New Department Manager Training/Orientations

Draft – April 2008


Areas to master

Academic Personnel Actions

· AHR workshops

· DivData; Nancy Degnan and Leslie; divisional assistance

· Faculty recruitments – learn as you go; DivData provides some framework; the intial prep (job announcement; advertising) is most difficult and not covered anywhere

Curriculum Leave Planning

· Sabbatical Leave Requests start the process in fall quarter

· CLP database provides some direction

· Faculty generate courses/quarter to be taught

· Look back at previous years’ TAS budgets

· Catalog copy/courses follow the CLP process

· Some managers created their own tracking systems (prior to current CLP)

· CLP easier for departments whose curriculum is relatively the same year to year

· How CLP relates to the budget (Temporary Academic Salaries)

· Appointment of Teaching Assistants

Budget

Generally this can be a difficult area for those who have had no previous experience with university business procedures.

· Training “tools”:

· Previous files

· Shadow systems (may be more confusing)

· Stack of ledgers

· InfoView

· TAS budget reports

Staffing/Supervision

· Easier for those with related experience

· Advising Recruitment/Hiring materials available


Department Chair Support Issues

· Is the department chair new to the appointment or an experienced chair?

· Does the department chair require training?

· Is APO training available?

· What is the department chair’s management style?

· How are faculty meetings run?

· Who sets the agenda for faculty meetings?

· How often does manager meet with the department chair?

· What is the level of department chair support for training and staff development for the department manager?

· Department sub-committees?

· Does department chair appoint sub-committees? When?

· Who are the members?

· Are there chairs for each sub-committee

· Level of faculty participation in departmental affairs

· Bylaw 55 – voting procedures (department specific)

· What is the department chair’s role in academic personnel actions?

Responsibilities of Other Departmental Staff

· Undergraduate Adviser

· Undergraduate program

· History

· Present

· Future -- new and/or proposed programs

· Enrollment management

· Curriculum Planning

· Catalog Copy

· Scheduling of classes

· Outreach for prospective students

· Orientations for new students

· Graduate Adviser

· Graduate program

· History

· Present

· Future -- new and/or proposed programs

· Recruitment & admissions issues

· Funding issues

· Faculty Support Services

· Level of support defined

· Resource issues

· Lab/studio/facilities support

· Who are the players?

· How are faculty involved in these areas?

· Resource issues

Resources available

Mentors/Advisers most commonly available:

· Department Chair

· Division: 

· Assistant Dean

· Business Office

· Curriculum Analyst

· Other department manager(s)

Learning “on-the-job”:

· Departmental files (online and hard-copy)

· UCSC Catalog

· Most recent departmental self-study/external review

· Shadow systems

· Other units:

· AHR – Nancy Degnan

· SHR – Team ?

· Registrar​ -- Margie Claxton, Tchad Sanger

· Planning & Budget – Kimberly Register

· Department manager meetings:

· Divisional

· Campus-wide

· Divisional Liaison (ITS)

· MyUCSC Portal and/or Staff Tookit

· List of new manager accounts and training

Department manager experiences and variables that affect training

· New dept. chair vs. seasoned dept. chair

· Level of divisional support 

· On-campus or off-campus new manager

· Background and experience of new manager (some areas will therefore be “easier”)

· How long the position was open:

· Overlap with previous manager?

· How many deadlines were missed?

· How far behind on projects?

· Are other department staff positions open?

· Need recruitment?

· Need training?

· Which issues are current “problems” for specific department (e.g., budget concerns; external review; faculty recruitments)

· Time of the year hired

How to find time for the large amount of training required?

Introduction/Orientation to the world of department managers

· Someone to greet new manager on first day

· Introduction to the role of department manager

· Overview of the Academic Mission

· Organizational structure

· Departmental

· Divisional

· Campus

· History and politics

· Departmental

· Divisional

· Campus

· Open all necessary accounts

· List of new manager accounts and training

· Introduction to available tools (highlighted in red)

· MyUCSC Portal

· Staff Toolkit

· Deadlines identified

· Department Operations Calendar

· Division specific information

· Guidance on policy interpretations

· Someone to define resources

· Resources available for use by manager

· Resources manager is responsible for

· Overview of Information Technology structure and systems

· Overview of Business operations and budget mysteries:

· FOAPALS

· Accounting Office

· FAST

· Account codes (is there a list?)

· Open P.O.s

· Pro-Cards: who uses them? How are they tracked?

· Overview of Staff and Academic HR offices and differences

· Someone to explain 

· What do we need to know that we don’t know? (in order to be able ask meaningful questions of those who do know!) 

· Is it in our job?

Is it NOT in our job?

Suggestions for other programs for department manager training

· Training program with structured curriculum (see attached draft proposal)

· Identify “required” release time for new department managers within first set period of time (3 weeks; 2 months; 6 months) to be used specifically for training purposes. Divisions must support the “required” nature of this suggestion in order to assure release-time for training and orientation purposes.

· Generate a list of authorized “trainers” from associated units (Tchad, Margie, Nancy Degnan, Kimberly, etc); new managers “required” to meet with each during their orientation period.

· Identify a Senior Manager (with stipend) in each division to train new managers.

· Identify volunteer Subject Matter Experts (SMEs) among whole group of department managers; can be contacted for advice in specific areas. 

· Someone other than dept. mgr. trains new dept. chairs; better chair transition (overlap with previous chair; some direction about passing on files, info, issues)

· Training in each area needs to start at more basic level than the annual workshops. 

For example, Academic Personnel Actions:

· Start at the CALL

· Who is NOT on the CALL

· What are the rules about the “Checklist to Assure Fairness”

· What are the rules about external reviewers

· Training geared to manager who has never done this before.

