier, a student will consult with her/his advisor and compose one list each for primary, secondary, and theoretical works related to her/his dissertation topic. The lists should be completed and circulated to the dissertation committee, and, ideally, approved by the full committee by the end of that same semester. In cases where a student is unable to complete the lists and have them approved by the committee during the last semester of coursework, s/he is expected to do so within the first month of the semester after completing course work.  Collectively, the lists should not exceed 15 pages, and each list may vary in pagination according to the discretion of the student’s director. The lists should reflect how the student’s dissertation topic is linked to one or more fields and engages with prevailing debates or concepts in one or more fields.  
During the semester after completing course work, the student will prepare for the exam with reading and will submit a pre-prospectus to the exam committee for approval. The pre-prospectus should detail: (1) how the lists represent a major field of study and the debates within that field; and (2) how the student foresees her or his dissertation contributing to those debates. The pre-prospectus should not exceed five pages, double-spaced. The exam lists and pre-prospectus are intended as an exploratory exercise to help students formulate dissertation topics and to consider the organization of the dissertation. 
The exams should take place at the start of the semester following the approval of the student’s pre-prospectus. The student will write the three take-home essays during the second week of a semester. The exam format will consist of questions prepared by the advisory committee and submitted to the Director of Hispanic Literatures at least two weeks prior to the first written exam.  Students will answer one of two questions given for each of the three exams (primary, secondary, and theoretical) and will have one week, from Monday until Friday, to complete the three sections of the exams. Each essay should not exceed eight pages, double-spaced, not including a bibliography. 
No later than three weeks after the student completes the essays (week 5 of a semester), the student and committee will convene for an oral exam during which they will discuss the student’s written exams and pre-prospectus. If the committee decides that the student’s exams, pre-prospectus, and/or oral exam is not adequate, the student will not continue with the exam process. The student may restart the PhD exam process the following semester.    
No later than four weeks after the oral defense (week 9 of the semester), the student should submit a dissertation prospectus to the committee. No later than two weeks after submitting the prospectus (week 11 of the semester), the committee and the student will convene for the prospectus defense. 

The prospectus should develop in more detail the pre-prospectus and, when useful, draw upon the oral defense of the written exams and pre-prospectus.  The prospectus should not exceed ten pages, double-spaced, not including the bibliography. A rubric for the dissertation prospectus follows:

(1) Section One: “Contribution to the Field.” This section should include a working dissertation title and an opening paragraph that offers a concise argument/thesis for the dissertation. Subsequently, the student should describe how the thesis project dialogues with a larger body of scholarship and proposes to make an original contribution to one or multiple fields.

(2) Section Two: “Research Method and Theoretical Approach.” This section should include a theoretical overview of the dissertation project that takes into consideration the following questions: Which theories are employed and why? How will these inform the readings of specific primary texts and why? Will this theoretical framework require an adaptation of theories in order to study the texts, events, or cultural objects examined in the dissertation? 
(3) Section Three: “Overview of Chapters.” This section should provide a synopsis of each chapter in the dissertation.  For each chapter, make clear the focus/main issues studied as well as the primary texts (i.e., literature, film, etc.) and specific theories used to study these issues. 
(N.B. These questions should guide the composition of the prospectus, rather than be answered in a kind of ‘bullet-style.’) 
If necessary, a student may submit a revised prospectus and seek approval from the committee within three weeks (week 14 of the semester) after the prospectus defense. The need to revise the prospectus and the manner in which the prospectus will be assessed are at the discretion of the committee. 
The following timeline summarizes the PhD exam process during a semester:

Week 2: Student takes written exams; 
Week 4/5: Oral defense of exams and pre-prospectus; 
Week 9: Student submit prospectus to committee; 
Week 10/11: Oral defense of prospectus; 
Week 14: If necessary, student submits revised prospectus
The following additional timeline provides a template for progress to degree. In general, there will be about five semesters of coursework, a semester for exam preparation and development of the pre-prospectus, a semester for the PhD exams, and a year and a half for writing the dissertation: 
1) Last Semester of course work: student begins consulting advisor about lists, pre-prospectus, and composition of exam committee. Student also consults models of dissertation prospectus and forms an exam committee; student completes exam list by the end of the semester.

2) First semester after last semester of course work: student prepares for exam and submits pre-prospectus. 
3) Second semester after last semester after course work: student takes PhD exams. 
4) Third Semester/Summer: student begins writing dissertation and continues for an estimated time of 18 months to finish.

5) Defense, Revisions, Job Market (year 5).
913. Ph.D. QUALIFYING EXAMINATION PROCEDURES. 

1. The Chair of the committee will invite the representative of the minor field to contribute to the written examination and to attend the oral examination. If the minor representative wishes to waive his/her participation, the Chair of the committee will request that the minor representative send written notice to the Graduate Studies Office.

2. The Chair of the committee will make sure that the complete exam, approved by the entire exam committee, is delivered to the Department Graduate Services Coordinator no later than one week before the exam date. If questions are submitted late, the date of the written examination will be automatically postponed.

3. The Chair of the committee will assume responsibility for scheduling the oral exam upon the successful completion of the written portions. In the event of the absence of any member of the student’s major committee at the time of the oral examination, a proxy must be named by the absent faculty member. Sufficient notice should be given to the selected proxy in order to read and evaluate the written portions (see section 817).

4. One member selected by the Chair of the committee should be present at the beginning of the first written portion of the exam or available by phone. The Graduate Services Coordinator is instructed not to give exams to a student unless a faculty member is available to answer questions.

5. Copies of the written exam and paper will be given to all committee members and to the student prior to the oral exam. 

6.   After successful completion of the qualifying examination, the student will be nominated to candidacy. 
      The student’s Doctoral Advisory Committee will sign the departmental Completion of Ph.D. Qualifying Examination Form which will be approved by the DGS. The student must then initiate the online Nomination to Candidacy form through the UGS: http://graduate.indiana.edu/academics-research/graduation.shtml (Line 3 under Ph.D. Students)


914. RESEARCH/DISSERTATION COMMITTEE. By the end of the semester following the successful completion of the oral exam, the student must establish a dissertation (research) committee. The committee will be comprised of four members: three members, including the chair, from the Department (one of these members may have adjunct status), and a representative from the minor field. All Chairpersons of research committees and directors of research must be approved to direct dissertations. If, however, special expertise in an area is held by a faculty member not yet approved to direct dissertations, the departmental Chairperson may request that the Graduate School approve this individual as chair or director of the committee.
915. Ph.D. DISSERTATIONS. See Section 825.
916. DISSERTATION DEFENSE. See Section 826. 

1000.
HISPANIC LINGUISTICS

M.A. Program

1001. M.A. COURSE REQUIREMENTS. A minimum of 30 credit hours, 21 of which must be in Hispanic Linguistics. Up to nine credit hours may be from other academic departments with approval of the Director of Hispanic Linguistics.  Students are encouraged to explore their interests outside the department. All AIs must take S517, Methods of Teaching College Spanish.

1002. FOREIGN LANGUAGE PROFICIENCY REQUIREMENT. M.A. students must demonstrate proficiency in one foreign language other than Spanish.  Please check the department webpage for language proficiency requirements https://spanport.indiana.edu/student-portal/graduate/language-proficiency/within-dept.html and the University Graduate School Bulletin for guidelines, and consult the Director of Graduate Studies. Foreign languages outside of Spanish, Portuguese, and Catalan, will have language requirements  listed on their departmental websites.
1003. M.A. READING LIST. A copy of the M.A. reading list is available online as well as in the Graduate Studies Office. In cases where more than one list is available, students must clarify in writing to the Graduate Office and committee members which list they will be working with at least one week prior to the M.A. written examination.
1004. M.A. EXAMINING COMMITTEE. The M.A. exam in Hispanic Linguistics will be prepared by the faculty members of the Hispanic Linguistics program. A three-member committee consisting of departmental faculty will be set up for each individual examination. In consultation with the Director of Hispanic Linguistics, a student will select three areas in which to be examined (see description of areas in 1005). The Director of Hispanic Linguistics in consultation with the student will then select appropriate faculty members to examine the student in each of these areas, and will also select a committee chair. In the event that a single faculty member is selected to write more than one area of the examination, or should it be necessary to choose an examiner from outside the Department, a third member of the Hispanic Linguistics faculty will be chosen to serve as a reader so that there are always three faculty members from the Hispanic Linguistics Program on each committee. The committee chair then submits the committee membership to the Graduate Studies Office for final approval. 
1005.
 M.A. FINAL EXAMINATION. The M.A. examination consists of two parts. The first part of the exam consists of a six-hour sit-down written exam in three areas, selected by the student from the following options: 1) pragmatics, 2) phonology, 3) second language acquisition, 4) syntax, 5) sociolinguistics. Each area selected by the student will be covered in a two-hour exam, written by a faculty member with expertise in that area. That faculty member is responsible for the evaluation of that portion of the exam. To pass the written exam a student must score a minimum of 80 percent in each area. Failure to pass any area of the written exam requires that the unsatisfactory area of the exam be retaken the following semester when the M.A. exam is offered again. A failed portion of the written exam may be retaken only once.
 
The second part of the exam is a one-hour oral exam. Only students who pass all three areas of the written exam will take an oral exam. The oral exam may be scheduled prior to passing all areas of the written exam; however, this does not guarantee that the oral exam will take place. The oral exam may include any material covered by the M.A. reading list in that area. Students should not bring any materials to the exam. Upon arrival, a copy of his/her own exam will be provided. Students must pass all three areas of the oral exam. If the student does not pass the oral exam, it may be retaken only once the following semester provided that the student did not fail any portion of the written exam. If the student fails the oral exam (after retaking any area of the written exam), it cannot be retaken, and the MA examination is considered failed. 

Admission to the Ph.D. is contingent on having passed the MA final examination. Students who wish to continue in the Ph.D. program should consult Section 810 of this manual for the policy.


Doctoral Program

1011.
Ph.D. COURSE REQUIREMENTS. 90 credit hours required for graduation. Sixty-three (63) hours of course credit (of which up to thirty hours in Hispanic Linguistics may be applied from the M.A.):

             12 credit hours in Hispanic Linguistics (9 hours at the 600-level, 3 hours at the 700-level. NOTE: these four courses must be drawn from at least three of the five MA examination areas of study [see section 1005] and must be taken in residence); 12 credit hours in the student’s research area; 12 credit hours in second area; 9 credit hours in a third area; a minimum of 15 hours of thesis credit (S805/G901). The 12 credit hours in Hispanic Linguistics can be used to fulfill distribution requirements in the 3 aforementioned areas of concentration. The student will finish his/her coursework in a maximum of 7 semesters. (Modifications to existing requirements were approved by faculty vote on 4-14-17). 

1012.
FOREIGN LANGUAGE PROFICIENY REQUIREMENT.  Ph.D. students must also demonstrate proficiency in two foreign languages other than Spanish.  With the approval of the Director of Hispanic Linguistics and the Director of Graduate Studies, a student may substitute equivalent course work in computer science or statistics for one of the languages. Students may also complete in-depth proficiency in one language. See University Graduate Bulletin and consult with the Graduate Studies Office for proficiency requirements for each language.


1013.     FACULTY MENTOR. During the first year after starting the Ph.D. program and in consultation with the Director of Graduate Studies, the student chooses a faculty mentor. The mentor is not necessarily the person who will become the dissertation director. This mentor will help the student focus on his/her area of research and will lay out a basic plan for the ensuing three or four years. 

1014. 
ADVISORY COMMITTEE (QUALIFYING EXAM COMMITTEE). During the seventh semester (or one semester prior to the completion of course work), the student, in consultation with the Director of Hispanic Linguistics, selects an examination committee chair to oversee the qualifying examinations. The candidate and the Chair of the examination committee then confer on the selection of other members of the exam committee and submit the names to the Department Graduate Studies Office.  The Committee will be composed of three members from the department, one of whom will serve as Chair. The fourth member, representing one of the areas of interest, may be from within or from outside the Department. See Section 816 for exam committee membership. The student must initiate the “Appointment of Advisory Committee” online through the College at the following link: http://college.indiana.edu/graduate/office/record.shtml
1015.
Ph.D. READING LIST. For each of the three areas of interest chosen, the student, in consultation with each of the committee members, will develop a reading list for each area (major area, second area, third area).  These lists must be approved by the respective Advisory Committee members and submitted to the Graduate Studies Office prior to the first exam.
1016.
Ph.D. QUALIFYING EXAMINATION FORMAT. The qualifying examination for Hispanic Linguistics consists of four parts: a written take-home exam for each of the three areas and a 2-hour oral exam following successful completion of all written portions of the exam. The take-home exams will be one week in length and require a maximum of 30 double-spaced type-written pages in 12-point Times New Roman with one-inch margins. This page limit excludes tables and figures, even when located throughout the text, as well as references and appendices should they be necessary. The number of questions and their format will be at the discretion of the examiner(s). 

1017.
Ph.D. QUALIFYING EXAMINATION PROCEDURES.


1. In the seventh or eighth semester, the student will take the Ph.D. qualifying exams based on their approved reading lists. The exams for each area will be written by one or more of the committee members. 


2. Successful completion of the written portions of the qualifying exam requires an evaluation of “satisfactory” in the second and third areas, and an evaluation of “excellent” in the major area. Failure to pass any area of the written exam requires that the unsatisfactory area(s) of the exam be retaken the following semester. When the student has successfully passed all three written portions of the Ph.D. qualifying exam, the oral exam will be scheduled. The Chair of the committee must notify the student in writing of the results of the written exam no less than one week prior to the oral exam. If the student does not pass the oral portion of the exam, the committee may request that the student re-write all or part of the written exam in preparation for the re-take of the oral. If the student does not pass the oral exam, it may be retaken only once the following semester provided that the student did not fail any portion of the written exams. If the student fails the oral exam (after retaking any area of the written exam), it cannot be retaken, and the Ph.D. qualifying examination is considered failed. 

3. The written and oral portions of the qualifying exam must take place within one semester. There is no other restriction on the allowable intervals between portions of the exam. If a student must re-take a portion of the exam this re-take must be completed during the following semester.

4. With the successful completion of the three written portions and the oral portion of the Ph.D. exam, the student‘s Advisory Committee will sign the departmental Completion of Ph.D. Qualifying Examination Form which will be approved by the DGS. The student must then initiate the online Nomination to Candidacy form through the UGS: http://graduate.indiana.edu/academics-research/graduation.shtml (Line 3 under Ph.D. Students)
1018.
RESEARCH/DISSERTATION COMMITTEE. By the end of the semester after successful completion of the Ph.D. qualifying exam, the student must establish a dissertation committee (known as the Research Committee), consisting of at least three members from the Department of Spanish and Portuguese and at least one more member, from within or from outside the Department of Spanish and Portuguese.  (See the Graduate Bulletin entry on the Research Committee for stipulations on the composition of this committee.)  The Research Committee is often the same as the Ph.D. exam committee, but need not be. All Chairpersons of research committees and directors of research must be approved to direct dissertations. If, however, special expertise in an area is held by a faculty member not yet approved to direct dissertations, the departmental Chairperson may request that the Graduate School approve this individual as chair or director of the committee.
1019.
DISSERTATION PROPOSAL. 


In the semester after the establishment of the Research Committee, the student will work with the members of this Committee to draft a dissertation proposal.  The proposal should include a review of the relevant literature on the topic chosen by the student, research questions, hypotheses, and methodology. It may need to include results from pilot studies as well.
1020.
DISSERTATION PROPOSAL DEFENSE.
When the dissertation proposal is developed to the satisfaction of the Research Committee members, the student will defend the proposal before the Committee in a session open to the public.  In this defense, the review of relevant literature, research questions, methodology (including research instruments, pilot studies, and analytical tools where appropriate) will be examined.  Upon the satisfactory defense of the proposal the committee will submit a signed departmental Dissertation Committee and Approval form to the Graduate Studies Office.  The student will incorporate any necessary changes to the proposal before beginning the dissertation.

Once the dissertation proposal has been successfully defended, the student must initiate the online Nomination of Research Committee form through the UGS:  http://graduate.indiana.edu/academics-research/graduation.shtml (Line 5 under Ph.D. Students) to which a one- to two-page abstract of the proposal must be attached.

In the event of the absence of any member of the student’s major committee at the time of the oral examination, participation by phone/video conferencing may be chosen. If participation by phone/videoconferencing is not possible, a proxy must be named by the absent faculty member. Sufficient notice should be given to the selected proxy in order to read and evaluate the written portions. Only one committee member may be absent.

1021. PH.D. DISSERTATIONS. See Section 825.
1022. DISSERTATION DEFENSE. See Section 826. 

1100. PORTUGUESE

M.A. Program

1101. M.A. COURSE REQUIREMENTS. A minimum of 30 credit hours, 20 of which must be in Portuguese. Up to 10 credits may be taken in another area with approval of Director of Portuguese Program. AIs in the Department must take S517.


1102. FOREIGN LANGUAGE PROFICIENCY REQUIREMENT. M.A. candidates must demonstrate proficiency in one foreign language other than Portuguese. Please check the department webpage for language proficiency requirements (https://spanport.indiana.edu/student-portal/graduate/language-proficiency/within-dept.html) and the University Graduate School Bulletin for guidelines. Foreign languages outside of Spanish, Portuguese, and Catalan, will have language requirements listed on their departmental websites.
1103. M.A. READING LIST.  Students will compile a list of readings with the assistance of the M.A. examining committee members (see 1104). 

1104. M.A. EXAMINING COMMITTEE. The M.A. examining committee is made up of three members. The student, in consultation with the Director of Portuguese, chooses the members of the examining committee. See Section 805 for further details.

1105. FINAL EXAMINATION. The M.A. final exam in Portuguese will be prepared by the Portuguese faculty.  The Chair of the committee will be named by the student. For further guidelines on the exam procedure consult the Graduate Studies Office and see Section 805 of this manual. 

1106. FINAL EXAM FORMAT. The M.A. examination is a 6-hour exam divided into three sections: essay questions, identifications, and a textual analysis. Copies of previous M.A. exams are available in the Graduate Studies Office.

Doctoral Program

1107. Ph.D. COURSE REQUIREMENTS. A minimum of 90 credit hours is required for graduation. Students must have a minimum of 63 credit hours of coursework to be eligible for the qualifying examinations [the credit hour requirement was changed from 75 per faculty vote, 09/25/16]. Of these 63 credit hours, 30 credit hours may be applied from the M.A. and 12 credit hours may consist of minor coursework in a related field. 
1108. FOREIGN LANGUAGE PROFICIENCY REQUIREMENT. Ph.D. students must demonstrate proficiency in two foreign languages other than Portuguese or in-depth proficiency in a single language. See University Graduate Bulletin and consult with the Graduate Studies Office for proficiency requirements for each language.
1109. FACULTY MENTOR. Students are advised and mentored by the Director of the Portuguese Program.

1110. ADVISORY COMMITTEE (QUALIFYING EXAM COMMITTEE).  The exam committee will consist of at least four faculty members who are representative of the areas covered in the two exams, including a faculty member from the student's minor field. They will be approved by the Director of Graduate Studies after consultation with the students and faculty members proposed. One member, designated by the student, will serve as Chair of the committee. The student is required to appoint the Advisory Committee online through the College: http://college.indiana.edu/graduate/office/record.shtml
1111. Ph.D. QUALIFYING EXAMINATION FORMAT. The qualifying exam will consist of two written exams of six hours each and an oral exam, if the written exam warrants. At least one question from the written examination must be answered in Portuguese and at least one question must be answered in Spanish (if the second concentration is Spanish). All students will be held responsible for both a literary period and a genre to be chosen from the following lists:

Genre: Prose, Drama, Poetry

Period: Middle Ages, Renaissance and Baroque, Eighteenth and Nineteenth 

 Centuries, Twentieth and Twenty-First Centuries.

The area of specialization will be the point where these choices intersect. In the example below, the student is specializing in Renaissance and Baroque theater:

	GENRE →

PERIOD ↓
	         Prose
	         Drama
	             Poetry

	Middle Ages
	
	          Theater
	

	Renaissance & Baroque
	
	
	

	XVIII & XIX Centuries
	
	
	

	XX & XXI Centuries
	
	
	


In addition to the Lusophone area, students will normally choose either Spanish America or the Spanish Peninsula as a second area. Students should make their selection of areas in consultation with their advisor and the Director of Graduate Studies.

1112. Ph.D. QUALIFYING EXAMINATION PROCEDURES. 

1. Students are expected to have completed course work for the Ph.D. by the semester in which they take the qualifying exams; exceptions must be approved by the Director of Graduate Studies. Students should not take more than six credit hours of course work in that semester. 

2. The Ph.D. qualifying examination must be taken no later than the semester following the completion of a total of 63 hours of graduate credit (including the M.A.). The two written exams and the oral must be taken within one semester. A maximum period of two weeks may separate each of the two written examinations; once the sequence of exams is started, it must be completed within thirty days. The oral exam must follow within the same semester and generally not more than two weeks after the last written exam. 

3. The Chair of the committee will invite the representative of the minor field to contribute to the written exam and to attend the oral exam. If the minor representative wishes to waive his/her participation, the Chair of the committee will request that the minor representative send a notice to the Graduate Services Coordinator. 
4. The Chair of the committee will make sure that the complete exam, approved by the entire exam committee, is delivered to the Department Graduate Services Coordinator no later than one week before the exam date. If questions are submitted late, the date of the examination will automatically be postponed.

5. The committee Chair should ensure that all committee members have agreed on the administrative procedures before the exam.

6. One member selected by the Chair of the committee should be present at the beginning of each exam or available by phone. The Graduate Services Coordinator is instructed not to give exams to a student unless a faculty member is available to answer questions.

7. Copies of the written exams will be given to all committee members and to the student prior to the oral exam.

8. After successful completion of the qualifying examination, the student will be nominated to candidacy. The student’s Doctoral Advisory Committee will sign the departmental Completion of Ph.D. Qualifying Examination Form which will be approved by the DGS. The student must then initiate the online Nomination to Candidacy form through the UGS: http://graduate.indiana.edu/academics-research/graduation.shtml (Line 3 under Ph.D. Students)
1114.
RESEARCH/DISSERTATION COMMITTEE. By the end of the semester following the successful completion of the oral exam, the student must establish a dissertation committee. The committee will be comprised of four members. All Chairpersons of research committees and directors of research must be approved to direct dissertations. If, however, special expertise in an area is held by a faculty member not yet approved to direct dissertations, the departmental Chairperson may request that the Graduate School approve this individual as chair or director of the committee.
1115.
DISSERTATION PROPOSAL. Once a dissertation committee has been established, the student 
must present a dissertation proposal. Once it has been approved by the dissertation committee, the departmental dissertation committee proposal approval form should be turned in to the Graduate Office for DGS approval. The student must initiate the online Nomination of Research Committee through the UGS to which a one- to two-page English version of the proposal must be attached. This E-doc must be approved by the UGS at least 6 months before the student plans to defend.
1116.
Ph.D. DISSERTATIONS. See Section 825.
1117.
DISSERTATION DEFENSE. See Section 826. 

1200.  ASSOCIATE INSTRUCTORS

1201.
ENROLLMENT IN S517 METHODS COURSE FOR AIs. All AIs appointed for the first time at IU are required to enroll in S517, Methods of Teaching College Spanish (taught every fall), at the latest during the semester they first begin to teach.

1202.
OUTSIDE EMPLOYMENT. The Department strongly discourages the holding of a second job during the period of employment as an Associate Instructor.

1202.1 
TEACHING OVERLOADS.  In general the Department will only approve teaching overloads (e.g., teaching for Collins or Global Village) for AIs in a doctoral program who have completed coursework and had their dissertation proposals approved by their research committee. 

1203.1a  COURSE LOAD: ACADEMIC YEAR - LITERATURE.  Associate Instructors in a Department degree program are required to take a full program of 9-12 hours of courses during each regular semester until they have completed all their course work and examinations. Of these hours, a minimum of two courses must be taken in the Department, with one exception: students taking courses in their minor field or to satisfy a foreign language proficiency may reduce this minimum load to one course. These exceptions require the approval of the student’s Advisor, the Director of the corresponding program, and Director of Graduate Studies.

1203.1b  COURSE LOAD: ACADEMIC YEAR – LINGUISTICS. Associate Instructors in a Department degree program are required to take a full program of 9-12 hours of courses during each regular semester until they have completed all their course work and examinations. Of these hours, a minimum of two courses must be taken in the Department, with one exception: students taking courses to fulfill the requirements for one of their three areas (i.e., major, related, and teaching) or to satisfy a research skill or foreign language proficiency may reduce this minimum load to one course. These exceptions require the approval of the Director of Linguistics and the Director of Graduate Studies.
1203.2
COURSE LOAD REDUCTIONS DURING EXAMINATIONS. In the semester in which a student is scheduled to take the Master’s or Doctoral Qualifying Examinations, the Director of Graduate Studies may permit a reduction in course load below the requirements in §1203.1.

1203.3
COURSE LOAD FOLLOWING COMPLETION OF QUALIFYING EXAMINATIONS. Students who have passed the Ph.D. Qualifying Examinations are expected to enroll for sufficient hours of dissertation credit (S805 or P805) to bring the total hours for the degree to 90. Subsequently, students may enroll in S805/P805 or G901 (Advanced Research) as appropriate.

1204.
REAPPOINTMENT AS ASSOCIATE INSTRUCTORS. The following procedures and rules govern the reappointment of Associate Instructors:

1204.1
FIRST-YEAR M.A. CANDIDATES. First-year candidates for the M.A. degree may expect to be reappointed for a second year provided: (a) their teaching is rated satisfactory (see § 1205); (b) their first semester's graduate work is satisfactory (a “B” average) and they are rated satisfactory at midterm of the second semester; and (c) there is no more than one incomplete on their record.

1204.2
SECOND-YEAR M.A. CANDIDATES. Second-year candidates for the M.A. who wish to continue for the Ph.D. and who wish to be considered for an AIship for the following year must schedule the M.A. examination no later than the spring semester of their second year. Refer to section 810 in this manual.  The Chair will also review the teaching record of the AI prior to making the appointment.
1204.3
SUPPORT AFTER M.A. EXAM. After passing the M.A. examination, a student may (a) be admitted to a Ph.D. program with an AIship for the following year; (b) be admitted to such a program but without an AIship; or (c) be denied admission to any program, though this denial does not prevent a student with the necessary prerequisites from taking courses beyond the M.A. degree.

1204.4 
SUPPORT FOR SEVILLE EXCHANGE STUDENT. A Seville exchange student may be reappointed for a second year of AIship provided s/he fulfills the same conditions as in §1204.1. Requests for a third year of support for a dual MA (e.g. HISP/SLS) will be considered and will go through the formal approval process. 

1205.
TEACHING EVALUATION. An AI's work as a teacher is deemed satisfactory if (1) an average of ‘satisfactory’ is maintained on the ratings from class visits by Department supervisors; (2) s/he participates satisfactorily in all Department activities related to teaching (e.g., staff meetings, grading sessions); (3) s/he adheres to all Department policies dealing with the instructional staff such as (a) maintaining reasonable office hours, (b) holding class, (c) following guidelines set down by the supervisors, (d) grading with due care, (e) filing accurate grades on time with the supervisor when the course ends; and (4) s/he maintains good student teaching evaluations.

1206.
ELIGIBILITY FOR DEPARTMENTAL SUPPORT. 

1206.1
MAXIMUM M.A. SUPPORT. Students enrolled in M.A. programs are eligible for Departmental support for a maximum of two academic years (four semesters) with an AIship or fellowship (whether inside the Department or outside). Students seeking Departmental financial support are required to carry a satisfactory course load at all times (see § 1203.1 above). 

1206.2 MAXIMUM PH.D. SUPPORT.  Students enrolled in the Ph.D. program may expect a maximum of five years of support (i.e., ten semesters, not including summers) provided their performance both as a graduate student and as an AI is “satisfactory” as defined above in §1205. This determination will be made by the Chair, the Director of Graduate Studies, the Director of Undergraduate Studies, and the Director of Basic Language Program, with advice from the Department Faculty. Students seeking Departmental financial support are required to carry a satisfactory course load at all times (see § 1203.1 above). 
1206.3
OTHER SUPPORT. COLLEGE SUPPORT IN THE SUMMER. Students receiving summer support from the College must enroll in at least one summer research hour. 
1207.
POSSIBILITY FOR ADDITIONAL PH.D. SUPPORT. Ph.D. students in good standing who have exhausted their Ph.D. support as defined in 1206 may apply for one additional year of Ph.D. support. Students should make inquiries with the Director of Graduate Studies and the Chair about such a possibility. However, appointments under these conditions are at the discretion of the Department and will be based on such criteria as (1) progress toward their degree as certified in writing by their Research Committee (2) an evaluation of their teaching and (3) institutional need. Options for a second additional year are extremely limited.
1208.
AI-SHIP FOR NON-MAJORS. "Non-majors" are graduate students enrolled in a degree program outside the Department but within the College of Arts & Sciences. To be considered as AIs in Spanish and Portuguese they must show sufficient preparation and be evaluated by the DBLP and/or Assistant DBLP. New non-Department AIs are required to enroll in the S517 Methods course for credit. Appointments will be made for one year only, with renewal depending on satisfactory performance and departmental need. Interested parties should inquire in the Chair's Office.

1209.
APPLICATION DEADLINE. The deadline for requesting a reappointment as an AI for the following academic year is March 1.

1210.
A.I. STIPENDS. The remuneration for AI's will be determined by the Chair in consultation with the College of Arts and Sciences. AI's are expected to teach three courses per year.

1211.
TEACHING ASSIGNMENTS. Teaching assignments are made by the Chair, in consultation with the other Directors and the supervisory staff. An attempt is made to balance the needs of the program with the interests of the instructor provided the latter supplies the necessary information and complies with deadlines.  Every effort is also made to keep the number of different course preparations to a minimum. 

The Department will notify instructors of their assignment as early as possible but it must be borne in mind that, until the semester actually begins, some changes are bound to occur. 

1212.1
APPLICATION FOR SUMMER TEACHING. After the first of the year when the budget is known, the Chair will invite AIs to apply for summer teaching positions. Selection will be made by the Chair (in consultation with the Directors of Basic Language Program and of Graduate Studies), implementing the system described in §1212.3. A list of alternates is also selected. 

1212.2
NOTIFICATION OF SUMMER APPOINTMENTS. The Chair tries to notify AIs of their status for the summer promptly but, until registration for the summer has ended in mid-April, it is difficult for the Department to make definitive financial commitments to all prospective summer staff. Appointments are normally made in writing by the Chair or Director of Basic Language Program. If openings occur, alternates are notified at once of their selection.

1212.3
GUIDELINES FOR SUMMER TEACHING. Because of constraints in the summer enrollment, the Department is able to hire fewer AIs than during the regular academic year. The following system establishes a rational and equitable system for making difficult decisions:


QUALIFICATIONS. To be eligible for consideration for a summer appointment, a graduate student must meet each of the following conditions:

1. Applicants must be in good academic standing as determined by the Director of Graduate Studies. Such factors as the number and appropriateness of completed credits will be taken into account as a partial assessment of satisfactory progress.

2. Applicants must have a satisfactory teaching record in the Department as determined by the Director of Basic Language Program. 

3. Holders of Foreign Language Area Scholarships (FLAS), and students appointed as summer instructors in an IU Honors program for high-school students, will have lower priority for summer teaching appointments. 


Students who qualify as applicants must be in a degree program in Spanish and Portuguese and should plan to return for study in the following year. 

Students who either teach in the summer with a total FTE of 50% or greater or have held an SAA during the whole academic year are eligible for tuition remission up to 6 credit hours in the summer. Students should consult the SAA Handbook for rules regarding SAA’ship. 


https://www.indiana.edu/~vpfaa/saahandbook/index.php/Main_Page 
1213.
SUBSTITUTES. Each AI is required to have a designated, qualified substitute who is free at the time of his/her class and is teaching the same course. If the AI is unable to be in class, s/he is expected to notify this substitute with adequate warning and to inform the Undergraduate Studies Office (if during office hours) or Director of Basic Language Program. CLASSES ARE NOT TO BE CANCELLED.

1214.
GRIEVANCE PROCEDURES.  The following document was endorsed by the tenured/tenure track faculty during the regular meeting of 4-23-02.


In the event of a dispute between an Associate Instructor and his/her immediate supervisor, the two parties should first seek a resolution by mutual agreement.  If such a resolution is not possible, the AI may state a grievance in writing to the Director of Basic Language Program and to the Director of Graduate Studies.  A subsequent appeal may then be made to the Department Chair.  (In the case of an AI teaching Portuguese with a grievance against the Director of Portuguese Studies, the appeal is made first to the Director of Graduate Studies, then to the Chair.)  Any appeal must be made in writing within 14 calendar days of written notification of the previous decision.  The Chair, in turn, will communicate a decision to the grievant within 14 calendar days of the date of the appeal.

The confidentiality of the parties to the dispute will be protected.  An AI will be notified in writing whenever information regarding a complaint is placed in his/her personnel file.

In the event that the department finds the grievance to be without merit, the AI shall be informed of avenues of appeal beyond the departmental level.  AIs should consult the Handbook for Student Academic Appointees for “Early Termination of Student Academic Appointees,” “Disputes,” and “Additional Appeal Mechanisms for Associate Instructors.”
1215.
FEE REMISSION FOR ASSOCIATE INSTRUCTORS. 

(i) Students with an SAA appointment are awarded a 30 credit hour fee remission with no more than 12 credit hours awarded per semester and no more than 6 hours per summer enrollment. Students must enroll in at least six credit hours per semester.

 
(ii) Students who did not hold an academic year appointment, but have an SAA appointment in the summer are eligible to receive a fee remission for six credit hours of summer enrollment if they enroll for summer session(s). 

 

Students should consult the Handbook for Student Academic Appointees in order to familiarize themselves with the rules regarding their Student Academic Appointments: 
 
https://www.indiana.edu/~vpfaa/saahandbook/index.php/Main_Page
1300.
ADMINISTRATIVE PROCEDURES & ACTIVITIES

1301.
ENROLLMENT AND REGISTRATION. The Administrative Assistant, the Scheduling Specialist, and the Graduate Services Coordinator are in charge of registration for the Department and in consultation with the Chair and other administrators make decisions concerning enrollment (class size, number of sections, etc.). The Director of Undergraduate Studies is authorized to sign for the Chair in all matters related to undergraduate enrollment and registration. The Director of Graduate Studies has similar authority for graduate students who must have the endorsement of that office before they can register.
1302.1  CONTINUOUS SCHEDULE ADJUSTMENT.  This scheduling tool is accessed by the Web at One.IU.  A student may change his/her schedule by using this system from the beginning of registration for a given semester to the Thursday of the first week of class. There is an access fee for this service and this fee is charged every time a student uses One.IU to change or update his/her registration.  It is in the students’ best interest to have all their changes ready when they use One.IU so they may make all changes and updates to their schedule with just one access to One.IU.   Any changes implemented after the first week of classes will be charged a late fee.

1302.2  LATE DROP AND ADD.  Courses HISP-S100 -- HISP-S250 are handled exclusively by Computer Schedule Adjustment.  For HISP-S280 and higher-level courses, the Spanish and Portuguese department will run one week of late drop & add beginning the second week of class.  After the end of the first week of class computer waitlists will not be consulted.  Late drop & add will be organized by the Scheduling Specialist. After the second week of class all class enrollments should be finalized.  Any changes after this time will be approved only in extreme circumstances by the Directors or Chair. 

1303.
CLASS SIZE. The Chair of the Department, in consultation with the Directors of Undergraduate Studies and of Basic Language Program, sets the maximum enrollment for classes in the Department. The Faculty are also consulted for the advanced courses they teach. It is always the goal of the Department administration to secure the optimum number of students per course. Other factors also inevitably enter the picture (budget, competing allocations, etc.).

1305.
SCHEDULE OF CLASSES. The preparation of the schedule is the responsibility of the Chair in consultation with the Program Directors and the Tenured/tenure track faculty, with details and preparation of documents delegated to the Scheduling Officer(s). Department copies are due in October (Fall) and April (Spring), and September (Summer). The following principles and constraints are part of the process of preparing the Schedule:

1. Every effort is made to avoid overlap of courses at the 400 level and above.

2. Room assignments are made by the Registrar's Office. Teaching back to back increases the likelihood that two courses will be assigned to the same building. 

3. The number of Tuesday/Thursday or Monday/Wednesday teaching assignments is severely limited by the number of periods available and by University policy. Assignments are made on as equitable a system as possible. Any assignments with non-standard hours receive low priority for room assignments. 

4. Changes in the schedule cannot be made once the text has been proofread a few weeks after it is turned in.

1306.
GRADES. Tenured and tenure-track faculty members are solely responsible for the grades given in the courses they teach. AIs must have their final grades approved by the course supervisor and/or the Director or Assistant Director of Basic Language Program. NTT faculty should check with the supervisor of each course they teach regarding grades and relevant policies.
1306.1
CHANGE OF GRADES. Instructors will need the signature of the Chair or Director of Basic Language Program or Director of Undergraduate Studies authorizing any grade change. Instructors should keep adequate records and make careful calculations to keep to the very minimum the need to petition for changes. The initial position of the Undergraduate Office when discussing grade changes with students is that this action is far from routine and difficult to get approved. 

1306.2
LATE WITHDRAWALS AFTER AUTOMATIC “W” DEADLINE. Students who wish to withdraw after the automatic “W” deadline must begin the process by petitioning the Dean of their School. The faculty member, Director of Basic Language Program, or Director of Undergraduate Studies must sign off on an approved petition and has the right to circle and award a “W” if the student is passing at the time of late withdrawal or award an “F” if the student is failing.

1306.3
MID-SEMESTER EVALUATIONS. Each semester the Vice Provost of Academic Affairs reminds all instructors of their responsibility to inform their students of the quality of their performance by mid semester. The Department strongly endorses this policy and urges all instructors to build some provision for mid-semester evaluation into their syllabi.

1307.1
BASIS FOR GRADE OF INCOMPLETE. The Department implements rigorously the College policy that a grade of Incomplete is legitimate only when (a) the student's work is of passing quality and (b) the work for the course is substantially completed. A grade of “I” may not be given when a student has taken the final exam or completed the final paper or project for the course. See College Bulletin for more information. The Incomplete is NOT A SUBSTITUTE FOR A GRADE OF F.

1307.2
FILING GRADES OF INCOMPLETE.  All Incompletes given in courses taught by AI’s must be approved by the Director of Undergraduate Studies or the Director of Basic Language Program. All instructors giving grades of Incomplete are required to fill out an information on-line at https://spanport.indiana.edu/faculty-staff-intranet/forms/record-of-incomplete-grade-form.html
This is kept on file in the Undergraduate Office, it allows the Director of Undergraduate Studies to assist in removing such grades when a faculty member is off campus or has left the University. The Faculty is reminded each semester of the importance of keeping the file current. Questions should be directed to Jennifer Howard.
1308.
PLAGIARISM AND OTHER ACADEMIC MISCONDUCT. Not only is academic misconduct a serious offense, it is a serious charge. It is always easier to take steps to prevent the problem than to deal with it as a reality. All instructors must familiarize themselves with the University policy on plagiarism found in the brochure Code of Student Rights, Responsibilities & Conduct found on-line at http://registrar.indiana.edu/policies/academic-misconduct.shtml. The case should always be brought to the attention of the Director of the appropriate program, who can give counsel and help determine the line of action to take. Any sanction requires reporting the incident to the Office of Student Ethics and following IU policies regarding deadlines and conferences with the student. 
1309.
GRADE CHALLENGES. Students who wish to challenge a grade must first discuss the matter with the instructor. Often with careful records and a coherent grading system the instructor can put the matter to rest. Failing at this level, there are specific routes depending on the level of instruction:
	100/200 Level
	Instructor
	Supervisor
	Dir. of Basic Language Program
	Chair
	College

	280, 300/400

Level
	Instructor
	Supervisor
	Dir. of Undergraduate Studies
	Chair
	College

	Graduate Level
	Instructor
	Dir. of Graduate Studies
	Chair
	College




1310.
HOLDING/CANCELING CLASSES AND RELATED UNIVERSITY POLICIES. AIs, NTT faculty, and tenured and tenure-track faculty are expected to follow University policies regarding holding classes, free week and final exam week. 

1400.
DEPARTMENT OPERATION

1401.
BEGINNING OF SEMESTERS AND SUMMER SESSIONS. Faculty members and AIs are expected to be in Bloomington and to check for notices and e-mail at the Department prior to the Friday (mid-August) before the commencement of classes in the fall. AIs and new NTT faculty are required to attend all orientation and supervisory meetings scheduled during the week before classes start.
1402.
OFFICE HOURS. The administrative offices are open from 8 a.m. to noon and 1 p.m. to 5 p.m. Summer office hours are 8 a.m. to noon and 1 p.m. to 4 p.m; staff will be using flex and/or vacation time to total regular work week hours.

1403.
OFFICE EQUIPMENT. LCD projector and laptops may be checked out from Jennifer in GA 2168. 

1404.
Conference Room Scheduling. (GA 2170 and GA 2134)

Uses:

1. Committee meetings. Faculty may schedule committee meetings of which they are the chair or a member of a group too large for an office. Advance reservation needed. Currently, all scheduling should be arranged with Jennifer unless the use concerns graduate studies, then the Graduate Services Coordinator should make the arrangements. 
2. Exams. Oral or written exams for graduate students may be scheduled. Advance reservation needed (see the Graduate Services Coordinator). 

3. Reading files. Files that the faculty must consult, which are not to be removed from Department offices, may be read in a conference room.

Policies:

1. The rooms are intended for use by members of the faculty and for department functions. The rooms are not to be used as a study hall by undergraduates, graduates, or AIs.

2. Conferences with individual students or informal conversations are not to be held there. Faculty offices are the place to meet students.

3. A scheduled activity takes precedence over any use that is unscheduled.

1405.
SUPPORT STAFF SERVICES.

1405.1
DEPARTMENT EXAMS.  The Web Specialist/Undergraduate Coordinator  (Jennifer Howard, GA2168) is in charge of S280 and 300 level courses taught by AIs and NTT faculty. 

1406.
PHOTOCOPYING POLICY. The department will copy syllabi and course exams.
Faculty should allow a minimum of two days for all copy requests. Multiple page/multiple copy jobs may require more time. Last-minute requests for photocopying may not be completed within a faculty member’s timeline.

1407. 
MEDIA RESOURCES/EQUIPMENT. MEDIA RESOURCES/EQUIPMENT. All classrooms are equipped with at least basic technology. If you find that you need something different for your course, please contact the Scheduling Specialist to discuss your needs.  If you have equipment issues in a classroom, contact clastech@indiana.edu. 
If reserving a meeting room, please tell the support staff what type of media equipment will be required when making the room request. Most meeting rooms in the IMU are media equipped, as are a few conference rooms in GISB. 

The department does have a limited number of laptops, both PC and Mac, and a few projectors that may be borrowed for events on and off campus. Please speak with Jennifer about reserving this equipment.

1408.
LA GACETA INTERNACIONAL.  The departmental newsletter, published annually in cooperation with the College of Arts and Sciences Alumni Association, is compiled and edited by the La Gaceta Internacional Committee with assistance from the Senior Office Services Assistant. It goes through the editorial process during spring semester and is made available to constituents in web format in late summer.  

1409.
PURCHASES. The Department can make purchases only through properly processed purchase requisitions. For the Department to pay from its budget, requests must be pre-approved by the Chair and/or the Fiscal Officer. Purchases intended to be reimbursed from a faculty member’s research account must comply with University policy. If there is any question, check first with Tracy; for example, more expensive items must be purchased through the University’s Purchasing Department. When ordering personal copies of books from foreign dealers and publishers, faculty members are expected to request that the billing be done in their names in order to avoid unnecessary correspondence for support staff.  Non-allowable purchases and services cannot be paid for or reimbursed by any University account.
1410.
LIBRARY BUDGET. The allotment of money for the purchase of library books is recommended by the Director of Libraries and approved by the University Library Committee.

1411.
LIAISON WITH THE LIBRARY. The library provides two liaison librarians in our field. One is assigned to departments of Spanish, French, and German, and makes purchases related to the literature and language of Spain and Portugal. The other is assigned to Latin American Studies and makes purchases for us in the field of Spanish-American and Brazilian literature and language. 

Although faculty members and students may make requests and recommendations directly to these representatives, it is advisable to consult with the departmental library liaison. 
1500.  FACULTY CONCERNS

1501.1
FACULTY COURSE LOADS. The basic course load in the Department for all professorial ranks is ordinarily two courses per semester. The Chair will work out with each faculty member an individual total load, taking into account courses taught and other teaching responsibilities, research, and service to the Department. It is normal for the DUS, DGS and AC to receive a course reduction because of their administrative duties.

1501.2
S803, P803, C803 AS TEACHING LOAD. A professor may not accept more than one student a semester in 803 except by personal request and with the approval of the Chair.

1502.
TEACHING ASSIGNMENTS. Long before the Department copy for the schedule of classes is due, the Chair puts together, in consultation with the program directors, a curriculum for the following academic year. Faculty are then asked to indicate their preferences. The Chair works with the Scheduling Officer(s) to develop a schedule and faculty input is requested. The definitive copy of the schedule is then prepared and entered into the system for Registrar review. After this copy is proofread, approximately a month later, any requested changes and the reasons for the changes must be approved and documented by the Chair.

1503.
FACULTY SUMMER RESEARCH FELLOWSHIPS. There is an annual competition for such grants, which are intended to provide the faculty member freedom from teaching duties. Inquiries may be made to the Office of the Vice Provost for Research well before the deadline in the fall. Grants have recently been around $8,000. Applications are to be submitted through the Chair with at least one letter of recommendation from a department colleague of higher rank, except for full professors, who may request another professor or a colleague at another institution to support his/her request.

1504.
ABSENCES FROM CAMPUS. A faculty member who must be absent from campus at some point during the course of a semester or summer session and thus miss scheduled classes should request permission to do so well in advance from the Chair. That faculty member should also prepare a memorandum stating the professional or personal reason for the absence and the arrangements made concerning classes.

1505.
TENURE FILES. The Chair will work closely with the non-tenured faculty to develop their tenure file. The Chair will also invite the tenured faculty to review these files at the appropriate time. It is the responsibility of the Chair to ensure that each step of the tenure process is followed scrupulously by the Department. See  § 305.
1600.   SUPPORT STAFF

1601.
ORGANIZATION. The Department has six staff positions. The following sections describe the major tasks and responsibilities for each of the positions.

1602.
ADMINISTRATIVE ASSISTANT/FISCAL OFFICER.  (GA2166—Tracy Sheets) Fiscal Officer over departmental and AI budgets, Foundation accounts and faculty research accounts; Assistant to the Chair and Co-Scheduling Officer for the Department; may assist Director of Basic Language Program with AI and non tenure-track staffing; prepare AI appointments and approve contracts; maintain administrative files; assist tenure-track and non tenure-track faculty and AIs with bureaucratic details, ie. reimbursement, new accounts, fund balances, etc.; process visas; supervise support staff.

1603.
GRADUATE SERVICES COORDINATOR.  (GA2102—Anne-Sophie Stringer) Assistant to the Director of Graduate Studies; process paperwork for graduate applications, fellowships, awards, etc.; coordinate graduate admissions screening process; facilitate new student orientation; process departmental travel grants; coordinate graduate exams (scheduling, preparation of exams, etc.); prepare graduate course descriptions; assimilate current department, College and University policies pertinent to student support, fees and degree completion; secure rooms for events related to graduate studies.

1604.
SCHEDULING SPECIALIST. (GA2153—Karla Allgood) Assistant to the Director of Undergraduate Studies; Scheduling Specialist for the Department; handle processing for course catalog & College CASE proposals for new courses and changes to existing courses; maintain undergraduate files and database; create and enter schedule of classes, handle all updates, monitor & regulate class enrollment during registration and late drop & add; sign and expedite most forms concerning undergraduates; process requests for audits and Open program; schedule rooms related to courses; prepare and distribute undergraduate course descriptions; maintain and secure all confidential documents concerning undergraduate affairs; assist with teaching assignments.
1605.
Administrative Generalist Coordinator. (GA 2160---Kyle Buchanan) assist the Chairs of the lecture committee and the search committees; facilitate undergraduate scholarship processes; maintain instructor observation protocols; editorial assistant for La Gaceta Internacional; update and publish department administrative manual; schedule rooms for events not related to courses; events facilitator; create and distribute departmental programs, announcements, flyers; coordinate special projects. 

1606.
WEB SPECIALIST AND UNDERGRADUATE COORDINATOR. (GA2168—Jennifer Howard) Coordinates S280- and 300-level course materials and exams taught by AIs and NTT faculty; payroll clerk for department; update departmental website; purchasing coordinator; travel coordinator; process special credit and minor applications; coordinate textbook and supply orders; maintains BEST student evaluation protocols and maintain evaluation database; process class permissions; facilitate departmental directory, tutor list, duplication and Maxi orders.
1607.
PROFESSIONAL ADVISOR. (GA1040—Nathan Douglas) Guide students in academic program planning, study habits, career information, course selection, university and departmental procedures and policies; make referrals to other university units/services and provide coordination with the College; assist directors of undergraduate studies and basic language program in monitoring and evaluating academic progress; handle transfer of credit and study-abroad issues; resolve problems regarding degree completion and grades. 

1700.  DEPARTMENT ACTIVITIES

1701.1 
LECTURE FUNDS. The following sources of funds are available:

a. Departmental Lecture Fund.

b. Horizons of Knowledge. By cooperating with other departments or programs, outside funds can often be obtained from this fund for a speaker of interest to two or more departments. Approval should be obtained in advance from the Office of the Vice Provost for Academic Affairs. The procedures must be carefully followed.

c. Indiana University Foundation. For a special series or event, a proposal may be presented to the Foundation. Please consult the Chair.
d. Programs such as CAHI, CLACS or WEST, which have outside sources of funds, may be able to supply small amounts to bring speakers who are also of interest to them.

e. Related departments may also be able to contribute small amounts to fund lectures. 
1701.2
POLICIES AND PROCEDURES FOR GUEST SPEAKERS/LECTURERS

Bringing in lecturers is often a challenge, and it has become even more difficult in the last year or so, as the University insists that the department subdivide the requests among multiple units, getting permissions and approvals from each of them in stages along the way to reimbursement. We thought that the following might help.  Some of it offers information that helps make the process more transparent, and some includes a set of steps that will make the reimbursement process flow smoothly.

Early task:  Once your sub-group has approved a speaker and communicated with the Lecture committee, check possible dates with Jennifer and get date/speaker/title on the department calendar. Tracy will be checking with Jennifer to try to get a jump on who is coming, but please remember that we have a ton of events, each requiring multiple steps. 

1. Inform Tracy of the speaker’s citizenship, visa status, and if employed in the United States as soon as you are able, because this opens a separate list of things to do. US citizens have different forms.

2. Submit to Tracy the final budget (all estimated income/expenses) preferably 3 weeks before the event, no later than 2 weeks prior. Include sources of income and contact information for the department representative. Tracy can then contact them easily for the transfer of funds.  Please remember:  the department can’t fill in if you go over budget.

3. When the speaker comes to campus, s/he fills out forms required by IU for reimbursement (more forms for international visitors than domestic). If the speaker sends Tracy his/her email address in advance, however, she can send him/her the forms electronically, the forms can be returned  before the speaker arrives on campus, and Tracy can have the person set up as a payee early.  The forms are PDF files and would need to be filled out and returned by snail mail or fax or scanned and returned by email attachment. Of course, they can always wait till they come to campus. If Tracy fills out the forms, she will need copies of visa/passport and other sensitive identifying information that most people don’t want to send electronically, so that’s probably not a good plan in this day of identity theft.

4. Tracy sets the speaker up as a payee – 1-3 business days (she creates a vendor in EPIC system)

5. You and the speaker turn in itemized receipts to Tracy. There are new IU rules re: itemized receipts, especially for hospitality (and even more so for alcohol); also, no private limos.

6. Tracy processes reimbursement/honorarium (separately) – up to a week to get check cut after receipts are turned in. (The checks are mailed by Financial Management Services and don’t emanate from the department, so we can’t control their speed.)

▪This scenario is ideal. Delays will occur if a) forms are not completed/information provided; b) funds are not transferred to us/account numbers provided; c) all receipts are not received.

▪Payee creation and documents to process reimbursement/honorarium are all subject to approvals from other departments (College, campus budget office, FMS tax area, FMS accounts payable) after they are entered by the fiscal officer.  HISP has no control over delays from these units.  [Fall 2009]

1702.
SENIOR RECOGNITION. Each spring semester the Department honors its graduating seniors with a reception. All instructors are encouraged to attend. 
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