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Article A. College Plan

Section 1 Definition

As defined by the Residential Faculty Agreement, the College Plan is a document developed by each
college’s Residential Faculty, in collaboration with its Adjunct Faculty and Administration, and
approved by the College President. It describes the selection, evaluation, duties, and responsibilities
of the Department Chair and the duties and responsibilities of other faculty roles, including the
Occupational Program Director. Departments will also describe the allocation of reassigned time and
Chair pay. The College Plan may also contain other provisions as agreed upon. In no case may the
College Plan conflict with the provisions of the Residential Faculty Agreement.

Section 2 Intent

Based on the philosophy of Shared Governance “as the surest path to advancing our collective
mission” (Residential Faculty Agreement 2), the College Plan is intended to set forth and codify
processes related to shared issues of the faculty, inclusive of adjunct, residential, and
Administration, all in good standing, and to safeguard the rights of all concerned by investing in
equity-minded policies, practices, and behaviors.

Section 3 Review

An Ad-hoc Committee will comprise no less than seven representative members who shall be
appointed by the Faculty Senate, including the VPAA, an adjunct faculty member, and chaired by
a member of the Faculty Senate (see Article L).

e review and recommend any amendment(s) to the College Plan at least once every three
years, or as required due to modifications to the Residential Faculty Agreement or an
individual department charter, and

e hear any matter related to the College Plan or its processes, including Department Chair
removal or requested variances to the College Plan.

Article B. Definitions

1. Assessment: In line with our mission and vision, Phoenix College is committed to
student-centered learning. Assessment of student learning is an integral part of our
commitment to the Learning College philosophy.

The assessment of student learning utilizes the systematic collection, analysis, and use of
information in order to improve student learning. Assessment as a process begins with
establishing clear learning outcomes at the institutional, programmatic, and/or course level. It
entails gathering data on student learning, interpreting the findings, and implementing
strategies with the ongoing objective of actively enhancing actions to positively impact the
success of all students.

All faculty and appropriate staff shall contribute assessment data no later than the last day of
every Fall and Spring semester.



2. Candidate: Those faculty members who have been nominated for the position of Department
Chair on the ballot. Eligible candidates include all electors as defined in the College Plan.
Ideally, candidates should be appointive faculty members.

3. Chair Council: The council of Department Chairs convened by the Vice President of Academic
Affairs or designee.

4. Charter, Department: The Charter is a document developed by each college’s Departments
that reflects how the Department has determined to organize itself and make decisions. The
purpose of the Charter is to allow Departments flexibility in their self-governance while
ensuring transparency and participation as appropriate by all Residential and Adjunct Faculty
within the unit.

a. The Charter is a tool available to assist in designing and developing innovative
strategies in process and conflict resolution at the most local level.

b. A Charter template outlines the required and recommended components of the
Charter and is reviewed by the college’s Faculty Senate.

C. The Department Charters will align with the College Plan, and

d. If changes to a charter are required/desired, the Department Charters will be
submitted to the Faculty Senate no later than February 1 and approved by the Faculty
Senate no later than the last Senate meeting of each Academic year.

5. Committee, Service: We at PC believe that Residential Faculty, after year 1, should
actively participate in service to the college and/or district committees beyond the
department and/or discipline. We further believe that service to PC is a shared
responsibility with all employees and administrators. We shall select committees based
upon the guidelines established by the Committee on Committees.

a. We believe this service should be relatively equal in nature but accept there are a myriad
of avenues to achieve this:

i Each year the Faculty Senate President, or designee, shall ensure all residential
faculty members identify at least the minimum number of committees “in
service” for the following academic year as outline by the Committee on
Committees;

ii.  The Faculty Senate President and President-Elect shall review all requests and
ensure relatively equal service by all members of the residential faculty have
been met.

b. This service shall be in accordance with the guidelines/protocols collaboratively
established by the Vice President of Academic Affairs, Vice President of Student
Services, the Academic Affairs Deans, and the Faculty Senate President and
President-Elect.

6. Department: A division of academic concentration as commonly defined in the catalog of
the college.



7. Department Chair: A Department Chair is a Residential Faculty member with administrative
functions.

Department Chair-Elect: That person elected or appointed as a Department Chair the
semester following the election and prior to taking office.

Interim Department Chair: A department member who serves as Department Chair
because of an interim election.

8. Department Chair Elections: A process that occurs in compliance within the guidelines,
timetable, and policies set forth in the Residential Faculty Agreement and the College Plan
for Residential Faculty to elect their Department Chair.

a.

Conflict of Interest: No candidate nor elector for a Department Chair position may
participate by consulting with the College President to influence the breaking of ties or
appointment of the Department Chair. When the Faculty Senate President is an elector
or candidate in an election that is tied, or fails to earn a majority, a conflict of interest
exists. If such a conflict exists, the Faculty Senate President Elect shall be responsible for
the duties. If both the Faculty Senate President and the President Elect have a conflict of
interest, a designee must be appointed by the Faculty Senate to fulfill the duty.

Eligible Candidates: For first consideration, any candidate who is a Residential Faculty
member in the Department with appointive status and in good standing may be selected
for the position of Department Chair. If there are no Residential Faculty in the
Department who meet this eligibility requirement and are interested in serving in the
Chair role, a second consideration of eligible candidates will include any Residential
Faculty member with appointive status and in good standing at the College and any
probationary Residential Faculty member in year two or later and in good standing
within the Department.

Faculty / Elector: Any Residential Faculty member, including those on sabbatical leave,
leave of absence, temporary assignment, split-duties, temporary disability, FMLA, or
other authorized department absence at the time of the elections without regard to the
tenure of service or length of service remaining and whose assignment is more than 50%
within the department holding the election on the date the election closes.

Good Standing: A faculty member who meets their academic duties to and for their
students, professional obligations of service to and for their department and college, and
who currently are not on an improvement plan or have received disciplinary action
within the past 18 months unless said action exceeds 18 months.

Interim Election: An election that occurs anytime other than the scheduled three-year
election timetable period due to a vacancy that occurs in the Department Chair position
to complete the remainder of the existing term or to fill a temporary vacancy until the
elected Department Chair returns in compliance with the processes, timetable, and
policies set forth in the Residential Faculty Agreement and the College Plan.

Majority of Eligible Votes: One more than 50% of the electors in the department,
whether a qualified elector casts a vote or not.

Nominee: Any person who has self-nominated or has been nominated by another for
Department Chair in compliance with the processes, timeline, and policies set forth in
Residential Faculty Agreement.

Normal Election: A regular, normally scheduled election that occurs every third year, for
the Department in compliance with the processes, timetable, and policies set forth in
the Residential Faculty Agreement and the College Plan.



9.

10.

11.

12.

i. Split-Duties: A situation in which an elector is assigned temporary duties in a

department outside normal academic placements in which an elector is serving in a
temporary assignment with the district, or, in which a permanent assignment between
departments exists.

Faculty Senate: The duly elected representatives and officers of the Phoenix College
Faculty.

a. Faculty Senate President: Duly elected president of the Phoenix College Faculty
Senate

b. Faculty Senate President-Elect: Duly elected president-elect of the Phoenix
College Faculty Senate

Faculty, All: References to All Faculty include Residential Faculty and Adjunct Faculty
as defined herein.

a. Faculty, Adjunct: Adjunct Faculty are faculty members employed in an
instructional or service capacity on a part-time, term-to-term, non-appointive
basis.

b. Faculty, Instructional: Instructional Faculty’s designated responsibility is to serve
as an instructor for a specific section of a course, or a number of different
courses, offered within the District.

c. Faculty, Residential: Residential Faculty are faculty members who hold probationary or
appointive status.

d. Faculty, Service: Service Faculty’s designated responsibility is to serve as a Counselor,
Librarian, Center for Teacher & Learning, or to serve in an educational development role
per the terms of a Special Services Assignment or a Request for Personal Services.

Governance, Faculty: Faculty are charged with determining the processes for implementing
shared governance within the faculty ranks. Residential Faculty have primary responsibility for
such fundamental areas as curriculum, subject matter and methods of instruction, research,
faculty status, and those aspects of integrated student support that relate to the educational
process. Adjunct Faculty are encouraged to participate where the opportunity arises.

In Residence: Inherent in the role of Residential Faculty are the following: engagement with
students; service on college committees and participation in shared governance; support and
engagement of faculty colleagues; awareness and understanding of the college culture; and
availability to respond to and participate in essential college issues. In order to meet the
professional obligations and expectations of Residential Faculty, a consistent, equitable, and
reasonable availability of time spent at the college “in residence” is necessary.

a. We at PC believe that live interaction with colleagues, students, and the community is to
support learning for all. Thus, we strongly believe that it is a professional expectation to
be regularly and physically present on campus more than the minimum of two days (2)
per week to nurture the interaction and engagement that supports student success and
meets the needs of the department, thus creating a vibrant college community.



b. While all Residential Faculty must meet the in-residence requirement, some faculty roles,
such as Service Faculty, may perform duties that require them to be present more often at
specific locations each week to meet student and college needs.

C. Course modality should be based upon best practices of teaching and learning and the
needs of the students. The in-residence requirement applies to all Residential Faculty
regardless of the modality of the courses that constitute their load. Residential Faculty
schedules must reflect their instruction or primary service responsibilities per section 5.4.

d. Exceptions to the in-residence requirement for Residential Faculty should be infrequent
and include a specified duration. They can be addressed locally by the College President
or designee in consultation with the Faculty Chair and Human Resources. Exceptions will
be reviewed annually by the College President or designee, in consultation with local HR
and the Faculty Chair. For accommodation requests under the Americans with Disabilities
Act or any other formal leaves, refer to the appropriate District processes.

e. The Academic Support Hours should be offered by the faculty member in a manner
consistent with the modality of instruction, such as on-site office hours for in-person
courses, designated online support hours for online courses, or videoconference hours for
live online courses. Regardless of modality, office hours must allow for “live” interaction
with students. In addition, office hours cannot be offered as “appointment only” to
determine if the hours are met on a given day. Required support hours are as follows:

#of Load Hours of Instruction # of Academic Support Hours
1-3 hours 1 hour
4-6 hours 2 hours
7-9 hours 3 hours
10-12 hours 4 hours
13 hours or more 5 hours

f.  Faculty are required to participate in the appropriate evaluation process (Faculty
Evaluation Plan or Peer Assistance Review).

g. Faculty who do not fulfill their professional responsibilities as described in Article 5.1 &
5.3. of the Residential Faculty Agreement or who do not meet “in residence”
requirements, will be required to take the appropriate leave time or may be found to be
in violation of a District policy.

13. Instructional Councils are discipline/service area faculty committees formed to improve
communications and coordination among and between faculty working in common
instructional/service areas. Membership in the Instructional Councils will be appointed by
the Department Chair at each college with the consent of the majority of the Residential
Faculty in the appropriate discipline. The appointee will be qualified in the appropriate
discipline. The Department Chairs will report the appointments to the college’s Faculty



14.

15.

16.

Senate President. Policies governing Instructional Councils are found in the current
“Instructional Council Guidelines.” Matters involving Instructional Councils are subject to
Procedures for Conflict Resolution (Article 20.3).

Load: An instructional load hour equivalent is a unit of measure used for the purposes of
calculating required time for instruction, service, and accountability. One lecture hour (50
minutes based on the Carnegie unit) equals 1.00 instructional clock hour equivalent.
Instructional contact may be provided by either Instructional or Service Faculty. Faculty
who are reassigned to non-instructional duties will be for performing such duties for at
least two clock hours per week for each load hour of reassignment.

Modality: The identification of instructional delivery.

a. Asynchronous: all instruction is delivered online, and students/instructor(s) do not
coordinate to access learning materials simultaneously.

b. Synchronous: instruction is delivered in a manner that includes some form of live
interaction with the students:

i Hybrid: some portion of the instruction is delivered at an assigned time
on specific day(s) whether In-person or Live-Online

ii. In-person: all instruction is delivered physically on-campus at an assigned
time on specific day(s)

iii. Live-Online: all instruction is delivered virtually at an assigned time on
specific day(s)

Non-Chair, Supervision Roles: A person appointed by the department chair from among
the Residential Faculty within the department who shall serve as*

a. Academic Program Director (APD): An appointed full-time, Residential Faculty
member or OYO from among the faculty in the department who shall be responsible
for the supervision and management of an academic program.

b. Adjunct Faculty Evaluator: A faculty member appointed to evaluate the teaching of
assigned Adjunct Faculty.

C. Clinical Coordinator: A faculty member appointed to oversee and coordinate the
scheduling of clinical activities in coordination with the Department Chair or designee.

d. Lab Tech Supervisor: An appointed full-time Residential Faculty member or OYO from
among the faculty in the department who shall oversee the operations of a college
lab under the supervision of a Department Chair or program director.

e. Lead Faculty/Area of Study Coordinator: A Faculty Member appointed to oversee a
cluster of related courses/disciplines.

f. Occupational Program Director (OPD): An appointed full-time, Residential Faculty
member or OYO from among the Faculty in the department who shall be responsible for
the supervision and management of an occupational program. The role and



responsibilities of the Occupational Program Director shall be defined in the College Plan.

g. Service Faculty Director: An appointed full-time Residential Faculty member or OYO
from among the Faculty in the department who shall be responsible for the supervision
and management of a service program.

Article C. Statement of Shared Governance

While Phoenix College has a robust shared governance structure, it is understood that the process
of shared governance will evolve over time. Whenever changes to the college’s established shared
governance structure take place those changes automatically will be updated to the College Plan
provided that those changes are fully vetted and approved through the processes outlined in the
Phoenix College Shared Governance document.

Shared Governance is inherent to our college culture, and we are committed to this practice. By
fostering collaboration, communication, and access to information among its faculty, staff,
administrators, and students, Phoenix College (PC) is committed to decision making through a
deliberate and intentional process of shared governance. Shared governance empowers all
members of Phoenix College to have a voice in decision-making, encouraging diverse and creative
input that advances the success of the college and utilizes interest-based problem solving (IBPS).

® At Phoenix College, shared governance is based on: transparency, collaboration, mutual trust
and respect, accountability, and open, honest, clear communication.

® At Phoenix College, shared governance empowers all members of the College to have a voice in
decision-making, thus, encouraging diverse and creative input that advances the success of the
College.

e At Phoenix College, the weight of one’s voice varies proportionally with the responsibilities one
has for the outcome of the matter at hand.

e While numerous groups at Phoenix College demonstrate shared governance in their decision
making processes, institutional decision making at Phoenix College utilizes three interest
Councils, the Tri-Chairs Council, the Budget Steering Team (BST), and the College Executive
Team (CET). These groups effectively address the interests of campus constituents and practice
the principles of interest-based problem solving (IBPS) to achieve consensus.

Section 1 Interests Councils

a. Phoenix College has three interest councils:
e Academic Interests Council
e Institutional Support Interests Council
e Student Interests Council

b. Each interest council considers proposals that fall within their purview. Each interest
council reviews and discusses proposals that have been assigned to it and makes
recommendations directly to the CET.

Section 2 Composition of Interests Councils

a. Membership selection for each interest council begins with an open call to the college for
vacant positions in late April. The Tri-Chairs Council meets in May to determine the new
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members for open seats. Employee group leaders and supervisors are expected to
encourage all employees to participate in order to ensure meaningful representation on
the Interest Councils. Interested classified staff follow applicable policies, including mutual
agreement of the employee and supervisor. Members of the interest councils may not
serve on more than one Interest Council and will serve staggered two (2) year terms. (VPs
serve in perpetuity on their assigned Interest Councils). If a member vacates their seat
before their term ends, the employee group representatives and the Tri-Chairs Council
work to find a replacement as soon as possible. Membership on Interest Councils balance
expertise and experiences as well as college involvement related to the Interest Councils. In
seating the Interests Council, the Tri-Chairs Council should endeavor to ensure that each
Interest Council has representation that aligns to the areas under its purview (e.g.a Student
Support Services staff member on the Student Interests Council). Compensation or
reassigned time may be available for serving on an Interest Council.

Each interest council is led by Tri-Chairs who share the responsibility of forwarding
proposals to the appropriate interest council, as well as chairing their respective interest
council meetings. The Tri-Chairs of each interest council are generally identified by the role
they serve within the college (See Appendix C). The Tri-Chairs collectively serve as the
Tri-Chairs Council, which seats the interest councils.

Prior to forwarding a proposal to an Interest Council, the Tri-Chairs Council ensures all
relevant information is provided and that a proposal is appropriate for consideration by
one or more of the Interest Councils. If the proposal does not meet the criteria, it is
returned to the author with an explanation and invitation to resubmit.

For proposals that fall within the purview of two or more Interest Councils, the Tri-Chairs
Council may forward a proposal directly to the CET to review and make a recommendation
on the proposal. In the case of a time-sensitive request, the Tri-chairs Council may forward
a proposal directly to the CET.

The BST provides fiscal oversight and determines budget resources for proposals approved
by the CET. One-time funds are provided to each division of the college (Academic Affairs,
Administrative Services, President’s Office, and Student Affairs) based on the percentage of
the base-budget allocation of each division. Subject to the availability of funds, these
one-time funds are used to fund proposals submitted through this shared governance
process.

The CET has a sphere of responsibility that is broad in scope and significant to the overall
governance of Phoenix College. The CET is responsible for providing a final review of
proposals that have been recommended for implementation. In addition, the CET serves as
an advisory council to the College President on matters related to operations, strategic
planning, and college and student needs.

All active members of PC’s shared governance process are required to complete training on
the principles of shared governance, use of interest-based problem solving (IBPS), and
practice in all discussions and deliberations. Anticipated workload is 8-10 hours per month,
which includes a minimum of two (2), two-hour interest council meetings per month and
work outside of the meetings.
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Section 3 Process

a.

Proposals submitted for consideration by the interest councils’ shared governance process are
those that have a college-wide impact and/or require the approval of the Phoenix College
President or Vice President for implementation, and have a significant budget impact (greater

than $5,000).

Proposals need to be submitted using the template found on the shared governance resource

webpage.

If a proposal falls within the purview of the shared governance process described, then:

e Proposals may be developed and submitted for consideration at any time using the
submission form found on the shared governance resource page. However,
proposals with base budget funding should adhere to the deadlines as described

below.

Within one week of a proposal submission, the Tri-Chairs Council reviews
the proposal for applicability and completeness, only to ensure that all
relevant information is provided and that a proposal is appropriate for
consideration by one or more of the interest councils (See above for a
non-comprehensive list of what falls within the process).

One week prior to the interest council meeting, the Tri-Chairs send out an
agenda for their respective councils, attach any proposals being
considered, and notify the proposal author(s) with an opportunity to
present at the interest council meeting and answer any questions related
to the proposal. If the author(s) is unable to attend the meeting, they may
be added to a future meeting agenda.

If additional information is needed by the interest council, the author of
the proposal is invited to provide the requested information. Upon receipt,
the proposal continues in the process.

After discussion, including any budget considerations, the interest council
makes a recommendation.

Outcomes of the interest council are:

Supported Proposals

i.  Supported proposals without budget implications are forwarded to
the College Executive Team (CET) with a summary of the interests and
rationale for the recommendation

ii.  Supported proposals with one-time funding implications may have
funding recommended by an interest council from the Division’s
budget.

iii.  Supported proposals with one-time funding implications that do not
have funding available are sent to the CET for possible funding
opportunities

iv. Supported proposals that require a base-budget allocation are
forwarded to BST for prioritization and funding recommendations

12



e If the interest council does not recommend the proposal, a rationale for
that decision is provided to the author(s) of the proposal and included in
the minutes on the shared governance resource webpage.

i. Once a proposal has been forwarded to the CET, a final
recommendation/decision is made. One or more of the Tri-Charis of
the applicable interest council attends the CET to advocate for the
proposal.

ii. If the CET approves the proposal, the author(s) and interest council
are notified and implementation commences.

iii. If the CET does not agree with an interest council’s recommendation,
a rationale for the decision is provided to the council and the
proposal’s author(s), and made available to all stakeholders on the
shared governance resource webpage.

iv. If the proposal is declined, the proposal’s author(s) may appeal the
decision in writing to the CET within 14 days of being notified of the
denial.

All interest council members are expected to attend meetings and serve as a liaison
with their respective constituents in a timely manner, both seeking input on
proposals and reporting on recommendations made.

All proposals, except those with base budget or capital expenditures are considered
in a timely manner, ideally not longer than one (1) month. Status updates on
proposals are available on the Phoenix College Shared Governance resource
webpage.

To ensure clear communication and transparency, all interest council meetings are open to
all members of the college community. Meeting information, including schedules and
agendas, are found on the Phoenix College Shared Governance resource webpage.

The shared governance resource webpage is accessible to all PC stakeholders and contains
the following information:

Description of the shared governance process, including interest-based problem
solving (IBPS).

Description of all interest councils and BST that includes a written function
statement, membership list (including terms of appointments), and contact
information.

Information regarding all submitted proposals, including the current status of
review, meeting minutes and the final decision and rationale when determined.
Tri-Chairs of all interest councils post agendas for future meetings within one (1)
week of the meetings, and post minutes of the meetings within ten (10) days of
the meeting dates.
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Article D. Department Leadership

Section 1 Department Chairs

The position of Department Chair is a faculty leadership position held by a Residential Faculty
member. All procedures and processes of Department Chair elections must be conducted in
compliance with the timeline included in the College Plan.

Section A Terms

a.
b.

A Department Chair term is three (3) years.
Department Chairs, duly elected or appointed in the previous fall semester, shall assume
office on July 1 of the academic year.

A person may only serve two consecutive terms as Department Chair. If after two (2)
consecutive terms there are no first consideration or second consideration nominations
for Department Chair during the first call or nominee(s) fail to earn a majority of eligible
votes, the current term-limited Department Chair may be nominated at the second call
and is eligible to serve if elected.

If an academic department is reorganized by adding or removing one or more

programs/disciplines, the newly elected chair of the new department begins serving the
first of their terms.

Section B Election Call and Nominations

a.

The selection process for Department Chairs will occur during the fall semester of the last
academic year of the three-year term in accordance with the election timetable adopted
herein.

The College President, or appropriate designee, will notify all Faculty members of
incumbent Department Chairs whose terms will be expiring at the end of the academic
year.

The College President, or appropriate designee, shall call for first consideration nominations
of candidates for Department Chair.

¢ Should there be no first consideration nominee(s), there will be a call for second
consideration nominee(s)

¢ Should there be no first or second consideration nominee(s), the current
term-limited department chair shall be eligible to seek an additional term.

e Should there be no first or second consideration nominee(s), and the current
Department Chair chooses not to be considered, the College President or designee
shall appoint an Interim Department Chair for a full three-year term.

The College President, or appropriate designee, will provide Faculty members with a

form with which to submit nominations.

Any duly qualified elector may self-nominate or be nominated by another elector. A
nominee may withdraw their name from consideration as a candidate by written notice to
the College President, or appropriate designee, and the members of the department.
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Section C Balloting

a.

o

The College President, or appropriate designee, shall prepare for each department an
electronic ballot bearing the name of each candidate and a space for voting in abstention.
The ballot will be distributed to each elector at least two (2) weeks prior to the election
deadline.

e Per the Residential Faculty Agreement, information from annual evaluations for
Residential Faculty who previously have served as a Department Chair, including
feedback from Adjunct Faculty and department staff, will be collected by the
College President, or appropriate designee, and provided to all Residential
Faculty in advance of the election process.

e Per the Residential Faculty Agreement, information from the Adjunct Faculty
Association’s annual Adjunct Faculty survey also will be provided and
disseminated by the College President, or appropriate designee, in advance of
the election process.

Each elector shall have the professional responsibility to submit a completed ballot.
The voting shall be by secret ballot.
The Vice President of Academic Affairs, or appropriate designee, and the Faculty Senate
President, or appropriate designee, shall affirm the ballots.

¢ No one may be involved in counting ballots for an election in which they are a

candidate or an elector.

A candidate must receive a majority of eligible votes to be declared the duly elected
Department Chair.

Section D Ties or Lack of Majority

a.

In the event of a tie for first place, the names of all persons on the ballot receiving fewer
votes than those persons involved in the tie shall be eliminated from further balloting.

If no candidate earns a majority of the eligible votes, then only the names of the

candidate with the most votes and any candidate(s) tied for second place will be included
on the second ballot.

Within one week of the first vote, the College President, or appropriate designee, shall
prepare and distribute to each elector a second ballot bearing the name of each candidate
and a space for voting in abstention. Once distributed, the second election must take place
within one week.

If the outcome of the second ballot results in a tie for first place, or if no candidate receives
a majority of eligible votes, the ballot submission deadline will be extended by one week to
allow the College President, or appropriate designee, and the Faculty Senate President, or
appropriate designee, to make every reasonable effort to obtain the votes of any electors
not casting a ballot.

e |[f the outcome of the second ballot remains in a tie for first place, or if no candidate
receives a majority of eligible votes after these efforts for outstanding ballots have
concluded, the College President, or appropriate designee, and the Faculty Senate
President, or appropriate designee, will reach out to the currently serving
Department Chair and request their name be placed on a third ballot.

e If the third ballot results in a tie, or less than a majority of eligible votes, the
College President, or appropriate designee, and the Faculty Senate President or
appropriate designee, shall consult with the electors of the department before
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casting a singularly deciding vote.

e |[f the currently serving Department Chair chooses not to have their name placed
on the ballot, the College President, or appropriate designee, in consultation with
the Faculty Senate President, or appropriate designee, shall appoint a Department
Chair to serve for the entirety of the term.

Section E Department Chair Election Timeline

Process Deadline
Announce Chair Elections End of the first week of September
Call for Nominations End of the first week of October
Close nominations One (1) week after the Call for Nominations
Ballot distributed One (1) week after the Close of Nominations
Submit ballot deadline No later than two (2) weeks after the ballots are

distributed

Announce winner or distribute 2nd ballot | Within one (1) week of the ballot submission
to break ties or lack of majority deadline
Submit 2nd ballot deadline One (1) week after 2nd ballots are distributed
Announce 2nd ballot winner or College By the end of fall semester accountability
President Appointment

Section F Vacancy

In the event that an incumbent Department Chair is unable to fulfill his or her term due to a
sabbatical leave, leave of absence, temporary assignment, split-duty assignment, other
authorized absence, or becomes disabled (as defined under the temporary or permanent
disability provisions of the MCCCD policies), dies, resigns in writing, or is removed, the College
President shall declare the office of Department Chair vacant and call for an interim Department
Chair election.

Section G Removal
The removal of a Department Chair is outlined in the Residential Faculty Agreement. It is
replicated here for convenience.

Should circumstances warrant, a Department Chair may be removed through the following
two methods: administrative removal and faculty recall vote.

7.9.1 Administrative Removal

If a situation arises where there appears to be a need for the removal of a Department Chair
based upon a failure to fulfill the required duties, the Peer Review Investigation process will be
followed as outlined in Article 22.1. Examples where the Peer Review Investigation process
may be used by the VPAA to remove a Department Chair include, but are not limited to, the
following reasons:

e Failing to effectively fulfill the duties listed in Article 7.2.4,

e Committing a violation of Administrative Regulations and/or Governing Board Policies,
or

e Failing to honor the Faculty Professional Code of Ethics (Article 5.1)
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Once the Peer Review Investigation process has been completed, if it is determined that the
Department Chair will be removed from the assignment, Article 7.9.3 will be followed to select
an Acting Department Chair.

7.9.2 Recall of a Department Chair by Residential Faculty Vote
A Department Chair may also be recalled from the assignment by a recall vote of the

Residential Faculty within the Department/Division. A request for a recall vote for a specific
Department Chair may be held up to once per semester. The recall process will proceed as
follows:

1. |Initiation. Any Residential Faculty member in a Department/Division may confidentially
request in writing to the VPAA that a recall vote be held.

2. Timeline. Within five (5) accountability days, the VPAA will notify all Residential Faculty
in the Department/Division, simultaneously with the Department Chair, of the request
for a recall vote. The vote will be held within ten (10) accountability days of the
notification in consultation with the Faculty Senate President and following the voting
process outlined in the College Plan.

Results. At least sixty percent (60%) of Residential Faculty who are eligible to vote, or a
simple majority where there are four or fewer Residential Faculty in the
Department/Division, must vote in favor of the recall for the Department Chair to be
removed.

7.9.3 Selection of Acting Department Chair

The Residential Faculty within the Department/Division will recommend an Acting
Department Chair to the VPAA. The VPAA shall appoint an Acting Department Chair who will
serve up until a selection process for a new Department Chair can be completed. The selection
process for a new Department Chair will commence no later than the first week of
accountability after the removal of the Department Chair and follow the process outlined in
the College Plan. If a Residential Faculty is removed from the Department Chair assignment,
the individual will be ineligible for consideration in the election process for a new Department
Chair for at least one full Department Chair term. The length of this ineligibility will be based
upon the nature of the circumstances justifying the removal. The VPAA will be responsible for
determining and communicating the length of the ineligibility period.

Section H Interim Elections

a. Such interim elections shall be executed in the same fashion as normal elections, except
that the process shall be completed within a two-week period.

b. If the College President declares the office of Department Chair vacant at a time when an
election is unfeasible, such as a vacancy that occurs over the summer, an interim
Department Chair will be named by the College President in consultation with the Faculty
Senate President and the department members. The College President will then call for an
interim election as soon as accountability resumes for Residential Faculty.
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C.

Any further appeal shall be in accordance with the provisions of the Residential Faculty
Agreement.

Section | Evaluation

a.

Each Department Chair will be evaluated in the spring of each year by the Vice President
Academic Affairs, or designee, utilizing a standardized process and form developed in
collaboration with and approved by the Chair Council.

The purpose of evaluation is to promote self-improvement, and to provide a forum for
discussion of a review of the current year, as well as planning parameters for the following
year.

Department Chair evaluations by the college administration will proceed according to the
Residential Faculty Agreement (Article 7.8).

Conflicts arising from this evaluation process shall be governed by pertinent policies in the
Residential Faculty Agreement.

Department Chairs shall be evaluated in the spring of each year by all Faculty members in
the Department utilizing a standardized process and form developed in collaboration with
and approved by the Chair Council.

Faculty evaluations of Department Chairs will be presented to the Vice President or
designee who will summarize the evaluations, without identification of the authors, and
provide to the Department Chair.

SectionJ Department Chair Elect Reassigned Time

a.

b.

Faculty serving as Department Chair-Elect who previously have not served as a
Department Chair shall receive one (1) load hour of reassigned time the semester prior
to taking office. This reassigned time will be compensated through the VPAA’s office and
shall not be deducted from the department supervision allocation budget since these
new responsibilities are professional development in nature.

This reassigned time is granted to observe Chair Council meetings, learn District and
College financial, scheduling, and other systems required to serve effectively as a
Department Chair, and be mentored by the incumbent Department Chair.

It is strongly encouraged that outgoing Department Chair, as a matter of professionalism
and responsibility to the Department, its students, and the College, mentor the incoming
Department Chair and ensure a smooth transition of leadership.
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Section 2 Non-Chair, Supervision Roles

Section A Academic/Occupational Program Director or Service Faculty Director

Based on the needs of the department, the Department Chair may identify one or more
individuals from the Residential and Adjunct Faculty of the department, in a manner
prescribed in the department charter, to serve as an Academic or Occupational Program
Director or Service Faculty Director [See Appendix B].

a. Evaluation

The purpose of evaluation is to promote self-improvement, and to provide a forum for
discussion of a review of the current year, as well as planning parameters for the

following year.

i.  Academic/Occupational Program Director or Service Faculty Director shall be
evaluated in the spring of each year by all Faculty members in the
Department’s program, utilizing a standardized process and form developed in
collaboration between the VPAA, or appropriate designee, and the Faculty
Senate and approved by the Chair Council.

>
>

YVY

>

Program Directors identify all program Faculty and provide a list to Chair;
Institutional Research will provide a link for Chairs to send to identified
faculty;

Chair will distribute evaluation instrument;

Institutional Research (IR) will provide summative data to Chair;

Chair will complete the evaluation process by meeting with the
Director(s) and collaboratively establishing program goals for the
following academic year;.

Should a Chair be serving as a Director, the VPAA, or appropriate
designee, will facilitate this process.

ii. Conflicts arising from this evaluation process shall be governed by pertinent
policies in the Residential Faculty AgreementFaculty Agreement.

b. Removal

i.  The Department Chair may petition, in writing, to the Vice President of Academic

Affairs for the removal of a non-chair supervisor in response to unsatisfactory
evaluations, substantiated student and/or faculty complaints, lack of meeting
performance expectations, failure to uphold accreditation standards, and/or in
response to program faculty.

ii.  When the Department Chair is serving in a non-chair supervisor role, department
faculty can petition for removal of the non-chair supervisor in writing to the VPAA
using the same process as the Department Chair removal.
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Section B Other Non-Chair Supervisor Roles

a.

Based on the needs of the department, the Department Chair may identify one or more
individuals from the Residential and Adjunct Faculty of the department, in a manner
prescribed in the department charter, to serve in a supervisory leadership role. Example of
such roles might be:

1. Assistant Chair

2. Evening Supervisor

3. Service Program Director

5. Lab Technician Supervisor

6. Lead Faculty / Area of Study Coordinator

8. Clinical Coordinator

9. Adjunct Faculty Evaluator

The Department Chair will identify, select, and evaluate all supervisory roles. Non-Chair,
Supervisor selection, compensation, roles, duties, and evaluation processes shall be
outlined in the Department Charter.

i.  The allocation of funds for these supervisory duties will follow the process

outlined in the

ii. Residential Faculty Agreement and Article D.3.
The Department Charter must outline the transitioning duties should a non-chair
supervisor require a leave of absence.

If a department chair elects to serve in a non-chair, supervisory role, the decision will be
based upon the overall needs of the department and its faculty. While administration may
have input on this decision, the decision rests with the Department Chair.

Section 3 Compensation & Department Duties

Whenever changes to the Residential Faculty Agreement take place regarding the
parameters of the Supervision allocation, those changes automatically will be updated to
the College Plan provided that those changes are fully vetted and approved through the
processes outlined below (f).

a.

The funding source for each department’s supervision allocation shall be from Vice
President of Academic Affairs’ supervisory variability budget
Residential Faculty in each department will identify if the Department Chair is a Chair-40
or Chair-34, as outlined in the Residential Faculty Agreement.
Department Chairs shall be required to take the minimum reassigned time as identified in
the Residential Faculty Agreement.
® Should a Department Chair choose to take additional reassigned time, these
additional reassigned load hours must be taken from the Chair portion as
identified in the Residential Faculty Agreement and may not be taken as a
stipend.

o Should there be remaining Department Chair reassigned time hours
available, these hours may be used only as reassigned time by other
identified members of a department’s leadership team.

o If a Department Chair’s reassigned time allocation is depleted, the
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department charter must have explicit language which provides for
additional usage of the reassigned time that is not specifically
designated for the Department Chair.
e If an external accreditation organization requires additional reassigned time
and a department's supervision budget is depleted, these funds shall be
provided from the Program Variability budget.

Departments with Academic/Occupation program director(s) shall ensure that said
individual(s) is reassigned between 1 to 3 reassigned time load hours per semester, not
including the summer term.

e All program directors are required to take a minimum of 1 reassigned load
hour;

o Should a Department Chair and program director agree to additional
compensation, this may be taken as reassigned time and/or stipend;

® Any remaining Department Chair reassigned hours must be used first as
reassigned time prior to distributing the remaining departmental supervision
allocation.

o After any remaining Department Chair reassigned hours have been
depleted, the remaining reassigned time and/or stipend must be taken
from the additional departmental delegable supervisory allocation.

e If an external accreditation organization requires additional reassigned time
and a department's supervision budget is depleted, these funds shall be
provided from the Program Variability budget.

Department Chair duties delegated to Residential and Adjunct Faculty within the
Department shall be appropriately compensated as determined collaboratively by the
Chair, the Faculty member delegated the duty, and the department charter. [See Appendix

Al

Department Chairs/Academic & Occupational Directors who establish other Job titles,
such as Area of Study Coordinator, Adjunct Faculty Evaluator, Clinical Coordinator,
Evening Supervisor, Lab Technician Supervisor, or Lead Faculty, shall ensure delegated
duties are compensated equitably in remuneration and/or reassigned time and must
be supervisory in nature and should include any summer supervision compensation.
This compensation must be taken from the additional departmental delegable
supervisory allocation.

o No member of the department’s leadership team may earn more than the
number of reassigned hours taken by the Department Chair during the academic
year or summer term;

o Should there be insufficient funding for a given position within the department,
the Department Chair shall appeal to the VPAA for Program Variability funding.

The Department Chair shall renew or revoke delegated duties each semester

according to the process outlined in each Department Charter.

Should there be remaining department supervision budget available after all leaders
in the department have been compensated equitably and in accordance with the
department’s charter, the remaining allocation shall be returned to the Program
Variability budget for any needed redistribution.
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f.  Department Chairs shall be required to convey to all members of the department and the
VPAA the Transparency in Departmental Supervision Compensation preferably no later
than the end of Spring accountability for the upcoming academic year but no later than
September 1st.

g. Inthe Spring of each academic year, the VPAA in partnership with the Faculty Senate
President will establish a sub-committee to review and ensure relative consistency across
departments regarding the appropriateness of compensation for delegated
responsibilities. This compensation shall be in accordance with the guidelines/protocols
collaboratively established by the Vice President of Academic Affairs, the Academic Affairs
Deans, and the Faculty Senate President and President-Elect and based upon the current
language within the Residential Faculty Agreement.

Article E. Change in Departmental Structure

a. The Faculty Senate President and all Faculty members of the department involved in any
change of departmental structure shall be notified and involved throughout all deliberations
and decision-making processes.

b. The College President may make changes in departmental structure. Such changes, including
the creation, modification, consolidation, and deletion of departments and/or programs,
must include discussions with the Faculty Senate President, the Department Chairs and
Faculty members of all departments involved, appropriate Dean(s), and the Vice President of
Academic Affairs.

c. Any discussion or process to change department structure may not begin between April 1st
and September 1st to ensure full Faculty participation in the process.

d. Resolution of conflicts and disputes within the process of changing the departmental
structure shall be referred to the Faculty Senate President. The Faculty Senate President
may call upon the Professional Rights and Responsibilities Committee for its
recommendations.

e. Departments who experience a change in Faculty composition due to any structural changes
under this Article shall hold a new Department Chair election.

Article F. Adjunct Faculty

The following Article is specific to the needs of Adjunct Faculty members; however, it is of note that adjunct
faculty members have been identified and included throughout this College Plan and in the Residential
Faculty Agreement.
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Section 1 Hiring

a. Adjunct Faculty are hired on a part-time, term-to-term, non-appointed basis.

b. Adjunct Faculty report to Department Chairs, or appropriate designee, as defined within each
department charter.

i.  Adjunct faculty who teach in more than one department or at more than one
campus shall inform all supervisors of their total load to meet load or load
equivalent limitations.

ii. Department Chairs are encouraged to share this protocol with department leaders
to ensure compliance.

Section 2 Load Limits

a. Adjunct Faculty may be assigned up to 9.0 load or load equivalent hours per semester during
the academic year.

b. Adjunct Faculty whose primary job within MCCCD is classified staff should refer to the Staff
Policy Manual for instructional load limits.

c. With the permission of the Vice President of Academic Affairs, or designee, Adjunct Faculty
may be assigned up to 12.0 load or load equivalent hours per semester, inclusive of summer
(e.g., Fall, Spring, and Summer semesters). For Summer loading, the maximum of 12.0 load
must be spread over 8-12 weeks to avoid issues with maximum hours worked during a single
week.

d. Any instruction paid hourly contributes to the maximum number of hours that may be
worked in a given week.

Section 3 Evaluations

a. Adjunct Faculty members will be evaluated by a member of College Faculty leadership one
time each semester for the first three semesters. Thereafter, Adjunct Faculty members will
be evaluated once a year or any time they teach a new class.

b. Evaluations will be conducted using a form adopted by the college for that purpose.
i Evaluations also will include a review of the Adjunct Faculty member’s course
evaluations as completed by enrolled students.
ii.  Within 15 days, the evaluator and the Adjunct Faculty member will meet to reflect
on the evaluation. Results of the evaluation shall be provided in writing to the
Adjunct Faculty member.

Section 4 Substitution Policies

a. To substitute for a given course, Adjunct Faculty must meet the qualifications to teach the
course as determined by the Instructional Council governing the course.

b. Adjunct Faculty must be a current Phoenix College hire.

23



Section 5 Faculty Development

Phoenix College values the development of our adjunct faculty. We advise all Chairs to encourage
adjunct Faculty to avail themselves of this opportunity as outlined in the Adjunct Faculty Handbook.

Section 6 Compensation

a. Similar to Residential Faculty progression, the Adjunct Faculty compensation system must
also be predictable and informed by Adjunct Faculty performance. The hourly rates for
Adjunct Faculty in the three (3) compensation levels are available in the Adjunct Faculty
Association Handbook.

Section 7 Additional Compensation
a. Adjunct Faculty who are appointed to college committees will be compensated for their
time as included in the college budget.

b. Adjunct Faculty are encouraged to seek clarification on compensation for such service.

Article G. College Executive Leadership Team
Section 1 Duties

The College Executive Leadership Team is responsible for the review, discussion, and decisions of
all major issues at the College including but not limited to, budget-related planning and
decisions, strategic planning, campus space allocation, and staffing decisions.

Section 2 Membership

a. The College Executive Leadership Team must include the Faculty Senate President and the
Faculty Senate President Elect and the total membership, other than the College President,
must reflect no less than 20% Faculty. Should the College Executive Leadership Team
increase in membership of non-faculty, the proportional representation of faculty will be
adjusted to account for that increase, to not fall below 20% of the membership of the team.

b. Faculty serving on the College Executive Team in addition to the Faculty Senate President
and Senate President Elect will be appointed by mutual agreement of the Faculty Senate
President and the College President.

c. Avacancy shall be declared by CET or the College President when a CET member has been
absent three (3) times from regular weekly meetings during the academic year or resigns
from CET. A replacement member shall be selected by the leadership of the vacant
representative group.

d. At the discretion of the College President, an executive session may be used and select team
members excused for confidential human resources issues.
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Article H. Addition of New Course Prefixes

As new prefixes are added to the course offerings at Phoenix College, the Vice President of
Academic Affairs shall consult with the Department Chair(s) for assighnment of the new prefixes
to the appropriate department consistent with the recommendation of the appropriate

Instructional Council(s).

Article I. Faculty Senate President and President-Elect Reassigned Time

a.

The Faculty Senate President shall receive no less than & 9 load hours of reassigned

time per semester during their term of office.

The Faculty Senate President Elect shall receive no less than 6 load hours of

reassigned time per semester during their term of office.

Faculty Senate President shall be compensated with the equivalent of no less than 6 load
hours during the summer recess in order to participate in and provide feedback to
executive leadership, and the funds for this compensation shall be from the Vice President
of Academic Affairs' discretionary allocation.

Faculty Senate President-Elect shall be compensated with the equivalent of 6 load hours
during the summer recess in order to participate in and provide feedback to executive
leadership, and the funds for this compensation shall be from the Vice President of
Academic Affairs’ discretionary allocation.

Additionally, the Faculty Senate President and College President may agree to assign the
equivalent of an additional 6 load hours to other faculty members based upon the needs of
the college during the summer (e.g. shared governance activities, college initiatives, etc)
and the funds for this compensation shall be from the Vice President of Academic Affairs’
discretionary allocation.

Article J. Variances from the College Plan
Section 1 Intent

The intent of these procedures is to provide a process for deliberation of variances from the College
Plan while ensuring flexibility, communication, fairness, continuity, competence of personnel, and
harmony within a cooperative Faculty and administration.

Section 2 Process
a. Any department may, by a two-thirds (2/3) majority vote of eligible electorate, petition the

Faculty Senate for a variance from the procedures contained herein.

¢ The Faculty Senate President, having been notified by the Department Chair of
this request, shall notify the College President to convene the Variance
Committee
e The Variance Committee shall be comprised of the following members:
e College President
¢ Vice President of Academic Affairs
¢ Faculty Senate President, or appropriate designee if the
Faculty President is a member of the requesting department
¢ Department Chair of department requesting variance
e Adjunct Faculty Representative, or appropriate designee if the
Adjunct Faculty Representative is a member of the requesting
department
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e This committee shall conduct its deliberations using the consensus/IBN
decision-making model.

b. The decision of the committee shall be binding and conveyed to the Department within
two weeks of its decision.

Article K. Documentary Evidence of Protests, Deliberations, and Decision

The College Plan Task Force, Variance Committee, Faculty Senate President, an academic
department, and administrators shall be required to reduce to writing the essence of all protests,
deliberations, decisions made and the reasons therefore, and to make such records available for the
scrutiny of any person who is authorized in this policy statement to adjudicate disputes or to
represent electors having grievances arising in connection with this College Plan.

Such records shall be maintained by the College President, who shall make them available, upon the
request of any officer of the Faculty Senate, any faculty member, or any member of the
administration.
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Article L. Adoption and Amendment of the College Plan

Section 1 Purpose

This College Plan shall be reviewed and amended as needed, and no less than every three (3) years,
to ensure it addresses the changing needs of the institution.

Section 2 Process

a. Proposed amendments to this document may be brought to the Faculty Senate at any time
by any Residential Faculty member or the College President.

b. The Faculty Senate may appoint a College Plan Task Force to review the entire college plan
and any proposed amendment(s) and make recommendations to the Senate for action at
any time but no less than every three (3) years.

c. The Faculty Senate President will recommend College Plan Task Force membership subject
to approval by the Faculty Senate.
i.  The College Plan Task Force will have a minimum of seven (7) members, will be
chaired by a member of the Faculty Senate, and shall include:
1. a Department Chair
an Occupational Program Director
an Academic Program Director
a Service Faculty member
an Adjunct Representative
. the Vice President of Academic Affairs
ii. A Task Force member may fulfill multiple roles listed above.

OU A WwN

d. Recommendations for amendment by the College Plan Task Force will be submitted to the
Faculty Senate.

e. Upon Senate approval, the recommendations for amendment will be submitted to the
College President for review and comment who shall have no more than ten (10) business
days to respond. Any changes suggested by the College President must be approved by the

Senate before presenting to the Faculty for vote.

f.  Upon Senate approval, the proposed amendments shall be presented to the Residential
Faculty of Phoenix College for approval by vote.

g. The proposed amendments shall be presented to the Faculty at least thirty (30) days prior to
the voting deadline.

h. Any amendments may be presented and voted on independently.
i. Asimple majority of the votes cast by Phoenix College Residential Faculty members will

constitute approval of the proposed amendments.
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In the case of a tie vote, the proposal fails.

Approved amendments will be submitted to the College President and Faculty Senate
President for signature. If the College President does not approve and sign, the Faculty
Senate has the option of resubmitting.

Upon signature of the College President and Faculty President, the amendments shall, unless
otherwise included in the approved amendments, be effective at the beginning of the next
academic year and shall remain in effect until rescinded or modified in the manner
prescribed above.

Section 3 Minor Clerical Adjustments

a.

Minor clerical adjustments, such as syntax errors, updates of section numbers, references
to the Residential Faculty Policies, or clarification of terminology, may be made by the
Faculty Senate, in consultation with the College President, in order to maintain the
currency of the College Plan.

All minor clerical adjustments must be non-substantive in nature and designed simply to
keep the College Plan current, accurate, and unambiguous.

Upon approval, the Faculty shall be notified of the adjustment.

Should a proposed minor clerical adjustment not be agreed to by both the College President
and the Faculty Senate, the change will be subject to the full process for amendment of the
College Plan, as identified in this Article: Section 2.
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Appendix A — Roles and Duties of Department Chairs

Department Chairs are responsible for the supervision or management of a Department within the College.
Each Chair shall perform the following duties:

The Chair may not delegate the following duties:
Non Delegable Duties

1.
2.

w

No vk

9.

10.

11.

Plan, manage, and oversee the Department budget

Review and provide final approval for the evaluation of Adjunct Faculty

Review and provide final approval for Department reports (e.g., annual reports, staffing requests,
program reviews)

Facilitate Department meetings

Address, manage, and work to resolve conflicts

Manage and work to resolve formally registered student concerns

Identify, select, and evaluate other supervisory and non-supervisory roles in accordance with
procedures set forth in the College Plan

Communicate College and District objectives, policies, and procedures to Department faculty and
staff and to ensure adherence

Serve and participate in the Chair Council

Facilitate full and transparent communication between department members and college
administration

Recommend the revision, deletion, and addition of department courses

The Chair may delegate the following duties:
Delegable Duties

L oeNOUAWNE

12.
13.
14.
15.
16.
17.

18.

19.

Manage program-specific budgets

Plan, manage, and oversee the Department class schedule

Recruit, review and provide final approval for the selection of Adjunct Faculty

Participate as a representative for the Department

Supervise and support Residential and Adjunct Faculty

Chair Residential Faculty position search committees

Evaluate Probationary Residential Faculty in accordance with the Residential Faculty Agreement
Evaluate Adjunct Faculty

Supervise, support, and evaluate staff and temporary employees, according to the Staff Policy
Manual

. Supervisory duties including evening and summer supervision
11.

Oversee occupational program (e.g. Supervise faculty and staff, administer advisory council
meetings)

Coordinate completion of required program reports (e.g. program reviews)

Plan, manage, and oversee the occupational program schedule

Evaluate dual enrollment faculty

Facilitate articulation with other educational institutions at the department level

Facilitate the operational supervision of student-workers in the department

Assign teaching schedules to department Faculty and other responsibilities as to comply with
district and college policy

Inform adjunct Faculty of discipline specific certification requirements, attendance
regulations, and other responsibilities assigned

Prepare and maintain catalog materials related to the department
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20. Facilitate the selection and approval process for textbooks and related materials as defined in each
department’s charter

21. Facilitate and participate in department promotion, recruitment, and retention activities, as well as
Field of Interest events as appropriate
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Appendix B — Roles and Duties Non-Chair, Supervisors

The responsibilities of Non-Chair, Supervisors vary among programs. This job description represents
typical duties and responsibilities, and while some duties and responsibilities may not apply in all cases,
additional duties and responsibilities may be required in others, as outlined in a particular department’s

charter.

1. Oversee the organization, administration, periodic review, continued development and general
effectiveness of the program.

2. Ensure effective and efficient use of, and the public stewardship of, program resources.

3. Recommend and/or facilitate the procurement of equipment, supplies, and materials
appropriate to the program.

4. Monitor the program’s budget in collaboration with the department chair and other department
faculty. Submit, as required, proposals for increases in course fees, capital equipment, and other
resources.

5. Maintain program labs and specialized learning spaces.

6. Collect and analyze outcome data regarding program goals and competencies.

7. Ensure program compliance with state and/or national accreditation standards.

8. In conjunction with the Department Chair, prepare accreditation and/or approval
documentation and reports.

9. Submit reports as required by administration, accreditation, program review, and/or financial
planning.

10. Facilitate program staff and Faculty meetings as needed.

11. In conjunction with the Department Chair, maintain appropriate program personnel information
and documentation as required by MCCCD group and policy handbooks, accrediting/approval
entities, and/or other organizations or guidelines applicable to the program.

12. Facilitate the selection, orientation, mentoring, advising, scheduling, supervision, evaluation, and
dismissal of adjunct Faculty, associated lab assistants, substitute Faculty and program other staff.

13. Participate in schedule building within the department.

14. Monitor and recommend revisions to college catalog and other print or electronic materials.

15. Develop, evaluate, and revise curriculum consistent with industry standards.

16. Select and recommend textbooks, scientific references, periodicals, and other materials related
to the program.

17. Supervise student orientations to the program.

18. Facilitate the advisement and retention of program students.

19. Facilitate and participate in program promotion, recruitment, and retention activities, as well as
Field of Interest events as appropriate.

20. In collaboration with the Department Chair, respond to complaints from students, Faculty, and
staff within the program.

21. Recommend selection of advisory council members and facilitate program advisory council
meetings and other communications.

22. Participate in academic/occupational-related and/or professional committees established by
business, industry, government, or discipline-specific organizations.

23. Serve as a liaison/representative to Instructional Councils/Articulation Task Forces and other
relevant campus, District, and community-based committees.

24. Create and maintain partnerships relevant to the program, establish and maintain practicum site
relationships, including visitation of sites and collaboration with practicum coordinators.

25. Foster program communication throughout the campus and district.
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APPENDIX C — Shared Governance Councils

The Academic Interests Council
Interest Council Domains:

Membership:
TRI-Chairs:

Instructional program creation, expansion or elimination

Instructional programs and partnerships

Instructional departmental reorganization

Professional development programming

One-time funding requests over $5,000

Significant changes to departmental/unit organization and changes to reporting structure
Base budget funding requests

e Vice President of Academic Affairs

e Faculty Senate President or designee

e Adjunct Faculty (selected by Adjunct Faculty Group)
General Membership:

o Non-Exempt Staff

Non-Exempt Staff*

Exempt Staff*

Exempt Staff*

Adjunct Faculty

Residential Faculty

Residential Faculty

Student Representative (selected by Student Government)

* One Staff representative selected by Employee Representatives, and this representative also will participate in seating Councils
with the Tri-Chairs Council.

The Institutional Support Interests Council
Interest Council Domains:

Membership:
TRI-Chairs:

Campus promotion

Donor and alumni support

Co-curricular program creation, expansion, or elimination

Community programs and partnerships

Significant changes to department/unit organization and changes to reporting structure
One-time funding requests over $5,000

Base budget funding requests

Instructional and non-instructional technology

e Vice President of Administrative Services

e Residential Faculty (selected by Faculty Senate)

e Staff (selected by Employee Representatives)
General Membership:
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Non-Exempt Staff

Non-Exempt Staff

Exempt Staff

Exempt Staff

Adjunct Faculty (selected by the Adjunct Faculty Group)

Adjunct Faculty

Residential Faculty

Residential Faculty

Student Representative (selected by Student Government) (Resource Member)

The Student Interests Council
Interest Council Domains:

o Processes and procedures, including implementation, of district policies that affect all
employees
o Co-curricular program creation, expansion or elimination
. Community programs and partnerships
J Significant changes to departmental/unit organization and changes to reporting structure
o One-time funding requests over $5,000
J Base budget funding requests
Membership:
TRI-Chairs:
e Vice President of Student Affairs
e Residential Faculty (selected by Faculty Senate)
e Staff (selected by Employee Representatives)

General Membership:

Non-Exempt Staff

Non-Exempt Staff

Exempt Staff

Exempt Staff

Adjunct Faculty (selected by the Adjunct Faculty Group)

Adjunct Faculty

Residential Faculty

Residential Faculty

Student Representative (selected by Student Government) (Resource Member)

The Budget Steering Team (BST)
[See the BST’s charter]

The College Executive Team (CET)

General Membership:

College President

Vice President of Academic Affairs

Vice President of Student Affairs

Vice President of Administrative Services
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Residential Faculty (selected by the Faculty Senate)

Residential Faculty (selected by the Faculty Senate)

Adjunct Faculty (selected by the Adjunct Faculty Group)

Adjunct Faculty (selected by the Adjunct Faculty Group)

Exempt Staff

Non-Exempt Staff

Associate Vice President, Chief Information Office (Resource Member)
Associate Vice President, Institutional Advancement (Resource Member)
Associate Vice President, Institutional Research & Planning (Resource Member)
Program Analyst Sr, President’s Office (Resource Member)

Other resource members as requested by the President
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Appendix D — Department Charters
The following department charters have been approved by the Faculty Senate and are linked herein for
ease of accessibility. The date following each department charter identifies the date of this approval. If a
department’s charter link does not appear, the current charter has not been approved by the Faculty
Senate.

Biosciences [10.01.2021] - out of compliance / RFA language prevails
Business and CIT [10.04.2024]

Communication and World Languages [11.01.2025]

Counseling [10.04.2024]

Health Sciences [10.04.2024]

Liberal Arts & Social Sciences [10.04.2024]

Library [10.04.2024]

Mathematics [10.04.2024]

Nursing[10.04.2024]

Physical Sciences [10.04.2024]

Public Safety and Law [10.04.2024]
Reading & English [11.01.2024]

Visual and Performing Arts [10.04.2024]
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https://drive.google.com/file/d/141eXXQHVXtEnCh9EQJv7xl_cMSw7LjFM/view?usp=sharing
https://drive.google.com/file/d/1RqKW9A9jmsJceWRjdRx1V1Vgy-Z1YmVg/view?usp=sharing
https://drive.google.com/file/d/1A4rxyugMs4y_nyTfuus_qeEN2RlXzhzn/view?usp=sharing
https://drive.google.com/file/d/19avlVMUYdVwuGTNPtmlhWIrL-ZBsNzrh/view?usp=sharing
https://drive.google.com/file/d/18R_LbtpMMC2m3HKAsJrxuSVK7dmAqnCO/view?usp=sharing
https://drive.google.com/file/d/1jeDkEOqpyH1yZw6-Vf1q69v5lyIK_BtW/view?usp=sharing
https://drive.google.com/file/d/1vAydPVsdeT82xpNARw7Qv4BJim9rRpaq/view?usp=sharing
https://drive.google.com/file/d/1CwyvpDi8twwmJmb3M7s7J0oY27wrndH2/view?usp=sharing
https://drive.google.com/file/d/1KTQ1sr9sG5DrftDF1aaQiChK9ZWsTrNp/view?usp=sharing
https://drive.google.com/file/d/1rc8VT9GCYbS20B9FdXkU9EPPBMJ6XD3g/view?usp=sharing
https://drive.google.com/file/d/101VTCweg9OPEFom7KysYWE9c7zE1Fg4q/view?usp=sharing
https://docs.google.com/document/d/1HPiV5V9mBOpO5PVizZ-B6Eb_fT4YXVzyDG3xlhx4Xkw/edit?usp=sharing
https://drive.google.com/file/d/1wf1bvH4kBcqwL958v0XPBQ-dZPxk4yCd/view?usp=sharing
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