


Faculty Conference with the Department Chair Template

All department chairs are required to conduct faculty conferences annually with faculty per the schedule for each faculty rank and guidelines given in the faculty code (see Section 24-55). This document is meant as a guide for department chairs on a) meeting discussion content and b) written documentation of these reviews. Units should adapt this template to their local needs, adding categories for assessment and tracking. 

In the annual review, the chair, dean, or designee and the faculty member discuss and identify any specific duties and responsibilities expected of, and resources available to, the faculty member during the coming year(s), taking into account the academic functions described in Section 24-32. The chair, dean, or designee should make specific suggestions, as necessary, to improve or aid the faculty member’s work.

Prior to review, at minimum, department chairs ask each faculty member to submit updated curriculum vita. As well, the faculty code outlines review across three categories: Scholarship (e.g. research, practice, and teaching scholarly products), Teaching (e.g. classroom-, clinic-, field- based teaching), and service (e.g. University, Community, Professional, Leadership, Inclusive Excellence). 

Department Chair __________________________
Faculty Member ____________________________
Academic Position/Rank______________________
Date of Review______________________________

Scholarship
· Activity (e.g. Books, Papers, Conference Presentations, Community Workshop/Roundtable Agendas, Awards, Other Scholarly Output)
· Key Accomplishments
· Growth areas/Career Development

Teaching 
[Please see updated text in faculty code (Section 24-32) dated February 18, 2025, and background from faculty senate.]
· Activity (list of formal/informal teaching roles and dates, evaluation, response to evaluation; students mentored/graduated)
· Key Accomplishments
· Growth areas/Career Development

Service
· Activity (roles and dates)
· Key Accomplishments
· Growth areas/Career Development

Overall
· Issues
· Comments
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