
 
Faculty of Arts and Science Department Chair and Programme Coordinators Core 

Responsibilities: Guidelines Adopted by Dean’s Advisory Committee
 
 
No part of these Guidelines is intended to be at variance with or over-ride any of the 
provisions in the University of Lethbridge Faculty Handbook, or other collective 
agreements in place at the University. 
 
Preamble 
 
Decisions made through collegial processes, and in a decentralized manner, usually yield 
an environment that leads to the optimal functioning of the Faculty. The Dean’s Office 
has complete respect for academic unit autonomy and seeks to operate in a framework 
where academic units’ detailed actions and recommendations reflect the broad-based 
decisions which are made by the Faculty. This approach requires cooperation and respect 
on behalf of members of the Dean’s Office and the academic staff members in academic 
units. A mutual give and take is required regarding trade-offs which routinely arise in the 
milieu of an academic organization. Within such a framework, inter-unit variation in 
processes and procedures on certain matters can and does exist across these Faculty units. 
It is the expectation, however, that such processes and procedures are established via unit 
consensus, through collegial interaction, regular, formal unit meetings, and perhaps less 
frequently unit meetings in committee of the whole. 
 
With the recent significant growth of Faculty academic staffing, further delegation of 
responsibilities and authority will likely be necessary, except where the exercise of such 
responsibilities would be at variance with broadly defined Faculty, Department, 
Programme or University objectives, the Faculty Handbook, or the Post-Secondary 
Learning Act. With these points in mind, the following is an outline of the responsibilities 
of Chairs and the  expectations of the Dean’s Office in the exercise of these 
responsibilities. 
  
Areas of Responsibility and Authority, and Expectations: 
 
Teaching-related:  
 

(a) development of course schedules: 
a.  consult in committee with department  members to devise an academic-

year course rotation that meets Calendar and student programme 
requirements;  

i. additional information is provided to optimize this schedule, from 
the Dean’s Office;  

b. develop and maintain the primary description of assigned duties (including 
teaching assignments) of academic staff members, relative to the 
particularities of the unit, subject to review by the Dean’s Office; 

(b) curriculum development: 
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a.  consult in committee with department members to maintain existing 
curriculum offerings and develop new offerings, in light of the evolution 
of the specific discipline;  

b. consult with the Dean’s Office to ensure proposals’ overall coherence, 
especially when other academic units’ (including other Faculties’ or 
Schools’) programmes might be affected; 

(c) contacts with students for programme support: 
a.  provide assistance to students in pursuing their programmes of study, 

collaborating with Student Programme Services to obtain definitive 
rulings on legislated programme requirements and procedures; 

(d) conduct academic unit level course grade oversight: 
a.  approve and review course grade distributions to establish consistency 

with academic unit standards and discuss any anomalies with instructors, 
as appropriate; 

(e) grade appeal process: 
a.  assist students and instructors in navigating the grade appeal process, in 

their interactions with the Dean’s Office; 
(f) academic offences and non-academic offences: 

a. assist students and instructors when it appears a student might have 
committed an academic offence or non-academic offence, in accordance 
with University policies; 

(g) graduate education: 
a. assist with the creation and maintenance of all aspects of Department or 

Programme involvement with graduate education 
b. develop a long-run academic unit plan to facilitate graduate education, to 

the extent necessary for the balanced development of the academic unit. 
 
Personnel-related:  
 

(a) personnel committees: 
a.  consult in committee with Department members for the staffing of 

positions on Personnel Committees such that Faculty and Handbook 
provisions are met; 

(b) search Committees:  
a. act as Chair of Search Committee 
b. ensure Faculty Handbook provisions (for example, Article 18) and best 

practices are followed in search processes  
i. refer to Department of Human Resources recruitment guidelines, 

as required;  
(c) Professional Activities Reports: 

a.  review Department members’ PARs and supporting documentation and 
prepare a written assessment of the members’ performances for the review 
period under consideration;  

b. ensure the member has an opportunity to respond to the assessment before 
its submission to the Dean’s Office; 

(d) career development of staff: 
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a. assist members to achieve their potential when conducting PAR and STP 
assessment work through appropriate advice to assist members to present 
their cases in order that a fair assessment of performance can be made; 

(e) act as Chair of Department STP Committee and ensure that Faculty Handbook 
provisions (for example, Articles 2, 15, and 19-21 are followed; 

(f) liaise with the Office of Research Services to facilitate internal and external 
funding opportunities for faculty and students; 

(g) probationary academic staff: 
a.   provide assistance and mentoring for academic staff members’ career 

development;  
(h) academic staff recruitment: 

a.  when academic staffing vacancies arise, consult in committee with the 
Department to identify the qualities of the best suited type of candidate(s) 
for the position(s) available and develop an appropriate advertisement for 
the vacancy;  

b. monitor and ensure that best practices are followed throughout the faculty 
recruitment process, as referred to in (b) above; 

(i) conduct front-line supervision of academic unit administrative assistant support in 
collaboration with the Faculty of Arts and Science Director of Finance and 
Administration; 

(j) student assistant recruitment and evaluation: 
a.  identify the best-qualified students for student assistant assignments, and 

monitor the satisfactory execution of their  performance of their duties; 
(k) graduate students: 

a.  where appropriate, act as Chair of Department graduate studies 
committee, assist in making recommendations for admission of graduate 
students and collaborate with the Dean’s Office in the assignment and 
monitoring of graduate students’ teaching assignments; 

(l) sessional lecturer selection and oversight: 
a. review the suitability of prospective sessional lecturers and make 

recommendations for their appointment to the Dean’s Office; 
b.  monitor the performance of sessional lecturers; 

(m) annual preparation of and update to a Staffing Plan for at least the forthcoming 
fiscal year. 

 
Budgetary Oversight:  
 

(a) operational bugets: 
a. where necessary, develop an operational budget for the Department that 

incorporates planning for the growth and development of its operation in 
both the near (next fiscal year) and longer term future; 

i.  such budget to be submitted to the Dean's office along with the 
call for the Department’s Staffing Plan; 

(b) department discretionary spending: 
a. ensure Department spending complies with purposes for which funds have 

been provided;  
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b. allow for some flexibility in allocation of funds to various line items; 
(c) student assistant budget: 

a.  ensure spending on student assistants remains within budget allocation 
and maintain a Department protocol on the assignment of student 
assistants; 

(d) capital equipment needs and replacement: 
a.  monitor appropriate capital equipment needs for the Department and 

submit priorised lists of new or replacement equipment requests, 
consistent with the Faculty Capital Replacement Programme; 

(e) perform first-level review and verification of academic staff reimbursement 
claims, in collaboration with the Faculty of Arts and Science Director of Finance 
and Administration.  

 
Space: 
 

(a) management of allocated space: 
a.  through consultation in committee with Department members ensure the 

fair and equitable allocation and use of space assigned to the Department 
by the Faculty 

(b) renovations to assigned space: 
a.  identify and make recommendations on renovation requirements for space 

assigned to the Department 
(c) planning for development of new space: 

a.  coordinate the review of Department space needs and make submissions 
to the Dean’s Office regarding additional space needs. 

 
General: 
 

(a) monitor front-line management of health and safety systems, in collaboration with 
the Dean’s Office and University Health and Safety administration. 

 
Selection of Chairs, and Terms and Conditions of Appointment: 
 

(a) Chair Selection Committees will review these Guidelines of core responsibilities 
of Chairs as part of Committee members’ responsibilities, before making any 
recommendation for a Chair appointment; 

(b) a transparent system of Terms and Conditions of appointment for Chairs and 
Coordinators will be developed and maintained. 

 
 
 

 
 
Final Version. Approved by Dean’s Advisory Committee, 
September 29, 2008. 
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