D 7.5  FACULTY COORDINATOR ASSIGNMENTS 
The management of programs, academic disciplines, laboratories, or units, and the maintenance of the high quality within these programs at College of DuPage is often predicated upon the assignment of a Faculty Coordinator.  If a Faculty Member is assigned as Program Coordinator, the Faculty Member will report to an Assistant Dean, Associate Dean, Dean of the Division, or other appropriate Administrator.  The coordinating assignment will be considered a part of the Faculty Member’s teaching load and may not be assigned as overload.  Acceptance of a Faculty Coordinator assignment shall be voluntary.
Throughout Section D 7.5 FACULTY COORDINATOR ASSIGNMENTS, the following definitions apply:
“Program” shall mean a course of study which culminates in a certificate and/or an Associate’s Degree from College of DuPage;
 
“Area” shall mean academic disciplines, laboratories, related courses, related courses in a particular delivery mode, or any combination of these.
It is the responsibility of the Program/Area Faculty Coordinator to allocate his/her time and energies to those activities which most benefit the program/area.  Although Faculty Coordinators are self-directed, it is expected that they will work closely with their Assistant Dean, Associate Dean, or Dean and will periodically review coordination and program priorities as they pertain to the tasks specified in this assignment and as they pertain to the unique concerns and needs of the program/area.
The total number of annual equivalent hours to be assigned to each Faculty Coordinator shall be determined by adding together the factors for each of the activities listed in this assignment as they apply to the areas of responsibility assigned to the Faculty Coordinator.  The Faculty Coordinator and Assistant Dean/Associate Dean/Dean will be responsible for determining the allocation of Faculty Coordinator load during the two semesters of the academic year and the following Summer term.  Since coordination is considered an annual assignment, the Faculty Coordinator will retain a part of the hours for Summer.  A minimum of 10% and a maximum of 35% of the annual assignment will be allocated for the Summer term. 
The assignment of a Faculty Coordinator from the full-time program/area Faculty will be agreed upon annually by the Dean and the Faculty Member(s).  At times the responsibilities of the faculty coordinator could be divided among individual faculty members to better meet the needs of the students and faculty within the discipline.  The assignment of discrete areas of responsibility will be mutually agreed upon by the responsible Administrator and Faculty Member(s). Where possible, the selected Faculty Member(s) should be members of at least one of the programs, academic disciplines, areas or units for which they will have coordination responsibilities.  By the beginning of the Fall term, the Assistant Dean, Associate Dean, or Dean will provide each Faculty Coordinator with a written assignment indicating the number of annual hours assigned for coordination for the coming year.  The assignment will include the annual total load as well as the load for each individual activity in the assignment.  Faculty Coordinator assignments are based on a fifteen (15) hour load.
D 7.5.a.1  GENERAL PROGRAM COORDINATION
General program coordination activities may include, but are not limited to:
· maintenance of accreditation with regional, state, and national agencies; 

· program promotion; 

· development of articulation agreements with high schools, colleges, community and employer groups; 

· development of relationships with professional organizations and agencies; 

· leadership of advisory committee work; 

· oversight of curriculum development and maintenance including program-specific certificates and degrees; 

· leadership in the development of program goals and objectives; 

· preliminary development of class schedules for approval by the appropriate Administrator; 

· communication with Counseling, Advising, Admissions, and Records personnel regarding curriculum and degree/ certificate requirements; 

· attendance at Faculty Coordinator meetings; 

· maintenance of program records; 

· coordination with administration of all student follow-up activities associated with local and DAVTE requirements; 

· leadership of program faculty meetings; 

· recommendation of substitute faculty; 

· supervision and evaluation of program Classified personnel and student workers; 

· the keeping of clerical records; 

· the keeping of records required by accrediting and outside agencies 

The assignment for general program coordination will be 4.0 semester hours.
D 7.5.a.2  GENERAL AREA COORDINATION
Area coordination responsibilities may include, but are not limited to:
· oversight of curriculum development and maintenance or implementation of assessment methods into the area courses; 

· preliminary development of class schedules for approval by the appropriate Administrator; 

· development of area specific advising materials; 

· leadership of area Faculty meetings; 

· recommendation of substitute Faculty; 

· supervision and evaluation of Classified staff and student workers 

The assignment for area coordination will be 3.0 semester hours.
D 7.5 b PART-TIME FACULTY MENTORING/SUPPORT

Coordinators can be assigned to mentor and train new part-time faculty and to support the continued development of more experienced part-time faculty.  New part-time faculty are those faculty who have taught 3 terms or fewer.  Part-time faculty can be considered to be “newer” faculty if they are teaching in a new discipline or delivery mode and/or have not taught within the program for a period of time during which the course content or student demographics have changed significantly.  The designated units for allocation of coordinator time will be based on the number of part-time faculty (unduplicated) hired during the current academic year by the first day of the terms.  The plan for the part-time faculty support activities must be submitted to and approved by the responsible Administrator before the start of each academic term.
Coordinator assignment for part-time faculty support will be based on the following table:

	Level of Part-Time Faculty Support
	Semester Hour Assignment per PT Faculty Member

	New: three terms or fewer at COD
	0.33

	Experienced: more than three terms of teaching at COD
	0.16


D 7.5.c  SCHEDULING OF CLASSES and PART-TIME FACULTY ASSIGNMENT RECOMMENDATIONS
The time required to develop program and area class schedules increases with the size of the program or area.  As the number of classes scheduled increases, there is a concomitant increase in the number of qualified part-time Faculty who must be recruited and hired.  Faculty Coordinators can be assigned to assist the Administrators in scheduling classes and staffing these classes.  The time allocation for staffing will be assigned on the basis of the total number of class sections for the previous year as determined by the 10th day class printout.  Piggyback and multiple section labs will be considered single sections.

Coordination activities for class scheduling and recommendation of part-time Faculty may include, but are not limited to:

· developing class schedules for the program or area for approval by the responsible Administrator;

· recommendation to the appropriate Administrator of the hiring of part-time Faculty; 

· review of the evaluations of part-time Faculty.
The formula for this assignment is: 0.02 semester hour multiplied by the number of sections within program and/or area.
If a program or area has a general coordinator and a separate coordinator responsible for CIL or Internet delivered courses through the AAIS division, the allocation for these activities will be prorated as follows: 10% of the assignment as determined by the formula above for those CIL or Internet delivered sections in the AAIS division will be allocated to the general coordinator and 90% of the assignment will be allocated to the area coordinator directly responsible for the sections offered through the AAIS division. If there is no general coordinator, 100% of this load will go to the area coordinator if they are assuming all of the responsibilities for this area. For the purpose of this calculation only, the number of students composing each section will be the same as the typical class size for a discipline in the CIL as stated in section D.7.1.c of this contract.
D 7.5.d  PROGRAM-RELATED STUDENT GRADUATION REQUIREMENT MONITORING (programs other than those that are covered by D 7.5 g)
General Coordinators with large programs have added responsibility in assisting students to meet graduation or certification requirements.  The coordinator becomes the initial faculty contact for inquiries about program entrance and degree requirements as well as the central contact for requests for waivers from graduation requirements.  The coordinator often is responsible for referring student inquiries to the appropriate colleague or college office as well as for maintaining consistency in graduation standards within the program.  

The allocation of additional time for these conferences will be based on the seat-count in the courses within the program during previous year. The previous year is defined as courses starting in Fall term and ending at the end of the following Summer term.
Allocation of this assignment is based on seat-count multiplied by 0.002 semester hour. 
D 7.5.e  LABORATORY MAINTENANCE, SAFETY STANDARDS, AND/OR SUPPORT MATERIALS
For the purpose of this section, “laboratory” refers to studios, laboratory classrooms and laboratories.  Coordination activities for laboratory related responsibilities may include, but are not limited to:
· responsibility for the care and maintenance of equipment in the laboratory
 
component of courses; 

· insuring compliance with appropriate safety standards and procedures;
· responsibility for the creation, maintenance and management of supportive
instructional materials for laboratory components of courses.

Assignments are based on the duties for the current year.  If there is a change in the laboratory maintenance, safety standards, and/or support materials or personnel of the program or area, either an increase or a decrease, it can be reflected in the assignment for the current year based on the charts below.
The assignment for lab responsibilities is the sum of the semester hours generated by each table below: 

	 (A) Management of the Lab Facilities (select the category 1—4 that best describes the laboratory management requirements)
	Hours

	1. IT Supported Laboratories: Coordinator is responsible for notifying IT about computer equipment/software issues and for following up with relevant faculty regarding the resolution of these issues.
	0.50

	2. IT Supported/Proprietary Laboratories:  IT has responsibility for the computer-based part of the lab; coordinator has responsibility for that part of the lab containing other equipment or supplies.
	1.00

	3. Coordinator Managed Laboratories: Equipment in the lab is maintained by outside services or vendors.  The coordinator is responsible for scheduling required maintenance and repair and for verifying that contracted services have been done correctly.
	1.50

	4. Coordinator Maintained Laboratories: The majority of equipment in the lab is maintained by the coordinator. 
	2.00

	
	

	(B) Additional Responsibilities (As appropriate, add one or both or none of the following to the above value.)
	Hours

	Extended Hour Responsibilities: The safety and maintenance procedures in the labs require that the coordinator be notified whenever there is a problem including evenings, weekends and other times when the coordinator is not regularly scheduled.
	+0.50

	Multiple Lab Responsibilities: The coordinator is responsible for lab classrooms on the main campus and/or regional and satellite centers. 
	+0.50


Safety Management
Some laboratories have safety issues for which the coordinator might need to assume the authority of training staff and students in proper handling of dangerous equipment or materials, maintaining safety procedures, protocols and reporting, and control over the use or dispensing of dangerous equipment or materials.  Hours are assigned when the coordinator has direct responsibility for safety management, separate from that assumed by other program or area faculty:

	Safety Issues (select as many as apply)
	Hours

	Radiation
	+0.75

	Hazardous Materials
	+0.75

	Biologic Hazards
	+0.75

	Mechanical Hazards
	+0.75


Shared Lab Management Responsibilities

Some labs have additional staff assigned to perform many of the functions listed above as coordinators’ responsibilities as well as to assist instructors and students.  In some cases the coordinator supervises the lab staff; however, as the lab staffing increases, the direct responsibilities of the coordinator for lab management decrease.  The following table indicates the change in assignment as the lab staffing increases:

	Assistance in Lab Management 
	Change in Assignment

	Assistance for less than 1/4th of lab hours
	No change

	Assistance for more than 1/4th and less than 3/4th of lab hours
	-0.50

	Assistance for more than 3/4th of lab hours
	-1.0


D 7.5.f  BUDGET
In a number of the programs or areas, the Faculty Coordinator works with the appropriate Administrator to develop and maintain the budget for supplies, materials, rents and maintenance.  The assignment for budget responsibilities is based on the budget amount designated for these items and the frequency of budget processing that is required by the needs of the program or area’s supply shelf-life or weekly supply demand changes.  
Coordinator assignments for budget responsibilities are based on the sum of the values from the following two tables:
	Budget Amount ($)
(supplies, materials, rents and maintenance)
	Hours 

	1,000-9,999
	1.00

	10,000-29,999
	1.50

	30,000-49,999
	2.00

	50,000-99,999
	2.50

	>100,000
	3.00

	
	

	Ordering Frequency (choose one)
	Hours

	Less than once a month
	+0.00

	Monthly
	+0.50

	Weekly
	+02.50


D 7.5.g  PROGRAM ADMISSIONS AND COMPLETION MONITORING (programs for which this section applies cannot be included under D 7.5 d)
Once programs reach a given size, added responsibility is placed on Program Faculty Coordinators in assisting students to meet graduation or certification requirements.  The coordinator becomes the initial faculty contact for inquiries about program entrance and degree requirements as well as the central contact for requests for waivers from graduation requirements.  The coordinator often is responsible for referring student inquiries to the appropriate colleague or college office as well as for maintaining consistency in graduation standards within the program.  
Programs that have limited student admission requirements and record keeping requirements for program completion will be given coordinating hours for this assignment.  The activities within this category include, but are not limited to

· responding to student inquiries regarding program entrance requirements

· requests for waivers from program requirements
· verification of completion of admission criteria

· communications with students on admission status

· monitoring pre-requisites for program continuation

· following up with students lacking graduation requirements
· submission of program completion documentation to testing centers.

This portion of the coordinating assignment will be based on the current year’s enrollment. 
The base assignment for each program will be three (3) semester hours.  In addition, the Faculty Coordinator will be given an assignment of:  0.03 semester hour per student active in the program during the current year’s Fall term (or the term in which the program begins).
D 7.5.h  CLINICAL/TRAINING SITE ADMINISTRATION 
Programs that have clinical/training sites that have administration requirements for program completion will be given coordinating hours for this assignment.  Activities within this category include, but are not limited to

· submission of clinical requests on an annual basis and follow-up on requests
· supervision of part-time clinical faculty

· submission of required health information, drug testing and background check results to each clinical site for each course offered each semester

· evaluation of clinical sites and hold/attend annual clinical site meetings
· arranging payments for clinical sites if required

· arranging clinical make-ups or alternative assignments if necessary.

Programs in which faculty have not been specified as clinical site coordinators by accreditation standards will be given an additional allocation to manage clinical assignment. The allocation is calculated by multiplying the Required Clinical Assignments by the Clinical Site Factor. If students are normally assigned to a clinical site once for the duration of their program, only a single year calculation will be used. 

To find Required Clinical Assignments (RCA)
RCA = (n1 x CSR1) + (n2 x CSR2)

Where:
· n1 is the number of first-year students assigned to clinical sites 
· CSR1 is the number of clinical sites required during the first year. 

· n2 is the number of second-year students assigned to clinical sites 
· CSR2 is the number of clinical sites required during the second year. 

The coordinator assignment is then determined by multiplying the Required Clinical Assignments by the Clinical Site Factor (CSF) from this table.

	Required Clinical Assignments (RCA)
	Clinical Site Factor (CSF)

	1 to 100
	0.075

	101-250
	0.06

	251 to 750
	0.01

	more than 751
	0.006


Coordinator Assignment = RCA x CSF

D 7.5.i  SINGLE FULL-TIME FACULTY PROGRAMS
Those programs that have only one (1) full-time Faculty Member who serves as the Faculty Coordinator will receive an additional two (2) semester hours as he/she is required to complete all the work associated with the program.
D 7.5.j NEW PROGRAM
When a new program is under development or is developed and a Faculty Coordinator is assigned to the program, the Faculty Coordinator will receive up to one-half reassigned time for the first year of the program.  Starting with the second year, the assignment will follow the regular assignment process as described in Section D 7.5, FACULTY COORDINATOR ASSIGNMENT.
D 7.5.k  OTHER ADJUSTMENT FACTORS
When a Faculty Coordinator is required to do additional work that is not related to the activities listed above, the Faculty Coordinator, Assistant Dean or Associate Dean, and the Dean will meet to discuss an additional assignment for the Faculty Coordinator or Faculty within the program/area.  Such adjustment factors may include, but not be limited to: program accreditation, donation/solicitation activities for program/area equipment, major renovations/construction of program-related facilities, redesign of program, special initiatives for program recruitment or partnerships.
If additional staff is assigned to assist in activities or responsibilities previously assigned wholly or in part to the Faculty Coordinator, the coordination hours assigned to the Faculty Member may be reduced by agreement between the Faculty Coordinator and the Dean.
D 7.5.l  EVALUATION OF FACULTY COORDINATORS
Acceptance of a coordinating assignment implies consent to an evaluation of service in the role.
The Association agrees to participate in a committee composed of three (3) Faculty Coordinators chosen by the Faculty Senate and three (3) Administrators.  The Committee will be charged with creating evaluation procedures and forms for the evaluation of Faculty Coordinators.  These changes will be included in the Contractual Agreement after approval by the Association and the Board.

