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CONSTITUTION

ARTICLE 1

DEPARTMENT OF PSYCHOLOGICAL SCIENCE
1.1  DEFINITION OF THE DEPARTMENT

1.      Constitution 1.1 defines the Department and the roles within the Department.  
The Department of Psychology shall be composed of full-time faculty who teach courses in the psychology program within the School of Arts and Sciences of Central Connecticut State University.  Part-time faculty teaching courses in psychology shall be adjunct members of the Department with participating, but not voting, privileges, with the exception of one elected representative.   The part-time faculty will elect each academic year one (1) representative who shall be a voting member at Department meetings on all matters except personnel issues, which are detailed in Bylaws 1, and also include decisions with regard to hiring, termination, promotion, and assignment.   Each voting member of the department shall have one (1) vote.  Graduate Assistants shall also be participating members of the Department without voting privileges.
The part-time representative shall normally serve no more than two (2) consecutive years.  If the part-time representative is unable to finish his or her term, an immediate special election for a new representative shall take place.
1.2  RESPONSIBILITIES AND OBJECTIVES OF THE DEPARTMENT

The Department shall provide academic offerings and programs in the field of psychology to serve the educational and professional interests of the students of Central Connecticut State University.  Individual faculty members serve students, faculty colleagues, and the administration of the University in fulfilling their academic and collegiate responsibilities and working for the continued progress and development of a strong academic community.  The faculty shall be encouraged to engage in activities, which will enhance their professional development and especially their educational contributions to the University.  The Department and the individual members, thereof, shall meet the expectations and be governed by policies of the Board of Trustees for the State Universities, the faculty collective bargaining agreement, and other regulations of Central Connecticut State University.


ARTICLE 2


DEPARTMENT PERSONNEL AND ORGANIZATION

2.1  THE FACULTY

2.1.1  Appointments of Full-Time Faculty.  Whereas the initiative for a review of department needs for new faculty may be taken by any department member, the primary responsibility rests conjointly with the Chairperson and the Department Curriculum Committee on the basis of review and evaluation of psychology programs.  If, as an outcome of a review of department personnel needs, acquisition of a new faculty member is deemed necessary, action shall be initiated according to the provisions of Section 1.1 of the Department's Bylaws.

2.1.2  Renewal, Promotions, Tenure and Evaluation of Full-time Faculty.  Procedures shall conform to those established by the Faculty Senate and the current collective bargaining agreement between the instructional faculty of the Connecticut State Universities and the Board of Trustees for the State Universities of Connecticut.

2.1.2.1  Recommendations concerning tenure, promotion and renewal shall be made by the Department Evaluation Committee and conveyed by the Department's chairperson to the appropriate administration officers.  Guidelines and criteria for evaluation established by the Department Evaluation Committee and adopted by the psychological science department faculty, that incorporate those established by the Faculty Senate and by the instructional faculty collective  bargaining agreement, shall be observed.

2.1.2.2  In accordance with University regulations, the Departmental Evaluation Committee shall evaluate the teaching performances and general effectiveness of individual faculty in fulfilling their professional obligations.  The DEC shall make a professional assessment of each tenured faculty member every 6 years, except under special circumstances as described in the current AAUP-BOT contract.  Non-tenured faculty shall be evaluated during the second semester of the first year of appointment and annually thereafter.  Each faculty member shall read their own evaluation prepared by the DEC, acknowledge by signature, and shall have the opportunity to respond to the evaluation.  Refer to Sections 1.2 - 1.4 of the Bylaws.

2.1.3  Part-time or Emergency Appointments.

2.1.3.1 Part-time or emergency appointments shall be

conducted according to provisions of Section 1.1.4 of

the Bylaws.

2.1.3.2  Participation in Department Affairs

a.  Part-time faculty may attend meetings of the Department, participate in its functions, and may constitute a part-time personnel committee to present their concerns to the Chairperson and the Department.

2.1.3.3  Part-time faculty shall be expected to administer student evaluations each semester and submit them for review by the Department Chairperson who will consult with the Departmental Evaluation Committee, as needed.
2.1.3.4  The Departmental Evaluation Committee shall devise a system of guidelines for part-time faculty to aid in the pursuit of their professional responsibilities and to enhance communication between them and the full-time faculty.  The Department's Chairperson shall oversee the day-to-day implementation of the system.

2.1.3.5  Annually, during the spring semester, the  Departmental Evaluation Committee and Chairperson will review the performance of every part-time faculty person,  using information obtained from a variety of sources, which may include the teacher himself/herself, the teacher's syllabus, and the Department's Chairperson, in addition to such other sources which may attest to professional development in the subject matter area taught.  
The Chairperson will use the results of this review as a basis for communication with the instructor and determination of renewal.

2.1.4  Joint Appointments to the Department.

2.1.4.1  Procedure.  Upon request for appointment of a full-time faculty member of the university to part-time status in the Department, that is, for joint appointment, the Department Evaluation Committee and Chairperson of the Department shall consider the request and make a recommendation to the Department at a properly-held meeting.  Acceptance of the joint appointment shall be made by majority vote of the full-time faculty in the Department.

2.1.4.2  Participation of Joint Appointment Members in Department affairs.  Joint appointees may attend department meetings and participate in all department functions.  Those joint appointees whose primary or "home" department has been designated as the Department of Psychological Science shall have voting privileges in all department matters and be eligible to represent the Department both on university committees and the Faculty Senate.  Joint appointees whose home department has been designated as another department of the university shall have participatory but not voting privileges in department matters.  Designation of home department for joint appointments shall be by consent of the Department, the faculty member, the other department concerned, and the administrative officers of the university at the time of joint appointment.

2.2  THE DEPARTMENT CHAIRPERSON

2.2.1  Selection.

2.2.1.1  The Chairperson shall be chosen for a three-year term in accord with University policy as set forth in Faculty Senate legislation.  The election shall be conducted before the end of the fourth semester of the incumbent's term of office.  Election shall be by written ballot in accord with election procedures in Section 4.4 of the Bylaws.

2.2.1.2  The Chairperson shall appoint a full-time faculty member to be the Assistant Chairperson on a yearly basis.  The Assistant Chairperson shall assist the Chairperson in the duties of the office.
2.2.1.3  The Chairperson-Elect shall be appointed to be the Assistant Chairperson for the academic year preceding the Chairperson-Elect’s appointment and shall assist the retiring Chairperson in the duties of the office.

2.2.2  Duties and Responsibilities.  The Chairperson is responsible for administration of the affairs of the Department and, in conjunction with the appropriate committees, shall coordinate personnel, curriculum, budget, facilities, and interdepartmental and student relationships.  The duties of the Chairperson shall include the following:

1.  Representing the Department in matters dealing 

with members of the administration and other 

           departments of the University and working for the 


      
best interests of the faculty and students of the 

      

Department.

2.  Supervising staff personnel of the Department. 

3. Coordinating the advisory system for the

     
      Department's student majors and consulting with 

           its students on departmental issues and curriculum 

      

matters.  Those issues and matters requiring wider 

     

faculty participation shall be referred to the 

      Student-Faculty Collaboration Committee.

4.  Maintaining records of the Department.

5.  Scheduling classes and making course assignments. 

           Throughout the process, the Chairperson shall consult

           with faculty members and take into consideration the

           interests and professional experiences of the 

           department members in order to make teaching

           assignments which will best suit the needs of the

           students, the faculty and the psychology programs.           

6.  Endeavoring to create a working atmosphere

     

which will facilitate the professional development 



of the faculty and students of the Department.

           7.  Calling and chairing Department meetings.

           8.  Serving as an ex officio member of all department

committees.  The Chairperson may appoint the Assistant Chairperson to represent her/him on Department Committees with the exception of the Department Evaluation Committee.
2.2.3  Complaints.  Individual complaints by faculty regarding the Chairperson shall be made to the Chairperson of the Department Evaluation Committee.  The Committee shall investigate the matter, notify the Chairperson of the complaint, and call a joint meeting to resolve it.

2.2.4  Recall Procedure.  Recall of the Chairperson of the Department may be initiated by written petition of one-third of the full-time faculty calling for a special meeting of the Department to hear and discuss charges.  The meeting shall be conducted by the Department's parliamentarian, (see Section 3.5, Bylaws) or the faculty may vote to elect another member to chair the meeting.  The Chairperson shall be given written notice of charges at the time of petition and invited to answer charges and submit evidence at the special meeting.  Upon vote to sustain the recall by a majority of full-time faculty members, the person chairing the meeting shall present the recommendation for recall to the President of the University through the Dean of the School of Arts and Sciences.  
The Acting Chairperson (Article 2.6.2) shall fulfill the duties of Chairperson until such time as elections and appointment of a new Chairperson are completed.

2.3  DEPARTMENT COMMITTEES

2.3.1 Designation and Functions of Departmental Standing Committees
2.3.1.1  Curriculum Committee:  The Committee shall coordinate the formulation of all new courses and curricular programs for subsequent approval by the Department as a whole.  In coordination with the Department's chairperson, the Committee shall call for the creation of ad hoc committees and the assignment of volunteers to them for the purpose of development of new courses and programs.  The Committee shall maintain continued evaluation of the psychology curricula.

2.3.1.2  Student-Faculty Collaboration Committee:  The Committee shall work to promote good relations between students and all faculty, both full and part-time.  It shall communicate student needs and concerns in educational and curricular matters to the Department and appropriate committees for consideration.  The Committee shall make recommendations on the student advisement procedures of the Department.

2.3.1.3  Graduate Studies Committee:  The Committee shall review the graduate programs and curricula, and shall recommend changes, deletions and additions to the Curriculum Committee.

2.3.1.4  Departmental Evaluation Committee:  The Committee shall evaluate department faculty members for renewal, tenure, promotion and professional assessment in accordance with procedures established by the Faculty Senate and the current Collective Bargaining Agreement. Specific procedures of the Committee will be as provided in Article 2.1.2 and Sections 1.2, 1.3, and 1.4 of the Bylaws.  The Committee shall also evaluate sabbatical leave requests. 

2.3.1.5. Budget Committee:  The budget committee shall

coordinate and review Equipment, Travel, and Other expenditures, and shall assist the chairperson by making recommendations regarding budgetary decisions.  

2.3.1.6. Steering Committee:  The Chairpersons of standing

committees shall constitute a steering committee to coordinate committee activities and assist the Chair-person in formulating agenda for Department meetings.  In addition, this committee will serve as the Department's Elections Committee, and, at the call of the Chairperson, will conduct all departmental elections in accord with procedures in Section 4 of the Bylaws.

2.3.1.7. Colloquium Committee: The Committee shall actively
promote regular Department colloquia, identify potential speakers, review all requests for Departmental funding for speakers who are not part of the regular Colloquium series, and assist the chairperson by making recommendations on a first-come, first-served basis regarding such requests.  In any particular case, the Committee, or requesting Department member, may refer the request to the entire Department. The Committee shall be provided by the Department with a starting budget and shall actively seek funding sources beyond the regular Department budget.



2.3.2.8. Assessment Committee: The purpose of this committee is to carry out assessments of departmental programs as directed by, and in consultation with the department Chair, department Curriculum Committee, the department Graduate Studies Committee, the School of Arts and Sciences, or the University.  

2.3.1.9. Chairs of all standing department committees shall 
submit a written report summarizing the activity of their committee during the past academic year by May 15.

2.3.2  Membership and Selection Procedures.

2.3.2.1. Members of department standing committees shall be full-time faculty members to be elected in the spring semester.  A faculty member shall be limited to membership on three such committees at any one time.  Department Evaluation Committee and Department Graduate Studies Committee Chairpersons for the upcoming academic year shall be elected during the spring semester and no later than April 15. 
2.3.2.2  All standing committees will have 2 year terms (unless otherwise specified) and members will be limited to two consecutive terms. Committees shall be constituted according to the following procedures.

a.  The Curriculum Committee shall consist of five  members. Four will be elected by the Department to serve on this committee, while the fifth member will be the elected representative to the University Curriculum Committee.
           b.  The Student-Faculty Collaboration Committee shall  


consist of two students and three faculty members.  




The student members shall be representatives from 


Psi Chi and the Psychology Club elected each spring to

           serve for one year.  
Faculty members shall be elected and not include the advisors of Psi Chi and Psychology Club (unless they choose to do both). 

c.  The Graduate Studies Committee shall consist of four members. Three will be elected by the Department to serve on this committee, while the fourth will be the elected representative to the University Graduate Studies Committee. The terms of the members will be staggered such that at least one and no more than two terms will end in any given year.
            d.  The Departmental Evaluation Committee shall 

      
consist of two tenured Professors and two tenured

           Assistant/Associate Professors with one Professor and 

           one Associate or Assistant Professor elected each 

year. No one may serve on the Departmental Evaluation 

Committee who is being considered for promotion during 

the same academic year.  In the event that the slate 

of available candidates for any vacancy(ies) on the 

D.E.C. does not provide for a choice in an election 

within either professional group, their number may be 

augmented by obtaining one additional candidate from 

the other group.

e.  The Budget Committee shall consist of three members.  The committee members will serve overlapping terms.  

f.  The Colloquium Committee shall consist of three faculty members and one student member. The Committee members will serve overlapping two-year terms with two members elected in odd years. The student member shall be elected by the Psychology Club. If the Psychology club is not operational, the student member of the Committee will be appointed by the Department Chair.

g. The Assessment Committee shall consist of four members elected at-large. The terms will be staggered.  The first year, there are two 1-year terms and two 2-year terms to accomplish the staggering.

2.3.3  Other Standing Committees.  The Department shall create other standing committees as are felt necessary.  It shall also establish committee member selection procedures for each committee by a majority vote of the Department's members, and follow this up by amending the Constitution.

2.3.4  Departmental Ad Hoc Committees.

2.3.4.1  Ad Hoc committees are designated for special purposes, usually on a temporary basis.  At such times as an ad hoc committee is needed, the committee shall be formed of volunteers from the full-time faculty at the call of the Chairperson.
2.3.4.2  Search Committee.  Pursuant to the initiative described under Article 2.1.1, an ad hoc committee shall be formed of volunteers from the full-time faculty at the call of the Chairperson. The Committee shall aid the Chairperson in reviewing candidates for full-time positions, and make recommendations to the Department for new appointments.  The Committee shall be dissolved when its report has been received and acted upon by the Department
2.3.5.  The Department Chairperson shall appoint a faculty member to serve as webmaster/mistress.  This person will be responsible for maintaining the Department website. 

2.4  DEPARTMENT REPRESENTATIVES TO UNIVERSITY ORGANIZATIONS AND COMMITTEES

2.4.1  Faculty Senate Representation.

2.4.1.1  In accordance with the Constitution of the Faculty Senate, the Department shall elect one senator for each fifteen members in the Department or fraction thereof under the following guidelines:

a.  The election shall be held in the spring of the

           academic year preceding the term to be served.     

b.  The term of office shall be for two years, and  

a senator may serve no more than two terms,

      
consecutively.

2.4.1.2  Election procedures shall provide also for a permanent alternate to substitute whenever the senator is unable to attend senate meetings.  The alternate shall have the same qualifications as the senator.

2.4.1.3  Senators shall represent the Department to the best of their ability.  In all matters of direct concern  to the Department and all other teaching, academic, and curricular issues, they shall consult with the Chairperson and poll all department members for direction on policy and action in the Senate.

2.4.1.4  Pursuant to the directive of the Constitution of the Faculty Senate, the following procedure for impeachment of a senator by the Department is established.

          a.  Upon motion for impeachment passed by a majority of

          the Department's members, the Chairperson shall appoint

          a three-member ad hoc committee to investigate the

          allegations of misrepresentation or misconduct by the

          senator.  Membership of the Committee shall exclude the

          persons making and seconding the motion for

          impeachment.  The committee shall make a report and

          recommendation to the department for vote.  
Removal from office shall require a two-thirds vote of all the Department's faculty.

          b.  A senator thus removed from office shall have 

          the right of appeal through the appropriate

          administrative channels.

          c.  While impeachment procedures are pending, the 

          alternate for the senator shall serve as a departmental

          senator and attend meetings of the Senate.

2.4.2 Representation to University Standing Committees.

2.4.2.1  The Department shall elect representatives to the University Curriculum  Committee, the Graduate Studies Committee, and any other University committee to which the Department is directed to elect a representative.  The election of committee representatives shall be according to procedures specified in university policy, "Functions and Responsibilities of Faculty Standing Committees."  In particular:

           a.  The election shall be held in the spring for terms

           starting the following academic year.

b.  Length of terms shall be for two years.

c.  No committee representative shall serve more than three terms consecutively.

d.  No faculty member may serve on more than one standing faculty committee at a time, except with special approval of the Faculty Senate.

2.4.2.2  The Department will also be represented at times on other university committees by faculty members appointed by the President or elected by the Faculty Senate.

2.4.2.3  The representatives to the university's committees shall act on behalf of the Department.  In this role, they shall keep the Department informed of committee proceedings and shall consult with it for recommended action in matters of direct concern to the Department.

          2.4.2.4  A committee representative may be removed from office following misrepresentation of the Department according to the procedure for impeachment outlined in Article 2.4.1.4.

2.5  MEETINGS OF THE DEPARTMENT

2.5.1  Scheduling.  A minimum of six regular meetings shall be held during each academic year.  These meetings shall be scheduled at uniform intervals during the year, with the initial meeting scheduled for September.
2.5.1.1  Special meetings of the Department may be held to conduct business necessitated by deadlines or other   circumstances which regular meetings may not provide for.                                                                  

          2.5.1.2  Action by the department's membership may be taken to call a special meeting.  The action may be initiated by one-third of the full-time faculty through presentation of a written announcement providing notice to the Chairperson and all department members of at least five working days.  Such a meeting will be conducted by the Chairperson unless the Chairperson is the subject of the meeting.  In such case, the parliamentarian will preside over the meeting.

2.5.2  Procedures.  Meetings shall be conducted according to procedures in Section 3 of the Bylaws.

2.6  ADMINISTRATIVE CHANNELS AND LINES OF COMMUNICATION

2.6.1  Department Representation.  The chairperson shall be the coordinator of all administrative and academic matters concerning the department that involve administration officials or other departments.  Whenever it is feasible, Chairpersons of department committees should be informed and consulted by the Department Chairperson regarding matters relevant to their Committees.  Temporary exceptions in this responsibility may be made under the following conditions:

      1.  When the Chairperson delegates such authority to

      The Assistant Chairperson or another department member.

      2.  When such authority is specifically delegated to

      another department member by a majority vote of the

      membership at a regular or special department meeting.

2.6.2  Acting Chairperson.  In maintaining continuity of departmental representation, the Chairperson shall appoint another department member as Acting Chairperson, delegating to that person the authority to act in the absence of the Chairperson.  This appointment and delegation shall be accomplished in writing not later than the end of the first week of each fall semester, with notification provided to both the department membership and the Dean of Arts & Sciences.

2.6.3  Individual Communications.  Individual department members have the right to communicate their views directly with the Bargaining Agent, Higher Education Board, Senate, and Board of Trustees if so requested

ARTICLE 3


CURRICULUM AND ACADEMIC PROGRAMS

3.      Bylaws 3.1 deals with notice of meetings to Department members.
The Chairperson shall call and chair Department meetings.  Full- and part-time members shall be given notification of date, time, and place of meetings at least ten working days in advance.
3.1  CURRICULUM SUPERVISION AND PLANNING

3.1.1  Department Faculty Responsibilities.

3.1.1.1  Individual faculty are responsible for quality of the courses which they are scheduled to teach.

     a.  Current syllabi for courses will be maintained with

           a copy presented for filing at the department office.              

b.  Instructors shall continuously evaluate and 


      
improve their courses in terms of course content, 



accomplishment of instructional objectives and

     

instructional practices.                 

c.  Course evaluations involving some form of 

     

student response shall be carried out each semester.

d.  Instructors shall keep such evaluations on file

           and make them available for use by the Departmental

           Evaluation Committee for sextennial and other

           evaluations.

3.1.1.2  Individual faculty are accorded the privilege of academic freedom in their instruction.  However, this should not be interpreted as authorization to alter the scope and content of course work beyond that outlined in the course description.  Any questions concerning this shall be referred to the Departmental Curriculum Committee for resolution.  In cases where that resolution is questioned, the matter shall then be referred to the Department for final resolution.

3.1.2 Department Curriculum Committee Responsibilities.

3.1.2.1  The primary responsibility for evaluation and development of the psychology major program, the minor program, and the curriculum as a whole is held by the Chairperson conjointly with the Department's Curriculum Committee.  The committee shall initiate a review of all major parts of the curriculum every three years.  A report of that review shall be made to the Department at a regular department meeting.  The first such review shall be begun during the semester following ratification of this Constitution.                                                 

3.1.2.2  Any member of the Department may initiate  proposals for additions or other changes in the curriculum.  These shall be referred to the Department's Curriculum Committee, with a copy to the Chairperson.

3.1.2.3  The Curriculum Committee shall act on      curriculum matters by adopting and referring recommendations for action to the Department as a whole.  Prior to referral, such recommendations may be presented at a hearing of the Department for discussion, clarification and resolution of controversial considerations.

3.1.2.4  Proposals approved by a majority vote of the Department shall be submitted to the University Curriculum Committee by the Department Chairperson in consultation with the elected department representative or alternate and the department member initiating the proposal.

3.1.3  Programs in the Psychology Major.

3.1.3.1  Upon recommendation by the Curriculum Committee, the Department shall initiate programs of concentration in the undergraduate major when a majority of the faculty is in favor of such additions.  Such programs will be administered under the direction of the Chairperson of the Curriculum Committee.

Bylaws 3.2 discusses the distribution of meeting agendas.

An agenda for each meeting shall be available to each full- and part-time Department member one week prior to the meeting. Substantive proposals that are on the agenda shall be attached to it.  Agenda items should be turned in to the Chairperson or a Steering Committee member eight days prior to meetings.

ARTICLE 4

ADOPTION AND AMENDMENT OF THE CONSTITUTION AND BYLAWS

4.1  ADOPTION

The Constitution and its bylaws shall become effective upon a favorable vote by a majority of the Department's full-time faculty at a regularly called department meeting.

4.2  AMENDMENT PROCEDURE

4.2.1  Initiation of Amendments.  An amendment to the Constitution its bylaws may be proposed by any full-time department member at any regular department meeting or at any special department meeting called for such purpose during the academic year, such meetings subject to the provisions of Article 2.5 in the foregoing.

4.2.2  Notice of Proposed Amendments.  Written copies of a proposed amendment shall be delivered to all department members at least five working days in advance of the meeting date.

4.2.3  Departmental Consideration.  The first action by the Department shall be to accept the proposed amendment for  consideration or to reject it.  Such action may be accomplished by a majority vote of full-time department members.

4.2.4  Hearings on Proposed Amendments.  If a proposed amendment is accepted for consideration, the second action by the Department will be to hold hearings on the amendment.  Such hearings will be called by the Chairperson in the manner specified for regular and special department meetings.  The purposes of such hearings will be to discuss and to clarify the provisions of the proposed amendment and to provide for the resolution of controversial considerations, if any.  The proposed amendment may properly be modified or changed by a majority vote of those present.  Following the hearings, the proposed amendment will become an agenda item at the next department meeting.

4.2.5  Adoption of Amendments.  Final action by the Department will be to consider the proposed amendment for incorporation within the Constitution, along with any changes and/or recommendations resulting from the hearings.  An amendment shall be adopted following approval by majority vote. 

Bylaws 4.3 is about Department election and run-off procedures.
The election of committee members and department representatives shall be by majority vote of department members voting.  In the event that no nominee receives a majority, a second balloting shall be conducted.  For one vacant position, the second ballot shall list the two persons receiving the highest number of votes.  When there is more than one position, the ballot shall list, from the persons with the highest number of votes, a number equal to the number of positions plus one. The person receiving the second highest number of votes for University committees shall serve as the alternate for that committee.
Elections for one part-time representative shall be conducted following the procedure in Bylaws 4.2.  By the first day of classes for each year, a call for nominations to serve as the department representative shall be sent out to the part-time faculty.  Part-time faculty may nominate themselves or others to the Department Steering Committee, which also functions as the Department Election Committee.  All candidates shall be vetted as to their willingness to stand for the position.  If there are multiple candidates, the Steering Committee shall run an election.  Appropriate ballots shall be distributed to the part-time faculty.  The candidate receiving the highest number of shall be elected as the part-time representative.  If there is only a single candidate, that nominee shall be considered the duly elected part-time representative.
In the event a part-time representative is unable to complete his or her term, the Department Elections Committee shall call for nominations for a replacement.  A special election for the replacement part-time representative shall take place as soon as it is practical.
4.4  REVIEW AND REVISION

The Constitution and Bylaws shall be reviewed every four years during the fall semester.  The Chairperson shall appoint an ad hoc Constitution Review Committee of one Professor, one Associate Professor, and one Assistant Professor for this purpose.  Revisions recommended by this Committee will be presented to the Department as amendments to the Constitution in accordance with amendment procedures in Article 4.2.



BYLAWS TO THE CONSTITUTION


SECTION 1


DEPARTMENT PERSONNEL POLICIES AND PROCEDURES

1.1  APPOINTMENTS

1.1.1  Department Needs.  The Chairperson and the Curriculum Committee shall, in consultation with the Department, identify needs for new faculty and shall communicate and explain these needs to the appropriate administrative officers.

     1.1.2  Procedure. When a faculty appointment is authorized for the Department, an Appointments committee of at least three members shall be formed of volunteers from the full-time faculty members of the Department. All full-time members must be notified prior to the formation of the committee. In addition, the department chairperson shall serve as an ex officio member. When selecting new faculty, the Appointments committee procedures shall be:

     a.  Announce the position in compliance with Affirmative

     Action procedures.

     b.  Screen the applications received and on file.

     c.  Obtain and review the credentials of the

     candidates.

     d.  Select a slate of three candidates and recommend in

     priority order for appointment to the Department.  Selection

     will be by a majority vote of the Appointments Committee.

     e.  Final selection of a nominee from the recommended slate

     shall be made by a majority vote of the Department.  The

     Department's recommendation shall be forwarded by the

     Chairperson through the appropriate administrative channels.

1.1.3 1. Orientation of New Faculty.  The Chairperson shall inform the new appointee of the appointment and of the duties to be performed, and provide an orientation to the University and its procedures, including advising them on course evaluation procedures in a timely fashion.

1.1.3.2. Orientation of New Faculty to DEC Procedures.  The Department Evaluation Committee Chairperson shall inform the new appointee of the Department and University procedures relating to evaluation, promotion and tenure.
     1.1.4   Part-time or Temporary Faculty.  The Chairperson shall, in consultation with the Department, identify needs for part-time faculty and shall communicate and explain these needs to the appropriate administrative officers.

1.1.4.1   Procedure.  The Departmental Evaluation Committee shall serve with the Chairperson in appointing part-time faculty members.  Committee procedures shall include but not be limited to:

          1.  Announce the position in compliance with

          Affirmative Action procedures.

          2.  Screen the applications received and on file.

          3.  Recommendation for appointment to the Department

          shall be by majority vote of the Committee.  The

          Chairperson shall forward the nomination through the

          appropriate administrative channels.

          4.  During interim periods between college sessions,

          emergency action may be taken by the Department

     Chairperson to hire on a temporary basis for a maximum 

     of one year. Such an appointment may be extended upon 

          approval of the Departmental Evaluation Committee.

1.1.4.2  Notices will be given to part-time faculty of meetings to be held by the Department as-a-whole.

1.1.4.3 An Ad Hoc committee shall work with the Department Chair in appointing faculty for emergency appointments when such appointments must be made between college sessions, or to recommend candidates to the Department during college sessions. This Ad Hoc committee shall be composed of at least three volunteer full-time faculty members after all full-time faculty members have been notified of the opportunity to serve.

Committee procedures shall include but not be limited to: (1) screen the applicants received and on file, and (2) recommendation for appointment to the University or Department shall be by a majority vote of the committee. The chairperson shall forward the nomination through the appropriate channels.

1.2  RENEWAL, PROMOTION AND TENURE

     1.2.1  Application.  Each year, according to the timetable established by the current AAUP-BOT contract, the Department Evaluation Committee (DEC) will notify in writing all faculty members who are eligible for renewal, promotion and/or tenure.  Faculty members will be informed of (1) the fact and purpose of the evaluation, (2) the opportunity to submit materials to the DEC, and (3) the opportunity to appear personally before the DEC prior to the DEC's recommendation.  

     1.2.2  Action by Departmental Evaluation Committee.  Applications will be forwarded by the faculty member to the DEC for initial action in conducting an evaluation of each faculty member concerned.  The DEC will then make its recommendations for administrative action as indicated in Article 2.1.2 of the Department's Constitution.          

     1.2.3  Notification by DEC.  The DEC will be responsible for setting up detailed instructions concerning the policies and procedures to be followed and in properly informing department members concerning these matters.

1.2.4  Faculty Rights in Evaluation Proceedings.  In all evaluation proceedings, the concerned faculty member has the right to appear before the DEC to request clarification of proceedings, review evidence, and present evidence on his or her own behalf before the DEC's recommendation is made to administrative officers. 


     1.2.5  DEC Responsibilities.  Tenured and non-tenured faculty will be evaluated by the DEC in accordance with university regulations and the current AAUP-BOT contract.  Whenever possible, professional assessments will be coordinated with evaluations for renewal, tenure and promotion to avoid duplication of effort.  (See Article 2.1.2 and DEC policies and procedures.)

     1.2.6  Student and Peer Evaluations.  Student and peer evaluations will form a major portion of evaluations by the DEC.  Data on student evaluation should be collected and maintained by the individual faculty member for submission to the DEC.  Class visitations by the DEC members and Chairperson may be conducted as part of peer evaluations.

1.3  PROFESSIONAL ASSESSMENT OF NON-TENURED FACULTY

Each non-tenured full-time faculty member in the first year of appointment shall receive written evaluation of performance and a corresponding recommendation for renewal during the second semester of service.  Thereafter, there shall be an annual written evaluation and recommendation as required by the term of the appointment. 

     Recommendations for non-renewal of contract shall be made by the DEC and be based upon unsatisfactory professional evaluations.  Evidence must be given of severe deficiency in one or more of the criteria for professional assessment:  quality of teaching, service to the college and/or research and publication, and professional activity.  Such deficiencies shall be judged to render the faculty member's overall performance unacceptable. 

In the above process, the DEC will initiate and carry out action to assist the faculty member in all possible ways to improve professional assessments.

1.4  PROFESSIONAL ASSESSMENT OF TENURED FACULTY

1.4.1 Regular Assessments.  Each tenured faculty shall receive one professional assessment every six years unless (a) the DEC, in an effort to assist, schedules the next assessment in less than six years, or (b) the faulty member requests more frequent assessment.  The DEC may schedule an increased frequency of assessment only on the occasion of a regularly scheduled assessment.  The DEC will use the evaluation criteria and procedures described in the current AAUP-BOT contract.
All assessments completed by the DEC will be reviewed by the member, who may append comment before the assessment is sent to the Dean of Arts and Sciences.  

1.4.2 Special assessments.  Special assessments, requested by the Dean or Vice President, will be conducted in accordance with procedures described in the current AAUP-BOT contract. 

1.5 REPRIMAND, SUSPENSION AND TERMINATION  

Reprimand, Suspension or Termination of a faculty member either on tenure or on a pre-tenure appointment shall be recommended only for "adequate cause" as defined in the current AAUP-BOT contract.  Direct and substantial evidence concerning the faculty member's unfitness to discharge professional responsibilities, falsification of credentials, or abandonment of duties will be required.  These proceedings will be conducted as described in the AAUP-BOT contract.


SECTION 2


FACULTY TEACHING SCHEDULES AND ASSIGNMENTS

2.1  PREPARATION OF COURSE SCHEDULES  

The Chairperson is responsible for preparing teaching schedules and assignments for each semester and summer session.

2.2  CONSULTATION WITH FACULTY  

Department members shall be provided the opportunity to consult with the Chairperson to discuss and plan their teaching schedules and work load each semester, prior to the finalization of their schedules.

2.3  COURSE ASSIGNMENT  

Whenever feasible, efforts will be made by the Chairperson to assign course loads under the following guidelines.

 
2.3.1  Course Preparations.  Within the 12 credit hour full-time teaching load the maximum number of different course preparations for a faculty member shall normally be three.  Whenever possible, members shall be assigned two course preparations.  Faculty members' needs and preferences in time and days of class schedules shall be taken into account in teaching schedule assignments.

2.3.2  New Course Assignments.  When assigned to a new course, the faculty member shall be given one semester's advance notification, prior to the date the course begins, except in cases of emergency re-assignment.

2.3.3  Class Size Limits.  In consultation with faculty,  recommendations for optional class sizes shall be forwarded by the Department Chairperson to the appropriate administrative officers.

2.4 GUIDELINES FOR SUMMER AND WINTERSESSION SCHEDULING  

In addition to sections 2.1 and 2.2 above, the following values and guidelines shall govern summer and winter session teaching assignments:

1. Both student need and faculty preference should be considered.

2. All tenured or tenure tract faculty should have the opportunity to offer at least one class during winter session or during the Summer. “Priority” (below) applies to all rounds of the course selection process. A “round” is to be defined as one course offering in summer or winter.   Priority should not keep any full time tenure-track faculty member from having at least one summer or winter session offering if they choose.

3. Highest priority for course assignment during summer and

      winter sessions should go to the Department Chairperson.

 
4. Person who submit, in writing, their intention to retire

      will be next in priority. This priority may be claimed only

      once for each of 3 consecutive years.

5. Persons who have not taught during the preceding summer

      and winter should be next in priority.

6. In the event that high demand for a course exists, the

      Department Chairperson should poll all dept members to

      locate an instructor for the course. If no Department

      member wishes to teach the course, an adjunct may be hired.

7. An Ad Hoc committee shall be formed by volunteers each

      year to advise the Department Chairperson on the

      composition of the schedule. This committee will have at

      least one tenured and one non-tenured member.


SECTION 3


DEPARTMENT MEETING PROCEDURES

3.1  NOTICE OF MEETINGS  

The Chairperson shall call and chair Department meetings.  Members shall be given notification of date, time, and place of meetings at least ten working days in advance.

3.2  AGENDA 

An agenda for each meeting shall be available to each Department member one week prior to the meeting. Substantive proposals that are on the agenda shall be attached to it.  Agenda items should be turned in to the Chairperson or a Steering Committee member eight days prior to meetings.

3.2.1  Additions to Agenda.  An item may be placed on the agenda upon approval of the majority of the Department acting in a regular meeting.

3.3  MINUTES

Minutes of meetings shall be taken by faculty members appointed by the Chairperson on a rotating basis.  Minutes shall be distributed, subject to the review of the Chairperson.  Minutes of the meeting will normally be distributed with the agenda of the next Department meeting at least one-week prior to that meeting.
3.4  MEETING LENGTH

The duration of the Department meetings normally shall not exceed one and one-half hours.

3.5  GOVERNING PROCEDURES AND PARLIAMENTARIAN

Department meetings shall be conducted according to procedure specified in the latest edition of Robert's Rules of Order.  A parliamentarian shall be elected by the Department at the first fall meeting for a one-year term.  Except as specified in Articles 2.2.4 and 2.5.1.2, duties of this position shall  be limited to responding to the Chairperson's requests for advice as to the procedures for facilitating fair and deliberate processes in the Department's meetings and in their preparation.


SECTION 4


ELECTION PROCEDURES

4.1  CONDUCTED BY STEERING COMMITTEE

Election of the Chairperson, members and departmental representatives to university committees shall be conducted by the Steering Committee using written ballots.

4.2  NOMINATION PROCEDURES  

The Steering Committee first shall solicit nominations for positions from all department members, publishing at the time of solicitation a list of continuing committee members and representatives and persons ineligible for nomination, whichever is appropriate.

4.2.1  The Committee shall determine the willingness of each nominee to be a candidate.  Each person nominated and willing to be a candidate shall be listed on the elections ballot.  This ballot shall request a vote for as many persons as there are positions to be filled.

4.3  ELECTION AND RUN-OFF PROCEDURE

The election of committee members and department representatives shall be by majority vote of department members voting.  In the event that no nominee receives a majority, a second balloting shall be conducted.  For one vacant position, the second ballot shall list the two persons receiving the highest number of votes.  When there is more than one position, the ballot shall list, from the persons with the highest number of votes, a number equal to the number of positions plus one. The person receiving the second highest number of votes for University committees shall serve as the alternate for that committee. 

4.4  ELECTION OF THE CHAIRPERSON

Subsequent to the steps given in 4.1, 4.2, and 4.2.1, the following procedures apply.  Each full-time department member will be allowed to submit a maximum of three nominations for department Chairperson.  Permission should be obtained from the nominee before submission of the nomination.  All nominees will be placed on a ballot and each full-time member of the department will be asked to vote for one of the nominees.  The nominee who receives the largest number of votes will be designated as Chairperson-Elect.  The person who receives the next largest number of votes shall be designated as the second-ranked choice.  The third-ranked choice shall be the person with the third largest number of votes.  All three candidates will be recommended to the President of the university in the designated order.  In the event of a two-way tie, a runoff election will be held for the tied position.  In the event of a three-way tie, all three candidates will be forwarded to the President with no stated preference for Chairperson-Elect.

4.5  SPECIAL ELECTIONS

Special elections may be conducted in department meetings if approved by a majority of department members.  Election shall be by majority vote of those present and voting.  In the event that no candidate receives a majority, a second ballot will be conducted after the manner described in 4.3.

SECTION 5


DEPARTMENT COMMITTEE PROCEDURES

5.1  COMMITTEE ORGANIZATION

The Department Evaluation Committee and the Department Graduate Studies Committee shall elect by majority vote their respective Chairpersons for the upcoming year during the spring semester and no later than April 15.  Election results should be reported to the Department Chairperson.
All other standing committees shall organize themselves for their operations at their first meeting of the academic year.  This shall ordinarily occur in the month of September.  Such organization shall include at least the following:  election by majority vote for the offices of chairperson and secretary for the year, and designation of a tentative schedule of dates for the semester’s meetings.

5.2  OPEN MEETINGS

All department committee meetings normally shall be open to all department members to observe and contribute to committee discussions.  Visitors to committee meetings shall not have voting privileges.

5.3  NOTICE OF MEETINGS

In order to allow for adequate deliberation on committee business, chairpersons of each department committee shall notify all department members of the committee's meeting time, date, place, and agenda at least one week in advance.  The chairperson shall be responsible for the agenda, except that the secretary may be designated by the former to draw it up in his/her absence.  Any member of the Committee or another department member may suggest items for the agenda.

5.4  MOTIONS IN WRITING

Before it may be voted upon at a meeting, any motion of a substantial nature shall be given in writing to every committee member.

5.5  CLOSED MEETINGS

The chairpersons of department committees may call executive (closed) sessions of their committees when deemed appropriate.


SECTION 6


OPEN HEARINGS

6.1  MATTERS FOR HEARINGS

For any matter involving, but not limited to, a substantial addition to or revision of either the curriculum or the Constitution of the Department, there shall normally be a minimum of one open hearing in which all members of the Department shall be invited to participate.

6.2  SPONSOR

The hearing shall be conducted under the sponsorship of the appropriate committee, or alternately, by the Department's Chairperson or an appointee, as may be necessary.

6.3  NOTICE OF HEARING

A notice of such hearing shall be in writing ten days beforehand; such notice shall include the purpose and subject matter of the hearing.  Copies of the proposed addition or change shall be circulated to every member with the notice.

6.4  CONDUCT OF HEARING

Hearings will include a clear introduction to the topic and the opportunity for a careful review of its contents in their entirety.  The sponsoring body shall take due notice of suggestions received at the hearing when framing its final report or proposal.


SECTION 7


STUDENT COMPLAINTS

7.1  PRESENTATION OF COMPLAINTS

Student complaints are related generally to questions concerning grades and/or other instructional considerations, although occasionally a personality conflict may occur.  A majority of these complaints result either from some misunderstanding or from a communication breakdown.  

Complaints are normally presented in the following ways:

1. To the instructor directly.

 
2. To the chairperson.

 
3. To other faculty members.

7.2  COMPLAINTS PRESENTED TO THE INSTRUCTOR

All complaints, justified or not, should be a matter of serious concern to the instructor, and every effort should be made to reach some solution agreeable to both parties.  As a first step, the complaint should be handled by a discussion in which the instructor may assume responsibility for clarifying the complaint and cite the basis for earlier action.  In general, this discussion should lead to a resolution of the complaint.  In the event that a student remains dissatisfied, the instructor may then refer the student to the Department Chairperson.  This may lead to a joint conference of all parties concerned.

7.3  COMPLAINTS PRESENTED TO THE CHAIRPERSON

Upon receiving a complaint from a student, the Chairperson should ascertain whether or not the student has consulted the instructor concerned.  If not, the student should be referred to the instructor to provide the opportunity for the complaint to be considered in the manner described in 7.2.  If the student has consulted with the instructor, but remains dissatisfied, the Chairperson should hear the complaint and attempt to resolve the problem.  This may be accomplished simply between the Chairperson and the student; provided that the resolution does not involve usurpation of the instructor's prerogatives.  In cases where a problem cannot be resolved quickly, the Chairperson should confer with the instructor.  In some cases, a joint conference involving student, instructor, and Chairperson may be necessary.  In any event, the Chairperson should inform the instructor concerned in writing of the complaint, and the final action.  When the complaint has not been settled at the departmental level, the student shall be referred by the Chairperson to the appropriate administrative official.  A memorandum noting the referral shall be sent to the appropriate administrator with copies sent to the student and instructor.  Due consideration to confidentiality shall be given by the Chairperson throughout the procedure.

7.4  COMPLAINTS PRESENTED TO OTHER FACULTY MEMBERS

In this event, the faculty member should limit his involvement to referring the student to the instructor concerned.  If the student expresses a fear of retaliation, referral to the Chairperson may be made.  Faculty members are expected to maintain professional behavior and avoid unethical actions such as listening to or eliciting complaints from students concerning another faculty member.

7.5 Once a complaint has been settled, the Chairperson shall

 insure that a record of the settlement shall be placed in the faculty member's personnel file if record of the complaint was previously entered in the personnel file in the President's office. No record of student complaint may be put in the files of the Chairperson or of any other faculty member once the complaint has been settled; any existing exhibit or written record of the same within the files must then promptly be destroyed.
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