ORGANIZATIONAL STRUCTURE 
OF THE MATHEMATICS AND STATISTICS DEPARTMENT

As Amended March 2, 2004

And January 28, 2009
I.
Administration:

The Mathematics and Statistics Department has six administrative positions including the Department Chair, the Graduate Coordinator, the Undergraduate Coordinator, the Assistant Chair / Math Lab Director, the Director for the Statistical Consulting Center, and the Coordinator for Mathematics Education. The Terms and duties associated with these positions are described below.
1.    The Department Chair of Mathematics and Statistics is appointed by the Dean of the College of Arts and Sciences for a renewable four-year term after consideration of the recommendation of the department. 

 

The duties of the Chair are to:

· Provide leadership in the promotion of every aspect of departmental programs, including overall responsibility for undergraduate and graduate programs.

· Enforce academic standards.

· Oversee long-range departmental planning, including faculty hiring plans, budget planning, and assessment.



· Act on long-range staffing plans; formulate tenure-track appointment recommendations to be submitted to the Dean; hire part-time, temporary, and visiting faculty.

· Appoint the Graduate and Undergraduate Coordinators, the Assistant Chair / Math Lab Director, the Director for the Statistical Consulting Center, and the Coordinator for Mathematics Education, oversee their activities.

· Supervise and evaluate SPA personnel; oversee the operations of the departmental office.

· Manage departmental budget allocations; prepare and submit biennial and annual budget requests.

· Prepare agenda of departmental meetings in consultation with the Executive Committee; conduct departmental meetings.

· Conduct annual evaluations of faculty performance; encourage faculty growth; enforce faculty responsibilities and protect faculty rights.

· Make personnel recommendations after consultation with Senior Members and advisory committees; make annual salary recommendations.
· Conduct relations with University administration and other UNCW units; inform faculty of policies and activities; communicate departmental proposals and concerns.

· Conduct relations with external agencies (professional organizations, other institutions, extension programs, business and industry.)

2. The Graduate Coordinator is a tenured faculty member with graduate faculty status appointed by the Department Chair for a renewable four-year term after consulting with the Executive Committee. 

The duties of the Graduate Coordinator include:

· Oversee the graduate program of the department in general to ensure its efficient operation.  
· Work to resolve problems as they occur.

· Recruit prospective students and respond to telephone and written inquiries regarding the graduate program. Recruit and advise students for the 5-year Bachelor’s/Master’s program.
· Assign graduate teaching assistants to departmental programs and individual faculty; monitor the use of these assistants; and evaluate their performance.

· Chair the Graduate Advisors Committee.  With the Committee; make recommendations for admission, teaching assistantships, and student awards; plan schedule offerings; recommend policy changes.

· Coordinate all policies concerning graduate teaching assistants: assignment of duties, compilation of evaluations from supervisors, and discussions of duties and responsibilities with students.

· Serve as departmental liaison with the Graduate School, other graduate departments, and the Veteran’s Affairs Office.

· Serve as contact person for faculty and graduate students concerning departmental policies and procedures.

· Design and publish the graduate mathematics brochure, the “Graduate Student Handbook” and “Graduate Student Notices”.

· Conduct orientation and registration of all graduate students.

· Provide information to students and advisors on deadlines for submission of the thesis prospectus, graduation applications, etc.

· Organize the compilation, review, and revision of outlines for comprehensive exam topics.

· Submit graduate curricular proposals and proofread the Graduate Catalogue copy.

· Maintain statistics on the operation of the graduate program and records on the program and individual graduate student files. 

· Perform other duties assigned by the Chair.
3. The Assistant Chair is a tenured faculty member appointed by the Department Chair for a renewable four-year term after consulting with the Executive Committee.



The duties of the Assistant Chair include:

· Respond to inquiries from prospective students and other University offices regarding undergraduate major and minor requirements.  

· Serve as contact person for minors, Fast Track programs, and five-year students.

· Respond to student concerns involving transfer evaluation, transient study, and problems with student aid and veteran’s benefits.

· Chair the Student Committee.

· Coordinate recruitment of undergraduate students by providing representation at such events as High School Visitation Day; update the undergraduate brochure as necessary.

· Assist the Graduate Coordinator in recruitment and advising for the 5-year program.

· Monitor the undergraduate curriculum: submit undergraduate curricular changes, review undergraduate catalogue revisions.

· Screen graduation applications for review by the Chair.

· Coordinate undergraduate advising.

· Coordinate textbook orders.

· In the absence of the Chair, take care of the routine business in the departmental office and conduct departmental meetings.

· Coordination of mathematics placement and placement testing; including cooperation with the orientation program and Registrar’s office.

· Maintenance of enrollment and other records; collection of data for assessment purposes.

· Perform other duties assigned by the Chair.

4. The Mathematics Education Coordinator is a faculty member in mathematics education appointed by the Department Chair for a renewable four-year term after consulting with the Executive Committee. 


The duties of the Mathematics Education Coordinator include:

· Advising Math Majors in Teacher Licensure for Secondary Mathematics.

· Planning and overseeing the Academic Concentration in Mathematics Program for Elementary, Middle School, and Special Education Majors, Watson School of Education. 

· Advising support for Lateral Entry Students and Licensure Only Students (preparing plans of study and answering questions for lateral entry teachers and teachers seeking add-on licensures in secondary mathematics).

· Advising support for M. Ed. / M.A.T. Students.

· Meetings with NCATE, SDPI, etc. for program approvals, ongoing certification.

· Chairing committees charged with completing NCATE and SDPI reports for secondary mathematics education programs. 

· Assisting students in mathematics education in completing required procedures for course substitutions and waivers as necessary in the mathematics education programs. 

· Advising the department on scheduling and staffing of the secondary mathematics education classes.

· Key contact person in mathematics for the public schools participating in the PDS program.

· Maintaining data on Praxis examinations and managing the dissemination of critical information for mathematics education students relevant to these exams.

· Serving on Committees in the School of Education as needed (Teacher Education Council, Teaching Fellows Advisory Board, Secondary Supervisors’ Committee, and M.Ed. / M.A.T. Committees).

5. The Director of the Statistical Consulting Center (10-month employment) is a faculty member in statistics appointed by the Department Chair for a renewable four-year term after consulting with the Executive Committee. 


The duties of the Director of the Statistical Consulting Center(SCC)

· Manage requests for consultation services, including overseeing enrollment in the statistical consultation course (STT 500)

· Management of SCC resources, including providing schedules for use and making requests for maintenance and upgrades.
· Coordination of graduate or undergraduate student work on SCC projects.
· Coordination of SCC schedule, including the schedule for drop-in hours.
· Promoting awareness of SCC policies and services, including:
· Meeting with faculty and students from various departments.
· Development and maintenance of SCC web page
· Distributed, printed materials
· Supervise students enrolled for internship credit (STT 498).
· Serve as contact person for those wanting clarification of or expressing concerns with SCC policy and procedure.
· Submission of changes or additions to SCC policy.
· Provide for tracking of consultation jobs and an annual report on consulting activities.
· Coordinate budgetary needs and requests with appropriate departmental entities
II.
Committees:

The Department has 13 standing committees and 3 disciplinary interest groups.  The interest groups are: Mathematics, Statistics, and Teacher Education.  The membership of these interest groups is self-selective with the convener chosen by the Executive Committee.  Each interest group carries out regular evaluations of the courses and programs within its area and proposes curricular changes as necessary.  Each interest group also develops recommendations regarding needs in staffing, equipment, and space that affect the area.  These recommendations are referred to the appropriate departmental committee for action.

The standing committees are:  Senior Members, Executive, Post-Tenure Review, Budget, Curriculum, Faculty, Graduate Advisors, Library, Lower Division Mathematics Peer Observation, Personnel, Students and Technology.  The Senior Members are defined by departmental procedures. The members of the Executive Committee and  the Post-Tenure Review Committee are elected, as described below.  All other committees are appointed by the Executive Committee.  The responsibilities of these committees are listed below.


1.
The Senior Members of the department are the Chair and all full professors who have served in the department at least one full academic year.  Following departmental procedures, the senior members advise the Chair on reappointment, tenure and promotion recommendations and consult with eligible faculty on their progress toward meeting promotion and tenure criteria.

      2.  The Executive Committee


a.  Responsibilities:
· Serve as an advisory group to the Chair.

· Set the agendas for departmental meetings.

· Review plans for course offerings for regular semesters and summer sessions, including Basic Studies, service courses, and courses for undergraduate and graduate majors.

· Make committee assignments and appointments, taking into consideration such factors as desirable size of the committee, representation from disciplines and ranks, indicated interests and expertise of individuals and their other service responsibilities, and individuals’ length of service on the committee.

· Conduct long range planning for the department to evaluate departmental progress toward meeting its goals and to review and update departmental goals annually.

· Make emergency decisions on behalf of the department.

· Hear faculty grievances.  When the object of the grievance is the Chair, the elected members of the committee select a temporary chair and hear the grievance in the absence of the Chair.  When any other member is a party to the grievance, that member is excused.

b.
Membership:  The Department Chair is chair of this committee.  Other 


     members are elected by the full-time faculty to serve two year terms, with no 

     elected member serving more than four consecutive years.  These members are on tenured full professor, one at-large representative, and four discipline representatives, including two from Mathematics and one each from the Statistics and Teacher Education Interest Groups.  For each election, the interest group nominates at least two individuals to represent that discipline.

c.
Elections:  Elections are conducted by the Chair in the spring semester of each year for terms to begin the following August.  One full professor or at-large representative is elected each year, and those elected are not eligible for election as interest group representatives.  These representatives are elected according to the following schedule:

· even years:  Mathematics and Teacher Education, at-large representative
· odd years:   Mathematics and Statistics, full professor
3. The Post-Tenure Review Committee:
a.
Responsibility:
· The PTR committee reviews tenured faculty members’ performance over a 5-year period. 
· The committee is responsible to write a short review addressing each of the areas of teaching, research, and service and characterizing the faculty member's overall performance as exemplary, satisfactory, or deficient.  This review shall be given to the department chair with a copy to the faculty member not later than three weeks after the deadline for materials to the committee. 
b.
Membership:  The PTR committee shall consist of four elected tenured faculty members - two full professors and two non full professors.  The members will 
    
    serve two year staggered terms.  
c.
Election:  Each year a full professor and a non full professor will be elected.  In  the first year all four members will be elected with the elected members in each category with the fewest number of votes serving for one year terms.  A faculty member is not eligible for election if he/she is to undergo PTR in either of the two years to be served. The PTR committee will elect its chair.

4. The Budget Committee assists the Chair in the preparation of budget requests and monitors the spending of operating funds and equipment allocations. With 
input from interest groups, the committee develops a long range plan for equipment and space needs.

5.  The Curriculum Committee acts on all undergraduate and graduate curricular proposals initiated by interest groups, the LDMC or the Graduate Advisors and recommends curricular changes or new programs to the department.
a.
Membership:  Conveners of the interest groups, the chair of the LDMC, and member of the Graduate Advisors Committee.  The Committee chair is appointed by the Executive Committee.
6.
The Faculty Committee promotes effective teaching by establishing policies for both student and peer evaluation of teaching and scheduling teaching seminars, establishes policies for all aspects of the evaluation of faculty (including departmental policies for reappointment, promotion and tenure and for post-tenure review), as well as policies related to travel, teaching loads, faculty leave, exchange, or research reassignment; promotes faculty development by procuring and hosting outside speakers, handling external requests for speakers from the department; and fosters departmental social life by administering the flower fund and scheduling social events.

7. 
The Graduate Advisors Committee is chaired by the Graduate Coordinator and is appointed from members of the Graduate Faculty to serve staggered two-year terms.  The duties of the Committee are to make recommendations for admission to the graduate program, teaching assistantship and student awards; review student programs of study; plan schedule offerings; advise the Graduate Coordinator; monitor the operation of the graduate program; and recommend policy changes.  The Graduate Advisors Committee may initiate changes in the graduate curriculum.  All proposals for curricular changes involving the graduate program must be reviewed by the Graduate Advisors Committee before consideration by the Curriculum Committee.

8.
The Library Committee recommends policies and procedures for spending the departmental book budget; recommends additions/deletions from the journal subscription list in accordance with policies established by the Director of the Randall Library; and advises the Library Representative.  The membership of the Committee includes the Library Representative and one representative from each interest group, the LDMC, and the Graduate Advisors Committee.

9.
The Lower Division Mathematics Committee reviews and evaluates the needs of the 100-200 level mathematics curriculum, selects textbooks for these courses, and in general makes policies concerning instruction in introductory level 
mathematics courses.  The members of this Committee include coordinators (also appointed by the Executive Committee) for the following courses:  MAT 111/112/115, MAT 151/152, and MAT 161/162/261.

10.
The Peer Observation Committee conducts classroom observations according to approved procedures.  The Committee also reviews the procedures and may recommend changes as necessary.

11.
The Personnel Committee is responsible for (1) maintaining the departmental Long Range Hiring Plan for faculty positions and (2) for conducting searches for tenure-track faculty positions in accordance with approved hiring procedures.

12.
The Students Committee develops and implements selection procedures for undergraduate student awards in the department, establishes procedures for undergraduate academic and career advising, maintains contact with the department’s alumni and administers alumni surveys, oversees undergraduate recruitment efforts, and sponsors undergraduate student activities, including the math club and the local Zeta Chapter of Pi Mu Epsilon, the national mathematics honorary society.

13.
The Technology Committee develops policies and establishes priority categories for operating the department’s computer classrooms, meeting the faculty’s computing needs, improving the faculty’s computing expertise, and maintaining the department’s computer network; facilitates communication of computing needs as perceived by the faculty to the department chair and systems administrator; monitors procedures for dealing with computing problems that require immediate attention; reviews and updates as needed a departmental plan for instructional computing including a list of present and proposed use of computers and calculators in all mathematics and statistics courses, both undergraduate and graduate.  The Committee also cooperates with interest groups and the LDMC in evaluating the effectiveness of computing technology, on-line instruction and distance learning offerings.
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