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,INTRODIJCTION
,-

In the fall of 1,974,1.os 'Angeles HarbOr College

was a twenty -64 year old institution with a total

student enrollment of over f1,000 students, 167 full-
..

t,ime day instrtictors, and over 200 part-time evening

instructors. The instructional program was admini-

stratively organized into 11 divisions, each headed ,

by a division chairman. The'divisions varied 'in size,

being, constituted of faculty from as few as two and

as many as six disciplines. Where there were a num-

1

ber of instructors, usually more than three or four;

in a single discipline, a nominal department desig-

rated by the name of.the discipline was recognized.

Division chairmen reported to the dean of instruction

for the majority of their duties but also reported
N

for specified functions to theidean of student person-

nel, Ithe dean of educational services, and the assis-

/

itant dean of instruction for evening and outreach.

The chairmen were guided in their duties by task-

oriented general bulletins and by oral communication

with theJdean, but,, most of all, by knowledge born of

1/4

5



2

related 7-rt-alav ty a pr,edecessor.

:-:t-cu.fn the ch,7-lirman'o 1,Tateme!;1.t described the

ne2.7,:re of :Tis-fe onsibilities; very few

proceaures had been set-forth in print. 'This largely

. oral traaition nad placed.hea/y dependence on the

experience of chairmen and of the clerical staff in

the Office of :nstruction. It also had reSUlte*d in

an 3n.d.reasin::: -,umber of problems of communication

and direction as 'chairmen operated in individualistic

natzerna.

president, dean of instructior, and the diVi:

-naLrmen agreed that the College had grown- in

size and complexity to an extent that required the,

pr:=:-eretion of authoritative guidelines for administra-

tive procedure at the division level.

BACKGROUND AND SIGNIFICANCE

A telephonic survey of ten community colleges,

in southern and central CalLfornia estaDlished that

only two had prepare0 prdcedure manuals for their

chairmen (Appendix r.;) These t-742o colleges reported

th,:m to 1.1efu1silr,d plenned,to continue their. publi-

tly



,-

3

VOst of ne deans of instruction to whom the

in.,114:.r.wa5..\a4dressed expressed interest in the pro-
. 6' I

rJosal of Harbor Colleg e to prepare a chairman's pro-

oedure manual;. A number requested that a copfof

the manual be addressed to*thear attention. Most

-respondent collegas-indicated that they were utiliz-

,ing the cha3drman's. duty statement, special bulletins,

and/or references in the college faculty handbook

ae the only/ written procedural guidelines for depart-
.

meat or diYision'operation: lesearch of the ERIC'

4

,

document file developed no listings related to manuals
i

.

of this type for community college division or depart -,

ment operation.

`The need for a chairman's procedure manual at

Harbor College was more acute than that expressed-

by other colleges for the following reasons:

1. The duty statement of division chairmen was

last updated in 1959. An examination of

this statement revealed a number of duties

no longer perform'ed. Not surprisingly the

duties of chairman had exparided and encom-

passed areas of responsibility which did

not e"ist in 1959. Indeed the scope and

nature of the authority of the chairmah 'In

sane of.these areas was questioned by the
- r

. 7
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senate and 4ry the chairmen them-

selJues.

2. 2he dean of.instructinn was new, to vthe

College, having been appointed upon the

retirem.4n't of his predecessor in August
,

of 1974; the assistant tothis dean alSo

'1Aetired in 1974. The clerical staff of

the Office of Instruction, thus,.provided

the. only link of continuity between the olde .

and ntw officers. of 'Instruction. Working re-

lationshi.ps which had placed heavy reliance

upon mutually understood practices and con--

ventions were placed under particular strain

bedause of th,'Y lack of experience of the'in-

structional officers.

3. The scope and 'jurisdiction of theG'ollege"Curr-

liculum and instruction Committee, principally

composed of the eleven division 'hairmen and

the dean, was poorly understood. Its functions

were commonly confuSed with those of the Exe-

cutive :;ommittee, the other major administrative

committee on the Harbor College Campus. Clari-
V

fication of the role of the Curriculum and In-

struction Committpe was related to that concerning

the duti'es of ,ch irmen (See 1 above). It became

8
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evident also that the' preparation of a pro-.

cedure manual would ndt'only bring'to issue

importaht questions concerning the role of
)

10 'division chairmen, that of theturriculum and

Instruction Committee, but, town eictiht, the

Office of. Ihstruetion as an administrative

entity at Harbor College.

Ilhe significance Of the study, therefore, eXtend-

ed-beyond.the need to clarify procedures to require

. an eXmination of the fundamental prerogatives.,nd
. .,

responsibilities of both the chairpen'anrd the Curri-

culum and Instruction Committee. The' procedures

dreview'required,a.critical ekamination of the chafr-
.

man's duties which in turn might suggest needed re-
.

visions in the chairman's duty statement.

PROCEDURES

Initiation of the Study

Previous sectfons"allude to the need for a manual

of procedures asperceived.by this writer who was the

dean of instruction. This need was also revealed in

the discussions of the Curriculum and Instruction Com-

mittee at its meeting on ()etcher 25., 1974 The corm

mittee recommended that work leading to the preparatibn

1
of such a manual be co; enced and that a subcommittee

composed of volunteer chairmen, the director of'insti-
.

s.
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tuticnalresearch, and the dean undertake this resporf-

The subcommittee was directed to plans its

N.
own procedures -and to make periodic reports of its

progress. It was understood that such`procedures as

were proposed or'recommended for revision by the sub-

committee be reviewed by the committee prior to adoption.

The president of the College was made-aware of these

plans and gave approval to the proposed activities

and goals of the committee and the dean;

A Plan for the Study

The subcommittee as constituted included two di

vision chairmen, the director of institutional research,

an administrative assistant from the institutional re-

search office, with the dean Qf instruction as, chairman.

Prior to the first meeting, the administra/ivp,

assistant conducted a search of the literature. At

search of the ERIC collection and of the Index of Doc -

\,

tural dissertations for the previous five years de Aoped

useful references but did not reveal any reference ib

the preparation of a chairmens' manual. A telephoned\

survey of ten Southern California Community Colleges

was conducted which,foulleic only one that had prepared
/

a Manual exclusively concerned with,procedures for the

use of division or department chairmen (Pierce,` 19'73).

I 1 0
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,Inother college, Cypress College, was cited by ERIC,

but it was determined-that procedures for chairmen

were incorporated in the college handbook rather than

as a separate publication.

he ciairmens' duty statement was examined as a

Poten lad "foundation" document to suggest an organi-
.

0 zational framework for a procedures review. It was

soon apparent that the statement was to brief to

serve this purpose. It had been prepared Some

years previously4and, not surprisingl y, was in 'need of

rersion (Appendix D).

A search of the latebt faculty handbook of the

College developed some twelve references to the re.-

'sponsibilities of chairmen and/or to procedures which

involved them in their capacity as chairmen'. TiheSe

references were too fragmentary tq provide the-necessary,

framework,for%a manual of procedure. The'facultyN

handbook had been prepared for the orientation and gen-

. era information of instructors and it was agrest that

this purpose would be compromised if an attempt were

made to incorporate divisional procedures.

The subcommittee concluded that there existed

no single compendium of duties and responsibilities

around which a manual of procedures might logically

be organized. Instead it was decided to categorize

the responsibilities of chairmer according to a
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modification of a classification proposed by Anthony

(1972). Aided by, but not limiteorto, the outdated

duty statement, the subcommittee sought to list those

responsibilities which the chairmen and the.Office

. of Instructiorirecognized as proper and current. Thi

of responsibilitiet was to be the guide from

which needed procedures would be identified and around'

Which they might. logically be org.nized (Appendix A):

'There was also recognition that divisidn chair-

men at Harbor performed certain of their duties-co*.,

operatively as members of the Curriculut and Instructiol

C.(mittee. Only by a review of the responsibilities,

of chairmen as they functioned as members of this com-

mittee was it pOssible to complete the search for need-

ed procedures (Appendix B)'.' Since there was no clear

and concise description as to what these responsibilities

were, the need for a clarification of the function of

the Curriculum and Instruction Committee and of chair-

men as they served as members of this committee was eyi -.

dent.

Collection of the Data

The subcommitte of chairmen requestedinfor-
,

/

:nation which required the following:

. 1. The preparation of a questionnaire to elicit:

the degree to yrhich Harbor College division

12
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chairmen r eccEni'zed',and understood their
-,

orocedural-responsibilities and those of

others, as these derilie, from alist of select-
. .00

ed chairmens"duties. Chaismen were also
r

asked to comment as to whether they believed
le

written procedures to be necessary and, if so,

for whom. opportunity was also provides fdr

zeneral commehts of a kind other than that

providediin the regular structure of the
i.

questionnire (Appendix A).

2. The preparation of a second questionnai.rb to

elict the perception of Harbor College division

chairmen of the proper role and functionof

the Ccqlege Curriculum and Instruction Com=-

4k."'"mittee and, inferentially; of their-individ-

responsibilities as members of this com-

mittee (Appendix "B).

3. A search and evaluation of existing documents

of the College4relating to chairmens' duties

, and the conbomitant procedures. -These in-

cluded the -Harbor College Chairmens Duty State-

ment (Appendix D), ihe .1Class Description" for

.department and divisictri chairmen of the Los

.

An;,4,1esCommunity College District (Appendix E),

the Harbor College Faculty Handbook, and selected

13
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documents from the- files of the Office of

InstY-uction and the Office of the President

of harbor College., 4
I-

4., The development of a logical categorization

of the duties of division chairmenwhich'

related such duties both to the basic e-

sponsibilities of the position and to pro-

cedureswhich either existed or which ,

should be considered for adoption.

5. An investigation of the practice of other.

comparable institutions in.the instruction'

of their chairmen relating to procedures to

be followed by them in the discharge of their

. duties. This included a search of 'the litera-

ture and-a telephonic survey of ten California

.Community College believed to be comparable

in structure and needsto Los Angeles Harbor

College (Appendix C).

Treatment of the Data

The preparation of a manual of procedures for .

chairmen was-the anticipateeencf product of -the 'study.

It was not, hoWever, the major goal of the,Tracticum

which was to promote a process of self-evaluation and

task,re-e>iamination for both the division chairmen and

the Office of Instruction.

'14



Although the principal objective was process.,

rather than product, it could'not be successfully

pursued until the basic.inform4ion and rationale.

' for the self-evaluation process was develoted.

has been descarbed, there was a need for aQoasie.

understanding of role and responsibility before the

secondary consideration of which procedures'were .

needed could commence. The data assembled neeAd to

support the discussion and decision - making needs of

the sUbcommittee and, subsequently, the Curriculum

and Instruction Committee with respect to the folleNinA.,

1. To indicate the proper role and responsi-

bility of division chairmen as perceived

by them.

2. To measure the degree of understanding by-

chairmen of selected major responsibilities

and.of the procedural obligations that
46

derived therefrom.

3, To assess the exteM to, which there was

recognition and acceptance of the, listed

procedures. . ,

4. To provf.de information sufficiet to support
. .

a decision.Wthe' chairmen as'to which pro-
.

. cedures needed to be written orreliised.

5. to indicate the preception of chairMen as to

the proper:role an.d.'fu'nctiori Of the Committee '

15
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.

on Curriculum and Instruction of which they

were tithe principal members.

6. To guide the chairmen and dean'in a evision,
V.

expansion, and update of the chairmens' and

dean's offical duty statement, -

The problem of consensus testing wall addressed

early inthe study. Chairmen voted unanimous agree -'

ment that consensus on a given item, e.g. the response

rto a question froin questionnaire,, be tested by vote

and that the de-Irminini vote be two-thirds of those

present. This convention was followed on the question,.

naird.on tIle.Curriculum and Instruction Committee

(Appendix B). -Another criterion had to be followed

on the questionnaire on chairmen's,responsibilities (See

page 24). ,

e Limitations of the Study

4/

An unavoidable elOment of presumption under-

girded the entire study,, namely, a number of duties

and responsibilities of chairmen were inferred from

.;sources other than the official duty statement. This

was necessitated because the duty statement was more

limited than the full scope Of understood.duties and

because it was so old that no,one asserted it to be

the proper And sufficient description of what a chair-

man did. Put differently,'4*listing of only tho'se

procedures related to respor

16

sibilities set forth on the

,,,
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duty statement woul, d'have omitted many procedures,which.

were either operati.onal or for which a need was recog-

nizest. This limitation, and this prgsumption; was re-

conized at the outset by the chairmen, dean, and pte-
4

,silent. It.was the reason why the duty statement, log-

ically the foundation for a procedure needs search;
. .

was replaced by a categorization of dUties some of

which lacked official approval at the time of the:Study.

It was also recognized that such a. study as, this

might result in recommendations for more written proce-

.dures than subsequent practice could justify. A pro-,

cedure- might be supposed desireable whenever there are

responsibilities involving an ordered sequence of acti-

vities. There are tendAncies to overvalue,the useful-

ness" of procedures thus insti=tuted and to underestimate

. the efforts required to prepare forms, update the loro-

cedure, and adjust to new and perhapslIittle-needed'con-
211r

straints. Imposing a formal procedure upon a certain

'activity may do little or nothing to mprove the effect,-

iveness anclefficiency of that activity.

Lastly, there was, recognition that the goal of in-

stituting a self-evaluation of the roles and respon-

sibility of division chairmen and that Cf the Curr-
, ,

iculum and InstiNction Committee was an ambtious one.

The study was limited to chairmens' perceptions of respon7

sibilities obviously required consideration of institu-

tional need and the extent to whickthe president,

I. 7



w%shed to delegate 'administrativ-e authority to

chairmen.

/

FINDINGS

14

The ?9].e and Function of the Curriculum and Instruction

Comittee

A questionnaire was distributed to all members
.

. .

..,

of. the Curriculum a d.Instruction Committee which re-

ouired cdmrnittee members to react to sixty-one selected

College responsibilities. The committee was constituted

of the eleven division chairmen, the only voting members,

and 'the following ex-officio'members: coordinator, Library

and Instructionel Materials Center; coordinator, cboio-

4ratilie education; director, occupational education; as

slstant dean, college development; assistant dean, even-.

ing and outreach; assistant dean student` personnel ser-

vices,. and: president of the faculty. senate. Since

the questionnaire was conceired with the function of the

et-tire committe there was agreement that the total

membership should respond, i.e., the voting' would not

be.limited to the regular voting membership only. on

thie important issue.

Each member was asked to evaluate the responsi-
-.

bilities or the bas,is of four-point p;radueted response

18
./



15.
, . /

=-.?-e which oermitted indication of tne importance of

eact responsibility. The four responses, in order of

dooreasing importance, were: 1. Must recommend

approval; 2. ,:ust be consulted; 3. 1v,ay be consulted;
I

4. Must be notified. If the resoondent felt that the

respongibility was not a concern of the committee, he

was encoura.-ed to indicate which regular committee of

the College had jurisdiction. The total number of

responses for some items were observ0 to be less than

the total numoer 0_9) voting w:nich indiqgted that

soaw_persons chose not to respond. For certain'

other items thevote was greater than the total number

voting. This was to expected ,inasmuch as more than one

response per item was appropriate when the .respondent

did not regard the responsibility as a proper function

of ;e,the Curriculum and Instruction Committee (See Appendixlc,

LB),

The committee analyzed the results of the question-

naire on the baSis of the agreed triterion which was

to require a two-thirds vote in order to establish a

given responsibility as a proper function of the

committee. As applied, this required that the respon-

sibility receive a combine) -, vote of at least 12

the two'ilihest, eatedicate.Iorie3Xi.e., "Zit:11st
. , ry

recommend approval", and "Must be consulted". A total

of 20 of the 61 responsibilities at this criterion

(See Table 1).

19
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TABLE II

MAJOR RESPONSIBILITIES `OF THE .CURRICULUM AND INSTRUCTION
COMMITTEE AS PERCEIVED BY.pOMMITTEE MEMBERS

(See Appendix B for Complete Questionnaire of 61 items)
-4

17

Rank It Number

. ,..

Ns.
'. Responsibility

.

.t.
1 1 Approval of New Courses

%
,-/

2 2 Approval of New Curricula (Programs)

2 5 Coilege Graduate Requirements (Certificate, A.A. Diploma)

3 6 General Education Requirements (California'State Colleges
and Univeriities)

3 30' Outreach Program and Policies -

_3_ 37
. ['I

Master Educational Planning
i

k

4 25 Policies for Allocation of Classrooms

5 20 In-House Policy Recommendations for Hiring. New Instructors
. .

5 32 Programs for Instructional Innovation
.

I

5 51 Interdisciplinary Studies

6 7 Specially Funded Projects with Curricular Implications
-

6 8 Specially Funded Projects with Instructional Implications

. .

7 3
.

'Development of New Courses and Curricula
.$

7 , 11 College Budget: Instructional Supplies:

8 , 10 College Budget: Instructional Equipment

12 -*College Budget: Additional Certificated Staff in
Instruction .

-.. ,.:

to 49 Classroom /Allocation and Utilization

11 17 Academic Calendar (Recommended Starting and Terminations

.. c

Dates) ,

12 13 College Budget: Capital Construction, A: & I.
It

13 47 Policies and Procedure for Preparation of Divisional
Budgets

.

,
. -

.

40 21

*40

(
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A number pf responsibilities which are either in

curricular or instructional categories failed to

meet the selective criterion. In some of these casesA
chairmen assigned responsibility to an administrative

office, (usually Instruction). The others,prestmably,

were regarded as the r sponsibilities of the chairman

and/or his division rather-than.as concerns of the
31 \

committee. This assumption is supported by &mpar-

ison of the 'responsibility items of this question-

naire with their counterparts in the questionnaire on

individual responsibilities (Appendix A).,

(

9

In order.to establish a rank order of the respon-

sibilities listed itTable I, double weighting was
'

given td responses in.wthe "Must Recommend Approval"

Category' (See Table II). It was evident that the

chairmen recognized the curricular responsibilities

of the Ckirriculum and Instruction Committee a

highest priority.'

its

-Chairmens Perceptions of Responsibilities and Duties
\\,

Divi3ion chairmen were also ,asked to respond'

a questionnaire whiql required them to indicate th

comprehension of 53 major responsibilities and the

procedural obligations relatig to each (See page 7).

The responses were assessed by a four-poipt rating

scale ranging from complete understanding to a'statement,

to

it

22-

I
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"This responsibility and procedure requires clarlfication".

For each responsibility the chairman was,asked to indicate
. .

whether a-wtittellprocedure,was required and, if so,

whether for\all chairmen qr,new chairmen .only. Provision

was made for comment opposite each responsibility.

This questionnaire, entitled "Clarity of Responsibility

and Procddures for Selected Duties of Division Chairmen",

with a count of responses for each item appears as

Appendix A of this paper.

A number of interesting observations were possibles

1: There was a strong vote-in favor of a written

`procedure in 10 areas even though chairmen

indicated that they understood their respon-

sibility and the-related procedure for each

rather well (SeeTable

2. /Chairmen were uncertain of their responsi-

bilities in the area of instructional support

services. Only 3 or fewer chaihnen indicated

the highet level of understanding with re-

spect to the cooperative education program

(Item 11), the College communications officer

(Item 25), the College Library (Item 28), the

College Instructional Media Center (Item 29),

and the counseling staff (Ittem 45) .

1
4

3. Less than average understanding was indicated

or fewer responses at the highest level) for

responsibilities in the area. of community

23
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relations. -A heed for.clarification rather

than written procedures was indicated:

4. There were 15 respon.sibilities for which

4 or more chairmen indicated a need for clari-

fication. These items as well as the express-
.

ed need for procedures appears on Table IV A.

5. There were 19'responsibility areas in which

. the total number of responses requesting a

written procedure totalled 5 or more (See

Table IV B.),.

6. There were 27 areas where three or moft

chairmen oppolsed the development of a pro:-

cedu're (See Table IV C.).

Selection of Needed Procedures

A meeting of the subcommittee. was called to evaluate

both questionnaires and 'Tables I, II, III, and IV derived

therefrom.

The questionnaire on the role of the Curisiculum

and Instruction ComMittee definitely served to establish

the function of this committee as perceived by its mem-

bers and led to one of the major recommendations of this

st'udy.(See' Page24). It did notsuggest any needed

procedure which, perhaps, was to be expected inasmuch as

the principal conc.irn'of this questionnaire was with

24



TABLE

There is a strong votefor a procedure in ]0 areas (V + VI =>4)
even though chairmen indicated strong understanding of the procedure
and their responsibility -(I + II =2,;-...7).

V

ITEM .I + II V + VI

1. ,8 6

9/
7 5

1;3 7 6

17 9 4

19 7 6

33 8 4

34 .8 5

37
: 7

42 7 5

44 8 4

INTERPRETATION: Are seeking clear authority or confirmation tha
they do indeed understand....

I

25

21
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TABLE IV

A. Items(in which 4 or more chairmen called for clarification (IV)

I

f

(

Itemi

.

t

Clarificatiop
needed
-

.IV

Written Procedure,
rdquired

Procedure
, not

Required

VII

. All'

Chairmen
V

New
Chairmen

VI

3 5 4
$

. 0 4
^ , 3

11 4 5 0 3

12 4 3 1
,r

20 ,, 4 2 1 3

25 4 4 0 2

26 4 5 0 I

28 5 2 1 2

29 4 3 1 .2

36 4 3 0 3

38 4 4 1 3

41 4 5 0 1

48' 4 3 1 2

49 5 3 0 4
51 5 3t 0 3

53 ' 5. 3 0 3

B. Areas in which 5 or more chairmen suggested a written Procedure
(V + VI =>5)

22

1 (6) . 13 (6) 27 (5) 38 (5)

2 (7) 18 (5) 30 ,(5) 39 (5)

4 (6) 19 (6) 34 (5) '41 (5)

9 (5) 24'(5) 35 (5) 42 (5)

11 (5) 26 (5). 37 (5)

C. Areas in-which 3 or more chairmen opposed the developM1 of a
procedure (VII) (N = 27)

3 (3) 17 (3) 33 (3) 45 (3)

6 (3) 20'(3) 36 (3) 49 (4)

7 (4) 21 (3) 38 (3) 50 (4)

8 (3) 22-(3) 39 (3) 51 (3)

10 (4) 23 (3) 40 (3) 52 (4)

11 (3) 31 (3) 42 (3) 53 (3)

14 (3) 32 (3) 44 (3)

ti

s

26
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-.TABLE V

,RESPONSIBILITY ITEMS FOE.WHICH CLARIFICATION
. AND /OR PROCEDURES AREHTO BE WRITTEN 4

Item Weight
il. V+VI. It Responsibility , lr-

, .

2 (7) Development of a new occupational program (curriculum).
e.

ea.
1 (6) Preparation, submission and approval of new courses.
4. (6) Coupe articulation or coordination with other instructional.

divisions. . .. ,

.

13 (6) Coordination of division programs with College objectives.
lg (6) Pl4nning'and preparatiotr of the Master Educational Plan (Division's

. Section). .

1
9 (5) The functiol,of and participation as emeMber of the Curriculum and

lInstruction committee. .. ... .

11 (5)tooperative Edufetion''Program. .

18 (5) Administration oe-the divisional supply and equipment budget.
24/ (5) AuthorizatiOn forNfield-trips and guest speakers.
26 (5) Providing for the safety and security of personnel and property.
27 (5) Faculty and classified conference attendance. -

30 (5) Classroom utilization and:allocation. ' I,

34 (5) Chairman's role in evaluating performance of instructors. ' ,

35' (5) Orientati6n of new Instructors.
37 (5) Adjustment of grievances involving instructors at the division

. level._ . /

_

38 (5) Supervision of specially funded projects grid relations with
. Office of College' Development.

39 (5) Supervision of the level and content of te'divisional instruc..1
tional program. '. .

41 (5) Leadership of outreach classes and/or p ograms.
i

42 (5) Supervision and evaluation of classifi d employees and student
workers.

.
.

3 (4) Course articulation with senior institutions.
.

12 ,(4) Grading standards and policies.
17 '(4) Contributing -to the update and impXovement of the College'Catalog.
25 (4) Securing, needed publidity and relations with College Communications

. -. Officer/. ' .

29 (4) College Instructional Media Center - division relationship.,
33 (4) Assessing need for requesting additional instructors day, evening,

. .and summer session. .

.

-... -
44 (4) SeleCtieni and evaluation of substitute and replacement, instructors.

48 (4) Division - student activity relationships including co-curriculact.
programs. ,.

, .

20 (3) biganization'and maintenance of divisional records.
28 (3)/ College Library division relationship.
36 04 Providing in-service training (staff - development) fox instructors.
49 ( ) Participation,on community (non-occupational) advisory committees.

- *1 (,,, Assessment of community needs as they relate to curricular programs.

53 /(3) Providing advisory iseririces to the community.
, . . .

.
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chairmen acting collectively as members of a committee
.

rather thanes individual divisional leaders.

The response to the other questionnaire on chair-

mens" perceptions of responsibilities and. duties

yielded'quantifiable data as to the areas which re-

quired'clarification and/or a written procedures. The

subcommittee decided that all responsibility items

Which appeared in Tables III, Table IV A., and IV B.,

should receive further considdration with the likli-

hood that these responsibilities and related procedures,:

be designated for inclusion in the procedure manual.

Eleven of the responsibilities appeared on both

tables but a total of 33 diff'rent responsibilities
q .

fell within the selection criterion. These are,

,set forth.in Table V. The items are arranged in rank

descending order according to the sum of the total for

each item; columns' V. and VI.

RECOMMENDATIONS

The subcommittee on the chairmens' procedure manual

recommend the following to the membership of the Curri-

culum and Instruction Committee:,,

1. That written procedures and /or clarification

be prepared for each of the 33 responsibilities litted
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, in Table V.

9. That chairmen participate in the writing

of the procedures and clarifications. Each

chairman will be assigned one of.the respon-

,sibilities listed in Table For these

responsibilities both a good understanding

and a strong need for proCedures was in-

dicated. (A format to guide the write-up

for each responsibility will be provided).

3. That the procedures thus authored provide the

basis for discussion in meetings of the Curri-

culum and Instruction ComMittee. It is

expected that this will not only serve to

promote improvement and understanding of.the

procedure but will also result in a worthwhile

review and clarification of the related respon-

sibilities.

4. That the committee evaluate the effective-

"ness of the process followed in writing the

first 1 procedures. It should then make

recomme dations as to how it wishes to pi-oceed

with the remainder of the selected procedures.

The subpomnittee strongly recommends a coopera-

tive &rid participative Process but recognizes

p

29
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that the experience gained in preparing

these first procedures may suggest means by

which the writing or revl?ew can be improved.

5. That.the Office,of Instruction compile and P-
.

povide for the regular updatin of a .

procedurqvmanual. It is felt th t, such a
/

manual will not only be of particu ar value
-,

an but will also .be a luable

, reference to even the most experienced.

,The Curriculum and Instruction Committee requests

the dean of instruction to apprise the president of

the results of the questionnaire "Role and Function,

Curriculum and Instruction Committee" and of its vote

that the 20 responsibilities listed below constitute

its "major responsibilities". These responsibilitieS

derive directly or inferentially from the duty state-

ment of division chairmen who constitute the voting

membership of the committee. The president Is asked,

to indicate in whatever manner he
k
may believe appro-

priate his reactions, to the end that there max resulta

a better understanding of the role and, responsibility

of the committee (See Appendix F).

Item No. Responsibility

.1 Approval of New Courses
y

2 Approval of New Curricula (Programs)

30
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Item No. Responsibility

5 College Gra.duation Requirements
(Certificate, A.A. Degree)

6 General Education Requiiements
(California State. Colleges and
Universities)

7 Specially Funded Projects with
Curricular Implications

8 Specially Funded Projects with
Instructional Implications

10 College Budget: Instructional
Equipment

11 College Budget: Instructional
Supplies

12 College Budget: Additional Cert-
ificated Staff in Instruction

13 College Budget: Capital Construction,
A..& I.

17 Academic Calendar (Recommended
Starting and Termination Dates)

20 In-House Policy Recommendations
for Hiring New Lnstructors

25 Policies for AllOcation of Classrooms

Outreach Program and Policies

32 Programs for Instructional Innovation

37 Master Educational Planning

47 Policies and Procedure for Preparation
Of Divisional Budgets

49 Classroom Allocation and Utilization

51 Interdisciplinary Studies

31
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Additionally, and by special vote,athere was

direement to include Item No. 23, "Entrance Exami-

nations, New Students," even though the total vote in

the first two columns for this item was only six.
. .

The dean of instruction recommends to the president

that the duty statement of division chairmen be re-

vised and that the guiding documents for this revision

be the questionnaire which appears as Appendix A and

the Los Angeles Community College District Class Des-

cription for Department and Division Chairman (Appendix

E).

It.is further recommended that approval be given

for the preparatiom of a manual of procedures for di-
,

vision chairman as herein recommended. This manual,

which is to be periodically updated, it to be used in

the orientation of new chairmen and is to become the

official College guide and reference for administrative

pratticeat'the instructional division level.

32
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2.

Los ANCEI-ES Co:CrmusrrY COLLEGE DignucT

Los Angeles Harbor College
1111 Figueroa Place. Wilmington, California 00744

Telephone: S35-0161.

,March 27:1975

Pursuant to the phone call made to your office today requesting
a copy of any information available on procedures followed by

. your,etvision/departaient chairmen, I would like to thank you for
your cooperation.

We at Harbor College are currently in the procdss of compiling
information on the subject with the purpose of using it to draw
tip a handy, usable manual on procedures for our division
chairmen. The information you have sent us will be of great
assistance in furthering this project. If you are interested,
we would be happy to send you a copy of our manual when it is
completed.

Since

E. Smith
an of Instruction

JES:T3:bd

CC:

Fullerton - Dr. Philip W. Borst
Golden West - Dr. William F. Shawl
Grossmont - Mrs. Trudy Hill
Long Beach - Dr. William C. Millington

Palomar - Dr.
Pasadena-- Dr
Foothill - Dr.
De Anza -Dr.
Cabrillo - Dr.

49

Virgil L. Bergman
: Stanley L. Gunstream
Harold Seger

Donald Fraser'
Floyd,YOungeel
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APPENDIX D

DUTIES OF DIV4SION CHAIRMEN

LOS ANGELES %HARBOR COLLEGE ,
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Los Angeles Earbcr Junior College
Special Faculty Sualetin, Vc1. XX, No. 28
May 8, 1959 - Pa3e

DiTTLES OF DIVISION CEAIRNEN

51

1. Assists in development of curriculum as a member of the.Currictilum and
Instruction Committee.

2. Prepares division schedule/of classes.

3. Acts as liaison beteen the administrator and the instructor, and between
the student and the instructor.

4. Assists in the recruitment and selection of'teachers.

5. Assists in apportioning supply and equipment money

6. Supervises and evaluate instruction.

7. Assists the administration in the de'velopment of college policies in his
capacity as a member of the Administrative Council.

8. Prepares catalog materials.

9. Initiates and prOcesses alterations and improvements, maintenance, and
repair and replacement requests.

10. Informs, the administration of instructor needs.'

11. 'Plans covering of classes in absence of instructor(s).

12. Prepares division and instructorstareports;

13, Assists in the selection.of textbooks, recommends their final approval,
,.and'orders them.

14." Promotes apd assists in the organization of advisory committees.

15. Orients substitute instructor(s) in absence of regular irtatructor(s).

16. Volds division meetings.

17. Makes certain that course outlines and library reading lists are prepared
by all instructors in the division.,

18. PrOcessepoequipment and supplies and audio-visual requests for members of
the department.

19. :Represents the college and the divisiOd'at local and area meetings.

20.. Takes, responsibility for'ille maintenance of grounds'and plant.

60



Los Angeles Harbor Junior Col:ege
Special Faculty Eulletin, Vol. XX Fo. 28

52

1,;aY 8,

'21.

22.

23.

24.

59 - Paze 2

"Arbitrates dispu.tes within the.divisinn.

S.:xrdinates exp,in9tion maternIs within the division. '

'?romotes ordering and use of library materials.

Organizes and supervises In-Service training and institute programs.

as
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C.

LOS ANGELES COMMUNITY COLLEGE DISTRICT

PERSONNEL SERVICES DIVISION

CLASS DESCRIPTION
DEPARTMENT CHAIRMAN

0

A. Primary function:

514.

Serves as ail instructor and as a aaff assistaA'to the dean and/or assistant dean
of instruction; coordinates de artmental activities; (schedules classes; supervises
and evaluates departmental employees;_ provides liaison between the administration
and the department faculty. y'

B. Directl es nsible tot

Dean and/ Assistant Dean of Instruction

C. Personnel supervised:

Certificated personnel as assigned
Classified personnel as assigned
Student employees as assigned

D. Responsibilities:

l. Provides leadership for improving the instructional program offered by the '

department.
2. Schedules and conducts departmental meetings to coordinate activities for the

achievement of departmental goals and objectives. '..

3. Serves as department representative on the Departmental Cduncil for the college.
4. Assists in recruiting and selecting new instructors for day and evening classes.
5. Assigts with orientation of new inst ctors.

.
, .

6. Prepares and submits for approval the sec ule of classes for the department.
7. Prepares and submits for approval the teaching assignments for instructors in

the department; coordinates the assignment 'of stude t instructors.

i4n
8. Serves in a liaisonde role between atu nts, faculty and administration1partmental _ _

9.- Assists in the supervision and evaluation of ins ructors in the department.
10. Reviews the instructional program of all instructors in the department to insure

/ ,

that only approved textbooks and other approved instructional materials are used.
11. Coordp.iates the evaluation, selection, ordering and safe keeping of supplies and

equipment for departmental use. Assists in planning for facilities.
12. Provides information to students about educational opportunities 'arid assists them

in selecting courses to achieve their educational objectives.
..

13. Assists in the interpretation of the departmental program and procedures to
individuals and groups in the community inclUding representatives of business,
industry, labor and civic organizations.

14. Coordinates departmental surveys and studies.
15. Instructs classes as assigned.
-16. Performs other related duties as assigned.

E. Knowledges, skills, abilities and personal characteristics:

1. Familiarity with administrative procedures and practices in the college
2. Knowledge of departmental curricula and instructional program.

NOVEMBER 1972 DEPARt.fr,NT CIIALRMAN

63
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55
An understanding of the multiple functions performed by community Colleges as a
part of Iligher education. ti

4. Ability to earn the respect and loyalty of,both administrative and faculty
'colleagues.

5. 4bility to establish good community relationships.
6. Ability o' rite clearly and concisely and to make effective oral presen'tations,
7. Person character' -s=its necessary for working with administrators, faculty

mem4ers and students including wholesome personality, good judgment, tact and
ability to cooperate with co-workers.

qualifications:

Status:

Status as a full-time certificited employee of the District.

Credential:

A valid Calilornia credential4authorizing teaching at t community college level.

i':OVENFIER 1972

6

t

DEPARTMENT CHAIRMAN C81
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APPENDIX F

RECOMMENDED FORMAT FOR PROCEDURES

DIVISION CHAIRMENS PROCEDURE MANUAL

C,

56



57

RECOMMENDED FORMAT FOR'WRITING PROCEDURES

CHAIRMENS' PROCEDURE MANUAL

14 Title (Give name of responsibility or procedure_
e.g. "Selection of New *Instructors', Day")

2. General Description of the respohsibility Procedure
(e.g. "The College and District are committed to
a merit employment procedures and central recurit-
ing; there are more than 170 lists, ("pools"), of
applicants those files are in the District Office.
Selection requires interview of at least 3 applicamts
by a campus interview committee etc.")

3. General Responsibility (Name person who is res-
ponsible for the overall execution of this task
to completion including the activities of classified
personnel and other certificated persons, e.g. "Dean
of Instruction" in the responsibility cited above)

4. Specific Responsibilities (rive name and specific
responsibilities of each certificated and classified
person, e.g. "Division Chairman: Recommends a selec
tion and/or interview committee as provided by Dis-
trict regulations") g .

5. Special Comment (Reference should be made to offi- .

cial sources of information, forms required, etc.)

Agote: Avoid unnessary detail. Use brief statements;
they.need not be complete sentences.

UNIVERSITY OF CALIF.

LOS ANGELES

DEC 1 9 19/5

CLEARINGHOUSE FOR
!JUNIOR COLLEGES
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