APPENDIX 16

Department Chairperson – Job Description

Tentative Agreement

The Peralta Community College District (the “District”) and the Peralta Federation of Teachers (the “PFT”) hereby agree to the following new job description for Department Chairperson in Appendix 16.

Under the supervision of the Division Dean, the Department Chairperson will be responsible for coordinating the activities related to curriculum development, scheduling, budget development, and evaluation of faculty.  Specific responsibilities shall include, but are not limited to, the following:

1. Advocate on behalf of the department and serve as liaison between the Division Dean and department faculty and staff.

2. Be available and listen to inquiries, complaints or issues raised about department matters.  Attempt to resolve matters on a department level.

3. After consultation with department faculty, recommend class schedules to the Division Dean.

4. Assist in identifying part-time faculty for temporary positions.

5. Consult on the development of selection committees for part-time faculty and classified staff within the department.  Serve on and/or assist in the development of selection committees for regular faculty, as specified in Peralta Board Policies and Procedures.

6. Serve on and/or assist in the development of regular and part-time faculty evaluation committees (no more than the number permitted by the PFT contract), as specified in the PFT Contract and Peralta Board Policies and Procedures.

7. Participate in the orientation of new faculty and classified staff in the department.

8. May recommend, monitor and maintain department budgets.

9. Represent the department at appropriate division, administrative, college, and district meetings.

10. May serve on and/or assist in the appointment of department faculty to accreditation committees.

11. Coordinate course reviews, revisions, additions and deletions, changes in course outlines and catalogue changes.  Assume responsibility for meeting Curriculum Committee deadlines and disseminating information about curriculum changes to department members.
12. Facilitate meeting accreditation standards, for example, assist department faculty to develop Student Learning Outcomes (SLOs) and College Education Master Plan and other college-wide plans as required, and work with faculty to write program reviews and unit plans.
13. Convene regularly scheduled department meetings.
14. Assist the Division Dean with student recruitment and community outreach efforts.

15. May maintain files on current course outlines, syllabi, textbook orders and class schedules.

16. Coordinate the utilization and monitor the condition of facilities and equipment assigned to the department.

17. Participate in evaluating all staff assigned to the department and help supervise student workers.

18. Assist counselors and the Articulation Officer to clarify and update information on departmental courses in conjunction with the matriculation process.

19. Communicate departmental concerns to the Division Dean or Vice President of Instruction.  Work with administration through the Division Dean or Vice President of Instruction to effect changes requested by the department.
20. Encourage departmental faculty to keep abreast of changes in curriculum patterns, philosophy of education at other two-year and four-year colleges and/or vocational fields and disseminate information to department members.

21. Assist the Division Dean or Vice President of Instruction in implementing District and state mandated policies, procedures and regulations affecting departmental operations and services.

22. Assist the Division Dean with program development activities.

23. May represent the department and serve as liaison to agencies, organizations, businesses, etc.

24. Perform related tasks as assigned.

This job description for Appendix 16 is subject to approval of the PFT in accordance with its procedures and, thereafter, to approval of the PCCD Chancellor and Board of Trustees.
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