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ORGANIZATION AND BYLAWS

SCHOOL OF MOLECULAR SCIENCES
ARIZONA STATE UNIVERSITY
PREAMBLE

This document contains a set of rules and procedures that will be used by the School of Molecular Sciences for governance. It supersedes any previous documents addressing that purpose. These bylaws will apply until amended in accordance with the procedures defined in this document.

The intent of this document is to further define the university and school guidelines relating to governance of the academic unit. It is the intent of the department to adhere to Arizona State University policies as outlined in the Academic Policies and Procedures (ACD) Manual, the university and college constitutions and bylaws, and Arizona Board of Regents policies.

I.
Membership
The voting members of the unit shall include the following, provided that employment in the School of Molecular Sciences is at least fifty percent FTE (Full Time Equivalency):

A.
Faculty who have tenure or are in a tenure-track position are eligible to vote on all departmental matters.
B.
Academic professionals who have continuing appointment or are in a probationary position (as defined in ACD505-03: Academic Professional Status, Ranks, Titles, and Appointment Categories) are eligible to vote except on matters pertaining to faculty personnel and academic matters pertaining instruction.
C.
Lecturers who are appointed on multiple-year renewable contracts (e.g. 3-year multi-year contract) are eligible to vote only on academic matters pertaining to instruction and instructional programs.
All faculty and academic professionals other than those named in 1.A, 1.B, and 1.C above are non-voting members of the unit. Non-voting members may serve in an advisory capacity on such matters as appropriate.
II.
Department Administration

A.
Unit Director
The Unit Director is appointed by the dean and is responsible for the overall leadership of the academic unit. In keeping with university policy, members of the department are encouraged to provide information and feedback concerning the appointment and evaluation of the Unit Director. As concerns the appointment of a Unit Director, a search committee shall be convened in accord with ACD111-01: Faculty Voting Rights. The committee’s recommendation should be guided by feedback from unit membership.  
B.
Associate Director
The Associate Director for the unit will be appointed by the Unit Director after consultation with the Personnel and Budget Committee. The Associate Director shall perform those duties and assume such responsibilities as designated by the Unit Director, including all matters pertaining to instruction, planning, space acquisition and allocation. The Associate Director may act on behalf of the Unit Director in the Unit Director’s short-term, temporary absence. The Associate Director serves at the direction of the Unit Director. 
III.
Department Committees and Coordinators
Unless indicated otherwise, committees are appointed by the Unit Chair/Director.

A.
Policies Governing Committees
1.
The number, size, and function of unit committees are subject to change in accordance with the needs of the department. Voting members on unit committees serve as representatives of the entire unit rather than as representatives of fields or special interest groups within the unit.

2.
Each committee chairperson shall keep records of business transacted and, upon request, shall submit copies to the Unit Director. Upon majority vote of the voting membership records shall be distributed to all voting members of the department, unless precluded by rules of confidentiality.

3.
Committee recommendations shall be presented at unit meetings for consideration and discussion.

B.
Academic Program Committees and Coordinators

1.
Committee on Graduate Programs
a.
The Associate Director is an ex officio member of the Committee on Graduate Programs.

b.
The responsibilities of the Committee on Graduate Programs include the following:

(1)
All matters pertaining to evaluation and retention of graduate students and recommendation to the faculty of scholastic standards in advanced degree programs.

(2)
All matters pertaining to the progress and general welfare of graduate students.

(3)
Recommendation of policy on comprehensive and/or cumulative examinations.

(4)
Making recommendations to the Associate Director for selection and renewal of teaching assistantships.

(5)
Awarding of unit research assistantships, fellowships, and scholarships.

(6)
Consideration and recommendation to the faculty of all changes and improvements in graduate curriculum requirements.

(7)
Continuing revision of the departmental Graduate Student Handbook.

(8)
Review applications for membership in the Graduate Faculty of the Ph.D. Programs in Chemistry and Biochemistry and make recommendations regarding membership to the Graduate College.

2.
Committee on Graduate Recruitment
The responsibilities of the Committee on Graduate Recruitment include the following:

(1)
Development and distribution of the graduate brochure and other recruitment materials.

(2)
All matters pertaining to recruitment and screening of new graduate students.

(3)
Recommendation of admission of each graduate student to the appropriate degree program.

(4)
Orientation and advisement of new graduate students, assignment of temporary mentors and tracking new student progress.

3.
Committee on Online Course Materials and Course Development
The committee provides advice and guidance to unit personnel who want to develop online course materials.
4.
Committee on Undergraduate Programs
a.
The composition of the Committee on Undergraduate Programs should include unit personnel from those areas most heavily involved with the undergraduate curriculum. The Associate Director is an ex officio member of the Committee on Undergraduate Programs.

b.
The Committee on Undergraduate Programs shall be responsible for matters in the following major categories:

(1)
Academic Policies: These include standards, revisions and coordination of degree programs as well as service offerings, addition, deletion, and revision of courses, advisement program, upgrading of instruction.
(2)
Implementation of Established Policies: Based on the policies adopted by the voting membership, the committee considers and studies alternative means of implementation and makes recommendations to the Chairperson of the department.

(3)
Routine Operations: The standing committee administers established programs such as awards and honors and oversees advisement.

(4)
Preparation and distribution of undergraduate brochure and handbook.

5.
Committee on Undergraduate Student Research, Mentoring and Advising
The responsibilities of the Committee on Undergraduate Student Research, Mentoring and Advising include supervision and organization of the following:

(1)
Support for undergraduate students interested in research activities within the Department.
(2)
Mentoring of undergraduate students.
(3)
Advising of undergraduate students in the Department.
6.
Committee on General Chemistry Instructional Support
The responsibilities of the Committee on General Chemistry Instructional Support include supervision of the following:

(1)
Instruction in general chemistry.
(2)
Staff and teaching assistants working in the general chemistry program.
(3)
Textbook selection procedures for general chemistry courses involving several faculty members.
(4)
Development of new courses and course improvement.

(5)
Coordination of lecture and laboratory syllabi.

(6)
Hiring of teaching assistants and assignment to courses.

7.
Committee on Teaching Assistants and Instructors
The responsibilities of the Committee on Teaching Assistants and Instructors include the following:

(1)
Determining appropriate Teaching Assistant (TA) and Instructor workloads.

(2)
Developing and administering TA and Instructor evaluation mechanisms.
(3)
Working with the Graduate Programs Committee, Graduate Programs Coordinator, and Associate Director regarding disciplinary actions (such as revocation of TA appointments).
(4)
Choosing recipients of annual unit TA and Instructor teaching awards.

(5)
Working with the Coordinator of General Chemistry (or acting TA Coordinator) to recommend new TA and Instructor hires and training protocol.

(6)
Working with the Coordinator of General Chemistry (or acting TA Coordinator) to recommend summer TA and Instructor appointments.

C.
Department Committees
1.
Committee on Faculty and Academic Professional Awards

The committee will oversee the selection and presentation of Faculty and Academic Professional Awards.
2.
Safety Committee
a.
The Associate Director serves as an ex officio member of the Safety Committee.

b.
The Safety Officer in charge serves as a member on the Safety Committee.

c.
The Safety Committee is responsible for assisting the Unit Director in the development and implementation of the unit safety policy. The Committee advises members of the faculty, academic professionals, staff and student body when problems of safety arise. The Committee oversees coordination of safety education programs within the unit and routine safety inspections of laboratories. The Committee coordinates the programs of the unit with those of the Environmental Health and Safety Office in the formulation and improvement of safety programs.

3.
Committee on Seminars

The committee is responsible for arranging the unit’s seminar program.
D.
Elected Committees
1.
Academic Senators
All tenured and tenure-track faculty and academic professionals who have continuing status or are in a continuing status track are eligible for election to the Academic Senate. The term shall be three years, beginning on June 1st following the election. Academic senators also serve in the College Senate. Elections are held in February immediately preceding the new term.

2.
Personnel and Budget Committee
a.
Members of the Personnel and Budget Committee shall be elected for two-year terms by a majority of the votes cast by eligible voting members of the unit. In the event no majority is attained, a run-off election of the individuals with the two highest vote counts shall be carried out.

b.
The Personnel and Budget Committee may be composed of one member each from the tenured faculty in Analytical Chemistry, Biochemistry, Environmental & Geochemistry, Inorganic & Materials Chemistry, Organic Chemistry, and Physical Chemistry areas. For the purposes of this election, each nominee/candidate will identify the area of research which most closely represents her/his interests. The committee chair shall be elected annually by the members of the committee and shall serve as convener of the committee for annual personnel actions. The Unit Director shall serve as convener of the Personnel and Budget Committee for all other matters.

c.   The Unit Director may appoint a lecturer to serve on the Personnel and Budget Committee on an ad-hoc basis for the purpose of reviewing lecturer promotion cases. The Unit Director may also appoint an academic professional to serve on the Personnel and Budget Committee on an ad-hoc basis for the purpose of reviewing academic personnel promotion cases. 

d.
The Personnel and Budget Committee will advise the Unit Director on all budget and personnel matters including, but not limited to, vacancies, new positions, promotion and tenure, sabbaticals, retentions, leaves of absence, budget requests and allocations, merit raises and other such actions that require unit committee review
For consideration of promotion, the Personnel and Budget Committee will prepare a report on each candidate summarizing all information relevant to the candidate's qualifications for promotion that includes a recommendation to the Director. In accordance with Section IV.D.1.e. the Committee shall present its report to the membership as appropriate and appoint one committee member to lead the discussion with the voting membership; the role of this committee member is to ensure all aspects of the case are thoroughly discussed.
The Personnel and Budget Committee may appoint a committee of three tenured faculty members from the unit to advise and monitor the progress of each probationary tenure-track member of the faculty. At least one member of this committee will be from the same division of the unit as the probationary faculty member and at least one will be from a different division when possible. Generally, the same committee will continue with the faculty member throughout her/his probationary period. This three-person committee will meet with the faculty member at least yearly and will submit an annual written progress report to the Personnel and Budget Committee and the Unit Director. This evaluation will focus on the faculty member's professional progress.

The Personnel and Budget Committee shall provide a recommendation to the Unit Director concerning the annual evaluation of tenured and tenure track faculty research, teaching, and service. Based upon this evaluation recommendation, the Personnel and Budget Committee may identify cases that may require post tenure review and refer such cases to the Unit Director for appropriate action. The committee is responsible for developing the evaluation criteria and presents the criteria to the voting members of the unit. Evaluation criteria is submitted for review and action by the Dean and the Provost of the University. Criteria used for the evaluation shall be communicated to the faculty in a timely fashion. 

E.
Liaisons
1.
Honors College Programs Liaisons

Liaisons are appointed by the Unit Director and serve to maintain active communications with the Honors College.
2.
Graduate Students' Liaisons

Liaisons are appointed by the Unit Director and serve to maintain active communications with the graduate students.
3.
Library Liaisons

Liaisons are appointed by the Unit Director and serve to maintain active communications with the University Libraries.
4.
State and Regional Articulation Task Force Liaisons

Liaisons are appointed by the Unit Director and serve to maintain active communications with the State and Regional Articulation Task Force.
F.
Coordinators and Ad-Hoc Committees
Coordinators and ad hoc committees may be appointed by the Unit Director to assume responsibility for activities which may include, but are not limited to the following: 
Computing Resources; Human Subject Research; Placement; Seminar Series; High School/Community College Outreach; Diversity, Equity and Inclusion; Unit and Instrument Facilities; Alumni Relations; Relations among Academic Units; and Strategic Planning.
IV.
Unit Policies
A.
Unit Meetings

1.
The Unit Director will call meetings. However, in the absence of the Unit Director the Associate Director can call meetings.
2.
At least one unit meeting will be held each semester. Fifty percent of the eligible voting members will constitute a quorum. Voting may be conducted using a secure online ballot.
3.
All committee recommendations shall be presented at unit meetings for consideration and discussion. In order to pass, recommendations must receive a majority vote of the voting members, provided that a quorum is reached. Recommendations submitted to the members at one meeting will not be voted upon until the next unit meeting unless this rule is waived by a majority of the voting members, provided that a quorum is reached. Voting may be conducted using a secure online ballot. On issues related to tenure, promotion, or other such personnel actions involving a vote, only those voting members present for the discussion of the case will be eligible to vote.
V.
Review and Amendment of Bylaws

A.
Review
A review of the bylaws may conducted during the first semester of the tenure of a new Unit Director and as necessary thereafter, in order to readily accommodate organizational changes compatible with a new unit administration or requested by university administration.
B.
Amendment
Proposed amendments may be originated by any voting member of the unit and must be endorsed by two additional voting members. Proposed amendments must be submitted in writing to the Unit Director, who shall refer the matter to an ad hoc bylaws committee for further study if necessary. The proposed amendments shall be presented at a unit meeting. 
Eligible voters shall have one week in which to cast their vote to change unit academic policies and unit bylaws. The voting period will commence immediately following the meeting during which proposed changes are presented and a motion to adopt the changes is seconded.  A two-thirds majority of the eligible voters is required to approve changes to the bylaws. Voting may be conducted using an online ballot.
C.
Validity
Should a portion of this document become invalid, the rest of the document remains in effect.
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