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I.  Introduction


The following policies and procedures, including the provision for subsequent amendment, constitute the Bylaws of the Department of Biomolecular Sciences.  These Bylaws were approved by a majority of the Department faculty on June 18, 2004, and became effective upon the Dean’s approval (Date).  In the event that there is a conflict between provisions of this document and either the CCSU-AAUP Contract or the policies and procedures approved by the CCSU Faculty Senate, both the Contract and the Faculty Senate policies and procedures prevail.  These bylaws must be formally reviewed and re-approved by the department in the Fall of 2007, 2010, 2013, etc.

II.  Mission and Vision Statements

A.  Mission


The mission of the Department of Biomolecular Sciences is to prepare its graduates:  for advanced professional training in medicine;  for graduate study in such areas as genetics, microbiology, molecular biology, or cell physiology;  and for immediate entry into other careers that use the concepts and techniques of molecular and cellular biology.  Towards that end, the Department offers a curricular focus on molecular and cellular mechanisms that is integrated with organismal physiology, and emphasizes hands-on learning through laboratory instruction and independent student research.  The Department is also strongly committed to providing challenging, engaging instruction suitable for non-majors interested in cellular, molecular, and physiological biology.

B.  Vision
The Department of Biomolecular Sciences aspires to:

•  develop and advance our reputation as an excellent resource for graduate and undergraduate education the molecular life sciences in Connecticut.

•  combine excellent teaching with dynamic scholarship by featuring active research programs led by faculty and focused on student training.

•  actively recruit and retain a diverse and talented population of students.

•  promote student retention and success by enthusiastically and consistently advising and interacting with students, both in and out of the classroom.

•  maintain contacts with area biotechnology industries and research laboratories (especially through the CCSU Biotechnology Institute) in order to discover and respond to their ongoing educational needs, as well as to maintain programs that are maximally relevant and current.

•  make important contributions to CCSU’s General Education program by providing a variety of innovative, engaging courses (including laboratories) with a biomolecular science emphasis.

•  conduct outreach programs that foster interest in biotechnology and science among pre-college students in the central Connecticut region.

C.  Fulfilling the Mission:

We provide graduate and undergraduate curricular options with real depth in molecular biology and related content.  All of these programs feature laboratory instruction and encourage long-term research activity by undergraduate and graduate students.  We feel strongly that these “hands-on” curricular components are critically important for students going on to graduate work in molecular biology, professional training in medicine, or other careers in molecular biological research.  All faculty support and participate in student-centered research activity (see definition, below).

Our curricular emphasis on student-centered research demands a related emphasis on scientific communication by both graduate and undergraduate researchers.  We strongly support research communication activity by students by encouraging student presentations both at the department level and at regional meetings (especially the annual Eastern Colleges Sciences Conference).  Our embedded departmental seminar (BMS 190 and BMS 290) is supported by all faculty, and student participation is a graduation requirement.  

BMS 190 and 290 also provide regular opportunities for students to meet with Biomolecular Sciences faculty (and other students) to discuss their college experience.  Students in BMS 190 and 290 are also taught to prepare and maintain a Student Portfolio.  We are convinced that these embedded advising activities are a key to success for our students.  Student advising is also emphasized in independent studies (BMS 390 and 491), and each student participates in an exit interview prior to graduation.  Faculty are strongly committed to assisting our students as they apply for admission to graduate training programs in molecular biology and genetics, professional study in medicine, or careers in biomolecular research. 

Biomolecular Sciences offers a number of team-taught courses (including BMS 102, 190, 201, 290, 415, and 572).  We believe that team teaching (especially in introductory courses) promotes student success in at least three ways:  1) students meet a large number of faculty and become familiar with their research/teaching areas early in their program;  2) students become aware of and interested in department functions, including research;  3) students entering upper-level courses know both the instructor and the foundational material for that course.  Upper-level course instructors also know the students and what material has been covered in prerequisite courses, allowing upper-level courses to be taught at a truly advanced level.

We promote an active, research-based Master’s program to prepare graduate students for advanced (MD or PhD) degree programs or careers in molecular biological research.  We believe that active, graduate-level research programs stimulate teaching, attract grants, and complement ongoing undergraduate research.  All Biomolecular Sciences faculty support and participate in graduate research activity.  

The Department of Bimolecular Sciences houses CCSU’s Biotechnology Institute.  The Biotechnology Institute aims to support statewide activities in biotechnology by concentrating area expertise and expanding CCSU’s effectiveness in training students in the principles and practices of modern molecular biology.  The Biotechnology Institute is expected to enhance:  (1) our graduate’s readiness to enter graduate training programs in biomedical science or biotech careers in Connecticut;  (2) Connecticut biotech employers’ (both academic and industrial) access to and awareness of a local and well-trained human resource;  (3) the currency and relevance of biomolecular science programs at CCSU; and  4) our ability to inform the regional pre-college student population about academic and career opportunities in the molecular life sciences, especially in central Connecticut.  

Intended to serve as a link between the academic community at CCSU and Connecticut's biotechnology industries, the Biotechnology Institute has an Advisory Board comprised of Biomolecular Sciences and Chemistry faculty and CCSU administrators, as well as representatives from business and industry.  The Advisory Board meets three time a year and aims to:

•
foster the pursuit of research in the broad field of biotechnology at CCSU, 

•
promote the academic programs and student-centered research at CCSU, 

•
develop strong contacts with Connecticut's biotechnology community in order to create opportunities for CCSU graduates to enter the biotechnology workforce through internships, cooperative education, and full-time employment,

•
develop and support outreach programs that foster interest in biotechnology and science among pre-college students, like the “Partners in Science” outreach program. 

D.  The Research Mission in Biomolecular Sciences: Student-Centered Research
The research mission in the Biomolecular Sciences Department is best described as “student-centered”.  A student-centered research program aims primarily to involve students in every aspect of the research endeavor—from experimental concept, to proposal, grant application, data collection, analysis, write-up, presentation, and publication.  While these activities at other schools might more typically (or exclusively) involve faculty and doctoral students, in Biomolecular Sciences our undergraduate and Master’s-level students have access to and in large part carry out all of these functions.  Thus, student-centered research serves our students’ educational needs by providing them with real, practical research training.

The impact of this particular type of educational experience on our students is overwhelmingly positive and profound.  Our research students quickly develop a sense of direction and purpose.  They spend more time on campus, get more involved in campus activities, and take more advantage of campus services, resources, and faculty.  They “take charge” of the scope and direction of their university education, and they, earlier than other students, develop concrete educational and career goals.  Required student research projects frequently build into individualized, meaningful capstone experiences, which often include presentation—by the student—of their research product at a regional conference, or even publication in the scientific literature.  This educational experience can be a critical advantage for many Biomolecular Sciences graduates who apply to advanced-degree professional programs in bioscience or medicine, or for immediate employment in biomolecular research.  Admission committees and employers understand and clearly appreciate that our graduates have already carried out real research—from inception to completion—and therefore know what to expect from (and will likely excel in) graduate school, medical school, or careers in biomolecular research.
III. Faculty Responsibilities

A. General Functions

1. Attendance at all classes

2.  Preparation of all classes

3.  Observation of Office Hours (5 hour/week minimum, on at least 3 different days)

4.  Advisement of assigned student advisees

5.  Timely selection of textbooks supplies, equipment and related materials for assigned courses

6.  Attendance at all Department Meetings and School-wide activities.

7.  Participation in Student Portfolio instruction and review functions

8.  Consistent support of departmental activities such as lectures, seminars, open houses, and graduation ceremonies, especially student centered activities. 

B. 
Other Functions and Responsibilities that may be Applicable
1.  Supervision of student workers

2.  Participation in university and/or departmental committees to which the faculty member is elected or appointed

3.  Attendance of at least one graduation (graduate or undergraduate) each year

4.  Supervision, inventory and reasonable maintenance of assigned facilities, rooms, or storage areas

IV.  Department Chair

A. Responsibilities of the Departmental Chair

The Department Chair has the responsibility of leading the department in fulfilling its responsibilities in academic and personnel areas and of facilitating the functioning of the department.  The Department Chair is the normal channel of communications between the department and other departments, offices, and the administration.  See also below for Chair’s specific role in departmental administration (Part V), departmental decision-making (Part VI), and departmental committee work, etc. (Part VII).

B. 
Method of Selecting the Department Chair
The Department Chair is appointed for a term not to exceed three years by the President upon recommendations of the Dean and the Department of Biomolecular Sciences.  The recommendation by the Department shall be based on the results of an election.  The election shall be held in the Spring semester of the second year of the three-year term.  (For the forming Department of Biomolecular Sciences, the election process will begin immediately upon formation of the Department by the President.)  The New Chair’s duties will begin with the start of the Fiscal Year (July 1) of the second summer after the election.  Any full-time member of the Department with tenure is eligible to serve as Chair.  Any full-time member of the Department may make a nomination, after ascertaining that the nominee is willing to serve if elected.  Nominations of full-time tenured faculty from outside of the Department will be allowed if less than two nominations from within the Department can be obtained.  The election, including solicitation of nominations, will be conducted by an ad hoc committee consisting of up to three full-time members of the Department not wishing to run for Chair, who are elected by the Department.  This Election Committee will:

1.  Solicit nominations from each full-time Department member by secret ballot,

2.  Prepare an election ballot containing the names of those nominated and willing to serve,

3.  Establish a voting mechanism for collection of secret votes from all full-time faculty members,

4.  Witness the counting of votes by the Chair of another department (approved by a majority of Biomolecular Sciences faculty) and

5.  Notify the candidates, the Department, the Dean, and the President of the election results;

within the time frame set at the time of their election (usually within 3 weeks).

C. 
Replacement of the Department Chair
If the Chair resigns or cannot otherwise carry out his duties, the above procedures will be used to determine a recommendation for replacement.  Such procedures shall be expedited with final selection taking place within the time frame established upon election of the Election Committee (usually 3 weeks).  During this time and until the Chair Elect assumes his duties, the President may appoint an Acting Chair.

D.  Removal of the Chair
The Department may, by a two-thirds vote of all full-time members, recommend to the President that the Department Chair be replaced with an Acting Chair before the expiration of the Chair’s term.

V. Other Departmental Administrative Positions

A. 
Acting Chair 

In the event that the Chair resigns or cannot otherwise carry out his duties, the President may appoint an Acting Chair to serve as the Departmental Chair until a Chair, elected according to established procedures, can assume his duties.  The Acting Chair will have all of the responsibilities and authority normally vested in the Department Chair.     

B.
Chair Elect
After the election of a Chair according to established procedures (usually in the Spring semester), and upon recommendation of the Dean, the President will appoint the Chair Elect.  The Chair Elect, in the semester before assuming his duties (usually the following Spring), will act as assistant to the Department Chair (or Acting Chair), for which service from 1 to 3 hours of load may be awarded, at the discretion of the Chair.

C.
Assistant Chair(s)
The Department Chair may assign a portion of the Chair’s administrative load to one or two other faculty members who will serve as Assistant Chair(s) with duties clearly specified (and amended to these Bylaws).   Term of office for such appointments will be determined by the Department Chair, but may not exceed the Chair’s term.  The Department and the Dean will be consulted prior to any such appointment(s).

D. 
Special Program Coordinators
The Departmental Chair, with the approval of the Dean, may recommend special program coordinators and recommend the administrative load each coordinator receives.  For all such appointments duties shall be clearly specified (and amended to these Bylaws) and the term of office (not to exceed the Chair’s term) will be determined by the Department Chair.  The Department shall be consulted prior to each appointment.

The following Coordinatorship recommendations have been approved by the Department:

1. Animal Care Coordinator

The Animal Care Coordinator is responsible for:

· Ensuring the proper care and handling of laboratory rats and mice kept in NC 421, the Laboratory Animal Suite.

· The maintenance of all animal rooms, storage, and cleaning areas in NC 421. 

· Supervision of technicians, university assistants, and student help who work with animals or in the Laboratory Animal Suite.

· Ordering supplies and equipment for animal care.

· Appropriate utilization of the animal care facilities for teaching and research by faculty in Biological Sciences, Biomolecular Sciences, or Chemistry.

· Compliance with federal guidelines for animal care.

· Ensuring that all animals maintained in the facility are described and justified by current APA, approved by the CCSU Institutional Animal Care and Use Council.

· Consulting with the University Veterinarian, the IACUC, the Institutional Officer for Animal Care, and/or Facilities Management (as appropriate) regarding any changes or problems regarding animal care or the Laboratory Animal Facility (NC 421). 

· Attending all meetings and functions of the IACUC (as a voting member, as appointed by the President).

These responsibilities must be met at any time laboratory animals are in residence in the Laboratory Animal Facility, which is typically 12 months a year.  

Compensation for the Animal Care Coordinator is being negociated with the Interim Provost.

2.  BMS 113 Course Coordinator

The Department Chair will appoint a course coordinator for BMS 113.  The Coordinator will receive 1 load hour per semester for discharging the following responsibilities:

•
Coordinating the lecture and laboratory schedules through weekly meeting and/or memoranda.

•
Ensuring that each week’s laboratory is set up and taken down on schedule with the responsibility to request help from instructors teaching those laboratories.

• 
Ordering of supplies, equipment, and textbooks for the course.

•
Duplicating laboratory instructions, syllabi, and schedules.

3.  Biochemistry Coordinator


The Departmental Chair will serve, together with the Chemistry Chair, as Co-coordinators of the Interdisciplinary Program in Biochemistry (until such time as a load-credit-compensated coordinatorship may be established).

4. Pre-Health Advisor

This position is being negotiated with the Deans of Technology and of Arts and Sciences.

5. Special Administrative Assignments
  
The Chair, with Departmental approval, may appoint faculty members to special administrative or supervisory functions for which no load is given.  Specifically the Department recognizes the following assignments:

a) Library Liaison—serves to coordinate all departmental requests for library books, reference and periodical purchases with the appropriate Elihu Burritt Library personnel. 

b)
Student Faculty Liaison—serves to promote better student-faculty relationships by providing opportunities for students and faculty to get together socially and informally, and to serve as a link between the Biology Club and the Department of Biomolecular Sciences.  The Liaison will provide an avenue for student input into departmental decision-making; and will coordinate departmental efforts to recognize and award student excellence.

E. Supplemental Laboratory Credit

When awarded by the Dean, Supplemental Laboratory Credit will be distributed upon decision of the Department.   The following priorities are recognized by the Department:

1.  For BMS 201


BMS 201 will receive supplementary laboratory credit (0.75 load hours per laboratory section).  The total load hour will be divided among those teaching the laboratory.


2.  Other labs with multiple sections

3.  Laboratories with enrolments in excess of 24

VI.  Departmental Decision-Making

A. Department Meetings

The Department Meeting is the forum in which departmental decision-making normally takes place.  There shall be at least one meeting each semester.  Additional meetings may be called by the Departmental Chair as the business of the department requires.  Full time faculty members may request (in writing) that the Chair call a Departmental Meeting.  The Chair will schedule such a meeting within 10 of receiving the request.  The Chair shall distribute an agenda at least 2 days before a Departmental Meeting.

The Chair will conduct Department Meetings following Robert’s Rules of Order and will appoint a Parliamentarian to resolve procedural questions. 

The quorum for a Departmental Meeting will be one half of the full time members (not counting members on academic leave), plus one.  All decisions shall be by simple majority, except a vote to replace the departmental Chair or to approve or amend these bylaws, where two-thirds vote will be required.  The Chair will vote only to break a tie (and in any case may abstain).

Departmental Minutes will be submitted to the Chair by the secretary pro tempore within 3 working days of the meeting.  The Chair will distribute these minutes, and maintain copy of the agenda and the minutes in the Biomolecular Sciences Office.

B. Revising, and Amending Bylaws

These Bylaws may be revised or amended by a two-thirds vote of the full-time departmental faculty.   A vote to amend these bylaws must be preceded by a written description of the proposed amendment, distributed to all full time members one week prior to the scheduled vote.

VII.
Departmental Committees, University Committee Representatives, and Faculty Senate Representative

A. Guidelines for Department and University Committees

1. Elections for all Departmental and University standing committees will take place in the spring semester (prior to May 1), with terms effective September 1st.  All elections will be conducted in two phases.  In the first phase, the Departmental Chair will notify the Department of vacancies to be filled.  The notification will include the name of the member vacating the position, whether or not that individual is eligible to succeed him or herself, and the names of all other eligible members.  The second phase, to be conducted no fewer than 7 days after phase one, shall consist of nominations and elections.  All voting will be by secret ballot.

2. The Department Chair will be an ex officio member with voting privileges of all departmental standing committees.

3. As soon as possible after election of departmental standing committee (and before the end of the Spring term), the Department Chair will call an organizational meeting of each departmental standing committee.  Each departmental standing committee will organize itself (an may elect a Chair) at this meeting.  Minutes of each departmental standing committee meeting will be filed in the Departmental Office.

4. Members representing the Department will reflect the departments point-of-view when voting in University Committees or in the Senate, and will endeavor to keep the Department informed of matters important to its welfare.

B.
Departmental Standing Committees

The Standing Committees of the Department include the following:


1.
Departmental Evaluation Committee (DEC) 

a.
Functions and Responsibilities—To conduct all evaluations for promotion, tenure and sexennial evaluation.  The DEC will follow the criteria and guidelines called for by the CSU/AAUP BOT contract and by the Faculty Senate.  The DEC will follow procedures approved by the Department.  Appendices B, C, and D. contain all approved Department policies and procedures.  As soon as possible after their election the DEC will notify department members in writing who will be evaluated for promotion, tenure, sexennial evaluation or annual evaluation.   (should include Sabbatical Leave function)

b.
Until the Department determines that a separate Sabbatical Leave Committee is needed, the DEC will also evaluate and rank sabbatical leave proposals from eligible members; and transmit along with departmental recommendations all sabbatical leave proposals to the Dean of Technology.  DEC members who are seeking a sabbatical leave must excuse themselves from this function.

c.
Membership—The Department Chair and three tenured members elected by the Department each Spring for a one-year term.

2. 
Until the Department determines that separate academic, administrative, or student/faculty committees are needed, all curriculum, graduate studies, planning and budget, assessment, summer school, and student/faculty issues will be taken up as Standing Items at all regular meetings of the full department.
C.
Ad Hoc Committees 

1. Functions and Responsibilities—The Department Chair in consultation with department may create ad hoc committees to serve special, short-range functions, to be defined upon the creation of the ad hoc committee.  The Department Chair will call an organizational meeting of the ad hoc committee.  At this meeting, the committee will organize itself (an may elect a Chair).  The ad hoc committee will report to the Chair or the Department within a timetable specified at the creation of the committee.  Ad hoc committees are automatically dissolved when their special function is complete (but may not extend beyond the tenure of the Chair that created them).
2. Membership—The member ship of the ad hoc committee will be determined by the Chair, in consultation with the department upon its creation, except for Search Committees, which will consist of at least three full time faculty members plus the Chair, who will preside over meetings of the committee.

D.
University Committee Representatives

University Committees that require departmental representation are:


1. 
Faculty Senate—One representative and one alternate;  2 year term;  a maximum of 3 terms may be served consecutively.

2.
University Graduate Studies Committee—One representative and one alternate; 2 year term; a maximum of 3 terms may be served consecutively.

3. 
University Curriculum Committee—One representative and one alternate; 2 year term; a maximum of 3 terms may be served consecutively.

4.
Library Liaison—One representative; no term limits.

VIII.  Appendices


The following sections include forms in the following categories.  To increase the utility of these forms, these items are not included on numbered pages, but are itemized here for each subsequent section.

A.
Laboratory Safety Policy Forms

1. Laboratory Safety Rules

2. Signature Sheet

B.
Current Faculty Assignments

C.
Course Evaluation Policies, Forms, and Procedures

D.
Evaluation Policies, Forms, and Procedures: Full Time Faculty

E.
Evaluation Policies, Forms, and Procedures: Part Time Faculty

F.
Summer Teaching Priorities

G.
Travel Funds Priorities

H.
Research Reassigned Time
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