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1.0 Purpose 

This policy establishes guidelines for the review of available options for selection of the 

department chair and for the formulation of an appointment recommendation to the dean as 

per College of Arts and Sciences (CAS) policy.  

2.0 Definitions 

2.1 Review semester:  Spring semester prior to the current chair’s final year of service. 
2.2 Voting-eligible faculty:  All tenure-track faculty and lecturers on a renewable contract, 

excluding the current chair and any candidates for the position.  

2.3 Search Committee:  Charged with conducting a national search for a department chair. 
2.3.1 Membership:  Appointed by the dean reflecting, insofar as possible, the 

diversity in the department. 
2.3.2 Must be comprised of both senior and junior faculty in the department plus 

one member-at-large at the senior rank from a comparable discipline.  The 
current department chair is not eligible to serve. 

 
3.0 Persons Affected 

3.1 All departmental faculty. 

4.0 Policy 

Initiation of the recruitment process for chair of the department, and final approval of all 

recommendations arising from the process, rests with the CAS dean.   

To comply with standards set forth by CAS policy (II-2-3-3), the department: 

4.1 Recognizes the following potential recruitment options: 

4.1.1 Renewal of current chair. 

4.1.2 An internal search. 

4.1.3 A national search (subject to availability of salary resources/position). 

4.2 Candidates for the department chair shall have the following qualifications: 

4.2.1 A professional record of teaching, research, scholarship and service meriting 

tenure and the rank of associate or full professor in the department. 

(Applicants must minimally hold the rank of associate professor, although it is 

preferred that the candidate qualifies for the rank of full professor at UNCW.) 

4.2.2 Demonstrated leadership ability and administrative skills. 

4.2.3 Clear demonstration of the ability and interest to lead all programs in the 

department. 

4.3 Establishes a general structure for an internal search 



 

4.3.1 All tenured associate and full professors, including the current chair, will be 

informed by the dean of eligibility to formally apply. 

4.3.2 A senior faculty member coordinates the search. 

4.3.3 Applications are required of all candidates, see section 7 for details. 

4.3.4 Interviews are required of all candidates, see section 7 for details.   

4.4 Establishes a general structure for an external search 

4.4.1 A Search Committee (2.3) is established. 

4.4.2 Applications are required of all candidates, see section 7 for details. 

4.4.3 On campus interviews are required of all candidates, see section 7 for 

details.  The dean determines the size of the interview pool. 

4.4.4 Internal candidates are eligible to apply and are subject to the same 

requirements as external candidates. 

4.5 The final decision on the recommendation made to the provost on chair appointment 

resides with the dean.  When the dean concurs with the departmental recommendation, 

that recommendation is forwarded to the provost. 

4.6 For any departmental recommendation on a preferred candidate where the dean discovers 

problems that threaten the applicant’s potential effectiveness as the next chair: 

4.6.1 For an internal search, the dean meets with the voting-eligible faculty to 

determine a mutually acceptable resolution.  If none results, the dean makes 

his/her recommendation to the provost, communicating to the provost that 

the recommendation does not have the full approval of the department. 

4.6.2 For an external search, the dean will meet with the department to discuss 

those problems and solicit the faculty’s recommendation for an alternate 

choice or a reopened search the following year. 

5.0 Rights and Responsibilities 

6.0 Procedures 

6.1 During the review semester, the dean communicates the options available to the 

department for selecting the next chair and appoints a faculty member to coordinate the 

review of options. 

6.2 The coordinator of the review calls a meeting of the voting-eligible faculty to discuss the 

available options (given in 4.1).  These faculty determine their recommendation to the dean 

via acceptance balloting of all members in attendance (details in section 7), which is 

conveyed to the dean by the coordinator. 

6.3 After receiving the department’s recommendation, the dean meets with all full-time faculty 
members to discuss the recommendation and share his/her decision with respect to the 
recommendation. 

6.4 If the recommendation is renewal of the current chair: 
6.4.1 The dean determines the current chair’s willingness to serve another term. 
6.4.2 Provided the current chair is willing to serve another term, the dean 

communicates this information to the faculty and this recommendation to the 
provost. 

6.5 If the recommendation is for an internal search: 
6.5.1 The dean solicits applications from eligible faculty. 



 

6.5.2 The dean appoints a senior faculty member to serve as the coordinator of the 
search. 

6.5.3 The search coordinator arranges interviews for each candidate with the 
whole department and the dean.   

6.5.4 After the last of the interviews, the search coordinator calls a meeting of the 
voting-eligible faculty to determine a recommendation based on the 
acceptance balloting process.   

6.5.5 Following this meeting, the search coordinator communicates the results of 
the balloting to the dean.  The dean may also invite faculty members to send 
their own individual assessments directly to him/her.   

6.5.6 If the current chair is not a candidate for the position, he/she has separate, 
informal interviews with the applicants and submits a separate written 
assessment of the candidates to the dean. 

6.5.7 The dean forwards his/her recommendation to the provost for approval as 
per 4.4 and 4.5.   

6.6 If the dean approves a national search: 
6.6.1 The dean appoints the search committee, which: 

6.6.1.1 Drafts a position announcement, subject to the dean’s approval. 
6.6.1.2 Conducts initial screening of candidates to a pool of typically no 

more than 20 and no fewer than 12 finalists. 
6.6.1.3 Seeks approval from the dean (and HR) for presentation of the 

finalist pool to the full-time faculty. 
6.6.2 The voting-eligible faculty meet to determine the interview pool via the 

acceptance balloting process.  The size of the pool is determined by the 
dean. 

6.6.3 The outgoing chair of the department does not attend any formal 
departmental interviews, but is scheduled for a private interview with each 
finalist and submits a separate written assessment of the candidates to the 
dean (unless the outgoing chair is a finalist). 

6.6.4 At the conclusion of the last interview, the department has seven days to 
make its recommendation to the dean.  During this period, the dean may 
invite all full-time faculty members to send their individual assessments of the 
finalists directly to the dean for consideration.   

6.6.5 The departmental recommendation is made by the voting-eligible faculty via 
the acceptance balloting process. 

6.6.6 For the final recommendation, each tenured faculty submits a ballot 
indicating the highest rank they feel the candidate is qualified to receive.  The 
distribution is announced to the department and forwarded with the 
recommendation.    

6.6.7 The dean consults by telephone with the dean of the candidate receiving the 
strongest support from the department.   

6.6.8 The dean forwards his/her recommendation to the provost for approval as 
per 4.4 and 4.5.  

 
7.0 Supplemental Information 

7.1 All applications include: 

7.1.1 Curriculum vitae. 

7.1.2 Statement of administrative philosophy, including a clear indication of the 

ability and interest to lead all programs in the department. 

7.1.3 Vision statement for the department’s future (optional for national search) 



 

7.2 Additional materials for a national search include: 

7.2.1 Summary of research, scholarship and professional development and 

professional service. 

7.2.2 Evidence of teaching effectiveness. 

7.2.3 Evidence of administrative skills. 

7.2.4 Official copies of all university transcripts. 

7.2.5 Names, addresses and telephone numbers for five references. 

7.3 Interviews 

7.3.1 The outgoing department chair and any candidates for the position are not 

permitted to attend formal interviews of other candidates. 

7.3.2 For an internal or national search, each candidate makes a presentation to, 

and answers questions from, the full-time faculty members. 

7.3.3 In addition to a presentation, interviews during a national search, typically 

conducted over two days, minimally include: 

7.3.3.1 Initial and closing meetings with the dean. 

7.3.3.2 A meeting with the provost or the provost’s designee. 

7.3.3.3 A departmental reception and other opportunities to interact 

informally with faculty and students. 

7.4 Acceptance Balloting 

7.4.1 At the beginning of the meeting, members engage in a primary discussion of 

all available options/candidates.  After this primary discussion, members 

complete ballots indicating acceptance or not on each option/candidate 

under consideration. 

7.4.2 Options/candidates are considered in secondary discussion in order of their 

acceptance level.  If ties are present, those options/candidates are ordered 

by a random draw.  All options/candidates are discussed. 

7.4.3 After secondary discussion, another acceptance ballot is completed for all 

options/candidates. 

7.4.4 The option/candidate meeting the majority threshold with the largest 

acceptance level gains the recommendation.  If no option/candidate meets 

the majority threshold, faculty will continue discussions and repeat the voting 

process in 7.4.2 and 7.4.3 up to one additional round. If multiple 

options/candidates meet the majority threshold with tied acceptance levels, 

faculty will continue discussions on the tied options/candidates and repeat 

the voting process on the tied options/candidates in 7.4.3 up to one 

additional round.  If at the end of the 2nd round the department cannot reach 

a recommendation, then all the voting results will be reported to the CAS 

Dean. 

7.4.5 If a single recommendation is required and options/candidates tied on 

acceptance level also tie on the final vote, the voting results will be reported 

to the CAS Dean. 

7.4.6 Additional votes will be taken when a pool of candidates is required or may 

be taken to determine potential alternatives to the recommendation. 
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