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Sections currently in force 
 

II. Faculty Membership 

The SIGS faculty will consist of tenured/tenure-earning faculty, tenured/tenure-earning 

faculty with joint appointments, continuing instructors, visiting instructors, adjunct 

faculty, affiliate faculty, courtesy appointments, and emeritus faculty. Their rights and 

responsibilities will be as follows. 

 

A. Tenured/Tenure-Earning Faculty 

Tenured and tenure-earning faculty are faculty with full teaching, research, and/or 

service assignments in SIGS. They will be appointed as either assistant 

professors, associate professors, or professors through hiring and promotion 

procedures specified in this document. All tenured and tenure-earning faculty will 
have the full rights and responsibilities of faculty within the school. They will be 

evaluated annually and at the appropriate intervals for tenure and/or promotion 

according to procedures specified in this document.  

 

B. Tenured/Tenure-Earning Faculty with Joint Appointments 

Tenured and tenure-earning faculty with joint appointments are faculty with 

regular appointments and status in more than one department or academic unit. 

They may or may not be budgeted in more than one department or academic unit. 

Where a faculty member’s line is at least 51% in SIGS, their tenure home will be 

in SIGS and they will be appointed through hiring procedures specified in this 

document, with participation by faculty members from the coordinating unit. 

Where the line is 49% or less in SIGS, they will be appointed through hiring 

procedures specified in their tenure home unit, with participation by SIGS faculty 

members. Faculty with joint appointments who have at least a 49% appointment 

in SIGS will have rights and responsibilities in the school commensurate with at 

least a half-time appointment. They will be expected to attend SIGS faculty 

meetings and may vote as regular faculty members. Their teaching, research, and 

service assignments should include proportionate duties within SIGS. To facilitate 

a reasonable apportionment of duties, the director of SIGS will maintain regular 

communication with the chair/director of the coordinating unit. Faculty with joint 

appointments will be evaluated annually and at the appropriate intervals for tenure 

and/or promotion by SIGS faculty according to procedures specified in this 

document. A Memorandum of Understanding (MOU) outlining the obligations of 

both participating units to specify the percentage of effort expected in each unit 

will ensure that faculty in both units have a basis for evaluating faculty with joint 

appointments.  

 

C. Continuing Instructors 

Continuing instructors are faculty with ongoing assignments in SIGS in teaching 

and service but not research. They will be appointed through hiring procedures 

specified in this document. Continuing instructors will have all of the same rights 

and responsibilities as tenured and tenure-earning faculty, except as noted in this 

document. They will be expected to attend SIGS faculty meetings and may vote 



as regular faculty members, except on matters of tenure and promotion. They will 

be evaluated annually and at the appropriate intervals for instructor promotions 

according to procedures specified in this document. 

 

D. Visiting Instructors 

Visiting instructors are faculty with temporary full-time appointments in SIGS in 

teaching but not research or service. They will be appointed by the SIGS director. 

Visiting instructors will not have any voting rights within the school. They may 

be eligible for annual reappointments for up to a total of three years, contingent 

upon a positive performance evaluation by the SIGS director. 

 

E. Adjunct Faculty 

Adjunct faculty are faculty with temporary part-time appointments in SIGS to 

perform specific teaching, research, or extension functions. Adjunct faculty will 

be appointed on a semester by semester basis by the SIGS director in accordance 

with university guidelines that specify proper verification of academic 

qualifications and expertise. They will not have any voting rights within the 

school. Adjunct faculty who teach will be evaluated regularly by procedures 

specified in this document.  

 

F. Affiliate Faculty 

Affiliate faculty are USF faculty outside of SIGS whose research, teaching, or 

service is relevant to one or more components of SIGS, including the institutes, 

the undergraduate and graduate degree programs, or the global focus of the 

school. Affiliate faculty may be involved in SIGS in a variety of ways, including 

but not limited to cross-listing their courses with SIGS, serving on graduate thesis 

committees, and collaborating with the institutes or with individual SIGS faculty 

on colloquia, events, research working groups, and grants. Affiliate faculty will be 

appointed at the discretion of the school director or the relevant institute director. 

Affiliate faculty may be elected to the executive committees of the institutes (and 

may have rights and responsibilities associated with those committee 

appointments), but will not have any voting rights within the school. 

 

G. Courtesy Appointments 

Courtesy appointments are provided for faculty outside the university who 

perform specific services for SIGS without compensation or who are visiting 

scholars with reason to be associated with SIGS. Courtesy faculty will be 

appointed by a vote of the SIGS faculty upon nomination by a tenured, tenure-

earning, or continuing instructor faculty member in SIGS. Courtesy faculty will 

have the normal rights associated with visiting scholars (e.g. library access) and 

may be listed on the SIGS website as courtesy faculty with an explanation of their 

academic connection to SIGS. They will not have any voting rights or 

responsibilities within the school. Courtesy faculty appointment is for a maximum 

of five years, but may be renewed by another vote.  

 

 



H. Emeritus Faculty 

Emeritus faculty are faculty who are retired from employment at the university 

but granted some continuing access to school resources, such as office and 

laboratory space, at the discretion of the director. Emeritus faculty will be 

appointed by the president of the university upon the recommendation of the 

director of the school, when approved by the SIGS Faculty Executive Committee 

and endorsed by the dean of the college and the provost of the university. 

Emeritus faculty will not have any voting rights or responsibilities within the 

school. 

 

 

III. Faculty Governance 

A. Powers and Responsibilities of the Faculty 

It is both the power and the responsibility of the faculty to establish and amend 

policies, procedures, and guidelines for the school in conformity with this 

governance document and those of the college and university. Such policies, 

procedures, and guidelines include but are not limited to undergraduate and 

graduate curricula, faculty evaluation procedures and criteria, hiring priorities and 

decisions, and strategic goals and visions for the school. Decisions not designated 

as falling under the authority of the director or another SIGS administrator are 

reserved to the faculty as a whole.  

 

B. Faculty Meetings 

Regular and productive faculty meetings are a critical aspect of the growth and 

development of the School of Interdisciplinary Global Studies. Such meetings 

facilitate communication among the faculty and can also contribute to a necessary 

sense of community. To achieve these goals: 

 

Scheduling of meetings 

1. The director will ordinarily call faculty meetings once a month during the 

fall and spring semesters. In the event that monthly meetings are not 

feasible during a particular semester, the director will schedule no fewer 

than two meetings for the semester.  

2. The director will endeavor to establish a schedule that maximizes the 

faculty’s ability to attend meetings, avoiding conflicts with teaching 

responsibilities and conference travel as possible. The director will further 

endeavor to establish the meeting schedule for the entire semester within 

the first few weeks of that semester, but in any case will provide at least 

two weeks’ notice prior to a meeting.  

3. Additional meetings may be called as needed to handle special or time-

sensitive business, provided the faculty is given at least three working 

days’ notice. Such meetings may be called by the director or through a 

written petition to the director from either the Faculty Executive 

Committee (FEC) or at least 20% of the faculty in residence. In all cases 

the central reason for the meeting will be clearly identified. If the FEC or 

the faculty petition for a meeting, the director will announce the petition to 



the full faculty immediately and will schedule the meeting to occur no 

sooner than three working days and no later than three weeks after receipt 

of the petition.   

 

Meeting agendas 

1. At least one week in advance of a regularly scheduled meeting, the 

director will email the faculty to solicit input on agenda items for the 

meeting. The director will include as many suggested agenda items as time 

permits.  

2. At least three working days (72 hours) prior to any meeting, the director 

(or the body responsible for calling the meeting) will circulate a specific 

agenda for the meeting by email. The agenda should include any items to 

be voted on at the meeting, including the actual proposed motion(s) if 

possible, and be accompanied by any relevant explanatory materials. 

 

Meeting attendance and procedures 

1. Both voting and non-voting members of the faculty may attend any faculty 

meeting.  

2. Attendance by at least 50% of the voting members of the faculty currently 

in residence (not on leave) will constitute a quorum. Absent a quorum, a 

meeting may still proceed, but no votes may be taken.   

3. The director will ordinarily preside at meetings. If the director is not able 

to attend, the associate director will preside. If the associate director is not 

able to attend, the chair of the FEC will preside.  

4. The director or a designated substitute will conduct meetings in 

accordance with the current edition of Robert’s Rules of Order. The 

associate director will serve as parliamentarian to ensure promulgation and 

adherence to the rules of order.  

5. A staff member will take minutes.  

6. Minutes will be distributed by email to all faculty members within two 

calendar weeks after each meeting. The minutes will include a list of all 

attendees, a summary of issues discussed, and a tally of all votes taken. 

 

C. Voting Procedures 

1. Unless otherwise indicated in this document, all tenured, tenure-earning, 

and continuing instructor faculty with at least a 49% appointment in the 

school will be eligible to vote on matters of policy internal to the school. 

Visiting, adjunct, affiliate, courtesy, and emeritus faculty will not be 

eligible to vote.  

2. Unless otherwise indicated in this document, votes will be decided by 

simple majority rule.  

3. Votes on elected representatives, hiring, evaluation criteria and 

procedures, major policies, amendments to this document, and any other 

sensitive matters will be conducted by secret ballot.  



4. Votes on all other matters will be conducted by show of hands, unless 

anyone requests a secret ballot. Faculty may petition the director to 

conduct a vote by secret ballot either in advance of or at a faculty meeting.  

5. Votes on major policy changes will be conducted by paper/electronic 

ballot after a meeting (or series of meetings). Major policy changes 

include but are not limited to: 1) governance document changes, 2) major 

changes to the graduate or undergraduate programs, and 3) votes of no 

confidence of the director.  

6. For other votes that arise during meetings, faculty are permitted to vote by 

proxy only if they miss a meeting for reasons related to assigned duties 

(e.g., teaching, public service, and attendance at an academic conference), 

a family emergency, or illness. A faculty member may hold only one 

proxy per meeting.  

7. In cases where it is important to reach a quick decision on an issue, the 

director may request a vote by e-mail.  

8. A permanent written file of motions that pass will be maintained and kept 

available in the office of the academic services administrator and online 

on the school drive. 

 
 

IV. Administration 

A. Director 

Charge of the Director 

The director is the chief administrator of the School of Interdisciplinary Global 

Studies. As chief administrator, the director exercises leadership both within the 

school and in representing the school. The director serves as the primary liaison 

between the school and other bodies by implementing college and university 

policies within the school and by advocating for the school’s needs and interests 

within the college, university, and larger public.  

  

Selection/Appointment of the Director 

The director will be a tenured faculty member of the school or meet all tenure 

criteria of the school. The director will be appointed by the dean of the college, 

based upon the input of the faculty and the academic services administrator. 

Permanent faculty (tenured/tenure-earning, tenured/tenure-earning with joint 

appointments, and continuing instructors) who will be members of the school the 

following year are eligible to recommend candidates to the dean according to the 

following process: 

 

1. Request for internal or external search 

a) In the spring semester prior to the final year of the sitting director’s 
term, the faculty will discuss and vote on whether to request that 

the dean authorize an internal or external search for the next 

director.  

b) The chair of the Faculty Executive Committee (FEC) will chair 

this portion of a meeting, oversee a secret ballot, and forward the 



results of the vote to the dean, whereupon the dean will decide on 

the mode of the search. 

 

2. Internal search 

a) If the dean directs an internal search, the chair of the FEC (or 

another FEC member, if the FEC chair wishes to be considered for 

director) will oversee the search process in the spring semester of 

the final year of the sitting director’s term.   

b) All tenured faculty members (except the sitting director, if she or 

he has just served two consecutive terms) will automatically be 

nominated for consideration, but may withdraw their names if they 

so choose.  

c) Faculty members who choose to remain in consideration will 

provide the faculty with a written statement outlining their 

administrative philosophy and vision for the school’s future at least 

two weeks prior to the vote. 

d) Following the distribution of these statements, there will be an 

open faculty meeting in which the candidates have the opportunity 

to make a brief presentation and answer questions.  

e) The dean will meet with the academic services administrator to 

hear her or his views on the various candidates. 

f) At a faculty meeting, the permanent continuing faculty will vote on 

which candidate(s) to recommend to the dean. Faculty will be 

provided with separate preprinted ballots for first choice, second 

choice, etc. as needed. Votes will be taken by secret ballot in 

individual rounds to determine the first choice candidate, then the 

second choice candidate, and so forth. A majority of “yes” votes is 

required for any candidate to be recommended to the dean, 

whether as first choice or back-up choices. If no candidate in the 

first round of voting receives a majority of “yes” votes, the 

candidate with the fewest votes will be eliminated and, after 

discussion, another vote will be taken. If two candidates are tied 

for fewest votes, the faculty will discuss before taking another 

vote. 

g) Absentee ballots will be permitted from anyone eligible to vote 

who cannot make the meeting. No proxy votes will be permitted.  

Absentee ballots will be cast using the same preprinted ballots and 

delivered by hand or mail in a sealed envelope to the academic 

services administrator (or printed out from email and sealed in an 

envelope by the academic services administrator) at least one day 

prior to the meeting. The academic services administrator will give 

the ballots to the FEC chair immediately prior to the faculty 

meeting, and the FEC chair will open the ballots during the voting 

process, adding the ballots to the appropriate piles before they are 

counted so as to preserve the anonymity of the votes. 



h) The FEC chair will relay the full tally of the faculty vote to the 

dean. Bearing in mind this vote and the views of the academic 

services administrator, the dean will appoint a director for the 

school. 

 

3. External search 

a) If the dean directs an external search, the director will appoint a 

search committee consisting of at least four tenured/ tenure-

earning/ continuing instructor faculty members in the school. The 

director will appoint one member of the search committee to serve 

as chair. The academic services administrator will serve on the 

committee as a non-voting member.   

b) Current faculty members in the school will be eligible to apply for 

the position of director even if the dean directs an external search, 

but in that case will be ineligible to serve on the search committee.  

c) Wherever possible, the director will appoint a search committee 

reflecting diversity in rank and area of specialty, as well as 

diversity in race and gender in accordance with Equal Opportunity 

requirements.  

d) The search committee will establish a search plan, including 

writing the position description, determining the selection criteria, 

and identifying venues in which to advertise the position as widely 

as possible.  

e) The search committee will review the applications and determine 

semi-finalists to be interviewed by the committee, whether at a 

national meeting, through tele- or videoconferences, or through 

other means acceptable to the committee.   

f) After these interviews, the search committee will determine which 

applicants to bring to campus for interviews by the full faculty and 

appropriate administrators.  

g) The search committee will solicit input from the faculty after each 

interview. Based on this input, the candidates’ files, and the 

candidates’ initial and final interviews, the committee will prepare 

a brief report to present to the faculty on the relative strengths and 

weaknesses of each candidate. 

h) At a faculty meeting, the faculty will discuss the candidates. The 

rest of the process will follow steps e-h specified above for an 

internal search. 

 

4. Selection/Appointment of an Interim Director 

a) If the existing director resigns or is removed from office before 

finishing a regular term, the chair of the FEC (or another FEC 

member if necessary) will immediately begin an internal search 

process for an interim director following the steps above, except 

that presentations of administrative philosophy/vision may be 

omitted to expedite the process.  



b) If either an internal or external search fails to produce a candidate 

acceptable to the faculty and/or dean, the faculty will express to the 

dean their preference for a new internal or external search for a 

full-term director according to the process specified above. In the 

meantime, the chair of the FEC will immediately begin the internal 

search process for an interim director.  

c) An interim director will serve at most two years, and normally only 

one, until another search process is conducted.  

d) The interim director will perform all the duties of the director 

specified below.   

 

Position and Term of the Director 

1. The position of director is a 12 month appointment. 

2. The director will serve a three-year term. 

3. The director will be limited to serving two three-year terms consecutively, 

but may be re-elected after a full term has been served by another director. 

The maximum of six consecutive years applies for any combination of 

interim and regular terms served by one person. 

 

Duties and Responsibilities of the Director 

The director will be responsible for administering the affairs of SIGS and 

implementing the policies and procedures of the college and the university. These 

administrative duties include but are not limited to: 

1. Facilitating faculty governance in the school, college, and university 

a) Chairing school meetings, including convening meetings, setting 

meeting agendas, and presiding over meetings. 

b) Appointing the associate, undergraduate, and graduate directors 

(subject to approval by the Faculty Executive Committee) and the 

program curriculum supervisors. 

c) Appointing or nominating faculty members to school, college, and 

university committees, except as designated otherwise in this 

governance document. 

 

2. Managing faculty and staff in the school  

a) Hiring visiting and adjunct faculty. 

b) Assisting search committees and the rest of the faculty in the 

process of hiring tenured, tenure-earning, and continuing instructor 

faculty in accordance with the hiring procedures specified in this 

governance document. 

c) Assigning faculty duties and discussing them with the faculty as 

needed. 

d) Overseeing course scheduling as implemented by the associate, 

undergraduate, and graduate directors. 

e) Assigning summer teaching 

f) Evaluating the faculty, including for annual evaluations and tenure 

and/or promotion decisions. 



g) Making recommendations to the dean for discretionary bonuses for 

faculty, according to criteria distributed to the faculty. 

h) Hiring the office staff and overseeing their supervision, working 

conditions, evaluations, and compensation. 

 

3. Managing school resources 

a) Consulting with the faculty in determining school needs and 

expenditure of allocated funds.  

b) Submitting budget requests to the college and overseeing 

implementation of the budget. 

c) Regularly reporting on the status of the budget to the faculty (at 

minimum, once per semester, and more frequently if requested by 

the faculty). 

d) Allocating resources, such as for travel funds, office space, and 

computer equipment. 

e) Fostering ties with alumni to facilitate fundraising for the school. 

 

4. Facilitating big-picture planning and assessment of the school  

a) Proposing school goals and coordinating strategic planning in the 

school. 

b) Preparing self-studies and coordinating external reviews of the 

school. 

c) In consultation with other chairs and directors and the dean, 

participating in the development and implementation of policy and 

procedures within the college. 

 

5. Serving as a liaison between the school and other units/people 

a) Representing and advocating for the school’s mission, interests, 

positions, and programs within and without the university. 

b) Regularly informing the faculty of relevant university and college 

developments. 

c) Ensuring that college and university requirements and policies are 

met by the school. 

 

6. Mentoring and supporting faculty as needed 

 

Removal of the Director 

The faculty may recommend to the dean that a director be removed from office. 

Such an action must be taken according to the following procedure: 

1. A motion calling for removal must be introduced by at least one-third of 

the permanent (tenured/tenure-earning/continuing instructor) faculty. The 

motion will propose a discussion and vote at either a regularly scheduled 

or special meeting of the faculty, with notice of the business of the 

meeting given to the faculty at least two weeks in advance. 

 



2. To be adopted, the motion for removal must be supported by a two-thirds 

majority of the permanent faculty in a secret ballot. The chair of the FEC 

will oversee the vote and report the results to the dean. 

 

 

B. Associate Director  

Charge of the Associate Director 

The associate director assists and supports the director in the leadership and 

administration of the school.   

 

Selection/Appointment of the Associate Director 

The associate director will be a tenured member of the faculty appointed by the 

school director and approved by the Faculty Executive Committee. Faculty with 

joint appointments are eligible to serve. 

 

Position and Term of the Associate Director 

1. The position of associate director is a 9 month appointment, with some 

responsibilities over the summer (presuming a sufficient summer stipend 

is provided). 

2. The associate director will serve up to a three-year term, as negotiated by 

the school director and the faculty member.   

3. The associate director may serve a second term of up to three years, upon 

agreement of the school director and the faculty member, but the term will 

not automatically extend beyond the term of the current school director. 

4. The associate director will be limited to serving two three-year terms 

consecutively, but may be re-appointed after a full term has been served 

by another associate director. 

 

Duties and Responsibilities of the Associate Director 

Duties and responsibilities of the associate director may vary to some extent 

depending on the associate director’s particular skills and the director and 

school’s current needs, but are ordinarily likely to include: 

1. Substituting for the director as necessary, such as in the following cases:  

a) Presiding over SIGS faculty meetings or attending college-level 

meetings when the director is unavailable. 

b) Substituting for the director when the director has a conflict of 

interest. 

2. Facilitating faculty governance 

a) Serving as parliamentarian in faculty meetings, unless another 

faculty member takes on this responsibility. 

3. Overseeing curriculum instruction 

a) Scheduling classes in consultation with the director, undergraduate 

director, and graduate director. 

b) Evaluating the teaching effectiveness of adjunct faculty in 

consultation with the relevant program curriculum supervisors, and 

advising the director on their reappointment. 



c) Handling student appeals and other student procedural problems, 

except in cases of a conflict of interest. 

4. Providing other assistance for the director as mutually agreed upon.  

The director and associate director will write an annual Memorandum of 

Understanding specifying the responsibilities of the associate director.   

 

Compensation for the Associate Director 

Compensation for performing the duties of associate director will include at least 

one course release per year and financial compensation consistent with college 

approval.  

 

 

C. Undergraduate Director 

Charge of the Undergraduate Director 

The undergraduate director will be responsible for administering the 

undergraduate programs of the school.  

 

Selection/Appointment of the Undergraduate Director 

The undergraduate director will be a permanent (tenured, tenure-earning, or 

continuing instructor) faculty member appointed by the school director and 

approved by the Faculty Executive Committee. Faculty with joint appointments 

are eligible to serve. 

 

Position and Term of the Undergraduate Director 

1. The position of undergraduate director is a 9 month appointment, with 

some responsibilities over the summer (presuming a sufficient summer 

stipend is provided).  

2. The undergraduate director will serve up to a three-year term, as 

negotiated by the school director and the faculty member.  

3. The undergraduate director may serve a second term of up to three years, 

upon agreement of the school director and the faculty member, but the 

term will not automatically extend beyond the term of the current school 

director. 

4. The undergraduate director will be limited to serving two three-year terms 

consecutively, but may be re-appointed after a full term has been served 

by another undergraduate director. 

 

Duties and Responsibilities of the Undergraduate Director 

The undergraduate director will oversee and monitor the undergraduate programs 

by: 

1. Overseeing the coherence of the curricula 

a) Together with the relevant program curriculum supervisors, 

reviewing the curricula of the various undergraduate programs on 

an annual basis in order to identify their strengths and weaknesses 

(such as gaps in course offerings, sequencing problems, etc.).  



b) Bringing structural weaknesses and proposed solutions to the 

attention of the faculty for discussion and approval. 

c) Petitioning the Undergraduate School for any changes to the 

program approved by the faculty. 

d) Assessing undergraduate programs for SACS and, as necessary, 

working with the director to revise curriculum assessment tools. 

e) Overseeing General Education and other certifications. 

f) Assisting faculty with preparing undergraduate course proposals. 

g) Together with the relevant program curriculum supervisors, 

approving course substitutions and electives outside the specified 

major requirements for students in the undergraduate programs. 

 

2. Overseeing instruction of the curricula and student success in courses 

a) Scheduling undergraduate courses in consultation with the 

associate director, graduate director, and undergraduate advisors. 

b) Working with the undergraduate advisors to monitor the 

performance of undergraduate students and the undergraduate 

programs. 

c) Working with the school director and graduate director to monitor 

and assist the quality of graduate student teaching of 

undergraduates. Aiding the graduate director in ensuring that 

graduate student teachers are provided with appropriate mentorship 

and advice on teaching.   

 

3. Presiding over the Undergraduate Committee 

a) Assisting the director in appointing program curriculum 

supervisors to form the Undergraduate Committee.  

b) Chairing the Undergraduate Committee, including convening 

meetings, setting meeting agendas, presiding over meetings, 

coordinating the division of labor for committee duties, and 

communicating with the school director regarding committee 

business. 

 

4. Serving as a liaison between the school and other units/people with respect 

to undergraduate education 

a) Regularly reporting to the director and the school on issues 

pertinent to undergraduate education. 

b) Serving as a liaison in implementing college policies on 

undergraduate education. 

c) Attending relevant SSS (School of Social Sciences) and CAS 

meetings about undergraduate education, including the SSS 

Undergraduate Curriculum Committee, the CAS Undergraduate 

Curriculum Committee, and the CAS Advisory Board of 

Undergraduate Directors.  

d) Responding to requests to serve on additional college and 

university committees related to undergraduate education. 



e) Representing the school at college and university events regarding 

undergraduate education.  

f) Serving as a liaison with the Office of Education Abroad, and, 

where possible, overseeing approval of education abroad courses. 

g) Handling email related to the undergraduate programs. 

  

Compensation for the Undergraduate Director 

Compensation for performing the duties of undergraduate director will include at 

least one course release per year and financial compensation consistent with 

college approval. 

 

 

D. Graduate Director 

 Charge of the graduate Director 

The graduate director will be responsible for administering the graduate programs 

(including M.A., Ph.D., and graduate certificate programs) of the school. 

 

Selection/Appointment of the Graduate Director 

The graduate director will be a tenured or tenure-earning faculty member 

appointed by the director and approved by the Faculty Executive Committee. 

Faculty with joint appointments are eligible to serve. 

  

                      Position and Term of the Graduate Director 

1. The position of graduate director is a 9 month appointment, with some 

responsibilities over the summer (presuming a sufficient summer stipend 

is provided). 

2. The graduate director will serve up to a three-year term, as negotiated by 

the school director and the faculty member.  

3. The graduate director may serve a second term of up to three years, upon 

agreement of the school director and the faculty member, but the term will 

not automatically extend beyond the term of the current school director. 

4. The graduate director will be limited to serving two three-year terms 

consecutively, but may be re-appointed after a full term has been served 

by another graduate director. 

  

 Duties and Responsibilities of the Graduate Director 

The graduate director will oversee and monitor the graduate programs by: 

1. Overseeing the coherence of the curricula 

a) Together with the relevant program curriculum supervisors, 

reviewing the curricula of the various graduate programs on an 

annual basis to identify their strengths and weaknesses (such as 

gaps in course offerings, sequencing problems, etc.). 

b) Bringing structural weaknesses and proposed solutions to the 

attention of the faculty for discussion and approval. 

c) Petitioning the Graduate School for any changes to the program 

approved by the faculty. 



d) Assessing the graduate programs for SACS and, as necessary, 

working with the director to revise curriculum assessment tools. 

e) Assisting faculty with preparing graduate course proposals. 

f) Together with the relevant program curriculum supervisors, 

approving course substitutions and electives outside the specified 

requirements for students in the graduate programs. 

 

2. Overseeing instruction of the curricula and student success in courses 

a) Scheduling graduate courses in consultation with the associate 

director. 

b) Determining the qualifications of faculty to supervise graduate 

research in compliance with college and university requirements. 

c) Administering comprehensive exams, including assembling 

standing faculty committees for the exam field areas, overseeing 

the provision of reading lists and exam questions to students, 

advising students on how to approach the process, and distributing 

completed exams to the standing committees for assessment. 

 

3. Overseeing the graduate student admissions process 

a) Preparing recruitment materials and recruiting new graduate 

students. 

b) Soliciting faculty input on M.A. program admissions and using 

that input to make final decisions on those admissions. 

c) Soliciting faculty input on Ph.D. program admissions and 

facilitating deliberations of the Graduate Committee to make final 

decisions on those admissions. 

d) Corresponding with prospective and actual applicants throughout 

the application and admission process.  

 

4. Advising graduate students and facilitating their professional development 

a) Planning and overseeing new student orientation. 

b) Advising graduate students on course selection and matters related 

to their success in graduate school. 

c) Coordinating professional development programs for graduate 

students, overseeing the mentorship program of Ph.D. students, 

and helping to prepare students for the job market. 

d) Working with the school director and undergraduate director to 

monitor and assist the quality of graduate student teaching of 

undergraduates. Ensuring that graduate student teachers are 

provided with appropriate mentorship and advice on teaching. 

 

5. Presiding over the Graduate Committee 

a) Assisting the school director in appointing members to the 

Graduate Committee. 

b) Chairing the Graduate Committee, including convening meetings, 

setting meeting agendas, presiding over meetings, coordinating the 



division of labor for committee duties, and communicating with 

the director regarding committee business. 

 

6. Serving as a liaison between the school and other units/people with respect 

to graduate education 

a) Regularly reporting to the director and the school on issues 

pertinent to graduate education. 

b) Serving as a liaison in implementing college policies on graduate 

education. 

c) Attending relevant SSS and CAS meetings about graduate 

education. 

d) Representing the school at college and university events and 

meetings regarding graduate education. 

e) Working with the director to ensure the needed allocation of 

resources to graduate programs and to identify university and 

college resources for support of graduate students. 

f) Handling email related to the graduate programs.  

 

 Compensation for the Graduate Director 

Compensation for performing the duties of graduate director will include at least 

one course release per year and financial compensation consistent with college 

approval. 
 

 

E. Program Curriculum Supervisors 

Charge of the Program Curriculum Supervisors 

Four program curriculum supervisors will be responsible for overseeing and 

ensuring the academic strength and coherence of each of the four academic 

programs within SIGS: Africana Studies, International Studies, Latin American & 

Caribbean Studies, and Political Science.  

 

Selection/Appointment of the Program Curriculum Supervisors 

The program curriculum supervisors will be permanent (tenured, tenure-earning, 

or continuing instructor) faculty members appointed by the director, in 

consultation with the undergraduate director, after soliciting volunteers from the 

faculty. Faculty with joint appointments are eligible to serve.  

 

Position and Term of the Program Curriculum Supervisors 

1. The position of program curriculum supervisor is a 9 month appointment. 

2. Program curriculum supervisors will serve a two-semester term, 

renewable upon agreement of the director and the faculty member.   
 

Duties and Responsibilities of the Program Curriculum Supervisors 

1. Together with the undergraduate and graduate directors, reviewing the 

curricula of the undergraduate and graduate programs on an annual basis 



in order to identify their strengths and weaknesses (such as gaps in course 

offerings, sequencing problems, etc.).  

2. Together with the undergraduate and graduate directors, approving course 

substitutions and electives outside the specified requirements for the 

undergraduate and graduate programs.  

3. Together with the associate director, evaluating the teaching effectiveness 

of adjunct faculty instructors and advising the director on their 

reappointment. 

4. Together with the undergraduate and graduate directors, working to ensure 

student success in their respective programs. 

5. Serving on the Undergraduate Committee. 

 

 

F. Institute Directors 

Two faculty members will serve as directors of the two institutes housed within 

SIGS: the Institute on Black Life (IBL) and the Institute for the Study of Latin 

America and the Caribbean (ISLAC). Directors may be faculty members in SIGS 

or in other departments. 

 

1. IBL 

Charge of the IBL Director 

The IBL director will promote and maintain a scholarly focus on issues 

and topics related to peoples of continental Africa and the global African 

diaspora. The IBL director will promote engagement with USF faculty and 

students as well as community-based agencies and organizations in the 

larger Tampa Bay area. 

 

Selection/Appointment of the IBL Director 

a) The IBL director will be appointed by the dean of the College of 

Arts and Science in consultation with a search committee of 

faculty with expertise in peoples of continental Africa and the 

global African diaspora. 

b) The search committee will be appointed by the dean in 

consultation with the IBL Executive Committee. 

c) The search committee should have representation from both within 

and outside SIGS, from both the social sciences and humanities, 

and from the IBL Executive Committee. 

d) The search committee will determine whether to request that the 

dean authorize an internal or external search for the next IBL 

director, present the request to the dean, and conduct the search. 

 

Position and Term of the IBL Director 

a) The position of IBL director is a 12 month appointment. 

b) The term of the IBL director will be determined in consultation 

with the dean, but should not be less than three years. 



c) Upon evaluation by the dean, the director may be reappointed to 

additional terms. 

 

Duties and Responsibilities of the IBL Director 

Specific responsibilities include but are not limited to: 

a) Organizing and chairing the IBL Executive Committee and 

consulting with the committee on issues related to the development 

of the institute. 

b) Developing the Mission Statement and Three-Year Plan for the 

IBL to be presented to the dean and the IBL Executive Committee. 

c) Seeking internal and external funding for research and scholarly 

activities that will contribute to the visibility and sustainability of 

the IBL. 

d) Developing collaborative relationships with scholars of Africa and 

the African diaspora in national and international institutions of 

higher learning. 

e) Developing relationships with local agencies and organizations 

that align with the mission and vision of the IBL. 

f) Providing relevant experiential learning opportunities for USF 

students through internships and/or study abroad activities. 

g) Organizing, sponsoring, and facilitating relevant annual 

conferences, colloquia and speaker series that will engage USF 

faculty and students as well as members of the larger community. 

h) Monitoring the IBL scholarships that provide support for USF 

undergraduate and graduate students.  

i) Attending Council of Chairs and Directors Meetings. 

 

 

2. ISLAC  

 Charge of the ISLAC Director 

The ISLAC director will promote research and community engagement 

around issues of importance to Latin America, the Caribbean, and Latinos 

in the United States.   

 

Selection/Appointment of the ISLAC Director 

a) The ISLAC director will be appointed by the dean of the College 

of Arts and Science in consultation with a search committee of 

Latin Americanist faculty. 

b) The search committee will be appointed by the dean in 

consultation with the ISLAC Faculty Executive Committee. 

c) The search committee should have representation from both within 

and outside of SIGS, from both the social sciences and humanities, 

and from the ISLAC Faculty Executive Committee. 

e) The search committee will determine whether to request that the 

dean authorize an internal or external search for the next ISLAC 

director, present the request to the dean, and conduct the search. 



 

Position and Term of the ISLAC Director 

a) The position of ISLAC director is a 12 month appointment. 

b) The term of the ISLAC director will be determined in consultation 

with the dean, but should not be less than three years. 

c) Upon evaluation by the dean, the director may be reappointed to 

additional terms. 

 

Duties and Responsibilities of the ISLAC Director 

Specific responsibilities include, but are not limited to: 

a) Organizing and chairing the ISLAC Faculty Executive Committee 

and consulting with the committee on issues related to the 

development of the institute. 

b) Creating a regular calendar of relevant events (about 3-4 per year) 

that engages USF scholars and students as well as the local 

community. 

c) Supporting graduate student research. 

d) Developing faculty and graduate student working groups. 

e) Serving as a clearinghouse for all Latin America-related research 

and expertise in order to interface with the media and with 

community partners. 

f) Building a relationship with local community members interested 

in Latin America and the Caribbean. 

g) Writing grant proposals to support and promote Latin Americanist 

research and teaching at USF. 

h) Promoting networks (such as CLACSO and the Afro-descendant 

initiative) in Latin America with NGOs, think tanks and other 

research institutes, and Latin American universities). 

i) Reaching out to K-12 educators. 

j) Raising funds through private donors. 

k) Attending Council of Chairs and Directors meetings  

 
 


