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DIVISION CHAIR'S JOB DESCRIPTION

DIVISION TITLE

DESCRIPTION: The Division Chair receives direction from, and is directly responsible to their

respective Dean. The Division Chair is assigned at the discretion of the Dean each academic year and
will be provided a minimum of six (6) hours credit equivalency per semester (fall, spring, and summer).

QUALIFICATIONS: (1) Shall possess minimum qualifications to serve as a faculty member

and shall have a minimum of 2 years of higher education teaching experience; (2) Shall
possess faculty qualification to satisfy state requirements if applicable.

RESPONSIBILITIES FOR SIX (6) HOUR CREDIT EOUIVALENCY™*:

I. Ensure alignment of the discipline with the college mission, core values, guiding principles,

2.

w

10.

11.
12.
13.

and strategic plan.

Coordinate and report faculty recommendations for short and long-range planning to the
Dean of Academics.

Manage student population: grade appeals, mediate student/adjunct relationships

Support the Dean of Academics in strategic oversight, operational plans, and budget
preparation.

Propose, develop, and review discipline curriculum through appropriate governance
structures.

Coordinate recruiting, interviewing, hiring, and mentoring of all faculty in the division.
Supervise and evaluate Online-Based Faculty and adjunct faculty who are assigned to the
specific division.

Assist transcript evaluators in determining course equity.

Responsible for ongoing quality improvement in course content, syllabi, assessment
requirements, and maintaining course masters.

Supervise, coordinate, and organize labs for science and technical courses, to include
compliance with safety and hygiene policies, maintenance and annual inventory of lab
including ordering of supplies.

Assist with scheduling and staffing classes and labs.

Coordinate with Dean and division faculty in selection of course materials.

Organize and coordinate faculty meetings within the discipline, as needed with at least
one per year.

*to be compensated as release time



RESPONSIBILITIES FOR ADDITIONAL CREDIT HOUR EQUIVALENCY
(CHE) PER SEMESTER:

» Oversight of multiple disciplines, if applicable (| CHE)**

« Oversight of multiple courses in the discipline, if applicable (I CHE)**

« Oversight of multiple sections within a course, if applicable (I CHE)**

» For every course section in one program or across multiple programs, the Division Chair,

if they elect, will receive 0.1 hour credit equivalency in release time to supervise up to a
maximum of 50 sections.

est0 be compensated as additional release time



PROGRAM CHAIR'S JOB DESCIPTION

PROGRAM TITLE

DESCRIPTION: The Program Chair receives direction from, and is directly responsible to,
the Dean of . The Program Chair is assigned at the discretion of the
Dean each academic year and will be provided three (3) or six (6) hours credit equivalency per
semester (fall, spring, and summer). The determination of the number of credits equivalency
for each program shall be decided annually by the end of the spring semester by the Labor

Management Committee.

QUALIFICATIONS: (1) Shall possess minimum qualifications to serve as a faculty member
and shall have a minimum of 2 years of higher education teaching experience; (2) Shall possess

faculty qualification to satisfy state requirements if applicable.
RESPONSIBILITIES FOR THREE (3) OR SIX (6) HOURS CREDIT EQUIVALENCY™*:

1. Ensure alignment of program with the college mission, core values, guiding principles,
and strategic plan.

2. Coordinate and report faculty recommendations for short and long-range planning to
divisional dean.

3. Manage student population: recruitment, acceptance, probation, and dismissal.

4. Coordinate faculty recommendations and provide written input for annual program(s)
budget preparations.

5. Plan, prepare, and document advisory board meetings, if applicable.

6. Coordinate recruiting, interviewing, hiring and mentoring of faculty in the program.

7. Supervise and evaluate Online-Based Faculty and adjunct faculty who are assigned to the
specific division.

8. Responsible for ongoing quality improvement in course content, syllabi, program
handbook, assessment requirements, and maintaining course masters.

9. Supervise, coordinate, and organize labs for science and technical courses, to include
compliance with safety and hygiene policies, maintenance and annual inventory of lab
including ordering of supplies.

10. Coordinate student rotations for clinical/practicum laboratory: education, application
including securing off-campus sites and contracts, if applicable.

11. Assist the Dean in coordinating proficiency and entrance examinations and overseeing
portfolio students.

12. Coordinate with Dean and program faculty in selection of course materials.

*to be compensated as release time



RESPONSIBILITIES FOR ADDITIONAL CREDIT HOUR EOQUIVALENCY (CHE) PER
SEMESTER.:

Oversight of additional program, if nested (1 CHE) **

Oversight of additional program, if not nested (3 CHE)**

Participation in Clinical Coordinator activities, if applicable (1 to 3 CHE)**

Preparation for obtaining accreditation status, if applicable ( 1 CHE)**

Program Review for Academic Program Review Committee ( 1 CHE for annual, 3 CHE

for 3 year)™

Program expansion (2 CHE)***

e For every course section in one program or across multiple programs, the Program Chair, if they
elect, will receive 0.1 hour credit equivalency in release time to supervise up to 50 sections.

** t0 be compensated as additional release time



PROGRAM DIRECTOR'S JOB DESCRIPTION

PROGRAM TITLE

DESCRIPTION: The Program Director receives direction from, and is directly responsible to, the Dean of
Health, Science and Public Service. The Program Director is assigned at the discretion of the Dean each
academic year and will be provided a minimum of six (6) hours credit equivalency per semester (fall, spring,

and summer).

QUALIFICATIONS: (1) Shall possess minimum qualifications to serve as a faculty member and
shall have a minimum of 2 years of higher education teaching experience; (2) Shall possess faculty
qualification to satisfy state and/or national accreditation.

RESPONSIBILITIES FOR SIX (6) HOUR CREDIT EQUIVALENCY™*

1. Ensure alignment of program with the college mission, core values, guiding principles,
and strategic plan.

2. Coordinate and report faculty recommendations for short and long-range planning to
the divisional Dean.

3. Manage student population: recruitment, acceptance, probation, and dismissal.

4. Coordinate faculty recommendations and provide written input for annual program(s)
budget preparations.

5. Plan, prepare, and document advisory board meetings.

6. Coordinate recruiting, interviewing, hiring, and mentoring of all faculty in the program.

7. Supervise, evaluate, and coordinate information dissemination with online-based faculty
and adjunct faculty who are assigned to the specific program.

8. Responsible for ongoing quality improvement in course content, syllabi, program
handbook, assessment requirements, and maintaining course masters.

9. Supervise, coordinate, and organize labs for public safety discipline specific courses,
technical courses, and science, to include compliance with safety and hygiene policies,
program accreditation requirements, applicable industry specific consensus documents,
and annual inventory of lab, to including ordering of supplies.

10. Coordinate student rotations for clinical, practical, and laboratory: education, application
including securing off-campus sites and contracts, and memorandums of understanding with

external partners.
11. Assist the Dean in coordinating proficiency and entrance examinations and overseeing

portfolio students.
12. Coordinate with Dean and program faculty in selection of course materials.

13. Coordinate with and recommend to Dean class schedules.
14. Coordinate with and recommend to Dean faculty teaching assignments.

*To be compensated as release time or as supplemental pay as agreed upon by the Director and Dean.



RESPONSIBILITES FOR ADDITIONAL CREDIT HOUR EQUIVALENCY (CHE)
PER SEMESTER:

Oversight of additional program, if nested (1 CHE) **

Oversight of additional program, if not nested (3 CHE)**

Performance of clinical coordinator duties, if applicable (3 CHE)**

Preparation for site visit, if applicable (3 CHE)***

Annual accreditation report, if applicable (1 CHE)***

Self-Study for outside accreditor, if applicable (3 CHE)***

Program Review for Academic Program Review Committee (1 CHE for annual, 3
CHE for 3 year)***

e Program expansion (2 CHE)***

e For every course section in one program or across multiple programs, the Program
Director, if they elect, will receive 0.1 hour credit equivalency in release time to
supervise up to 50 sections.

**to be compensated as additional release time
***t0 be paid at adjunct rate



LEAD FACULTY JOB DESCRIPTION

DISCIPLINE:

DESCRIPTION: In order to address growth challenges and provide stability and consistency Lead
Faculty will assist and support the Division Chair, Program Chair, or the Program Director with the
responsibilities that are outlined in their respective job descriptions. The Lead Faculty receives direction
from and is directly responsible to the Dean of the area in which s/he works. The Lead Faculty is
assigned at the discretion of the Dean each academic year and will be provided a minimum of four (4)
hours credit equivalency per semester (fall, spring, and summer).

QUALIFICATIONS: (1) Shall possess minimum qualifications to serve as a full-time faculty
member and shall have a minimum of 2 years of higher education teaching experience; (2)
Shall possess faculty qualification to satisfy state and/or national accreditation.

RESPONSIBILITIES FOR FOUR (4) HOUR CREDIT EQUIVALENCY:

1. Become an observer in a maximum of 30 sections.

2. Mentor adjunct faculty when issues arise with grading, attendance, and
student complaints.

3. Check that weekly attendance has been logged by the adjunct consistent with the college’s
requirements.

4. Check the adjunct’s gradebook weekly to insure timely grading of
assignments.

5. Review adjunct’s interactions with students within announcements, journals, discussions,

and other assignments.
6. Ensure that the adjunct is responding to students’ emails in a timely fashion.

7. Check that the adjunct has completed grading of all assignments at the end of
the term, before final grades are due.

RESPONSIBILITIES FOR ADDITIONAL CREDIT HOUR EQUIVALENCY PER
SEMESTER:

A Lead Faculty may elect to supervise beyond 30 sections. Each additional section, up to
50 sections, would add 0.1 additional hours credit equivalency which can be compensated
either in release time or by supplemental contract. Beyond 50 sections, a Lead Faculty may
elect to supervise additional sections with the agreement of the appropriate Dean.
Compensation for workloads beyond 50 sections will be by supplemental contract only at
the same ratio of 0.1 hour credit equivalency per section.
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