
A&S Associate Chair and Program Director Handbook 
A Resource on Roles & Policies 

 
 

 
 
 

  



Table of Contents 
 

I. Overview  
II. Responsibilities for the Colleges 

III. Important Policies  
IV. Student Responsibilities 

-Assigning Advisors 
-Transfer Students 
-Study Abroad 

V. Course Scheduling  
VI. Adjuncts  

VII. Resources 
VIII. Opportunities 

IX. Dean’s Office Contacts 
X. Key Dates 

  



I. Overview 
 
The FCRH and FCLC Deans’ Offices are deeply grateful to you for your service as Associate 
Chairs and Program Directors. You are often the ones who work most closely with our students 
and faculty and who know the most about the different programs of study at Fordham. We rely 
on your expertise and we are grateful for the kindness, patience, and wisdom that you display 
as you carry out your responsibilities.   
 
The purpose of this handbook is to outline the Colleges’ expectations for Associate Chairs and 
Program Directors as well as serve as a practical resource for policies and procedures. This 
handbook will be maintained and updated by the FCRH and FCLC Associate Deans, but your 
input is warmly welcomed. Material will be presented for both Colleges with differences between 
them noted as appropriate. We look forward to offering any assistance or guidance to you and 
the departments/programs and to working closely with you in support of our mission.  

 
II. Responsibilities for the Colleges 
 
Each semester, there are essential tasks that Associate Chairs and Program Directors are 
asked to oversee for the Colleges. These are: 
 
1. Circulation of procedural/reminder memos from the Associate Deans to all instructional staff 
at the beginning and end of each semester. These memos are also sent to all departmental 
administrators. 
 
2. Fordham’s regional accreditor, the Middle States Commission on Higher Education, requires 
that syllabi and final exams for all courses taught be on file and available for review. The Deans’ 
Offices maintain these files for each college. The Colleges ask that Associate Chairs and 
Program Directors monitor this process at the department level and ensure that it is completed 
each semester. The Associate Deans will provide reminders and updates on missing materials 
as needed. Note that FCRH now uses a shared drive to collect these materials – please do not 
send paper copies. 
 
3. Associate Chairs and Program Directors serve as representatives of their departments and 
programs at the respective College Councils. FCRH Council meetings are held on Thursdays 
from 1:00-2:15 approximately three times each semester. FCLC Council meetings are held on 
Thursdays from 11:30-1:00 also approximately three times each semester. Dates will be shared 
by the end of the preceding summer. 
  



III. Important Policies 
 
The Undergraduate Faculty Handbook describes all University and College policies in detail. We 
ask you to work closely with faculty to ensure compliance with the following key policies:  
 
Midterms and Midterm Grades. Midterm exams should only be administered during the 
designated “midterm” period (please see the Colleges’ Academic Calendars for exact dates). 
Instructors are required to submit estimated grades at the end of the midterm period for all 
freshman as well as notice of any upperclassman in danger of failing. 

 
Final Exams. Final exams should only be administered during the designated final exam block 
for the particular class. Instructors are required to utilize this time in some way, even if a final 
exam is not given, and must either provide a copy of the final or the alternative activity to the 
department for collection by the Associate Deans. Students have other commitments during 
Reading Days, including foreign language exams and study sessions, therefore it is not 
permitted to move any finals to times outside of the final exam period. 

 
Grading Deadlines.  
 
 It is imperative, and required, that all grades be submitted on-time. Each semester the 

exact deadlines are sent by Academic Records and the Associate Deans. Please remind 
faculty in your department of these deadlines and their responsibilities. During the fall 
semester, final grades should be submitted within three days of the final. During the 
spring semester, in order to clear students for graduation and attend to all academic 
concerns before students and faculty are away for the summer, grades are requested 
within two days of the final.  

 
 Each semester, students face tremendous difficulties with obtaining transcripts or 

scholarship/financial aid decisions because of missing grades. When grades are missing 
after the end of semester deadline, instructors are notified by the class deans and then 
Associate Deans if there is no initial response. The Associate Deans will cc Chairs and 
Associate Chairs/Program Directors on this correspondence. Once grades are missing 
for an extended period, instructors must submit a “Change of Grade” form to be 
approved by the respective Associate Deans. 

 
ABS/INC Grades. Associate Chairs and Program Directors should be familiar with different 
grade options such as “ABS” and “INC”.  
 
 An ABS (for “absent”) grade is meant to be given when a student misses their final exam 

or does not submit a final assignment due to extenuating circumstances, such as illness 
or death in the family. The student will then have a short window to arrange for approval 
from their class dean and a retake subject to the published deadline for the completion 
of INC/ABS/NGR grades. It is the responsibility of the student to arrange with the 
instructor for the makeup.  



 An INC (for “incomplete”) grade must be arranged well in advance of the final exam 
period; an INC should be only be considered in situations in which students have missed 
assignments/exams due to extenuating circumstances but may be able to complete the 
work with extra time at the end of the semester. An INC should be formally applied for by 
means of a contract form available at the Class Dean's office. We ask that instructors 
include the relevant class dean in the decision to allow an INC, both to determine if the 
plan is feasibility and to help develop a timeline for completion. All incomplete work must 
be completed and graded by the deadline published in the Academic Calendar. 

 
Academic Integrity. All instructors are required to be knowledgeable of the Fordham University 
Academic Integrity Policy and to follow the policy (and associated process) for all violations as 
delineated in the Undergraduate Faculty Handbook. Please make sure that each semester, 
instructional staff are aware of the Policy as well as reporting requirements. The Associate 
Chairs and Program Directors, as well as the Associate Deans, serve as supports to instructors 
while initiating this process. In brief, the first step after identifying a violation is to meet with the 
student to discuss the charge and complete the Academic Integrity Violation Report. This is an 
opportunity for educating the student and determining whether they intend to accept or 
challenge the charge. Students must be approached for this discussion before sending this form 
to the Associate Dean. Please see Appendix A for a summary of this process; key 
considerations are listed below. 

 
Instructors who suspect students of academic dishonesty cannot sanction or penalize students 
without following the process outlined in the Policy. This is to ensure equity and to give students 
the opportunity to appeal.  
 
Instructors who are contemplating charging a student with violating the Academic Integrity 
Policy should be encouraged to seek guidance from you and/or the relevant Associate Dean if 
there are any questions or concerns.   
 
Role of the Associate Deans. Associate Deans in each college track all reported charges of 
violations of the Academic Integrity Policy; departments and programs should not maintain 
separate records in this regard. When a student graduates, these records are expunged. For 
accepted charges, the Associate Deans will facilitate meetings with the student’s class dean; 
these are meant to be educative meetings. Please note that the Associate Deans do not 
investigate any charges; this must be done at the department level. If a student challenges a 
charge, the appropriate Associate Dean will gather all materials, request additional materials as 
needed, and provide de-identified dossiers to the college-based Academic Integrity Committee 
for deliberation and recommendation to the Dean. 
 
Grade Appeals. A student who wishes to appeal a grade must initiate the grade appeal process 
within one month of the semester during which the course was taken. The steps are as follows: 
 



1. As a first step, the student should discuss their disagreement with the instructor. This 
discussion should take place in person, if possible.  A phone conversation or email 
discussion is also appropriate if it expedites the process.  
 

2. If the discussion does not resolve grade grievance to the student’s satisfaction, the 
student should contact the Department Chair within two weeks and state an intent to 
appeal the course grade. In order for our offices to assist with the process, please inform 
the respective Associate Dean (FCRH: Dean Annunziato, FCLC: Dean Moniot) at this 
point. Please note that if the student is in GSB but the class is taught by a FCRH or 
FCLC faculty member, the Grade Appeal will go through the College. If the Chair agrees 
with the appeal, the process is completed and the student’s revised grade should be 
provided to Academic Records on a “Change of Grade” form.  

 
3. If the Chair disagrees with the appeal, the student can choose to appeal this decision to 

the Associate Dean (Moniot or Annunziato) within two weeks. All materials that were 
reviewed by the Chair must be forwarded to the Dean’s Office. At this point, the 
Associate Dean will convene a committee to review the merit of the appeal and report 
back to the department when a final decision is made. 

 
Title IX. Instructors should be familiar with Title IX policies. Associate Chairs/Program Directors 
may be called upon by instructors for guidance on these issues as described in the following 
resource. In some instances, reporting is mandatory. If an instructor should observe, obtain 
knowledge, learn of, or reasonably suspect any form of sexual harassment (verbal or physical), 
rape / sexual assault, dating and domestic violence, stalking, sexual exploitation, including 
forcible touching, or other sexual misconduct that has occurred towards a student, we are 
considered mandatory reporters. 
 
IV. Student Responsibilities  

 
Assigning Advisors. One of the main responsibilities of Associate Chairs/Program Directors is to 
assign major advisors. This task should be completed as students declare their major, ideally 
during a dedicated meeting with the student.  
 
 First-year students: Some students enter the Colleges with a declared major or choose 

to declare during their first year; these students will participate in core advising during 
their first year and will not need a major advisor during this time. If the student is in 
FCRH, the Dean’s Office will provide you with lists of declared students at the end of 
freshman year who will need to be reassigned to a major advisor. If the student is in 
FCLC, the Associate Dean will work with departmental administrators during the summer 
to update advisor assignments and lists.  
 

 Sophomores: All students must declare a major by February of their sophomore year. 
Early in the spring semester, the Sophomore Class Dean will ask you to organize an 

https://www.fordham.edu/info/21366/policies/2719/sexual_misconduct_policies_and_grievance_procedures


event to publicize the majors offered in your department; you may also use this event to 
expedite approvals and assignment of new advisors. 

 
 Change of majors: Students who change majors will contact the Associate Chair/ 

Program Director for a new advisor assignment. 
 

 Minors: Associate Chairs/Program Directors are responsible for providing advising to 
students who declare minors in their area. 

 
Override Requests. Associate Chairs/Program Directors often are asked by students for 
overrides into classes that are full. For the most part, you have the discretion to override 
students into a course, pending instructor approval and space availability. The Class Deans will 
not process overrides – they will refer all students to the appropriate department or program.  
Please note that if a course cap is 19, overrides generally are not permitted. These requests 
should be referred to the respective Dean’s Office instead and we will work with the student to 
find an alternate choices.  

 
Transfer Students. Transfer students are admitted to the undergraduate colleges for both the 
Fall and Spring semesters. In each College, the Transfer Dean completes transfer credit 
evaluations which summarize the previous courses/credits that will be accepted to fulfill core 
and elective credit towards the college's requirements. Associate Chairs are expected to review 
transfer courses/credits in order to determine whether or not they will be counted towards a 
student's intended major requirements. Prospective transfer students will provide course 
descriptions, syllabi, and other information as needed to Associate Chairs/Program Directors. 
These requests will often be sent via email during winter and summer vacation. It is important 
that these requests for transfer course substitutions be handled in a timely manner in order to 
facilitate both the prospective student's decision whether or not to attend Fordham and the 
incoming student's class registration. 
 
Study Abroad. Associate Chairs/Program Directors play in key role in helping our students who 
wish to study abroad. Any student who plans to study abroad (including students who will be in 
Fordham’s London Centre) must receive departmental approval for courses taken off campus 
that may apply to their major. In some departments, the Associate Chairs/Program Directors 
directly handle these requests. In others, Associate Chairs/Program Directors guide major 
advisors regarding these approvals. Please be sure that advisors are aware of the particular 
procedures in your department. 
  

V. Course Scheduling  
 

Associate Chairs and Program Directors are responsible for course scheduling. If your 
departmental administrator handles the details of preparing future schedules, please work 
closely with that individual – it is ultimately your responsibility. This process is overseen by 
Christopher Gu at FCRH and Dean Moniot at FCLC. Please refer to the specific guidelines that 



they communicate to you. The course scheduling process is complicated, with many interlinked 
aspects; your timely response and patience with the Deans’ Offices are greatly appreciated.  
In general, the first round of course offerings for the following fall are due in January and those 
for the following spring are due in February. For fall course offerings, there is a very short 
window of time between initial course submissions and fall registration advising, so it is 
imperative that departments carefully review all information, revisions, and additions as early as 
possible. There may be two to three additional rounds of corrections/revisions before the 
courses go live.  
 
Due to an increase in programs University-wide, classroom space is limited and all 
departments/programs are asked to adhere to their allocations. The following procedures have 
been added to minimize scheduling changes: 
 
 The Block Allocation document must be completed and submitted with course offerings.  
 All course submissions without the Block Allocation document will be returned.   
 A written request for additional blocks must be submitted to Christopher Gu (FCRH) or 

Dean Moniot (FCLC).  
 

Our offices will reach out after registration regarding low enrolled classes. In the event that 
enrollment does not increase, we may need to make difficult cancellation decisions. 
 
VI. Adjuncts 

 
The oversight of adjuncts, including orientation, ensuring their understanding of policies as 
outlined in the Undergraduate Faculty Handbook and in the University Bulletin, and monitoring 
performance lies with department chairs, with consultation from the Associate Deans as 
needed. Please see the Chairs’ Handbook for more details. All adjunct contracts should be sent 
to the respective Dean’s Office (for FCRH, to Christopher Gu; for FCLC, to Dean Moniot).The 
Office of the Dean of Arts and Sciences Faculty will communicate with you and your department 
chairs regarding implementation of the SEIU contract. 
 
VII. Resources (please also see the Undergraduate Faculty Handbook for more details) 

 
 Specialized Advising. Both Colleges both have personnel available to students for 

specialized advising.  
 Pre-Education: The 5-Year Integrated Teacher Education Track provides opportunities 

for Fordham undergraduates to complete a BA/BS in a liberal arts and science major 
and a 36 or 45 credit Master of Science in Teaching (MST). Please contact Dr. Arlene 
Moliterno, amoliterno@fordham.edu, for more information. 

 Pre-Health: At FCRH, Dean Ellen Watts (watts@fordham.edu) serves as the advisor to 
students in the pre-health professions; her counterpart at FCLC is Dr. Grace Vernon 
(fclcprehealth@fordham.edu).  

 Pre-Law: Hillary Mantis (mantis@fordham.edu) is the pre-law advisor for both FCRH and 
FCLC; she has an office at both campuses.  

https://www.fordham.edu/info/21009/master_of_science_in_teaching_with_certification
mailto:amoliterno@fordham.edu
mailto:watts@fordham.edu
mailto:fclcprehealth@fordham.edu
mailto:mantis@fordham.edu


 Graduate School Advising: At FCRH, Dr. William Gould, the junior class dean, offers a 
series of programs to students interested in attending graduate school. Please see the 
following link for more details. 

 Student-Athletes: FCRH and GSB student-athletes are assigned a dedicated advisor 
from the Office of Advising for Student Athletes, directed by Frank Taylor 
(ftaylor@fordham.edu); this advisor works with the student until major declaration. 

 
Tutoring. Both colleges also have comprehensive, free tutoring resources across the subjects. 
Information regarding tutoring resources at FCRH is available on the following webpage. Please 
send any tutoring updates to Dean Garcia (cgarcia@fordham.edu), Assistant Dean for Student 
Support and Success. Information about tutoring resources at FCLC are available here.  

 
VIII. Opportunities to Deepen Student Learning 
 
Students at both Colleges have many opportunities to participate in activities that deepen their 
learning. Below, we offer a brief description of these. 

 
 Undergraduate Research. There are several ways that Associate Chairs/Program 

Directors can help students get involved. Students are welcome to contact Dean 
Annunziato (FCRH) or Dean Stark-Gendrano (FCLC) for more information. 

 Funding: FCRH provides financial support during each semester and in summer to 
students who are working with faculty on research projects. The college also provides 
funding for conference travel ($800 maximum). Please visit the FCRH undergraduate 
research webpage for more information. At FCLC, funding is available for summer 
research participation as well as described on a companion webpage. 

 The Fordham Undergraduate Research Journal (FURJ): FURJ is a student-run journal 
that features peer-reviewed, original research conducted by undergraduate students as 
well as scholarly book reviews, review essays, and feature articles. FURJ is coordinated 
by students from both Colleges and GSB. It is published each year at the end of the 
spring semester with submission deadlines posted online. 

 Research Symposia: Please consider encouraging students who are completing theses 
or already involved in research to present to their peers at the FCRH Undergraduate 
Research Symposium or the FCLC Ars Nova. Both events take place in late spring.    

 Internships. Please see the following link for information about internships. Please note 
that students may only receive credit for internships if they meet specific requirements. 
Career Services recommends that all students record their internships on Handshake, a 
program that all students have free access too. Handshake can be used for tracking of 
internships and sharing information about them. 

 Prestigious Fellowships. Fordham’s Office for Prestigious Fellowships, has staff on both 
campuses dedicated to helping students identify and apply for funding opportunities; 
staff will also work with students to prepare submission materials.  Please encourage 
your faculty to refer students, especially sophomores and juniors, here. 
 
 

https://www.fordham.edu/info/21510/graduate_school_advising
mailto:ftaylor@fordham.edu
https://www.fordham.edu/info/20316/academics/3085/tutoring/1
mailto:cgarcia@fordham.edu
https://www.fordham.edu/info/20907/tutoring_services
https://www.fordham.edu/info/20321/undergraduate_research
https://www.fordham.edu/info/20885/research/1820/grant_opportunities
https://www.fordham.edu/info/20332/the_fordham_undergraduate_research_journal
https://www.fordham.edu/info/24474/explore_your_fordham_future/83/internships/1
https://www.fordham.edu/info/24054/office_of_prestigious_fellowships


Course Enrichment Opportunities. 
 
The FCRH Course Enrichment Program offers faculty the opportunity to enrich the class 
experience through instructor-led trips such as museum tours and arts performances; faculty 
may also use this funding to bring experts into the classroom or to organize unique in-class 
activities. Proposals must notes how these activities are directly related to course learning 
outcomes. Proposals should also describe how the activity will provide students with a scholarly 
or intellectual experience that links New York City to their Fordham experience and how 
students participating in the activity will have an opportunity, through an assignment or class 
discussion, to reflect on the experience and relate it to their coursework. Because funds are 
limited, it is expected that the activity is reasonable in cost. The Dean’s office will issue a call for 
proposals and electronic submission instructions at the beginning of each semester.  
 
The FCLC Challenge Fund is designed to support faculty in carrying out projects that will 
enhance curriculum and teaching. Annual guidelines, along with a request for proposals, are 
issued at the beginning of the spring semester. One eligible category normally involves support 
for special workshops and public programs involving distinguished guest scholars and artists. 

 
IX. Save the Dates! 

 
We ask that Associate Chairs/Program Dates please share dates for major College events with 
their departments. Due to the pandemic, no dates have yet been set for 2020-2021. 
 

X. Dean’s Office Contact Information 
 

 FCRH (718-817-4700) FCLC  (212-636-6300) 

Dean Maura Mast, PhD 
KE 201 
mmast@fordham.edu 

Laura Auricchio, PhD 
LL 821 
auricchio@fordham.edu 

Senior Staff Rachel Annunziato, PhD 
Associate Dean  
KE 207 
annunziato@fordham.edu 
 
John Dzieglewicz, SJ, PhD 
Associate Dean 
KE 302 
dzieglewicz@fordham.edu 
 
Robert Beer, PhD 
Associate Dean for STEM and 
Pre-Health Education 
KE 320 
beer@fordham.edu 

Robert Moniot, PhD 
Associate Dean 
LL 821 
moniot@fordham.edu 
 
 
 

mailto:mmast@fordham.edu
mailto:wertz@fordham.edu
mailto:annunziato@fordham.edu
mailto:dzieglewicz@fordham.edu
mailto:moniot@fordham.edu


Christopher Gu 
Director of Academic and 
Financial Operations 
KE 201 
Cgu2@fordham.edu 

Class Deans Robert Parmach, PhD 
Assistant Dean for First Year 
Students 
KE 302 
parmach@fordham.edu 
 
Luz Lenis, PhD 
Assistant Dean for Sophomores 
and Transfer Students 
KE 302 
lenis@fordham.edu 
 
William Gould, PhD 
Assistant Dean for Juniors 
KE 302 
wgould@fordham.edu 
 
Lisa Gill, PhD 
Assistant Dean for Seniors 
Keating 302 
lgill5@fordham.edu 

Conor O’Kane 
Assistant Dean for First Year 
Students  
LL 804 
cokane3@fordham.edu 
 
Mica J. McKnight, MA 
Assistant Dean for Sophomores 
LL 804 
mmcknight4@fordham.edu 
 
Rebecca Stark-Gendrano, MA 
LL 804 
Assistant Dean for Juniors and 
Transfer Students  
rstarkgendrano@fordham.edu 
 
Josiane Grégoire, JD 
Assistant Dean for Seniors 
LL 804 
jgregoire@fordham.edu 

Assistant Dean for 
Student Support & 
Success 

Christie-Belle Garcia 
KE 201 
cgarcia@fordham.edu 

Tracyann Williams 
LL 804 
twilliams126@fordham.edu 

Pre-Health 
Professions 
Advising 

Ellen Watts 
Assistant Dean  
KE 302 
ewatts1@fordham.edu 

Dr. Grace Vernon 
vernon@fordham.edu 
 

Pre-Law Advisor Hillary Mantis, J.D. 
Assistant Dean 
KE 302 
mantis@fordham.edu 

Hillary Mantis, J.D. 
Assistant Dean 
MAR 308C  
mantis@fordham.edu 

Academic Advisor 
for Student 
Athletes 

Francis Taylor 
KE 106 
ftaylor@fordham.edu 

 

 
Thank you very much for the tireless service you give to our undergraduates and faculty. Please 
do not hesitate to contact Deans Annunziato or Moniot if you have any suggestions or if there is 
anything we can do to support this important work. 
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