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Background:  Brief History of the Organization and Management of Department/ Division Chairs at Houston Community College (HCC)

1.
Under the leadership of Chancellor Ruth Burgos-Sasscer, HCC first instituted a 
system for the selection and rotation of Department Chairs in 1997. The use of 
Department Chairs, rather than the previous use of “Coordinators,” was promoted as 
a means of placing teaching and curriculum responsibilities more directly and 
correctly under faculty management and reducing the “costs” of administration per se.

2.
During the 1999-2000 academic year, Vice Chancellor for Educational Development 
Charles Cook worked with Helen Orman, HCC President of the Faculty Association, and 
co-chair Michael Golden to lead a district-wide committee that developed and 
implemented the first HCC Department Chair Guidelines (March 2000). The guidelines 
included the roles of Department Chairs for academic and workforce (now termed 
career and technology - CTE) instruction, counselors, and librarians. The guidelines also 
detailed the qualifications, application and selection processes, stipends, processes for 
chair removal, chair assistants, formulas and worksheets for calculation of chair 
workloads, and programs/disciplines supervised by departments by Colleges. 

3.
The Department Chair Guidelines were subsequently revised in November 2002.  
Vice Chancellor Cook worked with a committee headed by HCC Faculty Senate 
representative Michael Golden. The major changes for that edition included the 
incorporation of Distance Education into chair responsibilities. The overall 
management of Distance Education was moved from a “hubbed” program at HCC-SE 
College to the district office and the evaluation and supervision of curriculum 
and 
teaching in distance education was integrated into the mainstream processes for 
instruction at the Colleges. Other edits were made in terms of the selection process, 
the 
addition of associate chairs, clarification of overload assignments, and addition of 
evaluation and training criteria for Chairs.  

4.
The Department Chair Guidelines remained fairly constant under the tenure of 
Chancellor Bruce Leslie, receiving only minor tweaks and attempts to ensure that 
“Colleges to standard” measures were applied across the District (e.g., the number of 
sections that a Department should supervise).  Occasionally, however, Board 
members or others questioned the rationale and value of “release” time for faculty 
that was generated as a result of the Guidelines.  Faculty called for the renaming of 
“release” time as “alternative assignment” time to emphasize that while faculty may 
have been “released” from teaching, they were otherwise charged with instructional 
responsibilities (e.g., scheduling, staffing, evaluating, etc.)  

5.
During 2006, Acting Chancellor Norm Nielsen asked Vice Chancellor for Instruction 
Cook to examine the Department Chair Guidelines to determine whether they 
resulted in overall effective and efficient academic administration for HCC and 
whether there was equity and consistency in their application across the Colleges. Dr. 
Cook worked with President David Ross of the HCC Faculty Senate and Alan 
Ainsworth, a spokesperson designated by the HCC Department/division Chairs. The 
committee conducted a thorough review of HCC policies and practices and also 
reviewed the policies and practices of similar community colleges across the state 
and nation.  In December 2006, Cook delivered a report to Nielsen noting that:


a. 
The concept of “release time” had long been misunderstood with critics not fully 


aware or appreciative of its utility and value.  Instructional Department Chairs, 


while teaching faculty members, take on significant and important administrative 


duties, ranging from curriculum review and alignment with both public schools 


and universities; faculty recruitment, supervision, and evaluation; selection 


of instructional materials; facility, equipment, and software selection, 



maintenance, and operation; budget development and control; and student 


recruitment, advisement, and grievances.  Without Department Chairs’ “release 


time” from teaching to perform these vital duties, HCC would incur similar or 


perhaps even higher costs for employment of full-time administrators.  

b.  
The HCC formulas to determine the amount of release time allowed to individual 


Department Chairs were last reviewed in November 2002.  Over time and with 


significant change out of personnel by Fall 2006, it was apparent that the 



formulas were not uniformly understood or applied across the colleges and 


department/divisions.  Virtually every Chair in the District, regardless of 



Department size, was receiving four release times and more.  However, there 


were many large Department that were scrupulous in allowance of release times.  

c.  
A review of the fall 2006 semester in terms of each instructional department


numbers revealed that the formulas overall were perhaps too generous. 



Specifically, the average academic department chair with four release times was 


managing 46.4 sections, 980 students, 4.7 full-time faculty, and 12.6 adjunct 


faculty.  The average career and technology (CTE) department chair was 


managing 21 sections, 290 students, 2.8 full-time faculty members, and 5 


adjunct faculty members.  These average numbers fell far short of previously 


accepted “college to standards” formulas (e.g., academic departments should 


supervise at least 90 sections; career and technology (CTE) departments should 

supervise at least 60 sections). 

As a result of these findings, Cook made recommendations for the readjustment of 
the 
existing formula in line with state and national standards.  Prior to a resolution of 
the 
recommendations, however, HCC experienced a change in leadership. 

6.
Chancellor Mary Spangler began her tenure at HCC in March 2007.  One of her first 
actions was to pose a question to all HCC employees as to how HCC could save 
money/generate revenue in becoming more effective and efficient in its operations.  
Numerous responses came in supporting a revision of the department and chair 
structures.  


Deputy Chancellor and Chief Operations Officer Art Tyler was hired in August 2007.  
Dr. Tyler asked Vice Chancellor Cook to once again work with a district-wide 
committee 
to take up the unfinished task or revising the Department Chair Guidelines.  In the 
meantime, questions arose among other HCC leaders as to whether HCC should even 
maintain a system of elected Chairs and whether the Colleges needed different levels of 
management, including Division Chairs. Central College was given permission by the 
Chancellor to pilot a “superchair” program.  The Chancellor made a commitment to the 
Faculty Senate President Linda Koffel, however, to maintain the elected Chair model, in 
return for which she expected Guidelines that would provide greater emphasis on 
accountability on the parts of Colleges and Chairs. 


Dr. Cook organized a new district wide committee in November 2007 consisting of 
four administrators (one VC, one President, one Academic Dean, and one Career 
and Technology (CTE) Dean, and four faculty (the Faculty Senate President, the 
Chair spokesperson, one Chair, and one teaching faculty member).  The committee 

has worked from November 2007 through June 2006 and now offers the attached, 
revised draft Guidelines. 

Procedure and Timeline for Implementation of revised Department/Division Chair Guidelines – Spring 2009 
July 14 – 

Draft Guidelines will be broadly circulated for all Faculty and 


Sept 30,

administrators to read and offer comments.  Faculty comments  

2008

will be sent in writing to Mary Page, President of the HCC Faculty 



Senate.  Administrative comments will be sent in writing to 




Charles Cook, VC for Instruction.

Oct 1 - 

Mary Page and Charles Cook will summarize the comments and Oct 15,


meet with the Department/Division Chair Guidelines Committee  

2008

and Chancellors’ Cabinet to resolve any final conflicts. The 



Committee will integrate the approved resolutions into the Final 



Draft of the Department/Division Chair Guidelines by November 1, 


2008.  

Nov 1 - 

Department/Division Chair training will be scheduled for 


Nov 15

implementation of the new Department/Division Chair Guidelines 2008

for the Spring 2009 Semester. 

The following Questions/Answers Section summarize much of the changes that have been made for this edition.  

Questions/Answers related to the Guidelines Changes
Q:  Why change the current formula for Chair workload?  

A: The current formula is complicated and too subjective. Well-intended Chairs readily admit to various interpretations, all of which might be legitimately argued.  It thus leads to probable inequities across the district. The result has been misunderstanding and finger-pointing by both sides, with Chairs claiming administrators don’t understand and under-value their jobs and with Administrators claiming that Chairs/faculty are “abusing” release times. We need a formula that provides greater clarity and transparency.  

Q. Why use Contact Hours as the primary driver to determine Chair/Department release times, stipends, and assistants?  What about the myriad other considerations and factors as numbers of courses? Numbers of disciplines/ programs? Accreditation issues? Lab v. lecture? Number of faculty?  Etc. 

A: Contact hours are the means by which we are funded by the state and should be the primary means by which we distribute internal resources. Once an adequate baseline is established, contact hours grow in proportion to the total amount of work entailed in managing a department/division. Tying “awards” to contact hours will motivate and reward Chairs to grow programs and utilize resources as efficiently as possible. Contact hours are the best single proxy for the amount of work for which a Chair is responsible.

Q. What about department/division/program quality? Shouldn’t that be considered?  

A: YES, absolutely – but not in a formula to determine release times, stipends, or assistance. Quality is judged by evaluation processes of both personnel and the program and should be properly reported and attended to through personnel evaluations and program reviews.  (The state is considering a means of quality measures for funding purposes – e.g., program graduates, transfers, etc. – but until such time as this is clarified by the state, it would be difficult to implement internally.)

Q: What about the “messy” and extra details for which departments/divisions often are asked to handle - dual credit, new community requests/demands, special programs/needs, tutoring/mentoring, student clubs, facility management, etc.?

A: We propose that rather than building such details into a formula, that instead all of the Instructional Deans and/or Presidents be given some limited amount of discretionary funds that they may utilize for these purposes. These funds will come from and equal to ten percent of the total release times generated by the College’s departments/divisions. This affords the Deans/Presidents greater flexibility, responsibility, and accountability to devise solutions that impact the College across departments/divisions. The primary academic program required to manage facilities is Fine Arts. Given that fact, we included Fine Arts in the same category as the CTE programs, allowing for smaller numbers of contract hours to generate additional release times.   

Q. Why do the formulas seem to favor the CTE department/divisions, and specifically the Health Sciences, more than the academic ones?

A:  The CTE and Health Sciences departments/divisions face more requirements and different challenges in the management of their programs, including mandatory advisory committees, state and federal accountability measures, external learning and clinical requirements, accreditation limits (in health sciences) on the numbers of students served per faculty, etc. The CTE and health sciences programs are business and industry driven and thus tend to be more impacted by technological changes and market conditions. Since CTE and health sciences courses by their nature are self-selected by students and not “required” for a “core curriculum,” CTE departments/divisions must exert extra effort in student recruitment. Finally, the CTE and health sciences programs typically are more equipment intensive and costly and thus generate higher reimbursement rates per contact hours than do the academic programs.  

Q.  What is the difference between a Department Chair and a Division Chair?

A Department Chair title must be used when the Chair manages a single discipline and/or program.  A Division Chair title must be used when the Chair manages multiple disciplines and/or programs.  The Guidelines specify five levels of Chairs and the levels apply equally to either Department or Discipline Chairs. 

Q.  What is the difference between a Department/Division Chair and an Academic Discipline Chair or a CTE (regionalized) Program Chair?
A:  All of the Chairs noted above are FACULTY and ELECTED positions.  The difference exists in whether they are College positions or District-wide positions. A Department/Division Chair is a College position, managing faculty, programs and courses at one of the Colleges.  An Academic Discipline Chair is a district-wide position, elected by all full-time faculty at all of the Colleges within that discipline – e.g., English.  An academic discipline chair has no supervisory authority or responsibility, but is assigned district-wide responsibilities as follows: maintenance of the district wide syllabi, curriculum guides, instructional materials/textbook selections, and program reviews and progress reports.  There is a separate set of Discipline Chair Guidelines that detail those responsibilities. Likewise, a CTE (regionalized) program chair is a district-wide position, with no supervisory authority or responsibility, but assigned district-wide responsibilities as follows: chairs advisory committee, leads curriculum development/revisions, heads selection of instructional materials/textbooks, maintains data base of adjunct faculty, leads program reviews/progress reports, monitors scheduling of courses.  Any disputes/conflicts between Department/Division and Discipline or Program Chairs should be referred to the appropriate Deans’ Council for resolution.
Q.  Why weren’t faculty from every College included on the Committee?

A.  The Committee had an equal number of faculty and administrators. There were four administrators: one Vice Chancellor, one President, one Academic Dean, and one CTE Dean; and four faculty: Faculty Senate President, Chair spokesperson, an additional Chair, and a teaching faculty member. These eight people represented all of the Colleges and the district office.  The Guidelines will be circulated for over six weeks and written comments are requested from all faculty and administrators for final consideration.  

Q.  What else is “good” about the new Guidelines?  

A.  In addition to greater clarity, the new Guidelines contain the first raise increase for Department/Division Chairs since the Chair stipends were first implemented over 12 years ago!  Further, may additional details have been provided  – e.g., Guidelines for Class Sizes, contact hour production, stipend approval,  etc. - that should provide Chairs with greater information to make appropriate and effective decisions.  
INTRODUCTION

From its founding in 1971, the growth of Houston Community College (HCC) has paralleled that of the city it serves - now the fourth largest in the nation.  Major changes leading to the current structure of HCC began in 1989 with the system's establishment as an entity independent of HISD with its own nine‑member Board of Trustees. Changes continued in 1991 with the subsequent restructuring into area colleges, followed by the current tightening of the organization starting in 1996.

The growth of HCC reflects the vital part the community college plays in the way higher education is offered in the United States. The structure of HCC, with its emphasis on the role of the department/division chair, demonstrates the dedication of our college to provide a solid education that meets the needs of a fast‑growing urban area in rapidly changing times. This structure places the department/division chair in a position easily accessible to students, faculty, administration, and the community. The department/division chair serves as a vital link among these groups.

THE ROLE OF THE INSTRUCTIONAL CHAIR

The role of the instructional chair is central and crucial to carrying out the system's mission and affirming its values. The chair links the college's major constituent groups: students, faculty, administration, and the community.

The chair serves students by providing leadership in developing curriculum and programs that provide them with an education whose excellence prepares them not only for jobs, but also for an enriched quality of life and the pursuit of learning. The chair also serves students by listening to their needs and mediating between students and faculty when the occasion arises. Chairs also make sure good news is communicated, as for example when a student calls to compliment an instructor and ask when that teacher’s classes are scheduled for the next semester.

The chair is a faculty leader selected by peers to provide leadership by modeling good instruction and counseling, evaluating both full-time and part-time faculty, steering the development of new and responsive curriculum, advocating for the department/division in terms of institutional resources, nurturing collaboration and collegiality among peers, and maintaining department/division morale.  In a system divided into area colleges, instructional chairs (like all faculty) serve on the system‑wide committee for their discipline or program. They also ensure faculty participation on discipline and program committees, and work with the committees on coordinating curriculum, providing opportunities for professional development, and assuring program excellence across the system.  In addition, instructional chairs serve their faculty by involving them in program leadership.

The instructional chair provides liaison between faculty and administration by assuring communication between the two groups. The instructional chair also works with administrators in matters of curriculum, budgeting, scheduling, evaluation, facilities, program review, and program growth.  Chairs and administrators work together in committees and task forces to coordinate district goals and objectives with those of the department/division.

The instructional chair serves as a vital link between the programs HCC offers and the community it serves. Chairs work in partnership with business and industry on advisory committees and in the creation of cooperative education opportunities, service learning, and other external learning experiences for our students.  Chairs establish and work with advisory committees made up of members from business and industries related to the discipline to ensure that the program, including curriculum and textbooks, reflects current industry practices.  Chairs act as important intermediaries between students and community in helping students to find jobs and prospective employers to find qualified personnel.  Chairs also serve as links between the community and other members of the HCC family by working with faculty to establish new and/or support existing service learning opportunities.

Having a perspective that includes the needs of students, faculty, and the community, instructional chairs are in a unique position to bring forward ideas for positive change from the department/division, the classroom, and dialogue with industry when such change would enhance the quality of the education we offer. The role of the instructional chair is to help lead HCC and the city it serves into the twenty‑first century.

INSTRUCTIONAL CHAIR: ACTIVITIES AND RESPONSIBILITIES

The instructional chair oversees instruction in one or more academic or career and technology (CTE) disciplines and maintains active teaching status.  If the chair supervises one discipline or program, he/she is called a DEPARTMENT CHAIR.  If the chair supervises more than one discipline or program, he/she is called a DIVISION CHAIR.  
Depending on the number of associate chairs as generated by the Chair formula, the configuration of the department/division leadership, and the strengths and talents of individual faculty, the chair may assign any of the listed duties to any associate chair or faculty as appropriate.

Supervision of Faculty

1.
Provide leadership in recruiting, screening, and interviewing faculty, full‑time and adjunct. The department/division chair may serve as chair of a screening committee (Refer to HCC Faculty Handbook - Screening Committee Guidelines) and it is recommended that the chair be involved in the final hiring decision.

2.
Build schedules and assign faculty.

3.
Provide orientation and professional development opportunities for faculty and staff.

4.
Encourage professional growth and maintain morale.

5.
Evaluate full-time and adjunct faculty performance and make recommendations for retention, improvement, and dismissal.

6.   Assign and monitor maintenance of work space, office and facilities.

7.
Review and make recommendations regarding complaints and grievances of faculty and students.

8.
Involve faculty in decision‑making and assign to college committees.

Teaching 

The instructional department/division chair will teach a minimum of one course each long semester (fall and spring).  In the case of the department/division chair who teaches courses other than the traditional three contact hour/ three semester credit hour (SCH) course, or those who teach accelerated, condensed courses, the dean and the chair shall determine appropriate contact hours that will permit chairs to accommodate other duties.  Alternatives might include team-teaching, summer assignments, etc.

Student Recruitment, Advisement, Retention, and Completion 
1.   Recruit students for department/divisional programs and courses.

2.
Participate in student advisement and counseling and assign faculty to these services.  Ensure that program degree plans and/or career pathways are current, correct, and readily available for students.  

3.
Assist in course placement for students including academic advisement, diagnostics, and life experience credits.

4.
Evaluate and approve transfer credit.

5.   Implement and evaluate retention strategies (first-year success courses, 



orientation, learning communities, bridge courses, etc.) to help students succeed 



and avoid withdrawal, failure, and course repetition.

6.   Prepare student retention, completion, and/or transfer reports as requested. 

7.
Supervise department/division learning support activities, including tutoring, 



mentoring, service learning, cooperative education, labs, clubs, honors activities, etc. 

8.
Collaborate with Student Services to ensure College “early warning” strategies and 



interventions are successful.

Business Management

1.
Prepare and administer the department/divisional budget.

2.
Acquire and maintain materials, resources, and equipment for department/divisional programs.

3.
Monitor the equipment inventory assigned to the department/division.

4.
Prepare Class Size and Class Make Rate reports for the department/division. 

5.
Prepare annual Contact Hour reports for the department/division. 

Supervision of Curriculum and Instruction

1.
Supervise the design of new curricular offerings.

2.
Ensure adherence to discipline committee and/or advisory committee curriculum guidelines.  

3. 
Submit all Program Review/Progress Report and/or Coordinating Board/SACS reports to Discipline/Program Chairs in a timely manner. 

4.
Provide leadership for evaluating and improving current department/division offerings.

5.
Ensure training and utilization by faculty of current College technologies for 


teaching and learning.

6.
Make recommendations for learning resource center collections based on curricular needs.

7.
Coordinate the preparation and maintenance of syllabi.

8.
Articulate courses and programs with four‑year or upper-level colleges, universities, and high schools.

9.
Lead the relevant textbook/instructional materials selection process for the College and submit materials to Discipline/Program Committees and the VCIN Office in a timely manner.

10.
Maintain samples of department/divisional and curricular materials.

11. Participate in development of department/division or program admission standards and procedures.

12. Initiate partnership agreements with local schools, businesses and industry.  

13. Facilitate and implement recommendations of advisory committees.

General Management

1.   Perform routine paperwork and maintain department/division records.

2.
Ensure that department/divisional needs are included in short-and long-range plans.

3.
Establish and maintain articulation and communication with internal and external entities, especially discipline and advisory committees.

4.
Hire, supervise and evaluate non‑professional personnel.

5.
Plan and conduct department/division meetings.

6.
Prepare an annual report and other materials for publication as required.

7. Serve as liaison between faculty and administration.

8.  
Ensure members of the department/division are aware of communication from administrative and district offices.

Distance Education

1.   Perform evaluations of faculty who teach distance education courses.

2.   Enter all distance education courses in the course schedule with assistance from

      distance education as needed.

3.   Plan and work collaboratively with district offices of Distance Education and the 



Instructional Media Center for the creation of on-line and hybrid courses. 

4.
Plan and work collaboratively with other Colleges to optimize Distance Education 



course offerings and sizes. 

Professional Development

The instructional chair is expected to attend orientation and training activities for professional development. 

Other Tasks

1.   Serve on college committees.

2.
Participate in grant development when appropriate.

3.
Prepare accreditation materials in an accurate and timely manner.
4.   Perform other faculty duties as detailed in the Faculty Workload Guidelines. 

5.
Coordinate faculty participation in outreach activities, i.e., trade associations, 

partnerships with high schools, universities, business/industry, etc.

6. 
Other duties as assigned. 

COUNSELING CHAIR: ACTIVITIES AND RESPONSIBILITIES

The Counseling Chair oversees the coordination and administration of counseling programs at the college level. The counseling chair will maintain active counseling status. 

Counseling

Counseling chairs are required to provide direct counseling to students for 6 hours per week.  Counseling department/division chairs will counsel (direct counseling to students) during peak times as determined by the registration schedule at each college. 

Coordination and Administration of Counseling 

1. Coordinate counseling activities and develop support programs.

2. Supervise all assigned counseling department personnel.

3. Establish and maintain a student record system.

2. Assist with outreach activities.

3. Write college articles related to counseling including student success stories.

4. Identify and maintain a library of counseling resources.

5. Establish relations with internal and external constituents (i.e., TRC, Social Service




Agencies, Department of Human Services).

6. Create and maintain a system to monitor counseling services and compliance (i.e., degree plans, seminars, etc.).


8. 
Coordinate counselor participation in college, high school, and community events.


9.   Coordinate all career-counseling activities.

10.
Serve as liaison between the counseling department and other student and instructional department/divisions. 

11. Coordinate the selection of students for student recognition activities (i.e., Who's Who, scholarships, awards, etc.).


12.  Assist the College’s chief Student Services officer with student discipline cases.

Business Management

1. Develop and monitor college-counseling budget.

2. Acquire and administer the counseling department budget.

3. Acquire and maintain materials, resources, and equipment. 

4. Monitor the equipment inventory assigned to counseling.

General Management

1. Recruit, screen, and interview counselors and staff, full-time and part-time.

2. Evaluate all counseling staff (i.e. counselors, technicians, academic advisors, secretaries, receptionists, clerks, etc.) and make recommendations for retention, improvement, and dismissal.

3. Assign and monitor maintenance of work space, office and facilities.

4. Involve other counselors and staff in decision making and assign to college committees.

5. Plan and conduct monthly counselor staff meetings including professional development activities.

6. Prepare written reports, i.e. monthly department progress reports, system reports, etc.

7. Schedule on‑site visits to ensure appropriate services.

8. Provide opportunities for professional and staff development.

9. Ensure members of the department/division are aware of communication from administrative and system offices.

Professional Development

The counseling chair is expected to attend orientation and training activities for professional development.

Other Duties

1. Prepare accreditation materials in an accurate and timely manner.

2. Participate in grant and resource development.

3. Serve on college committees.

4. Perform other duties as assigned.
LIBRARY CHAIR: ACTIVITIES AND RESPONSIBILITIES

The library chair is responsible for the management, supervision and evaluation of all library services, facilities, staff, and libraries in the college.

Supervision of the Library/Learning Resources
1.   Supervise all library professional and support staff.

2. Provide library public services, including reference assistance, library use instruction, and circulation as needed and time dictates.

3. Develop the library collection based on the documented curricular needs.

4. Collaborate with faculty and students to ensure services and collections meet instructional needs.

5. Develop and work with the library advisory committee of faculty, staff, and students to ensure all needs are being addressed.

6. Collaborate with Library Support.

7. Collaborate with other department/divisions within the college. Collaborate with the staff in instructional technology department/divisions both at the college and the system levels.

8. Encourage use of information technology.

9. Monitor equipment and furniture inventory.

10. Collaborate with other HCC Library Chairs and librarians to ensure consistency and cooperation within the system.

11. Provide leadership and oversight in the provision of electronic resources and facilities for faculty and students.

12. Advocate for library needs with upper administration.

13. Promote libraries and library services within and outside the college.

Business Management

1. Develop, administer and supervise the library budgets.

2. Acquire materials, resources, and equipment for department programs.

3. Monitor the equipment inventory assigned to the department.

General Management 
1. Perform routine paperwork and maintain department records.

2. Ensure that department/division needs are included in short and long range plans. Consider needs for services, faculties, collections, staffing, and training in the planning process.

3. Establish and maintain articulation and communication with internal and external entities.

4. Hire, supervise and evaluate both professional and non-professional personnel.

5. Plan and conduct department meetings.

6. Prepare an annual report and other materials for publication as required.

7. Serve as a liaison between faculty and administration.

8. Participate in facilities planning and design.

9. Provide opportunities for professional and staff development.

10. Ensure members of the department/division are aware of communication from administrative and system offices.

Professional Development

The library chair is expected to attend orientation and training activities for professional development. 

Other duties
1. Serve on college committees.

2. Initiate and participate with grant writing when appropriate.

3. Monitor library services and resources to ensure compliance with accreditation criteria.

4. Prepare accreditation materials, including overseeing the program review process, in an accurate and timely manner.

5. Other duties as assigned. 

JOB REQUIREMENTS FOR DEPARTMENT/DIVISION CHAIRS

Experience

Academic Chair: Three years (or equivalent) of full‑time teaching experience in a post‑secondary institution in one of the disciplines to be supervised.

Career and Technology (CTE) Chair: Three years of full‑time work experience in one of the disciplines to be supervised AND one year (or equivalent) of teaching experience in a post-secondary institution.

Library/Learning Resources Chair: Three years of experience as a full‑time professional librarian in a post‑secondary institution.

Counseling Chair: Three years of community college experience in counseling.

Education

Academic Chair: Meet requirements for teaching in a discipline of the department/division to be supervised as specified by the Criteria for Accreditation by the Commission of Colleges, Southern Association of Colleges and Schools (SACS).

Career and Technology (CTE) Chair: Meet SACS requirements for teaching in a discipline of the department/division to be supervised. Possess appropriate degree, licensure and/or certification as required by program accreditation.

Library/Learning Resource Chair: Master’s degree in Library Science from an American Library Association (ALA)-accredited program.

Counseling Chair: A minimum of Master's degree in Counseling and Guidance, Psychology, Student Personnel Management or Social Work, or a Master's degree plus 18 graduate SCH in courses with Guidance and/or Counseling prefixes.

Knowledge, Skills, and Personal Qualifications for All Department/Division Chairs

· Ability to work as a member and manager of a work team. 

· Ability to work effectively with a wide variety of community and governmental agencies as an advocate for HCC. 

· Knowledge about and ability to implement good personnel and budget management practices. 

· Good oral and written communication skills. 

· Proven problem-solving and decision-making abilities. 

· Ability to follow through to completion on assigned tasks. 

· Computer literacy.

APPLICATION PROCESS FOR DEPARTMENT/DIVISION CHAIRS

Academic Chair:

· Any eligible faculty member may apply for a position at any of the six colleges.

· Application packets are to be turned in to the office of the appropriate Dean at the college where the position is located on or before the deadline.

Career and Technology (CTE) Chair:

· Any eligible faculty member may apply for a position that will be located at the college where the program is hubbed or regionalized.

· Application packets are to be turned in to the office of the Career and technology (CTE) Dean at the hub or regional college on or before the deadline.

Counseling Chair:

· Any eligible candidates may apply for a position at any of the five colleges.

· Application packets are to be turned in to the office of the Dean of Student Services at the college where the position is located on or before the deadline.

Library Chair:

· Any eligible librarian may apply for a position at any of the five colleges.

· Application packets are to be turned in to the office of the Dean, as noted on the posted job description, on or before the deadline.

Application Packet

Applicants for department/division chair positions should include the following documents in the application packet submitted to the appropriate dean’s office:

1. Letter of application that directly addresses how the applicant satisfies the job requirements.

2. Resume or vita.

SELECTION PROCESS

Note:  When faculty deem appropriate, the department/division may complete this process in one meeting, if possible.  Any meetings necessary in choosing the new chair should be scheduled in the spirit of inclusion. 

1. 
Deans should announce the chair selection process by the first of March.  Applications will be received in the appropriate dean's office by April 1.  Following the application deadline, the dean will prepare and post a list of applicants for each department/division chair position.  The selection process is to be completed by April 30.

2.  The dean shall ask a department/division faculty member who is not running for chair to convene a meeting so that the faculty may select by consensus a full‑time faculty member from the department/division to serve as review committee chairperson.

3.
Application materials are then transferred to the committee chairperson. This faculty member will review the applicant list and make sure applicants are aware that they may not serve on the review committee.

4.
The review committee chairperson must then communicate, via e-mail and other appropriate means, with all full‑time faculty in the department/division(s) eligible to serve on the committee and the appropriate dean, and set up a schedule for the review of the applicants. Chairpersons for career and technology (CTE) programs must contact faculty members in all colleges and locations (including the Harris County Jail) offering the program. The dean must also be notified of the meeting.

5.
The committee chair will notify applicants of scheduled appointments with the committee.

6.
The dean, or a representative selected by the dean from a department/division other than the one conducting the selection process, will also serve as an ex oficio member of each department/division chair selection committee.  Deans are encouraged to sit in on the meetings, sharing any information relevant to the faculty's decision-making.


Even in cases where there is only one applicant, the committee is encouraged to interview the candidate to assess goals, strengths, and weaknesses.

7.
The committee shall prepare interview questions for the candidates. Previous chair experience should not be required to answer interview questions. 

8.
Members of the committee must be present for interviews, or they must withdraw from the selection process.

9.
The process of selection should be agreement by consensus. Failing that, however, the selection will be made by a majority vote of the department/division's full-time faculty members present.

10.   If there is no majority, the president, dean, and committee chair will select an interim department/division chair that will serve for one year. The second year, if a two-thirds majority cannot be reached, the department/division chair will be chosen by majority vote and will serve a three‑year term.

11.   A finalist MUST make a decision to accept or decline the position within twenty-four hours of notification that he or she is the finalist.

12.   When the finalist is selected, the dean submits appropriate paperwork to the president. 

13.  If there are no applications:

A.
The dean and the president make a temporary appointment, for thirty days or the end of a long semester depending upon when the position becomes vacant, to give department/division members an opportunity to reevaluate.

B.  
The dean and the president may make a one-year appointment.

REVIEW COMMITTEES FOR SELECTION OF DEPARTMENT/DIVISION CHAIRS

1.
Every full‑time faculty in the department/division (except those who are candidates for the position) should serve on the selection review committee if he or she desires. All faculty members are encouraged to participate.

2.
The review committee will include the dean or their appointed representative from outside the discipline.  The Dean will serve as an "ex oficio" member of the committee, and while not allowed to vote is encouraged to attend the selection interviews and meetings. 

3.
The chairperson of the review committee will be from faculty rank and will be selected by the review committee members. Candidates may not serve as chairperson or committee members.

4.
The review committees for career and technology (CTE) programs will be open to faculty from each college offering the program since one regional program chair will be selected to serve all of the colleges; colleges may choose CTE department/division chairs for regionalized program internally.   
5.
For small department/divisions that have less than three faculty members eligible to serve on the review committee, academic faculty members from a closely related discipline at the same college may be requested to serve on the review committee.   For career and technology (CTE) programs, faculty from related programs may be requested to serve.  


Faculty outside the department/division selected to assist with the process should be mutually agreeable to both the dean and the department/division members.  If these conditions cannot be met, the faculty and dean shall devise an alternative process that conforms to the spirit of the general selection process.

TERM OF OFFICE 

The term of office for department/division chair is three years, beginning on September 1 in the first year and ending on August 31 of the third year. If the new department/division chair has only a nine-month contract, that contract shall be extended to twelve months beginning the next September 1.
In the Science Health department/divisions, there may exist accreditation requirements extending the term up to five years, with approval of the dean.

CONTRACT LENGTH AND STIPEND

Department/Division chairs will receive and are expected to serve a 12‑month contract.  

Department/Division chairs will receive a monthly stipend according to the Chair formula and as approved by the HCCS Board of Trustees. During a chair's leave of absence or extended professional leave, the stipend will be paid to the acting chair.

LEAVE OF ABSENCE (TEMPORARY VACANCY)
Chairs are eligible for the various types of leave, which may be granted to any faculty member: sabbatical leaves, leave without pay or family medical leave. Chairs who want to apply for one of these should follow the procedures outlined in the HCCS Faculty Handbook and the HCCS Local Policy Manual.   As a faculty member, a chair may also be placed on administrative leave after the HCCS policies have been followed.   In this case a temporary vacancy also occurs in the chair's position for the period of leave.

A person meeting the established job requirements must be selected to carry out the duties of the department/division chair during the term of the leave. [See "Selection Process" and "Job Requirements” in these Guidelines].   When the original chair returns from leave, he/she will resume the office of department/division chair and complete his/her term of office.  The replacement shall receive the department/division chair stipend during that time.

If the chair goes on leave more than a year before the chair's term of office is up and does not return from the leave before that term ends, then a chair is chosen for the department/division for the next term following the usual procedure when the term is over.   [See "Selection Process" and “Job Requirements” in these Guidelines].  The interim chair and the chair on leave will be eligible for selection by the department/division as the chair if they are both still qualified according to the established job requirements.

If a chair begins a leave with less than a year remaining in his/her term and it is known in advance that the leave will extend beyond the end of the term, then the department/division has the option of declaring that the chair chosen to fulfill the rest of the term will also serve a full term after the partial term is completed.   If the department/division wants the option of going through the selection process again at the end of the unfulfilled term, then it may.

INTERRUPTION OF OFFICE (PERMANENT VACANCY)

The chair office may become vacant for a variety of reasons: resignation or dismissal from HCCS, resignation from the chair position, a job change within HCCS, or death. In the event that the chair's position becomes vacant with more than one year left in the term, the established selection procedure will be undertaken by that department/division to fill the remainder of the term with someone who meets the job requirements. [See "Selection Process" and "'Job Requirements" in these Guidelines].

If there is less than one year remaining in the original term of office, then the person selected will hold that office for the remainder of that term plus another full three year term, (or whatever time period constitutes a full term in that department/division.)

TERM LIMITS

There is no limit to the number of terms a chair may serve.  At he end of a three-year term an incumbent chair may: 

1. upon application, continue as chair provided that the incumbent has served professionally (according to the Dean’s evaluation),  met the requirements of the position, and no other candidate is seeking the position, 

2. compete for another three year term with other interested candidates, or

3. step down.

SELECTION OF A CHAIR FROM ANOTHER COLLEGE within HCC
On the occasion that a selection committee chooses an applicant from another college to become chair, the following funding options are suggested.  Both college presidents involved should mutually agree upon the option.

1. An instructor, librarian, or counselor from the college receiving the chair is willing to transfer to the other college.

2. The receiving college may give up a comparable vacant, funded position to the sending college.
3. The position funds are transferred for the duration of the term.

4. Reorganization of department/divisions.

5. Final appeal to the Chancellor.

COLLEGE REORGANIZATION OF DEPARTMENTS/DIVISIONS
In the event a college reorganizes and merges departments/divisions, each of which had its own chair, the search for a new chair of the newly merged department/division shall begin as soon as possible. This situation should not require an Interim Chair, but should be treated in the same manner as a department/division replacing a chair through the normal process.

When colleges reorganize departments/divisions for other reasons or under other circumstances, any new chair or chairs should be selected within a maximum of one year according to the selection process contained in these guidelines.  Under all circumstances, however, there should always be a faculty member designated as department/division chair or interim department/division chair.

REMOVAL OF DEPARTMENT/DIVISION CHAIR FROM OFFICE
It is possible to be removed from the position of chair without being dismissed from HCC as a faculty member.

In the event that a dean, after an appropriate evaluation process that includes written review and warnings if needed, and a reasonable amount of time allowed for improvement, finds the chair's performance unsatisfactory, she or he may submit a letter requesting that the president of the college remove the chair. The chair and the dean will meet and agree upon what constitutes a reasonable amount of time for improvement.  The president may either accept a dean's recommendation and remove the chair from office, or reject the recommendation and retain the chair in office.

In the event that a department/division so chooses, at any point during the chair's term, the department/division members may draft a removal petition, and with two‑thirds of the signatures of the full‑time department/division members (refers to college department/division for academic disciplines; refers to system-wide program for certain career and technology (CTE) areas), they may submit that petition to the dean. At that time, the dean shall conduct an appropriate evaluation process that includes written review and warnings if needed, and a reasonable amount of time to allow for improvement. Should the evaluation process find the chair's performance unsatisfactory, the dean may submit a letter requesting that the president of the college remove the chair.   

ASSOCIATE CHAIRS AND FACULTY:

NOTE:  THERE ARE NO LONGER PROVISIONS FOR ASSISTANT CHAIRS.  When appropriate, the chair will appoint associate chairs for a one-year term.  The chair may assign an alternative assignment to a faculty member on a semester basis. Faculty desiring these appointments should consult with their department/division chair.  Newly appointed chairs of those programs with associate chairs should appoint them for the coming year by May 15. 

1.  
Associate Chair:  This title will refer to those faculty in the department/division with released time based on the chair formula who perform major functions in running


the department/division.  Major functions are those that persist over time, such as 



staffing, scheduling, evaluation, resolution of student concerns, etc. The Associate 



Chair will receive a stipend and/or will receive released time to assist the chairs of Level 
Four or Level Five department/divisions. The chair will appoint associate(s) to the chair 



for one year.  Faculty desiring appointment as associate chair should consult with their 

department/division chair and dean.

2.
Faculty: Faculty with released time on an ad hoc basis will retain the title of faculty.


Such duties might include curriculum development or revision, special projects,


accreditation preparation, etc. ALL RELEASE TIME (ALTERNATIVE ASSIGNMENTS) 


MUST BE PROPERLY DOCUMENTED, KEPT ON FILE IN THE CHAIR’S OFFICE, 



AND AVAILABLE FOR REPORTING EACH SEMESTER TO THE DEAN, PRESIDENT, 
AND APPROPRIATE VICE CHANCELLOR.  

HCC Chair Levels and Workloads for Instructional Departments/Divisions

Rather than the previous complicated formula of duties and responsibilities used to compute Instructional Chair teaching loads and alternative assignments, HCC will now utilize a simplified formula that is driven instead by contact hours taught by the department/division. The Chair will be considered a Department Chair if he/she manages one program/discipline; if the Chair manages multiple programs/disciplines, he/she will be referred to as a Division Chair. The levels below will apply to both titles.  

Level One will constitute the minimum size for Departments/Divisions for both the Academic and Career and Technical Education (CTE)) sides of Instruction.  There will be five “levels” or sizes of Department/Divisions that will warrant increasing awards to the Chair in terms of release times, stipends, and assistance.  The contact hours below are for the prior year – Spring, Summer, and Fall – and will be updated each summer. 
Academic
CTE (formerly WF)
Health Sciences 
Dept Chair Award


And Fine Arts

1. Level One (minimum size for a Dept Chair)
N/A
72,000 – 144,000
24,000 - 48,000




12 mo contract, 6 Equated (EQ) hours release time Contact Hours
Contact Hours




ea long semester, 6 Equated Hours release in 






summer, $200/mo. stipend

2. Level Two

144,001 – 192,000
48,001 – 96,000
N/A


12 mo contract, 9 EQ Hours release time ea long Contact Hours
Contact Hours 




semester, full release in summer, $300/mo. stipend

3. Level Three








192,001 – 240,000
96,001 – 156,000
Up to 40,000

12 month contract, 12 EQ Hours release time ea  Contact Hours
Contact Hours 
Contact Hours

long semester, full release in summer, $400/mo. 






stipend

4. Level Four

240,001 – 288,000
156,001 – 216,000
40,001 – 80,000

12 mo contract, 12 EQ Hours release time ea long  Contact Hours
Contact Hours 
Contact Hours

semester, full release in summer, $400/mo stipend. 





One associate chair with 3 EQ Hours release time ea 





long semester and summer, 12-mo contract, and 






$200/mo stipend.  (Dept/Div or College may choose 





between use of an associate chair or an equivalent of 





33 EQ Hours of annual release time)

5. Level Five

288,001 – 336,000
216,001 – 288,000
80,001 and up

12 mo contract, 12 EQ Hours of release time ea long  Contact Hours
Contact Hours 
Contact Hours

semester, full release in summer, $500/mo stipend.   





Two associate chairs with 3 EQ Hours release time 





each long semester and in summer, 12-mo contract 





and $200/mo stipend. (Dept/Div or College may 






choose between use of the associate chairs or an 






equivalent of 33 EQ Hours of annual release time for 





each)






If the number of contact hours in a level five division 




equals or exceeds the number of hours required for 




three level two department chairs, an additional 





associate chair position may be assigned with a 12-




mo contract and $200/mo stipend.  

IMPORTANT NOTE:  Chairs must work with their Deans and Presidents in the assignment of release times/alternative assignments.  Alternative Assignment Forms must be signed by the Deans and Presidents and accompany part-time recommendations to HR.  Presidents and Deans have the option of re-directing release times/alternative forms for college-wide purposes. 

HCC Chair Levels and Workloads for Counseling Departments
1. Level One – up to 1.5 million total contact hours for the College



12 month contract, $200/mo stipend.

2. Level Two – 1.5 million to 2.5 million contact hours for the College


12 month contract, $300/month stipend.

3. Level Three – 2.5 million to 3.5 million contact hours for the College 


12 month contract, $400/month stipend. 

4. Level Four – 3.5 million and up contact hours for the College 



12 month contract, $500/month stipend.

(NOTE:  The Committee recommends that a staffing benchmark be added in terms of the numbers of counselors and staff per college according to the levels of contact hours.  More research is needed prior to making these staffing recommendations.)
HCC Chair Levels and Workloads for Library Departments
1. Level One – up to 1.5 million total contact hours for the College



12 month contract, $200/mo stipend.

2. Level Two – 1.5 million to 2.5 million contact hours for the College


12 month contract, $300/month stipend.

3. Level Three – 2.5 million to 3.5 million contact hours for the College 


12 month contract, $400/month stipend. 

4. Level Four – 3.5 million and up contact hours for the College 



12 month contract, $500/month stipend.

(NOTE:  The Committee recommends that a staffing benchmark be added in terms of the numbers of librarians and staff per college according to the levels of contact hours.  More research is needed prior to making these staffing recommendations.)
OVERLOADS

Overloads for Instructional Chairs
Instructional department/division chairs may teach a maximum of two overloads (6 equated hours) per semester which will not conflict with regularly scheduled meetings nor the chair's prime time duties and responsibilities. For most chairs, the hours of 9:00 AM to 3:00 PM should be considered prime time for chair duties.

As with any faculty member, overloads are not an "automatic" right and are subject to approval from the dean.

There may be extenuating circumstances which require the teaching portion of a chair's workload to include these prime time hours.  The chair should communicate with their dean any such situations.

Chairs should not be expected to teach overloads without pay.

Overloads for Counseling Chairs

Counseling Chairs may accept a maximum of one extra service contract per semester with the consent of their dean.  Negotiation and approval for the time of the overload so as not to conflict with regularly scheduled meetings and other administrative functions will occur between the chair and the Dean of Student Development.
Worksheet for Calculation of Counseling Chair Workload

At the beginning of each academic year, the department/division chair and the Dean of Student Services shall complete the Worksheet for Calculation of Counseling Chair Workload.  

Counseling chairs are required to provide direct counseling to students for 6 hours per week (3 equated hours).  Counseling department/division chairs will counsel (direct counseling to students) during peak times as determined by the registration schedule at each college. 

	      ITEM
	NUMBER  
	# FULL-TIME
	#PART-TIME
	TOTAL POINTS 

	Number of   Campuses


	
	
	
	

	Weekend Classes


	
	
	
	

	Mini Term


	
	
	
	

	Counselors


	
	
	
	

	Advisors


	
	
	
	

	Full-Time

Clerical
	
	
	
	

	Other Part-Time


	
	
	
	

	College

Enrollment


	
	
	
	


POINTS GRAND TOTAL
 




______________


RELEASE TIME   




             
______________%

YEAR ___________   



SEMESTER ________________

Instructions for Calculation of Counseling Chair Workload

1. Number of Campuses

1 = 1 point

2-4 = 2 points

5+  = 3 points

2.
Weekend classes

2 points if classes held on weekend at your campus

3.
Mini Term

2 points if mini-term held at your campus

4.
Number of full-time and part-time counselors

Points for the number of counselors

2+ = 2 points

4+ = 4 points

6+ = 6 points

8+ = 8 points

      10+ = 10 points

5.
Number of full-time advisors

1-2 = 1 point

3-4 = 2 points

5-6 = 3 points

7+  = 4 points

6. Full-time clerical

1-3 = 1 point

4-6 = 2 points

7. Part-time technicians, advisors, support staff, (clerical, work study)

One point for each part-time staff member

8.
Enrollment

4,000+ = 1 point

6,000+ = 2 points

8,000+ = 3 points

10,000+ = 4 points

(This formula is subject to future change as circumstances dictate).

Release time determined by the point spread below:

19 - 22 points

100%     (3 point spread)

15 - 18 points

  75%
  (3 point spread)

12 - 14 points

  50%     (2 point spread)

N/A


  25%

N/A


    0%

If a Chair works in a college with special programs that have significant non-traditional populations such as distance education, dual credit, jail programs, or developing (new) campuses (less than one year old) and Rice Aviation, additional release time will be averaged by the Student Service Dean and the Counseling Chair.

LIBRARY CHAIR WORKLOAD

These guidelines acknowledge that it is unreasonable to produce a workload fomula 

for the library department/division chairs.  Unlike instructional faculty, librarians do not 

teach semester classes from which they can be released for other assignments. All

librarians are on 12 month contracts and work a minimum of a 40 hour week. Public 

services librarians divide their time among a variety of functions: teaching library 

instruction and bibliographic  instruction classes, providing general and point of use 

reference instruction, collection development, meeting with faculty and students to 

determine needs, preparing instructional materials for individual and class use, and 

instruction in Internet and other electronic resources, among others.

Library Chairs participate in all of these activities to varying extents in addition to all of 

the administrative responsibilities  required by the department/division chair position as 

outlined in the Library Chair  Job Description.  Each Chair substitutes for other Public 

Services Librarians or supplements staff when needed. All participate in public 

services responsibilities whenever possible and whenever needed. Determining release 

time depending on workload seems meaningless under these circumstances.

Administrative and management duties as listed in the job description for library 

chair typically consume  a 40+ hour week. When it is required that the chair 

also perform the duties of a public services librarian, the time spent  performing those 

duties usually extends the chair’s week well beyond 40 hours. The Chairs 

schedule themselves for public services duties regularly (collection 

development, reference work, etc.), but  no chair can always predict precisely the 

number of hours which will be spent doing the job of a public services librarian, because  

the Chair is often called to fill in whenever there is an emergency or other unanticipated circumstance.   In order to relate this statement to the workload calculation of a teaching chair, assume that performing the duties of a public services librarian is the equivalent of teaching a class.  The duties of a public services librarian would be so integrated into the typical library chairperson’s day that it would be almost impossible to calculate the number of hours spent on just performing those functions.

Faculty Alternative Assignments (Release Times) and Stipends

A Department/Division Chair is only allowed to offer Faculty alternative assignments as available according to the formula in the Department/Division Chair Guidelines.  For any alternative assignment or stipend, the Chair must complete with the Faculty member and maintain a copy of the Alternative Assignment Approval Form (available in the Faculty Workload Guidelines) and have it approved by the appropriate Dean and/or College President.  If the formula does not generate any release time for a Department/Division, the Chair may write a memo with sufficient justification and the completed Alternative Assignment for approval by the Dean and/or College President.  Each College President/Dean will keep a reserve of 10 percent of the total release time generated by the Colleges’ Departments/Divisions from which they will be able to fund alternative assignments or stipends for needed college-wide projects and initiatives (e.g., PTK sponsorship, Service Learning, Model UN, etc.)  

The following list of Faculty Stipends is “pre-approved” for Chairs to spend Department/Divisional budget funds:  


A.  For Faculty training:



1. 
Certificate in Instructional Technology




a.  Part I, 40 hours   = one time payment of $250 




b.  Part II, 40 hours, plus portfolio  = one time payment of $250 




c.  Part III, Instructor for a CIT course = one time payment of $128



2.  Certificate in Teaching and Learning Excellence (CTLE)




a. Part I, 40 hours, including portfolio = one time payment of $250




b. Part II, Instructor for a TLE course = one time payment of $128


B.
Grant Development and Management:



1.   Grant Management: Alternative Assignment or Stipend Award on basis of 32 



hours of work = 1 
Equated hour of workload or $567 stipend



2.
Grant Writing – Alternative Assignment or Stipend Award on basis of 32 



hours of work = 1 
Equated hour of workload or $567 stipend training and 



assistance provided by Grants Office 


C.
For academic leadership/management/supervision:



1.   Department/Division Chairs - 12 month contract/$200 month stipend/ 




alternative assignments or more as computed by formula in Chair Guidelines 



2.   Regionalized Program Chairs – 12 month contract/$200 month stipend.  



3.   Academic Discipline Chairs – $1000 annual stipend; one release time for 



semester of program review 



4.  
Learning Communities – new - $200/semester for 10 hours of collaboration 



outside of class on communal syllabi, learning activities, etc. – paid by ATD 



Grant for 2008-2009 



5.   Dual Credit course taught at HS location - $300/course



6.
P-16 College Liaison – 12 month contract/$200 month stipend/alternative 



assignments computed by formula approved by HCC Operations Team


D.
For curriculum development:



Distance Education

For individual DE course development:

New online course developed by individual faculty
$1,000 

New course using an e-pack for major part of instruction
   $400

Revision and customization of master course  
   $250

New HCC Online Master Courses:


Master course development team member
$1,000 

Master course peer reviewer
   $300

Revision of existing HCC Online Master Courses :


Revision team member
   $500

Revision peer reviewer
   $200

 

Instructional Media Center

Certification in Instructional Technology (CIT)

New CIT course development
$1000

Revision of CIT course 
  $500

Certificate in Teaching and Learning Excellence (CLTE)

New CTLE course development
$1000

Revision of  CTLE course 
  $500

Faculty project (fellowship) incorporating new technology 
into existing DE, HY and/or WE course
$250 or 500*

(*based on the number of hours of training and time spent on the project)


E.
Individual Service Agreements (ISAs)



Starting in Fall 2008, the Chancellor will have a limited number of Individual 


Service Agreements (ISAs) in the form of release times/alternative assignments 


that she may choose to award Faculty members to 
complete special 



projects/assignments – e.g., Grant Development, New Program Development, 


Special Event Planning, etc.  


F.  
Application Process for New Stipend Awards or Release Times outside the 


Department/Division Chair Guidelines formulas – no other stipends other than 


the ones detailed above or release times as justified by the Chair formulas are 


automatically allowable.  If a department/division wishes to create a new 



and different stipend or release time, the Chair must prepare a detailed memo 


with the Alternative Assignment Approval Form (available in the Faculty 



Workload Guidelines) for the appropriate Dean and College President offering 


justification.  The President will then present the request to the Chancellor for 


approval. Only the Chancellor is authorized by approve new or different stipends.  

INSTRUCTIONAL CHAIR EVALUATION CRITERIA 

In addition to the standard faculty evaluation instrument, the following areas must be evaluated by the Dean.

Student Recruitment/Enrollment
Standard: Department/Division duplicated seat count increases by annual strategic goal of HCC  (e.g., 5% per year)

Contact Hour Generation

Standard:  Department/Division contact hours generated increase by annual strategic goal of HCC (e.g., 5%).  

Student Retention and Completion – Department/Division retention rates in terms of course completion; fall to spring retention of students; fall to fall retention of students; and certificate/degree completion of students as applicable.  Department/Divisions will work with IR to determine appropriate reports and standards.  

Course Management--Make Rates and Class Sizes
Standard for Make Rates: Make rate of 80 percent; class size of 80 percent of capacity.
Standard for Class Sizes: See Guidelines, pp. 36-37. 

Instructional Materials Management
Standard: Chair has complied with Guidelines in the timely selection of all instructional materials, including textbooks, other required readings, software, etc.  
Program Review – Progress Reports – CB/SACS Reports 
Standard:  Chair has completed and submitted reviews/reports to the appropriate parties in a timely fashion.  
Budget Management
Standard: Department/Division activities adequately supported based on resources available; department/division budget managed efficiently; next year's proposed budget is both realistic and reflective of institutional goals.

Personnel Management
Standard: All courses staffed and taught by fully qualified instructors; HR paperwork submitted accurately and on time; all faculty and staff evaluations completed effectively and on time.
Instructional Supervision
Standard: All student complaints and faculty disputes resolved efficiently and appropriately.

Academic Standards OR Career and technology (CTE) Standards
Goals and standards set by each discipline and department/division and/or advisory committee.

Instruction
Goals and standards set by each discipline and department/division. Should include use of technology, innovative teaching methodologies, etc.

Professional Development
Standard: At least three activities for each employee.

Curriculum
Goals and standards set by each discipline, program, and department/division.

Summary Evaluation

TRAINING FOR DEPARTMENT/DIVISION CHAIRS

The role and responsibilities of a department/division chair are very different from those of a faculty member. These new roles and responsibilities require new knowledge, skills and abilities.  In order to help with this transition, the HCCS College Leadership Program (CLP) is provided through the Human Resources (HR) Employee Learning and Organizational Development (ELOD) Department/division. CLP is required of all chairs and supervisory personnel new to HCCS, whether new to the college or new to the position. 

New Chairs should enroll in the CLP as soon as selected.    Enrollment is by application and cohorts begin three times per year. Experienced chairs may also enroll in the program as a refresher, either in its entirety or in selected courses.  Application forms and detailed information are available on the HR/ELOD web site.

College Leadership Program Components

1. Mentor.  Each new chair will be assigned an experienced peer chair as a mentor for one year.

2. Coursework.  Six core courses are required, plus a seventh course designed specifically around topics unique to department/division chairs. Course content is listed below. In addition twelve hours of training in elective subjects are required. 

3. Supervisory Guidance.  Each new chair’s dean should provide guidance and outline expectations.

4. Self-Development.  Each new chair is encouraged to formulate a self-development plan to further enhance his/her performance in the chair role.
5. Graduation.  Enrollees will graduate when all requirements are met and receive a Certificate of Completion.
HCC Guidelines for Class Sizes

For Implementation in Spring 2008

A,
Purpose – to establish guidelines that will help increase class size averages by 
setting:

1. Minimum and cap sizes for different categories of classes.

2. Criteria for “good practice” in making/staffing classes.

B.   Methodology:


1.   A diverse committee composed of four faculty members and four administrators  

met three times during November and December 2007 to formulate the 



Guidelines.


2.
Research was conducted as to practices at other similar colleges and input was 


solicited and considered from additional faculty, Chairs, Deans, and the 



Presidents.

C.
Class Categories - To achieve the stated purpose, ALL SECTIONS MUST 
STRIVE TO ACHIEVE THE HIGHEST POSSIBLE ENROLLMENT thus serving 
the most students and using resources in the most effective and efficient way.  
While okay but not desirable, the minimum class size standard specifies the 
smallest possible enrollment, unless there is an exceptional situation to justify 
lower enrollment.  Minimum and Cap sizes have thus been set for the following 
categories of classes:  
1.
Academic lecture classes – 16/35

2.
Academic lecture/lab or lab only – 16/25

3. 
Developmental education and Freshman Comp classes – 16/25

4.
Distance education classes – 16/32

5.
Career and technology (CTE) lecture classes – 12/32

6.
Career and technology (CTE) lecture/lab or lab only – 12/25


7. 
Coop/Internship/Practicum courses - defined in the Chair Guidelines 



and/or the Faculty Workload Guidelines (GL)

8.  
Clinicals - defined in GL

9. 
Private Music Lessons - defined in GL 

10.. "Higher sequence" and specialty courses needed by students for graduation 


 (e.g., the second semester of second year foreign language; the third course in 


 the calculus sequence; a WF capstone course; etc.) - 8/25

11.  Priority courses - (it is recommended that each college be allowed a limited 


 number of courses - 5% of total number of courses to be made/staffed - for 


 which 
they can set their own criteria - e.g., new program that needs lead time to 

 develop market; a dual credit course in a new partner high school; etc.) 
 

D. 
Criteria for "good practice:"  


1.  
HCC resources (budget, faculty, etc.) should follow students.


2.
Resources saved or generated by good practice should be returned to the 


College.


3.  
A course should have 75% of the minimum needed by the "cut date" for staffing 


the class - typically the Wednesday before the Monday of class start, but no later 

than Thursday (or 4-5 registration days prior to start of class).


4.
Full-time faculty should be staffed first and utilized to teach the most students 


possible whenever possible; marginal and smaller classes in general should be 


staffed with part-time faculty with colleges ensuring at least a "break even"  



(8 students) in terms of tuition revenue covering the adjunct faculty salary.

5. 
Any exceptions to the criteria should be documented by the 




President/Dean/Chair in terms of physical constraints, equipment limitations, 


safety issues, faculty expertise, special student populations, and/or accreditation 


requirements.


6.
Linked courses should collectively meet criteria (i.e., if two small enrollment 


ARTS courses are "linked" - taught in one section by an instruction - the 



collective enrollment should fall within the minimum/cap range). 
E.
Evaluation/Accountability:

 


1. 
A base line of data will be established in terms of the classes that were 



made/staffed during the 2006-2007 academic year (fall and spring semesters) by 

subject and number (e.g., HIST 1301) and by location. 


2.
Another base line will be established for all career and technology (CTE) 



programs and academic disciplines in terms of contact hour production by 


location. 

3.
Each college will be expected to make 80 percent of the classes scheduled.


4.
Following the Official Day of Census (12th class day in long semester), a list of 


classes not meeting guidelines will be generated for all Colleges. The Colleges 


will be asked to justify the exceptions and to provide plans for future 



improvements.

F.
Suggestions for later discussion and possible implementation: 


1.
Adopt a “sliding scale” to pay distance education faculty for students in excess of 

cap sizes.


2.
Future base line data should be established by location for academic discipline 


and career and technology (CTE) program student persistence and completion 


rates. 


3.
Future base line data should be established by College based upon the College 


service area’s demographics (by age, gender, ethnicity) regarding such factors 


as high school completion rates, college-going rates, and college participation 


rates. 
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