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.. CALIFORNIA STATE UNIVERSI'IY, CHICO 

/. Chico, California 

August 18, 1983 
I , 

_, EXECUTIVE MfMORANDUM 

83-09 

TO: Academic Units 

FROM: Robin S. WilsW, \ 
President lj.,ll/ 

SUBJECT: Appointment of Department Chairs (Supersedes IM 79-11) 

Upon recommendation by the Faculty Senate and review by the Vice President 
for Academic Affairs I approve :the followingprocedures for appointment and 
service of department chairs. The new procedures are effective begiIU1ing 
fall semester, 1983. 

APPOINTMENT OF DEPARTMENT CHAIRS 

The following procedure for the selection and appointment of department 
chairs is currently in effect: 

1. The department will meet and select a nominating corranittee of three 
or more department members. The incumbent chairperson is not eligible 
for service on this committee. 

2. The committee will review the department chair position description 
and will consult with the department and the school dean to establish 
criteria for the selection of candidates. 

3. The committee will receive nominations and seek candidates for the 
position of department chair. 

4. The committee will submit to the department the names of all candidates 
found acceptable in tenns of the established criteria, along with its 
recommendations. 

5. Candidates may also be nominatel by a petition signed by at least one­
third of the department faculty. ~ 
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6. The department will elect the chair nominee by secret ballot; the 
nominee must receive a majority of the votes cast. Candidates will 
include the connnittee-submitted names and those nominated by petition. 
Voter eligibility will be determined by the department. The results 
of the balloting will be forwarded to the school dean. The report 
to the dean will indicate the faculty nominee and the votes cast for 
all acceptable candidates. 

7. The dean of the school will forward the faculty selection together with 
a recommendation to the Vice President for Academic Affairs. 

8. Appointment of department chairs will be made by the Vice President 
for Academic Affairs as chief instructional officer. 

9. If the department is unable to select a chair acceptable to the Vice 
President for Academic Affairs by the date sixty days before the 
expiration of the current tellII., the incumbent department chair will 
notify the school dean. In this event, the appointment will be made 
by the Vice President for Academic Affairs for a term not to exceed 
two years. 

10. Prior to the selection process, each department will specify the term 
of office for the department chair. Terms will be no less than two 
years and no greater than three years. The department chair will serve 
at the pleasure of the President. 

11. The faculty may initiate an 'administrative recall action of the department 
chair by petition to the deari.- The petition must be signed by 
twenty-five percent of the . full-time faculty members serving at or 
above the rank of instructor or equivalent. Within three weeks of 
receipt of the petition, the school dean will preside at a duly scheduled 
meeting of the ·depattment faculty to conduct a secret ballot on the 
matter of administrative recall. The results of the balloting will then 
be transmitted to the Vice President for-Academic Affairs for consideration 
and decision. 
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RESPONSIBILITIES OF DEPARTIENT CHAIRS-------------- - - - -

ADMINISTRATION: Responsible administratively to the school dean. 
Administer university, school and department policies for professional 
duties such as class attendance, office hours, committee obligations, sick 
leave, final examinations, off-campus travel, reporting of course grades, 
corrmencement assignments, and fi-eld trips. Exercise signatory authority 
as assigned by the University for items such as faculty loads, approval of 
late adds/drops, change of grades, and major clearance forms. 

LEADERSHIP: Provide department leadership in program and curriculum 
development and quality, effective teaching, budget, advising, staff 
relations, professional activity, research, extramural funding, student 
achievement, university outreach, university and community service, and 
harmonious working relations. 

COURSE PROGIWIHNG: Oversee the timely planning of course schedules 
submitted in compliance with University policy and appropriate staffing 
for all courses offered by and through the department, including 
consultation with faculty prior to making faculty assignments. Oversee 
course offerings (regular, intersession, sunmer, extension) to assure 
curricular requirements of the department receive appropriate curriculum 
reviews at department and school levels. 

PERSONNEL ACTIONS: Make independent evaluations and reconmendations on 
matters of faculty retention, tenure, promotion and hiring; staff 
performance and reclassjfication; requests for leaves of absence; and 
faculty and staff appointments. Ensure that all hiring recommendations by 
the department conform to University hiring policies. 

REPRESENTATION: Call and chair meetings of the department faculty; 
disseminate information transmitted to the department; and maintain 
records of the department. Represent the department at the school and 
university levels, and withi~ the community; and represent the school and 
the university to the department. 

BUDGET: Prepare and administer with faculty input the department's budget 
and the appropriate use and security of equipment and facilaities assigned 
to the department. 

STAFF SUPERVISION: Supervise clerical and technical staff assigned to the 
department. 

' . . . 

PLANNING: Coordinate aiid guide department planning in the areas of 
academic programs, personnel, facilities, and equipment; and oversee the 
ongoing review of departmental plans for th~ir relationship to school and 
university goals and plans. 

COORDINATION: Coordinate the work of departmental committees, including 
student clubs, peer advising groups, and advisory bodies. · 

(Continued) 
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10. LIAISON: Provide 1 i ai son between students, faculty, administration am. 
the community for discuss, .. on and''informal resolution of issues arising 
from faculty, staff, or student concerns about the general functioning of 
the department, the department's curriculum, and/or the department's 
students. 

11. DISPITTE RESOLUTION: To serve as the first point of discussion for issues 
arising within the department having to do with faculty, staff, and 
student grievances or complaints. 




