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’fNERODQFTION | ) _ - \.
. T - In vhé fall of L974 ‘Los Angeles Harbor ColTege
- ,wés a twenty szé,year old 1nst1tutlon w1th a total’
student enrollment of over 11,000 studep?s, 167 full-
) time day'instrUthrs, ana over 200 part-time e&gning
instructors. The instructichal program was admini-
str;tively organized into 11 divisions, each headed |,
by a division chaifmanf. The 'divisions varied 'in size,
being constituted of faculty from as'few as tWO.énd

/.

., as many as six diéciplines. Where there were a num;
ber of idstruqtofs, usually more tﬂan thre;'or four,
in a single discipiing, a nomindl.departmehi desig- .
nated by the name of.the discipline was recognized.
e " Ifivision chairmen reported to the dean of instruction
for the majority of their duties but alﬁo feported
fér sﬁé@ified functions to thel dean of student person-
nel,+the dean of educational sérv%ces, aqﬁ the assis-
( ) tant dean of instruction for evening and outreach.
\ ‘ -

The chalrmen were gulded in their duties by task-

oriented general bulletins and by oral communication

witn the.dean, but,. most Qf all, by knowledge born of




'?ilities; very few

- . . . s . - . 3
- nrosedures rad beep set-for*h in print. "This Iargely
. cral traaition nad placed ne=avy dependence on the

. .

arience of chairmen and of the clerical staff in

3]
Fad
@]

D

the Cfics of Instruction. It 2lso had rasuylted in
. N J,
an lnerezsinz ~umber of Troblems of communication

ard direction zs -chairmen operated in individualistic

O

|

|

l

|

[ ratiarns. . . .
/ *Ee president, dean of instructior.and the d;yii
! . i ~neirmen agreed that the College had grown in

! 'si:e gﬁd complexify to an extent thag_required the .

priarasion ¢f authoritative guidelines for administra-

. tive nrocadurs 2%t the division level. .

-

BACKGROUND AND SIGNIFICANCE

.
~ 5 .

' A telephonic survey of ten community colleges
- : < Aot

in southern and central Californiz estabplished tnat

only two nad nrepared précedure manuals for their

y ;

chairmen (Appendix C,. These %o collages reporfed

.-

(4]

Then o 02 useful grd planneds to eontiny their publi-

ERIC, . . - L o )

: A FuiText provided by Eric . " N ’
A



h)e deans of 1nshructlon to whom the .

! .
WERS

s.addressed expressed interest in the pro-
o

+

T

—aroor CoWIeﬁe to prepare a chairman's oro—

gedure manual" A number requested ;hat a cop§~of

The manual be addressed to ‘their attention. Most

~respondent cblleges~indicated that they were ufifiz—

|

.ing the chay man's. duty statement, special bulletlns,

and/or references in the college Iaculty handbook

-

as *he onlx wrltten procedural guldellnes for depart-

ment or d1V1s1on ‘operation. k‘seerch qof the ERIC

\J
document flle developed no listings related to manuﬁls

of this type for communify college division or depart-

’

ment operation. " ' :
“The nged for a chairman's procedure manual at
0y ] \ :
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
. ’, ‘ ' R
,/{". this statement revealed a number of duties

no longer performed. 'Not surprisingly the’

duties of&chairman had expanded and encom-
passed areas of responsibility which did

not e;ist in 1939. Indeed the scope and

/

*  nature of theé authorluy of the chairman %
~Some of . these areas was questionsd by the

- . ‘v
’

v

-

-

~

.

-

k]

“~d



|
|
f

TS R TR
aee [ S
IR R
A

O

ERIC

Aruitoxt provided by Eic:
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3.

‘Petired in 1974%. The clerical staff of .

) " . ' . ”
and n&w officers. of “instruction. Working re-

"structioral officers.

-iculum and Instruction Tommittee, principally

. . .

Tazultyv senate and Yv the chairmen them-

selues, : .. ' .

2nz dean of 1nsbructlnn was new, to ¥®the

College, hav1nv been appointed upon the -

n

-

rebl”emdnt of hlS predgcessor in August
of- 1974 thp 3331stant to thls dean also
the Office of Instruction, thus, ‘provided

thé{pqu link of continuity between the old:

lationships which hag piaced heavy reliance
. . s

upon mutually#hnderstood practices and con- -

ventions were placed under particular strain

because of the lack of experience of the in-

-
.

The scope and ‘jurisdiction of the Gollege Curr-

4

, s s

composed of the eleven division -~hairmen and

the dean; was,poorl& understood. Its functions

were commonly confuged with those of the Exé-

tutiva Compittee, the other ma jor administrative
'

?ommittee on the Harbor College Cémﬁus. Clari-
"

fication of the role of the Curriculum and In-

struction Commit tﬁe was r°1ated to that concerning

“he duti%sof\ch%irmen (3e2 1. above), It became
. )

v
: i

4




evident also that the preparation of a pro-.

cedure manual would not ‘only bring\to issue

- ' . -~
' 1mnort nt questions concernlng the role of <
W ' ‘d1v151on chairmen, that of the‘%uriichlum and ~

7

. . / .
Instruction Committee, but, té an ekxtent, the ¢

office of. Instruction as an ddministrative
- - Wt ) " - ’ ' \
* entity at Harbor College. > .

R N ' . : The significance of the study, therefofe, exfend-
: ' ed’beyond_xhe need to clari}y procedures to ;eeuire )
. an exhmination of the fundamental Ererogatives-%nd g
responsibilitiee of both the chainmen‘énd the Curri- .
culum and Instructlon Commlttee. " The pr;cedures ’
'rev1ew*requ1red a.critical examination of the cha1r~
man's duties which in turn might suggest needed re-

- . ,

visions in the chairman's duty statement.

-

. N
> . .

PROCEDURES

L4

Initiation of the Study

A

Previous sectfons"allude to the need for a marual

{ .. ‘ g Of procedures as. Dercelved by thls writer who was the -~ -
: . .

s

dean of 1nstructlon. This need was also revealed in
the dlscu551ons of the Curriculum and Instruction Com-
N mittee at its meeting on Qctcber 25, 1974. The come

hittee recommended that work leading to the preparation

4 '

of such a manual be cofmenced and that a subcommittee

: a3 . Pset .
] composed of wvolunteer chairmen, the director of "insti-
. . - ' N .
R : . . !

-




Shadiniube. i

O

ERIC

ot
Q

utional .research, and the dean undertake this resporf- -«

i

(S
i_l

0

ibilizy. The subcommittee was directed to plan.its
° LY B
own procedures-and to maxe periodic reports/ of its
»

progress;, I+ was understood that such“prodedures as

. . T~

were pfoposed or ‘recommended for revision by the sub- .
committee be reviewed by the committee prlor to adoptlon.

The pr831dent of the College was made - aware of these

vlans and gave approval to the proposed activities

and goals of the committee and the dean.

% e R

A Plan for the Study L

“

The subcommittee as consti;uted’included two di=-* -

. . .

vision chairmen, the director of institutional résearch,

an administrative assistant from the institutional re-

- -

' A}

search office, with the dean Qf instruction as chairman.

’

Prior to the first meeting, the adminisfraqiw%

assistant conducted a search of the literature. A’

. -
search of the ERIC collection and of the Index of Doc-
tural dissertations for the previous five years de¥eloped

.

us2ful references but did not reveal any reference ﬁb
’ - 3
]

N -

the preparation of a chairmens' manual. A telephonie

survey of ten Southern California Community Collegéé

was conducted whichkfgu‘d only one that had prepared <

®

a manual exclusively concerned with procedures for the
: 1

use of division or department chairmen (Pierce, 1973).
7 ‘ . ‘
/
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: ' N
inother college, Cypress College, was cited by ERIC .
]

but it was determined ‘that procedures for chairmen

were incorporated in the college handbeok rather than »~

——

as a separate publication.

PO -

. v, .
”he chairmens' duty statement wds examintd as a

-

poten lal "foundation" document to suggest an organi-

zatlona framework for a procedures review. It was

B t

soon apparent’that the statemeqt was too brief to

»

serve this purpose. It had ‘been prepared some 17

~.

years prev1ously4and not su*praslngly, was 1n need of

- o
~

reV151on (Appendix D), .

A search of the latest faculty handbook of the

-

College developed some twelve references te the re-

sponsibilities of chairmen and/or to procedures which

-~

involved them in their cabécify as chairhen; These

references were too fragmentary tq prov1de the. necessaey
framevwork for-a manual o% procedure. 'ihe'faculty\
handbook had been prepared for %hé ofientation and ge'n-E
eral information of instructors and it was agregd that .
this purpose would be compromised if an attempt were

made to incorporate divisional procedures.

The subcommittee concluded that there exieted

no single compendiem of duties and responsibilities
around which a manual of procedures mizht lozically

be orzanized. - Instead it was decided to categorize

tha resvonsidilities of chairmer according to a SN

-

el




f b 7 v
‘, g ’ . - T |
o a - : S 8 g @
modification of a classification proposed by Anthony ‘
(1972).

|-
a
Aided by, but not limited to, the outdated \

duty statement the subcommlttee sought to list those|
te

respons1b111t1es which the chalrmen and the - Office

. of Instructlon recoghized as proper and current. Thl <
.lastlnv of respons1b111t1es was to be the gulde from

which needed procedures would be identified and around'
which they might'logically be orgénized (Kppendix A)
| ‘There was also recognition that d1v151on chalr—

b

men at Harbor performed certain of thelr duties’ cojb

L' 1
operatively as members of the Currlculum and Instructio

|

)

n

ommittee. Only by a review of the respon51b111t1es

of chalrmen 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{responsibilitles
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.
¢

. | | IR\ |
Collection of the Data e .

The subcommitte of chairmen requested infor-

mation which required the following:

|

! ¥

*e - . . . - b

1. The preparation of a questionnaire to elicit \

. -
the degree to which Harbor College division




- ’ 2
.
. « 7
’ (Y -
~ 'l -«
‘e ,
. . - - ,* .. ' .o R "‘ -
t - . t \ . R 9 ',
. . s T ‘ .
v cnzirmen recczrnized a2nd understood their 7 - N
. N e . - ey ' SR
. ~

" orocedural ‘responsibilities and those of,
- \ )
otnhers, as these derive, from a.1ist of selec®-
- ’ " ‘ ‘ . o
ed crairmens' duties. Chairmen were also . O
-

. ’ . -

asked to comment as to Qhether they believed

v
- -

written procedures to be necessary and, if so,

N .
- . .

for whom. Opporfunity was also provided for

LI

’

ot

senerél cqmmehts of a kind other than that -

orovrded‘ln the regular structure of the .

. juestionnzire (Ap endii A)
~

¢

2. The preparation of a second questionnairé to K

lict  the perception of Harbor quiege division
chairmen of the proper role and function of

& . l;
t%e College Curriculum and Instruction Com-

mittes and, inferentially; of treir individ-

’ ual respon31b111t1es as members of this com~

_mittee (Annendlx‘B) N . ’ .

3. A searcﬁ and evaluation of existihg documents

of the Collegesrelating to chairmens® duties

1

and the concomitant. procedures. ~These in-

- v

cluded the ‘Harbor Cgllege Chairmens Duty State-

/

ndlx D), the “Class Descrlptlon" for {

ment (Appe

.- .depar t ent and d1v1310n chairmen of‘the Los b

An%bles Community College District (Aopendlx E), .

the Harbor Collese Faculty Handbhook, and s2lected
- 1 .- .

e




.
. -

documents from the -iles of <the Ozflce of

< Instruction and the Cifice of the Presideqt

“ S

\\ - ’ . .
@

4, The development of a-logical cafegerization

of Harpor College. .

of the duties of division chairmen which’
related such duties both to the basic re-
sponsibiiities of the positidh and to pro-

cedufeslﬂhich either existed or which .,
. ! v
should be considered for adopticn.

. 5. An investigafion of‘the pnactice.of other~
. comparable idetitutions in the instruction- ’
o of their chairmen relating to procedures to
. ©  be followed by them in the dlscharge of their

dptles.- THis 1ncluded a searcn of the litera-

ture and -a televhornic survey of ten California

- Community College believed to be comparable
in structure and needs to Los Angeles Harbor

College (Appendlx c).

~

Treatment of-the Data
The preparation of a2 manual of procedures for

" chairmen was -the ant101pate0 end product of‘the "study.
A A"’ ~

It was not however, the major goal of the practlcum

»

which was to promote a précess of self-evaluation and

task~re—ekanination for both the division cnalrnen and

the O0ffice of Iﬂotru“tLon. i

-

«
Y

v
f
. ,14
N

o
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- 11
Although the principal objective was proecess_

ratner than product, it could ‘not ve successfully
- 3

. ’ v

pursued until the basic.informgfion and rationale.
- t’). .
for the self-evaluation process&Was debeloped. As, ,

L

has been descﬁg%ed, there was a need for a pasic
understariding of role and responsibility before the
secondary consideration of which procedures:were.

needed could commence. ?He data assembled neeégd to ? -
support the discussion and decision-making needs of - ©

the shbcoﬁﬁittse and, subsequently, the Curriculum -

3

and Instruction Committee with respect to the folloWingy-

l. To indicate the proper role and responsi-

bility of division chairmen as perceived

by ‘tilem' -' .-. ) ‘.

.

2. To.measure the ‘degree of understanding by -
chairmeh of selectéa’major respoﬁsibilities

an%.of the procédural'obligations that

+

: [
derived therefron. ‘ .
© ,
3, ‘To assess the extént to.which there was

'~ recognition and acceptance of the. listed
S . P g b
procedures. . ) . ’

" 4, To provide information sufficient to Support
;.. a aepision.by’the‘chairmen as'to which pro-

cedures needed to be written or revised.
, © 4
. . . ’ . ’
5. ™Mo indicate the preception of chairmen as to ..
'A . .
the prover role and fuhction of the Commitiee

4

]
’ . - 4"

.
A - AYd }

15 .




wer%~?he principal members. ’

6. To zuide the chairmen and dean'in a rlevision,

£

&

expansion, and update of the chairme%s' and Ly
, dean's offical duty statemént. - -
The problem of consensus testing wagvaddréssed . !
early in-the study. Chairmen voted unanimous igree-' .
ment that consensﬁs on a giveg item, e.g. the response
(ﬁx>g'question fréh‘a questionnaire,‘bé tested by Yote
‘and that the deﬁgrmining vote be two-thirds of those
present. This convention was followed od‘the question~-
naifé-on the.Curriculum and Instruction Coméittee
(Appendix B). -Another criterion had to be followed
. on the questionnaire on qhairmen's,peSponsibilities (See
page 24).
. Limitations of the Study

b

An unavoidable elgment of presumption under-

- M7

- girded the entire study, namely, a number of duties
and responsibilities of chairmen were inferred from
.~ . .sources other ithan the official duty statement. This -

was necessitated because the ‘duty statement was more

- . . /

limited than the full scopé bf understood .duties and

é

. because it was so old that qb/one asserted it to be

the proper and sufficient'déscription of what a ¢hair-~ '
» “ .
man did. Put differently, 4 -listinz of only those

i

proceduras related to responsibilities set forth on the

~ -
Y -~




13 .
duty ataveﬂe”u Nould’nave om.btea many procedures which .
were elvher operational or fgr‘whlch a need was recoé-
s nized. This limitation, and this presumption; was re- - |

cognized at the outset by ‘the chairmen, dean, and pre—

.sident. It. was the reason why the duty statement, log-.
e ically the fggndation for a procedure needs search;

was replaced by a qgtegorization of duties some of-

4

which lacked official approval at the “time of thejétudy.

e ’ s

v It was also recognized that such a study as this

,
v *» mizht result in recommendations for more written pfoce-
‘ © dures Y¥han subsequent practice could justify. A pro-:
cedure- mizht be sprosed desireable whenever there are . ‘
responsibili@ies invoivihg an ordered sequence of.aéti-
. - .

., . .- N /
vities. There are tendtncies to overvalue* the useful-

- ne§s'of procedures thus instituted and to underestimate

4

. the e(forts required to prepare forms, t.ipglate‘the.pro-1 -
cedure, and adjust to new and perhaps 1ittle-needed“con- - -
- o, .
straints. Imposing a formal procedure upon a certain -

‘activity may do little or nothing to -improve the effectr
p iveness ang.efficiency of that activity. ‘
Léstly, there was recogriition that the goal of in-

stituting a s;lf-evaluation of the roles and respon-
vy

sibility of division chairmen and that of the Curr- .

: ]

. . . . - . !
- iculum and Instyuction Committee was an ambtious one., T Q;
.o ) :

. The study was limited to chairmens’ perceptions of respon-

,10111t1es ob71ouolj rpaulred conolderatlon of 1nst1tu-

' tional need and the =xtent to wh1cg.the presldenu
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wished To delegate administrative authority to
. v ' .
chairmen., - -~ , ,
l
7 .
FINDINGS
. ‘ / .

' . . -
The~3ole and Function of: the Curriculum and Instruction

.
Conittee ' o

— . - v .

A questionnaire was dig;ributed to 2ll members

Y

R o, . e
of. the Curriculum ?:d,lnstruptlon Committee which re-

juired committee mehbers to react to sixty-one selected
. [ *

(9]

ollage responsibilities. The committee was constituted

- .' B . - - ’ .- ' “o"’ l
of the eleven division chairmen, the only voting members,

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

and Instructional Materials Center; coordinator, c'oop-

.

. erative education; director, occupational education; as-.

ne

Ss1stant dean, college development; assistant dean), even-

O]

ing and outreach; assistant dean student ‘personnél ser-
“&{ - ) .
vices,. and: president of the faculty. senate. Since

>

the questionnaire was concerned with the function of the
entire committe2 there was agreement that the total

membership snould respond, i.e., the voting woeuld not

e.limited %o the regular voting membership only. on

-

nis important issue.

—_ ) J ‘ .

, cach memoer was asked to evaluate the responsl-
-~ . .

bilities on' the bazis of four-point zraduzted respoase

-
Y
EEN
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W
S

s22le which nersmitted indication o ne imporiance of

i

'..Jo
=N
ct

-1

2ach rasponsidbility. *The four responses, in order of

.
decreasing importance, were: 1. Must recommend
!
‘aporoval; 2. Must de consulted; 3. Nay be coﬁsulted; _ .
. 4. Must be notified. If the resoondent felt that the
responé;bility was not a concern of the committee, he

was en

o
R
=
y

2ced to indicate which regular committee of

(@]

the Co

’_J
[}
ry

e had jurisdiction. The total number of
responses Ior some2 items were Qoserved to be less than -
! }\ . the'total numoer (19, voting Which indicated that )
\\ samq_persons cnhose not to resvond. For certaina\ .
‘ other items the vote was zrea<ter than the total number
votirz. This was “o expected inasmuch as more than one | -

’

. rasponse per itam was appropriate when the respondent-.

.. * did not regard the responsibility as a proper function

of the"Curr{culum and Instruction Committee (See Apﬁendiif}
(B)o ) &

The committes analyzed the results of the question-

"naire on the b2sis of the agread friterion which was

raquire a twi-thirds 7o%te in order to establish a
[ Y

t
o

Y]

given responsibility as a proper function of the

)
commnittee. As applied, this r=quired that the respon-
I3 - 13 l. .
‘ 3ibility racelive a combined~ at vote of at least 12

“in th=2 two Iifhest rated’categoriezni.e., "Hust

racommend 2pproval”, and "Must be consulted". A total

of 20 of the_61 responsibilities met this criterion

~

; (See Table 1). ' A

FRIC . L

o .
N
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TABLE II _ 17

«

MA3ICR RE%PONSIBILITIES OF THE \CURRICULUM AND INS&RUCTION -

p ‘ COMMITTEE AS PERCEIVED BY~COMMITTEE MEMBERS o
(See Appendix B gfr Ccmplete QuestiSEng;re of 61 items) ‘
4 \ \\\ '
. Rank.Itgm Number [ / - .. “° - Responsibility : 4
i 1 Approval of New Courses Q
1, 2 2 Approval of New Curricula (Programs)
- 2 5 College Graduate Reguireﬁents (éertificate, A.A, Diploma)
. ~
3 6 General Edgcation Requirements (Califd;hia'State Celieges . :
. / and Universities) (~<\
' 3’ 30\ Outreach Program and Policies
3 - 37 Master\Educational Planning . y :
4 ) 25 - Policies for Allocation of Classro;;;\*b\\ \
N ’
. 5 20 In-House Policy Rego?mendations for Hiri&g'uew Instructors
5 32 Programs for Instruc}ional Innovation ' i
5 b5l ‘Interdiscipliga%y Studies ‘ '
6 ‘7 Specially Funded Projects with Curricular Implications
- 6 | 8  |Specially Funded P£ojebts with Instruct;onal Implications
7 3 ‘Development of New C;urses and Cur;}cula -
. - -
7] College Budget™ 'Instrucéional Supplies’
81 10 - College Budget; Instfhctioﬂal Equipment
(\9 12 ‘Ti€ollege Budget: Additional Certificated Staéf in ‘
‘ e Instruction :
~1“0 T *49 Classroom,Allbpation and Utilization . .
-11 17 Academic Calendar (Recommended Starting and Termi&atigq,
Dates) . . ;
- ~12 .:‘ 15‘_- College Budget: Capital Construction,"A, & I.
13 |~ 47 Policies a;a Procedurelfor Préparation of Divisional )
Budgets ‘ . . ‘




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

- " :
) . 18 -
A number of responsibilities which are either in
. s

curricular or instructional categories failed to .
. [ .
- . . . _/
meet the selective criterion. In some of these cases

' ‘ -~ ? .
chairmen assigned responsibility to an administrative
r

offise, (usually Instruction). The others,presumably,

were~pegardeq as the réiponsibilities of the chairman

and/or his division rathér- than- as concerns ,0f the-
: ‘ T —! \
committee. This assumption is supported by éompar—

ison of the responsibility items of this question-

‘naire with their counterparts in the questionnaire on

" (4 1 4
individual responsibilities (Appendix 4)., .

‘/' In order 'to establish a rank order of the respon-

sibilities listed in{Table I, double weighting was

given td responses in,the "Must Recommend Approval"
N f./“

'-chairmen recognized the curricular responsibilities

of the Curriculum and Instruction Committee as\\ its

highest priority. . \

-Chairmens Percevtions of Resvonsivilities and Duties

Diviszion chairmen were also 2sked to reéponé to S
2 questionnaire whigh required them to indicate thgir
comprehension of 53 major responsibilities and the \V
procedural obligations relating to each (See page 7).

The rasponses were asses3ed by a four—poiFt rating

scale rangzing from complete understandinz to a ‘statament,

. - 22 i T
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“"This fééponsibili:y and procedure requires claf}ficationn.:“ 4 |
For each responsi%ility the chairman was asked to indicate ‘
whether a«w&itténﬁprocedufgjwas'required and, if so,
' whetﬁer)for\all éhgirm;; or.new chairmen only. Provision
was made fop.comment-opposite'each responsibility.
"This questionnaire, entitled "Clafity of Responéibility
and Procedures for Selected Duties.of bivision Cﬁgirmen";
with a count of réégbnses for each item appears as
Appendix A of this paper. K ’ ' o
A number of interesting observations were possible: Ch
1. There was a strong vote- in favor of a written
‘procedure in 10 areas even though chairmen
indicated that they uﬁderstood their resbon-
‘ sibility-and thé~rel§ted procedure fér eack
rather well (See-Tabie I11). ‘., _ y
2. sChairmen were uncertain of their responsi- 3
bilities in the area of instructional support
services. Only 3 or fewer chaiPfmen indicated :
_ the highest level of understanding with re- .
. ) spect'to the cooperative education program i

’ (Item 11), the College communications officer -

I

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

’College Instructional Media Center (Item 29),

..... 7
&

3. Less than average understanding was indicatad
- (5 or fewer responses at the highest level) for

responsibilities in the are2 of community

B 23
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’

relations. A need for . clarification rather

than written procedures was ind$cated.

sl

4. There were 15 responsidilities for which
. - ) -

4 or more chairmen indicated 2 need for clari- ,
- ‘ ’
. fication. These items as well as the express-

-

ed need for érocedurgs apéears éh Table IV A,

5. bhére were 19(fesponsibility are2s 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 moég
. 1 '
chairmen opposed the development of a pro=~

cedure (See Table IV C.).
* \ rd

Selection of Needed Procedures

]
A meeting of the subcommittee. was called to evaluate

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

A

therefrom. ' ‘

The questionnaire on the role &f the Curriculum

and Instruction Committee definitely served to establish
the function of this commitiee as perceived by its mem-
bers and led to’one of the ﬁajor recommendayions of thi;
sthdy.FSee'Pagezu). It diad not'suégest any needed

orocedure which, perhaps, was to be exvpected inasmuch as

the principal concern’of this questionnaire was with

¢

[
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TABLE 111 ' ; .
[ ! g ) - e
.. ‘There 15 a strono vote. for a procedure in 10 areas (V + VI =7>4)
even Chough chairmen indicated strong understanding of the procedure . .
and their responsibility (I + 11 = =2>7). ) . . '
/ - N - . N
LT o LTEM I+11 v+ VI -
1, .8 6
? 7 >3 ,
hd 4
13 7 6 s .
F 17 9 . 4 . .
Y : 19 7 6
A 33 - 8 - &
- % -
34 8 5 \
‘ * * . ) L3 \
\ 37 -7 5
. 42 7 5 - ‘ :
- wo ~Eos 4 ' “

INTERPRETATION: Are seeking clear agthority or confirmation tha
they do indeed understand.z .
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TABLE IV~
: N .
A, Items id which 4 or more chaimmen called for clarification (IV)

——

-

Item'} Clarificatiop | Written Procedure. Procedure
needed réquired , not
- . ALl New Required |
. { -t -~ Chairmeén {Chairmen ) g v
. ' IV v VI VIL R
3 5 5 " 0 U T
11 | 4 TS 0 3|,
12 4 3 1 "I i
. 20 " 4 - 2 1 3
= 25 4 4 0 2
26 4 5 0 1
, 28 5 2 1 2
| 29 4 3 o1 .2
i 36 4 3 0 3.
: 38 4 4 -1 3
' 41 4 5 . 0 1
i 48 M 4 3 1 2
49 5 3 0 4
51 Py 5 3 0 3
53 : y 3 0 3
‘ %3 ot
: SRR .
B. Areas in which 5 or more chairmen suggested a written procedure
(V+ VI =">5)
. o 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)
- 4 1]

Areas in which 3 or more chairmen opposed the development of a

procedur

3 (3)
6 (3)
7 (4)
8 (3)
10 (4)
11 (3)
14 ¢3)

e (VIT) (N = 27)

17 (3)
20°(3)
221 (3)
22-(3)
23 (3)°
31 (3)
32 (3)

33
36
38
39
40
42
T 44

(3)
(3)
(3)
(3)
(3)
(3)
(3)

45 (3)
49
50
51
52
53

(4)
(3)
(4)
(3

(4) ~




- sTABLE V

- « "  RESPONSIBILITY ITEMS FOR" hdICH CLARIFICAIIGN . R ‘.
. .. . AND/OR PROCEDURES ARE TO BE WRITTEN < '

Item [Weight v '
Al VRVI . E Responsibility S

I ) + * . R — R \

-
. . %

» . 27 (D) Development of a new occupational program (curriculum). . ol

~ L (6) |Preparation, submissipn and approval of new courses. . f i
yor 4, (6) |Couyse articulation or coordination with other ingtructional
, . cdiv1sions. . a ; -
13 (6) |Coordination of division programs w1€h College obJectives. .
N ’ 19 (6) |Planning and preparation of the Mastey EducationaI Plan (Division s} 7
4 N Section). . - . T
N 9 (5) |The functior, of and participation as émember of the Curriculum and '
' Instruction Sommittee. ° " ! . , ,
11 (5) - Cooperative Edu&ation'?rogram ' ' Cr ) " a

18 (5) Administration of"the divisional supply and equipment budget.
4 24 4 (5) |Authorizatidh forwfield -trips and guest speakers.

o 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, im evaluating performance of instructors. °
. 35’] (35) |Orientatidn of new instructons.
‘”a 37 (5) [Adjustment of grievances involving instructors at the division
. level.. / I
< 38 (5) {Supervision of specially funded projects and relations with
. v ’ Office of College Development. .
39 (3) Superv1sion of the level and content of tne divisional i‘nstrucd
. tional program. P g .
‘41 (5) |Leadership of outreach classes and/or p ograms. : f/’
b‘ 42 (5) |Supervision and evaluation of classifigd employees and student
. ~ |workers. - e
. 3, (4) | Course artipulation with senior institutions. . ‘ . -

12 | . (4) |Grading standards and policies. ,
17 | " (4) lContributing tolthe update and imp;ovement of the College'Cataleg. .
25 (4) }Securing neéded publi¢ity and relations with College Communications ' -
- . © 7L 1 Qfficers T ¢

* . 29 (4) |Collégé Instructional Media Center - division relationship.

’ " 33 (4) {Asse 7sing need for requesting additionmal instzuctors day, evening,

1. Jr | and ‘Summer session. .
44 (4) |Selectién and evaluation of substitute and replacement ‘instructors.

v 1 48 (4) p}v‘lsion - student activity relationships including co-curriculay .
oo ot “| programs. T " . ‘ ,
20 (3) {Orfganization-and maintenance of divisional records. )
28 (3)/ College Library - division relationship.
36 (3) | Providing in-service training (staff - development) for instructors.
. 49 ( % Participation.on community (non-occupational) advisory committees.
- 51 (3% | Assessment of community needs as they relate to curricular programs.i

53 | A3) |Providing advisory serVices to the community.
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chairmen 2cting collectively as members of a committee
) ¢

' , rather than as individual divisional leaders.
The response to the other questionnaire on chair-

»

. : mens' perceptions of responsibilities and’duties

“ ’yieldedfquantifiable data as to fhe'areas which re-
. Vi - L3 * )

quired ' clarification and/or a written procedures. The

A ’

-subcommittee decided that all responsibility iteéms
‘whlch appeared in Tables III, Table IV A., and IV B..

. " s 'SHbuld receive further consideration with the 1likli-

.

hood that these résponsibilities and related procedures

..

. be designated for inclusion in the procedure.manual.

Eleven of the respcnsiﬁilities appeared on both 4

tables but & total of 33 different respon81b111t1es

. . / .
f811 within the seiectlon crlterlon. These are

' ,set forth_ln Tavle Vs The 1tems are arranged 1n rank .

.

. . descending order according to the sum of the total for

a

each item,columns V. and VI.

s
'
« »
i

v . RECOMMENDATIONS - \ e

. . -
» . Y ) t

The subcommittee on the chairmens' procedure -manual

, recommend the following‘zg_the membership of the Curri-

‘culum dnd Instruction Committee:

1. That written proceduregjgdd/or clarification

Y

be prepared for each of the 33 responsibilities listed




h -

, in 'Table V.
2, Thet chairmen particiﬁaie in the writing
o7 the procedures and clarifications. Eaeh
. chairman will be assigned one of.the respon-
sibilities listed in Table III. For these
reéponsibil}ties both a good hnderétanding
.aﬁd a stfong need for procedures was in-
dicated. (A format to guide the wrife~up
for each responsibility will'be provided).
3. That the procedures thus authored provide the
‘ "vasis for discussion in meetlngs of the Curri-
culum and Lnstructlon Commlttee. It is
expected that thls will not only serve to
promoté improvement and understanding of the
procedure but‘will also result in a worthwhile

-~

review and clarification of the related respon-

_sibilities.

.U. That the commlttee evaluate the effectlve—
‘ness of the process followed in wrltlng the
first 10 orocedures. It should then make

recomne dations as to bow 1t wishes to p?oceed
J

with tne remainder of ¢ne selected procedures.

' Tne subpommlttee strongly recommends a coopera-

ke

-

tive é%d particinative process but recpgnizes

~

.
" .

29
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' . . .26
that the experience gzained invpreparing
these first procedures may suggest means by
ﬁhich the writiﬁé-ér revikew can be improved.

5. That the Office'of'Ihstruction compile and
\ﬁrovide for the regular quatiﬁ%gof a
h

NN i

procgdqr@‘manual. It ds felt t §3sgch a

to the.Chedirman but will also .be a-

. Teference to even the most experience

.. The Curriculum and Instruction Committee requests

L
L4

the dean of instruction to apprise the president of
the results of the questionnaire "Role and Functiony
Curriculum and Instruction Committee"” and of its vote

that the 20 re'sponsibilities listed below constitute

its "major responsibilities”, These responsibilitie$

derive directly or inferéntially from the duty state-
ment of division chairmen who c&nstitute the voting
membership of the committee. The president is asked.
to indicate in QhatéVbr manner hgﬂmay believe appro-
priate his reactions to the end that theré‘ﬁay resuitq

a better understanding of the role andxresponsibility

of the committeg (See Appendix F).

v/
Item No. Responsibility
1 ‘ Approval of New Courses ) )
2 Approval of New Curricula (Programs)

30




Responsibility /

Item No.

5

»

College Graduation Requirements
(Certificate, A.A. Degree)

General Education Requirements
(California State Colleges and
Universities)

.Specially Funded Projects with

Curricular Implications

Specially Funded Projects with
Instructional Implications

College Budget: Instructional
Equipment .- :

College Budget: Instructional
Supplies .

_ College Budget: Additional Cert-

ificated Staff in Instruction

College Budgets Capital Construction,
A. & I, .

Academic Calendar (Recommended
Starting and Termination Dates)

In-House Policy Recommendations
for Hiring New Instructors

Policies for Allccation of Classrooms
Outreach Progrém and Policies
Prograﬁs for Ingtructional Innovation
Master Edﬁcational Planning

Policies and Procedure for Preparation
of Divisional Budgets

Classroom Allocation and Utilization

Interdisciplinary Studies

/
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) &dditionally, and by special vote, »there was
dzreement to inélude Item No. 23, "Entrance Exami-~
nations, New Students," even though the total vote in
the Tirst two cofﬁmn§ for this item was oniy six.

The dean gi‘instruction recommends to the president

that the duty statement of division chairmen be }e—
vised and that the guidiﬁg documénts fof this revision
'be the questionnaire which appears as Appendix A and
the Los Angeles Community College District Class Des-
cri@tion for Department and Division Chairman (Appendix
E). - : . _ T
It . is further recommended thét approval be given

, o \ .
for the preparatiomrr of a manual of procedures for di-

vision chairmen as herein recommended. This manual,
which is'to be periodically updated, is to be used in
the’orientationﬂof new ‘chairmen and is to become the
official Collegg guide and reference for administrative

practice.at>the - instructional division level. .

Q
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APPENDIX A

QUESTIONNAIRE: CLARITY OF RESPONSIBILITY AND
PROCEDURES FOR_SELECTED DUTIES OF DIVISION CHAIRMEN

~
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Los A\cm.m Cofnvunrry CoLLece Distnict

Los A;zoeles Harbor College .
b9

1111 Y\gucroa}ﬂace Wilmungton, California 90744 -
Telephone: $35-0161

March 27, 1975

N

Pursuant to the phone call made to your office today requesting
a copy of any informacion available on procedures followed by
your djvision/departadent chairmen, I would like to thank you for
your éooperation. '

We at Harbor College are currently in the procéss of compiling
information on the subject with the purpose of using it to draw

dp 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
complated.

ég/; E. Smith - :

an of Instruction -
JES:T3:bd

. - 4

. cC: . .
Fullerton - Dr. Philip W. Borst " Palomar - Dr, Virgil L. Bergman
Golden West - Dr. William F. Shawl Pasadena - Dr." Stanley L. Gupstream
Grossmont - Mrs. Trudy Hill Foothill - Dr, Harold Seger

Long Beach ~ Dr. William C. Millington .De Anza - Dr. Donald Frager |
A Cabrillo - Dr. Floyd Younger®

>
>

M -
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Los Angeles BEarter Jumior College 51
SpaC;al Faculty Eullstin, Vel, XX, No, 28 \
May 8, 1959 ~ Faze 2

H

DCTIES OF DIVISION C‘«.AIR}*EI‘I i

1, Assisis in develormert of curriculinm as a member of the .Curriculum and
& Instructicn Comnitiee, .

~ ~- -

2., Prepares division schedule’ of cldsses.

3. Acts as liaison between the administrator and ths 1rstructor, and between
the student and tke irs ructor.

e Assists in the recruitment and selection of~ teachers. ‘

5. Assistis in apportioning supply and equipment money‘

L=
6. Supervises and evaluates instruction,

7. Assists the administration in the development of college policiés in his
capacity as a memver of the Administrative Council,

. 8., Preparess catalog matgrials.(

9. Initiates znd prpcesses alterations and improvements, maintenance, and
repair z=d replacement requests,

[4

iC. Informs, the adniristration of instructor needs,:
11, FPlabs covering of classes in absance of instructor(s).
A <

12. Prepdres division and instructors! reports,

13, Assists in the selection .of textboo\s, recormends their final approval,
.and ‘orders then,

14e° Prcmotes apd a331sts in the organization of advisory cammittees,
15, Orlents substitute instructor(s) in absence of regular instructor(s).
16. Holds division meetings.

17. Hakes certain that course outlines and Iibrary reading lists are prepared
by &ll instructors in the division, .

18, Processess equipment and supplies anc audio-visual requests for megbers of
- the departaent. .

19. .Represents the college and the divisior at local and area meetings,

20,. Tekes responsibility for the maintenance of grounds’and plant,

"

- * o3
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‘Amgales Earber Junicr Collaze . ) ' 52 .
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UArbitrates® éisputes within the division, .
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Cocrdinates exaninaticn materiels within the division., ‘% . "y
e . * . ’ R
Promotes ordering and usé of lilbrany meterials, P
u . ‘ -0 il
. - : . N
Crzanizes and supervises In-Service training and institute programs.
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LOS ANGELES COXMUNITY COLLEGE DISTRICT

PERSONMEL SERVICES DIVISION o '

. . ‘ CLASS DESCRIPTION .

. ) ) - DEPARTMENT CHAIRMAN - i . g
A

Primary fumction? . . g L

Serves as instructor ard asga"séaff,assistadt'to the dean and/or assistant dean
of instrucctlon; coordinates departmental activities; schedules classes; supervises

and evaluata2s departmental employees; provides liaison between the administration
and the department faculty. ¥

Direc:ly‘desponsible to: ° .

Dean and/&y Assistant Dean of Instruction .—

{
Personnel sugervisad: . n

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

T VNN N sy arn e b o o o e =

Responsibilitiesg:

7

Provides leadership for improving the instructional program offered by the 7.
departzent.

2. Schedcles and conducts departmental meetings to coordinate act vities for the
achieverent of departmental goals -and ObJECthGS.
3. Serves as department répresentative on the 'Departmental Council for the college.
4. Assists in recruiting and selecting new instructors for day and evening classes.
5. Assists with orientation of new instructors. ’
6. Prepares and submits for approval the sciiedule of classes for the department.
7. Prepares and submits for approval the teaching assignments for instructors in
the department, coordinates the assignment‘%f student instructors.
8. Serves in a liaison, departmental role between stugénts, faculty and administration. .,
9. Assists in the supervision and evaluation of insfructors in the department.
10. Reviews the instriictional program of all instructors in the department to insure
“that only approved textbooks and other appro ed instructicnal materials are used.
11. Coordjfiates the evaluation, selection, ordering and safe keeping of supplies and
» equipment for departmental use. Assists in plaaning for facilities.
12. Provides information to students about educational opportunities aAd 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,
indust?y, labor and civic organizationms.:
14. QCoordinates departmental surveys and studies.
15. Instructs classes as assigned. - ’ .
-16. Performs other related duties as assigned. '

E.

Knowledges, skills, abilities and pgrsonal‘characteristics:

1. Familiarity with adrministrative proceduros and practices in the college.
2. Knowledge of departmental curricula and 1nstruct101al program. //T
.
- /';/ e :
" . DEPARTM™NT CHALRMAN X : / - cs8l

NOVARE )9 72 N
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. #bility toestablish gcod community relationships.

part ol }
4,

‘colleazues.
5
6. Ability
7. Perso.

membETS and studamss i: i
ability <o ccoperate with co-workers.

Quaiifications:

Co . 55

3. * An understanding of che rultiple functions perforzed by comaunity ¢olleges as a
righer education. o~
Ability to earx the respect and loyalty of both adoinistrative and facultry

- Vg .

o"wriza cle2arly and concisely and to meke effective oral presentations,

chzracteriszics necessary for working with administrators, faculty
ncluding wholesome personality, good judgment, tact and

tatus:

Credential:

Status as a fuil-time certificdted employee of the District.

\

<

~.

A valid Cali{érnia\credential'authorizing teaching at tle community college level.

~

) ‘.

- - DEPARTMENT CHALRMAM csl

64 -

b)
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g ' RECOMMENDED FORMAT FOR PROCEDURES
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/

R~COMMLNDED FORMAT FOR'WRITING PROCEDURES -
CHAIRMENS' PROCEDURE MANUAL

1. Title (Give name of responsibility or procedure.
e.g. "Selection of New Instructors, Day")

2. General Description of the resnons’ﬁllltx 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 Whose files are in the District Office.
Selection requires interview of at least 3 applicamts
by a campus 1nterv1ew commlttee........etc. ?

3. General Responslbllitv (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 responslblllty cited above)

L, Sne01flc Responsibilities (Cfive name and specific
responsibilities of each certificated and classified
person, e.g, "Division Chairman: Recommends a selec=
tion and/or interview committee as prov1ded by DlS-
trict regulations") 9 .

5+ Special Comment (Reference should be made to offi=- .
: c1a1 sources of 1nformatlon, forms required, etc.)

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

o ' ]

o " UNIVERSITY OF CALIF.
L0S ANGELES

DEC1919/5

CLEARINGHOUSE FOR
JUNIOR COLLEGES

[ .86



