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2017-2018 
Department Chair Nomination Form 

 
I nominate ________________________ to serve as chair of the _____________________ Department.  
 
This Nomination Form is due to the Office of Instruction by Friday, April 14, 2017. You may drop off a physical copy or 
email a copy to knewton@craftonhills.edu. 
 
Any full-time faculty member may self-nominate or nominate someone else to serve as chair. The individual nominated 
must be given the opportunity to accept or reject the nomination, does not have to be a member of the Department, 
must be a full-time faculty, but is not required to hold tenure. 
 
Department chairs serve a two-year term.  Chairs may serve multiple terms, but must be re-nominated for each term. This 
nomination form is for the 2017-2018 and 2018-2019 academic years: 
 
Compensation for the Fall 2017 open chair positions is estimated to be as follows per year: 
Allied Health Services:  $7,000 per year; Communication and Language:  $8,000 per year; Counseling:  $6,600; Human 
Development:  $6,000 per year; Mathematics:  $14,000 per year; Instructional Support:  $5,000; Social Sciences:  $8,000 
per year.   

 
Chair’s Job Description (taken from the CTA Agreement): 

 
The Faculty Department Chair, under the direction of the Dean or Associate Dean is responsible for coordination of the 
unit, ensuring that the quality of the program offered by the department meets the standards of the California 
Community College system and San Bernardino Community College District in particular and is able to serve the needs of 
a diverse student population. 
  
Duties of Faculty Department Chair 
 

1. Coordinates the preparation of documents for curriculum revisions or additions. If the initiating faculty member 
is not available, represents the interest of the department at the Curriculum Committee meetings, or 
recommends appropriate designee. 

2. Collaborates with faculty and staff to ensure that the college catalogue is current and accurate in the areas of 
interest to the department. 

3. Provides faculty leadership, coordinates and facilitates the preparation of departmental planning/program 
review documents in consultation with faculty and staff in the department. 

4. Develops and recommends department course offerings and teaching or service schedules to the Vice President, 
Dean or Associate Dean working collegially with faculty and staff in the department to offer courses or services 
that meet student needs. 

5. Develops and recommends to the appropriate administrator, the department’s preliminary budget and initiates 
the purchase of instructional materials and supplies. 

6. Coordinates the maintenance of departmental facilities, submits requests to the appropriate administrator for 
the purchase, maintenance, and repair of equipment. 

7. Identifies and recommends candidates for the recruitment of all new part time faculty and staff in the 
department. 

8. Coordinates and verifies the selection, ordering and availability of textbooks for department. 
9. May serve as peer evaluator or recommend an appropriate faculty designee for part-time faculty evaluations. 
10. Maintains regular and effective modes of communication with administration, faculty, staff, students and 

community on areas of interest to the department and programs. 
11. Regularly attends faculty chair meetings. 
12. Attempt to initially resolve student-faculty concerns at an informal level. 
13. Coordinates with the Vice President, Dean or Associate Dean in convening advisory board meetings as 

appropriate. 
14. Verifies student completion of certificate requirements as appropriate. 
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