BYLAWS OF THE DEPARTMENT OF ANTHROPOLOGY 

(approved by faculty on December 1, 2006 )
Section A.  Membership
1.  Members of the Department of Anthropology are tenured and tenure-track faculty, adjunct instructors, post-doctoral fellows, and research and teaching assistants.  The voting members of the department include those who hold the rank of Professor, Associate Professor, or Assistant Professor.  There are no non-tenure track faculty members of the department.

2.  Courtesy faculty may be invited to faculty meetings at the discretion of the Chair, and may serve as additional members on various committees at the request of the Chair and with their concurrence.  

Section B.  The Office of Chair
1.  The chair shall be appointed by, and serve at the pleasure of the Dean of Arts and Sciences.  Department voting faculty members will respond to requests from the Dean about their preferences for a chair by providing a summary of faculty discussion regarding potential chairs and the results of a faculty vote.  The Dean appoints a faculty member from outside the department to participate in these deliberations.
2.  The chair will serve for a length of time determined by the Dean, which is normally three years, and is eligible for reappointment.

3.  As chief administrator of the department, the Chair is responsible for providing annual assignments of responsibilities (AORs) for all faculty members; for annually providing in writing to each faculty member who has not achieved the highest rank possible and/or tenure an evaluation of progress toward promotion and/or tenure; for evaluating each spring the performance of each faculty member during the previous calendar year (January 1 through December 31) in accord with the duties specified in the faculty member’s annual assignment of responsibilities and taking into account the results of the Promotion, Tenure and Evaluation Committee’s (PT&E) evaluations; for making salary adjustment recommendations to the Dean, again taking into account the recommendations of the PT&E committee.  Other duties of the Chair are specified throughout this document.    

Section C.  Faculty Meetings
1.  At least one faculty meeting will be held during the fall and spring semesters, and more may be held at the discretion of the chair.

2.  Additional faculty meetings will be held at the discretion of the Chair or the request of three or more faculty members (excluding the chair).  Such a request, along with the reason for the request, shall be made in writing to the Chair.

3.  The Chair shall provide an agenda prior to each meeting, and faculty members may request in writing that items be included on agendas.
4.  A quorum shall consist of two-thirds of the resident voting faculty (i.e., not on sabbatical or leave).  If a quorum is not achieved, the meeting may proceed, but no votes may be taken.

5.  Minutes of departmental meetings are to be recorded by a faculty member, and this task shall rotate among faculty.  If a faculty member does not volunteer to take minutes at a meeting, the Chair will appoint someone to do so.  Within one day of each meeting, the minute taker shall send minutes to the faculty.  Minutes will be corrected and approved at the next meeting, and will become part of the departmental archives that are kept by the office manager.

Section D.   Voting
1.   A majority vote of those voting on an issue is required for its passage.  The majority is to be based on percentage of votes cast, not the percentage of eligible voters.

2.  Voting members of the department who are on leave, sabbatical, or release time may vote on departmental issues with the understanding that they make an effort to inform themselves of the issue at hand.  

3.  Voting faculty may, if they wish, assign their vote on specific issues by proxy to another member of the voting faculty.  Assignment of proxies must be in writing to the Chair.  

4.  Voting members not voting on an issue, either themselves or by proxy (including votes in the form of approve, disapprove, or abstain) are considered to have removed themselves from voting status on that issue.

Section E.  Faculty Merit Raise Recommendations
1.  All faculty members will provide the Chair with an annual activity report by a given deadline in spring semester.  The Chair will provide copies of the reports to the PT&E committee (Section F.4), and a file containing copies of these reports will also be available for reading by other interested faculty members.  Upon request, the Chair will provide the Dean of Arts and Sciences with recommendations regarding salary increases.  In formulating the recommendations, the Chair will take into account each faculty member’s annual report on teaching, research and service activities balanced against their assigned percentages of efforts in these three areas, the PT&E committee’s peer evaluation and their advice regarding salary increases (per Section F.4 below).  
Section F.  Committees and Appointments
All committees stand in an advisory capacity to the Chair.  At the discretion of the Chair, non-voting members of the faculty may serve on committees and may vote on the committee’s decisions.

1.  The Graduate Affairs Committee (GAC) will be chaired by a Graduate Coordinator appointed by the Chair.  The term of office will be up to three years, and may be renewed at the discretion of the Chair.  The Chair will also appoint up to two additional faculty members to serve on GAC, which will have the following functions:


A.  Graduate admissions with the advice and consent of the voting faculty.


B.  Assigning graduate advisors to incoming graduate students with the 


      concurrence of the faculty members concerned.  

C.  Program review and preparation of an annual graduate student handbook.

D.  Revising graduate requirements with the approval of the voting faculty.


E.  Advising the Chair on assignment of graduate assistantships.


F.  Coordinating faculty preparation of annual graduate student status reports.


G.  Other tasks that the Chair may forward to the Graduate Coordinator
2.  The Undergraduate Affairs Committee (UGA) will be chaired by an Undergraduate Advisor appointed by the Chair.  The term of office will be at the discretion of the Chair.  The Chair will also appoint up to two additional faculty members to serve on UGA, which will have the following functions:

A.  Coordination of the department’s honors undergraduate program. 


B.  Responding to questions of undergraduate students who are referred to them 

      by the department staff members or Chair. 


C.  Responding to requests from the administration, which are forwarded to the 

      Undergraduate Advisor by the Chair.


D.  Conducting undergraduate exit interviews at the request of the Chair.


E.  Helping with undergraduate checks at the request of the Chair or office staff.


F.  Other tasks that the Chair may forward to UGA.

3.  The head of the Curriculum Committee (CC) shall be appointed by the Chair, who will also appoint up to two additional faculty members.  The CC will provide general advice to the Chair about overall curricular needs of the department, and will have the following functions:
         A.  Help to formulate future curricular directions.
B.  Facilitate preparation of curriculum requests for approval by the Science   Chairs Committee and other administrative levels

C.  Help with responses to requests from the administration for progress reports regarding curricular activities. 
D.  Other tasks that the Chair may forward to CC.
4.  The Promotion and Tenure/Evaluation Committee (PT&E) will consist of three members who are annually elected by the faculty.  At least two of the members shall be tenured members of the voting faculty, and the Chair will appoint one of them as Chair.  Deliberations of this committee will be conducted within the framework of the departmental policy statement on promotion and tenure, which specifies the criteria for promotion and tenure of tenure-track faculty (see Appendix 1), and current college and university policies.  The PT&E committee will participate annually in peer evaluation as follows:


A.  The committee (acting as the Faculty Evaluation Committee) will read and evaluate the annual reports of all faculty members who have not achieved the rank of Full Professor. The committee will provide the Chair with written assessments of the progress each faculty member has made toward promotion and/or tenure during the past year, and recommendations about what each should do to achieve promotion and/or tenure in the future.  The PT&E Committee votes on all tenure and promotion binders.  In addition, promotions to Full Professor are voted on separately by the Full Professors, while promotions to Associate Professor are voted on by both Associate and Full Professors.  For tenure decisions, all of the tenured faculty and none of the untenured vote after the PT&E committee makes a recommendation to the Chair.  
The Chair will utilize the PT&E Committee’s recommendations and reports to help formulate annual evaluations of each faculty member’s performance.  The Chair will provide annual letters of progress to all tenure-track faculty members who have not achieved the rank of tenured full professor.  There are no non-tenure-track faculty members in the department, so the chair does not provide letters of progress for that category of faculty member.  

B.  Based on their analyses of the annual reports of all faculty members except the Chair, the PT&E committee will provide the Chair with recommendations regarding salary increases.  The PT&E shall use criteria for merit evaluations that are based on the faculty members’ AORs and their performances in teaching, research and service as documented in the annual reports of each faculty member.  There are no non-tenure-track faculty in our department and therefore no criteria for evaluating them for promotion and tenure.  The Chair will take these recommendations into account when formulating recommendations to the Dean regarding salary increases.  
5.  Collections Management Coordinator: Given the extensive osteological, archaeological and ethnological collections curated by the department, The Chair shall annually appoint faculty members to coordinate faculty, student, and other research activities in these collections and to ensure compliance with state and federal curatorial requirements.
6.  The departmental representative to the Faculty Senate will be elected by the faculty for a term determined by current university policy.

7.  Library liaison and media coordinator: One member of the faculty will be appointed annually (and may be renewed) by the Chair to coordinate library and instructional media resource needs.  
8.  At the Chair’s discretion, ad hoc committees may be formed and appointments made as necessary, and faculty members may be requested to perform various functions, e.g., service as it relates to missions of the department, college, or university.  Ad hoc committees may occasionally be formed to address grievances, issues or goals entailed in the department’s relationship with the National Park Service (SEAC), and other policies regarding use of department vehicles, space, and equipment.  
9. Recruitment of new faculty members: The department faculty as a whole discusses, decides, and votes on the areas in which to recruit at one or more faculty meetings that should be held in the spring. The chair requests one or more lines in a letter to the Dean that reports the department’s deliberations on the matter.

An ad hoc search committee consisting of faculty with appropriate expertise and breadth is elected by the faculty. The chair of the committee is elected by the search committee.

Section G.  Student Representation
1.  Graduate Student Representative (GSR): One active doctoral student from the department will be elected by the Florida State University Anthropological Society (FSUAS, an organization composed of all anthropology undergraduate majors and graduate students) to represent graduate student concerns to the faculty.  The GSR shall attend and participate in all departmental faculty meetings, unless specifically excluded by a majority vote of the faculty.  The GSR may not vote nor be present for discussions regarding other students or prospective students.  The GSR will be elected prior to the last faculty meeting of spring semester and will attend that meeting along with the sitting GSR.  At the Chair’s discretion, the GSR may be invited to serve as a nonvoting member on a departmental committee.  

2.  The Student Advisory Committee to the Chair shall be composed of one undergraduate major and one graduate student in the department of anthropology.  They shall be elected by the FSUAS.  It shall be the function of this committee to bring to the attention of the Chair any matters deemed significant to the pursuance of our shared educational goals. 
Section H.  Amendment of the Bylaws
Any of the above operating procedures or specific policy statements referred to in the above may be changed at any time, by a two-thirds majority vote of the resident voting faculty.  A proposal for change must be circulated for at least one month in advance of voting on the issue.  
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