Department Chair Duties
Selection of Department Chair:

Process Defined in the Contract

Recall of Department Chair:

Process Defined in the Contract

Duties of Department Chair: 

22 are defined by Contract

1. Provides opportunity for faculty participation in decision-making, maintains appropriate office hours, convenes and chairs regular meetings of the department, and communicates actions and information concerning district policies and procedures. 
2. Guarantees the integrity of programs and courses within the department by ensuring that individual courses are taught according to the approved course outlines.
3. Within parameters established by the District, develops class schedules, offerings, locations, times, rooms — and prepare teaching assignments.*

4. In accordance with departmental policy, monitors book orders and instructional materials orders and promotes appropriate library resource development. 

5. Monitors area facilities and equipment and communicates maintenance needs to the appropriate resource.

6. Develops and recommends the department budget, supervises expenditures including travel requests, and maintains fiscal controls.

7. Provides leadership in curriculum through planning, developing, implementing, and evaluating instructional course programs.

8. Represents the department with community, governmental agencies, and advisory groups.
9. Encourages continued study and participation in professional organizations to maintain an understanding of current ideas, research, and practices related to the discipline.

10. Consistent with the requirements of the negotiated contract, participates in the process of faculty evaluation and mediates differences of opinion between faculty.

11. Provides leadership in developing, advocating, and accomplishing departmental objectives.

12. Coordinates the program review process and formulates reports for the Office of Academic Affairs.

13. Provides guidance on grading and performance standards.

14. Monitors procedures — such as credit by examination, course substitutions, grade changes, incomplete contracts — and student petitions regarding adds, drops, and complaints.

15. Recruits, interviews, and recommends for employment appropriate parttime faculty and substitutes to meet the needs of the department. 

16. Provides leadership for part-time faculty through orientation, mentoring, and providing instructional materials.

17. Prepares reports and correspondence and maintains departmental records, including staff attendance and payroll reports.
18. Coordinates academic advisement within the department.
19. Participates in the supervision and evaluation of classified personnel.
20. Coordinates the activities of the allocated clerical staff of the department.
21. Serves as an ex officio member of departmental subcommittees and maintains records of their actions.
22. Coordinates the evaluation of part-time faculty.


Contractual Duties Grouped Categorically (and slightly paraphrased for brevity)





Leadership, Planning and Curriculum


Provides opportunity for faculty participation in decision-making


Maintains appropriate office hours,


Convenes and chairs regular meetings of the department, and communicates actions and information concerning district policies and procedures. 


Provides leadership in curriculum through planning, developing, implementing, and evaluating instructional course programs.


Guarantees that individual courses are taught according to the approved course outlines.


Provides leadership in developing, advocating, and accomplishing departmental objectives.


Coordinates the program review process and formulates reports for the Office of Academic Affairs.


Administrative Obligations


Develops class schedules, offerings, locations, times, rooms — and prepare teaching assignments.


Monitors book orders and instructional materials orders and promotes appropriate library resource development. 


Monitors area facilities and equipment and communicates maintenance needs to the appropriate resource.


Develops and recommends the department budget, supervises expenditures including travel requests, and maintains fiscal controls.


Prepares reports and correspondence and maintains departmental records, including staff attendance and payroll reports.


Participates in the supervision and evaluation of classified personnel.


Coordinates the activities of the allocated clerical staff of the department.


Serves as an ex officio member of departmental subcommittees and maintains records of their actions.


Hiring, Evaluation and Faculty Development


Encourages continued study and participation in professional organizations to maintain an understanding of current ideas, research, and practices related to the discipline.


Consistent with the requirements of the negotiated contract, participates in the process of faculty evaluation and mediates differences of opinion between faculty.


Provides guidance on grading and performance standards.


Recruits, interviews, and recommends for employment appropriate parttime faculty and substitutes to meet the needs of the department. 


Provides leadership for part-time faculty through orientation, mentoring, and providing instructional materials.


Coordinates the evaluation of part-time faculty.


Student Relationships


Monitors procedures:


credit by examination, 


course substitutions, 


grade changes, 


incomplete contracts


student petitions regarding adds, drops, and 


complaints.


Coordinates academic advisement within the department.


Community and Professional work


Represents the department with community, governmental agencies, and advisory groups.











