Western Kentucky University

Handbook for Department Heads


This handbook provides general guidelines for the administration of academic departments at Western Kentucky University.  In addition, departments are encouraged to draw up departmental bylaws which will delineate with more specificity the operational procedures of each department.  Some departments may prefer to make extensive use of faculty committees while others may chouse to entrust more responsibilities to the head.  Each department should be free to decide upon the route it deems best for itself, except the departments are to adhere to the policies and procedures adopted by the Board of Regents and to those contained in the Faculty Handbook.


The guidelines in this document are divided into two major parts (1) an outline of the general roles and responsibilities of the department head and (2) procedures for the selection and evaluation of department heads.

(1.)  
Roles and Responsibilities of the Department Head



Academic departments at Western Kentucky University occupy a central place in carrying out the university’s teaching, research and service missions.  Effective leadership of departments is therefore of critical importance.  The head will be responsible for initiating policy discussions within the department and, with the dean’s concurrence, for implementation of department policies.  Such policies should always be directed toward the accomplishment of university goals.  Further, the department head will encourage the faculty to share responsibility both for making departmental decisions and for implementing the results of those decisions.

The roles and responsibilities of the head should be carried out with appropriate faculty consultation, both as provided through formal university policies and departmental governance procedures and also through informal discussions in departmental meetings or through personal interaction.

I. Academic Leadership




The ability to exhibit leadership is of fundamental importance to a successful head.  Four areas in which or through which this leadership is required are:  faculty quality; statesmanship; instructional programs; and student affairs.

A.
Faculty Quality
a. Participating in the recruitment, employment and orientation of new faculty; including demonstrating a commitment to the affirmative action goals of the university.

b. Encouraging and facilitating professional development through activities such as suggesting funding sources, discussing research ideas, and urging attendance at professional meetings and workshops.

c. Providing appropriate opportunities for faculty to participate in department affairs.

d. Evaluating faculty on a regular and continuing basis in the areas of teaching, research and service with appropriate recommendations for improvement, particularly for untenured faculty.

e. Creating a forum through which faculty can express ideas freely, thus promoting productive discussions among the departmental faculty members.

f. Making informed documented recommendations concerning faculty retention, promotion, tenure and annual salary increments, the outcomes of which will be intended to serve the best interest of the department as a whole.

g. Encourage university and community service activities appropriate for faculty participation.

B.
 Statesmanship 

a. Providing a communication link between and among the faculty and the other levels of administration. 

b. Accurately communicating university and college policy and reasons for policy to the department faculty.

c. Acting as an intermediary between faculty and administration.

d. Being the spokesperson for and yet the strongest critic of the faculty and the department.

e. Representing the department both within the university’s administrative and governance structures and externally with professional and community groups.

f. Maintaining personal professional competence in order to set a good example for faculty in teaching and research.

g. Initiating operational policies within the department for discussion, approval, and implementation.

h. Enforcing faculty responsibilities while at the same time protecting faculty rights and privileges.

i. Establishing effective working relationships with the non-academic portions of the university in order to facilitate departmental operations.


C.   
Instructional Programs
a. Articulation of program-related goals.

b. Provide leadership for the faculty in developing strong and attractive curricula.

c. Provide leadership for the faculty in developing methods for assessing the effectiveness of instructional programs.

d. Providing leadership for the faculty in providing programs that are pedagogically sound and that use available resources maximally.

e. Encouraging cooperation with other departments, colleges, or institutions whenever this is appropriate.

f. Encouraging consideration of new program ideas when appropriate.

g. Managing teaching loads in a fair, flexible, and productive manner.

D.  
Student Affairs
a. Insuring that student activities and student organizations receive adequate supervision. 

b. Dealing with student problems that are not the appropriate concerns of the faculty. 

c. Arranging with faculty for academic counseling. 

d. Disseminating information of interest to students. 

e. Responding to student grievances and requests. 

f. Recruiting good undergraduate and graduate students. 

II.  
Administrative Leadership
A successful head must be able to handle the administrative details which make the office function efficiently, professionally, and effectively.

A.
Budgetary
a. Coordinating the preparation of the department budget. 

b. Administering the department budget. 

c. Adhering to the budget management procedures established by the Business Office. 

d. Allocating funds in a manner consistent with the goals of the department. 

B.  
Programmatic
a. Coordinating the development of long-term planning for the department. 

b. Preparing teaching schedules and assignments. 

c. Maintaining faculty files. 

d. Approving students’ degree programs. 

e. Coordinating the use of instructional facilities. 

f. Generating proposals for funds to support the academic programs. 

C.  

Office Organizations
a. Coordinating support staff activities. 

b. Arranging for and assigning departmental space, facilities, and equipment. 

c. Coordinating the reports that go to other offices and service areas. 

d. Implementing administrative policies. 

e. Managing clerical support. 

f. Maintaining an efficient system of records. 

g. Preparing agenda for, convening, and chairing departmental meetings. 

(2.) 
Procedures for the Selection and Evaluation of Department Heads
 
I.
Interim Appointments
When a Department Head vacancy occurs, the Dean of the College may appoint an interim head after consultation with the faculty of the department and the Provost and Vice President for Academic Affairs.

II.
Regular Appointments
A.
Qualification

The qualifications for the Department Head candidate shall be those necessary to fulfill the responsibilities of a Department Head as outlined above under Guidelines for Department Heads and Departments.  The department may add additional specific requirements.  Except in rare circumstances, a Department Head candidate should qualify to be tenured in the searching department. 

  

B.  
Search Process
Western Kentucky University will conduct searches for department heads in compliance with federal, state, and university policies regarding affirmative action and equal employment opportunities. 

A comprehensive search open to both internal and external candidates shall be conducted for all Department Head vacancies.  However, there may be special circumstances, such as outstanding internal talent or budget constraints that may lead to a decision to have an internal search only.  This decision may be made by the Dean of the College after consultation with faculty of the department and concurrence by the Provost and Vice President for Academic Affairs and the President. 

  
C.
Search Committee
The search committee shall be selected by the faculty in the department in which the vacancy has occurred.  The membership of the committee shall be selected from the department’s tenured and tenure-track faculty.  The number on the committee shall be determined by the faculty eligible for membership.  If a department so decides, all eligible members may serve on the search committee.   The Dean of the college shall add one member to the committee from outside of the department who shall serve as chair of the committee.  In cases where the search committee serves as a representative body for the department, the department shall decide at the onset of the process what role the full department will have in the final recommendations sent forward.

D.  
Interview Process
In consultation with the chair of the committee, the Dean shall determine the number of candidates to be interviewed.  In addition to those determined by the committee, the Dean, Provost and Vice President of Academic Affairs, and President shall also be involved in the interview process.

E.  
Decision Process
The search committee shall send the names of three qualified candidates unranked to the Dean with appropriate comments on each.   The Dean shall forward his/her comments on each candidate as well as those of the search committee to the Provost and Vice President for Academic Affairs.  The Provost and Vice President for Academic Affairs shall likewise forward his/her comments on each candidate to the President along with the comments of the Dean and those of the search committee.  The President shall make a final recommendation to the Board of Regents for appropriate action. 

The candidate selected should have substantial support from the search committee, Dean, and Provost and Vice President for Academic Affairs.  If agreement cannot be reached on a satisfactory candidate, the President may direct that the search be reopened. 

F.  
Appointment Term
Department Heads will normally serve a four-year term with the possibility of appointment to additional terms.  Although the individual will be expected to serve a four-year term, the Dean may, at any time, after consultation with the faculty in the department, determine that it is in the best interest of the department, college, and university to remove a Head prior to the end of the four years.  This action should be taken only with the concurrency of the Provost and Vice President for Academic Affairs and the President.

  
G.
Evaluation
The Department Head will be evaluated annually by the Dean, utilizing input from the faculty in the Head’s department.  The purpose of this evaluation shall be to assess faculty confidence in the leadership being provided, assist the Department Head in making needed improvements and to provide the Dean with a basis for salary adjustments.  The Dean shall meet individually with the Department Head annually and offer suggestions for improvement.

Near the conclusion of the Department Head’s four-year term the Dean will conduct a formal evaluation, utilizing an advisory referendum in which all tenured and tenure-track faculty in the department will have the opportunity to vote by secret ballot on whether the Head should be recommended for an additional term.  Faculty interviews and other methods of assessment will also be used.  The purpose of this process shall be to assist the Dean in determining whether the Department Head shall be recommended for an additional term.  The Dean’s recommendation must be approved by the Provost and Vice President for Academic Affairs and the President.  The Dean shall inform the faculty of his/her recommendation.  The faculty in a department shall have the opportunity at any time to share their grievances regarding the Department Head with the Dean.

Approximately one-fourth of the total number of Department Heads should have their four-year review at the end of each fall semester.  The Dean’s evaluations shall be forwarded to the Provost and Vice President for Academic Affairs by December 20.  The Provost’s recommendation shall be sent to the President by January 10.  By January 15, the President will notify the Department Head being evaluated of the final decision regarding renewal.

The Department Heads not being evaluated in the four-year process shall be evaluated as a part of the annual process described under Evaluation above.

From Faculty Handbook, 16th edition, 2001, 126-27.

