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EASC Department Rules & Procedures: Revised 11 February, 2002


SIMON FRASER UNIVERSITY

Department  of Earth Sciences

CONSTITUTION
(Approved February 6, 2006)
The Department of Earth Sciences shall be bound by all official Simon Fraser University policies and procedures and all Senate policies.  Where there is no applicable University policy, the department shall be bound by the following:

1
Department Governance

1.1 The Department Meeting shall be the chief decision-making body of the Department, and its chief officer shall be the Department Chair elected in accordance with University policy in force at the time of election (see SFU Policy A13.02). 
2
Department Meetings

2.1
Department meetings shall be convened at least three times a year, with meetings at least once per semester, by the Department Chair, or on petition of at least 50% of faculty members.

2.2
Where procedural issues cannot be resolved, Roberts Rules of Order will prevail.

2.3
Membership of Department Meeting 
2.3.1
Voting Members (Open Agenda)***

•
Department Chair, ex officio chair with the tie-breaking vote if needed.

•
All continuing (non limited-term) faculty members of the Department.
•
Limited-term faculty members with appointments of longer than one year (A12.05).

•
One EASC graduate student representative.

•
One undergraduate student representative who must be an Honors, Major or Minor student in the Department.

*** Department Meetings will have Closed and Open Agendas.  Closed Agenda Meetings will be those concerned with Personnel and Budgetary issues, and other issues considered by the Chair to be appropriate for a Closed Agenda.  A Closed Agenda Meeting will be attended by non-limited term faculty, the Departmental Assistant and the Chair's Secretary only.
2.3.2
Non-voting Members:

•
Limited-term faculty members with appointments of less than one year (A12.05).

· Visiting faculty (A12.04). 
· The Department Senior Technician

•
Professors Emeritus.

•
Adjunct Professors.

•
Associate Members.

•
Departmental Assistant 
· Chair’s Secretary, recording secretary.

2.4  
A quorum shall be a number equal to at least 50% of continuing faculty members in the Department (8 of 15 faculty as of September 2005). 
2.5
A proxy vote can be given at a Department Meeting provided the Chair is informed in writing prior to the Meeting and provided the proxy is for a specific motion or motions related to primary motion. Absentee voters do not contribute to quorum.

2.6
Terms of Reference

2.6.1
To consider and make decisions regarding all matters requiring Department approval.

2.6.2 
A simple majority of voting members represented is required to pass motions.

2.6.3 
The Department Meeting may exercise an option to hold a department-wide secret referendum on any issue of substantive policy or procedural change and shall normally allow ten working days for the return of ballots to permit sufficient time for off-campus members of the Department to respond.

3
Appointment of Standing Department Committees

3.1
During the spring semester of each year the Department Chair will appoint faculty members to the department committees for the academic year beginning in the fall semester. 
3.2 Appointments will be made on a rotational basis to ensure that all faculty serve equitably on each of the following committees:  


(a)
Undergraduate Studies Committee


(b)
Graduate Studies Committee


(c)
Tenure and Promotion Committee


(d)
Equipment Committee


(e)
Library Committee


(f)
Guest Lecturer Committee


(g) 
Budget Committee


(g)
Outreach Committee

(h)
Nominating Committee


(i)
Appointments Committee
3.3  Committee members in (a) and (b) will normally serve a four-year term, the first year as a Committee member, the second and third year normally as Committee Chair, and the fourth as Past Committee Chair.  

3.3 
The election of, and terms of reference for, a Department Tenure Committee (c) shall be in accordance with SFU Policy A11.01. 
3.4
The term of appointment to committees (d) through (i) shall be at the discretion of the Chair, but typically two years. Members of (c), (d), (f), (g) and (h) will serve a two-year term.

3.5
At the beginning of each semester, the Earth Sciences Graduate Association (ESGA) and the Earth Sciences Student Union (ESSU) shall provide the names of student members to serve on the standing committees as outlined in Section 4.
3.6
The Appointments Committee, responsible for faculty appointments in the Department of Earth Sciences, will consist of all continuing faculty members of the Department. or some subset approved by the Department Meeting as the need arises.  
3.7
The Appointments Committee, responsible for staff appointments in the Department of Earth Sciences, will consist of the Department Chair, the Departmental Assistant, and a subset of the faculty as approved by the Chair.   

3.8  A Search Committee, comprised of a subset of faculty on the Appointment Committee and the Department Chair, may be struck by the Department Chair to make recommendations for short lists of candidates. 


4   Membership and Terms of Reference: Department Committees
4.1
Except for the Undergraduate Studies and Graduate Studies Committees, each of the Department standing committees shall be responsible for electing its Chair from among its faculty membership.

4.2
In the case of the Undergraduate Studies and Graduate Studies Committees, committee chairs shall be appointed by the Department Chair. A committee chair will normally be appointed for a period of two years, beginning in the fall semester. 

4.3
Committee chairs shall be regular voting members of their committees and shall not be confined to the role of tie breaking.

4.4
A quorum for each Department committee shall be 50% of its members.

4.5
Department committees may hold open or closed sessions.  Open sessions may be attended by all committee members.  Closed sessions are restricted to continuing faculty members of the committee.  Normally all matters pertaining to academic programs and policies will be conducted in open sessions with the exception that decisions concerning student progress or applications for admission will be made in closed sessions.  Any other exceptions to the norm may be made at the discretion of the committee, as expressed in a recorded majority vote of its members.

4.6
Undergraduate Studies Committee


4.6.1
Membership
•
A minimum of the committee chair, past committee chair (if applicable),
 one additional faculty member, and the Department Chair who shall be a member ex-officio with normal voting rights.

•
At least one Lecturer or Senior Lecturer. 

•
An undergraduate student member. 

•
The Departmental Assistant shall be the non-voting secretary to the committee.

4.6.2
Terms of Reference
•
To be responsible to the Department for the undergraduate teaching program of the Department, which includes continuing assessment of the effectiveness of the undergraduate program and recommending appropriate changes in that program for consideration by the Department Meeting.

•
The committee chair shall represent the Department at the Faculty of Science Undergraduate Curriculum Committee. A committee member will normally represent the Department on the Provincial Geology Articulation Committee.  The committee chair will be responsible for assigning transfer credit to courses from other institutions, and will assist the Departmental Assistant in student advising, particularly with regard to academic content of courses and programs.  
4.7
Graduate Studies Committee

4.7.1
Membership 

•
A minimum of the committee chair, past committee chair (if applicable),
 one additional faculty member, and the Department Chair who shall be a member ex officio with normal voting rights.

•
One graduate student

•
The Graduate Studies Secretary shall be the non-voting secretary to the committee.

4.7.2
Terms of Reference

•
To be responsible to the Department for its graduate teaching program, which includes continuing assessment of the effectiveness of the graduate program and recommending appropriate changes in that program for consideration by the Department Meeting.

•
To be responsible for the admission of graduate students.

•
To be responsible for recommendations for the award of research fellowships and scholarships to graduate students.

•
To be responsible for the appointment of supervisory committees.

•
To be responsible for the evaluation of graduate student progress.

•
The committee chair shall represent the Department on the Faculty of Science Graduate Studies Committee and the Senate Graduate Studies Committee.  

4.8
Tenure and Promotion Committee


The election of, and terms of reference for, a Department Tenure Committee (c) shall be in accordance with SFU Policy A11.01. 


4.9   Equipment Committee

4.9.1
Membership

•
Three faculty members 

•
One graduate student.

•
One undergraduate student.

•
Department Senior Technician,   and 

•
Departmental Assistant, non-voting.  

4.9.2
Terms of Reference
•
Recommend equipment priorities to the Department Chair.


4.10  Library Committee

4.10.1
Membership

•
One faculty member who will be the Chair.

•
One graduate student.

4.10.2
Terms of Reference

•
The Chair of the Committee shall liaise with Library personnel, and shall serve on the Faculty of Science Library Users' Committee.

•
Determine the Department's current and future library needs.
•
Be responsible for library orders and for receiving and acting upon suggestions for acquisitions, and computerized or network issues concerning access to information controlled for the University through or by the Library.

4.11
Guest Lecturers Committee

4.11.1 Membership

•
One faculty member 

•
One graduate student 

•
The Graduate Studies Secretary

4.11.2 Terms of Reference

•
To solicit guest speaker suggestions from members of the department.

•
To schedule and advertise guest speakers.

•
When appropriate, to organize details of travel, accommodation, honoraria, etc. for guest speakers.

4.12
Budget Committee

4.12.1 Membership

•
The Department Chair who will chair the committee.

•
Two faculty members

•
The Departmental Assistant

4.12.2 Terms of Reference

•
To review the Department operating budget

•
To advise the Department Chair on budget management issues
4.12 Outreach Committee 

4.12.1 Membership

· One faculty member

· One graduate student
· One undergraduate student

· Department Resource Specialist

4.12.2 Terms of Reference

· To advise the Department on outreach strategies

· To coordinate departmental efforts for outreach


4.13  Nominating Committee

4.13.1
Membership

•
One faculty member
4.13.2
Terms of Reference

•
To represent the Department in the Faculty of Science 
•
To seek nominations for and coordinate nominations of faculty for awards, etc. within the university. 


4.14  Appointments Committee

4.14.1 Appointments Committee Membership

•
For faculty appointments, the committee will consist of all continuing faculty members of the Department. 

· For staff appointments, the committee will consist of the Department Chair, the Departmental Assistant, and some subset of the faculty as approved by the Chair.  

 4.14.2 Search Committee


•
A Search Committee, comprised of a subset of faculty on the Appointment Committee and the Department Chair, may be struck by the Department Chair to make recommendations for short lists of candidates.

4.14.3 Terms of Reference for Appointments Committee
•
The Chair of the Department shall chair the committee unless the Dean approves an alternative arrangement (A.10.01).

· Advise and consult with the Chair on department staffing needs and on the initiation of hiring procedures for authorized tenure-track positions.

•
The Department Chair shall consult with the Appointments Committee on recommendations for the appointment of lecturers, lab instructors and limited-term faculty.

· We are required to have something in here on who can vote. University policy. Essentially, VP legal has indicated that only those members of the search committee and appointments committee who are fully informed of all aspects of the candidate’s interview may vote. This means that if you were absent from a research presentation or teaching lecture, or a formal interview that you may not vote. Of course, if you were able to view a video tape of the presentation / lecture, that is considered equivalent to actually being there. 
•
Appointments of Adjunct Professors and Associate Members can be initiated by any faculty member but must be approved by the Department Meeting. Nominations for Adjunct Professors and Associate Members (consisting of the candidate's CV and a sponsoring cover letter) will be circulated to the Department at least two weeks prior to the Department Meeting at which the motion for appointment is presented for a vote.

4.14.4 Terms of Reference for the Search Committee

•
The Chair of the Department shall chair the committee

· Aid in examining and short-listing candidates for Department consideration.

•
Arrange candidate interview schedules.

•
Present the name of a recommended candidate or a ranked list of candidates for Department approval.
5.
Establishment of Subcommittees and Ad Hoc Committees

5.1
All such committees are intended to be temporary and shall perform functions or conduct enquiries not normally in the purview of standing committees.
5.2
The Department Chair may from time to time establish ad hoc department committees as necessary.

5.3
Standing Department Committees may from time to time establish such subcommittees or ad hoc subcommittees, as they deem necessary.

5.4
Membership in such committees may be of whatever composition and number needed to fulfil the charge given them.


5.5 Space Committee

5.5.1
Membership

•
The committee chair as appointed by the Department Chair, two faculty members, one of whom will be a lecturer or senior lecturer.

· The Department Chair (ex-officio)

•
The Department Senior Technician

5.5.2
Terms of Reference

•
To advise the Chair on Departmental space. 

5.6 Plotter Committee

5.5.1
Membership

•
One faculty member who also sits on the Equipment Committee.

· The Department Chair (ex-officio)

•
The Department Senior Technician

5.5.2
Terms of Reference

· To oversee the operation of the Departmental Plotters

· To report usage to the Department Chair on a regular basis

· To recommend plotter usage fees.


6.
Faculty of Science Committees

6.1  Environmental Science Steering Committee

6.1.1 Membership

•
One faculty member, to be appointed by the Chair but approved by the Dean of Science
 6.1.2 Terms of Reference

•
To act as the Departmental representative on the Faculty of Science Environmental Science Steering Committee

· To attend to issues pertaining to, and to oversee curriculum implementation in the Earth Sciences’  “stream” (currently Pollutant Transport)


7.     Amendment of Department Rules & Procedures

7.1
Amendments to these Rules & Procedures may be proposed by any member of the Department Meeting.  

8.
Periodic Review

8.1
The Department shall review these Rules & Procedures at least once every five years, and shall either ratify or amend and ratify them for a further five-year period.

9.
Miscellaneous Policies by Authority of the Department Meeting

9.1 Policies Pertaining to the Graduate Studies Program

9.1.1  Normally, graduate students will only be admitted to the graduate program in


Earth Sciences if the Department can financially support them for two years


through some funding combination of: 

•
teaching assistantships;

•
graduate fellowships;

•
scholarships;

•
or research-grant funded assistantships.

Exceptions to this provision include acceptance of "part-time" or other students with partial funding; such students will be accepted if they sign a Departmental "memo of understanding" specifying this circumstance. 


9.1.2
Graduate students who meet the standards of admission set by the Program and the University, and who will be eligible to receive employment as teaching assistants, will be admitted to the Program with the intention of ensuring an even distribution of TA-funded graduate students among the faculty.

9.1.3 Students of endowed chairs should be supported by research funds of the endowed chairs or by external means such as scholarships.  In the interest of providing some teaching experience for the graduate students of endowed chairs, a maximum of one semester of full TA support per year will be allocated to each chair.  TA support allocated to an endowed chair may be divided among the students of that chair.  Additional TA-ships may be granted to students of endowed chairs on a semester-by-semester basis, when TA-positions are available, and after the obligations of the Department to other graduate students have been met. 


9.1.4 Up to $100.00 per graduate student will be available for reimbursable expenses for conference travel if they present a paper.  A travel reimbursement may only be claimed once during tenure in their degree program. Students should be directed to fill out a Travel and Expense form and submit that form and all receipts to the Departmental Assistant after the expense has been incurred.  
9.1.5
Expense Claims for M.Sc. and Ph.D. External Examiners 

M.Sc Defense Expenses

· For M.Sc. Public Examiners, the Department of Earth Sciences will contribute up to a maximum of $150 to expenses associated with a defense. Typical expenses include travel (mileage, taxi or ferry costs), and parking.

· Maximum limits for External Examiner from:

· Within Simon Fraser University:  NIL

· Lower Mainland:  $50

· Outside Lower Mainland:  $125
· The supervisor may claim up to $25 for lunch for those examiners traveling from outside the lower mainland.

· Expenses over this limit are the responsibility of the Senior Supervisor.  External examiners will be provided with expense claim forms by the Graduate Secretary and the claims will be submitted directly to the Department.  

PhD. Defense Expenses

· For Ph.D. External Examiners, typical expenses may include:  travel and accommodation; and videoconferencing or teleconferencing charges.  As per the Dean of Graduate Studies policy, DGS will pay a $150 honorarium, and will contribute up to $700 for expenses associated with the defense.  

· In addition the Department of Earth Sciences will contribute up to a maximum of $250.  Any expenses over these limits are the responsibility of the Senior Supervisor. 

· All expenses for Ph.D.  defenses will be administered by the Dean of Graduate Studies.  
9.2 Policies Pertaining to Departmental Vehicles

9.2.1  Mileage Charges

The following policy was passed in the Departmental Meeting on February 6, 2006.

1. For EASC field schools (EASC 306, EASC 406), the rate for use of departmental vehicles (vans, bus and truck) is the cost of gas plus $0.05 per kilometre. 

2. For teaching-related field trips of 2 days or more, the rate for use of departmental vehicles (vans, bus and truck) is either a) the cost of gas plus $0.05 per kilometre or b) $0.30 per kilometre, whichever is less.
3. For teaching-related field trips of 1 day or less, the rate for use of departmental vehicles (vans, bus and truck) is $0.30 per kilometre.
4. For non-teaching (i.e. research, or non-curriculum) related trips, the rate for use of departmental vehicles (vans, bus and truck) is $0.30 per kilometre.
Gas will be paid for by the department.  A Departmental credit card is available.

Vehicles are NOT to be used for personal business.  If fuel prices continue to rise the department will revisit the mileage rates.

Appendix 1 (Revised May, 2005)

POLICIES BY AUTHORITY OF THE DEPARTMENT CHAIR (Allen)

1.0
Faculty Workload

1.1
The normal teaching workload in the Department is:  

•
In accordance with University policy, each tenured or tenure-track faculty member will teach the equivalent of 4 courses per year.  These will include not less than two undergraduate courses (normally >10 students/course).

•
The normal teaching load of regularly scheduled undergraduate courses is 2.5 courses per year (alternating 2 and 3 courses over each biennium) plus one regularly-scheduled graduate course to be taught once every second year, giving an average of 3 courses per year.

•
1 course equivalent load will be credited for all teaching activity not included in the other three courses (e.g., directed readings, honors thesis supervision, teaching undersize classes, graduate supervision, administration related to teaching, etc) provided there is evidence of such teaching activity;
1.2
New appointees to regular academic positions in Earth Sciences will teach only one undergraduate course in the first year of appointment, normally in the second semester, and two undergraduate courses per year in subsequent years up to the year prior (year 4) to the tenure consideration year.

2.0   Space Allocation

2.1 Graduate Student Offices

Graduate student office space will be allocated by the Department according to the following criteria as determined by the Department Chair. The space will be administered by the Department Technician.
·   At the end of each semester, each faculty member with new graduate students for the next semester may submit a request for space to the Department.

·   Space in common rooms (i.e., grad student offices) will be allocated equitably based on requests.

·   Faculty members who chose provide a desk for their students in their lab will not be given additional space in the common room. 

·   If additional office space is available in the common offices, then the faculty member with the greatest need for space will be offered one additional space, followed directly by the faculty member with the second greatest need for space. Additional space will not be given to a single faculty member to accommodate all his/her graduate students unless the needs of other faculty are met.

· If a faculty member obtains additional space in the common offices, there is no guarantee that the space will continue to remain available. Thus, a student may be asked to vacate the common office.

·   Every attempt will be made to allocate space for graduate students based on area of expertise so as to promote collaboration.

3.0 Budgetary
3.1 Departmental Seminar Series – Invited Speakers

The Chair will establish a budget for Departmental Seminar Series each fiscal year.  For FY 2005/2006 it is set for $1500.00, an increase of $700 over last fiscal year.  The Chair of the Guest Lecturer Committee may approve lunches and other expenses within the fiscal budget.

Travel is limited to a maximum of $125 for external speakers outside of the Lower Mainland and to a maximum of $50 for external speakers in the Lower Mainland.  No reimbursement for internal (SFU) speakers.

The host faculty member may claim lunch purchased for the external speaker and the host faculty member at the pub or DUC to a maximum of $25.00.

3.2 Curriculum-Related Field Schools and Field Trips


3.2.1 Class 4 Drivers License

· All field schools/trips will normally require a minimum of two drivers with BC Class 4 drivers licenses (or equivalent).

· The Department will reimburse individuals for expenses incurred (i.e., medical and licensing fees) in obtaining (first and subsequent) a BC Class 4 Driver’s license (or equivalent). 

· Teaching Assistants (TAs) identified and designated by the Department Chair who are required to hold the above license for teaching-related duties will be reimbursed on a case by case basis.


3.2.2 First Aid Training

· All field schools/trips will require a minimum of one person with First Aid Training. 

· The Department will reimburse Faculty and Staff to obtain Transportation Endorsement and First Aid training (first and subsequent) for teaching purposes if a passing grade is obtained.

· Teaching Assistants (TAs) identified and designated by the Department Chair who are required to hold the above certifications for teaching-related purposes will be reimbursed on a case by case basis.

5.0  Amendment of Appendix 1 Policies


4.1
All policies in Appendix 1 are subject to change by the Department Chair, particularly at the time a new Chair is elected to the office.
�Budget Committee is never used. I have used it once or twice, but when I served on this committee, we never had a meeting. The budget is fixed by the Dean’s office. M. Plischke recommends cutting


�The Dean of Science Office requires a representative from our Department. Does this really need to be a committee or can I just appoint someone annually on an ad hoc basis.


�Have received suggestions that perhaps the chair should serve a three year term. For discussion.


�Simply not workable under most cases


�Redundant. See terms of reference following


�Would need to be amended if we want longer term Chair appointments


�if a person serves for 2 years as chair there will not be a past chair for one of those years


�if a person serves for 2 years as chair there will not be a past chair for one of those years


�I copied this statement from 3.3.


�Provide logistical support to this committee


�Suggestion from Derek


�New? Or dump?


�new


�Just not practical to seek departmental approval for staff positions as we often have temporary appointments.


�Both of these could be moved to standing committees as they are currently just adhoc.


�This is new, just formalizing what we already have.


�This entire section needs re-writing as we no longer require the Department to assure funding to students. The policy has been revised by the Grad Studies Committee. Perhaps it does not need to go in here. 
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