{ROLES AND RESPONSIBILITIES OF DEPARTMENT CHAIRS (SU)}

The department chair is a member of the full-time faculty in terms of employment regulations.  This part-time administrative appointment at Salisbury University is to be filled by a member of the tenure-track faculty who shall be appointed by the provost, on recommendation of the dean of the appropriate school, in a manner consistent with the university’s general “Policy on Concurrent Faculty and Administrative Appointments.”  The term of a chair is three years, which may be renewed.  A chair may be removed at any time during his or her term by the provost, on recommendation of the appropriate dean, provided that a chair removed before the completion of a full term shall be entitled to whatever chair’s compensation would otherwise be due for the entire term.  Faculty who are appointed to such positions are entitled to receive reduced teaching loads utilizing reassigned time during the academic year to provide them time for administrative duties.  

In addition to serving in positions of academic supervision during the academic year, the chair is expected to oversee department activities and to serve during the summer and at times as specified by the dean. The University provides a Rannual stipend to compensate these administrators for their work.  The annual stipend will be determined by a formula that provides for a standard base dollar amount, determined by the Provost, and variable factors based on the number of Full-Time Equivalent Faculty (FTEF) and Total Student Credit Hours generated throughout the academic year, including the summer and winter terms. In addition, each dean will have a percentage of the total amount available as discretionary money to award for special recognition during that academic year.  

Beginning in FY 2008, a portion of this annual stipend will be added to the faculty member’s salary and this increase in salary will be retained when the faculty member leaves the chair’s position. Upon completion of a three year term as chair on or after June 30, 2007 a chair will have 30% of the average annual stipend over the previous three years added to the chair’s salary. If such a chair serves a second three term, a) then, since essentially 30% of the annual stipend is now part of the chair’s salary, the stipend payment will be 70% of the annual stipend; and b) upon completion of the second term, 40% of the average annual stipend over the previous three years will be added  to the chair’s  salary.  If the chair serves any additional years as chair, then, since essentially 70% of the annual stipend is now part of chair’s salary, the stipend payment will be 30% of the annual stipend.

Chairs are primarily responsible for seeing that the activities listed Section 3. Areas of Responsibility below are carried out and it is expected that, insofar as possible, they will involve the members of their departments in a collaborative effort to that end.  Chairs carry out these activities in accordance with regulations of the University System of Maryland and with Salisbury University institutional policy.

1.
Selection of Department Chairs 
Whenever a vacancy occurs in the position of departmental chair, the provost shall appoint a replacement, after receiving a recommendation from the appropriate dean, who shall canvass the department’s tenure-track and full-time non-tenure track faculty for their nominee or nominees for the position.

2.
Appointment of Department Chairs
Normally the contract for appointment starts at the beginning of the fiscal year--July 1--and ends on June 30 of the following year.  A mid-term appointment may occur, with the final contract year

 as described above.  The Dean of the School and the Provost together will determine the amount of reassigned time each Department Chair will receive.  

3.
Areas of Responsibility
Program Development and Administration
The Department Chair is primarily responsible for developing and administering the academic programs within the department, such as majors, concentrations, tracks and minors.  According to the school’s written policy on the roles of chairs, this responsibility may include:

a.
evaluating, assessing and improving existing programs and courses;

b.
developing new programs and courses in consideration of available resources and student needs;

c.
seeking accreditation of programs;

d.
coordinating programs with other departments;

e.
staffing and scheduling courses to make best use of human, fiscal and physical resources;

f.
describing programs and courses so that they may be clearly understood by others inside and outside the university;

g.
working to improve the library holdings in the department's discipline(s);

h.
interpreting the department's requirements for students by evaluating transfer credits and recommending waivers of requirements to the Dean as appropriate.

Faculty Development

The Department Chair is primarily responsible for recruiting, retaining, and fostering the professional development of department faculty.    According to the school’s written policy on the roles of chairs, this responsibility may include:

a.
promoting high standards of professional conduct, teaching and scholarly work within the department;

b.
seeking approval for new or replacement positions from the Dean, coordinating searches, and making hiring recommendations;

c.
evaluating faculty and making recommendations for reappointment, tenure, promotion and salary increments;

d. making recommendations regarding requests for sabbatical leave, evaluating the impact on the department's programs and teaching load;

e.
assisting part-time faculty in meeting department and university expectations.

Student-Faculty Relations
The Department Chair is the primary representative of the department in its dealings with students.      According to the school’s written policy on the roles of chairs, this responsibility may include:

a.
coordinating the department's participation in new student recruitment, student orientation, and general advising;

b.
coordinating departmental advising or designating a member of the faculty to act as advising coordinator;

c.
acting as a mediator in disputes between faculty and students;

d.
encouraging activities to augment the department's academic programs, such as student clubs, speakers and field trips.

Department Administration
The Chair is responsible for the efficient operation of the department as an administrative structure within the University.     According to the school’s written policy on the roles of chairs, this responsibility may include:

a.
working with the department faculty, Dean and Personnel Office to arrange secretarial and technical services;

b.
supervising and evaluating clerical staff;

c.
maintaining records, especially assessment reports, on such matters as majors, graduates, faculty, budget, facilities and equipment;

d.
disseminating relevant information within the department and responding to requests for information from other offices of the University;

e. preparing budget requests and monitoring the use of fiscal resources;

f. overseeing the maintenance and use of equipment and facilities assigned to the department; and

g. developing, implementing, evaluating and enforcing departmental safety policies.
University Governance
As the primary representatives of their departments within the University, Department Chairs play a strategic role in university governance.     According to the school’s written policy on the roles of chairs, this responsibility may include:

a.
convening regular department meetings to involve faculty in department decisions;

b.
providing a communication link between the faculty and the administration;

c.
 advising the Dean of the School on all matters affecting the academic department;

d.
assisting the Dean of the School in carrying out programs and activities for the School.

4.
Evaluation of Department Chairs
The dean shall evaluate department chairs on an annual basis.  Chairs submit a yearly self-evaluation of teaching, service to the institution and community, and evidence of professional development as well as activities performed as Chair.  (It should be noted that there might be overlap in areas of service and professional development, and responsibilities as Chair.)  The self-evaluation of Chairs' responsibilities should be based on the description of responsibilities in Part 1 of this document.

In evaluating the overall performance of faculty serving as Chairs, the Deans use the school’s faculty evaluation format combined with their own observations of administrative competence of Department Chairs.

5.
Reappointment of Department Chairs
The dean of each school shall develop procedures for the reappointment of sitting chairs, provided that such procedures (a) are approved by the provost, (b) give each department faculty the opportunity to express his or her views on the performance of the chair, (c) mandate the dean to meet with the chair in order to assess the chair’s overall performance, and (d) require the dean to notify the chair in writing at least four months prior to the expiration of the term whether the dean will recommend in favor or against reappointment.
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