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DEPARTMENT OF HUMANITIES AND CULTURAL STUDIES  

BYLAWS 
 
Revised for Consolidation June 2020 
 
PREAMBLE 
 

 The Department of Humanities and Cultural Studies, as an administrative unit of 
the College of Arts and Sciences within the School of the Humanities, shall henceforth 
be governed by the following Bylaws which do not supersede the policy statements of 
the University of South Florida or the Bylaws of the College of Arts and Sciences and 
the UFF-UFF CBA. In addition, the Department of Humanities and Cultural Studies 
recognizes the principles of equity of assignment, resources and opportunities of faculty 
across a multi-campus university. 
 
 
I.   Faculty Membership 
 
     A. Eligibility 
 

All faculty employed half-time or more within the Department of Humanities and 
Cultural Studies in a tenure earning rank or as a Continuing Instructor shall be a 
voting member of the Department.  The Department Chair is specifically included 
in the above category, whereas professors emeriti are excluded. 

 
     B. Voting 
 

Any faculty member as designated in the above paragraph shall have the 
privilege of voting on any issue submitted to the membership, provided he/she is 
present at that in person or virtually.  Leave status is not germane, and no 
proxies are permissible.  When an academic matter arises that ordinarily would 
be subject to faculty vote, but convening the full membership is impractical, 
ballots will be mailed or emailed to all accessible faculty. 

 
     C. Guests 
 

Upon the invitation of the Chair or with the consent of a majority of the faculty, 
guests without voting privileges may be invited to Department meetings as 
appropriate. 
 

D. Hiring Representation from Branch Campuses 
 
Regional Chancellors or their designee will serve as a voting member on all 
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search committees for faculty hiring on branch campuses. 
 

 
II.  Meetings 
 
     A. Regular Meetings 
     

The Department shall meet at least once a month in September through 
November and January through April at a time when no departmental classes are 
scheduled; the date of such meetings shall be announced at least one week in 
advance.  The calendar of such meetings shall be determined by the Chair in 
consultation with the Executive Committee and at the beginning of each 
semester.  Continuations of meetings within a week of the scheduled date, as 
necessary, are permissible, provided there are no conflicts with regular 
department classes. Branch campus faculty may attend meetings virtually.  

 
     B. Special Meetings 
 

The Chair may convene up to four additional meetings a year. The Chair may call 
further meetings at other times with the approval of the Executive Committee.  
Special meetings will also be convened upon the signed petition of at least half 
the faculty, as defined in the preceding section.   

 
     C. Agenda 
 

Except for those meetings held at faculty behest, the Executive Committee shall 
distribute a written agenda at least three working days prior to the meeting.  
Faculty members wishing to include agenda items shall submit them through the 
Chair or the Executive Committee not later than five working days prior to the 
meeting.  As time permits, these items will be included on the agenda for the 
regular or a continuation meeting.  However, a deferred item must appear on the 
subsequent meeting agenda. When the Department convenes upon faculty 
petition, those calling the meeting shall distribute an agenda at least three 
working days prior to its scheduled time. 

 
     D. Quorum & Voting 
 

A simple majority of the faculty as defined in 1.A, exclusive of faculty on leave or 
teaching abroad, constitutes a quorum.  An affirmative vote requires approval by 
a majority of the faculty membership, not merely those present. 

 
     E. Record of Decisions 
 

A secretary pro tem shall record the decisions reached at each meeting, and 
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he/she shall distribute a copy of those decisions to each faculty member.  At the 
next meeting, this record will be reviewed by the faculty as the first order of 
business, and additions or corrections to which the body agrees will be made.  
Records of such decisions will be preserved for at least six years. 

 
III. Administration/Departmental Offices 
 
     A. Department Chair 
 

1. Selection 
 

In the event of an impending vacancy, the Executive Committee shall 
supervise the selection of the Department Chair.  The Department will 
consider either internal or external candidates. 

 
A vote for the position of Chair will be by secret ballot after nominations 
and self-nominations are registered with the department Office Manager. 
A simple majority of the faculty will determine the outcome of the vote. 
Elections will take place in the spring semester of the appropriate year, 
with the term of office beginning and ending in August.  Following the vote, 
the College Dean will be notified by the current Chair of the result, and in 
consultation with the Department, the College Dean will either confirm the 
designee as Chair or direct that a new election be held. 

 
      2. Term 
         

The term of office shall be three years and renewable for no more than 
one additional term. 

 
If the Chair position becomes unexpectedly vacant, the College Dean will, 
in consultation with the Department, appoint an Acting Chair.   

 
The voting faculty may recommend, by a 2/3 vote, that the College Dean 
remove the Chair. 

 
The Department faculty shall be consulted by the Dean before a Chair is 
reappointed. 

  
      3. Duties 
 

The Chair is the chief administrative officer of the Department and is 
directly responsible to the College Dean and responsive to the faculty, 
staff, and students in the Department.  As chief executive officer the Chair 
is charged with implementing University and College policies and 
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procedures and with initiating internal policies and procedures consistent 
with them.  The Chair serves as the primary link between the Department 
and other academic and administrative units on campus, acting as 
representative of the faculty, staff, and students at the same time he/she 
acts as representative of these other units.  While the Chair has primary 
and final responsibility for all internal activities, that responsibility and its 
associated power and authority are conditioned by consultation with 
parties affected by his/her actions.  In council with other Chairs and 
Directors and the College Dean, the Chair participates in the development 
and implementation of policy and procedures within the College.          

 
      The Chair  
 

a. nominates ad hoc committees in consultation with the Executive 
Committee or the faculty 

 
b. proposes semester course offerings and faculty assignments 

 
c. prepares budget requests and proposes distribution of 
allocations 

 
d. considers the recommendations of the Executive Committee 
when conducting faculty evaluations  

 
e. prepares and transmits Departmental recommendations for 
promotion or tenure 

 
f. proposes Department goals and coordinates strategic planning in 
the Department 

 
g. promotes and publicizes the academic mission and programs of 
the Department 

 
h. establishes departmental procedures for processing of 
paperwork 

 
i. in consultation with the graduate director and affected faculty, 
selects graduate teaching assistants and their assignments 

 
j. consults frequently and regularly with faculty members in regard 
to their recommendations for amendments and improvements to 
the Department's efforts; reports these findings to the Executive 
Committee and to the faculty. 
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k. The HCS department will hold elections whenever the Faculty 
Senate seat for the department is vacant; the result will be 
forwarded to the Faculty Senate Office. 
 

 
      4. Evaluation 
 

The Chair is reviewed annually by the faculty and College Dean in 
accordance with the stipulated procedures. 

 
     B. Graduate Coordinator and Graduate Advisor 
 
      1. Selection 
 

A Graduate Coordinator and a Graduate Advisor shall be appointed by the 
Chair, and with the approval of the faculty.   

         
 
      2. Duties:   
 
         Working with the Chair, each Graduate Director:         
 

a. routes and manages graduate applications, admissions, thesis 
proposal defenses and thesis defenses, and certification for 
graduation 

 
b. oversees recruitment of new graduate students 

 
c. appoints thesis directors and committees  

 
d. reviews the graduate curriculum, policies, and procedures and 
makes recommendations to the Executive Committee and the Chair 

 
e. reports regularly and at least once per year to the Department 
faculty on the state of the graduate programs and provides an 
annual written report to the Chair. (“Graduate Grand Rounds”) 

 
Working with the Chair, each Graduate Advisor: 

             
a. creates and conducts an orientation program for incoming 
graduate students 
 
b. advises all active graduate students and maintains the graduate 
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files 
 
c. Organizes informational meetings for graduate students on topics 
of professional interest. 

 
 
     C.  Undergraduate Director 
 
      1. Selection 
 

An Undergraduate Director shall be appointed by the Chair and with the 
approval of the faculty. 

 
      2. Duties: 
 

Working with the Chair, each Undergraduate Director: 
 

a. supervises the advising of declared and prospective 
undergraduate majors or minors    

 
b. coordinates undergraduate program assessment 
 
c. reviews undergraduate curriculum, policies, and procedures and 
makes recommendations to the Executive Committee and the Chair  

 
d. reports regularly and at least once per year to the Department 
faculty on the state of the undergraduate programs and provides an 
annual written report to the Chair. (“Undergraduate Grand Rounds”) 

 
     D. Coordinator of HUM 1020 
 

1. Selection 
 

A Coordinator of HUM 1020 shall be appointed by the Chair and with the 
approval of the faculty. 

 
      2. Duties 
 

Working with the Chair, the Coordinator: 
 

a. trains, supervises, and evaluates teaching assistants teaching 
HUM 1020, and trains and supervises adjunct faculty teaching 
HUM 1020 during their first two years of teaching HUM 1020 as 
adjuncts. 
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b. helps assistants develop their teaching skills 
 

c. consults with and makes recommendations to the faculty on the 
selection of common course materials 

 
            
IV. Standing Committees 
 

A. Executive Committee 
 

1. Membership and Selection 
 

An Executive Committee composed of three voting members of the 
Department, excluding the Chair, shall be elected annually within the last 
regularly scheduled meeting of the spring semester.  Alternate members 
will be elected to serve when circumstances warrant. A professor 
emeritus/a may be elected to serve as an alternate. All faculty members of 
the Department, including those on branch campuses, shall be eligible to 
vote for the members of the Executive Committee.  Circumstances 
permitting, no more than one member of the committee may be non-
tenured.  This circumstance permitting, no member may serve more than 
two consecutive terms. 
 
The committee shall select one of its members as chair.  The chair will be 
responsible for scheduling committee meetings, facilitating communication 
with the committee as well as between the committee and the faculty and 
the department chair and will ensure that records of committee decisions 
be maintained and, as necessary, distributed. 

 
2. Meetings 

 
The Executive Committee shall meet with the Chair when any of its 
members or the Chair believes a meeting to be necessary and 
appropriate.  Meetings will be scheduled at a time convenient for all and 
may be attended virtually, but not later than two weeks after they have 
been requested.  Members of the faculty may submit material to the 
Executive Committee for consideration at its meetings. 

 
The Executive Committee may meet at the request of any Department 
faculty member to consider any and all matters relevant to the activities of 
the Department. 

 
3. Responsibilities 
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Working with the Chair, the Executive Committee shall set the agenda for 
regularly scheduled faculty meetings.  Any Department faculty member 
who wishes to submit an item for the agenda of a particular meeting 
should submit it to the Department secretary.   

 
The Executive Committee may advise the Chair on all matters of 
Departmental operation (individual salaries excepted).  Once a year, the 
Committee may review the operating budget of the Department with the 
Chair and prepare a report for the Department. 

 
The Executive Committee may make recommendations to the Chair about 
the use of Department funds for support of research, including travel to 
conferences and assignment of student assistants to faculty members.  
Members of the Committee shall absent themselves from deliberations on 
their own requests for support. 

 
The Executive Committee may advise the Chair on the appointment of 
new adjunct instructors.  

 
The Executive Committee shall conduct the annual faculty review and 
make recommendations regarding tenure, promotion, and termination in 
accordance with the established Department criteria. Non-tenured 
members of the executive committee shall not participate in these reviews. 
For branch campus faculty, regional chancellors will provide their own 
formal review prior to submission to the College Dean. 

 
The Executive Committee may nominate faculty members for appropriate 
awards. 

 
 

B. Awards Committee 
 

1. Membership  
 

The Scholarship Committee shall consist of faculty attending at the annual 
Undergraduate Grand Rounds. 

 
2. Duties 

 
The Scholarship Committee will create/review the criteria for 
undergraduate awards; and decide the amounts of the awards.     

 
The Scholarship Committee will select appropriate        candidates for 
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undergraduate awards. 
         

C. Ad Hoc Committees 
 

The Chair or the Executive Committee, with the consent of  the Department, may 
form and charge other committees. 

             
V.   Assigned Faculty Duties 
 
     Subject to federal and Florida law and the rules and     regulations of The Board 

of Regents of the State University System of Florida, the University of South 
Florida, the College of Arts and Sciences, and the Department of Humanities and 
Cultural Studies, and in accordance with recognized professional practices and 
standards, each faculty member shall have the authority to design the syllabus 
for each course that he/she teaches, to select appropriate materials, to conduct 
assigned classes, to evaluate students enrolled in those classes, and to 
determine grades. 

 
However, the academic content and integration of the courses of the 
Department's graduate and undergraduate programs shall be the collective 
responsibility of the Department faculty.   

 
VI.  Annual Evaluations of Faculty 
 

In keeping with the departmental by-laws, USF-UFF CBA Articles 10 and 23.1A4, 
the senior members of the Executive Committee and the Chair conduct annual 
evaluations of faculty. Both reviews are based on faculty members’ assigned 
duties. Each year, performance in each category of assigned duties is rated on 
the following scale: “outstanding” (5), “strong” (4), “satisfactory” (3), 
“unsatisfactory” (2), or “unacceptable” (1). Finer distinctions may be made, using 
combinations such as “satisfactory/strong” to indicate a rating higher than 
“satisfactory” but lower than “strong.”  

 
These evaluations are used for two purposes: to determine qualifications for 
merit salary increases; and to establish the career patterns and cumulative 
accomplishments of faculty in preparation for tenure and promotion. Faculty 
members submit materials for review. The Executive Committee and the Chair 
conduct their reviews independently, and their ratings are averaged in the Annual 
Report through the FAIR system. Faculty members may include a self-
evaluation, and there is an Appeals Procedure (see below). 

 
Typically, ratings are determined within three broad categories of assigned 
duties: teaching, research, and service. Separate evaluations are made for 
subcategories of assigned duties within these three broad areas, most notably for 
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undergraduate and graduate teaching. The Graduate Director and 
Undergraduate Director are also evaluated in the category of Administrative 
duties. 

 
The Executive Committee and Chair will use the following guidelines in 
determining their evaluations. 

A. Teaching 
 

The evaluation of teaching assesses the faculty member’s effectiveness in imparting 
knowledge and skills, in stimulating students’ critical thinking and research abilities, 
and in meeting accepted standards of professional behavior when relating to 
students. The following items are taken into account in assessing effective teaching: 

-Student evaluations: written student comments and quantitative averages on the 
required end-of-semester student evaluations are considered. The latter are 
assessed as raw scores and in relation to college and departmental means for 
similar courses.  
-Course materials: these will include the design of syllabi and assignments; the 
quality of course websites and of other materials provided to students may also 
be considered.  
-Other materials provided by the faculty member: the narrative on teaching 
submitted for annual review carries weight as evidence of reflective teaching 
practices and a means of contextualizing teaching within a faculty member’s 
overall effort and contribution to the curriculum. Materials documenting other 
aspects of a faculty member’s assigned instructional duties beyond regular 
classes (e.g., directed studies, thesis advising, development of materials for 
future courses, other work with students) are also relevant.  Faculty members 
may also invite class visitation. 
-Assessment of students: in classes of over 25 students, grading patterns that 
are significantly above or below the mean GPA of the enrolled students may 
affect the interpretation of student evaluations and/or the faculty member’s 
effectiveness.   

 
Outstanding will be awarded to faculty who achieve a consistently high level of 
success in designing and teaching courses that challenge students intellectually, 
stimulate their interest, and develop their skills in critical thinking, writing, and 
expression.  Typically, a faculty member rated “outstanding” will have high 
numerical student surveys (consistently above departmental means or above 
4.5), taking into account the level, size, and type of class. Major consideration will 
also be given for teaching awards, the development of new courses or major 
revisions of existing ones, innovative pedagogy, and web site developments of 
qualitative importance. For graduate theses and dissertations, a substantial, 
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qualitative contribution will be expected, and this may be documented by the 
successful progress of students, the quality of their work, and/or the extent of the 
supervision provided.  

 
Strong will be awarded to faculty who demonstrate a consistent effort to design 
and teach courses that challenge students intellectually, stimulate their interest, 
and develop their skills in critical thinking, writing, and expression, and who earn 
good numerical student surveys (near departmental means or above 4.0, taking 
into account the level, size, and type of class). Major consideration will also be 
given for nominations for teaching awards, web site innovations, and significant 
revision of courses and assignments. For graduate theses and dissertations, the 
nature of the contribution is taken into account.  

 
Satisfactory will be awarded to faculty with only adequate numerical student 
surveys (consistently below departmental and college means, taking into account 
the level, size, and type of class) or with notable but acknowledged lapses of 
quality in the design of syllabi and assignments.  

 
Weak will be awarded to faculty with numerical student surveys consistently and 
significantly below departmental and college means (taking into account the 
level, size, and type of class), or with significant and repeated lapses of quality in 
the design of syllabi and assignments. 

 
Unsatisfactory will be awarded to faculty who fall short of the standards for a 
higher rating and demonstrate significant professional lapses or misconduct. 

B. Research/Creative Activity 
 

The annual evaluation of research and publication will be qualitative and 
quantitative, balancing short-term productivity with evidence for the successful 
implementation of a long-term research program that will meet university, college, 
and departmental expectations for tenure and promotion. 
A qualitative assessment will take into account the scope, significance, and 
originality of publications and their contributions to relevant fields. The department 
will also consider the effort involved in successfully developing a new line of 
research, or in successfully completing research that requires unusual effort, 
expenditure of time, or technical skills. We recognize that publication, especially if 
refereed or invited, implies a qualitative judgment by those peers best equipped to 
evaluate the work. Consequently the quality of the publishing venue will also be 
taken into account. Contributions to the field may also be demonstrated by major 
external prizes, grants, and awards. 
Over an extended period of time, the typical pace of publication for an “outstanding” 
rating would be one new, original, single-authored article of substantive length and 
quality per year, or demonstrated progress towards the publication of a book within 
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the time frame consistent with departmental, college, and university standards for 
tenure and promotion.  For major, multi-year projects, the department will give 
weight to the documented stages of completion and the reception of the work 
(reviews, awards, invitations) in subsequent years. The faculty member’s narrative 
and documentation -- including research materials, drafted texts, responses from 
colleagues -- will carry considerable weight in the assessment of the progress and 
impact of long-term projects.  
The following measures of productivity may be modified somewhat for faculty 
members whose research assignments are significantly above or below 
departmental means. 
Outstanding will be awarded for publication, acceptance, or submission of two or 
more well-placed articles, including major review articles, with additional evidence of 
an ongoing research program. “Outstanding” will also be awarded for significant 
benchmarks in the preparation and publication of a longer manuscript or an edited 
collection with a substantial scholarly contribution by the editor. Such benchmarks 
would include the circulation or presentation of completed chapters, the submission 
of a completed manuscript for review, the submission of a manuscript with 
recommended revisions, the acceptance of a manuscript, its publication, and 
subsequent evidence for its quality and significance through reviews, prizes, or 
invitations to present related material. The award of a major grant or fellowship for 
research (e.g., NEH, ACLS, Guggenheim...) would also warrant an “outstanding” 
evaluation. Conference papers delivered would usually be rated at a ratio of about 
two or three -- on different subjects -- to one published article, although a faculty 
member would not earn an “outstanding” rating only for conference presentations. 
Organizing panels and conferences and publishing book reviews may be counted as 
either research or professional service depending on the nature of the documented 
activity that is. Books intended primarily for classroom use will be judged according 
to how much original scholarly and critical effort went into their creation.  

 
Strong will be awarded to faculty members who have one article or book chapter 
published or accepted for publication, but with a definite sense that publication is 
proceeding at a slower pace than the equivalent of one article per year. Faculty may 
also receive a strong evaluation for multiple articles, chapters, and/or sections of a 
book manuscript that are demonstrably in varying stages of active development, 
coupled with evidence of other research activity (e.g., conference presentations, 
grant proposals, substantive professional service in the writing of book reviews or 
organization of panels and conferences). 

 
Satisfactory will be awarded for evidence of submission or of significant progress on 
a single article or a book chapter, without a well-defined outcome or other significant 
evidence of ongoing research activity. 

 
Weak should be awarded to faculty whose record does not meet the departmental 
standard for Satisfactory, but who show minimal evidence (e.g., submission of grant 
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proposals or conference papers) of effort on a research program.  

 
Unsatisfactory will be awarded to faculty who fall short of the standards for a higher 
rating. 

 

C. Service 
 

Service falls into three general categories: to the University (including the 
department, the college and the university at large), to the profession, and to the 
community.  
The following guidelines may be modified somewhat for faculty members whose 
service assignments are significantly above or below the departmental means. 
Outstanding: Faculty must maintain a consistent record of good departmental 
service and hold key positions in important international, national, or regional 
professional organizations; or edit, co-edit, or serve as book review editor for a 
journal in their area; or organize conferences; or publish book reviews in prominent 
publications; or participate prominently in important university or college committees 
or organizations; or perform departmental service well beyond the standard 
assignment. Leadership in community service activities (including service to public 
schools, art councils, community colleges, public lecture series and panel 
discussions, contributions to TV, radio, and newsprint, and other forms of community 
education) in addition to a consistent record of departmental service may earn 
Outstanding merit.  

 
Strong: Faculty must maintain a consistent record of good departmental service and 
participate on a departmental committee requiring considerable work, such as a 
search committee, curriculum committee, or evaluation committee; or serve without 
special responsibilities on two or three university or college committees; or 
participate notably in international, national, and regional professional organizations; 
or work for journals, organize conference panels, or publish book reviews in lesser 
venues; or perform notable community service. 

 
Satisfactory will be awarded to faculty who adequately perform minor departmental 
service activity. 

 
Weak will be awarded to faculty whose service is limited to the departmental 
activities (meetings, surveys etc.) routinely expected of all members. 

 
Unsatisfactory will be awarded to faculty who do not meet the criteria for any higher 
rating, and who are negligent in their performance of basic departmental 
responsibilities. 
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D. Appeals Procedure 

In instances where a faculty member disputes the evaluation of the Committee 
and/or Chair, the faculty member should first inform the department Chair of this in 
writing. The normal response will be for the Chair and/or Committee to meet with the 
faculty member to explain the basis of the evaluation, and to give him or her an 
opportunity to present material which would justify a change to the evaluation. 

 
If a colleague then wishes further review of the Chair’s and/or Committee’s 
evaluation, the colleague should inform both the Executive Committee chair and the 
department Chair in writing. If the issue is not then resolved to the faculty member’s 
satisfaction within one week, the faculty member has recourse in an appeal to the 
College’s Associate Dean of Faculty. 

 
All faculty members have the right to enter a self-evaluation or a written response to 
the evaluation of the Committee and/or Chair into the Archivum FIS system. Also, 
any faculty member can file a grievance through the USF-UFF if there is a violation 
of the CBA.  

 
 
VII.  Amendment of Bylaws 
     

A.  This governance document may be amended at any meeting of the 
Department or by electronic ballot, provided the specific amendment (in writing) 
shall have been distributed at least 1 week prior to the meeting. 

 
B.  a 2/3 vote of the Department faculty shall be required to amend this 
document. 
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