BYLAWS
Department of Biology
Valdosta State Univer sity

ARTICLEI. Mestings of the faculty

Section 1. Regularly scheduled mesetings shall be held at |east twice each semester, with one meeting
scheduled before midterm and one following midterm.

Section 2. The head of the department shdl call such additional meetings as deemed necessary.

ARTICLEIIl. Voting on matters of departmentd policy and procedures, curriculum, academic
gandards and integrity, academic honors, committee membership, departmental representation,
nominations for college and univerdity postions, and revison of departmenta bylaws.

Section 1. Eligibility
a) All Biology faculty who are not part-time or temporary are digible to vote.
b) Absent faculty may vote by written proxy.

Section 2. Quorum
a) A quorum shal consst of two-thirds of those digible to vote.
b) Proxiesshal not count toward a quorum.

Section 3. Passage of aMoation

a) A smplemgority of those voting shal be required to pass amaotion.

b) A two-thirds mgority of those voting shal be required to pass an amendment to the departmentd
bylaws.

¢) When school is not in sesson and during the summer sesson asmple mgority of al those eigible to

vote shdl be required to pass amotion.

ARTICLE .  Committees

Section 1. Standing committees shal be compaosed of faculty with full-time appointments. Other
faculty, due to ingtructiona respongibilities, may serve on committeesin an ex-officio cgpacity. Standing
committees shal meet at least once each semester, except summer, and each committee shall dect its
chair annudly, effective Fall Semester of the academic year.

a) Depatmenta Promotion and Tenure Committee shal consst of al tenured departmenta faculty and

shdl annually dect achair. Thiscommittee shdl review and make recommendations on the dossiers
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b)

o)

of faculty applying for promotion, pre-tenure review, tenure review, and post-tenure review.

1) Decisons regarding promotion shall be restricted to faculty holding rank equa to or higher than
that held by the applicant for promotion.

2) Peer evauation of faculty being considered for tenure shall be redtricted to tenured and tenure-
track faculty.

Biology Curriculum Committee shal consst of four tenured or tenure-track departmentd faculty

elected to staggered four-year terms. This committee shal periodicaly review the departmental

curriculum and make recommendations about al proposals for new courses and course revisons

and modifications of the curriculum.

Introductory Biology Syllabus and Coordination Committee shdl consst of two introductory lab

coordinators and three other departmental faculty members appointed by the department head to

staggered three-year terms. In consultation with the faculty who regularly teach in the introductory

biology program, this committee shal determine genera course policy and content for al 1000-level

introductory biology lecture and laboratory courses.

Human Anatomy and Physiology Syllabus and Coordination Committee shal consst of

departmentd faculty involved in the teaching of BIOL 2651 or BIOL 2652. This committee shall

determine genera course policy and content.

Conndll Lecture Committee shall consst of three departmentd faculty eected to staggered three-

year terms. This committee shall salect a spesker and make arrangements for the annua Conndll

Lecture.

Laboratory Safety and Hazardous Materials Committee shal consist of three departmenta faculty

elected to saggered three-year terms. This committee shall periodicaly review and make

recommendations about policies on laboratory safety and hazardous materidsin the department.

Assessment Committee shall consist of three departmenta faculty elected to staggered three-year

terms. This committee shdl periodically review and make recommendations about departmental

curriculum assessment and make recommendations to the departmenta Curriculum Committee

about matters affecting the curriculum.

Section 2. Ad Hoc Committees shdl be gppointed by the Head of the Biology Department for a
gpecific term of office. The Department Head shdl notify the departmentd faculty of the existence of
any ad hoc committees.

Section 3. Operation of Committees

a)
b)

c)
d)

Each slanding committee shdl dect achar annudly.

Each ad hoc committee shal eect a chair and operate under a set of goas given them at the time of
gppointment.

Requirements for committee vote shall conform to ARTICLE 11, Sections 2 and 3.

Each standing and ad hoc committee shall keep arecord of its mestings.

ARTICLEIV. Changesin the Curriculum

Section 1. New course offerings, course deletions, changes in requirements for the A.S. and B.S.
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degrees with amgor in Biology and changes in the requirements for aminor in Biology.

a) The department head or any tenured or tenure-track departmenta faculty may propose such
changes.

b) Written proposals to modify courses or curriculashdl be reviewed by the Curriculum Committee
which shdl then make recommendations to the departmentd faculty.

c) A copy of the REQUEST FOR NEW OR REVISED COURSE form plus written judtification must
be digtributed to al departmentd faculty at least one week prior to discussion and vote.

d) A mgority of the digible voting departmental faculty is required to approve and to adopt proposas
for new courses, course deletions, course revisons and changes in the curriculum and in degree
requirements.

Section 2. Guiddlines for the approva of specific course offeringsto be offered as"Topicsin Biology”
(BIOL 4000/6000 and BIOL 4010/6010) shall be those initialy approved by the faculty on 12-1-1992

(Appendix A).

ARTICLEV. Depatmenta Honors. Recipients of departmenta awards must have residence credit
a Vddogta State University of a least ninety (90) semester hoursin academic subjects at the end of the
semester in which the award is given and expectation of receipt of the degree at the next regularly
scheduled graduation. Eligibility for awvards is extended through the Summer Semester following
Honors Day. Any person dligible for the award who does not meet the qudifications stated above may
be considered for the award the following year, whether or not the student is enrolled at the time of
Honors Day.

Section 1. The Marjorie E. Carter Award shall be made by the departmental faculty according to the
criteria established at the time of endowment.

a) "Therecipient of the award shdl be a senior college biology mgor who stands high academicaly,
who most nearly typifies the sandards of the University and of the Department of Biology, and who
best exemplifies qudities of character and professional excdlence manifest in the life and service of
the late Dr. Marjorie Estelle Carter.”

b) The recipient must possess an overdl grade point average of B or higher in academic courses.

Section 2. The Biology Department Award shdl be given, subject to approva by the biology faculty, to
the graduating senior with the highest grade point average (GPA) based on ninety or more hours of
credits earned at Vadogta State University. Only those grades earned at Vadosta State University will
be used in computing GPA.

ARTICLEVI. Guiddinesfor Tenure-track Faculty Searches
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Section 1. Search Committee Designation

a)

b)

After discusson and vote by the departmentd faculty about which discipline to stipulate in the
advertisement for a given faculty postion, a search committee consisting of at least three tenured or
tenure-track faculty shall be appointed by the Department Head.

The committeg's first task will be, in consultation with the Department Head and subject to approval
by the faculty, to draft an advertisement for the position to be placed in Science, and possibly in
other publications.

The gppointed search committee shal dect its own Chair, who will work with the Dept. Head in
gathering applicants files, reviewing their completeness, and making them accessible to committee
members and other faculty, and in completing paperwork related to EEO and other required
documentation.

Section 2. Application Materids, Requirements and Deadlines

a)

b)

In order to be consdered for the position, each gpplicant must submit, a aminimum, a letter of
application (including such statements as indicated in the job ad), a Curriculum Vitae, and copies of
officid transcripts showing degrees earned, or the equivalent. These items must have a postmark
date or FAX or e-mail date no later than the closing date appearing in the ad in Science.

Three letters of reference are required (unless stated otherwise in the ad), but they may be accepted
up to three weeks after the closing date, at the committee's discretion. The committee may decide,
at its discretion, to diminate candidates lacking one or more letters (see 1V.c.).

Section 3. Potentid Conflicts of Interest. Following the dlosing dete, and after initia review of thefiles
of al qudified applicants, if an gppointed committee member shal discover that one or more gpplicants
isaperson or persons with whom the member has had a prior close persond relationship, ’he should
make this known to the committee and the Dept. Head and discuss whether it is appropriate to be
replaced on the committee, in order to avoid the appearance of a conflict of interest.

Section 4. Review Process, Protocol & Timetable

a)

b)

The first god for the committee will be, within three business weeks of the closing date, to narrow
thefield of candidates to between one-quarter and one-third of the applicant pool (but preferably at
least eight candidates), and then to present these names to the departmenta faculty, at large, and
request their rankings and comments about these candidates.

Applicants whose names go forward to the faculty after theinitia screening shal be those who, in

the opinion of the committee, demongtrate viatheir CV, transcripts and letters:

1) teaching experience in the advertised discipline, or evidence of sufficient academic background
in thet discipline to be wdl qudified to teach courses within the discipline offered in our
curriculum;

2) research experiencein the advertised or aclosdly reated discipline;
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h)

)

3) anongoing interest in and commitment to teaching and research in the advertised discipline, as
clearly indicated in their letters of gpplication and supporting letters from referees;
4) alikdihood of achieving tenure and promotion under the current College
of Arts and Sciences guiddines.
An applicant's name shall not go forward as a candidate after the initial three-week screening period
if higher fileislacking application letter, CV, copies of transcripts (or equivaent), or more than one
of the three required letters of reference.
The departmenta faculty shall be given a period of one week to review the candidates folders and
submit their written comments and rankings to the committee chair.
The committee chair shdl tally and digtribute to the committee results of the faculty's ranking and
comments on the candidates. Following this, the committee shal produce afind ranking (including
committee members rankings along with those of the faculty at large). The committee shdl report to
the faculty the results of the overdl ranking and their recommendetions. If their recommended
ranking varies from the overdl ranking, the committee chair must submit this recommendation to the
faculty for vote of approval.
From thisranking (d), the committee is encouraged to conduct telephone interviews with at least the
top five candidates (or more, pending results of the phone interviews), in order to verify their
qudifications, suitability, and continued interest in the specific pogition as advertised. The
department will develop and keep onfile alist of questions to ask candidates during the phone
interview, to be used, with or without modification, a the committeg's discretion. Itis
recommended that the interviews be conducted by conference call or using a speaker phone, and
that at least two of the three committee members participate in each interview.
Following the telephone interviews, the committee shall reconvene to discussiits results and amend
itsrankings, if necessary; these find rankings shall then be submitted to the Department Head as a
ranked list of potentia candidates for interview.
The elgpsed time between the committee chair's receipt of comments and rankings from the faculty
and submission of aranked lig of findigts to the Department Head shall be no more than two
business weeks.
Immediately upon receipt of the ranked ligt of findigts from the committee (f), the Department Heed
ghdl file the required paperwork with the University Equal Employment Office and upon natification
that the search meets required guiddines shdl request permission from the administration to invite
the top two or three candidates to campus for interview, and to go further down the list for
invitations, should one or more of the top candidates decline an interview.
Should two candidates from the ranked list of fingists not be found for interview, the committee
should reconvene immediately to recommend to the Department Head such additiond names as it
deems may be qudified for interview; this may necessitate additiond telephone interviews.

Section 5. Termination of an Unsuccessful Search. Should the committee be unable to recommend two
findigts from the pool of candidates whom they have interviewed by phone, the search shdl be
terminated without an interview being conducted.

Section 6. Interview Process
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a) Itisrecommended that each candidate be scheduled for at least one full day (norma business day)
on campus, alonger stay would be desirable.

b) The committee chair and Department Head will be responsible for arranging the visit and
determining the schedule; they will attempt to accommodate faculty needs and desires to meet with
each candidate as much as s practicable, including office meetings as wel as on- and off-campus
meals.

€) A research seminar will be required and will be scheduled at a convenient time for amgority of
faculty to atend.

d) Itisrecommended that a one-hour "open meeting” time for dl interested faculty to meet together
with the candidate be scheduled.

Section 7. Find Decison. The Depatment Head shdl call ameeting of the departmenta faculty for the
first Monday after the end of the last interview for a position, where those assembled will discussthe
interviews and vote according to departmenta bylaws on whom to offer the position to, and whether the
other candidate(s) is (are) also acceptable, should the first choice decline the offer.

Section 8. Other Consderations. Committee members may contact, by letter, phone, or e-mail, the
immediate supervisor of the gpplicant only after being given consent by the applicant.
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ARTICLE VII. Summer Sesson Teaching. The following guidelines (adopted iv-1982, revised x-
1994) shdl be used to determine priority for teaching during summer session.

Section 1. Through written solicitation, the Department Head shall determine which faculty members
wish to teach during summer sessons.

Section 2. The following ranked criteria shal be congdered when making teaching assgnments during
summer sessons.

a) Course demand and faculty specidization.

b) Preferencewill be given to faculty members retiring within two years. In order to qudify, the faculty
member must have filed a written intent with the Department Head and Personnd Office.

¢) Possesson of the terminal degree.

d) A numericd ranking based on the number of summer session credit hours taught during the last four
years shdl be computed for each faculty member by adding the number of summer session credit
hours taught by the faculty member within the last four summers and dividing by the number of
summers the faculty member has taught. Faculty members with the lowest number shdl have the
highest priority. Courses funded by other departments or colleges but taught by Biology
Department faculty will be counted in this formula

€) When additiona course sections are available after each faculty member who desires to teach has
received one section, additiona assignments shdl be made by rounds using the same ordered
criteria

Amended 28 February 2000.
Approved 28 February 2000.
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APPENDIX A
Bylaws
Department of Biology
Vddoga State University

GUIDELINES FOR APPROVAL OF SPECIFIC COURSESTO BE OFFERED AS TOPICSIN BIOLOGY
(BIOL 4000/6000 or BIOL 4010/6010)
Adopted December 1, 1992.

A full-time faculty member in the Department of Biology may propose to offer atopics course
under BIOL 4000/6000 or BIOL 4010/6010 for a specific semester by submitting, in advance
(seelV beow), the following:
1. A dedalled course outling, including
a) format (e.g., Lecture, Lecture/Lab, Field, etc.),
b) credit hours, which may vary from 2--5,
C) prerequistesin addition to BIOL 2230 and BIOL 2270 or their equivaents,
d) schedule, hours per week in lecture, lab, or fied,
€) detalled syllabus that includes lectureflab topics, number and vaue of exams, quizzes,
papers, and projects,
f) required text(s) and other ancillary materias.
2. Outline of equipment, supplies, and space needs as required by Department Head, including
estimates of codts of supplies, travel, vehicle rentd, etc.
3. Cover |eter judtifying the following
a) need for the topics course,
b) specific knowledge-based gods for students successfully matriculating,
c) summary of ingructor's qudifications for teaching subject.
4. A current curriculum vitae of proposed ingructor, including the following
a) coursestaught,
b) publications,
c) list of rlevant forma coursework completed (or copies of transcripts).

. Part-time faculty members may submit proposals only at the request of amgority of the full-
time faculty members a a departmenta meeting (seelll). Thiswill ensure that such proposds
are gpproved only when the Department deems the course beneficia for the curriculum, and
then only when the present full-time faculty lacks the requisite expertise to teach the course.

. Before any specific BIOL 4000/6000 or BIOL 4010/6010 course is scheduled, the completed
proposa as described above must be approved by amgority vote of the biology faculty at a
regular faculty meeting a which aquorum is present.

V. Deadlines for submitting proposals to the Department Heed.

Summer Semedter......Midterm date of preceding Winter Semester
Fdl Semedter......Midterm date of preceding Spring Semester
Winter Semedter......August 15

Spring Semedter......Midterm date of preceding Fall Semester
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