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American Studies Dan Nathan 5023 Tisch 
Anthropology Michael Ennis-McMillan 5414 Dana 

Art (Studio) David Peterson 5045 Saisselin 

Art History Mimi Hellman  5058 Filene 

Biology Pat Hilleren 8301 Dana 

Chemistry Kim Frederick 5132 Dana 

Classics Michael Arnush  5462 Ladd 

Dance 

 

 

Debra Fernandez (Fall) 5377 Dance Center 

 
Economics Peter von Allmen 5092 Harder 

          Education Studies Joanna Zangrando (Fall) 5142 



-2- 
 

 ACADEMIC SUPPORT STAFF  

American Studies Susan Matrazzo 5261 Tisch 

Anthropology Theresa Wagner   5707 Tisch 

Art History  Terri Brandt   5053 Filene 

Art Studio Jill Jones 5030 Saisselin 

Athletics, Fitness and Recreation  Sharon Shearman 5371 Sports/Rec. Ctr. 

Biology Tracy Riley 5120
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IMPORTANT DATES FOR DEPARTMENTS & PROGRAMS 2014-2015 
 

Fall 2014 Semester 
 

August & September  
8/27      Academic Staff & DC/PD Retreat 

8/28 & 8/29     New Faculty Orientation 

9/3      Classes Begin 

9/5      Faculty Meeting 

  

 

October 
10/10      Faculty Meeting 

10/17-19      Celebration Weekend 

10/24       Study Day 

10/27-31        Advising Week 

* Reminder-for submissions of ATEs and CRFs for 

spring hires if not already done so 

 

 

November  
11/7  Faculty Meeting 

11/4 Registration for Spring 2015 

semester  

11/17  Withdrawal Deadline 

11/26-11/30  Thanksgiving Vacation 

 

http://cms.skidmore.edu/dof/index.cfm
http://cms.skidmore.edu/dof/index.cfm
http://cms.skidmore.edu/dof/index.cfm
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TOMORROW'S ACADEMIA: ADVICE FOR FUTURE DEPARTMENT CHAIRS    

 

The Stanford University Center for Teaching and Learning 

 http://ctl.stanford.edu 

 

 

Folks: 

The posting below has some excellent advice for new, and existing, department chairs.  It is 

by Jeffrey L. Buller, dean of the Wilkes Honors College at Florida Atlantic University 

[<mailto:jbuller@fau.edu>jbuller@fau.edu] The article appeared in The Department Chair: A 

Resource for Academic Administrators, Spring, 2006, Vol. 16, No. 2. For further information 

on how to subscribe, as well as pricing and discount information, please contact, Sandy 

Quade, Account Manager, John Wiley & Sons, Phone: (203) 643-8066 (squadepe@wiley.com).  

Regards, 

Rick Reis 

reis@stanford.edu 

 

Tomorrow's Academia: Advice for Future Department Chairs 

People become Department Chairs for any number of reasons, but regardless of the avenues that bring 

them to the position, there are bound to be questions about how to prepare, what qualities to develop, 

and what knowledge to gain. No one can be completely prepared for the challenges of the chair 

position because it is impossible to perfectly predict the situations that will arise. Nevertheless, the 

following suggestions provide some general advice to keep in mind whether you are actively seeking 

the position or you are appointed to it. 

 

Learn the Technical Operation of Your Institution 

You probably have a good understanding of how curriculum proposals are approved, budgets are set, 

disputes are negotiated, and searches are approved within your department. (If you don't, stop reading 

and go find out now. This knowledge is essential.) But how do these processes work outside your 

department? For example, which office -- in fact, which specific person in which office  -- is contacted 

when the roof is leaking? Aside from recording students' schedules and grades, what are the 

responsibilities of the registrar's office? Who ensures that commencement runs smoothly? If an 

alumnus needs to have a diploma replaced, how do you handle this request? If you wish to change the 

number of credits required for a major in your discipline, which bodies must approve your proposal 

and when does it become official? As chair, you will daily be asked questions about the way your 

department functions and the operational processes of your institution as a whole. Knowing this 

information will make you more effective. 

 

Develop Conflict Management and Resolution Skills 

No matter how collegial your department may be, the occasional dispute will arise. If your institution 

offers training in dispute mediation, register for it. If this type of training is not available at your 

institution, local community colleges or continuing education programs frequently offer it. If neither of 

these options is available, read a book devoted to this topic. Learn in advance what approaches are 

most likely to lead to a satisfactory resolution of the conflict. Once issue flairs up at a department 

http://ctl.stanford.edu/
mailto:jbuller@fau.edu
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meeting or is dropped in your lap, it’s usually too late to start developing the skills you need to 

address it. 

 

Balance Your Administrative Duties with Your Remaining Workload 

Some faculty view the chair position as a "career killer": The job takes time away from the research and 

course improvement needed for promotion, and it holds a high probably of alienating other faculty 

members when tough decisions are made, yet promises only a low probability of making friends and 

influencing people." These concerns should be carefully considered, but their reality is less frightening. 

For every example of a career suffering even modestly because of service as chair, there are dozens of 

examples of people who are able to successfully balance administration, teaching, and research and 

whose willingness to make difficult decisions gained them the respect of their peers. Be reasonable 

about your workload and plan accordingly. Talk to your dean to see if you can gain a better sense of 

how the demands of the position might affect your schedule. Perhaps you can negotiate an additional 
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own department. Like a chess player, an effective Department Chair must view the entire board to see 

how an individual move affects every other. You will be a far better advocate for your discipline if you 

understand how it fits into the overall needs of students, faculty, and other university constituents. 

 

It's Not Personal 

If you've ever had the privilege of directing students in a play or taking them on an extended trip 

abroad, you're well aware of the phenomenon of suddenly becoming the lightning rod for others’ 

discontent. The wise director or program leader knows this is going to happen and doesn't take it 
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Each committee you work with will educate you about another aspect of your department and how it 

works. Serving on college- or institution-wide committees can also expand your contact with the 

individuals and offices that can help you do your job better when you're chair. Volunteering for search 

committees outside your ar

https://mailman.stanford.edu/mailman/listinfo/tomorrows-professor
mailto:tomorrows-professor@lists.stanford.edu
https://mailman.stanford.edu/mailman/listinfo/tomorrows-professor
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LESSONS LEARNED AS A DEPARTMENT CHAIR  

 

The Stanford University Center for Teaching and Learning http://ctl.stanford.edu.   An archive of all past 

postings (with a two week delay) can be found at http://cgi.stanford.edu/~dept-ctl/cgi-

bin/tomprof/postings.php 

 

Folks: 

The posting below is a valuable "lessons learned" list from a former department chair, 

Matthew Lombard, of the Department of Broadcasting, Telecommunications and Mass 

Media at Temple University in Philadelphia, (lombard@temple.edu).  The comments should 

be of interest to both regular faculty and other department chairs. 

Regards, 

Rick Reis 

reis@stanford.edu 

 

Lessons Learned as a Department Chair 

For whatever it may or may not be worth, before I end this last message as chair I want to tell you 

some of the things I've learned or had reinforced while in the job (apologies to those who suffered as I 

learned!): 

 

 Administration is critically important to a successful department, school and university and 

involves a lot more than most of those who aren't administrators think. 

 

 Effective, regular communication at all levels is critically important for successful 

administration. 

 

 Too many administrators (as too many faculty and people generally of course) aren't effective 

communicators. 

 

 Policies and procedures, and the interests of the department and institution, are very 

important, but people - and treating them with fairness, honesty, respect and compassion - are 

more important. 

 

 High faculty and staff morale, which depends on effective communication and valuing people 

over policy among other things, is critically important for successful administration and makes 

life a lot more pleasant. 

 

 Many meetings are of limited value - too often they're scheduled because they've always been 

scheduled, they last too long, they feature announcements that are more suited to e-mail or 

other formats, the distributed agendas are too general and/or not followed, the agenda tasks 

could be accomplished in focused discussions among smaller groups of people, etc. 

 

 A seemingly limitless number of formal and informal barriers and challenges often make 

trying to accomplish administrative goals incredibly frustrating, but finally accomplishing 

them can be very satisfying. 

 

http://ctl.stanford.edu/
http://cgi.stanford.edu/~dept-ctl/cgi-bin/tomprof/postings.php
http://cgi.stanford.edu/~dept-ctl/cgi-bin/tomprof/postings.php
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 Nearly all academic administrators both impose decisions (top down administration) and 
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universities constitute a knowledgeable body of leadership and influence, too often they are 

overlooked as the valuable resource they can be. There is little evidence that sufficient care is given to 

selection, training, professional development, and support of chairs. 

 

Furthermore, if chairs are to be good team leaders and effective agents of change, they need to learn 

how to initiate those difficult conversations in which the collective wisdom of their colleagues is 

gathered so that commitment is developed to confront challenges that face their departments. Chairs 

need to learn the skills for leading change. Chairs must learn how to confront and manage negative 

behaviors of faculty and staff. They need to learn more about motivating department members. Chairs 

must master skills in creating a supportive communication climate, managing constructive feedback, 

resolving conflict, and be engaged in their own ongoing leadership development. In addition, some of 

the mind-deadening paperwork — the primary complaint of chairs — must be handled by computer or 

delegated to a technical assistant or a competent secretary so that chairs have time to be leaders. 

 
(Ann F. Lucas is a professor of organization development at Fairleigh Dickinson University. She can be reached at 

annlucas@aol.com.)  Lucas is the author of Strengthening Departmental Leadership: A Team Building Guide for Chairs in 

Colleges and Universities (Jossey-Bass, 1994). Her most recent book, Leading Academic Change: Essential Roles for Chairs, will 

be published by Jossey-Bass in January 2000. 

 

 

 

mailto:annlucas@aol.com
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PART ONE 

 

PERSONNEL 
 

I. Faculty Recruitment:   Skidmore College: Faculty Search Process  
 

This document outlines the major components in the academic search process for tenure-track and 

faculty. These inclusive search practices will vary depending on the department, program, discipline, 

and nature of the position.  

 

A.  How to Submit a Proposal for a Tenure-Track Search  
 

Tenure-track faculty appointments are the most important resource the College possesses.  Given 

that they represent long-term commitments (30 years or more), placing new tenure lines 

judiciously is of the utmost importance.  Likewise, if we automatically replace every person who 

leaves the College (because of retirement or other reasons) with someone who possesses similar 

expertise, we severely limit our ability to develop new areas, react to developments in disciplines 

or enrollments, support interdisciplinary programs, deliver all-College requirements, etc.  It 

means that the College has little flexibility in faculty staffing except to add new, tenure-track 

faculty lines, which is limited by resources. 

 

In order to ensure that all new or replacement faculty lines receive equal consideration, 

departments seeking to obtain a new line or to retain an existing line will submit a proposal to 

the DOF/VPAA. The proposal should provide a full and well articulated rationale and will be 

due in October with other operating budget requests. Allocation of lines will occur by the 

following spring semester in order for recruitment to begin in the early summer. 

 

Guidelines for Tenure-Track Line Search Proposals 
 

The following framework may prove useful in drafting a proposal for consideration for a tenure-

track line.  

 

We encourage departments to develop proposals that address the relevant objectives in the 

Strategic Plan, and how the tenure-track line will address broader cross-disciplinary or 

emerging areas in our liberal arts curriculum. In thinking strategically about ways to recruit new 

faculty, it is important to recognize that graduate programs are producing scholars who are 

increasingly cross-disciplinary and able to address a broad range of curricular areas and/or 

support disciplinary interests across departments and programs. The DOF/VPAA Office is 

particularly interested in departmental proposals for tenure track lines that articulate structural 

ways to bridge appointments across disciplinary areas. Please note that Part One, Sect. VI, B and 

C of the Faculty Handbook provides guidelines for this type of appointment. In addition, the 

DOF/VPAA Office recognizes that departments may propose tenure-track requests that will 

focus on specific disciplinary, programmatic, and curricular needs. In all cases, proposals should 

address the supporting rationale for a particular approach. Though they are not the driving 

force, or even the most important criteria, enrollment projections and historical trends with 
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respect to majors should be helpful in developing the justification for any tenure track line 

request, as well as the ways in which the new line will contribute to interdisciplinary programs. 

 

All new tenure-track appointments are expected to contribute to the First-Year Experience 

program by teaching a Scribner Seminar on a cyclical basis based on departmental contributions 

to the program. Since the Scribner Seminars are mostly taught by tenure-track and tenured 

faculty, these contributions are part of the regular portfolio of courses that all tenure-track and 

tenured faculty are expected to fulfill and therefore do not constitute exceptional contributions. 

Furthermore, all tenure-track searches are expected to generate an inclusive pool of candidates 

such that the College can continue to enhance faculty diversity.  Because this effort is an 

objective of Goal II of the Strategic Plan, all search plans should address how departments 

anticipate creating a rich and diverse pool of candidates.  

 

Given these parameters, departments submitting proposals for tenure-track lines should clearly 

indicate which of the following two broad categories are applicable:   

 

   1) Positions that will contribute primarily to the programmatic and curricular needs of an 

individual department or program. These positions will be expected to contribute to the 

Scribner Seminar program and/or other all-College requirements. 

 

2) Positions that will contribute substantively to the programmatic and curricular goals of 

more than one department or program. These positions will also be expected to contribute 

to the Scribner Seminar program and/or other all-College requirements. Proposals in this 

category should provide supporting documentation from the partnering department or 

program so that the nature of the cross-disciplinary interaction is evident.  

 

As noted earlier, all proposals for tenure-track lines should include search plans, search 

committee membership, and timelines. The DOF/VPAA will issue a call for proposals in late 

September. Following consultation with Academic Affairs, and in particular, the Chairs 

Advisory Group, departments will be notified in the spring semester as to whether they will 
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1. Developing an Inclusive Search Plan and a Search Committee Process for Tenure-Track 

Appointments 

 

a. The size and composition of the Search Committee will depend on whether the line is 

departmentally based or across departments and/or programs.  

 

b. In the case of departmentally based tenure-track lines, the Chair of the search committee 

may be the Department Chair or a senior member of the department. 

 

 The Search Committee representation from within departments should include:   

o 



-25- 
 

 An advertisement draft 

 Proposed advertisement placements:  target location, deadlines, length of 

placement 

 Conference attendance plans 

 Anticipated start-up or scholarly support costs 

 The timeline should include due dates for applications, for review of CVs and 

other materials (scholarship, teaching evaluations, etc.), conference dates for off- 

and on-campus interviews, reference checking, request for additional funding 

with rationale and completion date of the search 

 

f. 
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campus interview invitations are extended.  Should they determine that the pool is not 

sufficiently inclusive, they may ask for additional information and request that 

additional steps be taken. Please provide CVs of top candidates selected for on-campus 

interviews along with a summary of the 

http://cms.skidmore.edu/financial_services/upload/SKIDMORE-COLLEGE-TRAVEL-POLICY-11-10-3.pdf
http://cms.skidmore.edu/financial_services/upload/SKIDMORE-COLLEGE-TRAVEL-POLICY-11-10-3.pdf
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6.   Checking References 

 

a. The Search Committee should develop guidelines for phone references or review of 

reference letters:  

 

 Identify who makes the calls 

 Determine focus areas for questions 

 Develop questions to learn about past performance 

 Ask the candidate for additional references beyond the list they provide 

 

b. Reference checks are completed before an offer is made. 

 

c. Background checks will also be performed. 

 

7.  Skidmore Protocol/Guidelines for Making an Offer 

 

a. Although the DOF/VPAA provides the salary range, the Department Chair conducts the 

negotiations and makes a final offer. Information regarding financial support for 

relocation is provided by the DOF/VPAA Office. The timeline for confirmation of the 

https://www2.skidmore.edu/hr/training/class_list.cfm
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This research support is to be used primarily to fund: 

 

 equipment  

 supplies  

 laboratory set-up 

 student research assistants  

 participant studies  

 occasional travel associated with disciplinary research 

 

Faculty allocated start-
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faculty. Thus, faculty in contingent appointments open opportunities to broaden and enrich 

departmental and/or program course offerings. 

 

1.  Request for Faculty in Contingent Appointments: 

 

The Chair or Program Director should request approval from the ADOF for Personnel, 

Development, and Diversity as soon as the need arises. Such need may result from 

enrollment pressures, prospective leaves, or an unforeseen vacancy of an existing line.
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C. Diversity in Hiring: Strategic Considerations1 
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D. Legal and Illegal Pre-Employment Inquiries  

 

GUIDE TO LEGAL AND ILLEGAL PRE-EMPLOYMENT INQUIRIES  

 

Introduction 

The job interview is an essential component of the hiring process.  While the job interview provides 

the College with an opportunity to assess whether an applicant will be a good fit, asking the wrong 

question could result in legal liability.  Conducting a proper interview is thus imperative to finding 

the right candidate while avoiding legal liability.  This guide is intended to help interviewers avoid 

discriminatory inquiries during job interviews.
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 Length of residence in this city. 

 About foreign language skills 

(reading, speaking, and/or 

writing) if relevant to the job. 

addresses that would indicate 

national origin or nationality of 

applicant. 

 Whether applicant owns or rents 

home. 

 Inquiry into applicant’s lineage, 

ancestry, national origin, descent, 

parentage, or nationality. 

 Nationality of applicant’s spouse or 

parents. 

 What is your native tongue? 
Age**  Can inquire if applicant meets 

minimum age requirements, or 

state that proof may be required 

upon hiring. 

 Are you 18 years of age or older?  

If not, state your age. 

 Cannot require that applicant state 

age/date of birth unless under 18. 

 Cannot require that applicant 

submit proof of age in the form of a 

birth certificate, naturalization 

papers, or baptismal record.   

 Any question that may tend to 

identify applicants over 40 years of 

age (e.g., what year did you 

graduate high school/college?). 

 How old are you? What is your date 

of birth?  What are the ages of your 

children, if any? 







http://www.skidmore.edu/hr/eeo_diversity/index.php
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F. Authorization to Employ (ATE) Process for Faculty Appointments  
 

This process should be followed for ALL hires. (Contact the DOF/VPAA Office with any 

questions at x5705) 

 

1. Authorization to Employ (ATE) and Advertisement 

 

All requests for tenure track, multi-year and one-year appointments MUST include a job 

description and position justification approved by the DOF/VPAA (tenure-track) or the 

ADOF for Personnel, Development, and Diversity (non tenure-track) BEFORE the ATE 

process begins. 

 

a. An ATE must be completed for every new hire and

http://cms.skidmore.edu/hr/index.cfm
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 The second and any subsequent years’ salaries will be distributed over 26 

pay periods (to include the summer months); thus, payroll checks will 

appear to be smaller. 

 

iii. Part-time/Temporary Appointments: 

 

 The specific courses must be indicated on the ATE. Credit and/or contact 

hours must be included. 

 

b. Request for Waiver of a Search   

 

A waiver of a search request must be approved by the Dean of the Faculty’s Office

http://cms.skidmore.edu/dof/forms/contract_form.cfm
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 Include the amounts agreed upon for relocation and/or start-up funds. Please 

note that relocation allowances cannot be reimbursed until after the new faculty’s 

first payroll is processed. 

 Include any special arrangements in the appropriate text area. 

 The DOF/VPAA Office will process the contract letter which will go out no later 

than 18 working days from the date of request. If an expedited letter is required, 

please request it on the contract request form. 

 

b. The Contract Letter 

 

 The DOF/VPAA Office will email a draft of the contract letter to the Department 

Chair or Program Director. PLEASE READ IT CAREFULLY before giving final 

approval to ensure that all agreed-upon terms are included. 

 A return date is generally set for two weeks from the date of the contract letter. 

The DOF/VPAA/ADOF for Personnel, Development, and Diversity will request 

the chair or director to follow-up with the candidate if s/he has not returned the 

signed letter by the due date. 

 

PLEASE FEEL FREE AT ANY POINT DURING THE RECRUITMENT/HIRING/CONTRACT 

PROCESS TO CONTACT THE DEAN OF FACULTY’S OFFICE FOR ASSISTANCE. 

 

II. Fare

 

.
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B. Guidelines for Individual Faculty Summary of Activities 
 

1. Individual faculty summary of activities are due annually to the ADOF for Personnel, 

Development, and Diversity by June 30.  Annual Reports are collected in the DOF/VPAA 

Office and are read by the DOF/VPAA and ADOF for Personnel, Development, and 

Diversity over the summer.  Any questions or concerns will be addressed during the 

summer months. 

 

a. The following is an outline of the points to be included in the summary; however, the 

online form (Word document) can be found at:   

http://www.skidmore.edu/dof-vpaa/forms/index.php  

 

i. Report Contents 

 

ii. Summary of: 

 

a. Teaching 

 

 New departmental courses taught; new approaches to existing courses, 

including use of computers or multi-media in teaching. 

 New interdisciplinary courses taught or new approaches to such existing 

courses. 

 Curricular work-in-progress. 

 Skidmore curriculum/pedagogy summer workshops attended. 

 Faculty/Student Research, independent studies, theses, etc. 

 Other. 

 

b. Professional Activity 

 

 Publications, exhibits, performances, etc. (Give full citations with dates). 

 Presentations at professional meetings or on campuses. 

 Supported by Skidmore Travel funds? Fully, partially, or not at all.  

 Consultancies. 

 Workshops attended on or off campus. 

 Professional meetings attended and/or professional association 

committee responsibilities. 

 External Grants (applied for, received, or denied) 

o Name of foundation or agency; 

o Title of Proposal; 

o Amount of funding requested; and 

o Date applied, date received, or date denied. 

 Faculty Development Grants applied for?  Received? 

 Other. 

 

http://www.skidmore.edu/dof-vpaa/forms/index.php
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2.  Tenure.  See Faculty Handbook, Part I, Article VIII(E)(3)(a)(b)(c) and (d) as follows:  

 

The CAPT has the responsibility of securing information with respect to the candidate's 

teaching competence, professional accomplishment, and service to the academic community.  

Sources of this information include letters from: 

 

a. Full-time faculty and those holding shared appointments in the department 

concerned (in the ranks defined in Part One [Faculty Rights and Responsibilities], 

Article VI [Appointments to the Faculty], Sections A [Tenure-Track Appointments] 

and E [Non-Tenure-Track Appointments], number 2b [Artist- or Writer-in-

Residence] who are in at least their third year of full-time service at Skidmore. 

 

b.  Department Chair 

 

c.  Program Directors (where appropriate). 

 

d.  Sources suggested by the candidate under consideration, including Administrative 

Officers, the Coordinator or Director of a program, or Chair of a department in case 

the candidate has taught in an interdisciplinary program or department other than 

the one in which he or she holds an appointment.    

 

3. Individuals writing letters of evaluation for the candidate shall clearly state whether they do 

or do not recommend tenure and why, according to the criteria for continued service (as 

found in Part One, Article VIII(A) of the Faculty Handbook. 

 

4. The Chair, in the letter of evaluation for the candidate, shall clearly state whether the 

department does or does not recommend for tenure and why, according to the criteria for 
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8. The "Evaluative Criteria for Continued Service" (See Faculty Handbook, Part I, Article VIII) 

provides the standards established by the faculty against which all faculty must be measured.  

But while the Faculty Handbook separates these criteria into the categories of teaching, 

scholarship, and community service, the work of some candidates may not be so tidily 

divided. Effective letters help the DOF/VPAA and CAPT understand a candidate's case by 

demonstrating how a particular file should be read.   The most valuable letters will achieve 

many of the following goals; and will address both the strengths and, equally importantly, 
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 Characterize the quality of the journals, presses, professional, or creative outlets 

where the candidate's work has appeared.  Say how the discipline values books or 

juried articles, museum exhibits or regional concerts. Explain the role the candidate 

has had in jointly produced work.  Explain the significance of being first, second, or 

nth author/investigator on a particular project or grant. 

 

 Explain what aspects of the candidate's professional work, if any, might be difficult 

or impossible for the department to evaluate. To what sources in the file should 

CAPT, the DOF/VPAA and/or ADOF for Personnel, Development, and Diversity 

look for an evaluation of this work? 

 

 Place the candidate's scholarly, creative or professional profile within the context of 

the candidate's career at Skidmore.  Reflect on the advantages and disadvantages of 

doing a particular kind of work in a small college setting and on the value of the 

candidate’s work to Skidmore.  Speak about collaborative research with students.  

Comment on financial support, facilities, time constraints, released time (including 

pre-tenure sabbatical), and interdisciplinary work or work with colleagues at other 

institutions. 

 

c. SERVICE.  Effective letters will: 

 

 Place the candidate's service within the context of his/her career. 

 

 Characterize the nature and importance of the candidate's service.  Point to particular 

achievements in the department or college and to examples of leadership.  

Characterize the kinds of service the candidate has done: mostly curricular or mostly 

administrative; mostly with students or mostly with colleagues.  Characterize the 

candidate's work as an advisor. 

 

 Bring to light any as yet unacknowledged service to the profession, the department, 

or the college.  Be particularly aware of the kind of service that does not appear on a 

CV: the ability to move a departmental discussion forward or even to stop it in its 

tracks; the mentoring of peers or younger colleagues.  Be aware, too, that while 

service on committees is a very important aspect of citizenship, service should not be 

construed only as committee work. 

 

9. NOTE FOR CHAIRS: The Chair's letter plays an extremely important role in a 

reappointment or tenure case.  This letter should not only respond to the points and 

questions raised above, but present the department's position on a case.  If a department 

generally agrees about the evaluation of a candidate, the chair must still account for, 

and attempt to explain, the dissonant voice(s).  If a recommendation is genuinely mixed, 

again, the Chair needs to offer CAPT, the DOF/VPAA a context for understanding the 

difference in perspectives.  Ignoring negative (or positive) voices only provokes more 

questions for those reading the file.  Moreover, ignoring student complaints about 

teaching, or a thin publication record, or a service category that is all but empty suggests 

that the Chair thinks that CAPT, or the DOF/VPAA will not notice what the Chair does 

not point out.  On the contrary, CAPT will struggle all the more over a case that has not 

been comprehensively presented by the Department Chair. 
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F. Procedures for Evaluation of Program Directors and Faculty assigned to 

Programs 
 

1. If the candidate is tenure-track or tenured in a department, the Department Chair shall 

take into account the candidate's contributions to the program in writing the annual (or 

in the case of tenured faculty, triennial) letter of evaluation. (For tenure–track candidates 

in a program, see Faculty Handbook, Part One [Faculty Rights and Responsibilities], 

Article VI [Appointments to the Faculty], Section B [Fully Dedicated Tenure-Track Lines 

in ID Programs].) 

 

2. In all personnel decisions, the Department Chair shall consult in writing with the faculty 

who have been active in the program during the last two years to gather evidence on the 

performance of the candidate in the areas of teaching, scholarly, professional or creative 

activity, and community service. 

 

3. In the case of programs with personnel committees, such as Gender Studies, the 

Department Chair shall consult the personnel committee. In the case of programs 

without personnel committees, the candidate's Department Chair shall solicit letters from 

faculty in the program. 

 

4. The faculty referees shall in all cases indicate in writing clear support or lack of support 

for the candidate on the basis of his or her work in the program. 

 

5. In a second year review, the Faculty Handbook does not require documentation appended 

to the Chair's letter. In all other personnel decisions forwarded to the DOF/VPAA and to 

the CAPT, the Department Chair will attach the written statements of those reviewing 

the candidate's contributions to the to 
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•  service (potential) 

 

Chairs or Program Directors forward written recommendations to the DOF/VPAA. 

 

b. Third-year review is completed at the end of the first semester, and includes thorough 

evaluation of: 

 

• teaching - student evaluations (long and short forms), and peer classroom 

visitation 

• professional work  

•  community service 

 

Chairs or Program Directors forward their written recommendation, with letters from 

Department members attached, to the DOF/VPAA 
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 August 29   
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• CAPT recommendation to DOF/VPAA due by this date, but preferably before, 

in the review of any second year candidate denied consideration as a candidate 

for 3rd-year reappointment within the department when the ADOFP and the 

department have continued to disagree after the department has reconsidered 

the case. 

October 

During the month of October 

 • CAPT deliberations on tenure candidates commence and continue to Friday, November 28. 
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materials for promotion  

 The Chair of CAPT sends to candidates for promotion a letter stating that they 

are candidates for promotion. 

February 

During the month of February 

 CAPT meets with new tenure-track faculty, their chairs, and the ADOFP to discuss reappointment 

and tenure procedures and criteria. 

Deadlines for February 

 Friday, 

February 6 

 Tenure Review Board will convey recommendation to the President, CAPT, 

DOF/VPAA, ADOFP, candidate’s Department Chair, and candidate. 
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Friday, 

May 15 

 Chair of CAPT sends letters to referees invited by the candidate from outside 

the College requesting information about candidates for tenure (with copies to 

candidates and chairs). 

Friday, 

May 22 

 Letters from Department Chairs to ADOFP stating whether second-year faculty 

members are candidates for 3rd year reappointment; ADOFP delivers list of 3rd 

year reappointment candidates to CAPT. 

 

IV. Retirement Process 
 

Normally you will find that faculty or department staff will retire at the end of a semester.  While 

most choose to retire at the end of the spring semester, you may have notification of a fall retirement 

also.  Any non-faculty members in your department may, of course, choose any time of the year to 

retire. 

 

In order to facilitate a successful transition to retirement, the following guidelines are recommended: 

 

 Ask the faculty or staff member to submit her/his request in writing. 

 Forward one copy of the resignation notice to the DOF/VPAA Office and one copy to Human 

Resources. 

 Encourage the faculty member or employee to discuss his/her benefits with Human 

Resources who will guide her/him 

http://cms.skidmore.edu/hr/policies
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VI. Appointment and Review of Department Chairs  
 

A. Criteria for Appointment.  The Appointee: 

 

 Shall normally hold the rank of Associate or Full Professor.  

 Should have extensive and successful teaching experience. 

 Should have qualities of personal and professional leadership and should have 

demonstrated evidence of administrative skill. 

 

B. Procedures for Appointment 

 

a. Appointments of a Department Chair are made by the DOF/VPAA in consultation with 

the members of the department concerned. 

 

b. Appointments to the Chair are for two years and are renewable; four to eight years is the 

normal length of service. A Chair (tenured or untenured) may not be removed as Chair 

during the course of an academic year except for cause. 

 

C. Procedures for Review 
 

1. Department Chairs shall be reviewed once every four years with an informal interim 

review at the second year. In the event of an intervening sabbatical or leave of absence, 

the review will take place in the fifth year. More frequent reviews may take place at the 

request of the Chair or the DOF/VPAA. Untenured faculty serving as Chairs at the time 

of review for reappointment or for tenure shall be reviewed separately as Department 

Chairs. 

 

2. The review of a Department Chair shall be conducted by the DOF/VPAA. Each member 

of the department will be requested to write an evaluation to the DOF/VPAA. All such 

statements shall be confidential. 

 

3. Student majors in the department may also be involved in the review of Chairs, and each 

department will determine the process of student involvement. 

 

D.   Obligations Pertaining to Department Chairs 
 

1. LEADERSHIP: The Chair is responsible to the College, to the department, and to the 

administration for the effective leadership of the department. The Chair is responsible to 

the department for the effective and accurate representation of its interests and concerns 

to the administration. Chairs should strive to recruit and maintain faculty who 

demonstrate excellence both in teaching and professional accomplishment. They should 

coordinate and stimulate participation in departmental affairs by all faculty and, where 

appropriate, students, and strive to keep departmental morale high. They should, 

moreover, maintain sensitivity to the world outside their disciplines and the College, and 

continually attempt to keep their departments aware of, and responsive to, the larger 

educational and social contexts in which they function. 
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2. CURRICULUM: The Chair, in consultation with other department members, is responsible 

for the department's course offerings and major requirements. To the greatest extent 

possible, faculty should be permitted to teach the courses they prefer in the areas of their 

particular expertise, providing that student needs are met. Scheduling of courses and 

determination of examination policies should reflect the wishes of the department 

members teaching those courses. The Chair should take into account the needs of the 

students as well as the discipline in the shaping of the curriculum. The Chair has the 

primary responsibility for encouraging faculty to advise students conscientiously and 

carefully and also to keep library and resource materials current. 

 

3. PERSONNEL: The Chair is responsible for seeking out highly qualified candidates for 

vacancies in the department. An important factor in their selection should be their 

competence and willingness to teach according to the specified needs of the department 

and the College. The Chair establishes search and selection procedures in consultation 

with the DOF/VPAA, the Assistant Director for EEO and Workforce Diversity, Program 
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5. SUPPORT: The Chair shall seek to provide faculty members with adequate office space 
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participation in the program. They should coordinate and stimulate participation in 

program affairs by all faculty and, where appropriate, students, and strive to keep 

program morale high. They should, moreover, maintain sensitivity to the world outside 

their programs and the College, and continually attempt to keep their programs aware of 

and responsive to the larger educ

http://cms.skidmore.edu/academic_affairs/secure/handbook/index.cfm
http://cms.skidmore.edu/hr/policies/handbooks.cfm
http://cms.skidmore.edu/hr/policies/handbooks.cfm
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B. Personnel Policies (Administrative Professional and Support Staff 

Positions) (information, policies and forms can be found on the Human 

Resources website): 
 

 Policies and Procedures - 

http://cms.skidmore.edu/hr/policies/index.cfm
http://cms.skidmore.edu/hr/policies/performance.cfm
http://cms.skidmore.edu/hr/policies/pq/index.cfm
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PART TWO 

 

THE ACADEMIC PROGRAM 
 

 

I. Guidelines for Department/Program Biennial Reports 
 

Department/Program biennial reports are due to the DOF/VPAA Office by June 30.  The report should 
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goals of the program, (2) the method or methods used to assess each learning objective, (3) how, 

when, and by whom the results will be analyzed and acted upon, and (4) the results of the most 

current assessments and curricular changes based upon those results.  Assessment plans may 

evolve from year to year based upon the experiences of the faculty with assessments.  For a format 

of the annual report, go to the Skidmore assessment website:  

http://cms.skidmore.edu/assessment/index.cfm


http://www.skidmore.edu/administration/assessment
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Among the types of materials contained in a portfolio may be research papers, 

essays, drafts of written material leading to a final product, laboratory research, 

videotapes of performances, exhibits of creative work, and examinations.  A 

particularly valuable component of student portfolios is the reflective essay, in which 

the student reflects back upon his or her growth in scholarship or creative efforts and 

draws conclusions about his or her strengths and weaknesses at the time the 

portfolio is compiled.  To save valuable space, many portfolios are now gathered 
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e. Internships and other field experiences:  Internships and field experiences provide 

opportunities for students to apply their learning outside the classroom.  Evaluations 

of student work in such experiences may provide valuable information on whether 

the students are able to use what they have learned in class when they are confronted 

with “real world” situations.   They may, in fact, be the capstone experience for the 

students’ program. 

 

2. Indirect assessment methods.  Indirect assessment methods require that faculty infer 

actual student abilities, knowledge, and values rather than observe direct evidence, and 

so they do not provide the best data for making curricular decisions.  Among indirect 

methods are: 

 

a. Surveys:  Student surveys or surveys of employers and others provide impressions 
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institutions or programs similar to our own and, where possible, from the northeastern 

United States.  Teams will normally consist of three individuals with diverse 

specializations. Team members will receive a modest honorarium.  Following approval 

of the reviewers by the DOF/VPAA Office, Department Chairs and Program Directors 

should contact reviewers and set the dates for the visit as early as possible, and no later 

than early in the fall semester; teams may visit at any convenient time during the year.  

Copies of the reviewers’ CVs should be sent to the DOF/VPAA and ADOF for Personnel, 

Development, and Diversity. 

 

2. Programs will be asked to provide copies of the following materials to the DOF/VPAA 

Office for the external reviewers: 

 

• The departmental or program mission statement (which should include its 

relationship to all-college curricular and co-curricular programs), and its 

goals for student learning, both for majors and non majors. 

 

• A roster of the department (including administrative assistants) and a 

curriculum vitae of each faculty member of the department or program. 

 

• The most recent department or program annual report, including recent 

enrollment data and information regarding assessment of student learning. 

 

• Any special publications of the program, e.g., admissions brochures, 

newsletters, etc. 

 

3. Programs will complete the self-study to be sent to the DOF/VPAA and the ADOF for 

Personnel, Development, and Diversity for review at least four weeks prior to 

forwarding it to the external evaluators. Reviewers should receive the self-study no later 

than two weeks prior to their visit. The self-
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• If the program supports a major and/or a minor, what are the goals of that 

degree program and how are they met by the course requirements currently 

in effect? 

• How does the program track its graduates after they leave the college? 

• What are the career trajectories or educational attainment of majors and 

minors over the last ten years?  

• What is the program’s relationship to the various all-college programs (e.g., 

Asian Studies, Environmental Studies, First-Year Experience, and Gender 

Studies) and requirements (e.g. Cultural-Centered Inquiry, Writing, and 

Quantitative Reasoning)? 

• What would you like to see happening in the program five years from now?  

Ten years? 

• Other issues identified by the program and the administration in their 

preliminary discussions. 

 

4. Departments and Programs will provide the DOF/VPAA and the 
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• The Department Chair or Program Director contacts the DOF/VPAA Office to 

identify potential dates.  Dates are determined by the availability of the DOF/VPAA 

and the ADOF for Personnel, Development, and Diversity. 

 

• Once the dates are determined, the DOF/VPAA Office will issue a letter to the 

reviewers stating the date, honoraria, and other information concerning their visit to 

Skidmore.  The Faculty Handbook, course catalog, and other pertinent institutional 

information are also included with the above letter to reviewers. 

 

• The support staff for the department or program under review makes all travel 

arrangements, reimbursements and payment of honoraria to the reviewers. 

 

2. Four to Six Weeks Before the Review: 

 

• The self-study is completed for review by the DOF/VPAA and the ADOF for 

Personnel, Development, and Diversity.  The DOF/VPAA and ADOF for Personnel, 

Development, and Diversity will work with the Department Chair or Program 

Director if any revisions are necessary. 

 

3. Three to Four Weeks Before the Review: 

 

• The Department Chair/Program Director, creates an itinerary which requires 

approval by the DOF/VPAA Office. 

 

4. Two Weeks Before the Review: 

 

• Self-study mailed to the reviewers by the Department Chair or Program Director. 

 

• The Department or Program submits one copy of the self-study to the DOF/VPAA.  

 

5. One Week Before the Review: 

 

• The itinerary is sent via e-mail attachment to the reviewers. Subsequent changes after 

the itinerary is sent should be included in a revised itinerary and given to the 

DOF/VPAA Office and to the reviewers upon their arrival. 
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C. #ÙÈÍÛɯ(ÛÐÕÌÙÈÙàɯÍÖÙɯ1ÌÝÐÌÞÌÙɀÚɯ5ÐÚÐÛ 
 

Day 1

mailto:sblair@skidmore.edu
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D. Schedule of Department/Program Reviews 

 

2014-15 Dance  

Music  

Social Work   

2015-16 Art  

Art History  

Gender Studies  

Health and Exercise Sciences 

2016-17 Government  

Management and Business 

Mathematics and Computer Science 

Physics 

2017-18 American Studies 

Asian Studies 

Environmental Studies 

History 

2018-19 Arts Administration  

Geosciences 

IGR 

2019-20 Foreign Languages and Literatures  

Library 

2020-21 Anthropology  

English 

FYE  

Self-
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IV. Guidelines for the Retention of Files in Department Offices 

 

Departments or faculty should retain the following documents for the time periods specified below: 

 

A. Personnel records of faculty: 

• Who have been denied a personnel decision: 6 years and 2 months 

• Resigned:  6 years and 2 months 

 

B. 
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1. How does the proposed change affect the remainder of your program? How might it affect 

http://www.skidmore.edu/academics/curric/newcourse-v7.doc
http://cms.skidmore.edu/curriculum_committee/forms/index.cfm
http://www.skidmore.edu/academics/curric/ccallcollcurric.htm
http://www.skidmore.edu/academics/curric/routine-v3.doc
http://www.skidmore.edu/academics/curric/major-v2.doc
http://www.skidmore.edu/academics/curric/XVIII.pdf
http://www.skidmore.edu/academics/curric/BI360.pdf
http://cms.skidmore.edu/assessment/Handbook/index.cfm
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(such as interdepartmental majors), obtain signatures of all Chairs and/or Directors involved. If 

your proposal involves a substantial or complicated change, you should consult with the ADOF 

for Personnel, Development, and Diversity and/or the Chair of the Committee on an informal 

basis before submitting your proposal. 

 

3. Depending on the Committee's workload, requests may take from one to three weeks to process. 

In the case of the important deadlines listed below, please submit proposals at least three weeks 

in advance of the deadline. 

 

a. Routine course revisions (e.g., change in Liberal Arts credit, change in title, 
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D. Deadlines 
 

1. Although changes may be proposed at any time during the academic year, there are three 

very important deadlines: 

 

a. Any changes to appear in the Spring schedule of classes must reach the Committee no 

later than September 15 of the preceding academic term. 

 

b. Spring term new course proposals must also reach the Committee by September 15. 

 

c. All changes in the Catalog, including changes for the Fall schedule of classes, must reach 

the Committee no later than December of the preceding academic year. 

 

http://www.skidmore.edu/academics/curric/flex4.htm
http://www.skidmore.edu/academics/curric/MaxCaps.htm
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Please indicate the course level by lXX, 2XX, or 3XX. Specific numbers will be assigned by the 

Registrar. You can request a particular number, but the Registrar makes the final decision about 

numbering. 

 

The catalog description should be carefully worded to reflect the actual content of the course. It is 

customary to begin the description with a sentence fragment. Please avoid passive voice, especially 

regarding student involvement. Also, avoid using such phrases as "in-depth" and "intense" or "this 

course will carefully analyze and extensively research" which add nothing substantive to the 

description. Please try to keep your description brief. Consult the Skidmore College Guide to Writing  

 

http://www.skidmore.edu/academics/english/ENGLISH_DEPT_HP/WG/WGFRAMES.htmlfor 

stylistic clarification. Consult the current Catalog for examples. 

 

Please take care with the abbreviated title. This is the course title that will appear on registration 

materials and on transcripts. 

 

The course syllabus is an extremely useful document to the Curriculum Committee. It provides the 

committee with invaluable detail about the organizational structure of the course. To aid you in the 

preparation of your proposal, please consult the student learning objectives in the assessment 

webpage, which also includes a guide to writing student learning objectives. 

 

These questions are all intended to elicit information that will allow the ADOF for Personnel, 

Development, and Diversity and the Curriculum Committee to assess the resource implications of the 

new course. For example, if the instructor is currently teaching a full load of courses and is proposing 

a new course, it is essential for the committee to know which course is being replaced by the new 

http://www.skidmore.edu/academics/english/ENGLISH_DEPT_HP/WG/WGFRAMES.html
http://www.skidmore.edu/academics/curric/Guidelines%20for%20a%20FYS.doc
http://www.skidmore.edu/academics/curric/guideWritIntensive.html


http://www.skidmore.edu/academics/curric/qr2-rev.htm
http://www.skidmore.edu/academics/curric/CEPPguidelines-2.htm
http://www.skidmore.edu/academics/hfc/
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plagiarism, a copy of the source or sources.  Failure to report an infraction may help hide a 

recurrent pattern and also results in unequal justice. 

H. Regardless of whether you continue to discuss the charges with the student, do not address the 

http://cms.skidmore.edu/advising/integrity/index.php
http://lib.skidmore.edu/library/index.php/academic-integrity
http://lib.skidmore.edu/library/index.php/academic-integrity


http://cms.skidmore.edu/campus_safety/index.cfm
http://cms.skidmore.edu/health/loader.cfm?url=/commonspot/security/getfile.cfm&pageID=114932
http://cms.skidmore.edu/health/loader.cfm?url=/commonspot/security/getfile.cfm&pageID=114932
http://cms.skidmore.edu/ehs/
http://cms.skidmore.edu/hr/index.cfm
http://www2.skidmore.edu/cits/policies.cfm
http://cms.skidmore.edu/dof/index.cfm
http://cms.skidmore.edu/dean_of_studies/
http://cms.skidmore.edu/fye/
http://cms.skidmore.edu/ocse/index.cfm
http://www.skidmore.edu/registrar/
http://cms.skidmore.edu/foundations/
http://cms.skidmore.edu/sponsored_research/
http://cms.skidmore.edu/academic_services/
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PART THREE 

 

TRAVEL AND ENTERTAINMENT POLICY 
 

The Skidmore College Travel and Entertainment Policies can be found online at

http://cms.skidmore.edu/financial_services/upload/SKIDMORE-COLLEGE-TRAVEL-POLICY-August-2009.pdf
http://cms.skidmore.edu/financial_services/upload/SKIDMORE-COLLEGE-TRAVEL-POLICY-August-2009.pdf
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III. Skidmore College Travel Policy 
 

A. Costs.  The most cost-effective mode of travel should be used based on itinerary: 

 

1. Air Travel 

 

 Southwest Airlines is the preferred airline. 

 Appropriate for travel beyond a 200-mile radius from campus. Arrangements should be 

made through the Skidmore travel on-line website at 

(http://www.skidmore.edu/administration/travel with your corporate visa card, not your 

departmental purchasing card (We encourage use of the corporate card because the 

College receives a rebate based on the total volume of the card usage). 

 If you find a more economical flight outside of the Skidmore Travel website, please book 

it and forward a copy of the itinerary to the Purchasing office to be logged into our travel 

database. 

 Coach travel only (otherwise individual covers incremental cost). 

 Personal excess baggage charges, flight insurance, etc. are not reimbursed. The College is 

not responsible for costs associated with lost luggage (In extenuating circumstances, 

please discuss with your Supervisor or Chair). 

 Credit card bill is mandatory for airline ticket reimbursement prior to trip. 

 

2. Train Travel 

 

 Encouraged when cost effective, especially to New York City. 

 Recommend arrangements to be made through Skidmore travel website. Contact AAA 

Northway if assistance is needed. 

 Coach travel only (otherwise individual covers incremental cost). 

 

        3.  Personal Automobile 

 

When employees use their own vehicle on authorized College business, it is their personal 

insurance policy that is primary coverage for liability and physical damage coverage. It is 

important that the individual have adequate coverage, as Skidmore's insurance provides 

non-ownership liability for exposure to the College only (this means the insurance covers 

only the College in the event of a lawsuit). Appropriate for travel within a 200-mile radius of 

campus. Reimbursed at 56 cents per business mile for as of January 01, 2014 (adjusted 

annually per IRS guidelines). 

 

 Maximum reimbursement for mileage is 400 miles round trip. 

 

http://www.skidmore.edu/administration/travel
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4.   Automobile Rental 

 

The College's insurance provides for both liability and physical damage for employees who rent 

vehicles while on authorized College business. The coverage extends for car rentals in the US, 

Canada, Puerto Rico and US territories (therefore please waive the rental agency's insurance 

coverage). For vehicles rented in a foreign country, the College's international policy covers 

liability only, and therefore, you must secure physical damage coverage from the rental agency. If 

any rental vehicle will be in your custody for a period in excess of 30 days, please notify Business 

Services. Employee's personal effects, while within the vehicle, are not covered by College 

insurance unless the vehicle is no more than 1,000 feet from campus (limit of $25,000). If a loss or 

damage occurs to your personal property outside of this radius, please submit the loss directly to 

your homeowners/renters insurance. 

 

 Local rental appropriate only when cost effective. 

 Recommend arrangements to be made through AAA Northway. 

 Luxury vehicles not allowed. 

 Collision damage coverage is not reimbursed. 

 Return car with full gas tank. Refueling charges by the rental agency are not normally 

reimbursed. 

 

B. Motor Vehicle Policy 
 

1. All full time, part time and temporary employees, including students, work-study students 

and interns, who may b
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2. Renewal of Driving Privileges for subsequent academic years, can be obtained by the 

authorizing department/individual contacting Business Services (518-580-5812) and 

request

http://www.skidmore.edu/safety_committee/motor_vehicle_policy/
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C. Lodging, Meals and Incidentals 
 

1. Lodging: 

 

• Recommend arrangements to be made through Skidmore Travel website. Lodging costs 

should be kept to a minimum. 

• Cost up to $150 per night. Cost up to $300 in High Cost Areas3 (see list below). 

• Conference rates are reimbursable. 

• Staying with friends or family is encouraged (appropriate gift is reimbursed, up to $50). 

• Sales Tax Exemption (hotel rooms). 

• Exempt from sales tax in New York, Florida, Massachusetts, and Connecticut.  Obtain 

appropriate forms from Accounts Payable or from Purchasing web page (NY only). Some 

states accept NYS exemption; check with vendor. 

 

2. Meals and Alcoholic Beverages: 

 

• 
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C. Entertainment of Faculty/Staff Members 

 

1. Entertainment of fellow faculty/staff is not normally reimbursed. The College will not 

normally pay for meals (on or off campus) for faculty/staff meetings. 

2. Annual staff retreats are reimbursable; such events should be budgeted and charged to 

Account Number 7430.  

3. Individual Faculty/staff going away parties, retirement, or holiday celebrations are not 

reimbursed (Campus wide parties must be catered by Food Service). 

D. Gifts 
 

1. Individual and /or departmental gifts for parting, retirement, thank you, holidays, etc. are not 

reimbursed. 

 

2. A gift for the non-faculty/staff host of a gathering is reimbursable up to $50. 

 

E. Illness, Birth and Condolence Gestures 
 

1. For employee inpatient hospital stays, please contact Human Resources and they will send 

an appropriate gift (approximately $35). 

2. For birth or adoption, the College will send a $50 savings bond and congratulatory card 

(contact Human Resources). 

3. In case of death of member of employee's immediate family, the College will send a 

memorial contribution of $25 (contact Human Resources). Further gestures made by 

individuals are not reimbursed. 

F. Exceptions to the Policy 

Exceptions must be recommended by the President or appropriate Dean or Vice President (in 

such cases please submit written explanation to Accounts Payable), but final disbursement 

authority rests with the Office of Financial Services (
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