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is responsible for developing and distributing a tentative agenda prior to all meetings. 

Faculty members may add to the final agenda upon request. Departmental meetings 

will be conducted by regular faculty members on a rotating basis. If circumstances 

dictate, the Associate Chair may conduct meetings or portions of meetings. 

2. The faculty member conducting a given departmental meeting will be assisted in this 

process, as needed, by a faculty member designated Departmental Parliamentarian.  The 

job of the Parliamentarian is to advise department faculty regarding pertinent 

parliamentary procedure and bylaws. 

 

B. Minutes of Faculty Meetings 
 

Minutes of all departmental faculty meetings, whether regular or special, shall be recorded. 

Minutes are distributed to faculty members, in advance of the next meeting.  Faculty 

members may request to recommend changes to the minutes at the next scheduled meeting. 

In cases where there is dispute regarding changes to the minutes, proposed changes 

approved by 2/3 faculty present will be incorporated into the final minutes. Copies of the 

approved minutes, and any materials pertinent to the meeting discussed in the minutes, will 

be retained and filed in perpetuity.  

 

C. Voting Procedures 
 

  1.  Eligibility for Voting 

 

a. Only full-
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at branch campuses we will modify our governance and T&P documents to ensure that 

those faculty are included in matters of faculty governance and Tenure & Promotion to 

ensure they have voice in departmental issues. We recognize the principles of equity of 

assignment, resources and opportunities of faculty across a multi-campus university. 

 

 

  2.  Quorum 

 

A simple majority of eligible faculty not on leave constitutes a quorum.  A quorum is 

required for a vote to be held on any matter. Proxy votes are acceptable, if written and signed 

(electronic signatures are acceptable). 

 

  3.  Procedure 

 

Votes on any matter may be conducted by voice, by a show of hands, or by secret ballot. 

Most votes will be by voice, except for personnel, hiring, and election decisions, where 

secret ballots are required.  For any other vote, faculty members may request an alternative 

voting procedure, subject to approval by 2/3 of the faculty. Voting on any matter must be 

done at a called regular or special faculty meeting.  Proxy votes are acceptable, if written 

and signed (electronic signatures are acceptable).  .   

 

III.  DEPARTMENT ADMINISTRATORS 

 

A.   Department Chair 
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The Department Chair is appointed by the Dean of the College of Arts and Sciences upon 

recommendation of the Department faculty, the senior ranking staff member, and consent 

of the appointee. 

 

 2. Charge: 

 

The Department Chair, with the assistance of other department administrators and 

committees, directs the administration of the department, devises policy, supervises all 

personnel. The Chair also supervises advising, scheduling, budgets, and reports to the Dean 

of the College of Arts and Sciences on all issues relevant to the department.   

 

The Chair is charged with implementing University and College policies and procedures 

and developing internal policies and procedures consistent with them.  The Chair serves as 
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C.  Director of the Graduate Program 
 

1.  Appointment:  
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b.  Responsibilities: 

 

1.  Review criteria and applications for admission to the Master’s and 

Doctoral Programs and make decisions regarding admissions when 

applicants do not meet the standard criteria.  

 

2.  Review graduate curriculum and recommend revisions to the faculty.   

 

3.  Receive, review, and present to the faculty all graduate course proposals 

and changes.   

 

4.  Review applications for and recommend appointments of graduate 

assistantships, and make recommendations for university and college 

fellowships, scholarships, and awards 

.   

5.  Review, when requested, the assignments of graduate assistants in 
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a. Selection: 

  

The Undergraduate Committee is comprised of at least three Department faculty 

members.  The DUS will be chair of the Undergraduate Committee. The other 

faculty members of the committee shall be appointed by the Chair upon endorsement 

of the Department faculty, and consent of the appointee. 

 

b.  Responsibilities: 

 

1.   Review requirements for the undergraduate major.  

 

` 2.  Review undergraduate curriculum and recommend revisions to the faculty.   
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terms.  In the event any member of the Executive Committee is faced with a 





 

12 

5 will be given for editing a scholarly journal, chairing a program committee for a regional or 

national conference, chairing a school, department, or university committee or council; or for two 

major, time-consuming activities each of which goes beyond routine membership in a department 

committee. These may include serving as Associate Editor for a scholarly journal, chairing a 

department committee, or membership in a school, college, or university committee or council. 
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B.  The Chair will be responsible for obtaining all the 
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immediate past summer would receive 0 points. Assignment for a coming summer 

would first be offered to those with 5 points, next to those with 4 and so on.  New hires 

to tenure-track, full-time positions will be assigned 3 points in their initial year. 

 

D.
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PROFESSOR OF INSTRUCTION AND PROFESSOR OF INSTRUCTION 

See document “Tenure and Promotion Criteria,” separation from governance document effective XXXX, 
2021 
 
 

 

XI. AMENDMENTS TO THIS GOVERNANCE DOCUMENTS 

 
This Governance Document may be amended at any regular meeting of the Department 

provided that the specific amendment in writing shall have been distributed at the previous 

regular department meeting. 

 

A 2/3 vote of the faculty shall be required to amend this document. 
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consistent pattern of positive evaluation in teaching and have achieved a level of performance that 
is strong or outstanding.  
 
Research. The granting of tenure is a judgment based on past performance and potential for future 
contributions to research and/or creative activity. For a recommendation of tenure in the College, 
candidates must document that they have made a substantial contribution to research and/or 
creative activity in their discipline and have established a record of achievement that is strong or 
outstanding.  
 
Service. To qualify for tenure, candidates must display evidence of some appropriate service to 
the University and/or the profession and/or the civic community. Community service must relate 
to the basic mission of the University and to the faculty member's professional expertise.  
 
Each recommendation for tenure should be accompanied by a statement of the mission, goals, and 
educational needs of the department, college, and/or regional campus, and the importance of the 
contributions the candidate has made 
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the Chair seek the counsel of the department tenure and promotion committee. Ordinarily, this 
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action.  
 
After each member of the College's Tenure and Promotion Committee has reviewed the 
candidate's credentials, the Committee will meet to prepare its recommendations to the Dean. The 
Committee's deliberations will focus exclusively on how well a candidate meets college, 
university and department criteria for Tenure and Promotion. The Committee must not apply 
standards that are lower than those specified in the department's criteria.  
 
If a College Tenure and Promotion Committee member is from the same department as a 
candidate for tenure and/or promotion, or if a member has special personal and/or professional 
associations with a candidate, that committee member will leave the room during all deliberations 
concerning that candidate and will abstain from making a recommendation concerning that 
candidate.  
 
Tenure and Promotion Committee members shall confine themselves to making decisions solely 
upon the information provided in each candidate's official tenure and promotion file. No 
committee member shall solicit or consider any additional information conveyed privately, 
through personal contact, by phone, letter, or any other means. The entire committee may vote by 
a two-thirds majority to authorize the Tenure and Promotion Committee Chair to solicit additional 
information if necessary. All requests for additional information must be in writing by the Tenure 
and Promotion Committee Chair, who will provide the candidate and the Chair of the candidate's 
department with copies of the request.  
 
Voting on a candidate by the College Tenure and Promotion Committee will be by secret ballot. 
These ballots shall be preserved in the Office of the Dean for a reasonable time. The committee's 
vote and clear, substantive summary of reasons for both positive and negative votes must be 
included in the candidate's file. All members of the Tenure and Promotion Committee must sign 
the recommendation forms for each candidate.  
 
Once the Tenure and Promotion Committee has made its decision, it will identify those cases in 
which its recommendation differs from that of a candidate's Department Chair and/or the 
Department Committee, and the Tenure and Promotion Committee Chair will inform the 
candidate and the Chair of the candidate's department, in writing. The candidate's Department 
Chair, the candidate or, at the candidate's discretion, a faculty advocate chosen by the candidate 
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Appro


