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I Role of Department Chairs

A

A department chair will be a 12-month, full-time position -employees W|th

supervisory and leadership responsibilities. j
serve-vear-round-for the position.

An academic department chair will report to the Collegewide-dean?! charged with

supervision of the corresponding-relevant academic programs and/or disciplines,
or in the case of a Collegewide program to the corresponding vice president. A
studentaffairscounseling and advising department chair will report to the campus
dean of student affairs. A-Collegewide-program-chairmay-report-to-the-Associate
SeniorVice Presidentfor Academic-Affairs (ASVPAA).

A department chair’s work schedule will be approximately 40 hours per week,

including any teaching or counseling assignments and office hours.

1. The schedule will be determined by the dean, with input from the chair in
order to meet the needs of the department, through-agreementbetween
the-dean-and-the chair. For academic department chairs, the
corresponding vice president will also be consulted as needed.

2. Chairs are expected to engage in teaching, counseling, and/or advising
services as appropriate, in consultation with the dean.

a. As part of their reqular duties, academic department chairs shall
teach at least one course per fiscal year (3-5 ESH, depending on
the discipline) and may teach up to two courses (not to exceed 6

ESH).

4 b. If exceptional circumstances require a chair to teach more than
two courses a year, the approval of the dean, and the
corresponding vice president (for academic department chair
recruitment) or associate senior vice president (for counseling
and adwsmq department chair recru|tment) is reqwred

Compensahon for addltlonal courses or ESH bevond 6 will be

paid at the part-time adjunct Il faculty rate.

1 In programs where department chairs report to a supervisor other than the dean, such as a

program director, the supervisor shall assume all roles and responsibilities assigned to the dean

under these procedures.
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95 C. If exceptional circumstances prohibit a chair from meeting their
96 minimum teaching obligation due to short-term responsibilities
97 beyond their regular duties and expectations (i.e. grant
98 participation, other leadership obligations), the chair may be
99 exempted from teaching with dean approval and corresponding
100 vice president (for academic department chair recruitment) or
101 associate senior vice president (for counseling and advising
102 department chair recruitment).
103
104 D. Faculty members who accept an appointment as a dBepartment cChair will have
105 their status as a member of the bargaining unit suspended for the duration of the
106 term(s) served as a dDepartment cChair. UpenAt the conclusion of the term-of
107 appeintmentas dBepartment cChair term appointment, the faculty member's
108 suspension from the bargaining unit will end unless the individual is subject to
109 dismissal for cause unrelated to performance or otherwise no longer eligible for
110 membership in the bargaining unit.
111
112 1. Responsibilities of Department Chairs
113
114 Department chairs have a number of primary work responsibilities, including but not
115 limited to:
116
117 A. Departmental Leadership
118
119 1. Serve as the autherity-on-campus-forrepresentative for the department.-
120 leveldecisions including serving on Collegewide committees and in
121 industry/professional communities.
122
123 2. Advise-and-guide-Provide guidance to departmental full-time and part-
124 time faculty,- and staff; and-part-time-faculty-members in_their
125 professional development and teaching-performance_review process.
126
127 3. Coordinate the department’s operations, including meetings, planning,
128 and budgeting processes.
129
130 4. Meet with students and faculty to address and mediate as needed whe
131 have concerns related to abeut disciplinary or academic matters-and
132 j .
133
134
135
136
137 5. The Chair takes a leadership role in ensuring the department’s
138 compliance with any applicable regulatory, accreditation, and legal
139 standards and requirements.
140
141 B. Department Administration
142
143 1. Hire, schedule, Ssupervise and evaluate the department’s part-time
144 faculty and department staff.
145
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2. Manage student, peer, and chair performance reviews of full-time and
part-time faculty, and Sconduct perfermancereviewsand-evaluations of
e part- tlme faculty and department staff. membe#&and—eenﬁer—wth

43. Prepare schedule of course offerings in collaboration with dean and
Collegewide colleagues.

54. Collaborate with the department to recruit, train, and support the
professional development of the department’s full-time and part-time

faculty and-department staff.

65. Manage the department’s budget and other fiscal activities, including

contracts-and-leaverequests, as delegated.

6. Other duties as may be assigned by the dean.

Instruction and/or Counseling

1. Chairs must engage in teaching, counseling, and/or advising
services as appropriate, in consultation with the dean. Chairs should not
teach more than 6 ESH per fiscal year as part of their regular duties.

32. Collaborate with the dean and other department chairs on curricular
improvements and course/program assessment.

43. Serve as discipline or program advisor to students.

1. Qualifications of a Department Chair

A

A minimum of a Master’s degree in one of the disciplines appropriate to the
department supervised, or technical certifications required of a full-time faculty
position_in the department.

Three years of full-time teaching or counseling in a two- or four-year college or
equivalent educational setting, in at least one of the designated department
disciplines.

Three years of demonstrated leadership experience, for example e.g-as a
department chair, coordinator, program supervisor, governance leader, or
equivalent experience at the college level, preferably at a community college.
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The Chair must have knowledge of any regulatory, accreditation, and legal

standards and requirements applicable to the department’s programs.

If Aan individual whe does not meet the_above -minimum-years-of-experience

mayqualifications but possesses alternative qualifications supporting their
candidacy for a chair position, their appointment requires the -be-assigned-a
frainee-status-as-chairwith-the approval of the dean and the corresponding vice
president (for academic department chair recruitment) or associate senior vice
president (for counseling and advising department chair recruitment). consent-of

the VPP-and ASVPAA or dean and SVPSA for counseling chairs.

V. Recruitment-Internal Recruitment, Nomination, and Appointment Process

A

The Office of Human Resources and Strategic Talent Management (HRSTM) will

initiate a Collegewide posting of all open department chair positions for the
coming academic year by the end of January.

Individuals may apply for any open position; however, preference for appointment

will be given in the following order:

1, Full-time faculty from the department on the campus where the vacancy
exists.

2. Full-time department faculty from other campuses.

3. Full-time faculty from the academic discipline areas represented by the
same dean.

3. All full-time faculty.

4. Departmental staff and part-time faculty.

Employees may nominate colleagues for an open position by contacting the dean

directly. The dean will notify the nominee, who may then submit an application if
interested.

The dean will conduct a standardized interview with all qualified applicants under
consideration within each tier of the established preference order, proceeding to
subsequent tiers only if no qualified candidate is selected from an earlier tier.
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In addition, following the dean interviews, faculty forums will be held for all

candidates in the pool of qualified applicants under consideration at each tier,
foIIowrnq the same proqresswn throuqh the preference order. Nominees-willbe

All Mmembers of the department, including staff and part-time faculty, will have

an opportunity to provide written comments-aboutthe-nominees-qualifications

feedback to the dean.

The questions and format for both the interview and faculty feedback should be

consistent across nominees and approved in advance by the corresponding vice
president (for academic department chair recruitment) or associate senior vice
president (for counseling and advising department chair recruitment).

For academic department chairs, Fthe dean will confer with the and
corresponding vice president and provide a recommendation to the senior vice
president. For counseling and advising department chairs, the dean will provide a
recommendation to the senior vice president. The written recommendation
should summarize the recommended candidate’s qualifications, reflect the dean’s
interview, and incorporate faculty feedback.

The senior vice president and president, or designated delegate(s), will interview

the recommended candidate(s).and provestor SVPSA will confer-on-the

If no permanent chair is identified, a call for self-nominations for an interim chair

appointment will be made. The dean shall conduct interviews with all candidates
and put forward a recommendation based on their evaluations.
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VI

Terms of Chair Appointments

A

B.

A Cchair is appointed for an initial term of four (4) years.

Should H-a chair vacate should-leave their position prior to the appeintment-within
a-completion of their term, a newly appointed chair shall commence a willbegina
new-full four-year appointment.

If a chair temporarily assumes another position or takes an extended leave of

absence, the term clock shall be paused and, upon their return to the chair
position, will resume at the point at which it was paused.

An interim chair, who is later appointed as permanent through a-the nomination
and appointment selection-process_in section IV, will begin a new four-year
appointment. The interim term period will not count towards as a formal 4-year
term appointment.

A department chair may be reappointed for an additional two terms second-term

(of four years each), with the documented support of the department, as well as
approval of the dean, corresponding vice president (for academic department

chairs), and senior vice president.

cChairs may serve additional terms but may-will not serve more than 12

consecutive years, except in exceptional circumstances and only with senior vice
president approval and documented support of the department. All periods of
service as department chair, including those in an interim capacity, shall be
counted toward the 12-year consecutive service cap.

Faculty members serving as department chairs will have their faculty positions

reserved during their term(s) as chair and will return to those positions upon
completion of their service, unless they are discharged in accordance with
34003: Discharge of Administrators and Staff.

Compensation and Benefits

A

Compensation

1. A department chair’s remuneration-salary will be on a 26-pay period
schedule.

2. The minimum 12-month salary scale for a department chair will be Grade
35.

3. For department chairs transitioning from faculty positions, their A

department chair pay will be calculated by taking their academic year
salary as faculty, dividing by 20, and then multiplying that number by 26.
If after the calculation their salary does not meet the minimum salary of a
department chair, their salary will be brought to the minimum of the
grade.
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4. Once the faculty member is restored to the bargaining unit, all
compensation and benefits will berestored-revert to the ten-month
faculty salary and benefits schedule and will include all salary
adjustments and increases in rank that the member wouldmay have
been eligible forattained had the suspensiontemporary removal from the
bargaining unit not occurred during the time the faculty member served
as a Ddepartment Cchair.

a.

Office of Human Resources and Strateqgic Talent Management

B. Leave

(HRSTM) will communicate these adjustments in writing to the
chair upon their return to faculty status.

A department chair observes the College’s scheduled holidays and breaks and
earns annual leave, sick leave,-and personal leave, and professional
development leave in accordance with College policies and procedures with the

following exceptions and clarifications: in-the-following-manner:

1. Annual Time Off Leave

a.

Annual time off leave is based on years of service to the College
and calculated in accordance with College policy 35003: Leave
Programas-fellows:

a.Lessthan 3 years of service on July 1 — 120 hours

b.— 3 years butless than 15 years of service on July 1 —

Annual time off for department chairs is front-loaded at the start

of the fiscal year on July 1. Chairs appointed after July 1 receive
a Annualleave-is pro-rated allotment effective on their
appointment date. when-the-department-chairterm-start-date-is
e

If a department chair reaches the next annual time off service tier

during the fiscal year, the College will credit an additional annual
time off amount, front-loaded and prorated from the milestone’s
effective date through June 30.

Up to 40 hours of Yunused annual time off leave may dees-not
carry over into the next fiscal year_but only within the chair term.
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ed.

Unused annual leave_time off is not paid out to the department
chair when they return to their faculty role, retire, resign or
separate from the College.

2. Sick Time Off Leave

a.

As chair, the employee retains their balance of accrued The
balane&ef sick time off leawe from their prewous role, the-chair's

and begins
accruing sick leave at the rate of 3.69 hours per pay period while
in the department chair role.

oy | ‘ oi . ined wi
; - . ; .

? elpa_ ; |e£| tel ot .'el trRs-io-thek H.II e ale.u ty 'e:e al 'd.t et

ofthe-academicyrear. Upon return to their employee or faculty

role, the employee carries over their remaining, accrued sick

time off balance from their time as chair, and reverts to sick time

off accrual in accordance with their applicable collective
bargaining agreement or College policy

3. Personal Time Off Leave

. Thel E ¥ E hair's full-time facul

Department chair personal time off is applied at the start of each

calendar vyear.

For faculty assuming a department chair role, Ftwenty-four (24)

hours are applied at-the-beginning-of the-calendaryearorwhen

the department chair term begins.

For staff assuming a department chair role, the balance of their

|

personal time off is carried with them and no additional time is
allotted .

Personal time off leave expires at the end of the last pay period
in the calendar year.

The remaining balance of personal time off is retained and
carried over when a chair returns to previous employee status, at
which point the applicable collective bargaining agreement or
policy covering the position takes effect.

Personal time off leave is not paid out when the chair returns-to
theirfaculty-role; resigns, retires or separates from the College.
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VII.

VIII.

IX.

C. Benefits
1. A-dDepartment chair’s retirement benefits will be calculated based on the
12-month salary ratherthan-the10-month-salary-during their term as
chair.
2. Insurance deductions will be applied on a 12-month schedule during the
chair term.

Orientation and Training

A. Department chairs are expected participate in orientation and ongoing
professional development.

AB. All department chairs will attend required division, dean, discipline, and
department meetings.

C. All department chairs will complete annually required Collegewide training.

D. All department chairs will attend required training as designated by unit, division,
or department.

Evaluation
b-a. Department chairs will be evaluated

administrators in accordance with College policy 36001: Performance
Evaluation and Employee Development-

&b. The department chair evaluation will include evaluative measures specific to
department chair duties.

d.c. Department chair evaluations may also include evaluative measures that
relate to chair teaching duties.

e.d. Department chair evaluations may include feedback from members of the
department.

Reappointment Process
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X.

Re-appointment or rewa new appointment selection process should be initiated

by-the-mid-term-of the-spring-during the fall semester prior to the end of the four-
year term.

If the chair wants to be re-appointed, and the dean/ASVPAAcorresponding vice

president concurs, the dean will ask for input from department faculty and staff
via a written feedback during the fall semester form-(which-canbe-used-to
documentthat the process-was followed consistently):

If the chair is not eligible for reappomtment or; does not want to be re- appomted

tereappemt—theehaﬂ'—thls determlnatlon should be made by the end of the faII
semester at which time then-the dean moves to the chair nomination_and

appointment -process.

The determination to re-appoint or not is based on the dean’s-erASVPAA's
review of chair evaluations and faculty and staff input.

If the dean decides not to reappoint a chair, they must first inform the

corresponding vice president (for academic department chair recruitment) or
associate senior vice president (for counseling and advising department chair
recruitment). The chair must then be informed before the nomination process for
their replacement is initiated and no less than 30 days prior to the end on their
term.

Interim or Acting Chair Appointment
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If no permanent chair is identified during the regular nomination process, or }in
the event of a chair leaving their appointment as department chair within a term,
due to either exiting the College, returning to their faculty role, taking an
extended leave, or assuming a different role within the College, an interim

appomtment may be made a@ean—may—makeuan—mtenm@#aehﬂg%

An interim or acting chair appointment sheuld-lastno-meore-than-is for up to one
calendar year.

Because all periods of service as department chair, including in an interim

capacity, shall be counted toward the 12-year consecutive service cap, chairs
with service in an interim capacity may require shortened third terms as

applicable.

If an incumbent chair does not return to their appointment within that calendar
year, a nomination and appointment selection process for a new department
chair should be initiated completed.

Administrative Approval: June-40,-2020- DATE
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