
    

 

 

  

 

        

   

   

   

   

   

   
 

 

____________________________ ________ 

Academic HR Services 
 College Park, Suite 740 

657-278-2636

CHAIR/DIRECTOR APPOINTMENT FORM 

College:_______________________         Department:_____________________ 

ELECTION RESULTS 

Attach copies of CVs and candidate statements for all candidates 

Voting Results: 

Names #  of  Votes  %  of  Total  ballots

________________________  ________  _______ 

________________________  ________  _______ 

________________________  ________  _______ 

________________________  ________  _______ 

________________________  ________  _______ 

Total number of ballots cast:_______ 

Comments: 

Signature of Election Administrator Date 

Forward to Dean 
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DEAN’S RECOMMENDATION 

Name of Recommended Candidate: ____________________________________ 

Election not applicable (Select for: Acting Chair appointment due to an unexpected vacancy 
and no recommendation from department; change to existing Chair’s assignment; or 
variation from standards) 

Comments (Explanation required if election was not applicable or requesting variation from standards. Attach separate document if needed.):

Title (check one): ___ Dept/Div Chair ___ School Director ___Supervising Librarian 

Current Dept/School/Div FTEF:__________ 

Term Recommended (Note: Per UPS 211.100, acting appointments can be for a maximum of 1 year.): 

1 semester:      Fall 20__   or  Spring 20__ 
1 year beginning:  

20__-20__ AY (AY chair) 
< or > 

Date (12-month chair): ________________ 
2 years beginning: 

20__-20__ AY (AY chair) 
< or > 

Date (12-month chair): ________________ 
3 years beginning: 

20__-20__ AY (AY chair) 
< or > 

Date (12-month chair): ________________ 

Other (mid-year start day) 
20__-20__ AY(AY chair):_______________

     < or > 
Date (12-month chair):  _______________

 

Administrative Fraction (Time-base for position): 

25% 
50% 
75% 

100% 
Other: ____________ 

Ideal transition date for 12-
month appointment changes is 
the start of the academic year. 

AY chairs work semesters only 
(work during intersession / 
summer would be additional pay) 

12-month chairs work year-round
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In addition to performing all duties and responsibilities described in UPS 210.000, UPS 211.000, and other 
University Policy Statements, the following duties and responsibilities are included in appointment letters: 

 Promote the vision, culture and environment of a model department and university. 

 Support the strategic plan as well as the missions and goals of the university. 

 Identify and promote best practices as they relate to the disciplines of the department.  

 Ensure that the department is aware of, and operates within the framework of, the university, college and department mission and 
goals. 

 Adhere to collective bargaining and CSUF policies. 

 Provide leadership to the department in the recruitment and retention of high quality and diverse faculty and staff. 

 Coordinate the hiring of tenure-track and part-time faculty, staff, and student assistants for the department. 

 Coordinate departmental assessment and advising activities with the University. 

 Facilitate student internships and placement. 

 Develop a harmonious, collegial, and collaborative environment in the department. 

 Facilitate collaboration and cooperation between the department, other departments or units within the college, and the Dean’s 
office. 

 Escalate student and employee issues pertaining to sexual harassment, sexual assault, sexual misconduct, dating/ 
domestic violence, stalking, and any other form of discrimination or harassment based on sex, gender and/or sexual 
orientation to the Title IX Coordinator in the Division of Student Affairs. 

♦ Serve as a representative of the department to the college, campus and external community.

 Act as accreditation coordinator of the department. 

 Create, supervise and coordinate the departmental course schedules with the college and university. 

 Provide oversight of department staff, including supervision, work assignments, and assistance with personnel matters. 

 Coordinate all budgetary matters of the department. 

♦ Coordinate all curriculum development, revisions, and enhancements in cooperation with other departments or units within the
college, the Dean’s office, and the University.

 Ensure that the department is aware of all relevant department, college, and University policies. 

 Facilitate the internal and external grant activities of the faculty. 

 Promote the scholarly and creative activities and external grant-writing of the faculty. 

 Coordinate student recruitment and retention activities within the department and between the department, college, and university. 

 Participate in image-building and fund-raising activities of the college.  

 Participate in, and coordinate, the RTP process within the department. 

 Participate in meetings, retreats, and professional development activities planned by the college and/or the University for the 

Department Chairs. 

♦ Respond to telephone and email prompts and be available for in-person responsibilities and on-campus meetings as appropriate
to assignment (AY or 12-month).

Additional duties to include, or duties from above to remove, if applicable. Attach separate document if needed. 

____________________________ ________ 
Signature - Dean Date

Email with appropriate attachments to Academic HR Services (academichr@fullerton.edu) 

pg. 3 of 4 



    

 

 

 

 
  

 
 

_________________________  ________ 

VP/PROVOST’S DECISION 

Comments: 

Approved 

Not Approved 

Signature – VP/Provost Date 

Return to Academic HR Services 

Revised 02/26/2025a 
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