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1. OVERVIEW 

Academic departments will be administered and represented by a Department Chair. It is expected 
that many of the decisions affecting the department and/or discipline will be made by the faculty 
team, with the chair serving as the administrative executive. The following are specific terms and 
conditions for the chairs, realizing not every detail or issue can be explicated in a position 
description. 

2. GENERAL DEPARTMENTAL RESPONSIBILITIES 

a. Facilitate academic programs and activities 

b. Provide advocacy and administrative coordination for the academic discipline 

c. Serve to assist and focus departmentally generated innovation and change 

d. Coordinate fiscal planning and management 

e. Coordinate and conduct faculty appraisal, personnel development, and peer evaluation, as 
appropriate 

f. Provide leadership for faculty recruitment and retention 

g. Develop/maintain alumni relations, fund raising, and corporate/external relations 

h. Perform classroom instruction 

i. Participate in college and university affairs as requested 

j. Provide advice and counsel to the Dean as appropriate 

k. Prepare departmental reports with input from relevant faculty 

l. Review, evaluate and conduct assessment of duties by the office associate(s), office 
assistant(s), student workers, and research or graduate assistants 
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3. DISCIPLINE SPECIFIC RESPONSIBILITIES 

a. Represent academic discipline on the Gordon Ford Administrative Council and at university 
level meetings 

b. Represent the academic discipline for personnel matters 

c. Approve degree programs for majors/minors/certificates in the academic discipline 

d. Coordinate and work with Student Services to ensure quality student advising 

e. Convey discipline concerns to the Dean and other administrative personnel 

f. Coordinate, facilitate, and provide leadership for curriculum development 

g. Coordinate and prepare course schedules 

h. Prepare academic discipline reports, as needed 

i. Represent the discipline for college and university functions 

4. TERMS OF EMPLOYMENT 

a. Chairs will be appointed for a four-year term that is renewable upon a favorable review. 
Chairs may serve no more than two consecutive four-year terms, except upon request of the 
Dean due to extenuating circumstances. 

b. Chairs will be evaluated annually by the Dean. 

c. Consistent with the expectation that Chairs will continue to be AACSB Scholarly Academic 
Qualified (SAQ), Chairs are only expected to maintain a 6-hour teaching load per academic 
year. 

d. Depending on program needs, Chairs may teach in the summer, winter, and other “outside 
of effort” teaching opportunities. Chairs must ensure that all regular faculty are given an 
opportunity to teach before assigning themselves. 

e. Each Chair will receive a salary stipend eleven-ninths (11/9) of the faculty member’s base 
monthly salary while serving as chair. 

f. Chairs are eligible to participate in the Faculty Research Support Program (FRSP) and 
university summer research programs and may apply in accordance with the university and 
college policy on summer grants and teaching assignments. 

g. Sick leave and vacation time are observed in accordance with the university policy for 
administrative personnel. 

5. ELIGIBILITY CRITERIA 

a. Tenured 
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b. Professor or Associate Professor rank 

c. Qualified as Scholarly Academic 

d. It is preferable that a Department Chair not serve in additional significant leadership roles 
within the college (for example, Center Director, Masters Program Coordinator, PEAK 
Coordinator, SPC Chair, etc.) during his/her term(s) of service as Chair. Every effort should 
be made to ensure that all faculty are given an opportunity to assume the additional role. 
Depending on program needs, or in the event that a qualified faculty member cannot be 
identified, the Dean may appoint the Chair to the additional leadership role for a period of 2 
years, at which time the role will be re-evaluated. 


