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I. MEMBERSHIP 
 

A. The faculty of the Department of Modern and Classical Languages consists of full-time and 
part-time members who provide instruction and/or engage in research and service. 
 

B. For purposes of participation in departmental governance, except in personnel matters, the 
voting faculty is defined as those persons holding a tenured or tenure-track appointment, or 
a term appointment after one full year of service in the department. The department also takes 
advantage of the experience of emeritus members, who may participate in meetings without 
a vote, and who may serve on committees other than personnel-related (renewal, 
reappointment, promotion, tenure, search, salary), but not chair them. 
 

C. The right to vote and to participate in departmental governance is further defined in certain 
instances as specified below.  

 

II. MEETINGS 
 

A. The department will hold at least two regular meetings per semester; others may be called as 
needed. 
 

B. Special meetings may be called at the initiative of the Department Chair or at the written 
request of one-fourth of the voting membership. Such meetings shall normally be announced 
a week in advance. 
 

C. The Department Chair will give adequate notice of the deadline for submission of agenda 
items, and will distribute the agenda, along with copies of all documents pertaining to agenda 
items, no earlier than the day following the specified deadline, but in time to be received at 
least three working days before the meeting.  All items submitted by the deadline will be 
included in the agenda.  
 

D. The Department Chair will preside at department meetings. In the absence of the chair, the 
presiding officer will be the Associate Chair. 
 

E. Meetings will be conducted in conformity with Robert's Rules of Order. 
 

F. A record of members present will be included in the minutes of each department meeting. 
 

G. A simple majority of the voting members shall constitute a quorum.  
 

H. Meetings shall be open to all members of the university community, except when the 
department votes to go into executive session.  All present may participate in the discussion 
of any item of business on the floor, but the right to introduce motions and to vote is limited 
to the voting faculty as defined in Section I.B of this document. 
 

I. Minutes of each department meeting will be taken by all members of the full-time faculty in 
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alphabetical rotation. Members who are not able to act as secretary for their rotation will 
make arrangements to trade their date with another member. Fair copy of the approved 
minutes of each meeting, together with the original of any appended documents, shall be 
marked "official copy" and archived by the administrative staff.  

 

III. DEPARTMENT COMMITTEES 
 

A. The department has the following standing committees: Budget Advisory; Equity and 
Diversity; Graduate; Renewal, Promotion & Tenure; Publications; Tenured and Tenure-
Track Faculty Salary Advisory; Term Faculty Salary Advisory; Committee on Language 
Programs without a Major; Study Abroad Scholarship; Chamberlain Memorial Lecture; 
Polyglot Performances; and Social Committee. 
 

B. The composition, duties, methods of election and terms of office of these committees are as 
follows: 

 
1. The Budget Advisory Committee is composed of three members of the department to 

include two tenured and one tenure-track, who advise the Department Chair in the 
preparation of Direct Expenditures (DE) budget requests and in the equitable allocation 
and expenditure of DE funds.  Members are elected by the department to serve staggered 
three-year terms. The MCL Office Manager is an ex-officio non-voting member of this 
committee. 
 

2. The Equity and Diversity Committee shall normally be comprised of one faculty member, 
one staff member, and one student from one of the major or graduate programs in the 
department. Members serve staggered terms of three years. The charge of the committee is 
as follows: to see that the department upholds the university diversity statement 
(http://equity.gmu.edu/); to inform and advise departmental faculty, staff, and students of 
policies and procedures relating to equity and diversity; to promote inclusiveness; to 
provide a safe and just environment for engaging in honest discourse.   
 

3. The Graduate Committee reports to the graduate faculty of the department. The committee 
is composed of one representative from each of the language programs that participate in 
the program, the Graduate Director (appointed by the Department Chair and confirmed by 
the graduate faculty for a two-year term, which is renewable), and the Graduate Advisors 
of the Concentrations in French and Spanish of the Master’s Program. The charge of the 
committee is the routine administration of the graduate program: to act on applications for 
admission to the program and for teaching assistantships upon recommendation of the full-
time members of the language sections involved; to supervise and coordinate the advising 
of students; approve courses in related fields that students petition to apply to the degree; 
approve degree applications; advise the department concerning graduate program; 
periodically review the Graduate Student Handbook and revise it as needed; make 
recommendations concerning publicity of the program; and to report to the graduate faculty 
of the department at least once a semester. The Graduate Director has the following 
additional duties: to chair the Graduate Committee; to process the paperwork associated 
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with such matters as admissions, the award of assistantships, student petitions, the 
scheduling of FRLN graduate courses, M.A. examinations, and the submission of theses; 
to prepare and present to the graduate faculty the annual report of the Graduate Committee. 
 

4. The Renewal, Promotion & Tenure Committee is composed of five tenured members from 
the senior professorial ranks. Three of these members serve staggered terms of three years 
and form the standing committee. The Department elects two more members on a case-by-
case basis, and when possible, from the candidate's discipline. In cases involving 
promotion to a full professorship, these two members must be elected from among 
members holding the rank of full professor. In cases involving promotion to associate 
professor with tenure, these two members must be elected from among faculty holding the 
rank of tenured associate professor and above. No more than three members of the same 
discipline shall serve on this committee. Normally there is a limit of one committee 
member external to the department. See Section VIII.B.1 for further detail regarding the 
committee’s composition. 
 

5. The Publications Committee is composed of four members and the Technology 
Coordinator as ex-officio member, elected by the department to serve staggered three-year 
terms. A student may be invited to join the committee. The Publications Committee is 
responsible for the publication of note-worthy departmental news, flyers and brochures, 
and assists the Department Chair in reviewing proofs for catalogs, department and college-
level websites, and similar publications.  
 

6. The Tenured and Tenure-Track Faculty Salary Advisory Committee consists of four 
tenured members representing the programmatic diversity of the department, elected 
annually at the last department meeting of the spring semester to serve a one-year term. 
One current member each year will be elected to serve a second year, along with three new 
members. No other member may serve successive terms if other persons are eligible to 
serve. The Tenured and Tenure-Track Faculty Salary Advisory Committee is responsible 
for making evaluations of the tenured and tenure-track faculty according to the Guidelines 
for Annual Report of Tenured and Tenure-Track Faculty Activities. The members of the 
Tenured and Tenure-Track Salary Advisory Committee shall participate in the annual 
evaluation of the Department Chair, and the chair of the Salary Advisory Committee shall 
forward this evaluation to the Dean. Information available to the Tenured and Tenure-
Track Faculty Salary Advisory Committee is confidential. The Department Chair does not 
serve on this committee and is not a member ex officio of it. 
 

7. The Term Faculty Salary Advisory Committee consists of five members, of whom one 
member is tenure-line, acting in an ex officio, non-voting, advisory capacity alone. 
Members are elected annually at the last department meeting of the spring semester to serve 
a one-year term. Each year, one current member (tenured or tenure-track) will be elected 
to serve a second year. The Term Faculty Salary Advisory Committee is responsible for 
making evaluations of term faculty according to established guidelines. Information 
available to the Term Faculty Salary Advisory Committee is confidential. 
 

8. The Committee on Language Programs without a Major is composed of at least three full-
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time faculty members from different disciplines or languages, of whom at least one is 
tenured. The term of the committee members shall be two years. The charge of the 
committee is to (a) review new curricular proposals submitted by the language programs 
within the purview of the committee before recommending them to the department for 
approval, and (b) assist and advise the Department Chair in personnel actions as to term 
faculty members of those language programs. 
 

9. The Study Abroad Scholarship Committee is composed of three members who serve 
staggered terms of three years. The charge of the committee is to (a) publicize information 
about departmental scholarships for study abroad, (b) recruit candidates for study abroad 
scholarships, and (c) make recommendations to the program and department. 
 

10. The Chamberlain Memorial Lecture Committee is composed of at least one tenured or 
tenure-track member and two other members of any rank all from different language 
programs. At least one member must be from a language program without a major. 
Members serve for one year, with one repeating member each year. The IT and Web 
coordinator is an ex-officio member of this committee. Charges of the committee are a) to 
review funding requests for events and speakers and to determine allocation of funds to 
organize the annual Chamberlain Memorial Lecture; b) to organize other intellectual events 
if brought up to the committee by the department. 
 

11. The Polyglot Performances Committee is composed of four members serving staggered 
three-year terms. The charge of this committee is planning, promoting, and running the 
yearly event that takes place during GMU International Week. This event is a showcase of 
student performances celebrating linguistic diversity and multicultural understanding with 
performances in different languages performed by GMU students and directed by faculty 
members. The members of this committee have the following tasks: a) Apply for funding 
from the University Life Programming Committee and the Office of International 
Programs and Services’ week committee; b) Secure the venue for the event and, if needed, 
the event’s rehearsal; c) Correspond with Events Services for technicians and for rental and 
furnishing of audio-visual equipment; d) Correspond with the faculty directors of the 
different groups of students that will be performing; e) Request catering through Mason 
Catering and approved caterers; f) Advertise and promote the event; g) Run the event; h) 
Submit the post-event report. 
 

12. The Social Committee is composed of three members who serve staggered terms of two 
years. The charge of the committee is to organize social events for the good of the 
department. It also proposes the amount to be contributed by faculty for social events. 

 
C. For the conduct of other business, the department creates ad hoc committees as needed. They 

are elected by the department, which also decides their charge, composition and size. 
 

D. Each committee elects its own chair. The first-named person by alphabetical order has the 
duty of calling the committee together and of acting as a temporary chair until the committee 
elects one. All committee chairs will be elected prior to the second meeting of the department 
each fall and announced to the faculty at that meeting. 
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E. The Department Chair is an ex officio member of all department committees except when 

expressly excluded under the provisions of the department's bylaws (e.g., Tenured and 
Tenure-Track Faculty Salary Advisory Committee). 
 

F. The administrative staff is responsible for maintaining and making available an accurate and 
up-to-date list of all standing committee memberships. 
 

G. The length of terms for members on committees with staggered terms will be determined 
initially by the drawing of lots.  

IV.  DEPARTMENT STRUCTURE 
 

A. Basic Language Programs. 
 

1.  All languages taught in the department are led by a Language Coordinator, who assumes 
general responsibility for the coordination of instruction offered in the basic language 
program and is responsible for scheduling basic language classes (100-200 level) in 
consultation with program faculty. They are responsible for curriculum, placement exams, 
hiring, scheduling, selection of textbooks, the supervision and review of adjuncts, and 
student advising regarding the language taught. Language coordinators are responsible to 
schedule class observations and to maintain current information on all course observations, 
and any pedagogical or administrative concerns that have been raised. They must provide 
instructors opportunities for professional development, organize and keep records of part-
time faculty class observations, and meet with teaching faculty and assistants in the 
language program on a regular basis. Language Coordinators work with the Department 
Chair to resolve issues of conflict or concern with instructors and/or students. They are 
responsible for maintaining the highest quality part-time instructional staff possible, given 
the needs of the program and department. Degree program coordinators may share with 
Language Coordinators some of these responsibilities when needed.  

 
B. Undergraduate Degree Programs 

 
1. All B.A. programs within the department, as well as Minors, are usually coordinated by a 

full-time tenured or tenure-track faculty member. Program Coordinators are nominated by 
faculty within the degree program and approved by the Department Chair. Where possible, 
Program Coordinators normally serve terms of one or two years.   

 
2. Program coordinators assume general responsibility for the coordination of instruction 

offered by the program. They are responsible for scheduling regular meetings of degree 
program faculty, setting the agenda and producing and archiving minutes; and working 
with the program faculty to submit a proposed schedule for each semester to the 
Department Chair. They must coordinate the selection of textbooks in courses for which 
no instructor has been appointed and must assure that all required courses are offered in a 
timely manner and that program goals and outcomes are assessed regularly. Program 
coordinators work with program faculty to review term faculty for contract renewal, to 
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coordinate the selection of TAs, and make timely recommendations to the Department 
Chair. They share responsibility with the Department Chair for the preparation of the 
appropriate section of the catalog, and must be available to accompany him or her to 
meetings at which the program’s course or curricula are to be discussed. Degree programs 
with sufficient faculty may create subcommittees within the programs for issues such as 
study abroad, graduate studies and scholarships. 

 
3. The Undergraduate Advisor advises students regarding the following topics: 

Undergraduate degree programs (majors and minors), BAM programs, the Foreign 
Language requirement at the university, language placement and credits, study abroad, 
course elsewhere requests, transfer credit-reevaluation approval requests, Foreign 
Language waivers, Alternate Plans for the Foreign Language Requirement, careers in 
Foreign Languages, Mason Core Courses offered in the department (Literature, Global 
Understanding, synthesis or capstone), internships, Washington-Metropolitan-Area 
Consortium enrollment policies, independent studies, and other general inquiries involving 
languages at George Mason University. Academic advising is provided to enrolled and 
prospective students. Students who receive academic advising in the Department of 
Modern and Classical Languages are provided with a four-year tentative graduation plan, 
degree worksheets, and a syllabus that outlines their responsibilities in academic advising 
meetings. Advising documents are reviewed and updated by the advisor every year. The 
Academic Advisor in the Department of Modern and Classical Languages is expected to 
complete advising training through Mason’s academic advising network on relevant topics, 
such as FERPA, updates in advising platforms or policies adopted by the university, etc. 
During peak advising times, the department’s primary advisor may ask for assistance from 
language program coordinators in order to ensure that all students have access to academic 
advising in a timely fashion.  

 
C. Graduate Degree Program 

 
1. Each major concentration within the Graduate Degree Program has its own Graduate 

Advisor. Graduate Advisors are nominated by faculty within the concentration and 
approved by the Department Chair. Where possible, they serve terms of one or two years. 

 
2. Graduate Advisors are responsible for the internal operation of each concentration in the 

Graduate Program.  
 
3. All tenured and tenure-track faculty in the department are de facto members of the graduate 

faculty. Term faculty with terminal degrees and an active research agenda may apply for 
membership in the graduate faculty of the department. Such requests will be reviewed by 
the Graduate Committee, and submitted for approval to the CHSS Director of Graduate 
Programs. 

 

V. CURRICULUM 
 
A. The following types of curricular matters require the approval of the department as a whole, 



 8 

before subsequent approval at other levels:  
 
1. new degree programs; 

 
2. the introduction of new languages and expansion of offerings in them beyond the lower 

division; 
 

3. the introduction or deletion of courses developed primarily for students who are not foreign 
language majors; 
 

4. changes in the overall structure of lower-division language courses. 
 

B. All new and modified courses offered within the department undergo peer review. Basic 
languages courses (100-200 level), as well as additions and modifications to courses at the 
300-400 level in programs without degrees are reviewed by the Committee on Language 
Programs without a Major, and presented to the Department for information and approval 
before moving to the college curriculum level.   
 

C. Modifications and additions to courses within languages with degree programs are reviewed 
by program faculty within the degree program and presented to the department for their 
information, before moving to the college curriculum level.   
 

D. Proposals concerning curricular matters listed in V.A of this document must be placed on the 
agenda of a regular department meeting for consideration and action. 
 

E. Motions to change degree requirements in a major program shall be read and debated at two 
successive department meetings scheduled at a time when all voting members are free to 
attend.  
 

F. Once approved at all appropriate levels, the structure and content of the department's major 
and minor programs are the responsibility of the faculty that teach in those programs, within 
the confines of the following departmental policies:  

 
1. The major programs are academic programs leading to liberal arts degrees. Program faculty 

will therefore ensure a proper balance among language, literature, linguistics, and culture 
in these programs, with respect both to courses offered and to courses actually taken by 
major students. 

 
2. Minor programs in Foreign Languages are to include at least 18 semester hours of upper-

division courses and must include courses in language and/or linguistics, literature, and 
culture.  Each minor is to offer the option of at least one elective in the discipline at the 300 
level or above. Except in Latin, no more than one course taught in English may be applied 
to a language minor. Minors in Area Studies are not subject to the “one course in English” 
rule.  

 
G. Current descriptions of the requirements for all degree programs, including minors, are 
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available at http://catalog.gmu.edu/.  
 

VI. FACULTY PERSONNEL ACTIONS 
 
A. Appointment of New Faculty 

 
1. Tenured or Tenure-Track Appointments 
 

a. The department will elect a search committee of five members who are not on leave, one 
of whom may be from outside the department, chosen according to their expertise in the 
area in which the vacancy exists.  All committee members will have voting rights, and must 
hold rank equal to or higher than the level of the vacancy.  In the case of this committee, 
the Department Chair, though an ex officio member, will not retain the right to vote. 
 

b. The charge of the search committee is to establish, in consultation with the Department 
Chair and other members of the department, the requirements of the position and the 
criteria for the selection of candidates; to seek candidates for the vacancy; to screen 
applicants for the vacancy; and to present to the Department Chair a slate of final 
candidates. 
 

c. The committee will recommend to the Department Chair at least two candidates for on-
campus interviews. In addition to other activities scheduled during the campus visit, the 
candidates will present a seminar open to all members of the department.   
 

d. After candidates have been interviewed, the search committee will elicit input from 
members of the department and present its recommendation to the department. On the basis 
of this recommendation, the tenured-line members of the department present for final 
discussions and deliberations, and eligible to vote, will evaluate, vote, and formulate their 
recommendation to the Department Chair.   
 

2. Term Faculty Appointments 
 
a. The department will elect a search committee of five members who are not on leave, chosen 

according to their expertise in the area in which the vacancy exists. All committee members 
will have voting rights, and must hold rank equal to or higher than the level of the vacancy. 
In the case of this committee, the Department Chair, though an ex officio member, will not 
retain the right to vote. 

 
b. In the case of summer searches, the search committee will be elected by the faculty teaching 

in the discipline in consultation with the Department Chair. Members of other disciplines 
may be invited to the committee when needed.  

 
c. The committee will recommend to the Department Chair at least two candidates via 

videoconference screening, followed by on-campus interviews.   
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d. Tenured and tenure-track members of the department present for final discussions and 
deliberations are eligible to vote. In summer searches, the search committee will invite 
tenured and tenure-track faculty teaching in the summer or otherwise available to 
participate in the discussions and to vote. 

 
3. Part-time (Adjunct) Appointments 

 
a. Adjunct appointments are for the duration of the assigned course(s).  
 
b. The language coordinator and, where possible, the degree program coordinator, assisted by 

the office staff, will establish a pool of qualified persons and list them in order of 
preference. The preferential listing will be reviewed at least once a year so that new entrants 
to the pool of qualified persons may be given appropriate consideration. 

 
c. The Department Chair will consult to the maximum extent feasible with the language 

coordinator in the discipline before making part-time appointments. 
 

B. Reappointments and renewals 
 
1. Renewal, Promotion and Tenure (Tenure and/or Tenure-Track) 

 
a. Promotion within George Mason University’s College of Humanities and Social Sciences 

will be guided by the latest edition of the Faculty Handbook and the guidelines contained 
in CHSS’ Promotion and Tenure Guidelines. 

 
b. The department will elect a standing committee on renewals, promotions and tenure, 

consisting of three tenured members from the senior professorial ranks, serving staggered 
terms of three years. 

 
c. The members of the department will elect, on a case-by-case basis, two additional 

members, when possible from the candidate's discipline. In cases involving promotion to a 
full professorship, these two members must be elected from among members holding the 
rank of full professor. In cases involving promotion to associate professor with tenure, 
these two members must be elected from among faculty holding the rank of tenured 
associate professor and above. 

 
d. No more than three members of the same discipline shall serve on this committee. Every 

candidate will be permitted one peremptory challenge. If either standing members or ad 
hoc members are challenged, their alternates will be elected from the same discipline 
whenever possible.  

 
e. Information about deadlines and materials to be submitted by the candidates are included 

in the Guidelines and Check-list for Dossiers document. The committee will review cases 
of promotion and/or tenure, and of reappointments for tenure-track faculty in accordance 
with Sections 2.4 and 2.5 of the most current Faculty Handbook, and the Guidelines and 
Check-list for Dossiers documents. In the case of this committee, the Department Chair, 
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though an ex officio member, will not retain the right to vote.  
 
f. In all cases involving promotion, tenure, and renewal, voting will be limited to tenured 

faculty present (either in person or digitally) for final discussions and deliberations holding 
higher rank than that of the candidate. In exceptional circumstances, faculty members that 
are physically unable to attend final discussions and deliberations may petition the 
Department Chair to cast their vote via email to either the Department Chair or MCL 
administrative assistant.  

 
g. Written (or digital) ballots will be used throughout. All votes, positive or negative, must be 

accompanied by a written reason. 
 
h. In cases of discrepancy between a personnel vote and its prior deliberations as described 

above under f., the Department Chair will provide a detailed report on said discrepancy in 
the letter to the dean containing the result of the vote. 

 
2. Reappointment and Promotion of Term Faculty 

 
a. Criteria for reappointment will emphasize strong performance in areas designated in the 

initial contract letter (Faculty Handbook 2.3.3.1). Based on that evaluation and 
programmatic needs, and after appropriate faculty review, the respective Dean or Director 
will recommend reappointment or non-reappointment. 

 
b. Term faculty teaching in disciplines with a B.A. program will be reviewed for 

reappointment by associate term faculty, in consultation with tenure-line faculty, and each 
according to his or her individual assignments and responsibilities (document attached to 
term contracts). Term faculty will present materials for review according to the Guidelines 
for Annual Report of Term Faculty Activities. The program coordinator will organize the 
review and make a recommendation to the Department Chair. Reappointment will depend 
on a satisfactory evaluation and funding. 

 
c. Term faculty teaching in disciplines without a B.A. program will be reviewed for 

reappointment by the Committee for Languages without a Major program, each according 
to his or her individual assignments and responsibilities (document attached to term 
contracts). Term faculty will present materials for review according to the Guidelines for 
Annual Report of Term Faculty Activities. The chair of the Committee for Languages 
without a Major will organize the review and report the results in a memo to the Department 
Chair. Reappointment will depend on a satisfactory evaluation and funding.  

 
d. Term faculty in their first year of service will be reviewed by the program faculty within 

the language or degree program and the Department Chair, and must be notified of their 
reappointment or non-reappointment by March 1.  

 
e. Term faculty with one or more full years of service and a satisfactory evaluation by the 

Term Salary Advisory Committee will be reviewed by the program faculty within the 
language or degree program and the Department Chair, and notified of their reappointment 
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or non-reappointment by December 15. 
 
f. In cases involving tenure without promotion, voting will be limited to all tenured faculty 

members in the rank of associate or full professor who have fully participated in the review 
and discussion. 

 
g. In cases involving neither promotion nor tenure, voting will be limited to tenured and 

tenure-track faculty with higher rank than that of the candidate and who have fully 
participated in the review and discussion. 

 
h. In accordance with section 2.3.3 of the Faculty Handbook Term Faculty may be considered 

for a promotion with a new multi-year appointment, normally in the Term Faculty 
member’s sixth year. The Required Promotion Casebook Template for Term Faculty, the 
Term Faculty Promotion Template, and the Procedural Checklist for Term Faculty 
Promotion provide the candidate with detailed information regarding the submission of 
complete materials and deadlines to ensure timely decisions. Electronic copies of these 
documents are available on the Office of the Provost website. The completed casebook for 
each candidate based on the Required Promotion Casebook Template for Term Faculty 
should be submitted electronically by November 1 to the designated unit’s MESA folder. 
The Provost will act on the recommendation for promotion and new multi-year 
appointment. The Term Faculty Member will be notified in writing of the decision by 
December 15. Term Faculty who are submitting a dossier for promotion must provide a 
valid certificate of completion (within the current fiscal/academic year) of The Title IX 
Overview and Sexual Harassment Prevention Training to be included in the promotion 
dossier prior to the academic unit submission of materials to the Office of the Provost. 

 
3. Reappointment of Part-time Faculty 

 
a. All part-time appointments are subject to satisfactory performance, the availability of 

courses, and sufficient enrollment. 
 
b. Part-time faculty are observed by full time faculty during their first semester, and again 

every third semester, and subsequently when concerns arise (student complaints, 
unsatisfactory student evaluations, issues of equity and diversity, etc.). 

 
C. Other Changes in Faculty Status  

 
1. If the contemplated change is from part-time or fixed term to full-time status on 

probationary appointment, the procedures to be followed are those set forth in Section 
VIII.A.1 of this document. 

 
2. If the contemplated change is from part-time to full-time status on fixed-term appointment, 

the procedures to be followed are those set forth in Section VIII.A.2 of this document. 
 
D. Annual Salary Review of Department Faculty 
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1. Faculty are evaluated on the quality of their overall performance and in the context of their 
goals and assignments. The results of and rationale for the evaluation must be given to the 
faculty member in writing; and faculty members must be afforded the opportunity to 
discuss the results of the evaluation with the Department Chair.  

 
2. Tenured and tenure-track faculty of the department will be evaluated by the department's 

Tenured and Tenure-Track Salary Advisory Committee in accordance with Sections 2.6 
and 2.6.1 of the Faculty Handbook and with the Guidelines for Annual Report of Tenured 
and Tenure-Track Faculty Activities document.   

 
3. Term faculty will be evaluated by the department’s Term Faculty Salary Advisory 

Committee within the framework of the Faculty Handbook, the Guidelines for Annual 
Report of Term Faculty Activities, and the specific assignments and responsibilities 
document attached to each term faculty contract.   

 
4. Part-time faculty will be evaluated by the language and/or program coordinator and the 

Department Chair. 
 

E. Appointment, Renewal and Replacement of the Department Chair 
 
1. The procedures to be followed are set forth in Section 2.12 of the Faculty Handbook. 
 

VII. DEPARTMENTAL STUDY LEAVE POLICY 
 
A.  A full-time tenured faculty member with ten or more years of service at the university is 

normally eligible to apply for a departmental study leave. 
 
B.  The order of eligibility will be determined by rank and seniority. However, faculty members 

who have won University study leaves during the ten-year period of eligibility are ineligible 
for consideration. For them, the ten-year eligibility criterion begins with the semester of the 
last study leave. Once the departmental study leave is granted, the faculty member involved 
is ineligible to apply for another ten-year period. 

 
C.  A study leave is limited to one semester at 3/4 pay or one academic year at 3/8 pay, with full 

benefits paid by the university.  Faculty members granted leaves are obliged to return to the 
university for a period of one year after returning from such a leave. 

 
D.  Normally, no more than two departmental study leaves may be granted in any one academic 

year, and no more than one in a single language program or discipline. 
 
E.  Study leaves are not entitlements; they are based on the quality and merit of the study leave 

proposals. The deadline for submission of applications is December 1 for leaves to be taken 
in the following academic year. The written application and proposal should include the 
following: 
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 1. topic or title of the proposed project; 
 
 2. description of the proposal, including type of activity proposed (writing, research, etc.), 

present status of project, and all pertinent information relating to where study will be 
conducted, relevance and potential benefit of the project to the applicant's teaching and 
professional interests, and projected schedule for completion of project; 

 
 3. indication of whether application is for a leave of one semester or one academic year. 

 
F.   The Department Chair will evaluate study leave proposals and, with the advice and consent 

of the tenured members of the relevant program, recommend study leaves for approval by 
the collegiate dean, the vice president for academic affairs and the president. The department 
will elect an ad hoc committee of three tenured members from three different disciplines 
when decisions involving more than one discipline are required. 

 
G.  While a faculty member is on leave, the department is required to maintain a full instructional 

load. This may be accomplished in any or all of the following ways: 
 

 1. judicious scheduling and rotation of courses in major programs to assure the availability 
of upper level courses in the field of specialization of the faculty member planning to go 
on leave; 

 
 2. temporarily increasing the size of upper-division classes when appropriate; 

 
 3. suspension for one semester or one academic year of certain upper-level courses in the 

field of specialization of the faculty member on leave; 
 

 4. adding courses (or students in courses) taught by subsequent to the leave. 
 
H.  The deadline set forth in the university's Faculty Information Guide for academic leaves 

without pay will also be followed for the submission of departmental study leave 
applications. 

 

VIII. DEPARTMENTAL FACULTY GRIEVANCE PROCEDURES 
 
A. Every attempt should be made to resolve within the department differences among colleagues 

and grievances arising from such differences. The first step should therefore be an honest 
effort by the persons concerned to reach agreement without involving others. 

 
B. Should the first step fail, the persons concerned should discuss their grievance with the 

Department Chair and request him or her to mediate in those cases in which the Chair is not 
personally involved. 

 
C. Should the process described in B not result in an acceptable outcome, and should one of the 

parties wish to pursue the matter, the case may be brought before the Grievance Committee 
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of the College of Humanities and Social Sciences. 
 
D. Members also have the option of taking grievances directly to the Grievance Committee of 

the College of Humanities and Social Sciences.  
 

IX. DUTIES AND RESPONSIBILITIES OF THE DEPARTMENT CHAIR AND ASSOCIATE 
CHAIR 

 
A. The Department Chair is appointed by the Provost upon the recommendation of the 

department faculty and CHSS Dean for a renewable four-year term. The departmental ballot 
vote will be recorded and reported separately for tenure-line and term faculty. 

 
B. The duties and responsibilities of the Department Chair as listed in Section 2.12.1 of the 

Faculty Handbook are to:  
 
1. Represent the unit to the university community and serve as a channel of communication 

on program, personnel, and budget; 
 
2. Encourage and foster excellence in teaching, research and scholarship, professional and 

university service and provide leadership in the pursuit of the University's commitment to 
affirmative action and equal opportunity;  

 
3. Coordinate, in consultation with the unit's faculty, the unit's academic programs, and plan 

and administer the unit's budget;  
 
4. Make faculty work assignments;  
 
5. Evaluate faculty for purposes of reappointment, promotion, tenure; and make annual 

reviews for the purpose of recommending salary increases;  
 
6. Supervise staff and part-time faculty and provide an environment that, within the 

limitations of available resources, is supportive of faculty professional activities and goals; 
 
7. Consult regarding fair employment practices with the Office of Equity and Diversity 

Services;  
 
8. Consult with Human Resources and Payroll as appropriate on faculty and staff matters.  

 
C. The Faculty Handbook further specifies that the Department Chair shall perform such other 

duties as may be needed for the effective functioning of the department. In the Department 
of Modern and Classical Languages these include: 

 
1. implementing established departmental policy and ensuring adherence thereto; 

 
2. chairing regular meetings;  
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3. arbitrating in cases of conflict; 

 
4. assuring proper secretarial support for such activities as instructional programs and 

committee work; 
 

5. supervising laboratory and multi-media center personnel and operations.  
 
D. The Associate Chair is appointed by the Department Chair and confirmed by the faculty for 

a renewable two-year term. Where possible, the Associate Chair serves as Undergraduate 
Studies Director.  

 
1. The duties of the Associate Chair include: 

 
a. To represent the department at coordinators' meetings, admissions programs, and new 

student orientations; 
 
b. To review and update the manual for lecturers and teaching assistants, with the help of 

language and program coordinators; 
 
c. To review and update brochures and websites/pages on placement testing, the foreign 

language requirement, and the undergraduate major and minor programs, for dissemination 
to students and advisors in other departments, with the help of the Undergraduate Advisor 
and language and program coordinators; 

 
d. To write, edit, or revise sections of university publications pertaining to the department's 

undergraduate programs, including admissions brochures, advising center publications; 
 
e. To work with program coordinators in the review and revision of undergraduate catalog 

copy; 
 
f. To assist the Department Chair in other matters related to the department's undergraduate 

programs. 
 

X. DUTIES AND RESPONSIBILITIES OF THE FACULTY 
 
E. The Faculty Handbook includes a description of the faculty duties and responsibilities 

(Section 2.10) and criteria for the evaluation of faculty (Section 2.4). These passages 
constitute a general description of the duties and responsibilities of the teaching faculty. 

 
F. In addition to the items mentioned in the Faculty Handbook, full-time tenured, tenure-track, 

and term faculty members of the department have the following specific duties and 
responsibilities: 

 
1. attendance at department and program meetings and department-sponsored events; 
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2. service on department committees; 
 
3. participation in academic advising; 
 
4. completion of periodic requirements by specified dates (book orders, library reserve shelf 

lists, etc.); 
 
5. observance of office hours; 
 
6. timely responses to email communications from the department and from students; 
 
7. timely collaboration in departmental and program reviews and accreditation tasks; 

 
G. Assignments and responsibilities for term faculty members are attached to term contracts. 

That attachment serves as the basis for annual salary review and for renewal of contract. 
Assignments and responsibilities are reviewed with each contract renewal by the Department 
Chair, in consultation with program and language coordinators and the Associate Chair. 
Faculty Handbook 2.1.3. 

 

XI. REVIEW OF DEPARTMENTAL BYLAWS 
 
A. Any member of the department may, at any time during the academic year, place a motion 

to amend the bylaws of the department on the agenda of any regular meeting. Proposed 
changes must be in compliance with the Faculty Handbook.   

 
B. Proposed amendments to these By-Laws or to any MCL documents referenced therein must 

be debated at two successive meetings of the department, and if adopted, must be reported 
to the collegiate dean. 
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APPENDIX 
 

XII. CLASS SCHEDULES AND TEACHING ASSIGNMENTS 
 
A. As a matter of departmental policy, full-time members normally participate in both upper 

and lower-division teaching. In the major programs, in the upper division and at the graduate 
level, courses will be assigned to those members whose academic training and experience 
best qualify them to teach those courses. 

 
B. Working with the Department Chair and taking into consideration such factors as the 

program's FTE allotment and enrollment statistics, the availability of space, the need to serve 
the best interests of the maximum number of students, and the desirability of providing each 
member with at least one teaching-free day for scholarly research, program and language 
coordinators will draft a schedule of classes and teaching assignments. 

 
C. Faculty wishing to apply for a teaching reduction will notify the Department Chair in writing, 

providing justification, a research plan, and a CV. The Chair will base approval or denial on 
the application, on consultation with the applicant, on the applicant’s current SAC (Salary 
Advisory Committee) evaluation, and on available funding.   

 
D. The Department Chair bears final responsibility for the schedule of courses to be offered 

each semester. 

XIII. SUMMER TEACHING AND ADMINISTRATION 
 
A. During the fall semester the Department Chair will send a query to program and language 

coordinators to solicit their suggestions concerning summer offerings. 
 
B. Within the limitations of the faculty FTE and budget allocated to the department, every 

member who wishes to teach in the summer session will be assigned one course before any 
member is assigned two. While member preferences for summer teaching assignments will 
be taken into consideration, specific times, courses and terms cannot be guaranteed; teaching 
assignments will be based on the availability of courses throughout the summer. 

 
C. Course assignments will be rotated from summer to summer, so that the same members are 

not always assigned the courses most likely to be canceled. 
 
D. If a member is assigned to teach one course and it is canceled, a colleague in the same 

discipline who has been assigned two courses will relinquish one of them to the member 
whose course was canceled. 

 
E. The Department Chair is responsible for resolving any conflicts that may arise. 

 
 


