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RULES OF PROCEDURE 
Department of Landscape Architecture 

University of Kentucky 
 

This Department houses the only accredited Landscape Architecture program in Kentucky with teaching being its 
primary mission. At the present time one faculty member has a funded research assignment and no faculty have 
extension assignments. The Rules of Procedure for the department are intended to be consistent with the 
Governing Regulations and Administrative Regulations of the University of Kentucky. 

 
 
DEFINITIONS AND ORGANIZATION 
 
I. ADMINISTRATION 
 
The Chair has administrative responsibility for implementing the Department's program within the limits 
established by the Governing Regulations of the University, policies of the University Senate, and the rules of the 
College of Agriculture.  The Chair shall preside over faculty meetings except as the Chair may delegate this 
function and shall be an ex officio member of all departmental committees.  The Chair seeks faculty input in 
developing the budget, then submits it to the Dean of the College of Agriculture for the department and administers 
the budget after its approval.  The Chair is responsible for faculty and staff performance evaluations and 
recommendations on salaries and salary changes.  The Chair speaks for the department to higher administration.  
In the event that the opinion of the Chair differs from that of the departmental faculty, the Chair shall outline his or 
her differences to the faculty opinion and then communicate the faculty opinion as well as the Chair's opinion to the 
Dean, stating reasons for differing from the faculty opinion, and notifying the faculty of such action. 
 
 
II. FACULTY AND ITS ROLE 
 
The faculty consists of tenured and untenured full-time Assistant Professors, Associate Professors, and 
Professors, all with voting privileges, and adjunct faculty, without voting privileges.  The faculty may extend voting 
privileges to nontenure-track individuals upon 2/3 majority faculty approval by written ballot.  The departmental 
faculty has jurisdiction with the approval of the Dean, Chancellor of the Lexington campus, and President over 
matters concerning its internal policies, insofar as these do not conflict with other departments or with rules of the 
University of Kentucky Senate and Governing Regulations.   
 
A. Committee Structure 
 
Given the size of the faculty at this time, the entire faculty and staff will be involved in decision making processes 
normally associated with departmental committees. Students will be called upon to represent their interests where 
appropriate. The Landscape Architecture Education Committee consists of the Chair and all full time faculty.   
 
B. Faculty Meetings 
 
Faculty meetings will be scheduled biweekly during the fall and spring semesters at a time that does not conflict 
with class teaching schedules. Special meetings may be called by the Chair or any faculty member providing all 
faculty and appropriate staff and students can be notified. 
 
Agenda items shall be submitted to the Departmental administrative assistant prior to the faculty meeting and shall 
be distributed prior to the meeting. Minutes will include all final written reports of material presented for 
departmental review and include a list of those in attendance. These minutes shall be distributed to all faculty and 
as necessary to staff and students for review.   
 
Meetings of the faculty and faculty committees will be in compliance with the Open Meetings Law, a copy of which 
is on file in the Departmental office. The quorum required to conduct business is 2/3 of the voting faculty.   
Robert's Rules of Order will govern the conduct of all faculty meetings.  
 
The following is the general order of the meeting: 
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Reading of the minutes of the previous meeting 
Approval of the minutes 
Information items  
Action items 
Old business 
New business 

 
 
C. Adjunct Faculty Appointments 
 
The Adjunct Faculty Series is defined in the University of Kentucky Administrative Regulations.  The Department 
may recommend for adjunct status an individual who is qualified for faculty status in at least one program area of 
the Department and committed to contribute to the Department’s teaching, research, and/or public service 
programs.  Adjunct faculty will not normally have voting privileges.  The faculty may extend an invitation for adjunct 
status with a 2/3 vote of the faculty.  
 
A candidate for adjunct status must be nominated and sponsored by a Landscape Architecture faculty member.  
The Department Chair, with assistance of the nominator, will circulate a vitae and other supporting materials for 
faculty review.  The faculty, by simple majority at a regular or special faculty meeting, may elect to invite the 
candidate to present a seminar and visit with faculty, staff, and students.  After the seminar, the individual’s 
nomination will be discussed at a faculty meeting and a faculty vote will be taken by written ballot.  The Chair will 
distribute/collect the ballots, inform the faculty and candidate of the results of the process, and, if appropriate, 
initiate the appointment approval process through the Dean’s Office.  The Chair is also responsible for annual 
reappointments. 
 
 
III. STRATEGIC PLAN 
 
The faculty, with leadership by the Chair, shall update its Strategic Plan annually.  Input of all faculty shall be 
sought in a consensus building process to determine the mission, objectives, goals, and plans of action of the 
Department as a whole and the various program areas.  The Strategic Plan shall be forwarded to the College 
Administration and appropriate clientele and support groups. 
 

 
IV. FACULTY SEARCH AND APPOINTMENTS 
 
A search committee for the recruitment of a new faculty member shall consist of the entire faculty and a 
representative of the student chapter of the ASLA. Additional members outside the department may be appointed 
when appropriate. The search will be conducted in accordance with all regulations and guidelines. The faculty’s 
recommendation will be forwarded to the Administration by the Chair.   
 
After the interviews, a special meeting of the faculty will be convened at which time faculty opinions will be heard.  
The recommendation of the faculty will be forwarded by the Chair to the Dean.  No candidate should be offered the 
position before the closing date for application.  All correspondence and documents relating to the search will be 
filed in accordance with university regulations. 
 
 
V. DISTRIBUTION OF EFFORT ASSIGNMENTS 
 
In the spring of each year the Chair will formulate with each faculty member an agreement on their distribution of 
effort for the next year in research, teaching,  professional development, public and university service, and any 
other special assignments. As per university requirements, the activities covered by DOE constitute the major 
program expectations of the individual. 
A. Progress Review 
 
Biennial reviews of progress toward tenure are mandatory for untenured faculty, while reviews of progress toward 
promotion to full professor are conducted at the request of the associate professor. 
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Assembly of Documentation for Progress Review 
The faculty member being evaluated updates his/her review file containing current curriculum vitae and any 
associated materials which the faculty member considers pertinent in documenting his/her activities.  With the 
agreement of the faculty member, the Chair may add to the file additional documentation that illustrates quality or 
quantity of the individual's performances, such as letters received from specialists in fields outside the Department. 
 The Chair shall add to the file a copy or summary of the applicable distribution of effort agreements describing 
expected activities assigned by the unit.  The files are available for faculty study in a designated accessible area at 
least one week in advance of a faculty meeting designated for discussing progress review of junior faculty.   
 
An opportunity for candidates to present an overview of their program may be provided.  After the informal 
meeting, all faculty members write letters for the biennial review of new faculty concerning their progress toward 
promotion and tenure.  Summary documentation related to the interim review of the faculty member should be 
shared with the candidate and kept in the candidate's file in the Chair's office. 
 
B. Reappointments, Promotions, Granting of Tenure 
 
The Department Chair is responsible for recommendations to the Dean of the College of Agriculture on 
promotions, reappointments and granting of tenure.  
 
1. The Chair in cooperation with the Candidate prepares a draft Promotion/Tenure dossier following the 

general requirements outlined in ARII-1:0-1, Section IIIC, page III-2.  
 
2. The Chair, in consultation with the faculty, recommends the candidate prepare his/her dossier for 

departmental review.   
 
3. A candidate has the option to discuss program/accomplishments and other aspects with faculty after they 

have seen the promotion file/portfolio. 
 
4. All the tenured faculty decide who among regular faculty will be put forward for promotion and tenure by a 

simple majority vote. This recommendation is forwarded to the Dean by the Department Chair. 
 
5. Candidate provides names of specialists from inside and outside the university (at least 3 each) to the 

Chair.  The candidate may provide names of individuals to not solicit as well if necessary and state 
reasons why.  Independently, the Chair solicits names of potential external reviewers from the advisory 
committee and faculty.  From these lists, the Chair chooses a group of external reviewers from other 
departments in the University of Kentucky and a group outside the university.  One half the names should 
be those recommended by the candidate.  The list should be large enough so at least three review letters 
will be obtained from each of the two groups.  Along with the written evaluation of the candidate's 
qualifications for rank or tenure status being sought, the Chair also requests a one to two page C.V. from 
the outside reviewers. 
 
The solicitation of outside letters by the Chair includes a description of U.K. policy on access of the 
candidates to their written judgments (AR 11-1.0-1, 111).  The outside letters should be requested prior to 
the request for letters from the faculty.  Faculty may read and consider these external letters prior to 
preparation of their own written judgments. 

 
6. Written judgments on candidates for promotion and tenure should be requested from appropriate faculty 

including those on approved leave of absence.  If the recommendation is not to transmit the dossier 
further, the Chair shall report to the candidate the collective recommendation from faculty on his/her 
promotion, tenure, or reappointment.   
 

7. The Chair completes a file on a candidate with letters from faculty, a composite summary and 
recommendation from the Chair, letters from specialists in the field outside the department, brief 
biographical sketch on outside reviewers of file, current job description of the candidate, summary of DOE 
for the appropriate years, and departmental criteria for promotion/tenure. 

 
Maintenance of Records 
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A copy of records related to the progress review and/or reappointment that are submitted to the Chair or prepared 
by the Chair shall be maintained in the departmental faculty file of the subject individual.  The faculty member will 
have access to the materials through the university open records procedures. 
   
Approximate Timetable for Promotion/Tenure Deliberations 
 
The calendar for the promotion and tenure process changes annually.  The following dates are an approximation 
but give candidates an idea how the process progresses: 
 
Summer Months - September Chair & Candidate prepare file/portfolio 
 
September Faculty deliberates on file 
 
October All Departmental faculty give input for file 
 
Early October Outside letters solicited 
 
Late October Promotion letters due from faculty 
 
Early November Dossiers due in Dean's office 
 
Mid-Nov.-Early Dec. College of Agriculture Advisory Committee on Promotions and 

Tenure make recommendations to Dean 
 
Mid-December Dean and Associate Deans add their letters  

of recommendation to file 
 
Mid-January Promotion and tenure dossiers due from Dean's offices to 

Chancellor's office 
 
Mid-March Completion of Academic Area committees' consideration of 

dossiers 
 
Late March Recommendations of Academic Area Committees due in 

Chancellor's office 
 
Late March - 1st week April Chancellor, Dean of Graduate School, Dean of Undergraduate 

Studies, and Vice Chancellor for Research and Graduate 
Studies (the latter two in an advisory capacity) meet to discuss 
promotion and tenure cases 

 
2nd week April Recommendations of Dean of Graduate School due in 

Chancellor's office 
 
3rd week April Chancellor's recommendations to President completed 
 
Approximately 4th week April Faculty informed of decisions 
 
 
 
VI.  ANNUAL/BIENNIAL PERFORMANCE REVIEW OF FACULTY AND CHAIR 
 
A. Faculty 
 
Faculty have access to procedures and criteria established by the university, the College and the department in the 
Departmental Office.  The Chair places on the September faculty meeting agenda an announcement of dates by 
which review materials must be submitted by participants.  Non-tenure track faculty and assistant professors are 
reviewed annually, research specialists are reviewed annually until the end of a 4-year probationary period after 
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which they are reviewed biennially; all other faculty normally are reviewed biennially, but may request an annual 
review. 
 
Assembly of Documentation 
 
Faculty members submit to the Chair a review file containing completed merit evaluation report form and any 
associated pertinent materials as outlined by the College to document activities and program impact since the last 
review period. 
 
Input from Faculty 
 
In the administration of performance evaluation of faculty, the Chair seeks advice of the faculty, so the Chair 
accurately speaks for the unit.   
 
Recommendation of Chair to Dean 
 
The Chair develops a tentative recommendation for merit evaluation based on the faculty member's merit file.  If 
the Chair detects a considerable lack of performance in a given area of activity, prior to finalizing his 
recommendation to the Dean, s/he may solicit additional documentation from the faculty member.  The Chair then 
records a qualitative and quantitative assessment of the individual's performance in each area of activity.  With 
weightings according to DOE assignment, the Chair enters an overall performance rating on the review form and 
submits it to the Dean.    
 
Final Decision and Discussion 
 
After the Dean has decided separately from the Chair upon a performance rating, they will confer on the 
performance of each faculty member and attempt to resolve any differences in judgment.  Following this 
discussion, there will be a conference between the Chair and each faculty member focusing upon the faculty 
member's performance of his or her assignment during the review period.  The Chair will inform the faculty 
member of his or her performance rating and describe the information used in arriving at the rating.  If the Dean 
and Chair have been unable to resolve any differences, the faculty member will be informed of the ratings of both 
the Chair and the Dean and the Dean's decision is final.  An appeals process is provided on the college and 
university level and faculty members may use the appeals process to try to change a rating.   
Use and Maintenance of Performance Review Records 
 
These performance ratings constitute recommendations on merit salary increase and the final rating by the Dean 
serves as the recommendation forwarded by the Dean for ultimate merit salary action by the Board of Trustees.  A 
copy of records related to the evaluation shall be maintained in the departmental faculty file of the subject 
individual.  The faculty member has access to the materials under the Open Records Act. 
 
B. Chair  
 
Departmental chairs in the College of Agriculture appointed for six years are normally reviewed at the end of the 
six-year term.  The Dean of the College of Agriculture appoints a college review committee to evaluate the chair's 
performance (see College of Agriculture regulations) and the status of the department. 
 
Since Landscape Architecture also undergoes an accreditation review  at a five year, or less, interval; another 
opportunity exists for review of the chair’s effectiveness. 
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VII. CRITERIA FOR PERFORMANCE REVIEW, REAPPOINTMENT, PROMOTION AND TENURE 
OF LANDSCAPE ARCHITECTURE FACULTY 

 
Mandate for unit-level establishment of criteria. The Governing Regulations require that in matters of performance 
review and reappointment of faculty, “The procedures and criteria used ... shall be those established by the 
university, the college and the departmental faculty.” (GR VII-11, 12;  AR II-1.0-1, pg. XIV). While the 
Administrative Regulations provide a general framework of criteria expected university-side of faculty, and some 
acceptable evidences toward them, the unit faculty are charged with establishing specific, unit-level criteria and the 
corresponding evidences appropriate for the disciplines and responsibilities of the specific unit. 
 
Intent. The following descriptions of criteria provide communication within the LA faculty, with the administration, 
and with college and area promotion committees, concerning expectations for faculty  activities. University 
regulations require that all personnel considerations be performed on the basis of merit (AR II-1.0-1). The criteria 
and standards used within the LA department will be consistent, but more specific, with those established by the 
university and College of Agriculture. 
 
 
1. Criteria for Landscape Architecture Faculty 
 
Teaching 
 
The individual must demonstrate a superior command of an expertise within the discipline of 
landscape architecture and ability to relate that understanding to the total scope of the 
academic program as well as  the practice of the profession. There must also be adequate 
evidence of the capacity to relate these topics to other disciplines as well as humankind’s 
interaction with the environment. Emphasis shall be placed on the individual’s ability to 
communicate these skills and the ability to stimulate students in their pursuit of understanding 
and to arouse their curiosity for creative work. 
 
Evidence to be used for evaluation shall include but not be limited to the following: 
 
1. Course work 
 

Course evaluations 
Involvement in activities, such as short courses, that lead to a greater mastery of subject 

matter  
Involvement in research, consulting or public service activities that lead to a greater 

knowledge of course content 
Involvement in teaching improvement activities 
Review of course syllabi and project assignments 
Review of student work or performance in course 
Development of new courses or substantial revision of course 

 
2. Noncurricular activities 
 

Advising student organizations 
Speaking to student organizations or similar activities 
Organizing or participating in field trips 
Organizing student enrichment activities 

 
3. Student advising 
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Formal curricular advising 
Interviews with prospective students 
Supervising independent study projects 
Involving students with research or public service work 

 
 
Research, Scholarship, or Innovative Practice 
 
Evidence of a creative and productive mind must be demonstrated through the individual’s 
scholarship, or design and professional work, or a combination thereof. Assessment of 
creative work will be through examination of normal products of such activity, which may 
include published, exhibited, or built work. The quality of the work will be evaluated for 
originality, significance of findings, and its intellectual contribution to the field. The individual 
should exhibit evidence of continuing creative activity that will benefit the learning of others. 
Professional activities that do not represent significant original work will be considered 
evidence of competence, but may not be substituted for the mandatory requirement of creative 
attainment. 
 
Evidence of such activities may include but is not limited to the following: 
 
1. Publications 
 

Book or book chapters 
Refereed journal articles 
Trade publications or non-refereed magazine articles 

 
2. Presentations 
 

Invited or refereed, national or international 
Seminars 
Trade or community groups 

 
3. Grants 
 

Extramural contracts or competitive grants 
Intramural grants 
PI or Co-PI  

 
4. Innovative or exemplary practice 
 

Practice in area of teaching or research 
National/regional awards or honors given to work 
Review of work in publications 
Exhibition of work 

 
Service 
 



 
 - 8 - 

Service to the college and the university in the form of active participation in the program 
development and administration is a mandatory requirement for reappointment and promotion. 
Service to public agencies, community organizations, and professional societies shall be 
recognized together with service within the college and university. 
 
Appointment to Tenure 
 
For appointment to tenure an individual must have achieved superior attainment in teaching 
and creative work and must be recognized for the significance of his/her individual 
contributions to the field. The candidate also must have established a record of outstanding 
contributions to program development or other service to the profession. 
 
Visiting and Part-Time Faculty 
 
Visiting professors and part-time faculty must satisfy the basic criterion of being distinguished 
practicing professionals recognized for significant contributions to their field. In addition, it is 
essential that persons appointed to these positions be effective teachers. 
 
VIII. GRADUATE PROGRAM 
 
A graduate program in Landscape Architecture is still in the formative stages but it is seen as 
an essential part of the continued growth and development of Landscape Architecture at the 
University of Kentucky. 
 
 
IX.  UNDERGRADUATE PROGRAM 

 
The Landscape Architecture Education Committee consists of the Chair and all full time  
faculty.  They are directly responsible for the following policies: 
 
1. Curriculum 
 
The Landscape Architecture curriculum, including pre-major, departmental major, and 
specialty support requirements, is established by the Landscape Architecture Education 
Committee.  The curriculum will conform to University Studies and College of Agriculture 
requirements.  Changes in the curriculum are proposed to or by the landscape architecture 
education committee.  The proposed changes are enacted if approved by a 2/3 majority of the 
committee.  Changes approved by the faculty are forwarded by the Chair for formal approval.  
 
New courses may be proposed by any member of the landscape architecture faculty.  A 
course outline and appropriate administrative forms are reviewed by the faculty for approval. 
The proposed changes are enacted if approved by a 2/3 majority of the committee.  Changes 
approved by the committee are forwarded by the Chair for formal approval. 
 
The faculty  will review the curriculum biennially, in consultation with students in the landscape 
architecture program.  This review will consider integration and sequencing of the content of 
courses that are program requirements, scheduling of courses, and review of required courses 
taught outside of the Landscape Architecture Program. 
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2. Scheduling 
 
The scheduling of classes each semester is the responsibility of the Chair in consultation with 
the Landscape Architecture faculty and others responsible for instruction in the program. 
 
3. Part-Time Faculty 
 
Providing each design studio course with a part-time instructor who is a practitioner of 
landscape architecture or a related field is an integral part of the Landscape Architecture 
Curriculum.  Selecting and scheduling part-time faculty in the individual studio courses will be 
the responsibility of the Landscape Architecture faculty member who teaches the studio. 
 
4. Student Admission 
 
Students are admitted to the Landscape Architecture program on a selective basis.  Selection 
is determined by admission to the University and performance on the Landscape Architecture 
Admissions Exam.  The criteria for performance on the admission exam are determined by the 
Landscape Architecture faculty.  The  Chair is responsible for administering the exam. 
 
5. Student Evaluation of Courses 
 
Each course in the Landscape Architecture Program will be evaluated at least every other time 
it is offered.  The course evaluation will take place at a time to be determined by the instructor 
between the eighth and final weeks of the semester.  The student evaluation form will be that 
used by the University for all courses.  The Landscape Architecture faculty may determine 
additional questions that will be included on the evaluation form given in landscape 
architecture courses.  Individual faculty members may also add additional questions to the 
form given in their courses. 
6. Distribution of Effort and Teaching Load 
 
The basic faculty appointment in the Landscape Architecture Program is a 100% teaching 
appointment with a distribution of effort that includes 80% instruction, 15% unfunded research, 
and 5% service.  The teaching load that is part of the 80% instruction component is the 
equivalent of two 6 credit hour studio courses per year and two 3 hour lecture or 
lecture/practicum courses per year.  The teaching load for other appointments and 
distributions of effort will be based on the above model and will be determined by the 
Landscape Architecture faculty, the Chair and the College administration. 
 
7. Changes in Distribution of Effort 
 
Changes in a faculty member's distribution of effort may be proposed by the individual faculty 
member and negotiated through the Chair with College administration.  An individual faculty 
member's distribution of effort will be made explicit in any materials involving faculty 
performance evaluation, promotion, or tenure review and changes in distribution of effort will 
be reflected in the weighting of criteria for faculty performance evaluation, promotion, or tenure 
review. 
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X. AMENDMENTS OF RULES OF PROCEDURE 
 
The Rules of Procedure for the department may be amended at regular or special faculty 
meetings by a  2/3 majority vote of the faculty. No proxy votes accepted. 
 
 
XI. DEVELOPMENT OF RULES OF PROCEDURE 
 
These Rules of Procedures have been created and approved by the faculty of the Department 
of Landscape Architecture, pursuant to the authority granted by the Administrative and 
Governing Regulations of the University of Kentucky.  These rules do not become effective 
until and unless approved by the Dean and Chancellor as indicated by their signatures below.  
Any modifications to these rules must be approved by the Dean and Chancellor before the 
modifications take effect.  These rules contain a total of 9 pages, each which are initialed and 
dated by the undersigned persons.  A current copy of the approved rules for this department is 
available in the offices of the Department Chair, the Dean of the College of Agriculture and the 
Chancellor. 
 
 
 
 
 
___________________________________________   ____________ 
Chair (indicating faculty approval)       Date 
 
 
 
 
 
 
___________________________________________   ____________ 
Dean, College of Agriculture         Date 
 
 
 
 
 
 
___________________________________________   ____________ 
Chancellor, Lexington Campus)       Date 
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