PFF MEMORANDUM

TO:  PFF PARTICIPANTS 

SUBJECT: Draft: Policy for Faculty Office Assignments at SRJC Petaluma Campus      


       from The PFF Faculty Office Committee

DATE:  March 9, 2004

The proposed policy addresses these areas:

1) what to do when an existing full-time faculty office becomes vacant

2) how to assign faculty offices once modular facilities are installed fall 2004

3) how to assign faculty offices once Phase II of the Petaluma Campus is completed.

DRAFT: Policy for Faculty Office Assignments at SRJC Petaluma Campus

Whenever a faculty office space becomes available, a query letter will be sent by email from Administration to all regular Petaluma faculty asking if any faculty are interested in moving into the vacant space.  Faculty will have at least four weeks to express interest.  A list of all interested faculty will be made; only the faculty who have responded by the expressed deadline will be included on the list.  When there is more than one faculty member requesting an office space, the issue will be decided by the Steering Committee of the Petaluma Faculty Forum (PFF).  The PFF Steering Committee shall oversee this process as the only campus-wide governing body that has elected faculty representatives who act in lieu of department chairs or coordinators.  The PFF Steering Committee shall decide how to assign offices using the following criteria, ranked with highest importance first:

 

1) Administrative Need:  The office provides an environment Administration considers necessary or optimum for the faculty member.

2) Departmental Need: The office offers a particular accommodation that an interested faculty member requires to represent his or her discipline in an effective and appropriate manner.  

3) Physical Need:  The office provides appropriate space and configuration to accommodate particular physical needs of the faculty member.

4) Seniority: Faculty with the longest years of full-time service to SRJC shall be given priority over faculty with fewer years of service.

5) Compatibility of Office Mates:  If the vacant office is shared with existing faculty, that faculty member can express a preference for a particular candidate, and this preference will be considered.    

 

In the event of a tie between equal candidates vying for a particular office, the decision will be reached by coin toss.

Split-load Faculty:

Faculty who work full-time for the SRJC District but work between campuses can apply to share an office designated specifically for split-load instructors.  Office assignments will be based on the same criteria listed above.  

Office-swapping:

If two faculty agree to swap offices and all faculty involved agree to this arrangement, then the process to complete the move does not involve the PFF Steering Committee.  In such instances, both faculty must contact Administration to seek approval and to make arrangements for switching phone lines and moving equipment and furniture.  Notice of the move shall be given to the PFF Steering Committee for announcement during a regular PFF meeting.

Adjunct Instructors:

Adjunct instructors shall have access to shared office suites, preferably with lockable file drawers to accommodate teaching materials in a secure fashion.  Office assignments will be managed by Administration.

