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Introduction 

 
 

This Department Chair’s Handbook is intended to provide information that will be helpful 

to department chairs in executing their duties as chair.  It should also be helpful to other 

members of departments as they try to understand the responsibilities of their chair.  The 

topics covered have emerged from conversations with department chairs, members of 

UFO, and faculty secretaries.  Some of the material will need to be up-dated annually 

(viz. important dates for each semester) while other parts will require less frequent 

changes.   

 

That said, there are aspects of the role of the Department Chair that really cannot be 

anticipated nor work through guidelines.  You may find yourself as an ambassador for 

your department with other divisions or departments, you may find yourself acting as a 

crisis counselor, or negotiator, or even father/mother confessor.  In these cases I can only 

suggest that you try to maintain your sense of humor, that you try to be a good listener, 

and that you remember that you can always seek help and advice in the Office of the 

Provost. 

 

We will keep the Handbook available on-line through the Provost Office Homepage so 

that it can be easily available to all members of the faculty and can be edited on a regular 

basis.  I always welcome suggestions for things to add to this Handbook.   

 

I want to thank everyone who made suggestions for material to include and to those who 

pointed out the need to develop this Handbook. 

 

 

Gordy Weil 

June 15, 2006 
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1. Provost Office Important Dates 

Contact Person – Lynda Marcoccia  lmarcocc@wheatoncollege.edu 

 

 

Department Chairs - Dates to Remember 

 

Activity Date Contact Person Comments 

Notification of dept. 

colleagues eligible for 

promotion 

Second week in 

September 

Chair of Promotion 

Committee 

 

Sabbatical and Junior 

Leave Applications 

October Provost Dept. Chair must send a letter of 

support and replacement plans 

with each application 

Reapp. Process for 

full-time faculty in 

their first contract 

begins 

October Provost Dept. Chairs are notified during 

October and letters 

recommending reapp. are due 

December 1st 

Tenure materials due 

from Dept. for 

candidate 

November 15
th

 Ruth Mattson Summary of student evaluations 

and department statement due 

from the dept. rep. (Usually the 

Chair.) 

Tenure hearings 

scheduled during the 

first few weeks.  

January   

Chairs notified of 

expiration of Dept. 

Chair term. 

February   

Budget Process 

begins 

February   

Dept. Chairs notified 

of March Renewals 

February   

Recommendation for 

March renewal  

March 1st   

Response to the 

Provost regarding 

next chair of the 

department  

March 31st   

Letter to Dept. Chair 

of colleagues eligible 

for tenure in the 

coming year sent to 

the Chair 

March 10th   

Response regarding 

prizes to be awarded 

at Honors Convoc. 

March Susan Colson  

Promotion materials 

for candidate’s 

Spring break Provost’s Office .  Dept. Chair oversees gathering 

of materials furnished by the 

mailto:lmarcocc@wheatoncollege.edu
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dossier due candidate and department and will 

represent candidate at hearing. 

Response to Tenure 

Committee as to who 

will represent 

candidate  

April 10
th

 Provost’s Office 

staff or Tenure 

Committee Chair 

 

Promotion Hearings  2
nd

 week in 

April 

  

Tenure Committee 

meeting with 

candidates and reps  

Before April 

30th 

  

Notification of Dept. 

Chair re: June 

renewals and annual 

evaluations 

April 17th   

Honors Convocation May – Night 

before classes 

end 

Susan Colson  

Recommendations for 

June Renewals 

June 6
th

 Provost  

Annual Evaluations 

of all non-tenured 

faculty 

 

Between 

June6th and 

15
th

 

Provost  

 

 

 

2. Registrar’s Office Important Dates 

 Contact Person – Pat Santilli X3857 
 

DEPARTMENT CHAIRS’ OPERATIONAL CALENDAR 

 

ACTIVITY DATE CONTACT 

PERSON 

NOTES/SUBJECT 

 SEPTEMBER   

Email chairs’ about 

missing instructor 

names for first semester 

courses. 
 

Early September Ana O’Brien 
 

Course schedule 

Notice sent to obtain 

corrections to second 

semester course 

schedule. 
 

Late September Ana O’Brien 
 

Course schedule 

 OCTOBER   

Course counts for all 

faculty in candidate’s 

home department as well 

Early October Sue Bergeron Tenure Reports 

produced 
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as a report of all the 

course taught by the 

candidate. 

 

A Grade Distribution 

report of the candidate’s 

grades as well as a Grade 

Distribution report for all 

the faculty within the 

candidate’s department 
 

Contact chairs about 

faculty going on 

sabbatical for spring and 

how to re-assign major 

advisees. 
 

Early October Ana O’Brien Advisee information 

Send transcripts of 

February degree 

candidates to chairs for 

graduation clearance.  
 

Early October Liz Ziroli Senior clearance 

 NOVEMBER   

Report to chairs on 

Spring semester course 

enrollments. 
 

Late November Ana O’Brien Departmental Reports 
produced 

 DECEMBER   

Remind new and adjunct 

faculty about final 

grades for Fall semester.  

Assist Registrar in 

finding faculty with 

missing grades. 
 

Early December Pat Santilli Final Grades 

 JANUARY   

Prepare catalog materials 

– request electronic files 

of catalog materials from 

Dave Caldwell.  

Coordinated with Dave 

and Registrar. 
 

Mid-January Ana O’Brien and 

 Pat Santilli 

Catalog updated every other 

year. 

Senior deficiency notices 

sent to advisors. 

Mid-January Liz Ziroli Notices of senior deficiencies 

sent to chairs and all senior 

advisors. 
 

Send course counts for 

Spring and the Grade 

Distribution report for 

Fall. 
 

Late January Sue Bergeron Departmental 

Reports produced 
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 FEBRUARY   

Send course requisition 

forms and instructions 

for building the next 

year’s course schedule 

Early February 
 

Ana O’Brien Course schedule. 

Contact chairs regarding 

major advisees who need 

to be re-assigned to a 

new advisor due to 

sabbaticals and leaves. 
 

Late February Ana O’Brien Advisee information 

 MARCH   

Follow up with chairs 

who have not responded 

to changes to major 

advisees. 
 

End of March Ana O’Brien Advisee information 

 APRIL   

Send materials for May 

graduation clearance. 
 

Mid-April Liz Ziroli Senior clearance 

 MAY   

Remind new and adjunct 

faculty about deadline 

for final grades for 

Spring semester. 

Assist Registrar in 

finding faculty with 

missing grades. 
 

Early May Pat Santilli Final Grades 

Send Grade Distribution 

reports for Spring 

semester. 

Late May Sue Bergeron 
 

Departmental Reports 

produced 

 AUGUST   

Materials for Tenure 

cases are produced.  This 

includes a report that 

produces a list and labels 

for current senior, 

juniors and alums from 

the previous three years 

with a major in the 

candidate’s home 

department.  Also a 

report of current seniors, 

juniors and alums from 

the previous three years 

who took two or more 

courses with the 

candidate. 
 

Early August Sue Bergeron with 

Staff in  

Provost’s Office 

Tenure Reports produced 



 

  7 

 ON-GOING   

1. New courses created 

via Ed Pol. 

2. New and/or revised 

course descriptions for 

insertion in the on-line 

catalog. 

3. Changes to majors, 

minors, descriptive 

portions of the 

department’s section in 

the catalog.  Sent to 

Registrar’s Office via Ed 

Pol. 

4. Requests for 

departmental data and 

student transcripts. 
 

On-going  
 

On-going tasks involving the 

Registrar’s Office 

 

 

Office of the Registrar - Academic Calendar 
 

http://wheatoncollege.edu/Admin/Registrar/Calendars/ 

 

see also important dates schedules for:  

 

Fall 2009  

 

http://wheatoncollege.edu/Admin/Registrar/ImportantDatesFall.pdf 

 

http://wheatoncollege.edu/Admin/Registrar/FinalExams/ExamsFall.html 

 

Spring 2010 

 

http://wheatoncollege.edu/Admin/Registrar/ImportantDatesSpring.pdf 

 

http://wheatoncollege.edu/Admin/Registrar/FinalExams/ExamsSpring.html 

 

 

 

3. Course Scheduling 

Contact Person – Pat Santilli X3857 

 

 General Comments:  Scheduling is a very important aspect of the Department Chair’s 

job.  There is no doubt that it is a complex activity that requires departmental cooperation.  There 

are several dimensions of this to consider.  It is important to find a balance between M,W,R 

classes and T,R classes.  Similarly it is important to use the full daily schedule and avoid 

bunching classes in only a few time slots.  All this helps avoid conflicts for students when the 

select a schedule.  It is also important to be aware of course schedules in other departments 

http://wheatoncollege.edu/Admin/Registrar/Calendars/
http://wheatoncollege.edu/Admin/Registrar/ImportantDatesFall.pdf
http://wheatoncollege.edu/Admin/Registrar/FinalExams/ExamsFall.html
http://wheatoncollege.edu/Admin/Registrar/ImportantDatesSpring.pdf
http://wheatoncollege.edu/Admin/Registrar/FinalExams/ExamsSpring.html
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where there may be courses that your students take. And of course it is also important to consider 

the needs and constraints of each member of your department. 

 

 Over time there have been many instances of conflict among faculty members within a 

department that arises when someone believes that she/he has a less desirable teaching schedule 

than others; or has larger classes than others; or more difficult/less popular classes than others; or 

more preparations than others.  The best way to minimize these sorts of conflicts is to try to be as 

transparent as possible in determining the course schedule.  Sometimes this may require a 

departmental meeting devoted to a discussion of the basic principles that underlie the assignment 

of courses. It may require that records be kept of who has a less desirable schedule each year so 

that she/he can be compensated in the next year.  (It is generally easier to generate cooperation 

when one views negotiations over a longer time horizon that just one year.)  Also keep in mind 

that non-tenured faculty have the added pressure that goes along with their probationary period, 

and so at times may need special treatment.   

 

 Deadlines for handing in the schedule can be found in the Important Dates – Registrar’s 

Office section of this Handbook.  It is important for Chairs begin this process early so as to give 

department members time to respond to a preliminary schedule, and likewise it is important for 

department members to respond to her/his chair in a timely fashion so that the Registrar’s 

deadlines can be met. 
 

4. Department Meetings 

Provost Linda Eisenmann   eisenmann_linda@wheatoncollege.edu 

Associate Provost Elita Pastra-Lanids  epastral@wheatoncollege.edu  or 

Associate Provost Evelyn R. Staudinger staudinger_evelyn@wheatonma.edu 

 

 General Comments:  There probably is no single number that represents the optimal 

number of department meetings per semester.  This will clearly depend on the particular issues a 

department faces as well as the way department members work together.  Hearing from chairs it 

seems as though three meetings per semester is if not mean or mode it may be a median number.  

But more important that suggesting a number of meetings is to encourage the chair to talk with 

members of the department to get the individuals preferences about weather they want more or 

less meetings than the department normally has.  It is important to bear in mind that new faculty 

members who are working to learn department culture will be helped by more meetings for they 

provide a formal opportunity to learn about the issues the department faces and can learn the 

spectrum of opinions that can be found in the department.   

 

A second point is that it is counter productive to have meetings to formally make decisions when 

those decisions have been made de facto previously by tenured members of the department.  

Discussions should be real, and about substantial issues.  Although faculty legislation requires 

tenured members to meet separately for purposes of contract renewal, making tenure 

recommendations, and promotion recommendations, departments should think carefully about 

excluding non-tenured tenure-track faculty from other meetings.   

 

There are many issues departments may want to discuss in their meetings.  For instance 

departments may want to discuss grading standards and course content, particularly in courses 

that are taught by several members of the department.  It is certainly acceptable to share course 

grade averages among members of a department.  Similarly the interpretation of student course 

mailto:eisenmann_linda@wheatoncollege.edu
mailto:epastral@wheatoncollege.edu
mailto:staudinger_evelyn@wheatonma.edu
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evaluations could be discussed in department meetings and these data too could well be shared.  

Discussions about the department course offerings and the department’s contribution to college-

wide curricular initiatives such as connections, infusion, writing, quantitative analysis are 

important items for the entire department to consider.   

 

It is usually helpful to distribute an agenda prior to department meetings.  And it is important that 

all department members understand how to get items included on the agenda. 

 

Finally, it is important to add a word about confidentiality.  When discussing items that are 

related to individual members of the department chairs and other department members need to 

keep the precepts of confidentiality in mind. 

 

 

5. Student Advising 

 Contact Person – see below 

 

The department chair is responsible for ensuring that advising for the major is carried out in an 

effective fashion.  There are a couple of issues to consider here.  From the student’s perspective 

it is important that the advisor is available during advising week at predetermined times to 

discuss students’ schedules.  The student can expect that the advisor has a thorough knowledge 

of major requirements and general education requirements.  For this reason we discourage the 

use of adjuncts as advisors, and do not encourage full-time continuing faculty to become 

advisors in their first year on campus.  Secondly, it is important for the chair to divide the 

advising responsibilities as equally as possible among the members of the department.  The chair 

should be aware of the advising load of non-tenured faculty and be sure that it is not an 

overwhelming burden. 

 

There are many resources available to assist faculty in doing advising.  The handbook distributed 

by Academic Advising, “The 5 R’s,” contains a wealth of factual information and may be 

obtained from the Advising Office.   

 

Advising students is much more than course selection.  A good advisor is a fine educator who 

helps students think about their goals in life, how to accomplish them, and can direct students to 

resources at Wheaton to help them achieve their goals.   

 

6. Curricular Responsibilities 

Contact Person – Provost Linda Eisenmann x8212 or 

eisenmann_linda@wheatoncollege.edu 

 

The chair is responsible for coordinating the department’s contribution to the general education 

curriculum, as well as ensuring that the major curriculum, and capstone experience, reflect the 

department’s vision for a strong major program.   

 

There are several components of the general education program that departments should 

participate in.  These include: 

 

First Year Seminar 

Infusion 

mailto:eisenmann_linda@wheatoncollege.edu
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Connections 

Writing within the major 

Quantitative Analysis 

Beyond the West Courses 

Experiential learning 

 

Although not all departments can participate equally in all these initiatives it is important that 

departments contribute to the general education program to the extent possible.  In scheduling 

courses chairs need to keep in mind their obligations to these programs. 

 

Chairs should also encourage the department to periodically review their major courses and 

requirements to ensure that the program stays current with the thinking within the discipline.  Of 

course responsibilities of this sort require department-wide conversations, and are particularly 

important prior to a departmental review by outside evaluators.  Since outside reviews occur 

relatively rarely it makes sense for the chair to initiate these conversations from time to time. 

 

 

7. Faculty Searches 

Contact Person – Lynda Marcoccia  x3493 

 

 General Comments:  The Provost must approve all searches.  Some of the rules and 

expectations for tenure-track searches differ from those that apply to part-time or adjunct 

positions.  For instance, in the case of tenure-track searches departments must undertake a 

national search, but this is not necessary for hiring part-time or adjunct faculty.  You can expect 

salary and qualifications to be different as well.  At the end of this section you will find forms for 

requesting a new hire, for approval for campus visits, and for concluding a search.  These should 

be filled in and returned to the Provost’s Office.  

  

Tenure-Track Searches: Prior to the actual search itself departments must determine the 

fields and areas of specialization they need.  This should be discussed with the Provost. In order 

to ensure a deep pool of diverse candidates it is a good strategy to define your position as broadly 

as possible given departmental needs.   

 

 Next departments must generate a draft of the ad and send it to the Provost and the 

Faculty Affirmative Action Officer (FAAO) for approval and editing suggestions.  The final 

version should be sent to Lynda Marcoccia (in the Provost’s office) and the FAAO.  Lynda will 

see to it that it is posted on Wheaton’s web site.  Departments should expect to post the ad in 

their disciplinary publication and/or on the web.  Often the ad can also be placed in one major 

newspaper (in Boston Globe or Chronicle) in addition.  Consult with the Provost and FAAO 

about additional advertising venues as appropriate and as budgets permit.   

 

 It is recommended that departments have a conversation with the FAAO about sending 

letters to individual graduate departments.  Together the department and the FAAO can craft a 

letter that is inviting.  The FAAO will work to help deepen the pool of strong candidates from 

underrepresented groups, and will forward information on potential candidates to the chair of the 

search committee.  
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 Faculty Assistants in each building will help keep track of the applications.  Work with 

the secretary in your building to coordinate this work.   

 

 Typically three candidates are brought to campus for campus interviews.  It is possible to 

negotiate for more particularly when they are local, if you have compelling reasons to do so.  

During on-campus interviews candidates should meet with each member of the department and 

have a meeting with the Provost.  It is often a good idea to have them meet faculty members 

from other departments who may have related scholarly interests.  The “job talk” can take 

various forms depending on departmental judgment.  Some departments prefer that the candidate 

teach a class, while others prefer a presentation on their research.   

 

 Recruiting at Conferences.  Faculty members are expected to use their travel budgets to 

cover a portion of the cost of attending conferences while recruiting.  Under unusual 

circumstances you may consult with the Provost about extra funds to cover the cost of recruiting 

when you would not normally attend the conference.   

 

 Airfare.  Up to $550 toward airfare for candidates.  Anything over that should be 

negotiated with the Provost. 

 

 Transportation to and from the airport.  Department members should make arrangements 

to transport candidates to and from the airport.  The Foxboro bus and GATRA bus are options 

for candidates.  The Provost will not cover limo service.  Consult with the Provost if your 

department cannot provide transportation. 

 

 Hotels.  We are affiliated with the Courtyard Marriott in Foxboro and Holiday Inn.  The 

Provost’s Office will pay for moderately priced hotels.  It may be possible to use the Austin 

House to put up candidates.  Contact Susan Colson in the Provost’s Office (x3491) to see if it is 

available. 

 

 Dinner with the candidate.  The Provost’s budget will pay for two members of the 

department and the candidate.  Other members of the department may attend but they will have 

to pay for their own dinner.  The Provost’s Office will cover lunches on campus for the candidate 

and all members of the department who attend.   

 

 If you have questions about topics or questions that might not be appropriate to ask you 

should   contact the College’s Affirmative Action Office – Barbara Lema in Human Resources at 

x8206.  The following provide guidelines in this area.   

 

 Extra Negotiations:  Chairs should talk with the Provost about funds to cover moving 

expenses, start-up costs, and if there is need for special computer equipment.   

 

 Part-Time and Adjunct Searches:  Approval for undertaking a search must come from the 

Provost.  Departments must get approval for their ad from the Provost and FAAO.  Generally 

speaking since these need not be national searches advertising can be local and/or more targeted.  

The final draft of the ad should be sent to Lynda Marcoccia who will post it on the Wheaton web 

site.   
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 As many as three candidates can be brought to campus for interviews.  Consult with the 

Provost if you need to bring more.  Campus interviews can be less comprehensive than in the 

case of tenure-track searches.  For instance in some circumstance they may not meet all members 

of the department or give a job talk.   

 

 Consult with the Provost’s Office about reimbursement for transportation, 

accommodations and dinner.  Typically these searches are run on a smaller budget than tenure-

track searches.   

 

 

Below are some materials developed in Human Resources for hiring staff; much of this will be 

helpful for faculty searches as well. 

 

 

Statement of Non-Discrimination 
 

Wheaton College is committed to the principles of Equal Opportunity as defined under federal and state law and 

does not discriminate unlawfully on the basis of race, color, creed, disability, national/ethnic origin, age, religion, 

sex, sexual orientation, or disabled veteran/Vietnam-era veteran status in its admission policy, programs, or 

activities, educational policies, scholarship and loan programs, athletic and other College-administered programs, or 

employment practices and programs. 

 

The following person has been designated to handle inquiries regarding the non-discrimination policy: 

 

 Director of Human Resources/Staff Affirmative Action Officer 

 Wheaton College 

 Human Resources 

 Norton, Massachusetts 02766 

 (508) 285-8206 

 

 

Affirmative Action 
 

Wheaton College reaffirms its commitment to a more diverse faculty and staff and to a policy of affirmative action 

directed at increasing the presence of minority group members in the belief that a diverse Wheaton community is 

essential to our educational goals. 

 

In addition to the principles of non-discrimination embodied in the Wheaton College equal employment opportunity 

policy, Wheaton College is committed to the principle of affirmative action, which requires that we make positive 

efforts to overcome the effects of earlier patterns of exclusion or underutilization of minority group members, even 

if that exclusion or underutilization cannot be traced to particular discriminatory actions on the part of the College. 

 

The principle of affirmative action, as it is endorsed at Wheaton College, directs members of the College -- 

students, faculty, and staff -- to make special efforts in all areas of life and work at the College. In each case, the 

principle requires that we eliminate patterns of discrimination and ignorance about one another that obscure our 

recognition of human dignity and individuality and work toward achieving a more open, just, and tolerant 

community. 

 

Affirmative action as a principle yields clear directives: to take steps to remedy damaging imbalances and to avoid 

caricature slurs against members of any group and the deadening effects of ignorance. It does not teach us how to 



 

  13 

reach our goals in every instance. Therefore, the same principle requires us to be tolerant of diversity of views and 

to work together affirmatively in order to achieve these goals.  

 

 

Affirmative Action Policy 
 

The commitment to recruiting faculty and staff who are minority group members must be community-wide. For all 

categories of employment, especially where minority group members are underrepresented, we will make vigorous 

efforts to attract minority applicants and to give their applications careful consideration. To ensure the success of 

these efforts in every department, faculty and staff recruitment and hiring guidelines will be established and the 

search procedures of each hiring unit will be closely monitored. The Human Resources Department serves as a 

resource of information useful in recruitment of minority group members. 

 

The implementation of the affirmative action plan rests with all College community members who have the 

authority to make faculty or staff employment decisions.  Ultimate leadership for affirmative action rests with the 

President of the College.  The Affirmative Action Officer, responsible to the President, monitors the recruitment 

and hiring process and summarizes the results of College hiring with an annual report at the close of the fiscal year. 

The annual report describes the effort and the results of the affirmative action plan, and evaluates the effort in terms 

of the results. 

 

 

 

Interviewing Guidelines & Suggestions 
 

Preparing for the Interview 
 

· Analyze, in advance, the knowledge, skills, abilities and qualifications that are important 

for someone to have in the position and design questions that can assess whether a candidate 

possesses them. Please refer to the section on Sample Interview Questions on page 16 and 17. 

 

· Before the interview, you should identify the specific skills you are looking for in a 

qualified candidate and then list these skills on the Interview Summary Sheet on page 24. This 

will ensure that everyone participating in the interview process is assessing and evaluating 

candidates based upon the same criteria, knowledge, skills and abilities.  

 

· Before the interview, spend a few moments reviewing what you want to accomplish in 

the interview and what information you want to gather from your candidates. 

 

· Identify open-ended questions to ask each applicant.  Questions which cannot be 

answered by a simple yes or no will require the candidate to think and formulate well thought-

out responses.  Such questions will help you to better assess a candidate’s technical and 

performance skills.  

  

· Ensure that all your questions are job related.   

 

 

During the Interview 
 

· Be sure to ask the same questions of all candidates. 
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· Do your best to create a proper interview environment.  Interviews should be conducted 

in privacy and somewhere you can be relatively assured that you will not be interrupted. 

 

· Put the candidate at ease.   

 

· Before beginning the interview, explain to the candidate what the format of the interview 

will be.  For instance, “You will first meet with Mr. Jones, the Asst. Director and then with Ms. 

Smith, the Director”.  

 

· If a committee will be interviewing, introduce all the members of the committee and 

explain what the format will be (e.g., members will each have an opportunity to ask questions).  

 

· Let the candidate do most of the talking.  You should not be doing more than one third of 

the talking. 

 

· Be aware of body language and non-verbal communication. 

 

· Listen carefully to the candidates responses to your questions.  Follow-up and probe 

information that they provide in their responses.   

 

· Allow an opportunity at the end of the interview for the candidate to ask questions.   

 

· Before ending the interview, let the candidate know what the next steps will be and what 

the approximate timeframe will be for second interviews (if necessary) and a final decision.   

Explain how they will be notified of your decision. 

 

 

After the Interview 
 

· After each interview, complete an Interview Summary Sheet and assess each candidate 

based on the qualifications, knowledge, skills and abilities outlined in the position description. 

 

· Review your information.  Review the position description, your notes from the 

interviews, feedback from others who interviewed the candidates and the information you 

gathered during your reference check to determine which candidate is the best match for the 

position.  
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INTERVIEW SUMMARY SHEET 

 

 

                         

(Position) 

 

 

(Applicant Name) 

 

 

(Date Interviewed) 

 

 

Please provide your opinion of how well the candidate meets the position’s requirements in the 

following areas: 

               does 

            not meet           meets         exceeds     N/A 

1. Educational background         

 

2. Related Experience          

 

3. Skills and Abilities (please list)        

 

 _____________________________        

 

 _____________________________        

 

 _____________________________        

 

 _____________________________        

 

 _____________________________        

 

4. Overall assessment: 

 

 undecided  unacceptable  acceptable  outstanding 

 

 

 

Comments: 
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HIRING REQUEST AND APPROVAL FORM 

 (Submit hiring request and approval form to Lynda by September 15) 

 

DEPARTMENT: 

 

 

POSITION REQUESTED (Tenure track, Term, Visiting, Part-time, etc. and area of expertise) 

 

 

 

 

JUSTIFICATION FOR HIRE: 

(Attach additional justification, limited to a single page, as necessary) 

 

 

 

 

REPLACEMENT or INCREMENTAL HIRE -- EXPLAIN: 

(Attach additional justification, limited to a single page, as necessary.  This will be shared with 

the Provost’s Advisory Committee in the case of incremental hires.) 

 

 

 

 

COURSES TO BE TAUGHT BY APPOINTEE IN FY__: 

 

FALL       SPRING 

 

 

 

 

ADJUNCT CLASSES TO BE REASSIGNED TO CANDIDATE, IF HIRE IS 

INCREMENTAL: 

 

 

 

 

PERCENTAGE DEPARTMENTAL REDUCTION IN PART TIME CREDITS AS A 

CONSEQUENCE OF HIRE: 

 

 

 

 

PROPOSED ADVERTISEMENT: 
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JOURNALS / ONLINE SITES WHERE AD IS TO BE POSTED: 

 

 

 

 

SCHEDULED MEETING WITH FACULTY AFFIRMATIVE ACTION OFFICER: 

 

 

 

 

ADVERTISING COST ESTIMATE: 

 

 

 

 

SEARCH COMMITTEE MEMBERSHIP: 

 

 

 

 

SEARCH PROCEDURE:   

(E.g.  research presentation to department, class instruction, visit with search committee 

members, visit with all department members individually, ranking of finalists by vote of all 

tenured and tenure-track members, etc.  – as applicable, of course)  

 

 

 

 

----------------------------------------- 

Department Chair 

 

 

----------------------------------------- 

Provost 
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REQUEST FOR CANDIDATE VISITS TO CAMPUS 

(Submit to Lynda Marcoccia before visits are scheduled; refer to attached policies for details) 

 

 

NAMES OF FINALISTS FOR CAMPUS VISITS (Typically no more than 3): 

(Please attach resumes) 

 

 

 

 

 

 

PLANNED SCHEDULE FOR VISIT:   

 

 

 

 

 

 

 

ESTIMATED BUDGET: 

 

 

 

 

 

 

 

 

 

 

--------------------------------------- 

Department Chair 

 

 

 

 

 

---------------------------------------- 

Provost 
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FINALIST / APPOINTEE 

(Submit to Lynda at conclusion of search) 

 

NAME OF APPROVED FINALIST: 

 

 

RANK AND TITLE: 

 

 

SALARY: 

 

 

DATE OF OFFER: 

 

 

DATE OF ACCEPTANCE: 

 

 

CURRICULAR ENHANCEMENT: 

 

 DEPARTMENT:   

 (Provide a brief account of potential contribution by the appointee to the major) 

 

 

 

 

 COLLEGE:   

 (Provide a brief description of the appointee’s ability to contribute to one or more 

aspects of the Wheaton curriculum:  FYS, Connections, Infusion) 

 

 

 

 

 

 

 

 

------------------------------ 

Department Chair 

 

 

 

------------------------------ 

Chair of Search Committee 
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8. Orienting New Faculty 

 

 Your biggest help in getting new faculty members off on the right foot is you building 

Faculty Assistant.  She probably has a booklet for the new faculty that will provide them with the 

information they will need about support services.   Some of the important first steps you will 

want to be sure are taken care of include: 

 

Determine where her/his new office will be 

Contact Locksmith (X 3880) to get a key to the office 

With the Faculty Secretary contact Scott Hamlin (X3767) to secure a computer 

Get set-up with email account 

Contact Leanne Wood (3412) to get phone set-up - voice mail, PAC number.  

Meet with Human Resources 

Get Wheaton ID card at Public Safety 

 

 It is a good idea to walk your new colleague around the campus to give them a sense of 

the place.  Inform them that there will be a New Faculty Orientation that they will be invited to 

attend.  Encourage them to attend this session.   

 

 If you are not their departmental mentor introduce them to her/him, and also introduce 

her/him to her/his outside the department mentor as well.   

 

 

9. Annual Evaluations of Non-Tenured Faculty 

Contact Person – Linda Eisenmann x8212 

 

Begin by consulting Faculty Legislation (III. B.) that deals with Reappointment and Evaluations.  

The Provost’s Office will send Chairs a copy of the annual evaluation form, along with the due 

date for its return that is usually the first week in June. In preparing an annual evaluation the 

Chair should consult with other senior members of the department, and of course with the faculty 

member being evaluated.  The annual evaluation is an opportunity for senior members of the 

department to provide substantive feedback to the non-tenured member on her/his progress 

toward tenure in the three critical areas of teaching, scholarship, and community service.   

Evaluations are most effective when built upon frank conversations between the chair and the 

non-tenured faculty member being evaluated.   

 

All annual evaluations become part of the tenure dossier of the faculty member being evaluated.  

It is important for these evaluations to document the faculty member’s progress.  It is 

inappropriate for instance to have six years of glowing evaluations and then little support at the 

time of tenure, or equally critical evaluations with a strong recommendation for reappointment.   

 

The annual evaluation is also the place for non-tenured faculty to provide her/his own analysis of 

her/his strengths and weaknesses in the three areas considered for tenure. This is a place to 

thoughtfully respond the tenor of student evaluations of their courses.   

 

At the same time that we want honest substantial comments it is also important for the chair to 

recognize the importance of being supportive of junior colleagues.  Building a bond of trust 

between the Chair and non-tenured faculty is an important part of the chair’s duty.     



 

  21 

 

If a non-tenured faculty member wants to know how her/his course evaluations compare to other 

members of the department, or how her/his grades compare to others in the department this 

information should be made available to her/him. This information can be shared by providing 

average evaluation scores and grade distributions and averages.   

 

Although it is not required the Chair may want to provide a comparison of the teaching 

evaluations (through means or medians) with other senior colleagues.  This not only provides 

feedback to the non-tenured faculty member, it also provides context in evaluating teaching.  

Since these comparisons will be required in a tenure case it reduces the workload at the time the 

case must be prepared.  It is worth noting that student evaluations are not the only way to 

evaluate teaching.  Many departments have senior members visit classes and write comments 

about the teaching of non-tenured faculty. Of course, the class visit should be arranged with the 

help of the faculty member being evaluated.   

 

If you have questions or concerns about the annual evaluation or the process in doing it do not 

hesitate to contact the Provost’s Office.  

 

 

10. Contract Renewal and Termination Information 

 

The following information is drawn from Faculty Legislation section II. – Faculty Appointments 

and Provisions letter B – Duration of Appointments and Notice of Termination.   

 

“In decisions regarding non-reappointment of full-time faculty members, care will be taken to 

observe the following standards of notification, endorsed in 1964 as the official policy of the 

American Association of University Professors: 

 

a. Not later than March 1 of the first academic year of service, if the appointment expires a the 

end of that year; or if a one-year appointment ends during the academic year, at least three 

months in advance of its termination. 

b. Not later than December 15 of the second academic year of service, if the appointment 

expires at the end of the year; or if an initial two-year appointment ends during an academic year, 

at least six months in advance of its termination.   

c. At least twelve months before the expiration of an appointment after two or more years of 

service.   

 

Non-tenured faculty members who are reappointed will be informed of the duration of their next 

term of appointment no later than June 30 of the last year of their current appointment.   

 

By March 1, with the exception of replacements for faculty members on leave and of individuals 

appointed to teach a single course in one semester, part-time teaching personnel shall receive a 

letter either informing them of reappointment or non-reappointment or informing them of the 

reasons why such information cannot be given at that time and when information concerning 

reappointment or non-reappointment will be available.”  

 

 

If you have questions regarding this contact Lynda Marcoccia in the Provost’s Office (x3493) 
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11. Tenure Legislation 

 

Department Chairs who have non-tenured tenure-track faculty colleagues should refer to faculty 

legislation:  Section III - Policies and Procedures Respecting Recruitment and Appointment, 

Reappointment, Promotion, Tenure, and Termination of Teaching Faculty 

Part D – Tenure.  Here you will find Guidelines including the normal probationary period, details 

on the structure of the tenure committee, and procedures of the tenure committee. 

 

In The Faculty Handbook under “Provost Area” section G you will find “College Calendar, 

Committee memberships, and Guidelines”.  There you will find a section entitled, 

“ Procedural Guidelines of the Tenure Committee.” This section is divided into the following 

sub-sections: (1) General Policy and Procedures, (2) Notification of Tenure Candidacy or 

Possible Candidacy, (3) Spring meeting of Candidates, (4) Solicitation of Letters from Outside 

Referees, (5) Solicitation of Other Letters of Recommendation and Appraisal, (6) The Dossier, 

(7) The Meeting, (8) Notification of the Candidate Concerning the Decision. This material is 

helpful for chairs who may be bringing a colleague up for tenure.  It is also important 

information for non-tenured tenure-track faculty to be aware of early in their career here.  It is a 

good practice to refer your new tenure-track colleagues to this material early in their first 

semester at Wheaton.   

 

 

12. Sabbaticals 

 Contact Person – Lynda Marcoccia  x3493 

 

 General Comments: The chair should work with members of the department to plan 

sabbaticals so that there is a minimal impact on teaching and class offerings.  If more than one 

person is eligible for a sabbatical in a single year the Chair might want to talk to the Provost to 

determine if it is possible for one of them to wait a year without that delaying the next sabbatical 

for a year when this is in the interest of the program.  

 

 Normally the person going on sabbatical will have to let his/her office be used by the 

replacement person.  If the faculty member going on sabbatical will need to use an office the 

Chair should contact the Faculty Secretary in the building to see if one is available, and if not 

contact the Provost’s Office to see if there is any other options.    

 

 Although it is the job of the Department Chair to approve sabbatical timing if the chair 

and department member(s) cannot agree on the timing of sabbaticals the Chair should contact the 

Provost to explain the difficulty and seek a solution. 

 

 It is a good practice to review departmental sabbatical plans at the start of each year to 

determine if plans have changed for anyone and to be able to schedule sabbaticals in a fashion 

that fits departmental needs.  This also alerts new faculty to sabbatical options serves to help 

them plan for the future.   

 

 Sabbatical Replacements: It is the general rule that the Provost replaces two courses for 

every three lost to sabbaticals. It is also the case that sabbaticals should be taken during a 2-
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course semester in a normal 2/3 teaching cycle.  Hence it is not the case that fully 2 courses are 

replaced when taking a sabbatical during a 2-coourse semester.  Furthermore, course 

replacements are generally paid on a per-course basis.  Salary should be negotiated with the 

Provost but the current general policy is $5,000 per course for someone with a Ph.D.  

 

 

Sabbatical Options: 

Full Sabbaticals:  Tenured faculty are entitled to either a semester at full pay, or a year at half-

pay after 12 semesters of full-time teaching.   

 

Mini Sabbaticals: Tenured faculty are eligible for Mini Sabbaticals after 6 semesters of full time 

teaching.  Mini Sabbaticals are one semester at 75% of that semester’s pay.   

 

Junior Sabbaticals: Junior Sabbaticals are available for non-tenured tenure-track faculty, usually 

taken in their third or fourth year. They are paid on the same basis as Full Sabbaticals.   

 

 

13. Departmental Reviews 

 Contact Person - Lynda Marcoccia x3493 

 

 
 

DRAFT 10/6/04 

Planning for a Departmental / Program Review 
 

Review Process: 

 

2. A departmental review process will typically include the following: 

a. Departmental Self-study 

b. A report by two faculty reviewers from comparable institutions who have department 

chair, planning, or other relevant experience 

c. An optional report by a faculty member from another Department within Wheaton 

College; departments may decide on whether or not to have an Internal Reviewer in addition to 

the External Reviewers 

d. A report by the Provost 

 

3. Sources for finding External Reviewers include professional organizations (who may also 

have guidelines for effective departments or majors), nominations from deans and provosts at 

comparable colleges, and the personal knowledge of the provost and/or members of the 

department. 

 

4. The Provost selects Internal and External Reviewers in consultation with the Department 

Chair.  The Department may veto any selection it deems unacceptable. 

 



 

  24 

 

 

Planning for the Visit 

 

1. The Department sets the agenda for reviewers’ visits in consultation with the Provost, 

deciding on what questions it would like to ask and where the Department and College should 

put its focus. 

 

2. The Department should do a self-study and make it available to reviewers at least two 

weeks before their visits.  The Provost’s office will provide support through breakfast and lunch 

for a departmental on-campus retreat in the January or summer before the self-study. 

 

3.  The Provost’s office will arrange the logistics of the External Reviewers’ visits, which 

may be conducted jointly or individually, in consultation with the Department. 

 

During the Visit 

 

1. Reviewers should meet with faculty and student majors and with others who have been 

identified in the departmental agenda. 

 

2. Reviewers should have access to all relevant administrators and staff. 

 

3. In addition to the questions on the departmental agenda, Reviewers should serve as new 

eyes observing issues or problems, strengths or weaknesses that may not have occurred to the 

Department. 

 

After the Visit 

 

1. Reviewers will return their reports within six weeks after completion of their visit and 

review to the Department Chair and the Provost.   The Provost will discuss these Reports with 

the Provost’s Advisory committee of the College who will consider all documents collectively 

and with the Provost meet with the Department Chair and / or Department to evolve action plans 

that may derive from these reports.  Action plans should be accompanied by a time line and a 

follow up report by the Department to the Advisory Committee and Provost.  The Chair and 

Department will be expected to evolve directions that address any concerns that may have 

surfaced in Reviews by working closely with members of the Department, faculty committees 

and offices, as appropriate, and the Provost. 

 

2. The Department should produce a commentary and /or response to the Reviewers’, 

Provost’s, and Committee’s reports as part of its forward planning.  The Provost’s office will 

provide support through breakfast and lunch, for a departmental off campus planning retreat in 

the summer or January following the visit.  Portions of this Retreat may include members of the 

Advisory Committee, the Internal Reviewer, the Provost, and President, as determined by the 

Department. 

 

3. The Self-study, Reviewers’ reports, Provost’s report, Committee’s Report, and 

Departmental response as well as its follow up report will become part of the College’s 

institutional planning process. 
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Departmental Review Guidelines 

 

Each academic department at Wheaton shall, over the next five years and then at roughly ten-

year intervals, undertake a review of its programs and mission.  This periodic review shall 

include both a self-assessment and assessment by a team of external reviewers, normally three or 

four professionals in the departmental discipline selected jointly by the Provost's Office and the 

department.   

 

The goals of this process shall be to assess departmental strengths, to determine areas or 

concerns for improvement, and to develop plans for maintaining strengths and implementing 

improvements.  In generating its own assessment, each department will be expected to follow 

these guidelines: 

 

1. In addressing departmental strengths, the department shall:  

 Describe its orientation within its discipline(s) compared to departments at other 

institutions and to national or international orientations.  

 Define particular areas of expertise and strength that are represented in its faculty.  

 Describe how it meets its institutional role in fulfilling the goals and mission of the 

College. 

 Characterize the department's relative emphasis on research and teaching and the relation 

between the two in determining curriculum, working with students, etc.   

 Provide a Departmental Mission Statement. 

 Departments that include more than one program or discipline should describe the 

advantages and disadvantages of this aspect of their identity as well.   

 

2. The department should include in its consideration of curricular strengths and its concerns or 

challenges the following: 

 the breadth and depth of coverage of topics across the discipline both within and outside of 

courses in the major (How well do course offerings cover the field?); 

 the balance of courses for majors and non-majors at different levels; 

 the balance and impact of "service courses" on its curriculum; 

 how well its offerings fulfill institutional expectations for across-the-curriculum 

commitments (FYS, Infusion, Connections, writing, Q.A., technology, experiential 

learning…); 

 how majors acquire the particular intellectual and expressive skills needed to work in the 

discipline, and how its major programs and requirements relate to national standards, if 

applicable,  in the discipline (How well does the major meet goals?); 

 other means by which the department evaluates or assesses its ability to meet curricular and 

program goals and the teach its students; 

 how its offerings support of interdisciplinary perspectives and study; 

 how the department supports independent research and thesis study; 

 the capstone experience in the major; 

 the number of majors and anticipated trends in enrollment and interest (data for these and 

other statistical questions may be obtained from the Registrar); 

 the numbers of students enrolling in individual courses and the impact of enrollments on 

offerings and curricular planning; 
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 the criteria for capping enrollments and the effect of enrollment limits on offerings and 

availability; 

 the number of majors studying abroad or off-campus and the effect of these numbers on 

program; 

 the internship and student-faculty collaborative research opportunities available to its 

majors; 

 the strength of extra-departmental resources on campus that may be important in 

supporting its mission (Library/LIS, Center for Global Education, Filene Center, Advising, 

etc.); 

 how it prepares students for work beyond college, in the job market or in post-graduate 

study; 

 any other criteria or terms it wishes. 

 Departments with more than one program or discipline should consider the impact of their 

multiple functions or missions on any or all of the above concerns. 

 

3. The department should review its existing staffing plan, identifying areas of strength that 

accrue through individual members of the department or are staff-dependent, as well as areas for 

development.  The review should consider such issues as: 

 the balance between tenured and untenured faculty, 

 planning for any anticipated retirements (or replacements) of faculty 

 typical practices in covering courses unstaffed because of leaves, 

 and in hiring part-time replacement faculty and level of dependence on temporary faculty, 

 long-range staffing expectations and plans. 

 

4. Finally the department should indicate how it hopes/expects to maintain its identified 

strengths and address concerns and challenges.   

 What changes, if any, does the department propose in its curriculum or programs? 

 What resources not already available will be needed to address concerns or support 

recommended changes? 

 What other kinds of support or resources (e.g., from Library/LIS, College Learning Center, 

etc.) would help the department fulfill its mission? 

 

 

14. Department Budgets 

Contact Person – Lynda Marcoccia x3493 

  and Faculty Assistant in your Building  

 

The Faculty Assistant in your building can help you with ordering, and keeping track of 

your department’s budget.  If you want to access your budget you can do that in two different 

ways: though WINDOW and through Banner.  At this time, the step by step guides are being 

updated for both WINDOW and Banner and will be linked to this document once they become 

available.  To access your budget in the meantime, your best bet is to ask your Department 

Assistant to help you. 

 

 

15. Student Assistants 

Contact Person – Claudette Newport x3862 
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The following information is from Student Financial Services and pertains to hiring student 

assistance.  

 

 

Student Employment Department FY 2010 Budget Allocations 

Unless notified, department student employment supervisors may assume that your 09-10 student 

employment budget allocation will remain the same as the 08-09 allocation. New additions 

requested through the 09-10 budget process will be reviewed by your division officers. 

As in the past, each departmental allocation is presented in two parts to represent the funds 

available to hire students under the Federal Work-study (FWS) and Wheaton Work-study (WWS) 

programs.  Unlike other unrestricted lines within your operating budgets, unused student 

employment funds may not be transferred to cover any other operating expenses within your 

department.  You may request a transfer of funds into a student employment line if you choose to 

supplement your base allocation with funding from other budget lines.  This may be done on a one-

time or permanent basis. Please feel free to contact the Budgeting Office at x3621 if you have 

questions related to your budget allocation.  

For current pay rates and yearly work-study awards amounts see: http://wheatoncollege.edu/seo/ 

Student Work-study Awards 

Students’ total yearly earnings must not exceed their total yearly work awards.  If a 

student works in more than one campus job, the student’s total yearly wages must not exceed the 

total work award.  On occasion, a FWS award will be less than the standard amount due to 

unique financial aid packaging requirements.  Please feel free to contact Student Financial 

Services if you have questions pertaining to your students’ work awards. 

Rehire Policy and Procedures 

 Hiring preference for working on campus should continue to be given to FWS students. 

These students have been offered the opportunity to work on campus as part of their financial 

aid awards.  The college has a primary obligation to ensure that positions are available for all 

FWS students who wish to utilize this part of their aid awards. 

Before rehiring students, department supervisors should check with your department’s 

budget manager to determine the funds (both FWS and WWS) available for hiring student 

employees for the coming year. 

 

 Departments may rehire both FWS and WWS students into their current jobs, or may 

promote current students to existing jobs within the department.    

To ensure the timely processing of Work Authorization Forms (WAFs) for your returning 

students, supervisors should follow the steps outlined in the information sheet, “How to Rehire 

Student Employees.”    

http://wheatoncollege.edu/seo/
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 All rehired students who have been authorized to work by the Student Employment Office may 

begin working the first day of the academic year.  

Web Focus Reports 

Information regarding the status of your student employees’ academic year earnings, and 

your department’s student employment allocation usage can be accessed through Web focus  

reports located on the Campus Community Access Domain using Internet Explorer (Instructions 

are attached.): 

Report by Supervisor – shows student employees and their earnings,by fund, for a specific 

supervisor in a department. 

 

Student Employ Report – Detail – detailed report showing all  

student employees hired within a department’s org. number and their earnings. 

 

Student Employ Report – Summary – shows status of department’s student employment budget 

by account (i.e., 68110, federal work-study; 68120, Wheaton work-study, etc.) 

 

Student Remaining Award Report - shows the status of student employees’ work awards in a 

department as well as students’ earnings in other jobs held on campus. 

 

 

Performance Evaluations 

The Student Employment Office strongly recommends that supervisors conduct 

performance evaluations with their student employees. Whether the feedback is positive or 

negative, dialogue between supervisors and students proves to be invaluable in how it affects a 

student’s continuing performance and retention.  The evaluation form is attached for your 

convenience. Please complete and return a copy to the Student Employment Office by June 1
st
.  

We recommend that supervisors keep one copy and give a copy to each student.  

We in Student Financial Services appreciate your participation in this process.  Please 

feel free to contact me at cnewport@wheatonma.edu or ext. 3862, if you have questions, or if I 

can be of further assistance. 

 

The College continues to be committed to its policy that federal work-study recipients be given 

priority for work opportunities on campus. We will conduct a budget review at the end of the 09-

10 academic year to determine if there are any departments that have consistently underutilized 

the Federal Work-Study portion of the student employment budget. We will then redistribute  the 

unused portion of the FWS allocation to another department that is able to employ additional 

FWS students. 

 

We appreciate your continued cooperation and participation in the College’s commitment to 

student employees.  Please feel free to contact our offices with questions related to the above 

information. You should be able to check your student employment budget through WINDOW 

as described above. 

mailto:cnewport@wheatonma.edu
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16. Contact Information 

 

Academic Advising at the Filene Center– James Mancall & Alex Trayford x8215 

http://wheatoncollege.edu/Advising/ 

 

Registrar’s Office – x8247 

http://wheatoncollege.edu/Admin/Registrar/ 

 

Center for Global Education – x4950  

http://wheatoncollege.edu/Global/ 

 

Marshall Center for Intercultural Learning – x3532 

http://wheatoncollege.edu/Multi/ 

 

Media Services - Ellen Kane x3806 

http://wheatoncollege.edu/technology/locate_borrow/MediaServicesRequestForm.html 

 

Provost’s Office - x3493 

http://wheatoncollege.edu/Provost/ 

 

Student Financial Services –x3862 

http://wheatoncollege.edu/Admin/SFS/ 

 

Human Resources – x8206 

http://wheatoncollege.edu/Admin/HumanResources/ 

 
 

17. Current Department Chairs (2009 - 2010) 

http://wheatoncollege.edu/Provost/faculty/Dept_Chairs_2009_10.pdf 

 

  

  

18. Outside Resources 

 

A wealth of information can be found on the American Council on Educations web site at: 

 

http://www.acenet.edu/resources/chairs/ 

 

The Council of Independent Colleges runs Chairs workshops.  Information on them can be seen 

at: 

 

http://www.cic.org/conferences_events/workshop/teaching/2006Dept_Div.asp 

 

The Department Chair, a journal published by Anker Publishing  

 

http://www.cic.org/conferences_events/workshop/teaching/2006Dept_Div.asp 

http://wheatoncollege.edu/Advising/
http://wheatoncollege.edu/Admin/Registrar/
http://wheatoncollege.edu/Global/
http://wheatoncollege.edu/Multi/
http://wheatoncollege.edu/technology/locate_borrow/MediaServicesRequestForm.html
http://wheatoncollege.edu/Provost/
http://wheatoncollege.edu/Admin/SFS/
http://wheatoncollege.edu/Admin/HumanResources/
http://wheatoncollege.edu/Provost/faculty/Dept_Chairs_2009_10.pdf
http://www.acenet.edu/resources/chairs/
http://www.cic.org/conferences_events/workshop/teaching/2006Dept_Div.asp
http://www.cic.org/conferences_events/workshop/teaching/2006Dept_Div.asp
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The University of Michigan has a great resource center on Mentoring.  Go to 

 

http://www.crlt.umich.edu/publinks/facment.html 

 

 

19. Best Practices 

 

 This begins to collect “best practices” as reported in meetings of department chairs.  This 

is simply a list of things that have worked in one department or another.  If you would like to 

make other suggestions please contact Associate Provost Evelyn Staudinger. 

 

Non-Tenured Faculty Scholarly Presentations 

 

 As your non-tenured faculty if they would like to make a presentation about their 

scholarship to members of thee department and interested students.  You can arrange if for a late 

afternoon and follow with dinner through the line.  Contact Events and Conferences to reserve a 

dining room. 

 

Class Visits 

  

 Broaden the traditional tenured faculty visit to the class of a non-tenured faculty by 

having non-tenured faculty visit tenured faculty classes as well. 

 

 

Planning 

 

 In a department at the close of the year discuss (1) what the department has achieved this 

year; (2) what it would like to achieve next year; (3) and who will be responsible for each of 

those goals. 

 

 

http://www.crlt.umich.edu/publinks/facment.html

