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Shared governance cannot exist in the absence of mutual trust. Broad faculty participation in the process will enhance the institution’s reputation, aid in recruiting the best faculty and administrators, promote a positive relationship between the faculty and the university administration, and ensure that all levels of the University function effectively. While the appointment and retention decisions for Department Head is vested in the Academic Dean with approval from the Provost and Vice President for Academic Affairs, and should consider the view of other stakeholders, the principle of shared governance in the academy requires that the faculty of the departments in their college play a role providing input in the selection of its college department heads. The program coordinators appointed by the Department Head serve as a liaison to the program faculty.

This procedure sets forth the process to govern the selection of academic Department Heads and Program Coordinators. It also identifies selection, qualifications, administrative role and responsibilities, tenure, reassigned time, stipends, and evaluation of Department Heads and Program Coordinators.
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1 DEPARTMENT HEAD

1.1 Selection
1.1.1 When a vacancy occurs or is imminent, a search committee shall be appointed by the dean and the search for a new department head shall begin promptly. If the search is unsuccessful, resulting in a failed search, the dean may appoint an interim head, normally for one year. The faculty should have an opportunity to nominate candidates for this position. The dean should consult with the faculty of the department after one year if an interim will serve into a second year. Appointment of Interim Department Heads shall follow the procedures for Ad Interim faculty appointments outlined in University Procedure 33.99.01.R0.01 Employment Practices.
1.1.2 Department Heads may be selected as a result of an internal or external search. If it is determined that a national search rather than an internal search would be in the best interest of the department and college, the rationale should be provided to the department by the respective dean’s office.

Whether an internal or external search is chosen, the procedures outlined in the University Procedure 33.99.01.R0.01 Employment Practices must be followed.
1.1.3 Members of the departmental faculty shall be provided an opportunity to meet with the candidates, and provide input after all candidates have been interviewed. Faculty shall be given at least five (5) business days to provide confidential input to the search committee, through the college/school dean’s office. All written input that is maintained is subject to disclosure under the Texas Public Information Act. 
1.1.4  The search committee, which shall include proportional representation from the department’s spectrum of disciplinary and faculty expertise with a minimum of three faculty members from the hiring department, shall use the faculty input on each candidate as an integral part of their deliberations to form the list of recommended candidates. Input from other departmental constituents will also be sought. The committee will provide the college/school dean a confidential report that describes each recommended candidate’s strengths and weaknesses. 
1.1.5  The dean shall take into consideration the entire spectrum of viewpoints from many stakeholders, including but not limited to the search committee, higher administration and others, when appropriate. The administrative channel for this selection process is as follows: a search committee recommendation to the dean; the dean’s recommendation to the Provost and Vice President for Academic Affairs (VPAA); and a recommendation to the President from the VPAA. The President has responsibility for final approval.
1.1.6  The dean shall provide feedback to the committee of the action taken based on its recommendations. If no acceptable finalist is chosen from the recommended candidates, the search process and above procedures shall be repeated, and by the college/school dean’s choice, this will be done with either the same search committee or a new search committee. 
1.1.7 Appointment and retention decisions for Department Head is vested in the Academic Dean with approval from the Provost and Vice President for Academic Affairs and requires that the faculty of the departments in their college play a role providing input in the selection of its college department heads.

2 
1.1.7  A dean shall make the initial appointment of a department head for a term of five years, renewable under the provisions of this procedure. All reappointment reviews shall include a comprehensive opportunity for college/school faculty members and other stakeholders to present their views to the college/school dean regarding the strengths and weaknesses of the department head. Department heads may serve two consecutive terms, and the dean may recommend reappointment beyond two terms upon recommendation from the faculty. 
2.1 Qualifications

All candidates for the position of Department Head should hold the usual terminal degree for the discipline involved. Candidates should also possess an excellent record of academic leadership; teaching effectiveness; evidence of scholarly or artistic achievement; verbal and written communication skills; interpersonal skills; and professional service commensurate with departmental tenure standards. All candidates shall hold the rank of Associate Professor or Full Professor with tenure conferred by the start of their appointment. Interim appointments should also possess these qualifications.

2.2 Administrative Role and Responsibilities

2.2.1 The administrative role and responsibilities of the Department Head are varied. The head of the department should be a team leader in working with the faculty and staff, the dean and other administrators to achieve university goals. Department Head administrative responsibilities include short- and long-range planning, and implementing and evaluating goal achievement. The Department Head must work with both departmental faculty and the administration regarding the most effective and efficient strategies for achieving departmental goals and objectives in line with institutional goals. The Department Head will also demonstrate effective budget management, initiative, and institutional commitment. 

2.2.2 The Department Head is responsible for all facets of departmental administration, including the following administrative processes: 1) cultivating in the department a welcoming, collegial, and professional environment; 2) facilitating faculty and staff mentoring and development opportunities; 3) conducting effective and professional faculty and staff evaluations; 4) providing leadership in curriculum and scheduling development; 5) maintaining standards of quality in the department; 6) participating actively in partnerships with the college and other divisions within the university; 7) providing leadership and management in the department; 8) managing the department’s fiscal and educational resources, providing responsible stewardship of all departmental budgets; 9) demonstrating effective communication and leadership with all stakeholders, including community engagement; 10) demonstrating initiative and continuous improvement for the department; 11) supporting strategic efforts on enrollment, retention, student engagement, community engagement, and related activities; and 12) participating in institutional effectiveness activities; and seeking opportunities to develop and to pursue an academic platform at Dallas as relevant to the department’s programs, curricula, and research priorities. Departmental and college strategic initiatives and plans may require additional areas of accountability for the Department Head. All Department Head duties fall under the Department Head’s administrative duties, separate from the Department Head’s faculty responsibilities in accordance with University Procedure 12.03.99.R1 (Faculty Workload). 

2.2.3 The Department Head has leadership and management responsibilities for: 1) continuity of departmental administration (e.g., mentoring of potential future department heads), 2) academic programs, 3) faculty, and 4) students. Academic program responsibilities of the Department Head include reviewing existing programs for relevancy, initiating curriculum development when needed, developing new programs as the market requirements change, and maintaining program quality at all levels.

2.2.4 The Department Head is accountable for efforts to achieve recruitment and retention of faculty and staff, faculty development, and annual faculty evaluations. The head should promote an academic climate within the unit that is conducive to intellectual inquiry. The Department Head shares the same responsibilities as other faculty members for teaching, research, scholarly and creative activity, and service, commensurate with his or her appointment. As the unit leader, the Department Head should set an example for the department.

2.2.5 The Department Head plays a leadership role in matters pertaining to students. This role includes a shared responsibility for recruiting and retaining a diverse student body, and for student academic advising.

2.2.6 The Department Head communicates and maintains involvement with all stakeholders (i.e. students, alumni, faculty, and community members).

1.3.7 The Department Head will meet annually with each departmental faculty member to establish each faculty member’s workload in accordance with University Procedure 12.03.99.R1 (Faculty Workload). Department Heads will ensure that faculty workloads adhere to established departmental and college policies. Faculty who receive reassigned time, must document their activities on the Reassigned Time Request form, signed by the department head before submitting the form to the college Dean, and establish workload plans as part of the annual evaluation procedure in accordance with 12.99.99.R0.13 (Annual Evaluation of Faculty). 

2.3 Tenure

Department Heads must hold the rank of Associate Professor or Full Professor and have tenure conferred by the start of their appointment.

2.4 Administrative Reassigned Time

Department Heads should be treated, in terms of administrative reassigned time, in accordance with the demands of the position. All Department Heads, regardless of the size of the department, should be given a minimum course load reduction of two, three semester credit hours (undergraduate and/or graduate) in each of the long terms and a minimum course load reduction of three semester hours in each of the summer terms. In the department head’s absence, arrangements should be made in conjunction with the dean’s office for accomplishment of administrative responsibilities. All Department Heads will confer with their respective Deans to establish the Department Head’s workload for administrative and faculty assignments. Combined, the Department Head’s faculty and administrative workloads constitute 100% of the Department Head’s effort. The Department Head and Dean must document, signed and dated by both parties, all overloads, reassigned time, and other compensation for both the nine-month (Fall and Spring semesters) and the three-month (Summer terms) of the academic year. Department Heads who have 12-month appointments for disciplinary accrediting or other purposes, will also document workloads, including reassigned time, overloads, and compensation.

2.5 Stipends

Department Heads will be paid an administrative stipend for the duration of the department head’s term of office and shall end when that person leaves the position. The administrative stipend shall not be considered a part of the person’s base salary.

2.6 Evaluation

Department heads are evaluated on an annual basis, with a timetable from January 1 through December 31 of each year. The responsibility for evaluating department heads for the annual evaluation rests with the dean. Teaching assignments of department heads are evaluated according to the Annual Evaluation of Faculty (Procedure 12.99.99.R0.13), and department head duties are evaluated according to this procedure (12.99.99.R0.08). The final evaluation will be proportional to the responsibilities in each area. For evaluation of their performance, the department head will submit a self-evaluation to the dean. The department head has the option to share their self-evaluation with the department faculty. Department faculty will evaluate their department head on their department head duties and provide their evaluations to the dean. The dean must include faculty evaluation information as part of the annual evaluation of the department head. 

Each department head will undergo a comprehensive review occurring at least every fifth year after the initial appointment date. All comprehensive reviews shall include evaluation by superiors and subordinates, as well as information on the strengths and weaknesses as perceived by faculty, peers, students, and others with whom the particular department head works. The department head has the option to share with department faculty and other stakeholders the self-evaluation the department head is required to send to the dean as part of the comprehensive evaluation process. Department faculty will evaluate their department head on their department head duties and provide their evaluations to the dean. The dean must include faculty evaluation information as part of the comprehensive evaluation of the department head. 
Evaluation instruments and related items are developed specifically for department heads and are submitted through regular administrative channels to the provost and vice president for academic affairs for approval prior to implementation. General guidelines for the evaluation items are established and maintained by the provost and vice president for academic affairs.

Merit will be determined by the average of these evaluations in accordance with University Rule 31.01.08.R1 Faculty Merit Salary Program.

3 PROGRAM COORDINATORS

3.1 Selection

The Department Head may appoint a faculty member to serve as Program Coordinator. A Program Coordinator can serve one or more programs. If there is not a Program Coordinator, the Department Head serves as the Program Coordinator.

3.2 Qualifications

All candidates for the position of program coordinator should hold a graduate degree in the discipline involved. As appropriate, candidates should also possess an excellent record of academic leadership; teaching effectiveness; evidence of scholarly or artistic achievement; verbal and written communication skills; interpersonal skills; and professional service.

3.3 Administrative Role and Responsibilities

A Program Coordinator reports to the Department Head in which the program is housed and serves as a liaison to the program faculty. The responsibilities of the program coordinator may vary from department to department. The major responsibilities of program coordinators include:

3.3.1 Provides direction of academic program;

3.3.2 Serves as the public spokesperson for the program and representative of the program to the Department Head ;

3.3.3 Collaborates with the Department Head to insure a self-perpetuating advisory board for the program, which will vary depending on the program’s administrative needs;

3.3.4 Leads the program in setting both short- and long-term goals, in establishing and executing assessment efforts, and in using assessment results to promote continuous program improvement;

3.3.5 Promotes the attainment of program, school, and university goals;

3.3.6 Submits a review of the program annually to the Department Head;

3.3.7 Oversees teaching and advising for the program;

3.3.8 Facilitates program relations (i.e. working with adjunct faculty);

3.3.9 Provides administrative support in the development, implementation and maintaining of programs/projects function;

3.3.10 Develops or participates in the development of funding proposals for the program;

3.3.11 Writes, edits, and coordinates development of course catalogs, promotional/instructional materials, training manuals, newsletters, and/or brochures, as appropriate to the program.

3.4 Evaluation

Program Coordinators will be evaluated each year in accordance with University Procedure, 12.99.99.R0.03 Annual Evaluation of Faculty.
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System Policy 12.01, Academic Freedom, Responsibility and Tenure

University Rule 31.01.08.R1 Faculty Merit Salary Program

University Procedure 12.01.99.R0.04 Academic Administrator Evaluation

University Procedure 12.02.99.R0.03 Implementing Faculty Tenure and Promotion

University Procedure 12.03.99.R0.01 Faculty Workload

University Procedure 12.99.99.R0.03 Annual Evaluation of Faculty

University Procedure 33.99.01.R0.01 Employment Practices
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