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The University and the College of Arts & Humanities have mandated to the Department
responsibility for implementing and administering a variety of instructional and other programs,
including degree-granting programs at the undergraduate and graduate levels, service to the
University core, and research and professional responsibilities in the discipline of history.

This Manual and the companion Manual for Graduate Studies outline the organization,
policies, and procedures, and programs through which the Department exercises its mandated
responsibilities. The provisions of the two manuals constitute Department policy; and officers,
committees, and members of the Department shall adhere to them in the exercise of their duties
and responsibilities.

The purpose of the Department is to fulfill its responsibilities to the University and to its
students, faculty, and staff. In pursuing that purpose, the Department commits itself to open
inquiry and learning, to excellence in teaching, research, and professional activity, and to
collegiality among and between students, faculty, and staff.
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Department of History
University of Hawai'i at Manoa

Departmental Organization and Governance

I. Organization

Preface: Organization is properly a function of duties, responsibilities, and objectives. To insure
the effective operation of its degree programs, professional endeavors, and service obligations, the
Department depends upon an organizational structure that consists chiefly of officers, committees
and departmental meetings, as well as the efforts of individual faculty, staff, and students.

A. Department Officers: Department officers are members of the faculty who have
administrative duties and oversight responsibilities. They are as follows:

* Chair. Section lI-B of this document specifies the duties and responsibilities of this
office.

» Associate Chair and Chair of the Graduate Faculty. The Manual for Graduate
Studies specifies the duties and responsibilities of this office.

» Coordinator of Undergraduate Advising. Section I1I of this document specifies the
duties and responsibilities of this office.

Since the Dean of Arts & Humanities appoints the Department Chair, the Chair is
responsible to the College and University administrations, as well as to the Department,
for fulfilling the responsibilities and duties of the office. The Department Chair appoints
all other officers, who are responsible to the Chair, and in the case of the Chair of the
Graduate Faculty to the Dean of the Graduate Division, for fulfilling the responsibilities
and duties of the offices they occupy.

B. Standing Committees: In consonance with the principle of collegiality, standing
committees play a major role in departmental governance. At the beginning of each
academic year, the Department Chair shall appoint, or reappoint, members of standing
committees for the academic year, except as specified elsewhere in this Manual,
including the Manual for Graduate Studies. Standing committees are advisory to the
Department Chair—in some cases to the Chair of the Graduate Faculty—and through these
offices to the Department itself. Whenever appropriate, the Department Chair will bring
standing committee recommendations to the attention of the Department for review and
action.

The standing committees of the Department are:



* Department Personnel Committee. The Faculty Personnel Policy document,
included in this Manual, specifies the constitution, duties, and responsibilities of this
Committee.

» Teaching Assistant Selection and Oversight Committee. The Graduate Assistants
and Assistantships document in the Manual for Graduate Studies specifies the
constitution, duties, and responsibilities of this Committee.

* Graduate Admissions and Advisory Committee. The Graduate Admissions and
Oversight of Graduate Studies document in the Manual for Graduate Studies
specifies the constitution, duties, and responsibilities of this Committee.

* Curriculum Committee. Section IV of this document specifies the constitution,
duties, and responsibilities of this Committee.

= Space Committee. The Policy on Space Usage and Allocation document, included
in this Manual, specifies the constitution, duties, and responsibilities of this
Committee.

= Assessment Committee. Section V of this document specifies the constitution,
duties, and responsibilities of this Committee.

* Ad Hoc Committees: From time to time as necessary or desirable, the Department
may authorize and/or the Department Chair may appoint ad hoc committees to deal
with or recommend decisions or actions on specific issues or problems that arise.

II. Governance

Preface: The basic principle of academic governance is collegiality, the basic ideal consensus
through reasoned discussion. The Department invites and expects faculty members to participate
in governance by, among other things, attending Department meetings, serving on committees,
and otherwise participating in the exercise of departmental obligations and departmental
decision-making. The Department also invites and expects members to do this voluntarily,
collegially, and in accordance with individual interests, talents, and expertise.

A. Department Meetings: The basic instrument of Department governance and decision-
making is the Department meeting. Held at the call of the Chair at least once a month
during the academic year, the meeting is the arena in which the faculty discuss issues, air
differences, and make decisions. The Department obligates members of the tenured or
tenure-track faculty to attend Department meetings, and invites lecturers, teaching
assistants, and graduate students to attend as observers, except when matters relating to
faculty personnel are discussed. The Department Chair, who makes out the agenda for



each meeting, shall place anything related to the well-being of the Department or within
the purview of departmental responsibility on the agenda, including anything of
meaningful concern to individual members of the faculty who request that a concern be
discussed at a Department meeting.

The Chair shall preside over Department meetings, or in the Chair’s absence, the Associate
Chair. The newest member of the faculty shall serve as recorder of the proceedings of
each meeting, and shall prepare, for approval by the Chair, and circulation to the faculty,
minutes of each meeting. The Department will correct the minutes as circulated, if
necessary, and accept them at the next meeting. The Department Secretary shall file the
accepted minutes for later reference by members of the faculty. The minutes shall list
faculty members present and absent at the meeting, and record all decisions

made and actions taken.

To insure that teaching assistants (TAs) are informed about departmental affairs, the TAs
shall elect one of their number to represent them as a non-voting observer at Department
meetings. The election shall be held at the end of each academic year for a representative
the succeeding year. The representative so elected shall be obligated to attend

Department meetings; shall receive all information that faculty members receive
concerning matters discussed in the meetings, except information pertaining to faculty
personnel; and shall keep TAs informed about matters discussed and actions taken at
Department meetings.

. Department Chair. The Department Chair is the chief administrative and oversight
officer of the Department. The Chair’s duties are to:

 Insure that the Department fulfills the duties and responsibilities mandated to it, and
that its programs of study are sufficient in quantity and quality to accomplish that
mandate within the resources allocated by the University;

= Oversee the day-to-day administration and functioning of the Department, including
Department officers, the Department office and secretaries, physical facilities and
resources, and the expenditure of operating funds;

* Implement and adhere to departmental policies, procedures, and regulations;

* Represent the Department and its interests in dealings with College and University
authorities, and in responding to requests from outside the University;

» Alert the Department to actual or potential threats to its interests, and undertake to
meet or otherwise deal with such threats;

¢ Assist the faculty in matters involving administrative action or paperwork, including
applications for funding, personnel actions, leave requests, and dealings with
University bureaucracies;



» Facilitate the professional activities of the faculty;

* Assist students in academic and administrative matters within the purview of
departmental responsibilities; and

* Handle student and faculty grievances.

C. The Chair. The chair is appointed, usually for a three-year term, by the Dean of Arts and
Humanities after consultation with the faculty. The consultation is in the form of a written
request from the Dean to each member of the faculty to recommend a colleague for
appointment as Chair. To insure that the faculty have a contributing voice in the
appointment, the Department shall, in advance of the Dean’s consultation, conduct an
election for a new Chair, and then urge all members of the faculty to recommend the
winner of the election to the Dean.

The Department shall conduct the election according to the following procedure and
schedule: In December of the academic year in which a new Chair is to be selected, the
incumbent Chair shall designate an election administrator from among the faculty
members who are unwilling to stand for election. In mid-January, the administrator shall
ask the faculty for nominations, each nomination to be signed by two members of the
faculty, no member signing more than two nominations. After the first of February,

when nominations are closed, the administrator shall ask each member nominated whether
he or she is willing to stand for election. The administrator shall remove from the list of
nominees the names of those unwilling to so stand, and shall inform the faculty of the
nominees unwilling to stand for election as well as the names of the remaining nominees.

Each remaining nominee may submit to the administrator a statement of purpose in
standing for election, which statement the administrator will distribute to the faculty. The
administrator shall distribute ballots to the faculty, and at a convenient period in March
designated by the administrator, the faculty shall vote on the candidate standing for
election. If no candidate receives a majority of the votes cast, the candidate with the
fewest votes shall be removed from the voting list and the vote repeated; and that process
shall be repeated until one of the candidates receives a majority of the votes cast. The
administrator shall make a reasonable effort to enable absent faculty members to vote in
the election(s), and their voting may be by mail, telephone, e-mail, or fax to the
administrator. All other voting shall be by secret ballot, and the administrator shall
announce the time and place for opening and counting the ballots, and permit members of
the faculty to observe the opening and counting. The election administrator shall inform
the faculty of the results of the voting.

II1. Undergraduate Advising: Advising undergraduate majors and minors is a basic
responsibility of the faculty, and all tenured and tenure-track faculty, except those in their
first year in the Department, shall participate in it. To oversee the advising process, the



Department Chair shall appoint a Coordinator of Undergraduate Advising, whose duties are
to:

« Assign each new undergraduate major or minor a faculty advisor. In doing so the
Coordinator shall consider the student’s request, if any, to be assigned to a specific
faculty member; the area, field, or period of the student’s historical interests; and
equitably spreading the number of advisees among the faculty.

» Assist students in completing the Declaration of Major form, and advise students
declaring a minor in History;

» Process undergraduate course equivalence requests for transfer credit;

* Maintain a current list of advisees and their advisors; and reassign advisees when their
advisors go on leave;

» Serve as Department liaison with College and University agencies and officials
concerned with undergraduate advising;

* Maintain a current file of advising information concerning undergraduate advising;

« Advise the Department and Department Chair on matters related to undergraduate
advising.

Faculty advisors are obligated to keep abreast of information and procedures necessary for
properly advising undergraduate majors and minors, including registration procedures,
requirements for majoring or minoring in History, graduation requirements, and proper
processing of forms.

IV. Curriculum Committee. The Department Curriculum Committee shall consist of five
members appointed by the Department Chair. The Committee shall elect its own chair, and
work according to procedures of its own devising. The primary duties of the Committee are
to review proposals for new courses and for cross-listing courses at all levels of the
curriculum, and make recommendations to the Department Chair concerning the proposals.
The Committee will similarly review and make recommendations concerning substantive
changes in the undergraduate curriculum, including changes in the organization or
requirements for the undergraduate major or minor. Substantive changes in the graduate
curriculum are the responsibility of the Graduate Admissions and Advisory Committee.

V. Assessment Committee. The Department Assessment Committee shall consist of six
members appointed by the Department Chair. The Committee shall elect its own chair, and
work according to procedures of its own devising. The primary duties of the Committee are
to devise and implement tools for reviewing the undergraduate and graduate programs,
conduct regular reviews using these tools, and make recommendations to the Department
regarding changes to improve the undergraduate and graduate programs. The Committee
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members should be aware of, and respond to, university and WASC accrediting standards
and procedures regarding assessment. Such assessment is separate from curriculum
development and different from student evaluations of courses, grades, or reviews of faculty
performance; rather, such assessment evaluates the design of the undergraduate major and the
graduate program and whether the actual outcomes (e.g., the History 496 Senior Thesis)
reflect the historical skills faculty believe an undergraduate History major should attain.



Faculty Personnel Policy

Preface: This document constitutes the faculty personnel policy of the Department of History.
The objectives of the policy are to ensure the professional standards of the Department; to
protect the interests of the Department and of faculty members during personnel actions; and to
spell out the terms of departmental governance in matters relating to faculty personnel. The
provisions specified herein are subject to relevant policies and procedures of the University and
of the College of Arts & Humanities as well as contractual agreements between the Board of
Regents and the University of Hawaii Professional Assembly.

I. Department Personnel Committee
A. Composition and Duties:

a. The Department Personnel Committee (DPC) shall consist of all members of the
faculty who are tenured, except the Department Chair, and it shall perform such
duties as are stipulated in this manual. The DPC makes recommendations
regarding contract renewals of assistant professors as well as recommendations
regarding the promotion of assistant professors to the rank of associate professor
with tenure following special plenary meetings of the tenured faculty. It also
makes recommendations regarding the question of whether faculty hired at the
rank of associate professor are deserving of tenure.

b. Recommendations regarding the promotion of associate professors to the rank of
full professor are made by an independent subcommittee of the DPC comprised
only of the department’s full professors (but not the Department Chair) following
special meetings of full professors. This subcommittee -- the DPC Subcommittee
of Full Professors -- also makes recommendations regarding the tenure of faculty
hired at the rank of full professor.

c. The composition and duties of the DPC and the DPC Subcommittee of Full
Professors ensure that all promotion and tenure cases in the Department are to be
voted on only by department members at and above the rank to which candidates
are prospectively to be promoted. Members of both bodies have the responsibility
of assuring that the scholarship, teaching, and service of such candidates are of
the quality and quantity to meet criteria as stipulated in this manual. They are
therefore expected to familiarize themselves with the dossiers of the candidates
and attend all relevant meetings. Faculty members who are on sabbatical or other
leave are eligible to serve on the bodies provided they are able to review dossiers
and attend the appropriate meetings.




B. Responsibilities of Department Chair: The Department Chair shall bring relevant
matters to the attention of the DPC at appropriate times. The Chair shall consult with and
be advised by the DPC on matters concerning personnel policy, including tenure,
promotion, and contract renewal; temporary and summer session hirings; and applications
for emeritus status and for merit pay increases.

C. DPC Chair and Subcommittee Chair:

a. The DPC shall elect its own chair annually, in April, for the upcoming academic
year, and outgoing chairs shall be eligible for reelection. The DPC Chair shall
consult closely with the Department Chair concerning personnel matters, policies,
and actions, preside over DPC meetings, and keep the DPC informed of personnel
matters. The DPC Chair shall also be responsible for keeping minutes of all
actions and recommendations made by the DPC, and for making a written report of
the Committee’s evaluations and recommendations. The DPC Chair’s written
report shall reflect the majority and minority views of the tenured faculty and
must be approved by the tenured faculty.

b. The DPC Subcommittee of Full Professors shall elect its own chairperson, who
must be a member of the Subcommittee and thus be a full professor. The
Subcommittee may elect as its chairperson the same individual who serves as
Chair of the larger personnel committee provided that he or she is a full professor,
and the individual shall be eligible for reelection. The Chair of the Subcommittee
shall have the same responsibilities outlined in the preceding paragraph but will
handle only matters relevant to the promotion of associate professors and/or the
tenure of faculty hired at the rank of full professor.

D. Procedures: The DPC and the independent Subcommittee of Full Professors shall
recetve and consider requests for personnel actions according to procedures adopted by
their members and in accordance with all relevant language in this manual. DPC activities
must be consistent with University standards and procedures as well as provisions of
contractual agreements between the Board of Regents and the University of Hawaii
Professional Association. The DPC and the Subcommittee of Full Professors make
recommendations on all personnel matters within their jurisdiction. Procedures must
provide for secret ballot voting (the two-envelope system) at all final votes on all
personnel decisions, and for the orderly and confidential review of dossiers.

I1. Faculty Hiring
A. Tenure-Track Appointments
1. Authorizations: The Department shall decide its priorities in faculty hirings by
majority vote. The College will authorize the Department to hire new faculty,

however, only through negotiation. Once the College authorizes a hiring, the
Department shall spell out desirable subfield(s) and necessary and desirable
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qualifications the successful candidate should have. If the position is to include
the teaching of History 151and/or 152, the Department will specify that fact by
majority vote, the advertisement for the position will include that specification,
and the individual hired shall be obligated to teach the specified course(s)
regularly as needed.

Search Committees: The Department Chair shall appoint a search committee for
each individual hiring. Each search committee shall consist of at least five
members, one of whom the Department Chair shall designate as chair and charge
with responsibility for protecting the Department’s interest in the hiring. Every
search committee shall, if possible, include a representative of the faculty in the
area of study in which the hiring is being done.

a. The Department Chair shall be an ex-officio member of all search
committees, and shall be responsible for advertising the position, for
acting as liaison with the Dean of Arts & Humanities in matters relating to
the hiring, for arranging interviews with candidates, and for negotiating
contract terms with the Dean and successful candidates.

b. Search committees shall screen and evaluate applicants according to
processes adopted by their members. Search committee members,
however, obligate themselves to read and evaluate the materials in each
applicant’s dossier—if they do not do so, they should remove themselves
from the committee. The committee shall select the applicants best
qualified for the position as advertised, and the applicants thus selected,
usually no more than six, shall be interviewed.

Interviewing Candidates: When possible, the interviews will occur at the annual
convention of the American Historical Association in January, though they may
occur at other professional conventions job applicants may reasonably be
expected to attend. The Department Chair and the search committee chair shall, if
possible, participate in the interviews, and, if possible, at least two additional
members of the faculty shall do so. The Department shall hire no one for a
tenure-track appointment who has not been recommended by a search committee
and interviewed with positive results by at least two members of the faculty.

Department Action: As soon as practicable after the interviews, the search
committee shall meet to hear reports of the interviewers; select the best three to
five candidates for the position; and recommend those candidates in rank order to
the Department. Before the Department meets to consider the recommendation,
the Chair shall make available to the faculty the dossiers of the recommended
candidates. In scheduling a Department meeting to consider the recommendation,
the Chair shall permit ample time for members to study the candidates’ dossiers.

If the Dean of Arts & Humanities makes available funds for one or more
candidates to visit the campus, the invitation(s) shall be according to the rank
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order recommended by the search committee, and the visits shall occur before the
Department acts on the search committee recommendation.

Members of the faculty who vote on hirings of new faculty members obligate
themselves to study each candidate’s dossier, including the manuscripts and
publications contained therein. Those who do not do so should excuse themselves
from the vote.

At the Department meeting called to consider the candidates, members of the search
committee, and the interviewers, shall report on each of the recommended
candidates, detailing the qualifications and suitabilities of each, and the bases for the
recommendation. If candidates have visited the campus, the faculty members shall
present their impressions. The Department shall discuss the candidates, and act on
the search committee recommendation by majority vote. The Department may
accept the recommendation, including the rank order; accept the recommendation
but modify the rank order; and/or reject one or all of the candidates as unacceptable.
The names of candidates voted unacceptable shall receive no further consideration.

In making its own ranking of candidates, the Department shall vote for a first choice
of those recommended, then for a second choice, and so on through the list of
acceptable, recommended candidates. In each case, the candidate with the highest
number of votes shall “win,” and the resulting ranking shall constitute the
Department’s decision in the hiring procedure.

The Department Chair shall recommend the successful candidate(s) to the Dean of
Arts & Humanities, according to College directives. The Chair and the Dean shall
negotiate a salary offer based on the successful candidate’s qualifications and
experience, and the Chair shall offer an appointment to the successful candidate. If
the first choice declines, the Chair shall, in consultation with and approval of the
Dean, repeat the process with the second choice, and so on down the rank order of
the candidates recommended to the Dean. If no recommended candidate accepts an
offer of appointment, the Department, with the Dean’s approval, shall repeat the
search.

B. Non-Tenure-Track Appointments

Temporary Hirings: Faculty members with temporary appointments include
visiting professors, lecturers, and summer-session visitors.

a. Visiting professors are members of the faculty of other institutions invited to
teach in the Department, usually for a year or a semester, and usually because
of their expertise in a field of study of importance to the Department. The
Department shall invite visiting professors by name rather than as a result of
a screening process, usually to replace a member of the faculty who is away
but whose courses must be taught because of student demand. Any member
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of the faculty may nominate a visiting professor, but the appointment
depends upon the availability of a position and approval of the Department
and of the Dean of Arts & Humanities. When positions are available, the
Department encourages the appointment of visiting professors as a means of
providing students with exposure to varied viewpoints and approaches to

history.

b. Lecturers are faculty hired to meet temporary needs. As a rule, they teach
courses as replacements for regular faculty who are unavailable to teach
the courses. The Department Chair shall appoint lecturers, including those
who teach Outreach College courses, as the need arises and the Dean of Arts
& Humanities approves, but shall do so in consultation with the DPC and, for
lecturers teaching History 151 and/or History 152, in consultation with the
Director of the World History Program.

c. To qualify for appointment as a lecturer, an individual must apply to the
Department in response to an advertisement for lecturers. The DPC shall
screen all applicants for lecturer positions, and recommend to the
Department Chair those who qualify for the lecturer pool. Only
individuals who go through this application and screening process may, by
University regulations, be appointed lecturers.

d. The Department Chair shall also appoint summer session visitors in
consultation with the DPC, and, for those who teach History 151 and/or
History 152, in consultation with the Director of the World History
Program. The Department welcomes summer school visitors as a means of
providing students with exposure to varied viewpoints and approaches to
history.

e. The following order of priorities shall govern appointment of summer school
visitors: (a) current and retired members of the faculty; (b) historians of
distinction who are nominated by members of the faculty and who qualify to
teach courses likely to draw sufficient enrollment; (c) other historians of
distinction who request appointment and who meet the
criteria just noted; (d) ABDs currently enrolled in the Department but no
longer eligible for teaching assistantships; and (e) Ph.D. graduates of the
Department who request appointment.

f. When requested by the DPC or the Director of the World History Program
in the consultation process, the Department Chair shall make available
curriculum vitas of prospective lecturers and summer session visitors. The
minimum qualification for lecturers and summer session visitors shall be
candidacy for the Ph.D. (that is, ABD status).

g. The Department may at its discretion accept individuals as affiliate or
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