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department colleagues about decisions affetctiagepartment and not to act unilaterally. Yet chairs
can still act as leaders in multiple ways. For some, being an effeetder can mean setting an
examplefor departmental colleagues Ipgrforming exceptional wok and byembodying the qualities
that the chair wishes to seeeryone achieve in teaching, research, and service. A departmemhapair
demonstrate leadership by performimgll at tasks that all facultynembes areexpected to perform.

Others takeéhe concept of leadership furthend believe that to benaeffectiveleader means providing
others with theools to reach theifullest potential. This is mmorechallengingway to express
leadership, especiallyhen servinges chair for thdirst time in a department with experienced faculty.
Still othess view leadership as tlability to help thedepartment come to aunified vision and generate
ideas about how to accomplish thatign. No doubt therare multiple routes to success as chair but
bringingcertain personadnd interpersonal qualities over tirnan manifests strondeadership skills,
such as conscientiousness, responsiveness, diplogwayjudgment, and fairness.

General JobDescription for Department Chair

For manydepartmatal matters, Department Chairs work directly with fkesogate Deans and the
Dean of theCollege. The~acultyHandbook has a thorough outlineresponsibilities foDepartment
Chairs. Thecurriculum, faculty course assignments, budget management and bt diestglty
evaluation and review, search requests, student andspevision, and preparation aefdepartmental





https://my.oxy.edu/home

ITS, the Registrar, Campus Sgfehe Dean of the College). Chairs should also be familiar withithien

contractlt is expected that all T3 and FTNTT hold at least 3 hours of office hours each week. PTNTT are
expected to hold at least one hour of office hours per course taught in any given semester, and are expecte
to offer time to students by appointment.

Support for Course Improvements Individual faculty members may apply for funds for pedagogical
innovation or attendance at meetings on teaching through the Dean of the College and the Director of the
Center for Teaching Excellence.

Advising: The Chair has gen& oversight of the advising of majors and should be familiar with the
general academic policies of the College as laid out in the College Catalog. In some departments, the Chait
serves as the authority on course placements, advising students as tordpeiatp course(s) to take

based on standardized exam scores, placement exams, and/or transfer courses. In departments with hig
advising loads, the chair may be involved in the advisor assignments for newly declared majors in order
to ensure an even digtution between faculty advisors.

When a department faculty advisor is on leave or sabbatical, the chair works with that faculty member to
temporarily reassign advisees to other colleagues. The chair should also alert students to any advisor
changes andnsure that they know how to contact their temporary faculty advisor. All temporary advisor
reassignments should be reported via email to the Director of Advising.

Chairs should also be cognizant of academic progress for department majors and prosiiog sugyport

to ensure success and graduation. Every year Academic Affairs deals with many students who face
difficulties meeting all graduation requirements by the end of their senior year. We encourage Chairs to
allocate time at a department or prograseting to discuss the progress of their majors and identify those
students who may not be making good progress toward their major. If a student is at risk of not graduating
on time, or is at risk of not achieving the required 2.0 GPA in major, the Cluaildstonfer with the
Associate Dean for Student Academic Affairs about a plan for remedying the situation.

Evaluation: Staff reviews are conducted annually in a process described in an annual communication
from the Director of Human Resources. The Human Resources Department will provide training to all
Faculty involved in conducting performance reviews for the staff iin tepartment.

Assessment:$QQXDOO\ WKH &KDLU SUHSDUHV IRU WKH "HDQTYTV RIILF
Accreditation an annual Departmental Assessment report based on an assessment plan. These annu
assessment reports inform and are inetuoh ProgralRHYLHZ WR EH FRRUGLQDWHG ZL
Information on the cycle of program reviews can be found onkh8 W & KDLUV 35HVRXUFHV’

Course Evaluatins:



departments. The Chair must allot time to canuy these duties. The Chair needs to know where to refer



whether a course in the major can count toward a specific major requirement. You may also need to
refer the student for input from another Chaie.qg., if the student has math courses that may @sunt
prerequisites for courses in a physics major.

Reviewing Courses

When a student approaches you for approval for transfer credit, your approval depends on how you
classify the course(s) within your department. You can request that the student priovidation
including, as necessary,

() the catalog entry, including the course description;
(ii) information about the instructor's credentials;



Workflow and Timeline

Summer courses: Many students mekgiest§or summetransfer credits in April, Mayand June;
sometimes students request "second sessiohercourses later in the



https://www.oxy.edu/sites/default/files/assets/Registrar/transfer_credit_course_substitution_web1_0.pdf

Meeting and APC Materials Moodle site
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Do not reserve seats for frosh in 300 and-400
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The APC advises the Dean of the College on tetrak faculty position planning, and advises the Dean,

who in turn, works with the President, on how to fill vacant faculty positions on ebgasese basis.

Vacant or new fadty positions are filled only after a notification of approval from the Dean of the
College. When a department has been notified that a vacant or new position has been funded, a formal
search process can begin.

One of the most important tasks of facultgmbers at Occidental College is the selection of new faculty
members. The Department Chair will either chair the search or will appoint the chair of the search, and
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Department Chairs shalilconsult the AAC Search and Hiring Guidebook to make sure that their
interviewing protocols treat all candidates equitably.

Recommendation and Offer 2QFH WKH FDQGLGDWHV KDYH EHHQ LQV
recommendation for hiring should be madehi® Dean. If the Dean and the President are in accord, then

the Dean will discuss the terms of the offer with the Chair and make an offer. It is important that when an
offer is being made, candidates be told that they must satisfy the legal requirencrds@immigration
requirements, if any) to be hired at Occidental College or the offer will not stand. It is the responsibility
of the hired person to obtain proper visas, if necessary; the College, as the employer, will assist with the
payment of filingfees and the antt UDXG SROLFH IHH 6SRXVHVY RU SDUWQHUYV
supported financially by the College. Note that if the person selected and hired is not able to complete
immigration formalities before classes start, he/she mageplaced on payroll. Please be aware that we
have experienced delays that have taken up to an entire semester longer than expected. It is helpful tc
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above for Tenurd@rack searches (excluding the requirement of submitting a position proposal to the APC,
and the requirement of Presidential approval for the hiring of the FT NTT faculty member).

The amount of funding available for FT NTT appointmenta®ss will not be equivalent to that for
permanent tenurrack appointments, but the exact limitations for the year will be indicated in the
recruiting guidelines. In all cases, the Dean must agree to the appointment, and a job description must be
approvel by the Dean before the search begins. It is understood that the teaching load for all FT NTT
appointments is six courses.

Interviews Required: For persons to be appointed ftithe for one or two years, the Department Chair
will interview the candidate,
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is a person who is a relative or domesticiparbf the immediate supervisor (Department Chair), another
SHUVRQ RU JURXS RI SHRSOH VKRXOG HYDOXDWH DQG UHFRPP
SROLF\ RQ WKH HPSOR\PHQW RI UHODWLYHV 7KH 'HRQifidvar?2|ILFH
alternate interviewer if requested. (See Appendices for Chart for the steps to hire PT or FT NTT faculty
members.)

VISA information for FT Faculty positions

Important H1b VISA information for ALL Faculty Hiring : For FT Faculty positions dedoed in this

section, it is the responsibility of the hired person to obtain proper visas, if necessary. The College, as the
employer, will assist with the payment of filing fees and thefaatid police fee, subject to prior review

and approval bythe D@ Q TV 2IILFH DQG WKH +XPDQ 5HVRXUFHYV "HSDUWPF
and hired is not able to complete immigration formalities before classes start, he/she may not be placed
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responsibility of the Bair to inform all NTT faculty members (PT and FT) of their responsibilities as
outlined in the Union contract.

Staff Relationships and Evaluations

The Director of Academic Support Servicesnducts annual reviews of Administrative Assistants and
Departnent Service Coordinators. Chairs will be asked byDivector to consult with departmental
colleagues regarding their experience with staff members over the course of the yd&aredtoealso
approves timesheets for the Administrative Assistants apdreent Services Coordinators.

It is the responsibility of the Human Resources department to orient Department Chairs to their
supervisory responsibilities. These may include oversight and signing of time sheets, approving vacation
days, serving as aalison between Department staff members and HR, and the like. For the purpose of
RYHUVHHLQJ WLPH VKHHWY LW LV LPSRUWDQW IRU "HSDUWPHGC
for hourly workers: anything over 8 hours of work a day, 40 hours df waveek, or 7 days in a row of
FRQVHFXWLYH ZRUN FRQVWLWXWHY RYHUWLPH ZKLFK LV FRPS
pay. Please keep in mind that your hourly staff members need to take a 10 minute break when working
over 4 hours. Ifttey work 8 hours in a workday, they are required to take a minimum of 30 minutes to an
hour uninterrupted meal break. If there are any questions regarding the 10 minute break or their meal
break, please contact the Human Resources department as thdirayeonassist you.

Budgetary Matters

7KH &KDLU RYHUVHHYVY WKH SODQQLQJ PDQDJHPHQW DQG DVVH
7KLV ZRUN LV GRQH FROODERUDWLYHO\ ZLWK WKH '"HSDUWPHQ
the AssistanDean for Academic Affairs. While collaborative in nature, the primary responsibility of
departmental budget management remains with the Chair.

Budget Planning

The Chair will participate in the annual budget planning and development cycle of the College,
representing the resource needs of their department. It is incumbent upon the Chair to identify and
communicate the needs of the department as they relate to: labor (faculty, staff, students) and expenses
(services, supplies, equipment). As part of theuahbudget cycle, the Chair will also prepare requests

for Departmental Capital Projects, Facilities Work, Equipment and Technology Requests, and the
CollegeWide Budget Development process.
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1) Capital Project Requests:For remodels of classrooms, offices, meeting rooms, or labs. Also to
UHTXHVW QHZ IXUQLWXUH IRU FODVVURRPV 7KHVHMao&RMHFWYV

renovation and remodeling.

There is ONE deadlind herequest is madeia an onlingform. All larger scalelassroom
remodels, including furniturghould besubmitted through the same form.

Facilities Work Requests: Smalleclassroonor office maintenance jobs (e.g., hangoigframes or
bulletin boards; repair of slidinghiteboards; minor furnitureepairreplacementyhould besubmitted
ANYTIME through the onlind=acilities work request fornlh(tp://www.oxy.edu/facilities{;-
management/work-request-forphs

Departmental Equipment and Technology Requestincludes request®r classroom or teaching-
related lab equipment and foomputersand related technologtems not covered in theegular faculty
desktopcomputer replacement cyclsll requestswill bedue in Spring, (fopurchases to beadein
the next fiscal year.)

4).
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https://www.oxy.edu/offices-services/facilities-management

" 2 [\ {Assistant Dean for Academic Affairs: Liz Boyd, email: boyde@oxy.edu, (323)

Non-Operating Funds: (restrictel funds, designated funds, reserve accounts)

Many departments also havesponsibilityover themanaement of non-operatirfgnds and reserve
DFFRXQWY 7KH 'HDQYV 2I1ILWHEWR XMDE NOIBHY IV @ XHDOQWDOQUHW KRV H C
operatingiunds regularly, and that your Department develops a plaspiardingthose funds on an

annual basis. As an incomiigpartment Chia, you will want to familiarize yourdéwith those

accounts, theirestrictions, and the current amounts of funds available in Hogsentsfor your

program. If you are not currentlgd-up with this access in Banner and haee-operating funds in your
SRUWIRQRRK GRRIQ W N Q RY XHK-eRaBYNHS),you mayrequest access by

contactinghe Assistant Dean for AcadenAdfairs: Liz Boyd, email:



Pleasaefer to theFaculty Resourc&uidebook.There is also an ardar department chair resources
and JIXLGHVY WKDW LQFOXGHV NH\ FDOHQGD Z RKS\IDNVHES/D IRV PFRREW $ &
&KDLUYV

Annual Department Report from Department Chairs

TheDepartment of Assessment and Accreditatiglh communicate with and provide assistatace
Chairs regularlyhroughout theacademig/ear. Chairs wilconsult with their colleagues to set
assessment goals fitre year. Annual assessment reports balsubmitted within the softwareol at
the end of the academic year (JApe

All Meeting Dates andTimes

http://www.oxy.edu/faculty/meeting-dates

Appendices
Department/Program Chair Resources

-Due dates

-Current Chairs and Assistants
-Budget reports

-SmartCatalog

-CGP
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