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I. Introduction: A Department Chair’s Multiple Roles 
 

Overview: Purpose of This Handbook 

 

Most university activities take place within departments, and an increasing number of significant 

decisions are the responsibility of department chairs. The leadership roles of chairs, in fact, have 

become critical to the continuing success of the school and university. 

 

We hope this handbook will serve as a reference, a readable and useful compendium of 

information, as well as a more general guide to the role of the department chair within the 

university as a whole. While it may not have all the answers, we hope at least that this handbook 

will prompt its readers to ask the right questions. 

 

Organization of the Handbook 

The position of chair requires many roles. Both middle-manager and faculty member, the chair 

reports up, down, and horizontally and deals with issues as far-ranging as office management, 

scholarship, teaching, and human relations. A multiplicity of roles is one of the most striking 

aspects of being a department chair and no amount of discussion could lead to consensus on the 

respective importance of the nine roles highlighted in this handbook: other than agreeing that 

―educator‖ should be the first role emphasized and that ―leader‖ forms an appropriate synthesis 

of all the roles, there is no attempt to prioritize a chair‘s functions, which may vary in importance 

from one department to another and from one day to the next.  

 

The Pleasures and Challenges of the Department Chair Role 

Chairs who greet each day with enthusiasm may describe their positions as placing them on the 

front lines where something new and unexpected happens everyday, those less enthusiastic might 

argue that they are not on the front lines at all; they are caught in the middle, pressured by the 

needs of their faculty, the desires of students, and the demands of administrators. On the one 

hand, they are faculty members in the department, while at the same time they have the 

responsibilities and cares of managers. When asked about the most onerous task facing a 

department head, most chairs would complain about the reams of paperwork and the countless 

bureaucratic deadlines: ―I never see the top of my desk. And next quarter‘s schedule is always 

due—without a break.‖ Other chairs bemoan having to go ―hat in hand to the dean‘s office, 

pleading for resources.‖ ―There‘s a lot of responsibility and no glory,‖ say some chairs. ―Besides, 

I hate having to deal so often with the uglier side of human nature.‖  

 

A chair‘s lot, one can argue, is not a happy one. And yet there are compensations, benefits—even 

pleasures—to the position. As a chair, you are able to make a difference in your department. You 

can smooth the way for students and help move the department forward in a positive way. You 

can effect change, coordinate the development of new instructional programs, work on building a 

diverse, forward-looking faculty and department. 

 

As a chair, you have an opportunity to guide, to provide positive and active leadership, to help 

take your department in new directions or set it on a steadier course. You can provide support 
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and inspiration for both new and experienced faculty, serve as a mentor for students, and act as 

an advocate for the department.  

 

The increasing emphasis on planning and assessment throughout the university provides 

opportunities for re-thinking curricula and re-examining the needs of both students and faculty. 

In all these areas, you, as chair, play a vital and rewarding part. 

 

Department Culture and a Diverse Campus 

In some ways, the most vital responsibility of a department chair is the most intangible: to create 

a departmental culture that makes faculty, staff, and students feel they are appreciated and 

respected. In the optimal departmental environment, experienced faculty believe their expertise 

is acknowledged and their interests encouraged, new faculty feel they receive useful guidance 

and support, the serious mission of educating students is consistently reassessed and critically 

examined, and full- and part-time faculty, staff, and students are given opportunities to flourish. 

To help create this environment, you are responsible for ensuring that recruitment and retention 

of diverse faculty, staff, and students are not random and makeshift activities but part of a long-

range strategy developed and supported by the department. 

 

In working toward this goal, you need to consider and be sensitive to the varied needs and 

interests of highly diverse individuals. You are responsible for fostering a culturally diverse 

environment and a departmental culture that is not simply in compliance with regulations but is 

receptive and supportive to the disparate array of people who are teaching, learning, and working 

within the department. Faculty, students, staff, and visitors should feel welcome in the department 

and should always leave feeling that they have been treated with dignity and respect. More than 

anyone else it is the department chair who must set the tone for the entire department.  

 

As you weigh the relative challenges and pleasures associated with your position, you may find 

that responsibility for developing and maintaining a supportive department culture is the most 

daunting but also the most satisfying part of the job. For it is here that you can truly help to foster 

a community that will positively affect the lives of everyone in the university.  
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II. Educator 
 

Overview 
 

A central function of the department chair is to advance the university‘s mission of promoting a 

learning-centered environment. Virtually every action of a department chair matters only insofar 

as it advances the education of students and the development of faculty teaching, scholarship, 

and service. Your role as educator, therefore, permeates, informs, and helps define all other roles.  

 

At Southern Oregon University, chairs are elected by the faculty and serve three-year terms. Our 

main job is to serve students with a stimulating and high quality learning experience, and to 

promote faculty and student research and scholarship in order to achieve that purpose.  

 

Academic Freedom and Responsibility 

As the principal link between students and faculty on the one hand and the university 

administration on the other, you play a pivotal role in safeguarding academic freedom. The 

freedom of faculty members to teach and fulfill their professional responsibilities, unencumbered 

by extraneous political or other pressures, and the freedom of students to inquire and challenge 

without fear of rebuke by administrators or faculty are equally fundamental to the educational 

process.  

 

With freedom, however, comes responsibility. Although students need the freedom to question 

and challenge in order to learn effectively, they also need to fulfill their legitimate educational 

responsibilities to classmates, professors, and themselves, irrespective of their personal views. 

Similarly, genuine academic freedom does not authorize faculty to ignore university regulations, 

inappropriately promote personal agendas in the classroom, or treat students with disrespect. 

Moreover, although faculty require freedom to pursue individual scholarly interests, such 

pursuits relate ultimately to the broader mission of the university. Faculty do maintain a certain 

degree of freedom in determining how to distribute their efforts among teaching, scholarship, 

and service pursuits. 

 

Your job as chair is to help determine how faculty can help themselves while simultaneously 

helping the department and the university as a whole. 

 

Collegiality 

A department‘s educational goals are best achieved in an atmosphere of collegiality and 

cooperation. Central to the chair‘s role as educator is the development and continual renewal of a 

common vision focused on learning. Such a vision can be established only by give and take in 

the department, by enthusiastic and dedicated commitment, and by faculty initiative. You can 

and should encourage interchange, discussion, and cooperation among faculty members centered 

on a common commitment to the department‘s educational goals and on effective techniques for 

achieving those goals.  
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Curriculum 

You are responsible for working with your colleagues in developing new curricula and enhancing 

and updating older offerings. By stepping back and looking at the department‘s curricular 

offerings in their entirety, you can scrutinize the curriculum in light of the department‘s and the 

university‘s commitment to student learning. This is not to say that you can unilaterally create 

new courses or alter major requirements; these are the collective responsibility of the department 

as a whole. Nevertheless, you can take initiative, inviting and encouraging faculty to introduce 

new courses and rethink old ones. You can also periodically assess how effectively the 

department‘s curriculum and teaching methods meet the needs of students, both within the major 

and without, and encourage periodic assessment and reassessment based on discussions with 

heads of departments served. It is helpful to pay attention to curriculum discussions at professional 

conferences and to those issues in disciplinary publications and to engage your faculty in 

discussions about what is being taught in departments elsewhere. 

 

Just as our society and the university constantly change, so a department‘s curriculum must keep 

pace with change. Among your central responsibilities is ensuring that the curriculum is up to 

date and responsive to students‘ needs and interests and that the material is presented in a manner 

that enhances student learning.  

 

Assessment and Accountability 

SOU‘s 2008 reaccreditation report by the Northwest Commission on Colleges and Universities 

identified two academic areas in need of improvement: improved monitoring of student 

achievement (particularly at the major level) and reinstitution of a form of program review. As a 

result of the NWCCU recommendations, SOU educational programs must now:  

 

I. Conduct an Annual Learning Assessment and submit a report of the findings to the UAC 

and CTLA by the first week of January (Annual Learning Assessment Report Form: see 

Appendix A) 

 

II. Complete a Departmental Snapshot documenting the health of academic programs, due to 

UPC by the end of fall quarter: see Appendix B 

 

III. Conduct a comprehensive program review every five years (see Educational Program 

Review schedule, Appendix C). The institutional process for conducting a program 

review is in development as of 9/9/08.  
 

I. Annual Learning Assessment 

Each educational program will conduct an annual cycle of curriculum inquiry composed of the 

following activities:  

1. Identify outcome to be studied 

2. Collect data 

3. Analyze data 

4. Document findings 

5. Make curricular changes based on those findings  
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Annual studies of student learning will be summarized in a brief report and submitted to the 

UAC and CTLA for review by the first week of January of each year.  
 

Timeline 

Stage One: Assessment Readiness - August 2008-December 2008 
  

Outcome 1: Each department will articulate its Student Learning Outcomes for each 

degree program in measurable or observable terms. 

Outcome 2: Each department will establish a plan for how it plans to measure one of its 

program learning outcomes in the upcoming academic year. Include an explanation of 

who is the key contact person for this assessment work. Submit brief summary of plan to 

CTLA in early January 2009. 
 

Stage Two: Assessment Cycle 1- January to January 
 

Outcome 1: Each educational program will complete a full assessment cycle around one 

of its program learning outcomes.  

Outcome 2: Each educational program will submit a brief summary of the results from 

the assessment of its chosen Student Learning Outcome. Results will include reflection of 

what was learned and what was or will be done in response to those results. Reports are 

due in January 2010. 

 

II. Departmental Snapshot 

Departmental snapshots provide an annual overview of a department‘s connection to the 

university mission and strategic plan as well as its specific goals, aspirations, and benchmarks. 

They are the internal documents that provide a way for departments to track and share progress 

that will ultimately be summarized to provide longitudinal data for the Comprehensive Program 

Review.  

 

The snapshot report will provide an annual summary of each program‘s activities: what it is 

doing, spending, and planning. For more information, see Appendix B. 

 

III. Comprehensive Program Reviews 

Every five years every educational program will be required to conduct a comprehensive 

program review. These reviews will summarize longitudinal findings of both the annual snapshot 

and the Annual Learning Assessment. The process for this review is still in development at the 

time of publishing this manual. The schedule, however, is located in Appendix C. 

 

Educational Equity 

A department chair also works to assure educational equity. This is often accomplished by 

providing counseling and advice and by mediating misunderstandings that inevitably arise 

between students and faculty. More broadly, however, you are responsible for ensuring that the 

department‘s programs address the needs of the entire campus community, not just segments of 

it. While some departments are appropriately focused on serving their majors and others are 
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more oriented toward university studies offerings, no department can allow its programs to 

develop without considering the needs of the entire student body, in all its diversity. Along with 

other criteria, each department, with the leadership of its chair, must continually assess its 

curriculum in light of the university‘s student population. Chairs must ask themselves: Do our 

course offerings address the needs of the entire student population or only certain segments of it? 

Do we offer courses that examine gender diversity and gender issues? Do we offer courses that 

reflect the ethnic diversity on campus? Should we be offering such courses? The department 

chair is in the perfect position to move the university forward in this area. You are in a position 

to view the department in its broadest perspective, as an integral part of a wider educational 

community.  

 

Teaching/Learning 

You have the influence to effect positive change in teaching at Southern Oregon University. As 

department chair, you are responsible both for helping faculty to develop as teachers and 

scholars and for establishing an atmosphere in which teaching and learning are prized. ―Burn-

out‖ is possible in any department: teaching suffers because a faculty member feels overworked 

or is convinced that her or his efforts in the classroom go unnoticed and unappreciated. 

Continuous professional development takes place in a department in which faculty are 

encouraged and rewarded as they develop instructional skills, implement new teaching 

techniques, and advance the university‘s instructional mission. 

 

The following are some ideas you may wish to implement as you review the learning mission 

within your department:  

 Make it clear to your department that effective teaching is one of your major goals as 

chair. Include discussions of teaching in department meeting agendas.  

 Become familiar with the range of teaching techniques and learning assessment strategies 

currently being used in your field and in universities around the country (including 

problem-based learning, case studies, technology-based approaches, and so on). You can 

bring about change more effectively if you have concrete suggestions and ideas for 

assessing and improving teaching in your own classes and in those of your faculty.  

 Urge your faculty to attend teaching-related activities on campus and to go to workshops 

devoted to teaching.  

 Encourage periodic assessment of courses, enabling the department to evaluate areas of 

strength in courses and areas that need updating or modification.  

 Create a department climate that welcomes informal discussions of student learning and 

observation of each other‘s classes. Ask faculty who teach various sections of the same 

course to meet periodically and construct new syllabi and assignments or review learning 

goals, texts, or approaches to the subject matter.  

The more you do to improve the quality of teaching and learning, the more the students, the 

university, and the community will benefit. 
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Research and Professional Development 

A department chair can actively promote faculty scholarship by initiating department seminars, 

acquiring scholarly and educational resources for the department, providing support for training 

and professional development, apprising faculty of developmental leave and grant opportunities, 

and providing new faculty with teaching schedules that give them time to pursue research. By 

directing colleagues to sources of information about internal and external opportunities for 

research support and encouraging them to seek such support, you help to maintain the 

professional energy and creativity of the department.  

 

If a faculty member is interested in submitting a proposal for external funding of a project, it is 

often useful to talk with the individual while the proposal is still in draft stage, discussing ways 

to make the proposal more fundable and reviewing issues such as departmental resources and 

release time. If this is a research project involving human subjects, a protocol must be submitted 

for review by the Institutional Review Board (IRB). Research that involves the use of animals 

must be submitted to the Animal Care Committee. Details about proposal review and approval 

processes are available from the Office of Grants and Sponsored Programs at 552-8662. 

 

Summary 

The department head stands at the intersection of administration, teaching and learning, and 

scholarship. What ultimately makes the job of chair both absolutely essential and profoundly 

fulfilling is the ability to better the lives of students and faculty by supporting academic freedom 

and collegiality, helping the department review and refine its curriculum, focusing on assessment 

of student learning outcomes, promoting educational equity, and providing support for excellent 

teaching and research. 

 

Checklist for Department Chairs as Educators  

 Defend academic freedom; promote academic responsibility.  

 Promote collegiality and a department vision that supports a learning-centered 

environment, excellent teaching, and an up-to-date curriculum.  

 Evaluate and assess department curriculum and teaching using a range of criteria and 

processes.  

 Assure educational equity by mediating between faculty and students and considering 

course offerings in light of a diverse faculty and student body.  

 Promote and celebrate quality instruction. Make it clear that teaching is one of your 

major concerns.  

 Promote faculty scholarship and professional development for all faculty. Let faculty 

know about external and internal opportunities for grants and fellowships and on-campus 

support available to help them in pursuing funding.  

 Encourage and support faculty in their efforts to serve the university and outside 

communities.  
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III. Manager 
 

Overview 

 

A university department exists to facilitate teaching, learning, and scholarly activities within an 

academic discipline; however, it is also a business unit that requires management. Working 

closely with the administrative assistants, the chair is responsible for delegating tasks and 

overseeing procedures regarding budgets, space, and personnel. 

 

SOU has adopted a budget process based on Responsibility Center Management (RCM) which is 

intended to allow departments more control over and understanding of their budgets.
1
 The 

anticipated outcomes are to:  

 Make a greater number of financial decisions locally rather than centrally, 

 Make ―profitability‖ and subsidies transparent to the whole campus, 

 Allow the central administration to focus on institutional planning rather than budget 

detail, and 

 Provide incentives for revenue generation and efficiency. 

 

See Appendix D for a comprehensive overview of RCM and how it is being implemented at 

SOU. 

 

Resources  

Each department must obtain the resources it needs, develop techniques for keeping track of 

those resources, allocate them, and use them efficiently. Department resources take three forms: 

money, space, and personnel. 

 

Departments use money for paying faculty and for department operating expenses (DOE). The 

money resides in various pools within an account: equipment, travel, printing, and so on. 

 

Obtaining Money. Departments are funded primarily from two sources: from the State (general 

fund) and money from student tuition and fees. Generally, faculty and staff salaries are paid from 

general fund money, while tuition income pays for operations. Departments obtain general fund 

money from the College of Arts and Sciences for adjuncts and graduate assistants. Your dean 

will let you know how decisions are made regarding the allocation of these funds to departments.  

 

An additional resource is students who receive Work Study money based on financial need. The 

students, who can be hired without cost to your department, are paid by the hour from their 

federal Work Study grants and can perform the same kinds of work as any other student 

assistant. 

                                                 
1
 In 1996, the National Association of College and University Business Officers (NACUBO) surveyed member 

institutions on the use and effectiveness of RCM on campus. A total of 235 institutions responded, 68% from public 

institutions and 32% from private institutions. Private institutions indicated a higher implementation rate than public 

institutions of RCM, either fully, partially, or in the planning stages. The 1996 NACUBO survey showed that about 

11% of 75 private institutions surveyed employed a decentralized budget model. A 1999 Cornell Higher Education 

Research Institute survey showed that 37% of 71 private institutions surveyed employed a decentralized budget 

model.  
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Allocating Money. The department chair oversees how the department spends its money. Some 

departments have a tradition in which the chair personally makes all the budgetary decisions and 

spends all the money; other departments formally allocate funds to individual faculty or to 

different functions. In some departments, the chair delegates the oversight responsibility to one 

or more staff members or to a faculty committee. 

 

Tracking Money. Someone in each department must (1) know which accounts are used within 

the department, (2) see that money is allocated into the correct accounts, and (3) know how much 

is available in each account at any given time.  

 

Departments must be diligent about keeping track of their money. This task is complicated 

because there are multiple accounts corresponding to the source of the money and the purpose 

for which it is to be spent. To complicate matters further, the cost of items may change several 

times from the time a requisition leaves your office until the time it is finally charged to one of 

your accounts.  

 

Using Money. Using money wisely means knowing what you have and spending it on what you 

most need. At minimum, you and one staff member should be familiar with purchasing rules, and 

one of you must be responsible for submitting correct purchasing forms, tracking orders, and 

making sure that goods ordered are delivered and are satisfactory.  

 

Space. Classrooms, laboratories, seminar and meeting rooms, faculty offices, department offices, 

special teaching facilities, storage, even lounges are all part of space resources. Space is clearly 

valuable to our mission, and it is an emotionally charged resource; space must be used 

maximally and efficiently, especially if you hope to seek additional square footage. 

 

For maintenance, (e.g., carpet shampooing and repairs such as broken window latches) and 

remodeling, work orders must be submitted to Facilities Management and Planning. For 

remodeling work contact the Facilities Management and Planning for an estimate. The cost of 

any remodeling undertaken by your department must be allocated to the departmental budget.  

 

Be sure that your faculty and staff are aware that department space, like space everywhere, is 

vulnerable to crime. Our maintenance staff and police officers are limited in numbers and cannot 

be thought of as a security force. Room security consists only of door and window locks. To 

maintain what security we have, you must issue door keys carefully, and tell faculty and staff 

that they are responsible for locking doors and windows in rooms assigned to your department. If 

something is stolen, lost, or destroyed, there is no special fund is available to replace it. 

 

Personnel 

Faculty and staff positions are our most valuable resources. As a manager, you need to be aware 

of their needs and interests as well as those of the department as a whole. Moreover, you need to 

be aware of the areas where the department needs additional personnel in order to operate 

effectively. 

 

Office Coordinator. Your department office coordinator is your assistant in managing the 

department. Office coordinators are usually knowledgeable about deadlines, budgets, and other 
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administrative matters, and have often worked closely with faculty, staff, and students for some 

time. If you establish a positive working relationship with your office coordinator, you will find 

that management can become a smooth and positive process for everyone concerned. 

 

Obtaining Positions. If you wish to obtain more faculty or staff positions in your department, 

the following steps are useful: (1) Plan for the short and long term, (2) Use your current positions 

efficiently, (3) Make sure your department serves your students well through scheduling and 

advising, (4) Present a solid case in writing to your dean and work closely with him or her in 

planning for your department. Enrollment figures and student credit hour (SCH) production are 

important factors in any tenure-track request. The temporary (adjunct) faculty positions that most 

departments need to teach their class schedules are allocated by the dean. The dean also allocates 

most of the release time available for faculty involved in time-consuming duties. Undergraduate 

Work Study students are federally funded and are available at no cost to the department.  

 

Managing Personnel. The administrative structure makes the chair a supervisor. The chair signs 

documents that hire and terminate and ensure that people get paid. Familiarize yourself with 

these documents and procedures, and abide by established procedures. Procedures for hiring and 

managing personnel (with the exception of term-to-term employees) can be found online at 

http://www.sou.edu/hrs/searchhire.html Term-to-term employee hiring information can be found 

at http://www.sou.edu/hrs/unclassempforms.html 

 

Allocating Positions. The department chair is responsible for managing staff so that the 

workload is equitably distributed and departmental functions can be performed effectively. Staff 

members have job descriptions on file in the Human Resources Office, but they may be out of 

date. Are your staff members doing what most needs to be done in your department? Updating 

job descriptions can be an extremely valuable contribution to the well-being of your department. 

Department staff are evaluated annually; evaluations offer an opportune time to work with them 

on updating their job descriptions, (see the Section V. Supervision and Evaluation). 

 

Faculty workload is determined when the department develops the class schedule. Full-time, 

tenured, and tenure track faculty members are usually assigned to 12 quarter hours of teaching 

per quarter. Professional track faculty are usually assigned 15 quarter hours of teaching per 

quarter. 

 

Class Attendance Requirements and Faculty Travel 

Faculty members are required to attend their classes for the fully scheduled time, including the 

first week of classes and finals week. Faculty members who need to be excused from some of 

their instructional commitments to attend conferences, workshops, and other professional 

meetings must obtain prior approval from the department chair and must make arrangements to 

ensure that their classes are adequately covered. The Dean‘s Office must also be notified of these 

absences. Advise faculty members to refer to university travel policies (www.sou.edu/bus_serv/ 

travel/travel-policy.html) if they plan to travel during the academic quarter, even if they will not 

miss class or office hours; prior approval can provide liability advantages in case of an accident. 

(If you yourself need to be excused, obtain approval from the dean.)  

 

http://www.sou.edu/hrs/unclassempforms.html
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Staff members are required to be on the job a certain number of hours each week, except when 

they use vacation, sick leave, or one of several other leaves of absence with pay provided as part 

of their employment contract. 

 

Scheduling Classes 

Preparing a class schedule requires a department chair to reconcile various pressures: curricular 

requirements, faculty desires to teach in certain conditions, enrollment targets, and student 

demand. This reconciliation can be difficult when combined with limited money for hiring 

adjuncts, space and time limitations, and the need to offer an appropriate balance of day, night, 

off-campus and online courses. 

 

If your department develops an annual or biannual schedule of classes that must be taught in 

order to meet curricular needs, that planning takes care of a significant part of the process. The 

plan can be used year after year, modified only when driven by the curriculum. Student demand 

and resource limitations largely determine the number of course sections that can be offered. 

Since those factors change relatively slowly, each year‘s fall class schedule should look similar 

to the schedule from the preceding fall. What does change from year to year is who teaches 

which section, at what time, and where. If one section did not thrive last year, something needs 

to be changed. If sections do well, you need a good reason before you change them. 

 

As much as possible, try to work collaboratively with the faculty to meet everyone‘s needs. A 

department scheduling committee can be helpful in making the scheduling process more 

collegial for the department and less onerous for you. After the schedule is developed, check 

with your office coordinator to follow up on the submission of textbook orders. 

 

Scheduling Challenges. How can you respond to faculty who insist on teaching certain courses, 

on certain days, at certain times, or in certain locations? Faculty preferences may conflict with 

curricular needs, student demand, the equally insistent demands of other faculty, or the need to 

avoid overburdening junior faculty. How can you handle students who demand courses that are 

tangential to your curriculum and students who avoid courses that are central to your curriculum? 

Suppose none of your faculty members want to teach at the times that students want to take 

classes? 

 

There are no clear answers to these questions, but these are some suggestions:  

 Make sure your curriculum is up to date and appropriate. It is critical that junior faculty 

who have recently completely their degrees have an opportunity to contribute to the 

course curriculum. 

 Rethink your low-enrolled courses. Sometimes a change in time or title is all that is 

needed; sometimes a substantial makeover is in order.  

 Take the time necessary to make a firm decision about the degree to which your 

department will support any tangential courses in high demand.  

 Divide up unwanted courses and those that everyone seems to want among your faculty 

by some formula that everyone can live with.  

 Use your personal powers of persuasion with your faculty. Consider appeals to 

conscience and appeals to their goodwill toward students.  
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As a last resource, you may have to use your official authority to require a faculty member to 

perform a teaching task against his or her wishes. Most chairs are justifiably cautious about 

doing this. Faculty members teaching courses against their wishes are unlikely to give an optimal 

performance. However, the chair does have the authority to schedule faculty as needed; wise and 

fair use of that authority can end long-term inequities that have rankled other faculty members 

for years and can ultimately result in a more harmonious department as well as one that provides 

better service to its students as well as to the university. 

 

Watching the Calendar 

Administration of a department requires that multiple tasks be performed and documents 

processed on a regular basis. All tasks and documents have due dates. The Provost‘s Office will 

publish an annual calendar. Make sure that your office coordinator has a copy of this calendar 

marked with all the following deadlines. Every office on campus has access to Microsoft 

Outlook and office coordinators can very easily keep their own calendar as well as their chair‘s 

calendar online. You should be able to stay informed of all important deadlines simply by 

consulting your online calendar. The following are some important deadlines to be alert to: 

 Deadlines for advisory opinions on probationary faculty  

 Promotion recommendation deadlines 

 Dates associated with class scheduling  

 Curriculum change deadlines 

 Annual evaluation of faculty 

 Monthly dates: the chair must sign attendance reports, Employee leave Records, for all 

the employees in the department 

 Term deadlines: adjunct hiring forms; faculty workload reports; personnel actions (red 

border forms, Faculty Professional Activity Plans and Faculty Professional Activity 

Reports (Fall quarter); undersized classes  

 

Department Correspondence and Reports 

A more or less constant stream of communications flows through every department office. A 

chair receives numerous requests and correspondence—from the president, provost, deans, 

faculty senators, accreditation committees, journalists, colleagues at other institutions, students, 

and potential students. What instructional innovations are waiting to be launched? What is going 

on in your professional field? Are enrollments in your department rising or falling? Students 

want information about your programs, job applicants want work, publishers want you to adopt 

their texts and software. 

 

You, the office coordinator, or someone you designate needs to respond promptly and 

appropriately to these various requests and questions. Ultimately, you must ensure that the 

material leaving your department is appropriate and carries the message you wish to convey.  

 

Summary 

As manager of a department, you are responsible for seeing that the department progresses and 

operates smoothly. You are responsible for maintaining and distributing the budget and other 

resources and for managing the day-to-day operation of the office. Your guidance is necessary to 

keep the department running smoothly and efficiently. 
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Checklist for Department Chairs as Managers  

 Become aware of the types of accounts your department administers and the sources of 

your department‘s funds.  

 Designate someone in the department to track the money in each account.  

 Become familiar with purchasing rules and timelines.  

 Take note of important dates and deadlines.  

 Use your space wisely and keep it protected from crime.  

 Assess personnel needs within the department and develop a strategy and rationale to 

justify any new positions needed.  

 Periodically assess department personnel to ensure they are performing the tasks that 

most need to be done.  

 Monitor faculty and staff attendance and travel.  

 Develop a fair and consistent method for administering the class schedule.  

 Ensure that department correspondence is handled appropriately and on time.  
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IV. Recruiter 
 

The chair plays a pivotal role in department personnel decisions. You are responsible for 

initiating departmental hires and insuring that the university‘s mission is accomplished and its 

procedures followed.  

 

Instructor Status 

Instructors at SOU may be hired to fill permanent or temporary teaching positions. Regardless of 

their role, instructors should be recognized for their contributions to the department‘s mission 

and encouraged to participate in departmental activities. 

 

Full-time Faculty. Teaching roles at SOU are divided into two structures: the professorial track 

and the professional track. Professorial faculty are hired for tenure-track appointments and are 

considered probationary until granted tenure; prior to the awarding of tenure, they serve on one-

year, renewable contracts. Normally, professorial faculty members are appointed to the entry-

level rank of assistant professor and must meet the criteria outlined in section 5.132 b of the 

Faculty bylaws. Appointments to higher ranks should be guided by the promotion criteria 

outlined in sections 5.222 and 5.223.  

 

Faculty hired for a professional-track teaching position, are ―…normally… appointed to the 

entry-level rank of instructor,‖  according to criteria laid out in section 5.132 a of the Faculty 

bylaws. Professional track instructors generally serve on one year, renewable contracts. 

Appointments to the rank of senior instructor should follow the promotion criteria outlined in 

section 5.221 (a-d). Upon meeting these criteria, professional track faculty receive three-year, 

extendable contracts. 

 

Temporary Faculty. Many departments hire temporary faculty to teach some courses. 

Temporary faculty positions are not considered tenure track and instructors hired for these posts 

should be given no expectation of permanent appointment. (In fact, these positions should be 

considered vacant at the end of the appointment period). Temporary faculty generally serve on 

term-by-term contracts or fixed term, non-renewable contracts. 

 

Lecturers. The role of lecturers is spelled out in section 5.133 a of the Faculty bylaws. Lecturers 

are faculty members ―who have limited formal academic preparation but whose professional 

achievements and experience are particularly valuable to the institution. Lecturers are only 

awarded temporary appointments, normally 1-4 courses per year. FTE is computed based on the 

fraction of 15 ELU per term, for those hired on term-to-term contracts, and on 44-45 FTE per 

year, for those hired on annual contracts. Salary is negotiable based on professional achievement.‖ 

 

Adjunct Faculty. The adjective ―adjunct‖ may be added to any professorial or professional rank 

to indicate a temporary appointment. Adjunct faculty may include individuals drawn from the 

community or from other educational, industrial or governmental institutions to help carry out 

teaching, research, or service commitments. Individuals must have credentials meriting 

appointment at the appropriate rank (see sections 5.132 and 5.133 b of Faculty bylaws). 
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The adjective ―visiting‖ may be added to any professorial or professional rank to indicate a 

faculty member drawn from other educational, industrial or governmental institutions who is 

here by virtue of an exchange agreement or are externally funded. Individuals must have 

credentials meriting this temporary appointment to the appropriate rank (see sections 5.132 and 

5.133 c of Faculty bylaws). 

 

You have primary responsibility in the hiring of adjunct faculty. As part-time employees, 

temporary faculty maintain no obligation to the university beyond their appointment period. This 

may, in part, determine the types of courses offered by adjuncts (day versus evening, major 

versus elective versus university studies courses). As chair, you must determine where the 

adjuncts can best serve the students and the department.  

 

It is especially important that you carefully examine the credentials of adjunct faculty to ensure 

that they have the minimum educational credentials required by state statute.  

 

Departments that regularly hire adjuncts maintain a pool. This pool should be updated regularly, 

at least once each year, by sending out announcements of position openings. Departments that 

wish to hire individually for each opening must recruit and keep records for each opening each 

term. Candidates are informed by the chair if they are eligible for the pool. Once you have found 

suitable candidates for adjunct positions, initiate an authorization to hire through the dean.  

 

Pre-Approval of Personnel Actions 

Appointments for 90 days or less, including term-by-term faculty, do not require pre-approval; 

however, FTE adjustments, status changes, and reclassification proposals (with the sole 

exception of changes due to budget redistributions) all require pre-approval from the Provost‘s 

Office. Such requests are solicited each month by the Provost‘s Office in a call for proposed 

personnel actions and search requests. In order to request this kind of personnel change, you 

must complete a Personnel Action Request Spreadsheet will be available through the Provost‘s 

Office (currently in development 9/9/08). Search requests for permanent positions (both new and 

replacement positions) are reviewed by the Executive Council four times each year, during the 

first week of March, June, October and December.  

 

SOU maintains an online database, PeopleAdmin, to facilitate recruiting and hiring for 

permanent positions. Searches, hires, direct appointments or related position descriptions may be 

entered into PeopleAdmin only after formal hiring approval has been received from the Provost‘s 

Office. Likewise, FTE adjustments, status changes, and reclassifications must also be approved 

prior to being uploaded to PeopleAdmin. 

 

Hiring Faculty  

Once approval for hiring has been received, the department chair is responsible for initiating the 

search for candidates by directing the department faculty members to select a search committee. 

The first action of the search committee shall be to meet with an Affirmative Action Officer who 

shall advise the committee on how to conduct the search. Search costs are borne by the School, 

and should be built into the budget.  
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Recruiting Faculty. It is helpful to discuss with the dean and with your department faculty 

possible ways to approach the recruitment process. In addition to an ad in the Chronicle of 

Higher Education, you may wish to:  

 Send an announcement to universities and individuals on the departmental mailing list;  

 Check minority-oriented publications for prospective candidates and send job 

announcements to candidates;  

 Insert advertisements in appropriate professional journal(s);  

 Use networks to identify potential applicants and expand the pool. Talk to your 

colleagues in other departments as well as at other universities.  

 

By SOU policy, advertisements and contracts for professorial and professional faculty positions 

must include specific terms and conditions. Appendix E contains these required statements. 

 

Screening Candidates. The search committee, with input from the faculty, will have to arrive at 

criteria for screening applicants. The committee should prepare a description or checklist of 

criteria that may be applied as the applications arrive. Note: If these criteria will be used to 

evaluate or rank applicants they must be reviewed and approved by both the dean and a Human 

Resources representative. Screening criteria will not only help ensure that applications are 

reviewed on an equitable basis, but will also help the committee determine its priorities: for 

example, if teaching excellence is a prime criterion, establishing the appropriate weight ensures 

that it is given proper consideration. 

 

Interviews. Before selecting a slate of candidates to interview, the committee chair must contact 

Human Resources to ensure that proper search procedures are followed. It is critical that the 

same procedure is followed for all interviewees. To ensure equal consideration of all candidates, 

conduct interviews in as uniform a fashion as possible. Questions about age, marital status, 

number and age of children or other dependents, race, religion, disabilities or sexual preference 

are illegal and must be avoided under all circumstances. According to the Immigration Reform 

and Control Act of 1986, you may ask candidates if they are currently authorized to work in the 

U.S. For candidates who are not currently authorized to work in the U.S., you may ask them to 

state their current immigration status. No other questions about citizenship are permissible. 

 

During the interview process, candidates should be informed at least in general terms of 

expectations for promotion and tenure. Even at this early stage, prospective new faculty 

members should understand what is expected and the types of contributions that would be most 

crucial to their professional success at SOU.  

 

Campus Visits. Once applications have been reviewed and screening interviews have taken 

place, campus visits have to be set up. Campus visits are costly and time consuming, so they 

should be limited to candidates in whom you are genuinely interested. Early in the search 

process, it is wise to plan how many candidates you will invite and what you will do with them 

once they are on campus. Keep in mind that each candidate in the pool must be treated 

consistently with the others. Once the structure of campus visits has been identified, you can 

draft a tentative calendar and budget for the process. 
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To avoid conflict later in the search process, you and the search committee need to discuss these 

questions:  

 How can you create a pleasant, useful experience for both the department and the 

candidate? You want as many of your faculty as possible to meet and interact with the 

candidates, and you want to create a favorable impression of the department and the 

campus.  

 What will the candidate do during the visit? It is often a good idea, for instance, for a 

candidate to teach a class. Formal presentations on research projects may also be 

required. If you believe that the candidate can combine these without either presentation 

suffering you may consider doing so. However, be aware that a research talk is often not 

suited to an undergraduate audience. 

 How long will the candidate stay? Work with your colleagues to determine the length of 

the visit, recognizing the substantial time commitments of those involved. A full day of 

activities can be exhausting for everyone concerned.  

 Who pays for meals? This is a common bone of contention. Clarify reimbursement 

policies and procedures before the visits. If the committee plans to take the candidates out 

to dinner, the members need to know whether their own meals as well as those of the 

candidates will be reimbursed. 

 

Get these procedural questions out of the way early—then let the committee proceed with its 

business. 

 

Negotiating Employment Terms and Conditions. The search committee recommends a 

candidate to the dean. Only the dean of the School can negotiate employment terms and present 

offers to candidates. The dean will solicit input however from the search committee and 

departmental faculty. 

 

Failed Searches. Sometimes, none of the candidates interviewed by a search committee meets 

the criteria established for the position. In the case of a ―failed search,‖ the department chair 

must draft a memo indicating the reason(s) for the search‘s failure and submit it to the dean, 

Provost, and Affirmative Action Officer for Faculty. When approval for closing the search is 

granted, the Provost‘s Office notifies HR and Budget that the search is officially closed. HR then 

removes the position from the HR web site and notifies the department of the materials they need 

to forward to HR in order to close the file. 

 

A department may decide to declare a failed search and appoint someone to serve for one year 

while a new search is initiated. A reopened search is considered a new search—pre-approval 

must be sought from the Provost, and possibly the Executive Council, and the entire process 

begins again. 
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Hiring Staff 

No department can function without dedicated staff. Your department staff must be able to work 

well with students, especially students experiencing difficulties; with other staff members in the 

department; with other departments; and with full-time and part-time faculty. In most cases, the 

staff is your department‘s face to the world: most students, faculty from other departments, 

administrators, and staff, as well as individuals from beyond the campus community, interact 

with your department staff before they talk with you or another faculty member. Your staff‘s 

interpersonal skills are paramount.  

 

While you may have specific departmental needs for people with excellent computer, 

organizational, or writing skills, remember that the day-to-day life of the department rests 

heavily on the individuals in department offices and labs. Moreover, departments have periods of 

intense activity every term—heavy foot traffic and constant phone calls. Many department staff 

positions require an ability to tolerate stress and respond effectively to lots of people. Bear this in 

mind when establishing priorities for your department staff hiring. 

 

Hiring Classified Positions. Requests to search, hire or directly appoint classified staff members 

must be submitted to the dean. The request should include the proposed job title, whether the 

position is new or a replacement, dates of appointment, terms and conditions of contract, salary 

and funding information. This request will be forwarded by the dean to the Provost‘s Office via 

the monthly Personnel Action Request Spreadsheet. In the case of reclassification procedure 

requests, the Provost must be notified in advance. 

 

The Provost and, as necessary the Executive Council, will review staff hiring proposals. 

Following review, the Provost will notify the dean, Budget Office and Human Resources which 

personnel actions have been approved and should be entered into PeopleAdmin. Information 

related to staff hiring may only be entered into PeopleAdmin after formal approval has been 

granted by the Provost‘s Office. Additional information regarding SOU hiring practices for all 

employees (except term-to-term) can be found at www.sou.edu/hrs/searchhire.html. Term-to-

Term hires require a specific form located at www.sou.edu/hrs/unclassempforms.html.  

 

Student Assistants/Work Study Students. Student assistants may also be an integral and highly 

visible part of your department. Before recruiting student workers, consult with your department 

members. They may, for instance, want specific help in proctoring, laboratory coverage, or other 

areas. When you have determined your department‘s needs, discuss the possibilities with your 

dean. The following procedures may be useful:  

 Write a job description, including minimum requirements, salary, and hours;  

 Advertise—for student assistants, post your job opportunities with Career Services—for 

work study students, contact Financial Aid; 

 You and/or your office coordinator should interview the applicants who meet minimum 

requirements;  

 Schedule interviews with faculty and staff as appropriate—keep complete records of 

interviews and evaluations;  

 Make an offer to your top candidate.  
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Summary 

Educational excellence requires recruiting and retaining dedicated faculty and staff. Personnel 

decisions can promote departmental vitality through increased enrollments, increased student 

involvement, and increased intellectual and cultural diversity. Every faculty and staff member of 

the department can contribute to this growth. As chair, you are the department‘s guide and 

conscience. Your leadership is vital in recruiting the faculty and staff that can best carry out the 

mission of the department and university. Moreover, your support for those individuals once they 

have been hired can help to create an environment in which faculty, staff, and students can 

flourish. 

 

Checklist for Chairs as Recruiters  

 Issue guidelines to the recruiting committee before the process begins.  

 Determine with your dean a recruiting budget, if any, for such things as candidate travel, 

and meals with faculty.  

 Know what types of questions can be asked in an interview and what types of skills can 

be demonstrated by candidates in an interview or presentation.  

 Alert tenure-track candidates to expectations for promotion and tenure.  

 Do not be afraid to ask questions.  

 Be sure the process meets all university guidelines for equal opportunity employment.  

 Apprise your dean of the progress for each hire.  

 Follow through on all paperwork and make sure it is done correctly—do not expect 

others to catch your mistakes.  

 Provide support for your new hires once they are part of your department.  
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V. Evaluator and Supervisor 
 

Overview 

 

A department chair evaluates staff performance and will make promotion, tenure, retention 

recommendations for faculty. As a mentor, a chair works to develop each faculty and staff 

member‘s special talents and interests. At the other end of the ―niceness‖ continuum, the chair 

deals with unsatisfactory faculty and staff performance and can recommend discipline or 

termination of a faculty or staff member. 

 

Conscientious and constructive evaluation and supervision directly affect the quality of the staff 

and faculty, the department‘s reputation, and the efficient functioning of the department. In 

acting as evaluator and supervisor, you will find that you integrate skills found in your roles as 

educator, leader, counselor, and manager. 

 

Ongoing Supervision and Evaluation 

The most effective chairs know that supervision and evaluation are not limited to formal 

occasions but are ongoing processes. If you hear something good about someone, remember to 

express congratulations or thanks with a few words in the hall, a brief office visit, a phone call or 

an e-mail message. If some action is especially praiseworthy, taking the trouble to put your 

thoughts in writing gives the recipient a way to document his or her good performance. You can 

send letters of commendation (or complaint) to be placed in the official personnel files 

maintained by the university (See section in this handbook on Evaluation Files, page 26). 

 

Challenges 

Problems are not pleasant, but, when they arise, deal with them promptly. Chairs often become 

aware of problems after receiving complaints, e.g., the administrative assistant was rude), or 

from faculty (some other faculty member keeps missing committee meetings; the technician is 

not getting work done promptly), or from staff (some professor never gives necessary 

information in time; the clerical assistant keeps giving out incorrect information). 

 

When you receive a complaint, discuss it promptly with the person(s) concerned. Do not assume 

that the complaint is warranted until you have heard the other side. You can just say you have 

received this complaint and want to know more about it. If, after hearing the employee‘s side, 

you decide that the complaint is groundless, get back in touch with the person who originally 

complained and explain your belief that the complaint does not warrant action. If that person is 

unhappy with your action, advise her or him to talk with the appropriate individual in the Dean‘s 

Office. 

 

If you decide the complaint is warranted, work with the employee to get an appropriate resolution. 

(Guidelines in ―Role as Counselor‖ may be useful to you.) Then you need to make a decision. 

One possible course of action is to continue to work with the employee, monitoring performance 

as you deem appropriate. Another course of action is to place some reference to the complaint 

episode in the employee‘s official file. If you received a signed written complaint, you might 
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place that in the official file. If you do not have a written complaint identified by source, you 

might prepare a brief report and place it in the file. 

 

Student Complaints Against Faculty 

Students are often quick to complain to department heads about faculty behavior—‖he‘s always 

late to class,‖ ―she doesn‘t like me,‖ ―he makes insulting jokes about women,‖ ―he never returns 

homework,‖ etc. It may be tempting to respond to these sorts of issues like any other, but they 

must be handled differently. A student who has a problem with a faculty member must try to 

work the problem out with that faculty member before bringing the problem to you. (Your 

department staff should determine if the student has made this attempt before scheduling an 

appointment for the student). If the student has been unable to resolve the problem with the 

professor, you should meet with both the faculty member and the student to try to resolve the 

problem. If your efforts fail, you may seek resolution from the associate dean or dean. 

 

The Oregon Administrative Rules for the Student Code of Conduct cover the two types of non-

grade grievances: discrimination and non-discrimination. Copies of this grievance policy and 

procedures may be found in hard copy in the Office of Student Affairs (Stevenson Union 322) or 

on the web as Oregon Administrative Rule 573-075-0100 through 573-075-0110: http://arcweb. 

sos.state.or.us/rules/OARS_500/OAR_573/573_075.html.  

 

For information on grading grievances, please go to the Academic Standards/Grading Grievance 

Policy: www.sou.edu/studentaffairs/sapoliciesconduct. 

 

Repeated Problems 

If you repeatedly receive complaints about an employee, you must decide how you are going to 

proceed. For faculty or staff problems, speak with the dean. If you decide not to handle the issue, 

figure out how you are going to handle the complaints that will continue to come in. In the long 

run, as you might guess, it is usually better to deal with it. If you decide to handle it, discuss the 

issue with your dean and plan a course of action.  

 

Procedures for determining ―less than satisfactory service‖ of a faculty member are outlined in 

the bylaws (5.380). 

 

Serious Infractions 

Theft, actions against the safety of persons or university property, and the disruption of programs 

and/or operations are subject to suspension without pay, demotion, or dismissal. Talk with your 

dean for further information. 

 

Grievances 

A non-faculty employee who feels wronged by the university may file a grievance. If an 

employee threatens you with a grievance, recognize that a grievance is an appropriate action for 

an aggrieved employee. See Article 18, Section 1, of the OUS Collective Bargaining Agreement 

with SEIU Local 503, OPEU www.ous.edu/dept/hr/files/Combined%20 Files%20for% 202007-

09%20OUS-SEIU%20CBA.pdf. 
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Faculty grievances are covered under the Faculty Collective Bargaining Agreement Article 17, 

www.sou.edu/apsou/contracts/2007-2009/07-09_Final_Agreement.pdf. 

 

Evaluation of Staff  

There are important legal reasons why you need to complete staff performance evaluations in a 

timely fashion. They provide (1) a basis for awarding permanent status; (2) documentation for 

possible termination during a probationary period; (3) documentation for disciplinary action; and 

(4) documentation for granting or denying merit salary increases (See Article 54, Section 2 of the 

OUS Collective Bargaining Agreement with SEIU Local 503, OPEU, www.ous.edu/ 

dept/hr/files/Combined%20Files%20for%202007-09%20OUS-SEIU%20CBA.pdf). 

 

On a more positive note, periodic evaluations can be an opportunity to improve communication 

between you and your staff. You can reaffirm performance goals and standards and clarify the 

expectations of a staff member. You and your staff member can discuss and identify experiences 

or avenues that might help to improve or expand job-related skills, and you can use these 

occasions to encourage professional and personal growth or career development.  

 

Human Resources is currently reviewing their processes for the evaluation of staff. Contact them 

directly for guidance. However, the following are some ideas for conducting a periodic 

evaluation:  

 Suggest that the staff member prepare a self-evaluation to assist you in preparing your 

evaluation;  

 Prepare a draft of your evaluation, allowing for the possibility of making revisions;  

 Be sure to acknowledge both the positive aspects of the staff member‘s performance and 

any areas needing improvement;  

 Schedule a discussion date with the staff member in advance and make sure there is 

enough uninterrupted time for the two of you to meet;  

 Send your draft evaluation to the staff member in advance, making clear that revisions 

are possible;  

 Encourage the staff member to participate actively in the discussion;  

 Listen carefully to what the staff member has to say;  

 Involve the staff member in identifying ways to improve performance;  

 Set new, mutually agreeable goals.  

 

Following a fair and impartial process will reduce the possibility of having unhappy and 

dissatisfied staff. 

  

Supervision of Teaching Faculty 

Regular review of faculty should be viewed as an opportunity to assess strengths and weaknesses 

in both knowledge of the discipline and instructional approaches. Classroom visits are not only 

appropriate, they‘re required. You or your designee should make two or more visits so your 

judgment of teaching performance is not based on just one observation. It is also important that 

you (or your designee) discuss the performance criteria being considered and set aside time to 
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discuss observations and provide constructive feedback (see Teaching Evaluation Form in 

Appendix F).  

 

Ongoing Supervision 

Each fall faculty members must prepare two reports: one on anticipated activity for the upcoming 

academic year, the Faculty Professional Activity Plan (FPAP); and another on completed activity, 

the Faculty Professional Activity Report (FPAR) (guidelines for these reports are made available 

through the provost‘s office.) Department chairs review and discuss both the Faculty Professional 

Activity Plan and Report with the faculty member. Plans and Reports are then forwarded to the 

dean on an annual basis (due October 15 each year). The dean then forwards the Activity Reports 

(only) to the provost. According to the Faculty bylaws, no copies of the plans or reports are 

submitted into the permanent record (5.361). 

 

In addition to the annual completion of the FPAP and FPAR faculty members are regularly 

evaluated on teaching effectiveness, professional development, service and for those on a 

professorial track, scholarship (5.372). (See Faculty Professional Activities Plan: Template 

Appendix H and Faculty Professional Activities Report Template: Appendix I.) 
 

Scheduling and Managing Evaluations 

The frequency and nature of faculty reviews are determined by type of contract the faculty 

member holds: term-to-term; one-year, fixed-term appointments; fixed-term renewable; three-

year rolling contracts, and indefinite tenure. 

 Term-to-Term Faculty – must be evaluated during the term they are contracted to teach. 

Evaluations of term-to-term faculty are to be forwarded to the dean at the end of the 

contracted quarter (Teaching Evaluation Form, Appendix F and Professional Evaluation 

Reporting Form, Appendix G). 

 One-year fixed term appointments – annual evaluations. (Appendices F and G). 

 Three-year, extendable contracts – annual evaluations (Appendices F and G). 

 Professorial faculty members on tenure tracks may apply for tenure during their fifth year 

(see section 5.230 in the SOU bylaws for promotion and tenure requirements). Colleague 

review procedures are outlined below and in SOU Bylaws 5.370.  

 Every five years, the annual evaluation of the chair shall be replaced by a colleague 

evaluation (see 5.363).  
 

Poor Student Evaluations 

If during any academic year, fifty percent of the student evaluations for a faculty member rate 

the faculty member at less than ―competent‖ or if the average rating in more than one-half of the 

sections evaluated is less than competent (see 5.721), the department chair must schedule a 

colleague evaluation for the faculty member in the next academic year. 
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Split Appointments 

If a faculty member holds a split appointment between two or more departments, the individual‘s 

evaluation will be conducted by the department chair from the department in which he/she holds 

the major fraction of appointment in consultation with the chair of the other department(s) in which 

the faculty member holds an appointment. In the case of a 50/50 appointment, the department 

chairs of both departments will jointly conduct the instructor‘s evaluation. (Faculty bylaws 

5.320) 
 

Non-Renewal of Faculty on Fixed-Term, Renewable Appointments 

Non-renewal of fixed-term appointments is not a disciplinary personnel action and does not 

require the specification of cause. If a full-time faculty member on a renewable, fixed-term 

appointments is not renewed for reasons other than for cause or financial exigency, timely notice 

of nonrenewal must be given in writing as follows:  

a. For one-year appointments, at least three months‘ notice must be given (by March 15 

for contracts expiring on June 15) 

b. For faculty in their second year of service, notice must be given at least six months 

before the expiration of the appointment (by December 15 for contracts expiring on 

June 15) 

c. For faculty in their third and subsequent years, at least twelve months‘ notice may be 

given at any time. 

 

Timely notice must be given to part-time APSOU members on renewable, fixed term appointments 

just as to full-time faculty members cited above, except that the length of timely notice for part-

time faculty members shall be calculated in terms of FTE years of service rather than calendar 

years (Article 10, Section C, CBA). 

 

Non-Renewal of Faculty on Three-Year Extendable Contracts (Senior Instructors) 

In the case of unsatisfactory performance and a negative recommendation of renewal of a faculty 

member on a three-year extendable contract, there will be two years remaining on the original 

contract and the faculty member will be given specific recommendations for correcting 

deficiencies. Should the faculty member make acceptable progress, the subsequent annual 

evaluation may recommend renewing the three-year extendable contract. Should the faculty 

member not receive the recommendation to renew the three year extendable contract, the 

remaining year of the original contract becomes the terminal year of the appointment. (5.352). 

 

Professorial Faculty Tenure and Promotion 

Probationary tenure-track faculty must complete an application for tenure during their fifth year 

of service. To qualify for promotion to Associate Professor (and for tenure) professorial faculty 

must have completed the equivalent of five academic years of full-time college teaching in the 

appropriate discipline and demonstrate ―adequate contributions in each of the following four 

areas: teaching effectiveness, professional development, scholarship, and service‖ (5.220-5.222). 

A current colleague evaluation must accompany an application for promotion and tenure; this 

evaluation must be completed on or before October 1 (of the fall term preceding application for 

tenure) (5.230). 
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Promotion to Associate Professor and Professor require colleague reviews, a review and 

recommendation by the Departmental Personnel Committee, the dean, and the University 

Faculty Personnel Committee. In all decisions of promotion and tenure, the final decision rests 

with the Provost (5.218). Attention to the timelines and procedures for faculty evaluation are 

especially important. 

 

Professional Track Faculty Promotion and Tenure  

Professional Track faculty members may apply for Senior Instructor status qualifying them to 

apply for a three-year extendable contract (5.221.e). Candidates for Senior Instructor status must 

have at least an appropriate Master‘s degree for the discipline taught or its equivalent and have 

completed at least five academic years of full-time college teaching in the discipline at the 

Instructor level or above (see section 5.250). Professional faculty must demonstrate ―adequate 

contributions in each of the following three areas: teaching effectiveness, professional 

development, and service,‖ (bylaws 5.220). 

 

As with applications for professorial promotion, professional track applications require colleague 

reviews, a review and recommendation by the Departmental Personnel Committee, the dean, and 

the University Faculty Personnel Committee. In all decisions of promotion and tenure, the final 

decision rests with the Provost (5.218).  

 

Scheduling and Managing the Colleague Review Process 

1. Colleague Evaluations must be dated no earlier than two years prior to the date of 

application, and no later than October 1 of the fall term preceding application for tenure 

(5.230). It is strongly recommended that the colleague evaluation be completed in the year 

prior to application (5.362). By November 15 the Departmental Personnel Committee 

must provide the dean with a list of names of faculty needing a colleague review.  

2. Create the colleague review panel for each professor applying for promotion and/or 

tenure. Colleague review teams have three members: the department chair and two 

faculty members (the chair selects one faculty representative and the person being 

evaluated selects the second representative; the faculty member the chair selects will 

serve as the committee‘s chair [bylaws 5.371]). If the faculty member under review is not 

satisfied with composition of the review panel, faculty member may veto one choice 

made by the department chair. Within ten days of notification the faculty member may 

appeal the final composition of the evaluation panel to the dean, who may replace any or 

all members of the panel.  

3. Review colleague evaluation requirements and reporting requirements with the colleague 

evaluation panel (bylaws 5.372-5.374). Advise the panel of the timeline for completion of 

the evaluation report. (Faculty promotion and tenure applications are due in early January. 

Colleague reviews conducted for the purpose of a promotion or tenure decision must be 

forwarded to Departmental Personnel Committee with the faculty member‘s application 

for promotion or tenure). 

4. Forward the report to the Departmental Personnel Committee and place a copy in the 

Department office (5.374[e]). 
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Evaluation File Contents 

Evaluation files are a subset of the faculty records that include annual evaluations, colleague 

evaluations, promotion reviews, tenure reviews, and other formal evaluations of faculty 

performance. The number of files relating to the evaluation of a faculty member is limited to 

three. Files of personal records relating to evaluation are kept by each of the following:  

(1) President, Vice President for Academic Affairs and Provost, or designee,  

(2) Dean and/or  

(3) Department chair or program director. 

 

Faculty records pertaining to matters other than evaluation are not limited to the three files 

designated above. 

 

The chair of each academic or administrative unit maintaining faculty records is responsible for 

maintaining the confidentiality and security of all faculty records within that unit; all records 

containing personal information about faculty members must be kept in secured files (CBA, 

Article 10, Section a-d). 
 

All documents placed in a faculty member‘s evaluation file must be stamped with the date on 

which the documents were placed into the file. A copy of any document placed into a faculty 

member‘s evaluation file must be forwarded to that faculty member within seven calendar days. 

A faculty member always has the right to review his/her evaluation file and to challenge any 

materials (OAR chapter 573, division 010). Each year, the Provost will remind all faculty of their 

right to review and rebut any document in their evaluation file. 

 

In addition to a faculty member‘s rebuttal to a document within his/her evaluation file, the faculty 

member may also consent to the input of other documents from other individuals who are 

knowledgeable of a particular situation. Additional documents must be attached to the primary 

document in question. 
 

Removal of Documents from the Evaluation File 

Disciplinary documents in an evaluation file must be removed five years from the date of their 

insertion unless more recent documents in the file indicate continuance of the particular behavior 

pattern for which one was disciplined. Should a faculty member desire that a document be 

removed prior to five years, a procedure is outlined in the Collective Bargaining Agreement 

(CBA, Article 10, Section 3b). 

 

Additional Evaluative Responsibilities 

Another area that requires attention from the chair is securing student evaluations of teaching 

performance for all faculty who teach. All evaluation processes can be positive and productive. 

Evaluations of teaching performance can be used to improve student learning and satisfaction, 

provide constructive and specific feedback for an instructor, and identify resources to help the 

instructor. Evaluation processes can also provide support for the faculty member that will help 

her or him be an effective and contributing member to the department.  
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To build departmental commitment and integration, you can create opportunities for faculty 

members to articulate their personal and professional growth plans and make connections 

between personal goals with broader departmental goals. Most importantly, the evaluation can 

help faculty members identify their own performance goals and seek out resources that will help 

their teaching, research, and other areas of professional development. 

 

It is important to note, however, that SOU bylaws state that, ―…if during any academic year, 

fifty percent of the student evaluations for a faculty member rate the faculty member at less than 

‗competent‘ or if the average rating in more than one-half of the sections evaluated is less than 

competent (see 5.721), the department chair must schedule a colleague evaluation for the faculty 

member in the next academic year.‖ 

 

Mentoring Probationary Faculty 

The mentoring role of the chair is vital: having hired faculty who have significant promise for 

your department and the university, you are responsible for establishing a positive environment 

in which probationary faculty can develop to their full potential. 

 

As chair, you can provide new faculty with advice and a listening ear. You can try to make their 

first year or two easier by assigning courses they feel comfortable with, by limiting their course 

preparations, and by working out reasonable schedules. You can steer them through the 

complexities of the department and the university as a whole, and assist them in using their time 

wisely and well. You might also consider asking one or two senior faculty members to take on 

the following mentoring duties (or you might do them yourself): 

 

Orienting new faculty to the department. You may wish to meet periodically with the new 

faculty, talking with them informally about their teaching and other work, but also have a 

number of introductory meetings with both new and experienced faculty to cover important 

issues in the department. 

 

Dispensing and discussing department, college, and university mission statements. If your 

department has a mission statement, make sure new faculty members have a copy (as well as 

copies of the university and college mission statements) and discuss what it means in terms of 

the teaching, research, and service objectives of the department. 

 

Providing feedback on teaching. You or a colleague can offer to observe a class and discuss 

with new faculty how to set up syllabi and assignments, develop effective classroom management 

strategies, and enhance students‘ learning.  

 

Outlining a plan for overall professional development. Since probationary faculty may well 

feel overwhelmed by all that they believe is expected of them when they first arrive on campus, 

you can help them tremendously by working out a coordinated professional development plan with 

them. A professional development timeline can be comforting and useful both for probationary 

faculty and for you and the rest of the department as you review their work and their professional 

promise and achievement.  
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Apprising new faculty of professional development opportunities. Put new faculty in touch 

with the Center for Teaching, Learning and Assessment. Let the faculty know when appropriate 

conferences or calls for papers come across your desk. Make it clear to probationary faculty that 

you want them to flourish in a variety of ways, and make them aware of existing opportunities. 

 

Motivating Tenured Faculty 

What can a chair do to re-energize intelligent individuals who have lost the fire and enthusiasm 

that brought them into academic life? Many department chairs find that motivating tenured 

faculty is one of their most difficult tasks. Some faculty are alienated or burned out: They may 

have taught the same classes in the same way for too many years; they may be disappointed by 

their students‘ skills, or they may not have adjusted to a changing student population or the 

changing norms in their discipline; they may never have achieved their own publishing or research 

goals. Even faculty who are still interested in their students or their research may no longer be 

motivated to participate in the department or in faculty governance. One approach is to talk with 

people; listen to them; try to find out what could motivate them. You may also be able to inspire 

jaded faculty by setting them up as mentors for probationary faculty. While assisting the new 

person, the more experienced individual may become renewed, interested again in the workings 

of the department. 

 

Asking people for help can inspire them. You may want their advice on compiling a department 

history, restructuring the department‘s graduate program, or promoting the department within the 

community. Ask them. You can also help faculty members by reminding them of professional 

development opportunities. Would they be interested in a teaching exchange? Are there grants or 

fellowships for which they can apply? Sometimes a change of pace can invigorate faculty who 

are simply ―in a rut‖ and have started counting the years until retirement. 

 

Summary 

Being an evaluator and supervisor of faculty and staff is a challenging aspect of the chair‘s job. 

Chairs are responsible for evaluating faculty performance, preparing promotion and tenure 

recommendations, assessing staff effectiveness, dealing with unsatisfactory faculty and staff 

performance, and initiating termination of faculty or staff members. Interwoven within these 

processes are also the roles of mentor and supporter of faculty and staff development.  

 

In all these roles, the chair is in charge of creating a positive environment in which teaching and 

learning are of paramount concern and individuals are respected and valued.  

 

Checklist for Department Chairs as Supervisors  

 Supervising and evaluating faculty and staff are ongoing tasks for department chairs.  

 The Director of Human Resources can help when you have questions regarding personnel 

issues (i.e., Equal Employment Opportunity, sexual harassment, and Americans with 

Disabilities).  

 If you want to place anything in an employee‘s evaluation file, stamp the document with 

the date of the day the document was placed in the file, notify the person within seven 

days that the material is being placed in their file; notify your dean and Human Resources 

of your action.  
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 Deal promptly with personnel problems.  

 Document any faculty-related problems—write letters of explication, keep notes of 

difficulties, and place them in an official file.  

 Use staff evaluations to improve communication and clarify expectations.  

 Mentor junior faculty by helping them become assimilated within the department and the 

university as well as by assisting them with teaching and research.  

 Direct faculty to external funding opportunities for scholarly and creative projects; put 

them in touch with the Center for Teaching, Learning and Assessment and the Office of 

Grants and Sponsored Programs. 

 Work to reinvigorate alienated or burned out senior faculty and staff, and provide them 

with support.  

 Maintain a timeline for completing faculty evaluations. 

 Talk to probationary faculty about their responsibilities in the tenure and promotion 

process, explaining the obligations of other participants in the process.  
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VI. Counselor 
 

Overview 

 

A department chair is often called upon to counsel students, faculty, and staff on issues ranging 

from the trivial to the extremely serious. Many department chairs experience the following types 

of situations:  

 a student complains that a faculty member has acted rudely in class;  

 a clerical assistant feels overworked in the office or has been asked to do more than the 

job description allows;  

 a faculty member is disappointed at not being granted a development leave;  

 students are upset that an instructor has arbitrarily changed the date of a midterm;  

 the department secretary is irritable with callers on the telephone;  

 a faculty member believes a student is suicidal. 

 

Sometimes an individual seeks out the department chair to discuss a problem or concern. Other 

times, however, the chair recognizes that a situation has become unproductive and calls a faculty 

member, staff person, or student into the office.  

 

Remember that you are not alone: the university offers support of various kinds, including 

people trained in advising and counseling. If you encounter serious problems, ask another 

experienced person for help. 

 

Listening and Establishing a Caring Climate 

Much of your task as counselor can be accomplished if you establish a warm, welcome, and 

caring atmosphere in your department and office. In this environment, those who seek or need 

your counsel will feel appreciated and know you are listening to them. Among the ways to 

establish this climate are the following:  

 Find some quiet time and create some privacy, so that the individual will feel at ease. 

Listen carefully.  

 Zero in on the most central concerns. The person is probably sharing more information 

than you need, but if you can help him or her focus on the one or two central issues, you 

can help the person considerably.  

 Do not be too quick to judge. Remember that your experiences, and therefore your 

perspective, may be different from that of the speaker. Ask clarifying questions.  

 Do not be too quick with advice.  

 To ensure accuracy, repeat back the important points.  

 Jot down notes. Taking notes will tell the speaker that you care about what is being said, 

and the notes themselves provide a reference for you later on.  

 

Giving Advice and Feedback 

If, after careful listening and reflection, you believe that you have important feedback for the 

student, staff, or faculty member, the following pointers may be helpful:  
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 Ascertain that the person is ready for what you have to say;  

 Stay focused on the individual and his or her words or behaviors, not your own needs or 

feelings;  

 Give feedback on the things the person has the capacity to change;  

 Give small amounts of feedback at one time;  

 Be as prompt as possible so that the situation does not fester;  

 Check with the individual after giving feedback to see if it was understood and if it was 

productive.  

 

Overall, the cardinal rule to remember is that if you are unsure of how to respond, or what to do 

to resolve the situation, be certain to seek additional help and advice. 

 

Confidentiality 

Department chairs often have information about staff, faculty, or students which is private and 

privileged (for example, grades and employee performance records). In your role of counselor, 

you will frequently hear private and confidential matters; be certain to preserve the integrity of 

the situation and keep such matters confidential. Federal laws and campus policies assure students, 

staff, and faculty the right to privacy, the right to inspect their own records and the right to 

challenge their accuracy. As custodian of such information, you should keep in mind that your 

discretion is essential. You should not share information regarding individual students or 

employees of the university and you should take measures to secure printed materials with such 

information. 

 

Sexual Harassment 

Sexual harassment includes such unsolicited and unwelcome behavior as sexual advances, requests 

for sexual favors, and other verbal or physical conduct of a sexual nature. The university does 

not tolerate such behavior. This applies to students, staff, and faculty. If students, staff, or faculty 

members indicate to you that they feel they are being sexually harassed, you should immediately 

speak to the Director of Human Resources. It is not your job to determine the merits of such 

accusations. It is your job to file a timely report. For further information, see the university‘s 

Sexual Harassment Policy www.sou.edu/studentaffairs/Sexual%20 Harassment081507.pdf. 

 

Student Grievances 

Specific steps exist for handling students‘ grade-related grievances (informal resolution with the 

faculty member is the first step; written grievance form in Appendix J; policy at www.sou.edu/ 

studentaffairs/Academic%20Standards%20Grading%20Grievance%20081507.pdf), but students 

may come to your office with a variety of other problems, some more readily solvable than 

others. Complaints range from the perception of being treated impolitely by a staff member to 

complaints of incorrect advising by a faculty member. The first step in such cases is to listen to 

the student. Withhold judgment at the beginning so that you can really hear what she or he is 

saying. Use the counseling guidelines specified above. You may find it helpful to ask the student 

what sort of resolution he or she has in mind. (Does the person wish to file a formal complaint or 

simply let off steam?) If you need to hear from someone else to get a complete picture of the 
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situation, talk with that individual privately. At this point, you will have to decide whether or not 

to facilitate a meeting between the involved parties. 

 

If you are unsure how to proceed in a given situation, ask your dean (if the issue is an academic 

one) or Dean of Students (if the issue is a behavioral one) for guidance. 

 

Disruptive Individuals 

Disruptive behavior is that which interferes with other students, faculty, or staff and their access 

to an appropriate educational or work environment. Some disruptive behaviors, like physical 

assault, are clearly criminal. Other behaviors, though not criminal, may present serious problems 

and may be referred to your office. These include such things as habitual interference with the 

learning or workplace environment, persistent and unreasonable demands for time and attention, 

intimidating behavior or speech, or verbal threats. Any of these situations calls for immediate 

attention. (For police and/or health service assistance, dial 911, as in any campus emergency 

situation.)  

 

Your ability to remain calm in the face of the situation is critical. Keep your focus on the situation 

and try to describe the behavior that must be changed. If the individual with whom you are 

speaking is extremely angry or agitated, allow him or her to vent for a brief time. Maintain eye 

contact. Clearly and calmly set limits for the conversation: ―Yes, I do want to hear your 

perceptions of the problem, but we cannot begin until you sit down and lower your voice.‖ While 

being careful not to make any demeaning remarks about the individual, describe the disruptive 

behavior and indicate that it is inappropriate and will not be tolerated. Describe the consequences 

if the disruptive behavior is not corrected. See if you can arrive at a mutual agreement about a 

behavior change. If you judge that this is not possible, decide whether to attempt it again later or 

to refer the situation to someone else.  

 

Emotionally Distressed Individuals 

The department chair is often in a position to spot students, faculty, or staff members who are in 

distress. An individual who appears abnormally irritable, aggressive, or withdrawn or who has a 

sudden and unexplainable change in behavior may be experiencing emotional distress. The person 

may seek you out; students or faculty may report uncharacteristic behavior; or more commonly, 

you will note changes in an individual‘s behavior. Establish a time to speak together privately. 

Let the person know what you have observed and that you are genuinely concerned about him or 

her. You may want to consider putting the person in touch with a staff member at the university‘s 

Counseling Center. On occasion, an individual who appears emotionally distressed may be 

exhibiting symptoms associated with a disability. You may wish to contact the Director of 

Disability Services for further advice and assistance. If the situation appears potentially violent, 

do not hesitate to summon campus security. 

 

Summary 

Because the department chair is frequently called upon to act as a counselor, understanding basic 

techniques of listening, giving feedback, and creating a caring climate are essential. It is also 

important for the chair to become acquainted with the resources on campus which can be of 

assistance when you are dealing with distressed or disruptive individuals. 
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Checklist for Chairs as Counselors  

 Be a good listener.  

 Avoid personalizing a situation; focus on the problem.  

 Do not talk too much.  

 Stay calm, even when the situation is emotionally charged.  

 Be sure to get all sides of the problem.  

 Acquaint yourself with the resources on campus; there are a number of places to go for 

help.  

 Follow through on the problem or difficulty; ensure that the focus of the problem is 

resolved.  

 Maintain confidentiality.  
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VII. Academic Advisor  

 
Overview 

 

Students deserve useful and timely academic advising. Chairs are responsible for making sure 

that faculty advisors in the department are trained and available to advise both majors and 

prospective majors. In addition, the chair must deal with grade appeals and handle new and 

transfer student orientations.  

 

Responsibilities of Department Advisors 

Faculty advisors quickly learn that most students come to them with questions about coursework. 

However, students also seek advice about career choices, need letters of recommendation, and 

want help with a myriad of personal problems. The primary role of the advisor is to provide 

students with academic guidance; when asked to advise students on their personal lives, you may 

want to take some time to listen and then if the problem seems serious, refer the student to the 

Counseling Center or to Student Health Services. For more information, refer to the chapter 

entitled ―Counselor.‖ 

 

Advising Resources 

You will find it useful to have quick access to the University Catalog, the Schedule of Classes, 

and department advising materials. Questions regarding registration, student accounts and billing, 

and financial aid are now all handled through Enrollment Services (ESC). Keep the ESC phone 

number close at hand – 552-6600. (A comprehensive list of campus contacts is provided in 

Appendix K for your reference.) Key contacts regarding advising are listed below: 

 

Enrollment Services 

Admissions – Mark Bottorff  ...............................  552- 6411 

Customer Service – Liz Green  .............................  552-6318 

Degree Evaluation – Lori Bergum  .......................  552-6617 

Financial Aid – Enrollment Services  ...................  552-6600 

Online Student Registration – PJ Mau  .................  552-6698 

Parking Permits – Enrollment Services  ...............  552-6600 

Records – Peggy Mezger  .....................................  552-8294 

Registration – Peggy Mezger  ...............................  552-8294 

Scheduling – Lesley Pohl .....................................  552-6602 

Transcripts – Glenda Wood  .................................  552-6603 

 

Student Resources 

Accelerated Baccalaureate – Curt Bacon  .............  552-6487 

Access Center .......................................................  552-6213 

Attorney Student Legal Services  .........................  552-6213 

Bookstore – Tania Shewman  ...............................  552-6178 

Career Services – Peter Weston  ...........................  552-6461 
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Counseling Services  .............................................  552-6136 

Disability Services – Theresa Lowrie  ..................  552-6213 

First Year Academic Advisor – Jill Brown ..........  552-6274  

Honors - Faculty Director – Fredna Grimland  .....  552-6533 

Health and Wellness Center – Diane Potratz  .......  552-6236 

McNair Director – Dee Southard  .........................  552-6433 

International Programs – Sarah Stevens  ..............  552-6338 

Student Grievances  ..............................................  552-6223 

Success at Southern ..............................................  552-6062 

University Studies Director – Mada Morgan  .......  552-8405 

University Seminar – Mada Morgan ....................  552-8405 

Student Health and Wellness  ...............................  552-6136 

Writing Center  .....................................................  552-8415 

 

Advising Majors, Minors, Special Majors, and Graduate Students 

Most undeclared majors receive advising through the Access Center, so the bulk of your academic 

advising is with students majoring or minoring in your department. Make sure that you and all 

department advisors are thoroughly familiar with Banner‘s degree evaluation system and have 

undergone training. Every faculty member in your department should be familiar with university 

studies requirements and with department major requirements. Every full-time faculty member 

should be familiar enough with the degree evaluation to help students understand which degree 

requirements they still need to fulfill. Department advisors should know how frequently courses 

are offered, whether they are more likely to be day or evening classes, which courses are offered 

online and which are offered at the Higher Education Center or other locations. 

 

If your department offers a graduate degree, the advisors are probably familiar with the program 

requirements and options. However, unless your department has a designated graduate advisor, 

you are likely to be the primary advisor for graduate students.  

 

University Studies Advising and State Mandated Regulations 

Although many students use the Access Center to find their way through graduation requirements, 

you have a responsibility to be familiar with university requirements, especially with how they 

relate to your major programs and to courses in your department.  

 

It is often useful to remind students of the university-wide requirements for graduation (e.g., total 

number of units, residence requirements, minimum GPA, and so on) and of tests required for 

placement and graduation.  

 

It is critical that faculty advisors stay alert to legislative actions that impact our students. Be sure 

that your faculty are kept informed of new university procedures and requirements. 
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Career Choices 

Students often come to advisors for advice concerning professional careers or graduate schools. 

Listening may be the advisor‘s most important skill in many of these situations: students may want 

simply to air options and ideas to a knowledgeable and interested faculty member. In these cases, 

probing questions and balanced suggestions, combined with a modicum of good information, can 

help students reach their own conclusions. 

 

In some cases, however, students hope to receive specific direction. You should make sure that 

any information offered by you and other department advisors about career choices is current, 

and that advisors are aware of a wide range of useful resources and options. Students who are 

unsure of their career goals can also be referred to Career Services. 

 

Letters of Recommendation 

Advisors and the department chairs are frequently asked to write letters of recommendation for 

students applying for jobs or to graduate schools. When asked to write such letters, consider the 

request carefully. Agree to write letters only for candidates whom you can honestly recommend. 

In general, avoid writing letters for people you know only slightly or with whose work you are 

unfamiliar. If you do write letters for such individuals, state clearly the extent to which you know 

them and their work. 

 

In 1974, federal legislation gave students older than eighteen and (with their permission) their 

parents the right to review files in public schools and colleges. Applicants, thus, can view letters 

of recommendation unless they specifically waive their right to do so. If you have any reservations 

about the student, consider carefully whether you wish to write a letter of recommendation. You 

might even discuss with the person any reservations you have: ―You only earned a B- in the class, 

Joe. I‘ll have to include that information in my letter.‖ 

 

When you do write a letter of recommendation, ask the student for a resume and for copies of 

papers or projects she or he wrote or worked on in your class. Avoid generalizations and 

unsubstantiated adjectives; keep your letter objective, concrete, and accurate. Above all, be sure 

that the information you submit is fair and judicious. You want to help the candidate, but at the 

same time, you do not want to give inaccurate information to the recipient of your letter.  

 

Grade Disputes 

When students have questions about their grades, they will often come directly to the department 

chair. When that happens, listen carefully and let them know the procedure for resolving a grade 

dispute.  

 The student must first discuss the problem with the faculty member who assigned the 

grade.  

 If the dispute remains unresolved, the student can file a written appeal with the department 

chair. To be successful, a student must provide evidence that 1) he or she was treated 

differently from other students in the class; or 2) that the professor did not follow the 

provisions of his or her syllabus; 3) that the student‘s grade was based on something 

other than his or her performance in the class. In all cases the burden of proof is on the 
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student. Depending on the weight of the evidence you may either deny or uphold the 

appeal.  

 If you find that that the evidence does not support any of the above provisions, the student 

may, if he or she wishes, pursue the appeal with the dean of the school or fill out a Grading 

Grievance Form (Appendix J). 

 

Although the student may ask you to read a paper or exam that she or he believes was graded 

unfairly, be very careful not to make a judgment to the student regarding the grade. Avoid 

comments such as ―This seems fair to me,‖ or ―I‘d have given it an even lower grade.‖ When 

students return to you after speaking with the instructor, meet separately with the instructor. In 

discussing the problem with the instructor, you may want to find out the criteria used to evaluate 

the assignment, the type of feedback the instructor provides students, or the grading system used 

to arrive at a grade for the class. Many grade disputes relate to vagueness about grading criteria.  

 

Student Orientations 

Each year there are mandatory orientation meetings for new freshmen and transfer students. One 

important aspect of the orientation is a meeting with a representative of the student‘s major 

department. The department chair may be asked to see that at least one informed advisor is 

present for the orientations. 

 

These students want academic advising. They want to hear about: (1) the specific courses for 

which they should register during their first term and subsequent terms; and (2) how your program 

will benefit their professional development and career. Transfer students want their transfer 

courses evaluated. If your orientation sessions are structured around those topics, they will be a 

success. 

 

Summary  

Southern Oregon University students merit continuous and expert academic advising. Effective 

advising will enable them not only to grow intellectually, but also to meet the requirements of 

the university and to graduate. You and your department faculty should be ready and available to 

provide courteous and knowledgeable advising to students at all levels. 

 

Checklist for the Department Chair as Advisor 

 Listen carefully.  

 Keep the university catalog and schedule of classes close at hand 

 Have a working knowledge of academic resources such as the Math Skills Lab (552-6213) 

and the Writing Center (552-8415) that are available to students.  

 Make sure your letters of recommendation are useful and accurate.  

 Be prepared for orientations for new students.  
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Appendix A 

Annual Learning Assessment 

Report Form 

 
DUE January 15 to Academic Affairs 

 

Directions: Please complete this report for each program with distinct learning outcomes in your 

unit. Be concise, but provide as much information as needed to give a snapshot of your assessment 

process. The boxes will expand to accept more text. If you have this information in another format 

that articulates the following, please feel free to attach that document and refer to it as appropriate 

in the boxes below.  

 

1. Program Information 

Program  

Department  

College  

Timeframe Report covers activities from___/___/_____ to ___/___/_____ 

Report Submitted by  

 

University Mission Southern Oregon University is an inclusive campus community 

dedicated to student success, intellectual growth, and responsible 

global citizenship.  

Commitments  

 

Southern Oregon University is committed to  

 a challenging and practical liberal arts education centered 

on student learning, accessibility, and civic engagement;  

 academic programs, partnerships, public service, outreach, 

sustainable practices, and economic development activities 

that address regional needs such as health and human 

services, business, and education; and  

 outstanding programs that draw on and enrich our unique 

arts community and bioregion.  

Departmental Mission  

Program Mission  
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2. Measurable Program Outcomes 

Provide the measurable student learning outcomes for your program. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. The Problem 

a) Explain a problem or issue that will be/was studied over the academic year. 

 

 

b) Explain the significance of this problem and why it was worthy of further 

investigation. 

 

 

 



SOU Department Chairs Handbook 2008 40 

 

4. Measurement 
 

a) Describe the methods and procedures you will use/have used to study the 

identified problem.  

 

 

b) Identify any measurement tools used to study the problem (surveys, rubrics, etc). 

 

 

c) Provide a timeline for this work. 
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5. Results, Conclusions, and Decisions-Describe the results, conclusions, or discoveries made 

during the measurement activities listed above by responding to the following: 

 

a) Present a summary of the data collected during this reporting cycle 

 

 

b) Explain how the data was analyzed 

 

 

c)  Include any additional information needed to provide appropriate context 

including unintended outcomes, measurement difficulties that may have led to 

ambiguous results, etc. 

 

 

d) What conclusions have you drawn from your assessment data? 

 

 

e) How will your findings be used to revise your program? 
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6. Provide a skeletal assessment plan for your program 

 

Report on any other activities that fall under assessment that were not captured 

above. This may include general satisfaction surveys, employer input, or other 

initiatives that contribute to student learning or program improvement. 

 

 

 

7. Describe planning for the upcoming cycle 

Briefly describe what you plan to work on for the upcoming cycle. 
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Appendix B 

Departmental Snapshots 

 

Departmental snapshots provide an annual overview of a department‘s connection to the 

University mission and strategic plan as well as its specific goals, aspirations, and benchmarks. 

They are the internal documents that provide a way for departments to track and share progress 

that will ultimately be summarized to provide longitudinal data for the Comprehensive Program 

Review.  

 

Goal: Each educational program will create an annual summary that captures the essentials of 

what it is doing, spending, and planning. Summaries will:  

 Be effective across all academic units, capturing both the similarities and uniqueness of our 

departments.  

 Use core data systematically and consistently across departments.  

 Answer divergent assessment and planning needs for NW Accreditation, OUS, general 

public, and SOU departments, chairs, deans, Provost, UPC, and Budget.  

 

Overview of Template 

Each Department Snapshot will include the following 5 components: 

 

1. Mini-snapshot   Mission, programs, areas of growth, areas of investment 

 

2. Academics  # and % of courses for majors, minors, certificates, master 

    # and % of courses: Gen Ed, CBL, online, hybrid, Honors, MFR 

    # and % of courses that support for other programs 

    Class size (range, average), # majors, # degrees awarded 

    SCH generated 

 

3. Students  # students in programs, majors, minors, certificates 

    Demographics: in/out of state, age, gender, ethnicity 

 

4. Faculty & staff FTE and faculty characteristics (rank, adjuncts, loading) 

    FTE of staff (classified, unclassified)     

    Student help (# hours/week) 

  

5. Financials  Revenue generated  

    (SCH tuition, fees, state support, self-support, grants) 

    Expense (salary, benefits, S & S, special equipment) 

    Margin  
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Appendix C 

Program Review Schedule 
 

Academic Program Review Schedule 

2008-09 2009-10 2010-11 2011-12 2012-13 

Communication Chemistry/ 

Physics 

Criminology & 

Criminal Justice 

Social Sciences, 

Policy and 

Culture 
Anthropology; 

Economics; Sociology; 

Geography; 

International Studies; 

Native American 

Studies; Women‘s 

Studies) 

Language, 

Literature and 

Philosophy: 
(English & Writing; 

Philosophy; Foreign 

Languages) 

Mathematics Art & Art 

History 

Theatre: 

Undergraduate;  

Shakespeare 

Studies 

Education: 

Undergraduate 

and Minor 

Honors 

Music Biology Computer 

Science 

 Library 

USEM  Business: 

Undergraduate 

Health Physical 

Education and 

Leadership 

 University 

Studies: 

Integration 

 University 

Studies: 

Exploration 

History and 

Political Science 

 Environmental 

Studies 

Education: Med 

& MAT (one 

year and part-

time) 

Business: Master 

in Management 

 

Psychology: 

Graduate 

Program 

 

Theatre: 

Graduate 

Program 

Business: MBA 

 

 

Business: Association of Collegiate Business Schools and Programs – currently applying for 

initial accreditation 

Chemistry: American Chemical Society – 5-year reports – reports due but suspended in 2009 

Education: TSPC Accreditation cycle – 7 years; completed in 2009, scheduled for 2016 

Music: Accreditation cycle – 10 years; completed in 2007 and scheduled for 2017 

Psychology: The Council for Accreditation of Counseling and Related Educational Programs 

(CACREP) 

 

Tentative Schedule for Program Review (due in October of AY) 

2008-09 2009-10 2010-11 2011-12 2012-13 

CTLA OIP Medford Noncredit Distance Ed 
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Appendix D 

Responsibility Center Management 
Budget Process Strategic Mini Plan submitted by Craig Morris 9/3/08 

 

 

Executive Summary  

This plan outlines the rationale, assumptions and operating principles for SOU‘s Responsibility 

Center Management (RCM) budget model, and documents what has been done and still needs to 

be done.  

 

Expected/Projected Outcomes and Goals 

The underlying concept of SOU‘s new budgeting process is Responsibility Center Management 

(RCM) and is intended to help SOU move to a budgeting model that will allow departments 

more control over and understanding of their budgets.
1
 The anticipated outcomes are to:  

 Make a greater number of financial decisions locally rather than centrally 

 Make ―profitability‖ and subsidies transparent to the whole campus 

 Allow the central administration to focus on institutional planning rather than budget 

detail  

 Provide incentives for revenue generation and efficiency 

 

Background 

In the past, SOU‘s budgeting was based on historical funding patterns, opportunism with respect 

to cuts, and confusion about costs and revenues. We benchmarked the financial contributions of 

academic areas solely in terms of Student Credit Hour production and number of majors, and 

operated large parts of the academic enterprise outside of the general fund. We also lacked a 

campus-wide process to understand and respond to needs and opportunities in the context of a 

university-wide strategic plan.  

 

The retrenchment process and reaccreditation self-study brought to light the tenuous nature of 

SOU‘s past budgeting and a Blue Ribbon Task Force (BRTF) was charged in spring of 2007 to 

develop a new budget planning model for SOU. The BRTF identified several areas of the campus 

budget process which had serious flaws including: 

 No review of how expenses change over time 

 Poor understanding and coordination of the effects of one department‘s decision on other 

campus departments. 

 No overarching strategic plan to align priorities and investments 

 Inadequate funding to support new initiatives with strategic value 

                                                 
1
 In 1996, the National Association of College and University Business Officers (NACUBO) surveyed member 

institutions on the use and effectiveness of RCM on campus. A total of 235 institutions responded, 68% from public 

institutions and 32% from private institutions. Private institutions indicated a higher implementation rate than public 

institutions of RCM, either fully, partially, or in the planning stages. The 1996 NACUBO survey showed that about 

11% of 75 private institutions surveyed employed a decentralized budget model. A 1999 Cornell Higher Education 

Research Institute survey showed that 37% of 71 private institutions surveyed employed a decentralized budget 

model.  
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 Budgeting to a prescribed system that drove budget managers to create systems outside of 

the finance/budget tool 

 Budget procedures not well documented or understood by budget managers 

 Training for budget managers not provided in a way that was useful or linked to the 

procedures that had evolved over time 

 Lack of transparency in budgeting 

 No allowance for carryover 

 

The new budget model/process is intended to address many of these issues. Some progress has 

been made in 2007-08 and more needs to occur in 2008-09. 

 

Key Activities to Achieve Goals 

Activities to initiate the RCM model are centered around these goals: 

 

1) Analyzing expenses and revenues across the institution 

2) Creating a campus budget process 

3) Identifying, recommending, and funding institution-wide investments 

4) Establishing incentives for collaboration and efficiency 

 

In 2007-08, we made good progress on the first two goals.  

 

For academic areas, the new RCM model associates revenues with costs, meaning that the area 

that funds a course receives the revenue from those students regardless of the course prefix(es) 

assigned. The Budget Office, working with deans, has developed methods for analyzing revenues 

and direct expenses at the academic department level. This allows the University Planning 

Committee (UPC) and the Campus Budget Committee to track long-term revenue and expense 

trends and to tie investment to strategic opportunities and needs. 

 

A campus Budget Committee, chaired by the Provost, has been established to review budget 

information, guidelines, and proposals and report to the President. The committee reviewed the 

2007-08 budget, participated in hearings for auxiliaries and budgeted operations units, and will 

make recommendations concerning the final campus budget.  

 

We have begun work on connecting budgeting to planning. A team of chairs is developing a set 

of performance metrics—a departmental snapshot—that will allow everyone to understand what 

work is needed to serve that mission of the university and how each unit serves that mission. For 

academic departments, metrics will include actual revenue, SCH, degrees awarded, retention rate, 

declared majors, University Studies courses, and contribution margin, which should be based on 

benchmarks with peer disciplines. For support departments, metrics should also be based on 

benchmarks for peers.  

 

Beginning in 2008-09, the department snapshot will be part of the broad budget process and will 

be used to initiate annual campus dialogue about each department‘s plans, budget, staffing, 

academic offerings, and needs and their connection to the institutional strategic plan. The 

University Planning Council will facilitate that review process.  
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Still to be developed are mechanisms to encourage collaboration and to finalize and document 

operating procedures and principles to manage budgets in real time. The lag in these two areas 

has resulted from the urgency of the work and the need to develop principles as we build the 

budget.  

 

Operating Principles 

The following operating principles have been identified for RCM at SOU: 

 

1. Revenue accrues to the unit funding a course. Most academic offerings should migrate to 

the general fund. 

2. When an academic division has a shortfall from projected revenue, this will be treated as 

an institutional loan to that division, with funds returned to the general fund in the next 

fiscal year. 

3. When a division has a surplus over budgeted contribution margin, that surplus may be 

reinvested that fiscal year in additional temporary staffing (usually term by term) to 

increase capacity. Remaining surplus over budgeted contribution margin may be invested 

based on guidance from administration.  

4. Fund balance retention (carryover) is possible when the institutional fund balance target 

is met. Revenue-generating areas receive priority for carryover.  

5. Contribution margins are proposed by units based on analysis of peer comparisons; they 

are approved or adjusted by the President, with input from the Budget Committee and 

Cabinet, based on the campus ability to balance the budget and meet institutional priorities. 

For USEM, SOE, SOB and CAS, proposed contribution margins are developed by deans 

based on comparative data for other units. 

 

Remaining Work to Do 

 Develop methodology for determining contribution margins [VPs and deans] 

 Develop a method for establishing appropriate budgets and increases for non revenue 

generating units. [Budget Committee and VPs] 

 Formalize carryover and reinvestment practices by September 2008. [Cabinet and 

Executive Council] 

 Develop additional staff training and budget support [HR and Budget Office] 

 

Accountability/Assessment 

What are the benchmarks for determining success?  

 Connection of allocations to strategic planning and documentation of new strategic 

investment 

 Increased campus understanding of budget and budget process through participation in 

hearings and reports 

 

Budget and Staffing Implications 

It is likely that additional budget staff will be needed in Academic Affairs or Finance and 

Administration. 
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Budget Issues Identified in March 2007 by the Blue Ribbon Committee  

What hasn‘t work well in the past? 

 No review of how expenses change over time, new or different technology (technology 

convergence), ability to deal with inflation, changes in expenses up or down, new expenses 

incurred for new mandates, impact of one departments decision on other campus 

departments (some examples for IT include: expenses associated with regulatory/ 

legislative mandates, security issues, expense impacts to the IT budget caused by 

initiatives implemented by campus departments). 

 No equipment reserves or budget plan for technology infrastructure replacement for 

General fund operations. 

 Complexity – too many indexes to manage as organization has changed (merging of 

units), different funding model for different parts of our business i.e. telecom vs. 

computing and media. 

 Departments plan in silos, sometimes results in spending more than if we had a single 

solution, or worked in cooperation to ensure no replication of services, and integration of 

systems, process and solutions. 

 No campus strategic plan to align priorities and investments. 

 Inadequately funded to support new initiatives. Conversely, funding for new initiatives is 

allocated sometimes without regard to strategic value. 

 Departments are inadequately funded for desktop equipment replacement. We estimate 

that campus replacement cycles for faculty and staff are running up to 8 years. This 

increases support costs. 

 Budgeting to a refined set of account codes may be problematic in some cases. For 

instance budget managers will budget to a category of expense (i.e. Professional Training 

which might have expenses in multiple account codes) or a project – in my experience 

accounting systems aren‘t set up to accommodate the way we plan a project budget. This 

drives the budget managers to create systems outside of the finance/budget tool, i.e. 

shadow systems or spreadsheets to plan and track expenses to plan.  

 Budget procedures not well documented or understood by budget managers. Training for 

budget managers not provided in a way that is useful or linked to the procedures that have 

evolved over time.  

 The way the finance system works, it is kind of mind numbing sometimes to really figure 

out your balance – transfers and negatives that are positive and positives that are 

negative. 

 Some years budget plans not determined until well into the fiscal year. 

 We do not have an effective way of deferring (carrying over) an expense if something in 

plan didn‘t occur on schedule and the expense needs to be deferred to the next fiscal year.  

 The service center funding model (at least for IT) is flawed for several reasons: 

 Expenses change as technology changes, so the revenue model becomes out of date to meet 

future needs; new technology is required that isn‘t part of the existing revenue model 

creating expenses not anticipated in the revenue model; both of the above can create a 

situation where you generate too little or too much revenue to cover expenses. 

 Reserves planned for future expenses are spent or used to cover budget reductions 

without regard to the future needs. 
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 No ability to play what if scenarios with existing finance and budget planning systems. 

This is needed particularly to analyze the redistribution of salary dollars and to 

automatically calculate the OPE based on OPE rates that have been input into the system 

centrally. 

 There seems to be a lack of transparency in budgeting. It‘s hard to tell where we are, or to 

compare figures across different units. 

 General fund budgets are not adjusted annually based on enrollment growth or decline. 

 Revenue and expenses are separated in the general fund; Summer Session and Continuing 

Education revenues are reported without related expenses in Geoff Smith‘s reports. 

 Assessments to self-support programs and auxiliaries have been based on what the general 

fund needs to cover deficits, not on the actual costs of services provided by general fund 

operations. 

 There is no formal process for moving a start-up program with self-support funding into 

the general fund after it has been established. 

 Sharing self-support revenue earned in ECP with departments; the internal sales 

reimbursement process is problematic because this revenue can vary from year to year – 

can‘t depend on it the same as general fund money. 

 Budgeting self-support revenues requires sophistication by department chairs, which is 

not always present. 

 Want to see general fund and self-support budgets before they are finalized by the Budget 

Office – this should be more of a collaborative process. 

 No room for carryover...seems to punish depts. for not spending every dime or finding 

ways to bring in extra revenue. 

 No way to build reserves. 

 Does not seem to be consistent. Often what worked or was ―okay to do‖ one year is 

completely different the next, but with little conversation as to the hows and whys. 

 Lack of dialogue. 

 Difficult for depts. to fiscally help each other. We work in an environment of competition 

with each other rather than synergistically as a university. 

 Not knowing whom to contact with budget issues. 

 Does not seem to be a clear process determining budget amounts. 

 Does not reflect inflation. 

 

 

 

 

 

 

 

 

 

 

EB/CM 7/29/08 
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Appendix E 

Recruiting & Contractual Language Requirements 

 

Faculty Search and Appointment Conditions 

 

The following search and appointment conditions should be included in all faculty position 

descriptions, online position announcements, hire forms, and contracts: 

 

Professorial Tenure-Track Faculty  

Searches: ―Teaching assignments may include University Studies/Seminar, online courses, 

Medford and Ashland campus classes, and day, evening and weekend courses.‖ This 

statement does not need to be included in print ads if readers are referred to SOU‘s Human 

Resources web announcement. Candidates should understand that these activities are part of 

the position. 

 

Contract conditions: ―Teaching assignments may include University Studies/Seminar, online 

courses, Medford and Ashland campus classes, and day, evening and weekend courses.‖  

 

Professional Faculty 

Searches: ―Professional faculty rank requires 44-45 ELUs for 1.0 FTE. Teaching assignments 

may include University Studies/Seminar, online courses, Medford and Ashland campus 

classes, and day, evening and weekend courses.‖  

 

Contract conditions: ―Professional faculty rank requires 44-45 ELUs for 1.0 FTE. Teaching 

assignments may include University Studies/Seminar, online courses, Medford and Ashland 

campus classes, and day, evening and weekend courses.‖  

 

Transcript 

For a faculty candidate hired for a renewable position, a sealed official transcript shall be 

mailed from the granting institution directly to the Provost. Transcripts should be received 

by September 1 for academic year hires. 

 

Expectations for Terminal Degree 

Faculty hired with the expectation that they will complete a doctorate prior to their 

employment date should not be listed as having the terminal degree. Their initial salary will 

be $2,000 less than the salary indicated in the Collective Bargaining salary table. The special 

conditions/terms for the notice of appointment must include the following wording: ―If a 

doctorate degree is completed by September 16, 20XX and an official transcript is provided 

directly to the Provost from the granting institution, an amended contract will be issued at a 

salary of $______. Any delay in the receipt of the degree must be reported to the Provost.‖ 
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Appendix F 

Teaching Evaluation Form 

 

The Formal Evaluation of Teaching 

Regular review of teaching should be viewed as an opportunity to assess strengths and weaknesses 

in both knowledge of the discipline and instructional approaches. Classroom visits are not only 

appropriate, they‘re recommended. You should make two or more visits to a classroom so your 

judgment of teaching performance is not based on just one observation. It is also important that 

you discuss the performance criteria being considered and set aside time to discuss observations 

and provide constructive feedback.  

 

A formal evaluation is usually pre-arranged and consists of the following: a pre-conference, an 

observation in which the supervisor collects data, and a post-observation discussion. The pre-

conference visit is a key part of the formal evaluation process. Research on teacher evaluation 

and supervision consistently shows that teachers who talk about and reflect upon their teaching 

are teachers who improve. It is not the ―checklist‖ evaluation data that inspires changes in practice, 

but rather the conversation and reflection surrounding a plan, the implementation of a plan, and 

the reflection upon individual class sessions.  

 

The Pre-Conference 

The pre-conference is a brief conversation between the instructor and supervisor lasting anywhere 

from fifteen to thirty minutes. The purpose of the conversation is to inform the supervisor of 

what will be occurring in the class about to be observed. Be prepared to discuss:  

 How the upcoming lesson is aligned to the course goals 

 How this lesson fits into the sequence of the class 

 What the instructor expects the students to learn in the upcoming class session 

 How the instructor will determine whether students met planned expectations by the end 

of the class session 

 What strategies the instructor is using to monitor student achievement over time 

 

The Observation 

Supervisors collect data on teaching in a variety of ways; some take narrative notes on what the 

instructor and the students say and do during the class session. Others use rubrics to assess 

teaching effectiveness.  

 

The Post-Conference 

To complete a formal evaluation, the supervisor meets with the faculty member after the 

observation to discuss the final ―write up.‖  

 

Signatures are required on the final form. Please note that a faculty member‘s signature does not 

indicate that he necessarily agrees with the evaluation, but simply confirms that he has read and 

discussed the evaluation with you. Provide a copy of the final evaluation to the faculty member. 
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Teaching Evaluation Form 
 

Key to Rubric Terms 

Proficiency 
Level Characteristics 

Professional The instructor exhibits the skill most of the time 

Developing 
The instructor uses the skill inconsistently, but is conscious of the inconsistent usage. 
The class is still functioning, but will benefit from greater instructor growth in this area. 

Ineffective 
The instructor lacks or is using the skill ineffectively and would benefit from support 
from a mentor, additional practice, and/or further coursework. 

Not Observed The skill was not evident and quality was therefore not possible to evaluate. 

 

 

Contributing to a Community of Learning 

Quality Indicators P
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Caring, Fair 
& Respectful 

 Listens to and values student input 

 Creates supportive and warm learning environment 

 Shows respect to all students 
 

    

Interactions 
with Students 

 Communicates a joy for teaching and subject matter 

 Uses humor effectively and appropriately 

 Maintains professional boundaries with students 

 Addresses students by name 

    

Ethics 

 Maintains confidentiality 

 Communicates with care even in difficult situations 

 Organized, yet flexible 

 Dresses appropriately 

 Prepares teaching materials prior to class 

 Is punctual and reliable 

 Follows through with responsibilities in a timely fashion 

    

Comments
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Pedagogy – Planning and Implementing 

Quality Indicators P
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Design 

 Course goals guide the content and activity of class 
sessions 

 Lessons are aligned to course goals  

 Assessments are directly aligned to course goals and 
program outcomes 

 General education proficiencies are integrated into course 

    

Supporting 
Intellectual 
Development 

 Academic expectations are clearly and consistently 
communicated to students 

 Lessons are linked to each other in a clear manner 

 Attentive to students’ level of engagement and adjusts 
instruction accordingly 

 Uses class time wisely: pacing 

 Students’ understanding of course goals deepen as the 
course progresses 

    

Instruction 

 Links subject material to students’ lives 

 Uses a variety of instructional strategies during the class 

 Monitors and explores students’ understanding through 
questions 

 Prepares questions that require different types of thinking 
and reasoning 

 Students practice communication and thinking skills 
throughout the course 

 Uses small group discussion as an instructional tool 

    

Use of 
Technology 

 Uses technology to enhance teaching 

 Incorporates a variety of technology into instruction 

    

Professional 
Dispositions 

 Accepts responsibility for student progress and outcomes 

 Provides feedback to students in a timely manner 

 Uses student work as data to improve teaching 

 Demonstrates efficacy in teaching 

 Continues to grow professionally 

    

 

Comments 
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Recommendations of Evaluators 
 

 

 

 

 

 
 
 

__________________________________    __________________ 

Evaluator Signature       Date 
 
 
 
 
Response of the Faculty Member: (Optional) 
 
 
 
 
 
 
 
 
I have seen and discussed this report with the Evaluator. 
 
 
____________________________    ________________ 
Faculty Member     Date     
 
 
 
____________________________    ________________ 
Chair of Department      Date 
 
 
 
 
____________________________    ________________ 
Dean of School       Date 
 
 
 
 
_________________________     ________________ 
Provost/Vice President of Academic Affairs   Date 
 
 
 
 
Personnel File Office of Academic Affairs ________________ 
      Date 
 



SOU Department Chairs Handbook 2008 55 

 

Appendix G 

Professional Evaluation Report Form 

 

DRAFT 9/15/2008 

 
Name:  

Rank:  

Department:  

Date submitted:  

 

I. TEACHING  

A. List courses taught (with enrollment) during the calendar year and provide the overall 

teaching score for each; mark with an asterisk those you taught for the first time. Include in 

your portfolio syllabi and student evaluation summary forms for courses in the calendar year.  

 

B. Describe any courses you developed or significantly revised during the calendar year: face-

to-face to distance delivery; incorporation of Community-Based learning; incorporation of 

University Studies Outcomes; or any other contributions to curriculum development. 

 

C. List: 

 independent studies you supervised during the calendar year  

 masters committees you chaired (along with their status) during the calendar year  

 masters committees you served on (but did not chair) during the calendar year  

 

 

II. RESEARCH, SCHOLARSHIP, CREATIVE ACTIVITY 

To encourage and reward long-term projects, to recognize systematic, productive research, to 

discount the vagaries of publication schedules and the sometimes lengthy gap between 

acceptance and publication of a manuscript, to reduce the potential for inequities in salary due to 

the year-to-year fluctuation in the increment pool, and to respond to the request that departments 

consider ―long-term accomplishment‖ in rating faculty, the evaluation of research is based on the 

current and two preceding calendar years.  

 

A. Publications  

1. Work in progress, invited or under contract (provide title, journal or publisher, and 

deadline) 

2. Work accepted (provide title, journal or publisher, and projected publication date; indicate 

whether the manuscript was refereed or un-refereed)  

3. Work published (provide full citation, including pagination; indicate whether the manuscript 

was refereed or un-refereed; describe your contribution to any co- or multi-authored 

publication; provide a brief comment after each publication describing the quality of the 

venue and its professional standing)  
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B. Presentations  

1. Papers accepted (provide title of paper, name of organization or conference, and date) 

Include photocopy of letter of acceptance/entry in conference program  

2. Papers presented (provide title of paper, name of organization or conference, and date)  

 

C. Creative Work  

1. Work in progress, invited or under contract (provide title, publisher/venue, and deadline)  

2. Work accepted (provide title/venue, projected presentation/publication date; indicate 

whether the work was commissioned, invited, refereed or un-refereed)  

3. Work published/presented/exhibited (provide citation; indicate whether the manuscript/ 

creative work was commissioned, invited, refereed or un-refereed; describe your contribution 

to any co- or multi-authored effort; provide a brief comment after each citation describing 

the quality of the venue and its professional standing) 

 

D. Grants  

1. Proposals submitted (provide title of project, funding agency or source, date of submission, 

and dollar amount; if other authors are involved, describe your role):  

2. Proposals funded (provide title of project, funding agency or source, and dollar amount; if 

other authors are involved, describe your role  

3. Scholarly Editing Activity(describe your work here only if it specifically involves editing 

responsibilities that are not covered in the sections above or below under Service)  

 

III. SERVICE  

Institutional: Describe your department, college, or university service and indicate the name of 

committee or assignment, dates of service, and role [e.g., chair, secretary] 

 

Professional: List offices held or other important roles in learned and professional organizations  

 

Manuscript/Grant Reviewing Activity: Indicate the journals, presses, or agencies for which 

you reviewed manuscripts or grants during the past three years  

 

Community or Outreach Activities (that require disciplinary expertise)  

 

IV. AWARDS AND HONORS  

Describe any prizes or other awards, Invited Summer Institutes or special seminars, editorial 

board memberships, or faculty exchanges or similar activities.  

 

V. OTHER  

Describe other scholarly or professional activity that seems not to fit any of the above categories. 
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Appendix H 

Faculty Professional Activities Plan 
Southern Oregon University 

Office of Academic Affairs 

 

 

The Faculty Professional Activities Plan (FPAP) is intended to assist individual faculty members 

and their departmental colleagues in planning for an effective use of resources (including time, 

equipment, monies, and supplies) and to focus the efforts of the academic unit. 

 

Normally, the FPAP should be prepared (in writing) toward the end of the Spring Term, reviewed 

and discussed as an agenda item in a departmental meeting, modified as necessary, initialed by 

the faculty member and department chair, and forwarded to the dean by October 15th. FPAPs 

should be prepared as a separate document from the Faculty Activity Report (FPAR), which is 

also due on October 15. 

 

In reviewing all Faculty Professional Activities Plans, departments should ensure that activities 

are consistent with agreed upon goals and objectives, adequately supported by available resources, 

and consistent with University-wide expectations for advancement to promotion and tenure or 

award of merit. 

 

Should the dean have reason to suggest modifications to an individual‘s FPAP, s/he should meet 

with both the faculty member and the department chair to discuss the proposed adjustments. 

 

A copy of the final version of the FPAP should be retained by the faculty member, by the 

department chair, and by the dean. 

 

While the following categories are intended as guidelines to be used in the preparation of the 

Faculty Professional Activities Plan, it is recognized that some variation or amplification may be 

required by individual circumstances. 

 

1. Teaching 

Activities include classroom, studio, and laboratory instruction, new class preparations, student 

evaluations, field work, supervising graduate students, supervising student interns and student 

teachers, thesis and dissertation committee participation, conducting informal workshops or 

seminars, team-teaching, teaching in a University-wide program (e.g., Honors, Women‘s Studies, 

International Studies, University Seminar, teaching via distance learning, assisting with student 

projects, supervising undergraduate or graduate research, reading and conference, and independent 

study projects. 

 

2. Course and Curriculum Development 

Activities include devising new instructional materials, preparing new experiments, demonstrations 

or specimens, developing new teaching strategies, developing team-taught or University-wide 

courses of study, adapting existing courses for distance learning, planning of new instructional 

activities (e.g., field work, clinical, student teaching, internships or senior capstone experiences), 
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and substantial revision of existing instructional materials (e.g., development of computer 

applications). 

 

3. Academic Advising 

Activities include advising students and prospective students (individually and in groups) 

regarding academic programs and course selection, development of departmental workshops 

orienting prospective and new majors, recruitment visitations to high schools and community 

colleges, participation in University-wide recruitment activities (e.g., Preview Weekend, 

Summer Early Registration sessions), and maintenance of a minimum of five office hours per 

week. 

 

4. Scholarship 

Activities include original and applied research, national performance, creating works of 

literature, art, music, dance, theatre, design, etc., juried publication or exhibition, creative 

performance, writing and administering grants and contracts, book reviews, sabbatical leave 

activities, attending or participating in professional meetings, classroom, student, or pedagogical 

research, editing collections of material, including conference proceedings, editing professional 

journals, and reviewing the works of peers (e.g., manuscripts submitted for publication). 

 

5. Service to the University 

Activities include assisting with admission and registration of students, regular participation in 

departmental and University committees, tasks forces, search committees, coordinating special 

programs, serving on institutional or system wide planning or advisory boards, service on the 

Faculty Senate, Faculty Personnel Committee, University Planning Committee, or sponsoring 

student organizations. 

 

6. Service to the Community 

Activities include pro bono service to the community, regional, or national organizations, agencies, 

local or regional schools, professional groups, lectures, seminars, exhibitions, demonstrations, 

and other forms of community involvement consistent with one‘s appointment as a faculty 

member. 

 

AP:SOU Professional Development Account (PPDA) Funds Addendum: 

 

Include a description of how any available PPDA funds will be utilized, per the collective 

bargaining agreement (Article 9, Section B). (Academic Affairs 9/08) 

 

 



SOU Department Chairs Handbook 2008 59 

 

Appendix I 

Faculty Professional Activities Report 
Southern Oregon University 

Office of Academic Affairs 

 
 

The Faculty Professional Activities Report (FPAR) is intended to record faculty activities for the 

preceding academic year to assist individual faculty members, their departmental colleagues, and 

the University administration in monitoring use of resources and recognizing achievements. 

 

The FPAR is a valuable source of information in referring off-campus personnel to faculty 

working in a given area and in responding to numerous questionnaires on the activities of our 

faculty from state agencies and other groups. 

 

Normally, the FPAR should be prepared (in writing) toward the end of the Spring Term, 

reviewed and discussed as an agenda item along with the Faculty Professional Activities Plan in 

a departmental meeting. FPARs should be prepared as a separate document from the Faculty 

Professional Activity Plan (FPAP). The FPAR shall be forwarded to the dean by October 15. The 

dean shall forward the FPAR to the Provost. A copy of the FPAR should be retained by the 

faculty member, by the department chair, by the dean of the school, and by the Provost. 

 

The same general categories used in the preparation of the Faculty Professional Activities Plan 

should be used for the Faculty Professional Activities Report. It is recognized that some variation 

or amplification may be required by individual circumstances. 

 

1. Teaching 

2. Course and Curriculum Development 

3. Academic Advising 

4. Scholarship 

5. Service to the University 

6. Service to the Community 

 

Personal Professional Development Account (PPDA) Addendum: 

 

Each PPDA recipient shall write a report detailing the expenditures from these funds and attach 

it to his/her Professional Activities Report. (Academic Affairs 9/08) 
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Appendix J 

Grading Grievance Form 
 

 

If you are not satisfied with your attempt at an informal resolution to a grade dispute, you may 

initiate a formal grading grievance. 

 

Instructions 

1. Complete the form below. Please print. This completed form and accompanying 

documentation constitute the grievance package. You may not add to or delete from the 

package once it is submitted. Incomplete forms will not be considered. 

2. Attach a TYPED explanation of how you believe you were treated and/or graded 

differently than others in the same course. 

3. Include statements and/or documentation which support your grievance. 

4. Submit the grievance package to the school dean. 

5. You will be notified within 30 calendar days to review the school‘s formal decision with 

the dean. You may decide at that time to forward the grievance to the Academic Appeals 

Committee. 

 

 

Date__________________________ ID #   

 

 

Student‘s Name   
                                                                LAST, FIRST 

 

Local Address   

 

Local Phone                                              Email Address   

 

Contested Course Name/Number   

 

Term and Year Taken ___________________________CRN  

 

Instructor‘s Name   

 

Grade Received   
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Grading Grievance Decision Record 

 
Dean’s Decision 
 

School   

 

Date Approved_________________________ Date Denied   

 

Comments   

 

  

 

  

 

  

 

  

 

  

 

  

Signature 

 

 
Academic Appeals Committee Decision 
 

Date Approved _______________________ Date Denied    

 

Comments   

 

  

 

  

 

  

 

  

 

  

Signature 

 

Record of the final decision will be placed with the student‘s official academic record in the 

Registrar‘s office. 
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Appendix K 

Campus Contacts 
 

Academic Affairs (sou.edu/provost/) 

Provost & Vice President for Academic Affairs – Jim Klein  ......................... 552-6114 

Associate Provost – Paul Steinle ..................................................................... 552-6114 

Dean, School of Business – Dave Harris  ........................................................ 552-6484 

Dean, School of College of Arts and Sciences – Josie Wilson  ....................... 552-8173 

 Associate Dean College of Arts and Sciences – Vicki Purslow  .................... 552-6519 

Dean, School of Education – Geoff Mills ........................................................ 552-6920 

Dean, Library – Paul Adalian .......................................................................... 552-6833 

 

Academic Support and Extension Programs 

Accelerated Baccalaureate Degree – Curt Bacon  ........................................... 552-6487 

Access Center .................................................................................................. 552-6213 

Career Services – Peter Weston  ...................................................................... 552-6461 

Center for Teaching Learning & Assessment – Kay Sagmiller  ...................... 552-6447 

Community-Based Learning – Dee Perez ....................................................... 552-6183 

Disability Services – Theresa Lowrie  ............................................................. 552-6213 

Distance Education Director – Jennifer McVay-Dyche  ................................. 552-8290 

Distance Learning Program Coordinator – PJ Mau ......................................... 552-6698 

First Year Academic Advisor – Jill Brown ..................................................... 552-6274 

Grants Administration: Deborah Hofer  .......................................................... 552-8662 

Faculty Director of Honors – Fredna Grimland  .............................................. 552-6533 

Health and Wellness Center – Diane Potratz  .................................................. 552-6236 

McNair Director – Dee Southard  .................................................................... 552-6433 

International Programs – Sarah Stevens  ......................................................... 552-6338 

Student Grievances  ......................................................................................... 552-6223 

Success at Southern – TBA.............................................................................. 552-6062 

University Studies Director – Mada Morgan  .................................................. 552-8405 

University Seminar – Mada Morgan ............................................................... 552-8405 

 

Business Services/Financial Operations (sou.edu/bus_serv/staff.html) 

Vice President of Finance and Administration – Craig Morris ....................... 552-6323 

Director Financial Services – Steve Larvick  .................................................. 552-6594 

Business Services  ............................................................................................ 552-6319 

Accounts Receivable – Deborah Michaels  ..................................................... 552-6590 

Budget - Senior Budget Analyst– Lesley Orr  ................................................. 552-6328 

Campus Mail Services – Pam Curl  ................................................................. 552-6201 

Faculty Contacts – Cheryl Briggs  ................................................................... 552-8297 

Contracting – Elisabeth Sunitsch  .................................................................... 552-6572 

Parking – Candy Adams  ................................................................................. 552-6995 

Payroll – Nan Russell ...................................................................................... 552-8244 

Printing & Copy Services – Dan Verner ......................................................... 552-6134 

Purchasing – Linda Law  ................................................................................. 552-6553 

Travel – Linda Law  ......................................................................................... 552-6553 
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Student Affairs 

Vice President for Student Affairs – Jon Eldridge ........................................... 552-6223 

Dean of Enrollment Management – Peg Blake................................................ 552-6754 

Dean of Students – Laura O‘Bryon  ................................................................ 552-6221 

 

Admissions – Mark Bottorff  .......................................................................... 552- 6411 

Customer Service – Liz Green  ........................................................................ 552-6318 

Enrollment Services Center  ......................................................................... 552-6600 

Degree Evaluation – Lori Bergum  .................................................................. 552-6617 

Financial Aid .................................................................................................... 552-6600 

Online Course Registration – PJ Mau  ............................................................. 552-6698 

Parking Permits – Enrollment Services  .......................................................... 552-6600 

Records – Peggy Mezger  ................................................................................ 552-8294 

Registration – Peggy Mezger  .......................................................................... 552-8294 

Scheduling – Lesley Pohl ................................................................................ 552-6602 

Scholarships – Diana Watson-Paul  ................................................................. 552-6756 

Transcripts – Glenda Wood  ............................................................................ 552-6603 

 

Student Resources 

Accelerated Baccalaureate Degree – Curt Bacon  ........................................... 552-6487 

Access Center .................................................................................................. 552-6213 

Attorney Student Legal Services  .................................................................... 552-6213 

Bookstore – Tania Shewman  .......................................................................... 552-6178 

Career Services – Peter Weston  ...................................................................... 552-6461 

Counseling Services  ........................................................................................ 552-6136 

Disability Services – Theresa Lowrie  ............................................................. 552-6213 

First Year Academic Advisor – Jill Brown ..................................................... 552-6274 

Student Grievances  ......................................................................................... 552-6223 

Honors - Faculty Director – Fredna Grimland  ................................................ 552-6533 

Health and Wellness Center – Diane Potratz  .................................................. 552-6236 

McNair Director – Dee Southard  .................................................................... 552-6433 

International Programs – Sarah Stevens  ......................................................... 552-6338 

Success at Southern – TBA.............................................................................. 552-6062 

University Studies Director – Mada Morgan  .................................................. 552-8405 

University Seminar – Mada Morgan ............................................................... 552-8405 

Student Health and Wellness  .......................................................................... 552-6136 

Writing Center  ................................................................................................ 552-8415 

 

Residential Life 

Interim Associate V.P. for Residential Education & Services – Suzanne Gordon 

Housing – Jason Ebbeling, housing@sou.edu  

Residential Life – Jason Ebbeling, housing@sou.edu  
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Appendix L 

Special Policies 

 

Copyright Law 

Southern Oregon University requires faculty to adhere to federal copyright laws. Authors and 

creators of published and unpublished works hold the sole right to authorize the reproduction of 

all or part of their work. The law allows for the ―fair use‖ of copyrighted materials. Instructors 

may make a single copy of any of the following for scholarly research or use in teaching or 

preparing to teach a class:  

 A chapter from a book, 

 An article from a periodical or newspaper, 

 A short story, short essay or short poem, or 

 A chart, graph, diagram, drawing, cartoon or picture from a book, periodical or 

newspaper. 

Multiple copies (not to exceed more than one copy per student in a course) may be made for 

classroom use or discussion provided that:  

 The distribution of the same photocopied materials does not occur every term or year, 

 The material includes a copyright notice on the first page of the material copied,  

 The students are not assessed any fee beyond the actual cost of the photocopying,  

 And if the following limitations are applied:  

o Poetry: (a) a complete poem if less than 250 words and if printed on not more than 

two pages or (b) from a longer poem, an excerpt of not more than 250 words.  

o Prose: (a) either a complete article, story or essay of less than 2,500 words or (b) 

an excerpt from any prose work of not more than 1,000 words or 10% of the work, 

whichever is less, but in any event a minimum of 500 words.  

o Illustrations: one chart, graph, diagram, drawing, cartoon or picture per book or 

per periodical issue.  

o ―Special‖ works: certain works in poetry, prose or ―poetic prose‖ which combine 

language with illustrations and which are intended sometimes for children and 

other times for a more general audience fall short of 2,500 words in their entirety 

may not be reproduced in their entirety; however, an excerpt comprising not more 

than two of the published pages of such special work and containing not more 

than 10% of the words found in the text may be reproduced.  

 And if it meets the cumulative effect test as defined below:  

o The copying of the material is for only one course in the school,  

o Not more than one short poem, article, story, essay or two excerpts may be copied 

from the same author, nor more than three from the same collective work or 

periodical volume during one class term, and  

o There shall not be more than nine instances of such multiple copying for one 

course during one class term. 
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For more on copyrights, go to Drexel University‘s resource site at www.library.drexel.edu/ 

resources/tutorials/copyright.html. For information regarding the fair use of online materials, 

refer to the Hannon Library website or http://www.sou.edu/library/circulation/copyright.html. 

 

SOU Alcohol Policy 

Stevenson Union Food Service offers wine and beer service for banquets, receptions and other 

special events held in Stevenson Union or in approved campus locations. Since the minimum 

legal age of alcohol consumption in Oregon is 21 years, requests for alcoholic beverage service 

will only be considered for groups where there is no question regarding minimum age. All 

sponsored Southern Oregon University events and activities held on campus involving the 

dispensing of alcoholic beverages will come under the jurisdiction of the annual Oregon Liquor 

Control Commission Restaurant License issued to Stevenson Union.  

The sale of alcohol on campus is regulated by current Oregon Administration Rules. ―Possession, 

consumption, or furnishing of alcoholic beverages on University owned or controlled property, 

or at University sponsored or supervised functions is prohibited unless authorized by the President.‖ 

(O.A.R. 573-020-0015, 2 (d) Southern Oregon University ―Student Rights and Responsibilities‖ 

adopted July 1981). The sale of alcoholic beverages on the campus is permitted as long as 

policies relating to those sales and consumption are adhered to strictly. The University will hold 

the sponsoring group responsible for maintaining the event in an orderly manner and adhering to 

the policies established by the University. Sponsoring organizations are responsible for being 

knowledgeable about all applicable OLCC regulations. A copy of those regulations is available 

in the Stevenson Union Office (SU 321).  

Oregon laws related to alcohol sales and licensing restrictions enforced by the Oregon Liquor 

Control Commission (OLCC) are specific and the penalties for the non-compliance are severe. 

Liability for the University and sponsoring group not only applies to the event, but also the 

actions of individuals on their way home from the event.  

1.Authorization-Student Events  

o Sale of alcohol is permitted in recognition of the fact that there are a large number of 

students over 21 attending SOU and that a great number of those students consider it 

desirable to socialize where alcohol is available. The institution permits such events 

with the expectation that sponsors will exercise good judgment in planning the events 

and that the focus of the event will be on entertainment and socializing, and not on the 

consumption of alcohol. Every effort will be made to discourage excessive 

consumption.  

The Director of Auxiliaries, upon consultation with the President and/or his designee (Vice 

Presidents), must approve all events where alcoholic beverage service has been requested. 

Functions must be approved a minimum of two weeks in advance. Approval will be based on 

adherence to SOU Guidelines for the Service of Alcoholic beverages for such an event. All in 

attendance must be 21 or over. If alcohol beverage service is denied by the Director, an appeal 

may be made to the Vice President of Student Affairs 
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Sexual Harassment 

Southern Oregon University seeks to establish and maintain a safe learning, working, and living 

community that is free from sexual harassment. Sexual harassment undermines the academic 

environment of trust and respect that is essential for healthy learning and productive work. All 

instructors must abide by the SOU policy concerning sexual harassment. Anyone found to be in 

violation of this policy shall be subject to disciplinary action which may include, but is not limited 

to, written warning, demotion, transfer, suspension, expulsion, dismissal or termination. SOU‘s 

formal policy regarding sexual harassment is available online at www.sou.edu/finadmin/ 

policyindex.html. 

 

Inappropriate Consensual Relationships  

The educational mission of Southern Oregon University is founded on the integrity of the 

professional relationships among employees and students. Professional integrity fosters an 

environment of honesty, mutual trust, and respect in which the principles of fairness and 

objectivity are honored. Within this trusting environment, romantic or sexual relationships 

between employees and between employees and students, in which an inherent power 

differential exists, create potential conflicts of interest.  

 

Because of the potential for conflicts of interest, consensual relationships may undermine the real 

or perceived integrity of any supervision and evaluation provided. Trust and respect are diminished 

when those in positions of authority abuse or appear to abuse their power or appear to favor an 

individual based on a personal relationship. As a result, inappropriate consensual relationships can 

undermine the fulfillment of the University‘s educational mission. 

 

All instructors are must abide by the University policy concerning conflicts of interest due to 

consensual relationships. Anyone found to be in violation of this policy shall be subject to 

disciplinary action which may include, but is not limited to, written warning, demotion, transfer, 

suspension, expulsion, dismissal or termination. The formal policy regarding these conflicts of 

interest is available online at www.sou.edu/finadmin/policyindex.html. 

 

Student Grievances 

A grievance is a wrong, real or fancied, that is considered grounds for a formal complaint. In the 

spirit of the SOU community, a grievance is best settled between the two parties, whether 

student-to-student, student-to-faculty, or student-to-administrator.  

 

There are two types of student grievances. The first, a discrimination grievance, involves alleged 

violations of federal laws prohibiting discrimination. The second, a nondiscrimination grievance, 

involves complaints that do not fall into the area of violation of federal law. The filing of 

grievance(s) must follow a strict timeline which is detailed in the SOU Student Handbook. 

Copies of the procedures governing student discrimination complaints and other grievance-

related policies are available online or by contacting the Office of Student Affairs. State statutes 

on academic standards and grievances are available at http://arcweb.sos.state.or.us/rules/ 

OARS_500/OAR_573/573_095.html  
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Academic Honesty and Dishonesty Policy 

Honesty in all academic work is required of all students. Dishonesty in academic work robs all of 

us of our integrity in learning and demeans the natural talents we have for creative living. Each 

faculty member is urged to take a strong and positive stand for honesty and independent work at 

the first meeting of each class and, as appropriate, intermittently thereafter. Further, an academic 

policy must be stated in printed course materials and circulated to the students of each class. 

Emphasis should be placed upon the development of honesty and integrity at SOU. If your pre-

assessment of students indicates that students are not clear what academic honesty is, it may be 

necessary to teach students how to cite original sources, determine the quality of a source, locate a 

variety of sources, etc. Consult with the librarians at Hannon Library for assistance in this area. 

 

Plagiarism. All instructors must include a statement regarding academic integrity in their 

syllabus. You are welcome to use or modify this example, or create your own if you prefer. 

―Students are expected to maintain academic integrity and honesty in completion of all 

work for this class. Examples of academic dishonesty include:  

1. Receiving or providing unauthorized assistance on exams 

2. Using unauthorized materials during an exam 

3. Plagiarism (using materials from sources without citations) 

4. Copying the work of someone else and submitting it as your own 

The first instance of academic dishonesty may result (for all parties involved) in no credit 

for the assignment or exam. In addition, a student may be ineligible to complete any extra 

credit work for the class. Subsequent episodes will result in further disciplinary action, up 

to and including failure of the course.‖ 

 

If you neglected to include a statement of academic honesty in your syllabus, confer with your 

department chair to determine the departmental guidelines for handling plagiarism. 

 

Catching Plagiarism. Plagiarism is a crime and can have serious consequences for students. Be 

sure to explain to students that plagiarized work will, at a minimum, result in a failing grade on 

the assignment and may result in failure of the course or even expulsion. Teach students how to 

cite work, and encourage them to use writing guides or handbooks. Currently, there is no campus-

wide subscription to a plagiarism-check site; however, you can investigate a ―suspicious‖ line of 

text by typing the phrase into Google, putting it in quotation marks, and conducting a search. 

This quick check will often identify plagiarized work. 


