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PURPOSE

The purpose of this handbook is both to provide valuable guidance to individuals who may not
have extensive experience in administrative roles and also serve as a resource to long-term
leaders. It provides information to help quickly grasp important concerns and strategies
necessary for effective leadership and management.
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The following sections offer general guidance, Lamar University-specific insights regarding
beneficial programs, and practical suggestions pertinent to effective chair leadership.

YOUR ROLE

Per the Lamar University Faculty Handbook, department chairs shall report to the deans and be
administratively responsible for faculty, curricula, programs, and student majors in the
academic departments. In addition, chairs shall assist the deans in maintaining the standards
and policies of the university. Other duties as described in the Faculty Handbook include but are
not limited to:

x Acceptance of request
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x  Service to the Council of Instructional Departments (CID) who advise the president and
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11) Set a Timeline: A goal without clear definitions is simply a wish. Make a timeline that
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x Develop a system for faculty colleagues to observe one another’s teaching (perhaps
reciprocally), with the goal of improvement rather than judgment. The CTLE staff is
also available to observe and discuss teaching and teaching materials with faculty
members.

x The CTLE offers mentoring
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Expertise in the Subject: In-depth knowledge of the subject matter is essential for
providing accurate information, addressing questions, and facilitating meaningful
discussions.

Effective Communication: Clear and articulate communication, both verbal and written,
is crucial for conveying complex concepts, facilitating discussions, and providing
constructive feedback.

. Adaptability: Being able to adapt teaching methods to accommodate various learning
styles and adjusting to different levels of student comprehension ensures that all
students have a chance to succeed.
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Ultimately, an effective university instructor is dedicated to facilitating student growth,
fostering critical thinking, and providing a supportive learning environment that prepares
students for success beyond the classroom.

Planning the Curriculum

As the department chair, your task is to work with the Dean's Office to determine what classes
are to be taught and when. This may involve coordinating with program or division heads
within your department, with the Division of Digital Learning, individual faculty, or others,
depending on your particular discipline and its connections to local or global industries.

The University Curriculum Council manages changes to the curriculum. Information and forms
can be found at https://www.lamar.edu/faculty-staff/academic-affairs/curriculum-
council/forms.html. The Graduate Council manages changes to the curriculum for graduate
courses. Information and forms can be found at https://www.lamar.edu/graduate-
studies/faculty-staff/graduate-council.html.

Navigating Student Concerns

Navigating student concerns and offering assistance as a new department chair can be a
rewarding aspect of your role. Your position provides you with an opportunity to make a
positive impact on students' academic experiences. As students encounter challenges, whether
related to specific courses, faculty interactions, program plans, or personal matters, your
supportive guidance can play a pivotal role in their success.

Remember, you are not alone in this journey. There are various resources available to help both
you and the students you serve. Your dean, the Dean of Students, LU Care Team, Student
Health Center, Writing Center, and STAR Services are valuable sources of assistance. These
dedicated resources are designed to address a range of student needs and ensure their well-
being.

As you embrace your new role, it is wise to familiarize yourself with these programs and
establish connections with the professionals who oversee them. Proactively reaching out to
these resources and building relationships can provide you with a strong support network. This
proactive approach also ensures that you are well-equipped to assist students efficiently should
any issues arise.

Approach these opportunities with positivity and the desire to make a difference in the lives of
your students. Your dedication to their well-being and success not only contributes to a
supportive academic environment but also reinforces the sense of community that defines our
university. As a new department chair, you have the chance to foster growth, understanding,
and positive outcomes for both students and your department alike.
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Handling Student Complains about Faculty
A chair's work may involve handling student complaints about a faculty member.
Key issues to consider include:

x Follow university policy as outlined in the faculty and student handbooks. There is a
structure and timeline involved in student/faculty complaints that involve grade
appeals. Students should be informed about those guidelines before any other
action is taken.

x Whenever possible, ask the student to try to resolve the issue with the faculty
member as the first step, presenting that as the most immediate course of action.

x When appropriate, give students a hearing and listen to their story. Determine
whether further information or action is needed. In some cases, a student may wish
to inform you of an incident but will not want any other action to occur.

x Depending on your individual department organization or size, you may want to
establish a committee or designate other appro
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x When first discussing the issue with the faculty member, be sure to present the issue
from the student's perspective and encourage faculty members to explain their own
understanding of events.

Other Issues to Consider

x If the situation is particularly troubling, and you are not sure what to do, seek counsel
from your dean.
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x The expected quantity and rate of publication.

x How important it is to present their research at other universities or professional
conferences or meetings.

x The necessity that their body of research be regarded as high in quality, originality, and
impact.

Creating a Collegial Research/Creative Activities Culture

You play an important role in setting the tone for research and creative activities in your
department. To create a culture of quality research and creative activities, set targets for
departmental and individual publications, proposal submissions, performances, and/or
presentations in premiere venues. Encourage faculty to become aware of the scholarly interests
and publication, presentation, and performance records of other members in the department,
both to encourage collegiality and to help faculty establish expected benchmarks for
themselves. If your department has the resources, you might consider inviting key scholars to
hold seminars. Do your best to encourage an atmosphere where faculty help each other’s
careers, e.g., nominating colleagues for prestigious fellowships and awards/recognitions in
professional associations. Some departments host brown bag research lunches in which
colleagues take turns presenting works in progress and receiving feedback from the
department. In others, groups of faculty have created writing accountability groups. The CTLE is
happy to assist in developing “writing circles,” which have been shown to increase scholarly
productivity and collegiality within and across departments.

Research Support

Make your faculty aware of the valuable resources on campus to facilitate research. One of the

most important resources on campus to support sponsored research is the Office of Research

and Sponsored Programs (ORSP). Please make sure your faculty are aware of the rules and

procedures associated with seeking external support for research, and that a conversation with

the ORSP staff needs to begin well in advance of the application due date. Make sure that your

faculty are aware that they should never apply to external institutions or programs for funding

without first consulting ORSP. Violation of various federal/state regulations for funding can

have negative consequences not only for the individual faculty who have applied fora 1 ()JJ[t)1 (vd0 €)3 (n)JO
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o Conflict of interest and ethics.
o Intellectual property.

SERVICE

For department chairs at Lamar University, understanding the du
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x Seek guidance and support from financial experts who can help you navigate the
budgeting process.

4. Set Departmental Goals:
x Work with your faculty and staff to define departmental goals and priorities.
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x For all faculty, their service expectations should be established through consultation and
discussion.

x Avoid giving the appearance that faculty service is a burden or an obstacle to teaching
and research. Appropriate service obligations can encourage collaboration among
faculty and result in improved performance and morale.

Faculty Evaluations, Awards and Punitive Measures

Merit and Mid-CourseReviews

Merit evaluations include the following provisions:

x All faculty undergo an annual review which serves as the basis for merit increases. All
faculty must submit annual F2.08 reports on their activity. r
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should be attentive to the fact that their tenure and promotion application must also meet the
requirements of various committees and officials outside of the immediate department (e.g.,
college and university-level committees, officials in the TSUS system, and others). Be aware of
deadlines for submission of promotion and tenure dossiers and 2" and 4™ year review
documents. Departments must submit dossiers to department-level committees far enough in
advance to allow ample school-level consideration before these deadlines. There are provisions
for "stopping the tenure clock” given reasonable faculty requests. As detailed in the Faculty
Handbook, documentation should be submitted by the individual to the Provost's Office,

throu
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x Confidentiality is key. Faculty members need to know that when they have discussions
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occur, but also in order to ensure that all appropriate steps are taken in accordance with
university policy and employment law.

ProgramAssessment

Program assessment is a university priority. The effectivenessec and employment law.
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Part of your job will be, just as a faculty member solves classroom and student problems before
they rise to the level of chair, solving intradepartmental problems before they become larger
concerns. Examples of other issues that routinely call for dean consultation include the
following:

x Changing assignments or responsibilities of positions within the department (new
director or program appointments, etc.).

x Job searches.

x Curriculum or degree plan change.

x Course scheduling.

x Departmental advising changes.

x Faculty and staff evaluations.

x Personnel conflict.

x Multidisciplinary or multi-department collaborations.
x Classroom, office space, and other resource needs.

If a legislator, member of the Board of Regents, or politician will be visiting your department,
make sure to inform the Provost and President of the University.

Servingasthe Face of the Department

Embracing your role as a new department chair at Lamar University encompasses being the
face of your department, embodying its values, and fostering a strong connection with various
stakeholders. This aspect of your position is not only vital for your department’s visibility but
also integral to its growth and influence within the university and beyond.

Your role as a representative extends to multiple dimensions. First and foremost, you are the
liaison between your department and upper administration. You are the conduit through which
the department's aspirations, achievements, and challenges are communicated. This role
demands effective communication skills, ensuring that your department's voice is heard, and its
needs are addressed.

Equally significant is your interaction with students. As the face of the department, you play a
pivotal role in shaping their academic experience. Being approachable and accessible to
students fosters a supportive environment where they feel valued and heard. Consistency in
office hours, especially during critical
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understand that students will often have questions and concerns that transcend their
major or professional aspirations.

x Maintaining a positive working relationship with student support office, such as the
Undergraduate Advising Center, Office of Registration, and STARS offices
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Monitor Progress

f Regularly review students' academic progress and performance (LU
Navigate, Degree Audit, and other tools will help you accomplish this
goal).

f ldentify early warning signs and intervene when necessary. Alert advisors
on campus using Cardinal Early Alert.

Faculty Advising
For Faculty Development:
Identify Individual Needs

f Meet with faculty members to understand their professional goals and
career trajectories.

f Tailor advising based on their specific needs, whether related to research,
teaching, or service.

Encourage Scholarship

f Promote faculty research and scholarly activities.

f Assist in identifying funding opportunities and writing grant proposals.
Foster Effective Teaching

f Support faculty in enhancing their teaching methods and student
engagement.

f Share best practices and encourage the use of innovative pedagogical
approaches.

Promote Service and Leadership

f ldentify opportunities for faculty to engage in service to the department,
university, and community.

f Encourage leadership roles within professional organizations.
Mentorship

f Establish a mentorship program within the department, pairing
experienced faculty with newcomers. Use the CTLE mentorship program
for your new faculty to be mentored by pers14 -1.22 Tdt2 ( to)al
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DepartmentCultures

Departmental cultures can be perceived by department members as enriching and fulfilling, at
one end, and dysfunctional and embittered, at the other. You might inherit a department with a
rich and supportive culture or one that requires serious repair after decades of entrenched
program and personnel difficulties. It is essential to inform yourself as much as possible about
the existing departmental culture, keeping in mind that many aspects of your department and
its history might have been previously unavailable or unknown to you prior to beginning your
role as department chair. The most important suggestion is to always maintain open
communication with faculty and staff. Important considerations in understanding and
cultivating your department’s culture include the following:

x Department size and nature (degree plans and programs, graduate and undergraduate
community, number of majors, etc.).

x Proportion of tenured to untenured faculty, junior to senior faculty, etc.

x Number of junior faculty, adjunct faculty, or non-tenured faculty in decision-making
processes.

x Amount of student involvement in department culture.
x Departmental hierarchies, whether explicit or implicit.
x Degree of administrative/chair authority or delegation.

Department Chair Stgs of Governane

Different department chairs have different leadership styles. Your professionalism and personal
leadership style have contributed to your appointment as chair. You should actively consider
how your personal leadership style relates to the following factors involved in effective chair
leadership.

x The amount of face-to-face versus e-mail or other impersonal communication.
x The use of more democratic versus authoritative leadership.
x Your approachability either for professional or personal problems.

x Your perception in relation to upper administration, e.g., are you perceived as a
department representative who legitimately passes on faculty concerns, or are you first
and foremost considered an administrator?

Overall Governance Fhe BigPicture

Becoming a department chair means taking a larger view of the university and your role in it.
Understand the government of the university as detailed in the Faculty Handbook. Take some
time to understand the key people who serve the university, such as the Provost, Associate
Provosts, Deans,
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representative body of the faculty. Resolutions from the senate can be found on their posted
minutes. You may also find it useful to be aware of and understand the functions of the various
university committees, which can be found on the university website.

Department chairs should work with their faculty to create a shared understanding of the
university at large. This process may involve faculty meetings to discuss larger university
concerns, assigning individual faculty to projects/committees outside of the department,
protecting probationary (tenure-track) faculty from too much committee work or other larger
university service, and other measures to ensure awareness of shared governance in your
department. It is the responsibility of the department chair to clarify that all full-time faculty
are expected to be part of the governance of the university.

Be aware that you may still serve in some capacity as a teaching faculty member, but as a
department chair you are no longer a member of the faculty in the way you once were. You will
be perceived differently, both by individual faculty in your department and by the faculty
members of the university at large.

APPOINTMENTS
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EVALUATION OF CHAIRS
The following information about department chair appointments comes from section 45 of the
Faculty Handbook.

45. EVALUATION OF ADMINISTRATORS

45.1 DEPARTMENT CHAIRS, DEANS, ASSOCIATE/ASSISTANT DEANS, AND ASSISTANT/ASSOCIATE
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