APPOINTMENT AND PROMOTION APM -245
Department Chairs APPENDIX A
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Duties of Department Chairs {or Equivaient Officers)

of a department of insiruction and research is its leader and administrative head.
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the ¢ college or school.

As leader of the department, the chair has the foilowing duties:
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department under review, and to maintain a climate that is hospitable to creativity,
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diversity, and innovation.
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The 3m€}1?uuu is responsibie Ior the recruiiment,
the faculty and the staff personnel of the department. In consultation with
colleagues, the chair recommends avnomtmentss promotions, merit advances, and
terminations. The appointee is responsible fo maintaining a departmental
affirmative action program for facuity and staff perauﬂnex, consistent with
University affirmative action goals. The appointee is expected to make sure that
facultv members are aware of the criteria prescribed for appomtment and

s and recommendations in aCCor nice wiin the
procedures and principles st ted in the President’s Instructions to Appointment and
Y

The appointee should be receptive to questions, complaints, and suggestions from
members of the department, both faculty and staff personnel, and from students,
and should take appropriate action on them.

The chair’s administrative duties include the following (special assignments may be added
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from time to time, and the Chanceifor or Dean may spec1fy additional duties):
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To make teaching assignments in accordance with the policy described in
Academic Senate Regulation 750 and to ’<sim‘- other duties to members of the

department staff.

To establish and supervise procedures for compliance with University policy on the
use of guest lecturers and Academic Senate Regulation 546 on special studies
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4. To make arrangements and assignments of duty for the counseling of students, and

for the training and supervision of Teaching Assistants and other student teachers
and teacher aides, subject to the terms of any pertinent Memorandum of
Understanding.

To prepare the budget and administer the financial affairs of the department, in
accord with University procedures.
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6. To schedule and recommend to the Chancellor sabbatical leaves and other leaves of
absence for members of the department. (The chair may approve a leave of
absence with pay for seven calendar days or less for attendance at a professional
meeting or for the conduct of University business without submitting a leave of
absence form.)

7. To report promptly the resignation or death of any member of the department.

8. To be responsible for the custody and authorized use of University property
assigned to the department, and for assigning departmental space and facilities to
authorized activities in accordance with University policy and campus rules and
regulations.

S. To be responsible for departmental observance of proper health and safety
regulations, in coordination with the campus health and safety officer.

10. To maintain records and prepare reports in accord with University procedures.

1L To report any failure of a faculty or staff member to carry out responsibilities and to
recommend appropriate disciplinary action.

12. To report annually on the department’s affirmative action program, including a
description of good faith efforts undertaken to ensure equal opportunity in
appointment, promotion, and merit activities, as well as a report on affirmative
action goals and results in accordance with campus policy.

In performing these duties, the chair is expected to seek the advice of faculty colleaguesin a
systematic way, and to provide for the conduct of department affairs in an orderly fashion
through department meetings and the appointment of appropriate committees. The chair also
is expected to seek student advice on matters of concern to students enrolled in the
department’s programs. In large departments, the chair may be assisted in the tasks involved
in carrying out the responsibilities of the chair by a vice chair or other colleagues, and, when
desired, by an executive committee chosen in an appropriate manner; however, the
responsibilities themselves may not be delegated.
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