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This document outlines the main activities of the Department Chairs within a RACI framework.
Responsible means the person is assigned to do the task or create the deliverable. Accountable means
the person is ultimately accountable for the task and delegates and reviews the work. Their job is to make
sure the responsible person(s) knows the expectations of the task and completes work on time.
Consulted means the person provides input and feedback on the task. They have a stake in the outcomes
of a task in that it could affect their work but do not have direct control or responsibility. Informed means
the person is kept up to date on the task and outcomes. Communication is one-way in that informed
people do not provide input or feedback.

A. Accountable (i.e., Department Chairs have oversight of but don’t do)
1. The Overall Performance of the Department.

a. Faculty members are individually responsible for their own performance, and the department
chair is accountable for their performance both individually and collectively (e.g., total research
productivity and impact, department research reputation, undergraduate program performance,
discipline-specific master’s program performance, doctoral placements).

b. Ensure that all department committees effectively execute their charges in a timely manner.
2. T&P/PTR and PT Committee(s) Activities.

a. Ensure that reviews are done for all assistant and associate tenure track faculty by the T&P
committee.

b. Ensure that the T&P/PTR committee conducts the tenure progress review, tenure and promotion
and post tenure review in a timely manner.

C. Ensure that the Committee on Professional Track Faculty completes its evaluations for promotion
in a timely manner.

d. Receive a copy of all post-tenure review and development plans, where applicable. Note that the
department chair has no formal role in PTR as a separate evaluator, unless the unit PTR
procedures specify it. See:

Tenure clock and Review Calendars
ACAF 1.05 Tenure -progress Review of Faculty



https://sc.edu/about/offices_and_divisions/provost/faculty/tenure/tenureclockcalendars.php
https://www.sc.edu/policies/ppm/acaf105.pdf

Unit T&P and PTR Criteria

3. Peer review of teaching
a. Ensure that untenured tenure track faculty are evaluated annually.

b. Ensure that all tenured faculty are peer evaluated approximately 2-3 times in 6 years. The timing
and frequency depend on the last promotion, last chair evaluation, intentions to be promoted
and intentions to retire.

C. Ensure that professional track faculty are peer evaluated at least 1 time per contract period and 3
times if intending to be promoted.

4. Curriculum development and revision

a. Ensure that curriculum committees are staffed and complete their tasks in a timely manner.
Department chairs may participate in committee or fully delegate, but always have an equal vote.
See Committee on Curricula & Courses page for calendar and Office of Academic Programming for
information on new or changes in courses and programs

B. Responsible (i.e. Department Chairs do)
1. Committee Formation

a. The department chair is responsible for calling elections and/or appointing members to standing
and ad hoc committees.

2. Course Assignments and Scheduling

a. Identifying and forecasting teaching needs, assigning courses to faculty, and developing a feasible
schedule (this last activity can be delegated to admins and in consultation with the scheduler).

3. Hiring of Faculty and Departmental Staff

a. Identifying hiring needs, conducting the search and selecting the hire in consultation with or as
part of a search committee. Negotiating the terms of the hire between the candidate and the
Dean’s office. See:

ACAF 1.00 Recruitment and Appointment of Tenured, Tenure-track, and Professional-
track Faculty

ACAF 1.16 Professional-track Faculty

CR 2.00 Equal Opportunity and Affirmative Action

HR 1.90 Job References and Background Checks

Talent management

4. Negotiating compensation for faculty and departmental staff


https://sc.edu/about/offices_and_divisions/provost/faculty/tenure/unitcriteria.php
https://sc.edu/about/offices_and_divisions/faculty_senate/committees/curricula-course/index.php
https://www.sc.edu/about/offices_and_divisions/provost/academicpriorities/academicprograms/index.php
https://www.sc.edu/policies/ppm/acaf100.pdf
https://www.sc.edu/policies/ppm/acaf100.pdf
https://www.sc.edu/policies/ppm/acaf116.pdf
https://www.sc.edu/policies/ppm/cr200.pdf
https://www.sc.edu/policies/ppm/hr190.pdf
https://sc.edu/about/offices_and_divisions/human_resources/talent_management/index.php

a.  The first step in seeking salary adjustment is for the faculty member to approach the department
chair. The department chair (not the employee or prospective employee) should then meet with
the Senior Associate Dean of Academics and Research. In cases of department staff
compensation, the SADAR will consult with the director of HR. In all cases, the SADAR will consult
with the AD of Operations and Finance

5. Modifications of contracts: courses release, modified duties, additional duties, contract renewal of
professional track faculty, sabbaticals.

a. Develop plans for loss of course or service coverage due to contract modifications,
leaves, and sabbaticals. Special course releases, contract renewals, Family and
Medical Leave
Leave of Absence
Other Leave with Pay
Time Away from Work

b. Develop plans for modified duties for unit faculty members, in consultation with the faculty
member. The faculty member must first obtain approval of request directly with Employee
Relations. Reasons for modified duties do not need to be shared with the DC or the Dean’s suite.
Modified duties plans must be approved by the SADAR. See:

ACAF 1.60 Modified Duties for Faculty
Faculty Request for Modified Duties

C. Develop plans for sabbatical leaves. Sabbaticals must be approved by department chairs and
dean.

Sabbatical leave
6. Review and Development of Faculty and staff

a. Conduct annual evaluations of all faculty and staff. Additionally, it is best practice to meet with
each faculty and staff member annually to discuss their performance review. Write tenure
progress and tenure and promotion letters.

HR 1.36 Performance Evaluation for Classified and Unclassified Non-Academic Staff

Faculty Manual
EPMS form

7. Tenure Progress and Tenure and Promotion

a. Notify faculty about timing and eligibility for tenure progress review and tenure and promotion
on the appropriate calendar date.

Tenure clock and Review Calendars



https://www.sc.edu/policies/ppm/hr107.pdf
https://www.sc.edu/policies/ppm/hr107.pdf
https://www.sc.edu/policies/ppm/hr112.pdf
https://www.sc.edu/policies/ppm/hr109.pdf
https://sc.edu/about/offices_and_divisions/human_resources/benefits/time_away/index.php
https://www.sc.edu/policies/ppm/acaf160.pdf
https://www.sc.edu/about/offices_and_divisions/provost/forms/moddutiessemformcolumbia.pdf
https://www.sc.edu/about/offices_and_divisions/provost/forms/sabbaticalrequestform.pdf
https://www.sc.edu/policies/ppm/hr136.pdf
https://www.sc.edu/about/offices_and_divisions/provost/docs/faculty_manual/facultymanual_columbia.pdf
https://sc.edu/about/offices_and_divisions/human_resources/docs/epms.pdf
https://sc.edu/about/offices_and_divisions/provost/faculty/tenure/tenureclockcalendars.php

b. Notify the dean of candidates who are being considered for tenure and/or promotion on the
appropriate calendar date.

C. In the case of a positive vote and in the case of a negative vote where the candidate opts to
advance the file, the Department chair should complete their ballot letter and submit the
compiled file to the Dean’s office by October 1 and March 1.

d. In the case of a negative vote where the candidate opts not to advance the file, the DC must
inform the provost. As a courtesy, please inform the SADAR and Dean as well.

8. Professional Track Faculty Promotion

a. Provide an independent recommendation and submit the packet to the Senior Associate Dean by
April 15.

DMSB Criteria and Procedures for Professional Track Faculty
ACAF 1.16 Professional-track Faculty

9. Addressing conduct and performance of department faculty and staff

a.  The Department Chair should be the first party to address conduct and performance problems.
Conduct problems include incivility, conflicts of interest and commitment, prohibited consensual
relationships, etc. Note that in many of these cases, you share responsibilities with others. For
example, conflicts of interest and commitment may be discovered by the SADAR, as potential
cases are approved by the SADAR, but will be jointly resolved in consultation with the department
chair. Revelation of prohibited relationships involving staff will be jointly addressed by the
department, dean’s suite, and Employee Relations.

b. Exceptions. In the case of alleged violation of research ethics, Title VI, VIl or IX, the problem
should be reported to the appropriate party (Research integrity officer, Office of Civil Rights and
Title 1X).

C. Addressing performance problems include those occurring in the domains of teaching, research,
and service. Note that faculty are contractually obligated to perform service without additional
compensation. Faculty should be held responsible for failure to conscientiously and effectively
execute non-compensated service.

ACAF 1.80Faculty Workplace Incivility

ACAF 1.50 Outside Professional Activities for Faculty

ACAF 1.82 ACAF Faculty Progressive Discipline

UNIV 2.10 Prohibited Consensual Relationships

HR 1.39 HR Disciplinary Action and Termination for Cause

RSCH 1.00 Misconduct in Research and Scholarship

RSCH 1.06 Disclosure of Financial Interests and Management of Conflicts of Interest
Related to Sponsored Projects (Research)

BTRU 1.18 Conflicts of Interest



https://www.sc.edu/policies/ppm/rsch106.pdf
https://sc.edu/policies/ppm/acaf116.pdf
https://www.sc.edu/policies/ppm/acaf180.pdf
https://www.sc.edu/policies/ppm/acaf150.pdf
https://www.sc.edu/policies/ppm/acaf182.pdf
https://www.sc.edu/policies/ppm/univ210.pdf
https://www.sc.edu/policies/ppm/hr139.pdf
https://www.sc.edu/policies/ppm/hr139.pdf
https://www.sc.edu/policies/ppm/rsch100.pdf
https://www.sc.edu/policies/ppm/rsch106.pdf
https://www.sc.edu/policies/ppm/rsch106.pdf

CR 1.00 Civil Rights & Title IX

CR 2.00 CR Civil Rights

Faculty Manual: Termination of Faculty for Cause, Integrity and Conduct
Employee Assistance Program

10. Student Grievance

a. Grievances should first be addressed by the faculty member. If the student is not satisfied, they
may take it to the department chair. The department chair should review the case and make a
determination.

DMSB Student grievances
ACAF6.30 Academic grievance policy

11. Downward, Upward and Lateral Communication

a. Department chairs are responsible for disseminating information from the dean’s office and other
unit leaders and soliciting concerns and suggestions of department faculty and staff. Department
chairs are also responsible for communicating with the Dean’s office and with other departments
or functions regarding departmental activities, concerns and complaints.

Consulted .
1. DMSB administrative policies and practices

2. Undergraduate and interdisciplinary graduate program faculty governance (admission, curriculum,
etc.). These issues are governed by the appropriate curriculum committees. Note, however, if the
proposed revisions involve courses taught within the department or a program housed within the
department, the governance is the department (see 1.d. above).

Informed

1. USC administrative policy and practices


https://www.sc.edu/policies/ppm/cr100.pdf
https://www.sc.edu/policies/ppm/cr200.pdf
https://www.sc.edu/about/offices_and_divisions/provost/docs/faculty_manual/facultymanual_columbia.pdf
https://sc.edu/about/offices_and_divisions/human_resources/benefits/employee_wellness/eap/index.php
https://sc.edu/study/colleges_schools/moore/internal/student_resources/rights_and_responsibilities/grievances.php
https://www.sc.edu/policies/ppm/staf630.pdf

