CHAPTER 2

DUTIES AND RESPONSIBILITIES OF PROFESSIONAL STAFE
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d. Work with the CIO  serve as the primary
. -intermediary between the ision’s instructors
‘. and admlnlstratlve officers, which includes

approvals for- fleld trlps,,'for conference
'.attendance, for courses for recency and salary
~fadvancements, etc.

e. Coordlnate‘w1th'community, other institutions,
~advisory groups, and liaison committees for
improved communication and curricula validity.
Participate in secondary and post secondary -
articulation agreements, college and university
days, and festivals, and work with counseling
and student services personnel to promote
student success. ' o

f. Lead the division in re-appraisal of curricular
offerings, = propose new and update course
outlines/programs/certificates/majors to the
Curriculum and Instruction Committee.
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DUTIES AND RESPONSIBILTITIES OF PROFESSTONAL STAFFE

g. Cooperate ~with = appropriate personnel to
recommend to the division chairperson actions
to. be takenfregarding;mandateSJat the State or
Federal level regarding assessment, licensing,
articulation,,Or,other program need,

h. Prov1de assrstance to the division- chalrperson o
to develop the Self Study «for the College
Master Plan and Reports for accredltatlon

i. 'COOrdinaﬁe;*‘7*'k" riew for his/her
department/p results to ‘the
division cha

. ‘Represent‘fthf ;j_ 1€ /ﬁrogram at public
meetings and  in inted committees and
COordinate staff in - 1nterdepartmental
act1v1t1es.:,%u 4

k;“Work w1th campus bookstore in arranging the

‘ ;avallablllty of: textbooks and ‘other materials
for. students, perlod 1y reporting the status

“of these actlv 4 S the division
chalrperson ‘

Personnel .

Under the: dlrectlon of the lelSlon chairperson; a
coordlnator shall

a.

fRecommend the justlflcatlon of addltlonal staff
"~ and supervise the  selection of prospective
~ staff members within his/her department/program

per district. hlrlng procedures

Orient per- session faculty with the help of
mentor instructors within the division.

Evaluate per-session faculty.

If requested, help evaluate the division
secretary. ‘ ‘
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DUTIES AND RESPONSIBILITIES OF PROFESSIONAL STAFF

f. Facilitate divisional communication. Hold
division meetings at least twice a semester,
submitting mlnutes to the CIO in a timely
manner. : :

g. Be aware of and participate in the student
grievance process as necessary if the student
has failed to work out the concern with the
1nstructor S ,

h.. Dlssemlnate relevant 1nformatlon to adjunct and
full- tlme faculty in a tlmely manner.

i. SuperV1se CQOrdlnator.lf one_ls assigned.
Budget:
The division chairperson shall:

a. Prepare division budget projections and develop
the division preliminary budget.

b. Control'tand"‘monitor' expenditures of the
division budget. = g '

C. ~Evaluate and report‘Capital outlay,eXpenditures
as. related to institutional and divisional
"curriCulum changes.

d. Partlcipate ~ih',1nst1tutlonal planning and
budget processes.

Division Chairs,or their designees will collaborate
with the External Campus Dean in the areas of
curriculum, hiring of instructors, evaluation of
instructors, and other relevant issues.

Selection of thefDiVision Chair

When ‘a term is completed or a vacancy occurs for
some other reason, division chairs will Dbe
appointed using the following procedure: chairs
will be elected annually, or to an unexpired term,.
by the full-time certificated tenure track division
members. Election results will be submitted for
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»eCurrlculum %

: ”Makem

DUTIES AND RESPONSIBILITIES OF PROFESSIONAL STAFFE

approval to both the Academic Senate and the CIO,

then be submitted to the

Superlntendent/Pre51dent for approval and to the
'~Board of Trustees for app01ntment

: division
,”‘conference
”taken by

-ﬂ recommendatlonjw

Coordlnate W1th the communlty in- general, other

institutions, ~advisory - groups and liaison
committees for Aimproved 'eommunlcatlons and
curricula validity; part1c1pate in college and
university days and festivals; and work with
counselors and other student services personnel
to  promote student  success. Recommend

~articulation  agreements  to - the division

chairperson.
Reappraise curricular offerings and recommend

to the division chairperson new or amended
course outlines/programs/certificates/majors.
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DUTIES AND RESPONSIBILITIES OF PROFESSIONAL STAFF

gRepresent

Cooperate with appropriate personnel to address
mandates .at the state or federal 1level for

‘assessment,,licensing,»articulatiOn; or other

program heed.

~Coord1nate and complle the division’s Self-
Study for the College Master Plan

Coordlnate and complle the lelSlon s Program '
Rev1ew and Self Evaluatlon

»

f lelSlon at public meetlngs, in
app01nted commlttees, and coordinate staff in

-1nterdepartmental act1v1t1es.

,Work w1th campus bookstore in. arranglng the

avallablllty of textbooks and ‘other materials
for students

‘Personnel:/,~l

The lelSlon chalrperson shall

£ig C *for additional staff and
part1c1pate ‘in the' selectlon of prospectlve
staff members w1thln the academlc area as per
dlstrlct hlrlng procedures.

Train and orlent per -session faculty with the

‘help. .ef 1nstructors w1th1n the lelSlon.

Initiate a plan for systematlc evaluation of
per-session faculty, that may include the
participation and compensation of full-time
faculty division members as evaluators at a
three-hour lab rate.

Schedule, = supervise and evaluate division
secretary and classified staff (bi-annually).
Submit payroll information to the Business
Office or the Human Resources Office.

Review . the  need and initiate flex/staff
development "projects or workshops that serve
the short and long range interests of the
division.
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g.,~)e aWare of' and ‘parti.‘”

DUTIES AND RESPONSIBILITIES OF PROFESSTONAL STAFF

e. Report the need for Flex/Staff Development
projects or workshops that serve the short and
long range needs of ‘the department/program to
‘the division chalrperson :

«f" Fac1lltate communlcatlon ‘Hold department/

- program- meetlngs at least two times a semester
submlttlng minutes to the lelSlon chalrperson
»;1n a tlmely manner. :

te in the student
ary if the student
- the concern with the
“meft/program;

».grlevance process as - ne

:1nstructor in the'depa

dh.‘ Dlssemlnate relevant 1nf 'matlon to adjunct and

full =t ime: faculty in/a t mely manner.

[Budget

~Under the dlrectlon of the lelSlon chalrperson, a

coordlnator shall

‘a;‘“Dev’lop budget prOJe*tlons and7the prellmlnary

‘,budget of his/her de,artment/program

b;r.Monltor'fexpendltures fof hls/her department/
N program s ‘

crf;Evaluate and report capltal outlay expendltures
..as related to department/program currlculum
" needs. :

‘Selection'of thefCoordinatOr

When a term is completed, or a vacancy occurs for
some other reason,  coordinators will be appointed
using the following procedures: coordinators will
be elected annually, or to an unexpired term, by
the full-time certificated tenure track members of
the coordinator’s program area/discipline.
Election results will be submitted for approval to
the Division Chair,;the‘Academic Senate, and the
CIOo and then be submitted to the
Superintendent/President for approval and to the
Board of Trustees for appointment.
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DUTIES AND RESPONSIBILITIES OF PROFESSTONAL STAFF

In a discipline/program area with three or fewer
full=time instructors, coordinators will be
appointed by the Division Chair, 'results to be
submitted for approval to the Academic Senate and
the CIO and - - then  submitted to the
Superlntendent/Pre51dent for approval and submitted
to the Board of Trustees for ap901ntment.

E

Released Tlme of )1v151ons Chalrs and Coordlnators

Division “chairs and coordlnators' will receive
released time according. ‘the provisions of this
section. In the calculatlon‘of released time: for

either lelSlon .chalrs o6r  coordinators, FTE

1nstructors shall not be double counted

RELEASED TIME SCHED
Division'chairs~with:”

9 or fewer FTE 1nstructors w1ll ‘receive 6 hours
released: time;

10 to 13 total FTE 1nstructors w1ll receive 7 hours
‘released timés : ' :

14 to 17 total FTE 1nstructors Wlll receive 8 hours
released time;

18 or more total’ FTE 1nstructors will receive 9
hours released tlme L

Unless there is  a significant divisional or
programmatic = change, the ~average total FTE
instructors will be recalculated every three years
for purposes of computing release tlme for division
chairs and coordlnators.f

a. Division chairs without an assigned coordinator
shall receive released tlme according to the
above schedule. .

b. Division'chairs with an assigned coordinator
shall receive release time according to the
above schedulée and, in addition, shall receive
1/3 of the released time designated in the
above schedule, rounded to the nearest hour,
based on the FTE instructors assigned to
his/her c¢coordinators(s):
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11.

ff*;10 to 13 tota

12.

9 or fewer tota

DUTIES AND RESPONSIBILITIES OF PROFESSIONAL STAFF

c. Coordinators shall receive 2/3 of the released
time, rounded to the nearest hour, designated
in the. above schedule ,

oExtra Duty Contract Days of DlVlSlon Chalrs

yD1v131on Chalrs w1ll recelve extra days durlng the
. summer . based on the f“

owlng,formula

'D1v1s10n>Cha1rs»wlth: ln'

extra days dur’

i1 “receive 9 extra
juctors w1ll recelve - 10
r,sr’ P

Ctors w1ll receive 11

torsmwrll,recelve 12

DlVlSlon Re—Allgnment and l1v1510 ZChanges

,The New DlVlSlOnS and thelr Components or Programs
Lare” as fOllOWS‘ :

-9 wBehav1oral Soc1al Sc1encef-‘

'Anthropology

s Geography. '
History

Political Science
Psychology
Soc1ology

cnm)n;pnmw

b. Industrlal Technology

Automotive Technology

. Automotive Body Repalr and Palntlng
Welding :

Electronics

Water Treatment :

Environmental Management/Agricultural

Technology '

Oy WT > W N F
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DUTIES AND RESPONSIBILITIES OF PROFESSTONAL STAFF

Business Division
1. Legal Assistant Program
2. Agriculture Business (Transfer) Courses

Science, Mathematics and Engineering

1. Agriculture Science (Transfer) Courses
Humanities o Tl

1. Philosophy Courses

English Division ~ , .
1. Vocational English-as a Second Language

Nursing'Educaticn and Health Technologies
1. Emergency‘MediCal,Services/Fire Science

Early Childhood Education Program
1. Early Childhood Education

2. Child Care (0-5 years)
A. . Preschool: R
~ B Iﬁfant Toddler Care

Public Safety has been eliminated.
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