
BYLAWS FOR THE DEPARTMENT OF MATHEMATICAL SCIENCES

I.  DEPARTMENT MEETINGS
A. Department meetings shall be called whenever the Department Chair deems it necessary.  Department meetings shall also be called by the Department Chair within two weeks after he/she has been requested to do so by written petition signed by at least one-fourth of the members of the Department.
B. Notice of call and agenda for all Department meetings shall be distributed to all members of the Department at least seven days prior to the meeting.
C. When a Department meeting is called as a result of petition, the agenda for that meeting shall include any motions or resolutions contained in the petition.  Such motions or resolutions shall be considered to have been moved and seconded by the first two signatories of the petition, respectively.
D. A quorum at a Department meeting shall consist of a majority of the members of the Department.
E. Department meetings shall be moderated by the Department Chair or by Assistant Department Chair when the Chair is unavailable.  The Recording Secretary for the meeting shall be appointed by the person chairing the meeting. 
F. Those issues which must be settled by a vote shall be decided by a show of hands at a meeting, a secret ballot at a meeting or, if a majority of the members at a meeting vote to do so, a secret ballot as described in ArticleVote totals shall be recorded in the minutes.
G. Attendance by all members is expected at all Department meetings, but a member may be excused by the Department Chair from attending a meeting when the circumstances warrant.  A member who is not in attendance at a meeting is not permitted to vote, either by proxy or any other method, on any issue which is settled by vote during that meeting.
H. Minutes of all Department meetings shall be distributed to all Department members within one calendar week of the meeting.
I. In all cases not specifically covered by these bylaws, Robert’s Rule of Order  (latest edition) shall be the parliamentary authority.
II. COMMITTEES AND OFFICES
A. Department Chair
1. The department chair shall be elected by secret ballot.
2. Nominations for the position will be solicited by the elections committee.
3. The term for the chair is 3 years.
B. Assistant Chair(s)
1. An Assistant Chairman shall be appointed by and shall serve at the pleasure of the Department Chairman.

2. The administrative duties of the Assistant Chair(s) might include
a) Assisting the Department Chair in scheduling.
b) Performing the duties of the Department Chair in the Chair’s absence.
c) Performing other duties of the Department Chair as agreed upon by the Chair and the Assistant Chair.
3. The Assistant Chair(s) shall receive reassigned time, the amount of which shall be negotiated by the Department Chair and the Assistant Chair.  This amount shall normally depend upon the duties assigned to the Assistant Chair and the amount of reassigned time available to Department.
4. Whenever practicable, the Chair and the Assistant Chair(s) shall be members from the different areas of the Department.
C. Library Liaison
1. The Library Liaison is nominated by the Department Chair and must be approved by the Department. 
2. The Library Liaison coordinates department requests to the library.
3. The term for the Library Liaison is 2 years.
D. Colloquium Coordinator
1. The Colloquium Coordinator is nominated by the Department Chair and must be approved by the Department. 
2. The Colloquium Coordinator coordinates and colloquia and seminars run by the department.
3. The term for the Colloquium Coordinator is 2 years.
E. Permanent Committees
1. Permanent committees shall be elected by secret ballot.
2. Nominations for permanent committees shall be solicited by the elections committee.
3. Permanent committees shall elect a chair at their first meeting.
4. The following is a list of permanent committees
a) Elections Committee
(1) The elections committee shall consist of three members and one alternate.
(2) The term of the elections committee is two years.
(3) No member may serve more than one consecutive term.
(4) The elections committee supervises secret ballot elections.
(5) Should any member of the elections committee be participating in a secret ballot election, the alternate will replace them for that election.
b) Department Evaluation Committee
(1) The Department Evaluation Committee consists of Department Chair, five regular members and two alternates. There must be at least one member of the Department Evaluations Committee from each of the areas of mathematics, mathematics education, and statistics.
(2) The duties of the Department Evaluation Committee are as follows
(a) Evaluate applications from members of the Department for promotion, tenure and sabbatical leave and to make recommendations regarding such applications.
(b) Make professional assessments of members of the Department as required by the CSU-AAUP contract. 
(c) Recommend renewal or non-renewal of appointment for non-tenured Department members.
(3) The minimal rank for members of the Department Evaluation committee shall be Associate Professor, and at least three shall have the rank Professor.  In even-numbered years, two regular members shall be elected.  In odd numbered years, three regular members shall be elected.  Each year an alternate shall be elected.  

(4) The terms for all members of the Department Evaluation Committee shall be two years.

(5) In the event that a sitting member of the Department Evaluation Committee is to be evaluated for any purpose, that person shall be excluded from any deliberations of the Department Evaluation Committee concerning that purpose and shall be replaced by an alternate during those deliberations.  If the Department Chair must be excluded for this reason, he/she shall be replaced by the Assistant Chair, if appropriate.
(6) The Department Evaluation Committee shall follow evaluation procedures for Promotion, Tenure, Sabbatical Leave, and Professional Assessment, which are in accordance with the current CSU-AAUP Contract.
(7) In making its assessment and recommendation, the Department Evaluation Committee shall use all available information, including peer and student evaluations.  Members of the Department have the right to request direct classroom observation by the Department Evaluation Committee and/or to submit additional information of their own.
(8) In obtaining student evaluations, a standard instrument (Student Questionnaire) approved by the Department shall be used.
(9)  A tenured member of the Department is required to administer the Student Questionnaire to each of his/her classes in at least two semesters during the two academic years prior to his/her Professional Assessments.  A non-tenured member is required to administer the Student Questionnaire to each of his/her classes in at least one semester each academic year.
(10) The Department Evaluation Committee must maintain a file of completed Student Questionnaires for each member of the Department for the most recent three years.  Older questionnaires shall be removed from the files and returned to the Department member.  A Department member has the right to request that the questionnaires be kept on file for six years instead of three.
(11)  The frequency of Professional Assessment for tenured members of the Department shall normally be in accordance with the CSU-AAUP Contract.  If a member receives a less than “satisfactory” rating in any year, based on the criteria specified in the current AAUP Contract, the Department Evaluation Committee will meet with the member to discuss the situation.  That member shall automatically be given a professional assessment by the Department Evaluation Committee within two years and be notified one year in advanced of such assessment.
c) Graduate Admissions Committee
(1) The Graduate Admissions Committee shall consist of the Department Chair and three members, one each from the areas of mathematics, mathematics educations, and statistics.
(2) The Graduate Admissions Committee shall determine admissions recommendations for all applicants to Master’s programs.
(3) The term for the Graduate Admissions Committee is two years.
d) Professional Program Admissions Committee.

(1) All members of the mathematics education area are automatically members of the Professional Program Admissions Committee.

(2) The Professional Program Admissions Committee shall determine admissions recommendations for all applicants to the professional program for secondary certification, the Master of Arts in Teaching Mathematics, and the Sixth-Year Program in Mathematics Education Leadership.

(3) At least three members of the Professional Program Admissions Committee shall be present at each applicant interview.

(4) The Secondary Mathematics Program Coordinator will serve as chair of the Professional Program Admissions Committee.

e) Endowment Committee

(1) 
The Endowment Committee is responsible for how the funds from the Mathematics Endowment are spent;

(2) The Endowment Committee shall consist of five members and one alternate with at least one representative from each of the three main areas of mathematics represented in the Department.

(3) The terms for all members of the Endowment Committee shall be two years. In even-numbered years, two regular members shall be elected. In odd numbered years, three regular members shall be elected. Each year an alternate shall be elected for a one year term.

(4) In the event a sitting member of the Endowment Committee applies for financial support by the endowment, that member shall be excluded from all deliberations of the Endowment Committee concerning that application, and shall be replaced by the alternate. 
(5) The duties of the Endowment Committee are to:
(a) follow the Procedure of Allocation and Spending of Funds from the Mathematics Endowment approved by the Department;

(b) maintain a copy of that procedure; 

(c) solicit and accept applications from members of the Department for financial support from the Endowment;

(d) evaluate all applications and refer approved applications that request more than $5,000 (for the duration of the grant) for final approval by the Department. Such approvals shall be by secret ballot;

(e) inform in a timely manner  all applicants of the Committee’s decision;

(f) require a final report from each grant recipient;

(g) maintain files with all applications and final reports. The information in these files shall be available for all interested parties;

(h) maintain a file with copies of all approved expenditures;

(i) report to the Department.

(6) Before the end of each academic year an Ad Hoc Committee shall be elected by the Department to audit the Endowment Committee’s documentation.

F. Search Committees

a) Search committees shall consist of five members.

b) Search committees shall be established to hire all tenure-track and tenured faculty.

c) Search committees shall conduct a search following rules dictated by the AAUP contract and the Affirmative Action Office.

d) Search committees shall be elected during department meetings. Any department member may nominate members for search committees.

e) Search committees shall elect a chair at their first meeting.

f) Search committees shall be solely responsible for hiring recommendations to the Department Chair, the Dean of the School of Arts and Sciences, and the President of the University.

G. Ad Hoc Committees

a) Any ad hoc committee shall be appointed by the Department Chair.

b) Ad hoc committees to adopt new text books shall consist of at least three members.

H. University Offices Elected by the Department

a) University office representing the Department shall be elected by secret ballot.

b) No department member may serve more than 2 consecutive terms representing the department in any office.

III.  SECRET BALLOTING
A. Secret ballot elections will be conducted by the Department’s elections committee.  In addition to permanent committees listed in II, all university offices shall be decided by secret ballot.  Also, a secret ballot shall be taken on any issue before the Department which is to be settled by vote if
i. The Department Chair deems it advisable, or
ii. a motion to that effect has been made, seconded, and 

received three affirmative votes at a Department meeting.
B. Secret balloting shall take place within a reasonable time frame as set by the Department Chair, the members of the Department, or the Assistant Chair, whichever is appropriate.
C. The manner of secret balloting for all issues shall be as follows.
The elections committee shall send to each member of the Department a ballot containing a clear statement of the issue to be voted on, the date and time by which the ballot must be returned, and the place to which it must be returned.  In elections for Department Chair, every candidate shall submit to the elections committee a written statement how he/she sees the future of the Department and how he/she is going to work to achieve it. The elections committee shall provide these written statements to all Department members at least one week before the deadline for submitting the ballots for a Department Chair.
i. The ballot and the return procedure must be designed so that reasonable care by the member submitting it would guarantee its anonymity.
ii. None of the returned ballots shall be opened or counted until the date and time specified as the deadline for returns.  Any member of the Department who wishes to be present when the ballots are opened and counted, must inform the elections committee of this desire.
iii. All ballots returned by the designated time shall be opened and counted by the elections committee, in the presence of all parties who desire to be present.
iv. The elections committee shall announce the result of the balloting to the Department members by the next school day following the voting deadline
D. In elections for committees and offices, the following rules shall be observed for determining the outcome
i. When there is more than one candidate running for a single position, a person must receive a majority of the votes cast to be elected.
ii. If no one receives a majority of the votes, then a run-off election shall be held to choose from the top two vote-getters including ties.  This process shall be repeated as often as necessary for someone to receive a majority of the votes cast.
iii. When an alternate is required for a position and is not chosen in a separate election, the runner-up (if one exists) shall be chosen to serve in that capacity.
iv.  When several positions, as on a committee, are to be filled from a list of candidates, each voting member shall be allowed as many votes as there are positions.  No one may vote twice for any candidate on the same ballot.
v. The positions shall be filled one-by-one by the top vote-getters in order.  In the event a tie or ties make it impossible to determine winners for all available positions, run-off elections using the same scheme described above shall be held for the remaining positions with the candidates being those who were on the original list, but not yet elected.
IV.  PERSONNEL POLICIES AND PROCEDURES
A. Appointments
1. Qualifications desirable for newly created or vacated full-time teaching positions shall be recommended by the Department Chair and the Assistant Chair working jointly in consultation with Department members and voted on at a Department meeting.  Advertisements for such positions must be approved by the Search Committee and the Department.
2. The Department Chair, in consultation with the Assistant Chair, shall make part-time, College of Continuing Education, Graduate Assistantship, and substitute appointments.

3. For the purposes of Sections II B, II E, and II F, each member of the Department shall be assigned to one of three areas: mathematics, mathematics education, or statistics. The assignment shall be determined by the Department Chair in consultation with the member. In the event that a member and the Chair differ on the area to which the member is assigned, the matter shall be settled by vote at a meeting of the Department.
B. Scheduling

1. Scheduling is primarily the responsibility of the Department Chair or their designate.  Prior to drafting the schedule for a given semester, the Department Chair shall provide the Department members with an opportunity to express their preferences with regard to courses and times.  The Department Chair shall make a reasonable effort to comply with these preferences.  Final assignment of Department members to specific course sections shall be done by the Department Chair.

2. When considering such preferences, the Chair shall take into account the years of service, the rank of the member, and the years in rank, in that order.  In addition, the non-teaching activities and the area of the member shall be considered.  Requests from full time members shall always have priority over requests from part time members. No member shall be asked to teach more than three course preparations, and requests for two preparations will be honored if possible.
C. Supplies, Equipment, and Travel
1. The Department Chair and the Assistant Chair working jointly shall decide such matters as the allocation of Department funds for supplies, equipment, and travel following solicitation of requests from Department members. 
2. When considering requests for travel money the following shall be   

    considered in the given order
a. Attending a conference by personal invitation where the organizers are going to cover some of the expenses of the faculty member who requests money.
b.  Attending a conference where the department member is going to submit a paper to the conference proceedings, give a talk, present a poster, or organize a session at the conference.
c. Attending a conference without presentation.  
3. Within the same category, priority shall be given to non-tenured, tenure-track faculty members. A department member who requests travel money under a) or b) above shall submit appropriate documentation at the time of the request. At the first Department meeting each academic year the Department Chair shall inform the Department how the travel money has been spent in the previous year.
D.  Summer School/ Winter Session
1. Prior to drafting a schedule for Summer School/Winter Session, the Department Chair shall provide the Department members with an opportunity to express their preferences with regard to courses and times.  The Department Chair will make a reasonable effort to comply with these requests subject to the priority schedule given below.
2. Summer School/Winter Session teaching assignments, for a given year (Sept. - Aug. ), shall be offered to members of the Department on a priority basis with ranking (high to low) and the number of courses to which the ranking extends as follows
a. Department Chair and Assistant Chair. (2 courses)
b. Members within three years of retirement who opt to be put in this group.  The member shall remain in this group for only three years after having chosen to belong.  A member may choose to be placed in this group only once. (2 courses)
c. Members who taught no course the previous two years but have been members for at least two years. (2 courses)
d. Members who taught no course the previous year and have been members for at least 13 months. (2 courses)
e. Members who taught one course the previous year. (2 courses)
f. Members who taught two or more courses the previous year. (1 course)
g. Members who have not been members for 13 months. (1 course)
h. Emeriti members. (1 course)

3. A member who accepts a summer/winter session teaching assignment from the Department Chair and then decides after May / December  not to keep it, shall, the following year, be put in that group which they would have been in had they kept their assignment unless extenuating circumstances prevail.
4. The normal maximum shall be two courses in any one year.  No one who is not a member of the Department shall normally teach a summer/winter session course.  Exceptions to both of these normal constraints can be made only if a course opening exists and no member of the Department who would be eligible within the rules wishes to teach the course.
E. AMENDMENT TO BYLAWS
a. These Bylaws may be amended only if a motion to amend in a particular respect is approved in a secret ballot by a three-fourths majority of the members of the Department.

