Article 17: Job Descriptions

All faculty are covered by theregular, probaionay and temporary, or adjuna faculty
genera job descriptions induding those faculty whose specific job descriptionsare
induded in this Contract.

17.01 FACULTY DUTIES: REGULAR, PROBATIONARY, AND TEMPORARY
FACULTY: Faculty duties of theaverage 40-hou work week are divided into three
areas of responsbility:

A. Student Contact: Either OngructiondOor Gillied.O A given assignment may indude
both indructiond and allied Student Contact. This portion of faculty duties accounts
for an average of 3540 of thework week.

1. Indgtructional Student Contact: Indructiond Student Contact refersto those
activities directly related to scheduled indruction, induding: lecture, laboratory,
clinical, performance and coaching assignments; preparation for ingruction; student
assessment activities, and office hoursfor ingructors of record. This portion of
faculty duties accounts for an average of 3540 of thework week. Examples of
indgructiond dutiesindude but are notlimited to, thefollowing:

a. Faculty Obligaionto Students:

1) Startsand endsclass at the scheduled time, and holdsfind exams duringthe
scheduled time, except as requested by individud students unde
extraordinary circumstances.

2.) Issuesasyllabusfor each class, induding at |east thefollowing: course
description and organization following the approved course outline reading
and lecture schedule; assignment structure, and written grading policy.

3.) Ingruds or supeavises students during all scheduled lecture, laboratory,
clinical, performance, and coaching sessionsof ther assgnment unlessill,
unavoidably detained, or engaged in approved departmental or College
busness of a priority naure. Starts and endsclasses ontime.

4. Prepares materiasforingructiond use induding hand-outs, presentations
exams, quizzes, and classroomand homework assignments. Updaes
materialsin respong to major advancesin thefield of study.

5.) Conferswith students on academic matters and advises students in matters
related to thedisciplineand to career gods as appropriate.

6.) Solicits and evaluaes student feedback aboutther experience in theclass.
(See Article 14A.05A.1)

7.) Refers studentsto counslors and other campusresources as appropriate.
8.) Assistsin providing authorized accommodaionsfor students with disabilities.

9.) Maintainsoffice sessionsas poged; meets with students during established
office sessions and by appointment when arranged by specific student request.
(See Article 3202C - E))
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10.) Assesses student work and provides evaluaion of tha work to studentsin a
timely manna, paticularly following mid-terms and prior to find datesfor
dropping or withdrawing.

11) Providesaternative assignments or activitiesto field tripsand other group
activitiesthat are notidentified by date andtime in the published class
schedule. (Exceptions team and performance courses such asthosin P.E.,
Thesatre Arts, Musc, and Communication Studies.)

12) Determinesall grades according to published grading policy.

13) Podgsexamination grades to enable each student to identify only his’her own
Scores.

14) Completes mid-term reparts and find grades to meet established College
deadlines and maintains postive attendance and grading records as required
by the Education Code
b. Other Faculty Obligations
1)) Selectstextbooksand other course materials, subject to approva of department.

2.) Itistheresponsbility of the faculty member to notify the Office of
Academic Affairs of absences before they occur and to repart theabsence
uponreturn. (NOTE: provisionsfor coverage of missed classes mug be
made according to the provisionsof Article 29: Subditutes.).

2. Allied Student Contact: Allied Student Contact refers to those activities directly
related to individud or group contact with studentsin aformal or informal setting,
tha occur as part of regularly assigned duties of counsglors, librarians, and other
faculty whose specia job descriptionsare appended to this Contract. This portion
of faculty duties accounts for 3540 of thework week. Examples of allied duties
indude butare notlimited to, thefollowing:

a. Faculty Obligaionto Students:

1.) Conferswith students and advises students in matters related to ther
education and careers.

2.) Selects or developshandous, presentations and other materials for student
use.

3.) Prepareswritten materials and indruction to suppat student use of services.

4.) Meetswith students at established times, or by appointment, as a pat of
thar regular duties.

5.) Conferswith students on academic matters, career oppotunities, and other
appropriate matters.

6.) Provides liaison with other programs.

7.) Developsservices and collectionsrelated to curriculum, e.g. library
collections

8.) Providesingructionrelated to thefaculty member® assignment.
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9.) Refers studentsto counslors and other campusresources as appropriate.
10) Solicitsand evaluaes student feedback. (See Article 14A.05A.1))
b. Other Faculty Obligations

1) Prepares and presents lectures as a part of theregular alied assgnment, as
scheduled by the department, or as a guest of another department.

2.) Participatesin innovdive programs as requested by the department (e.g.
mentoring at Tranger Center).

3.) Maintainsrecords of Student Contact as required by the department.

4.) Coungling duties may indudeshort-term persond counsling with
appropriate referral to off-campusagencies. Ongang therapeutic
counglingis not pat of acounslor@job.

5.) Librarian dutiesindudeindructionin research and reference.

B. CollegeService: Thesamefor al regular, probaionay, andtemporary faculty. Along
with Professiond Service and Development, this portion of faculty duties accounts for
an average of 5/40 of thework week.

1. Definition of College Service: Thos activities which contribute to the department
or to the College outside of ingruction or therangeof assigned allied duties. Along
with Professiond Service and Development, this portion of faculty duties accounts
for an average of 5/40 of thework week. Some College Service activities are
required of al faculty members. Others may be used to meet this portion of thejob
requirement alongwith required and other Professiond Service and Development
activities. Thetwo categories of College Service activities are identified in the
examples bdow.

2. Limit to Adjunct Faculty Participation on Committees: NOTE: It isrecognized
tha regular faculty have aprimary role in making departmental recommendéions
aboutstaffing, curriculum, budgeing, scheduling, and other matters. Therefore the
Didtrict reserves therightto limit membership on designaed committees, induding
but not limited to those dealing with the subjects identified above to regular
faculty. Adjund faculty will be provided with theoppotunity to express thar
opinionson all matterstha arise at depatment meetingsand to place items onthe
department meeting agenda Adjund faculty will be provided with the oppatunity,
butwill notberequired, to paticipate in the opeation of the department induding
committees other than those officially designaed within a department according to
the provisionsin this paragraph above and work groups forums, etc.

3. Examples of College Service. Examples of College Service would indude butare
notlimited to, thefollowing:

a. Required College Service Activities
1) Attendsregularly scheduled department meetings

2) Servesonevauaion and tenure review teams as required by the Contract
and standad department procedures.
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3) Serveson hiring committees as required by the District Hiring Policy and
standad department procedures as appropriate to individud areas of
academic expertise.

4) Servesasrequested, or according to standad department procedures, on
officially designaed full-time faculty departmental committees.

5) Serveson program advisory committees as required by the department.
6) AttendsGraduation ceremonies.
7) Follows departmental requirements for New Faculty Orientation Day.
b. Other College Service Activities
1) Servesongeneral depatmental committees.
2) Serveson college-wide committees.
3) ServesontheAcademic Senate or the AFA Executive Coundl as elected.

4) Participatesin community outreach efforts, induding such activities as
schoolvisitations career fairs, or Day unde the Oaks.

5) Provides classes or activities for Professiond Development Activity Days.
6) Participatesin specia projects as requested by theDistrict.
7) Participatesin the shared govenance activities of the Digtrict.

C. Professional Service and Development: Thesamefor al regular, probaionay, and
temporary faculty. Alongwith College Service, this portion of faculty duties accounts
for an average of 5/40 of thework week.

1. Definition of Professional Service and Development: Thos independent
activitiesinitiated by thefaculty membe which support or promote the discipline or
the profession academically or in thecommunity. Alongwith College Service, this
portion of faculty duties accounts for an average of 5/40 of thework week. Some
of the Professiond Service and Development activities are required. Others may be
used to meet this portion of thejob requirement alongwith other College Service
activities. Thetwo categories of Professond Service and Development are
identified in the examples bdow. (NOTE: to doaument these activities, please

keep alist.)
2. Interferencewith Other Requirements. Note: these activities should not prevent
performance of Student Contact or College Service requirements.

3. Examples of Professional Service and Development. Examples would indude
butare notlimited to, thefollowing:
a. Required Professional Service and Development Activities
1) Participaesin Professond Development Activity Day activities organized

by the District, the department, or in self-designed professiond growth
activities (i.e. QlexOdays) in thar stead. (NOTE: These activitiesare a
required part of the 177-day contract year and are consdered to be separate
from theweekly time allocated for other Professiond Service and
Development activities.)
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2) Participatesin activities designed to hdp maintain currency in thediscipline
of thefaculty member and doauments tha activity.

b. Other Professional Service and Development Activities
1) Participaesin professiond conferences and seminars and doauments tha

activity.
2) Serves, oriselected to office, in professiond organizationsand doauments
tha activity.

3) Organizes or participatesin community activities directly related to the
disciplineor to the College and doauments tha activity.

4) Offers conferences, seminars, lectures, or other eventsinduding
performances and exhibits, for purposes of advancement of thediscipling,
and doauments that activity.

5) Readsand researchesin one3 discipline or related disciplines and
doauments that activity.

6) Writes or publishesin one3 disciplineor related disciplines and documents
tha activity.

7) Developscreative work in one3 discipline and doauments that activity.

D. Other: Assignmentsfor which either re-assigned time or special compensationis
given are notinduded in this description.
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17.02

FACULTY DUTIES: ADJUNCT FACULTY: Duties of adjund faculty (induding
credit and non-credit, indructiond and allied) are divided into three areas of
responsbility:

. Student Contad: Either OngructiondOor Gillied.O A given assignment may indude

both ingructiond and alied Student Contact.

1. Instructional Student Contad: Ingructiond Student Contact refersto those
activities directly related to scheduled indruction, induding: lecture, laboratory,
clinical, performance and coaching assignments; preparation for ingruction;
student assessment activities, and; office hous foringructors of record. Examples
of ingructiond dutiesindude butare nat limited to, thefollowing:

a. Faculty Obligaionto Students:
1) Startsand endsclass at the scheduled time, and holdsfind exams duringthe

scheduled time, except as requested by individud students unde

extraordinary circumstances.

2.) Issuesasyllabusfor each class, induding at |east thefollowing: course

description and organization following the approved course outline reading
and lecture schedule; assignment structure, and written grading policy.

3.) Indrudts or supevises students during all scheduled lecture, laboratory,

clinical, performance, and coaching sessionsof ther assgnment unlessill,
unavoidably detained, or engaged in approved departmental or College
busness of a priority naure. Starts and endsclasses ontime.

4. Prepares materiasforingructiond use induding hand-outs, presentations

exams, quizzes, and classroom and homework assignments. Updaes
materialsin responsge to major advancesin thefield of study.

5.) Conferswith students on academic matters and advises students in matters

related to thedisciplineand to career gods as appropriate.

6.) Solicits and evaluaes student feedback aboutther experience in theclass.
7.) Refers studentsto counslors and other campusresources as appropriate.
8.) Assistsin providing authorized accommodaionsfor students with

disabilities.

9.) Maintainsoffice sessionsas poged; meets with students during established

10)

11)

12)

office sessions and by appointment when arranged by specific student request.
(See Article 3202D & E.)

Assesses student work and provides evaludion of that work to studentsin a
timely manne, particularly following mid-terms and prior to find daesfor
dropping or withdrawing.

Provides alternative assignments or activities to field tripsand other group
activitiesthat are notidentified by date andtime in the published class
schedule. (Exceptions team and performance courses such asthoin P.E.,
Thesatre Arts, Musc, and Communication Studies.)

Determines all grades according to published grading policy.
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13) Podgsexamination grades to enable each student to identify only his’her own
Scores.

14) Completes mid-term reports and find grades to meet established College
deadlines and maintains postive attendance and grading records as required
by the Education Code

b. Other Faculty Obligations

1)) Selectstextbooksand other course materials, subject to approva of
department.

2.) Itistheresponsbility of thefaculty member to notify the Office of
Academic Affairs of absences before they occur and to repart theabsence
uponreturn. (NOTE: provisionsfor coverage of missed classes mug be
made according to the provisionsof Article 29: Subditutes.).

2. Allied Student Contact: Allied Student Contact refers to those activities directly
related to individud or group contact with studentsin aformal or informal setting,
tha occur as part of regularly assigned duties of counsglors, librarians, and other
faculty whose specia job descriptionsare appended to this Contract. Examples of
alied dutiesindude but are notlimited to, thefollowing:

a. Faculty Obligaionto Students:

1.) Conferswith students and advises students in matters related to ther
education and careers.

2.) Selects or developshandous, presentations and other materials for student
use.

3.) Prepareswritten materials and indruction to suppat student use of services.

4.) Meetswith students at established times, or by appointment, as a pat of
thar regular duties.

5.) Conferswith students on academic matters, career oppotunities, and other
appropriate matters.

6.) Provides liaison with other programs.

7.) Developsservices and collectionsrelated to curriculum, e.g. library
collections

8. Providesingructionrelated to the faculty member® assignment.
9.) Refers studentsto counslors and other campusresources as appropriate.
10.) Solicits and evaluaes student feedback.
b. Other Faculty Obligations

1.) Prepares and presents lectures as a part of theregular alied assgnment, as
scheduled by the department, or as a guest of another department.

2.) Participatesin innovdive programs as requested by the department (e.g.
mentoring at Tranger Center).

3.) Maintainsrecords of Student Contact as required by the department.

Last modified July 1, 2005 Article 17: Job Descriptions
2007-09 AFA/Sonoma County Junior College District Contract Page 111



4.) Coungling duties may indudeshort-term persond counsling with
appropriate referral to off-campusagencies. Ongang therapeutic
counglingis not pat of acounslor@job.

5.) Librarian dutiesindudeindructionin research and reference.

B. College Service: Notrequired of all adjund faculty.

1. Definition of College Service: Thos activities which contribute to the department
or to the College outside of indruction or therangeof assigned alied duties. These
activities are not required of adjund faculty, but when assigned and accepted by the
adjund faculty member shdl receive a Digtrict Activity load factor and shdl be
compensated at the District Activity rate of pay.

2. Limit to Adjunct Faculty Participation on Committees: NOTE: Itisrecognized
tha regular faculty have aprimary role in making departmental recommendéions
aboutstaffing, curriculum, budgeing, scheduling, and other matters. Therefore the
Didtrict reserves therightto limit membership on designaed committees, induding
but not limited to those dealing with the subjects identified above to regular
faculty. Adjund faculty will be provided with theoppotunity to express thar
opinionson all matterstha arise at depatment meetingsand to place items onthe
department meeting agenda Adjund faculty will be provided with the oppatunity,
butwill notberequired, to paticipate in the operation of the department induding
committees other than those officially designaed within a department according to
the provisionsof this paragraph above and work groups forums, etc.

3. Examples of College Service. Examples of College Service would indude butare
notlimited to, thefollowing:

a. Attendsregularly scheduled department meetings

b. Serveson evaluaionteams as permitted by Contract and according to standad
department procedures.

Serves on depatmental committees, as requested by the department.

Performs departmental work, such as curriculum development, for designaed
regular faculty committees, as requested by the dgpartment.

Serves on program advisory committees as requested by the department.
Serves on college-wide committees.
Serves onthe AFA Executive Coundl as elected.

Participates in community outreach efforts, induding such activities as school
vigitations career fairs, or Day unde the Oaks, as requested by the Department.

i. Provides classes or activities for Professiond Development Activity Day.
j. Participatesin specia projects as requested by theDistrict.
k. Participaesin theshared govenance activities of the District.

a o

@ o
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C. Professional Service and Development: Limited to Professiond Development Day
activitiesin certain job categories.)
1. Definition of Professional Service and Development. Those indgoendent

activitiesinitiated by thefaculty membe which support or promote the discipline or
the profession academically or in the community.

2. Interferencewith Other Requirements. Note: these activities should not prevent
performance of Student Contact or College Service requirements.

3. Paid Professional Development Activities. Paid Professond Development
activitiesfor adjuna faculty are limited to thefollowing:

a. Adjuna faculty may paticipae in Professond Development Activity (PDA)
Day activities organized by the District or in self-designed activities designed
by the department.

b. Credit adjund ingructiond faculty teaching a semester-length course tha meets
onascheduled PDA day will be expected to participae in the scheduled
activitiesand will bepad for paticipaionfor thenumber of hours they would
have taughthad class been in session.

c. Adjuna alied and adjuna non-credit faculty are not required to attend PDA
days. They may be scheduled to work those days, or they may apply to ther
departments for compensation to attend specific PDA day activities.

d. Any adjund faculty member may paticipaein PDA days onavolunteer bas's,
or apply to thar department for compensation for participaion not otherwise
compensated unde the guiddines established for depatmental activities.

D. Other: Assignmentsfor which either re-assigned time or special compensationis
given are notinduded in this description.
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17.03 DUTIES: DEPARTMENT CHAIR
A. General
1. Two Major Functions of Department Chairs

a. Thefirst mgor fundion of Depatment Charsisto provide departmental
leadership N in terms of modding goad ingruction, developing new
curriculum, advoaating for their programsin terms of inditutiond resources,
resolving intra-departmental conflicts, and maintaining department morale.

b. Thesecondmajor fundion of Department Charsisto serve asliaisonto the
administration in terms of curriculum, hiring, budgeting, scheduling, evaluaion,
facilities, etc. Both fundionsare reflected in the outline bd ow and require
knowledgeof campuspolicies, procedures, and practices.

2. Shared Responsibility for Off-Campus Programs. Depatment Chars share
responsbility for off-campusprograms with the administrators assigned to those
programs. In prindple, in order to maintain congstency of curriculum and
ingructiond qudity, departments should be as involved as practicable with courses
fromther disciplines.

B. Yearly service: Department Chair

1. Department Chair Days Depatment Chars serve and will bepad for two (2)
daystypically scheduled in theweek prior to the beginning of the Fall semester in
addition to thestandard 177-day contract year. Other work undetaken outsidethe
academic year is subject to the conditionsof Article 13.07.B and C.

2. Academic Year Service of Department Chair

a. Subject to thecongraints of thar indructiond or alied assignments,
Department Chairs generally are expected to be available to condud department
busness during theworking days of the academic year.

b. TheDepatment Char typically serves asingructor of record for independent
study courses.

c. The Depatment Char maintainsevening hours as needed during thefirst two
(2) weeks of theregular semester.

3. Other Portions of the Calendar Year Service of Department Chair: Inaddition
to thedays of yearly service, the Department Chair is available during other
portionsof the calenda year for discussonson such matters as. schedule changes
prlor to the beginning of aregular semester or Summer session; budges; late hiring
issues; and other GmergencyOissues. A Char must notify thesupavising
administrator of whomto contact if the Department Char will notbeavailable at
any time duringtherest of the calenda year.

C. Specific Responsibilities of Department Chairs

1. Personnd

a. Staffing pogtions. TheDepatment Char recommendsfaculty and classified
staffing postionsbased on evaluation of need.
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b. Hiring process. In conjundion with the Human Resources Department and the
Office of Academic Affairs, the Department Char coordinates or paticipatesin
the hiring process, induding the development of job announements,
recruitment, committee formation, paper screening, interviewing, and selection.

c. Orientation. The Depatment Char facilitates the orientation of new
personng.

d. Tenurereview and evaluations. The Depatment Char participaesinthe
tenure review of probaionay faculty and evaluation of regular, temporary, and
adjund faculty as specified in this Contract.

e. Classfied staff. The Depatment Char isconsdered theimmediate supevisor
of the department@ classified staff, and evaluates classified staff congstent with
the provisionsof the SEIU Contract and Board policy and procedures.

2. Class Schedules
a. Schedule development. The Depatment Char works with the department
members, the supavising administrator, and the Scheduling Office to develop
the schedule of classes for the department programs.
b. Loads, schedules, and enrollments. The Depatment Char monitors

ingructiond loadsand enrollments, and assists supervising administrator in
canceling and adding classes, and readjuding ingructor schedules and loads

3. Curriculum
a. Curriculum review

1) TheDepatment Char reviews department curriculum regularly, induding
maintaining currency of course outlines.

2) TheDepatment Char ensurestha assessment and placement devices and
prerequisites are appropriate, fair, and consstent with matriculation
guiddines.

b. Curriculum development. The Department Char keepscurrent regarding
needed curricular changethroughcontacts with counslors, the Articulation
Office, advisory committees, four-year inditutions employer groups etc. As
needed, coordinates curriculumwith othe departments.

c. Distribution of course outlines. TheDepatment Chair distributes updaed/
revised/new course outlines to faculty prior to the beginning of each semester.

d. Textbook selection. TheDepatment Char approves textbook selection.
4. Program Administration

a. Support programs and services. TheDepatment Char maintainsliaison with
ingructiond suppot programs and services (e.g. Tutoria Center, MCL,
Library, AV, Learning Services, Counsling).

b. Program planning and evaluation. The Department Char prepares program
planning and evaluation doaumentation.

c. Committee meetings The Depatment Chair attendsDepatment Chair
meetings
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5. Budget

a. Budge proposals. TheDepatment Char workswith the supevising
administrator (while conferring with department faculty and classified staff) to
develop proposd budgé figuresfor: nonfederal student hdp and STNC
classified staff; G000QDbject Codeexpenditures; G000ADbject Code
expenditures; and other areas as requested by the supavising administrator.

b. Expenditures. The Department Char signspurchase orders and monitors
expendituresin the categories identified above

c. Communication. The Department Char apprisesthe supavising administrator
of budgéary issuesin atimely manner.

6. Fadlitiesand Equipment

a. Equipment and materials needs. The Department Char works with the
supeavising administrator (while conferring with department faculty and
classified staff) to develop priority listsfor general equipment, computer
equipment, media, and library materials.

b. Purchasng equipment. TheDepatment Char assistsin the process of
purchasing approved items as requested by the supavising administrator.

c. Fadlitiesmodification planning. The Department Char works with the
supevising administrator (while conferring with department faculty and
classified staff) in the planning of additionsor modifications or other capital
outlay projects.

7. Other
a. Leadership. TheDepatment Char demondrates leadership by:

1) Holding regular department meetings(at least one[1] per semester) open to
all faculty;

2) Attending advisory committee meetingsfor departmental programs;

3) Maintaining regular formal and informal department communication
channdswith all faculty and staff with regard to discipline and departmental
ISSUEsS;

4) Maintaining currency regarding published college policies, procedures, and
guiddines;

5) Participatingin Depatment Char training programs as requested;

6) Assistinginthedevelopment of publicationsaboutthe college as requested
by the supevising administrator; and

7) Assistingin thedevelopment of govenmental and private grant proposls,
and reports as requested by the supevising administrator.

b. Student complaints. TheDepatment Char isthefirst level of appedl for
student complaints related to the department( programs or personnd.
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17.04 COORDINATORS: DEFINITIONS

A. OFROGRAM COORDINATOROmMeansa faculty member who assists a Department
Char/Supeavising Administrator in the coordinaion and administration of a specific
program of study. Duties vary and may indude prepaing/reviewingkevising
curriculum, preparing the schedule of classes, advising students, administering program
budge, preparing the PEP, acting asliaison to the Department Chair, and/or Dean,
advocating for program needs organizing an Advisory Committee (for vocationd
programs), organizing and holding Advisory Committee meetingsat least twice a year,
and acting as liaison to the Collegefor the program, for example for PR.

B. OMROJECT COORDINATOROmeansa faculty member who assists a Department
Char/Supeavising Administrator in the coordination and administration of a specific
project, for example the SEED project or Scholar Athletes program. Dutiesvary and
may indude recruiting and advising paticipants in the project, acting as liaison to and
from Digtrict faculty as needed, coordinating project activities at al District locations
acting as liaison to the Department Chair, and/or Dean, advocating for project needs, and
acting as liaison to the Collegefor the program, for example for PR.

C. OLOCATION COORDINATOROisapostiontha does notcurrently exist.
However, both AFA andtheDistrict have agreed to andyze the need for better
coordination and administration of Department operationsat sites where programs are
offered withoutaresident Depatment Char and to determine a meansto provide
suppot of Department faculty and programs at all District locations
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