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Old Dominion University Teaching and Research Faculty Handbook

Chief Departmental A d v i s o r — Undergraduate Education

A. Introduction
The Chief Departmental Advisor (CDA) servesas th e departmental lead in providing mentorship,to
majors and minors and working with the faculty, to ensure [ are , current on University ,policies and
procedures. The CDA assists th e department chair in additional activities related to curriculum
registration, yetention and progression initiatives, and other related areas.

B. Appointment

1. CDAs are appointed by the chair_or, dean_with_the approval of the , appropriate executive
vice president,depending on where the program is housed.

2. The length of the appointment js [three years| Additional three-year appointments are
based on satisfactory annual performance evaluations. There is no limit to the number of
three-year appointments for a CDA.

3. The CDA and the chair or dean shall develop a clear written job description to include the
expectations, duties, and responsibilities for both parties, a plan for regular consultation,
the compensation plan, and criteria for the annual evaluation.

4. The expectation is that the CDA should be a full-time faculty member from the program or
department in which the program is located. In instances where it is necessary or desired to
appoint a CDA who is not a faculty member, the appointment must be approved by the
dean or provost and executive vice president for academic affairs.

5. The CDA for programs located within a single department will be appointed by the
department chair after consultation with the other full-time faculty in the program and with
the approval of the academic dean in whose college/school the program is offered.

6. In the case of multidisciplinary programs within colleges/schools, the CDA will be
appointed by the dean of the college/school, who has administrative responsibility for the
program in consultation with the deans of other colleges/schools.

7. Inthe case of multidisciplinary programs that involve more than one college/school, the
CDA will be appointed by the provost and executive vice president for academic affairs or
designee after consultation with the chairs and deans of the participating departments and
colleges/schools.

8. The Office of Academic Affairs will be provided with a copy of the appointment letter and
agreement signed by all appropriate persons for review and record purposes.

C. Duties and Responsibilities
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Jhe duties of the CDA depend upon several factors and will be determined by the

administrator making the appointment. CDA responsibilities as outlined below should be continued

during summer months where applicable and resourced through stipends. Baseline duties that are

considered areas of responsibility for the CDA are as follows]._

Mentoring and Advising: assist students with setting academic and career goals_in connection to
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their plan,of study, assist with student requests for exemptions to degree requirements and waivers, /( Deleted: , review ...lans
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and consult with the Office of the University Reaistrar's graduation clearance designee when student
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Problem Resolution: assist students by referring them to resources for resolution to academic policy

and procedural issues that may occur. ~ | Deleted: declari_ng_...athe ...ajor or
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Transfer Course Management: Serve as program contact for reviewing whether courses transfer to
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The performance evaluation must be based on the criteria set and agreed to by the
appointing person.

2. The evaluation is usually completed by the person to whom the CDA reports to in this
capacity.

Approved by the president
March 3, 2018
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Recommend deleting this as we move to centralized model, we are aiming for more
standardization. This would not mean that deans/chairs/units aren't able to adapt to
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Does the CDA also work with undeclared majors or potential students to
complement/support admissions/recruitment processes?
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