QUICK REFERENCE GUIDE: FACULTY
CHAIR DUTIES

@ Crafton Hills College

0 DEPARTMENT MEETINGS

Leads a minimum of two departmental meetings per
& semester, supports the campus DEI initiative, and
ﬁﬁ prepares and shares agendas and minutes with the

department and supervisor.

2 CURRICULUM
Collaborates with department faculty to develop,
prepare, and revise equity-minded curriculum
documents, including participation in curriculum
meetings for courses under their purview.

e DEPARTMENT PLANNING

Provides faculty leadership to coordinate and maintain a
DEI focus in departmental planning and program review,

F |t C h 1 collaborating with faculty, staff, and other departments
a C u y a | r as needed, and supporting the development and

implementation of related institutional initiatives.

Han d bOO k , ACCREDITATION &SLOS

Participates in accreditation by providing departmental

information as needed, supporting Student Learning
2 O 2 6— 2 O 2 7 Outcomes (SLOs), Program Learning Outcomes (PLOs),

HHHHH Service Area Outcomes (SAOs), Institutional Learning
v Outcomes (ILOs), and DEI planning, evaluation, and
reporting, and engaging in independent accreditation

processes when applicable.

SCHEDULING

° Works collaboratively with faculty and staff to develop
and recommend course and service schedules that

prioritize student needs, support student progress, and
align with efficiency and enrollment goals; makes
recommendations for educational pathways and
collaborates across disciplines and institutions as
needed.

STUDENT-FACULTY CONCERNS

6 Addresses student-faculty concerns at an informal level
and manages student challenge requests, including
. prerequisites, course substitutions, and major

@ modifications.

° ADDITIONAL TASKS

Disseminates departmental information; oversees
textbook selection, ordering, and availability;
coordinates with campus offices to ensure accurate

= website and catalog information; makes budget and
O= expenditure recommendations; and coordinates the
= equitable recruitment and initial screening of part-time
faculty.

For a full list of Faculty Chair responsibilities,
please visit the full handbook by scanning the

QR Code:



https://www.craftonhills.edu/faculty-and-staff/committees/chairs-council/documents/2025-2026_faculty_chair_handbook_final.pdf
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DIVERSITY, EQUITY, AND INCLUSION

Faculty Chairs have the opportunity to take a leadership role in promoting diversity, equity, and

inclusion (DEI) within their academic departments and drive change and create a more inclusive
environment. By taking an active role in promoting DEI within their departments, they can help

ensure that all faculty members feel valued, supported, and empowered to succeed. This active
role includes the following:

e Set the tone: Faculty chairs should lead by example by modeling the behavior they
expect from their colleagues. They should demonstrate a commitment to DEIl in their
actions, decisions, instructional methods, and interactions with students and colleagues.

e Support an inclusive environment: Faculty chairs can create or support a welcoming and
inclusive environment by encouraging open communication, active listening, valuing
diverse perspectives, and promoting opportunities for all faculty members to participate
in decision-making processes.

e Advocate for diverse hiring: Faculty chairs can advocate for diverse hiring practices by
working with their dean and department to actively seeking out diverse candidates for
part-time positions and supporting the recruitment and retention of underrepresented
faculty.

e Promote DEI training: Faculty chairs can promote DEI training and professional
development opportunities for faculty members. This includes DEI training within the
campus and in the broader educational community. Faculty chairs can regularly share
these opportunities with their departments, being sure to emphasize any training they
are attending, for example.

e Foster a culture of responsibility: Faculty chairs can collaborate with their department to
develop a set of expectations for DEI goals and foster an environment where
department members hold themselves and each other responsible for meeting these
goals. This accountability process can be an ongoing effort to track progress and share
results within the department, showcasing the department's dedication to DEI
principles.



OVERVIEW AND INTRODUCTION TO BEING A CHAIR

Faculty Department Chair Selection Process

e Faculty chairs serve for a two-year term.

e Each year, approximately 1/2 of the campus Faculty Chair positions will be declared open
to contract faculty members. Nomination forms will be distributed through a general
campus announcement, with the filing period lasting no less than two weeks.

o Even Years (5): Physical & Biological Sciences, Business & Economics, English &
Reading, Fire & Public Safety, Performing Arts

o 0Odd Years (11): Allied Health, Communication & Language, Computer &
Information Science, Counseling & Career Services, Human Development,
Kinesiology & Health Education, Library, Mathematics, Social and Cultural
Studies, Social Sciences, Visual & Media Art.

e Any full-time faculty member may self-nominate or nominate someone else to serve as
chair or co-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.

e Nomination Forms must be submitted to the Office of Instruction by the published
deadline. The forms may be dropped off or may be emailed to
knewton@craftonhills.edu.

e Aslate of candidates will be drawn up and ballots will be developed for each Open
Faculty Chair position. Each full-time contract faculty member will be given one vote for
the department Chair candidate for his/her department.

e The ballots will be counted by a committee consisting of the Academic Senate President,
the Academic Senate Immediate Past President, CHC Vice-President of Instruction and
the CHC President.

e |n the event of a situation in which the vote counting committee is unable to make a
recommendation, (e.g., personnel issues) the position will be declared vacant. A
minority report will be made available upon request.

e |nthe event of a tie vote, three additional faculty members from the division will be
selected at random to participate in a re-vote.

e For any and all vacant Faculty Chair positions, the Division Dean may temporarily assume
the role as part of his/her administrative responsibilities or may request another Faculty
Chair in the Division to serve on an interim basis (with his/her stipend and reassigned
time adjusted in accordance with the additional assignment). Under these
circumstances, the Faculty Chair position will be announced as open for applications
each semester until the position is filled.



Department Chair Nomination Form (SAMPLE)

| nominate to serve as chair of the Department.

This Nomination Form is due to the Office of Instruction by
The form may be dropped off as a physical copy or emailed to

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 2025-2026 and 2026-2027 academic
years:

Faculty Department Chair Compensation
Stipend and Reassigned Time

For compensation purposes, the amount of the stipend and reassigned time shall be
determined by the following process:

» The number of Full-Time Equivalent Faculty (FTEF) assigned to full-time contract/regular
faculty including any overload and;

» The number of (FTEF) assigned to temporary (part time) faculty.

» Add the numbers in (1) and (2) for the previous fiscal year (Summer/Fall/Spring), then
divide by two to establish placement on the compensation table below:

FTEF in Department Stipend (per year) and Reassigned Time (per semester)

1) Upto4.49 $6,000 ($600 per month)
2) 4.50-8.49 $7,000 (5700 per month)
3) 8.50-12.49 $8,000 ($800 per month)
4) 12.50-16.49 $9,000 ($900 per month)
5) 16.50-20.49 $9,000 ($900 per month) + 0.200 reassigned time
6) 20.50-25.49 $9,000 ($900 per month) + 0.400 reassigned time

7) 25.50 or greater $9,000 ($900 per month) + 0.600 reassigned time OR



FTEF in Department Stipend (per year) and Reassigned Time (per semester)

1) Upto4.49 $5,000 (S500 per month) + 0.200 reassigned time
2) 450-8.49 $6,000 (S600 per month) + 0.200 reassigned time
3) 8.50-12.49 $7,000 ($700 per month) + 0.200 reassigned time
4) 12.50-16.49 $8,000 (S800 per month) + 0.200 reassigned time
5) 16.50-20.49 $9,000 ($900 per month) + 0.200 reassigned time
6) 20.50-25.49 $9,000 ($900 per month) + 0.400 reassigned time

7) 25.50 or greater $9,000 ($900 per month) + 0.600 reassigned time

The compensation option selected each academic year shall not be changed within the year.



Faculty Chair’s Job Description (taken from 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

e Attends and participates in the mandatory** Department Chair Training and Department
Chair meetings as well as division and department meetings. **EXCEPTIONS: As
determined by the supervising manager.

e Holds regular departmental meetings (minimum of two (2) per semester), maintains the
agendas and minutes, and disseminates them to the department and the immediate
supervisor.

e Facilitates the development, preparation, and revision of curriculum documents, in
collaboration with department faculty, including participation in any Curriculum meeting
in which a course under their purview is presented.

e Confirms and reports to the appropriate office the accuracy and currency of the college
catalog in the areas pertaining to the department.

e Provides faculty leadership in coordinating and facilitating the preparation of
departmental planning/program review documents, in consultation with department
faculty and staff and other departments as needed.

e Participates in the accreditation process by making themselves available to the
accreditation committee to provide departmental information as needed. This also
includes the planning, evaluation, and reporting of Student Learning Outcomes (SLOs),
Program Learning Outcomes (PLOs), Service Area Outcomes (SAOs), and Institutional
Learning Outcomes (ILOs), as appropriate. For areas with independent accrediting
agencies, also participates in any independent accrediting agency process(es).

e Facilitates and works collegially with department faculty to develop and implement
institutional initiatives (new and ongoing).

e Facilitates and works collegially with the discipline faculty and staff in the department to
offer courses or services that meet student needs, by developing and recommending the
department course offerings or service schedules to the appropriate manager. The
scheduling of courses and services will be done in a manner that is most effective for
student progress and considers efficiency and enrollment management goals.

e Participates in the process of reviewing the schedule of classes offered by the
department to ensure it is accurate and collaborates with the appropriate manager on
revisions.

e Facilitates and works collegially with the discipline faculty and staff in the department to
make recommendations for educational pathways, including certificates, degrees, dual
enrollment, and non-credit as needed. May work with other faculty chairs on cross-



discipline topics. May work with colleagues from other institutions regarding discipline
issues (e.g., articulation).

e Coordinates initial interviews, identifies, and recommends candidates for the
recruitment of all new part-time faculty in the department.

e Disseminates information to the department faculty and verifies the selection, ordering,
and availability of textbooks for the department as needed.

e Maintains regular and effective modes of communication with administration, faculty,
staff, students, and community on areas of interest to the department and its programs
including the accuracy of the department’s website.

e Serves as a peer evaluator or works with the department to recommend an appropriate
peer evaluator to the area’s supervisor for adjunct faculty evaluations.

e Recommends, to the appropriate administrator, the department’s preliminary budget
and makes requests for the necessary expenditures such as instructional materials and
supplies as needed.

e Attempts to initially resolve student-faculty concerns at an informal level.

e Handles and is responsible for student challenge requests such as pre-requisites, course
substitutions, and modification of majors.

e Coordinates with the Vice President, Dean, or Associate Dean in convening regular
advisory board meetings as appropriate.

e Verifies student completion of certificate requirements as appropriate.

Feedback Process

Faculty chairs shall receive feedback from their supervisor on how the job functions of chair
were collegially completed every 2nd semester of the chair’s term, which shall include a survey
of the department faculty using the following:

Directions: Please read the job description of the faculty chair (attached) and answer the
guestions based on the functions of the department chair.

e Was there adequate communication in the department (department meetings,
scheduling of courses, educational pathways, etc.)?

e Was there an opportunity to participate/give feedback in processes such as program
review, curriculum, SLOs, PLOs, SAOs, etc.?

e Are there any additional comments or recommendations to help the chair better serve
the department?

The feedback process documents shall not be added to the faculty member’s file or be included
as part of their regular faculty evaluation (per Article 16). Copies shall be maintained by the
faculty chair(s) and the immediate supervisor. As per the evaluation process, observations and
feedback may be considered under Article 16 Evaluation Procedure Section C 4e “Performance
in areas of responsibility other than in the classroom.”
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Department Chair Duties Suggested Timeline and Checklist

August
(] IN-SERVICE (during designated Department time on PD Calendar):
6-year revisions and DE addendums (due in Oct.)
Program Plan/Annual Plan — integrating goals for DEI
Review SLO data —including disproportional impact
Budget (if applicable)
Send “Welcome Back” email, request syllabi, and summarize the department’s DEI work.
Schedule department meetings — support inclusive discussion and promote the
department’s desire for all members to participate in decision-making processes.

OOooOoood

September
(] IN-SERVICE (during designated Department time on PD Calendar):
6-year revisions and DE addendums (due in Oct.)
Program Plan/Annual Plan — integrating goals for DEI
Review SLO data —including disproportional impact
Budget (if applicable)
Send “Welcome Back” email, request syllabi, and summarize the department’s DEI work.
Schedule department meetings — support inclusive discussion and promote the
department’s desire for all members to participate in decision-making processes.

OOooOoood

October
[]  Submit book orders for upcoming spring (if needed). Promote use of ZTC and LTC when
appropriate.
[0 Interview and recommend hire for any openings — actively seeking out diverse
candidates for part-time positions and supporting the recruitment and retention of
underrepresented faculty. (Note: a request for equivalency will extend this process.)

November
[0 Inform instructors which courses will need SLO assessments this semester and share
department guidelines on assessing SLOs
(] Remind Part-Timers to submit FLEX hours to be paid for them by... (enter due date)

December
[0 Send check-in email to remind faculty about finals, SLO and grade submission deadlines,
and department updates including work to support DEI and/or relevant training
opportunities.

January
(] IN-SERVICE (during designated Department time on PD Calendar):
[J 6-year revisions and DE addendums (due in Oct.)
(] Program Plan/Annual Plan — integrating goals for DEI
(] Review SLO data —including disproportional impact

11



(] Budget (if applicable)
[0 Send “Welcome Back” email, request syllabi, and summarize the department’s DEIl work.
[0 Schedule department meetings — support inclusive discussion and promote the

department’s desire for all members to participate in decision-making processes.
[0 Through the PPR tool, complete department level program prioritization and roll up.

February
[] Send out availability sheets for fall and summer (including part- and full-time faculty for
summer)
[] Discuss with Dean before/when offering classes. Make sure to follow the seniority list
(remembering to offer summer courses to full-time faculty first).
[] Complete/Delegate faculty evaluations.
[0 Plan class schedules for next spring.

March
[0 Submit book orders for summer and fall (if needed). Promote use of ZTC and LTC when
appropriate.
[0 Interview and recommend hire for any openings — actively seeking out diverse
candidates for part-time positions and supporting the recruitment and retention of
underrepresented faculty. (Note: a request for equivalency will extend this process.)

April
[0 Inform instructors which courses will need SLO assessments this semester and share
department guidelines on assessing SLOs
[0 Remind Part-Timers to submit FLEX hours to be paid for them by... (enter due date)

May
[0 Send check-in email to remind faculty about finals, SLO and grade submission deadlines,
and department updates including work to support DEI and/or relevant training
opportunities.

12



DEPARTMENT PLANNING

Communication

JD13. The department chair ensures regular and effective communication with administration,
faculty, staff, students, and the community regarding departmental programs and initiatives.
This includes maintaining the accuracy of the department’s website and facilitating ongoing
discussions. To foster engagement, the chair holds two department meetings per semester and
conducts monthly or bi-monthly check-ins with faculty and staff.

Planning and Program Review

JD5. The department chair provides leadership in coordinating and facilitating the preparation
of departmental planning and program review (PPR) documents. This process is a collaborative
effort that includes faculty, staff, and other departments as needed. Faculty chairs work closely
with their assigned PPR coach to guide the preparation of these documents. While the chair
plays a key coordinating role, the responsibility for developing PPR documents is shared among
all faculty and staff within the department.

Each fall, the Planning and Program Review Committee (PPR) distributes a timeline for the
review process (see the sample on the next page). The most current timeline can be found at
the bottom of the PPR website under “Planning & Program Review Materials.”

The PPR process includes:

e Annual updates to Student Learning Outcomes (SLOs).

e Biennial updates to program goals, objectives, and Program Learning Outcomes (PLOs).

e Comprehensive review every four years, requiring programs to complete all sections and
update their four-year plan.

Additionally, programs must analyze disaggregated course completion and success rates to
identify any disproportionate impact related to gender, age, or ethnicity. If disparities exist, an
action plan must be developed to address them.

Comprehensive planning is essential, as these documents serve as the foundation for resource
allocation, including funding for equipment, supplies, and personnel. Instructions and planning
templates are available on the college’s PPR website. To access these materials, visit the
Program Review page (requires campus single sign-on login).

PPR Requests and Recommendations for Full-Time Faculty Hiring

Requests for additional tenure-track faculty originate from the Program and Planning Review
(PPR) process and are prioritized by Faculty Department Chairs. This process begins in mid-fall
for the following academic year.

13



Department Chairs collaborate to identify and recommend the top five full-time faculty
positions they believe should be considered, without ranking them in order of priority. Faculty
seeking to have their positions included in this recommendation must provide both quantitative
and qualitative justification, including:

e Full-Time to Part-Time Faculty Load Ratio — This includes part-time faculty and overload
assignments.
e Reasons for Recommending a Full-Time Faculty Hire, such as:
o Discipline Expertise — If it is challenging to find qualified faculty to teach in a
particular discipline.
o Program Expansion & Enrollment Growth — If hiring a full-time faculty member
would support program development and increased enrollment.
o Institutional Initiatives — If the hire directly supports key initiatives, such as equity
efforts or guided pathways.

Department Chairs submit their recommendations, along with the supporting data, for
administrative review. The administration then evaluates the recommendations and supporting
evidence to make final hiring decisions.

4-Year Cycle for Planning and Program Review

Crafton Hills College
Four-Year Planning Schedule — Start Year 2025-2026
Requirements for Each Type of Plan

1. SLO/SAOs (Copy prior plan and submit) — SLO/SAO plan types are labeled as two-year
plans in the PPR tool. No specific responses are required though programs are allowed to
revise any desired sections in the PPR tool. Programs need to continue assessing and
reporting SLOs using the SLO Cloud or SAOs using the SAO Submission Form. The SAO
Submission Form is designed for Administrative Services, Student Services, and specific

Instructional Areas.

2. 2yr— (Two-Year Plan) (Questions #4 and #10 need to be updated) — Review and update the
goals and objectives and the SLOs. Submit the finalized two-year plan by the due date in
the spring term (see PPR Timeline for date). The PPRC will review each two-year plan and
provide written feedback. Please include data for the most recent two academic years.

3. A4yr (PR) — Four-Year Program Review — Complete all questions in preparing a four-year plan.
Please include data for the most recent four academic years. Please note: You will not be
able to copy over prior year goals, objectives, and resource requests for Question 10.

14


https://craftonhills.edu/slocloud/login?page=/slocloud/
https://sbccdir.co1.qualtrics.com/jfe/form/SV_9sKaTHPd0nZSWb4

Planning and Program Review Cycles

Department 2025 | 2026 | 2027 | 2028 | 2029 | 2030 | 2031
2026 | 2027 | 2028 | 2029 | 2030 | 2031 | 2032
Office of the President 0 1 0 0 0 1 0
Institutional Advancement SAO 4yr | SAO | 2yr | SAO | A4yr SAO
Administrative Services 0 1 0 2 0 1 0
Athletics/Aquatics Program SAO 2yr | SAO | 4yr | SAO | 2yr SAO
Facilities (Custodial, Maintenance, & SAO ayr | sao | ayr | sao | 2yr SAO
Grounds)
Technology Services SAO 4yr | SAO | 2yr | SAO | A4yr SAO
Instruction
So.C|aI, Information, and Natural 5 ) 1 7 5 ) )
Sciences
Biological Science and Physical
Science

Biological Sciences SLO 2yr | SLO | 4yr | SLO | 2yr SLO

Chemistry SLO 4yr SLO | 2yr | SLO ayr SLO

Earth Science (Environmental

Science, Geography, Geology, SLO 2yr | SLO | 4yr | SLO | 2yr SLO

Oceanography)

Physics/Astronomy ayr SLO 2yr | SLO | 4yr SLO 2yr
College Honors Institute SLO 4yr | SLO | 2yr | SLO | A4yr SLO
E;'Li:::’f/‘xtﬁ:::s ayr | SLO | 2yr | SLO | 4yr | sLO | 2yr
Mathematics 4yr SLO 2yr | SLO | Ayr SLO 2yr
Social and Cultural Studies

Ethnic Studies 4yr SLO | 2yr | SLO | 4yr | SLO 2yr

Philosophy/Religious Studies 2yr SLO | 4yr | SLO | 2yr | SLO 4yr

Sociology SLO 2yr SLO | 4yr | SLO 2yr SLO
Social Sciences

Anthropology SLO 2yr | SLO | 4yr | SLO | 2yr SLO

History SLO 2yr SLO | 4yr | SLO 2yr SLO

Political Science SLO 2yr | SLO | 4yr | SLO | 2yr SLO

Psychology 4yr SLO | 2yr | SLO | 4yr | SLO 2yr
STEM Program and Center SAO 2yr | SAO | 4yr | SAO | 2yr SAO

Career Education and Human 3 1 3 1 3 1 3
Development
Allied Health Services
Allied Health / Respiratory Care | 4yr SLO | 2yr | SLO | 4yr | SLO 2yr
Radiologic Technology 4yr SLO | 2yr | SLO | 4yr | SLO 2yr

Business, Economics and
Information Technology
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Department 2025 | 2026 | 2027 | 2028 | 2029 | 2030 | 2031
2026 | 2027 | 2028 | 2029 | 2030 | 2031 | 2032
Business/Accounting/Marketing | 4yr SLO 2yr | SLO | 4yr SLO 2yr
Economics 2yr SLO 4yr | SLO | 2yr SLO 4yr
Child Development Center 2yr SLO | 4yr | SLO | 2yr | SLO 4yr
Computer and Information SLO | 4ayr | SLO | 2yr | sLo | ayr | sLo
Sciences
Emergency Training Center 2yr SLO | 4yr | SLO | 2yr SLO 4yr
Human Development
Egﬂga':ii‘;e'o'ome”t and SLO | 2yr | SLO | 4yr | SLO | 2yr | sLO
Public Safety and Services 1 0 2 0 1 0 2
Emergency Medical Services 4yr SLO | 2yr | SLO | 4yr | SLO 2yr
Fire Academy/ Fire Technology 2yr SLO | 4yr | SLO | 2yr | SLO 4yr
Paramedic 2yr SLO 4yr | SLO | 2yr SLO 4yr
Letters, Arts, and Instructional 5 3 ) ) 5 3 )
Support
Communication and Language
American Sign Language ayr SLO 2yr | SLO | 4yr SLO 2yr
Foreign Language 2yr SLO 4yr | SLO | 2yr SLO 4yr
Spanish 4yr SLO | 2yr | SLO | 4yr | SLO 2yr
Speech
szmunication/JournaIism Ayr SLO 2yr SLO dyr SLO 2yr
Distance Education SAO 4yr | SAO | 2yr | SAO | A4yr SAO
English (Includes Reading) 2yr SLO | 4yr | SLO | 2yr | SLO 4yr
Library SAO 2yr | SAO | 4yr | SAO | 2yr SAO
Performing Arts
Music ayr SLO 2yr | SLO | 4yr SLO 2yr
Theater Arts SLO 2yr SLO | 4yr | SLO 2yr SLO
Tutoring Center 2yr 4yr | SLO | 2yr | SLO 4yr SLO
Visual & Media Arts
Art SLO ayr SLO | 2yr | SLO 4yr SLO
Multimedia 4yr SLO | 2yr | SLO | 4yr | SLO 2yr
Professional Development SAO 4yr | SAO | 2yr | SAO | A4yr SAO
Instltutlfmal Effectiveness, Research SAO ayr | sAO | 2yr | sao | ayr SAO
& Planning
Student Services
Counseling 2 2 1 2 2 2 1
CalWORKs SAO 4yr | SAO | 2yr | SAO | 4yr SAO
Counseling 4yr SAO | 2yr | SAO | 4yr | SAO 2yr
Career Center SAO 4yr | SAO | 2yr | SAO | A4yr SAO
Health and Wellness Center 2yr | SAO | 4yr | SAO | 2yr | SAO 4yr
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Department 2025 | 2026 | 2027 | 2028 | 2029 | 2030 | 2031
2026 | 2027 | 2028 | 2029 | 2030 | 2031 | 2032
SAS (DSPS) SAO 2yr | SAO | 4yr | SAO | 2yr SAO
EOPS /CARE/Foster Youth SAO 2yr | SAO | 4yr | SAO | 2yr SAO
Transfer Center 4yr SAO | 2yr | SAO | 4yr | SAO 2yr
Student Development 2 0 1 1 2 0 1
Admissions and Records SAO 2yr | SAO | 4yr | SAO | 2yr SAO
Financial Aid 2yr SAO | 4yr | SAO | 2yr | SAO 4yr
Dual Enrollment 4yr | SAO | 2yr | SAO | 4yr | SAO 2yr
Veterans Center 4yr SAO | 2yr | SAO | 4yr | SAO 2yr
Student Life 4yr | SAO | 2yr | SAO | 4yr | SAO 2yr
Total Number of 2-Year Plans for Year 11 15 18 12 11 15 18
Totafl Number of 4-Year Program 19 12 10 15 19 12 10
Reviews for Year

Approved by PPRC on May 5, 2025

Budget

JD15. The Department Chair recommends the department’s preliminary budget to the
appropriate administrator and submits requests for necessary expenditures, such as
instructional materials and supplies.

Budget planning should align with the Planning and Program Review or Annual Plan
documents, ensuring that objectives and resource requests are prioritized based on available
funding. To secure necessary materials and supplies, requests should be submitted through the
division dean and included in the department’s developmental budget early in the spring
semester (February). Department Chairs may request access to their department budgets as
needed.

Curriculum and Catalog

JD3. Facilitates the development, preparation, and revision of curriculum documents, in
collaboration with department faculty, including participation in any Curriculum meeting in
which a course under their purview is presented. Helpful documents can be found on the
Curriculum Committee’s website.

All curriculum proposals and revisions are submitted through CurrlQunet META. Faculty chairs
are responsible for giving input at various steps in the approval process depending on the
course proposals.

Faculty chairs are notified of all pending 6-year revisions by the curriculum committee
chairperson. The faculty chair is then responsible for coordinating updates of courses in their
department.
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JD4. Confirms and reports to the appropriate office the accuracy and currency of the college
catalog in the areas pertaining to the department.

The faculty department chair collaborates with discipline faculty to conduct an annual review of
the college catalog, ensuring that all department-related information is current and accurate. In
situations where information pertaining to the department or program is incorrect or outdated
content is identified, the faculty chair should work with the Office of Instruction to update this
information in a timely manner to ensure deadlines for the catalog production are met. This
includes updates to degree requirements, program SLOs, current course descriptions, the two-
year scheduling matrix, and department chair contact information. Additionally, the faculty
chair oversees changes related to program initiation and discontinuance, as defined by the
Academic Senate. For approved processes follow the links: Program discontinuance and
Program initiation.

Student Learning Outcomes
JD6. “...reporting of Student Learning Outcomes (SLOs), Program Learning

Outcomes (PLOs), Service Area Outcomes (SAOs), and Institutional Learning Outcomes (ILOs), as
appropriate.” Faculty Department Chairs should make themselves available to assist department
faculty in accessing the course SLOs for the required inclusion on the section syllabi. Assistance
should also be provided for developing or revising as well as the assessment and reporting
process. Reporting should be done through the SLO cloud link for every course, every semester,
unless approved for a different schedule. For any needed assistance with this process contact
the Office of Institutional Effectiveness, Research and Planning. Compensation for this work is
included in the 2025-2026 pay scale for both adjunct and full-time faculty. The bargaining
agreement requires adjunct faculty to report SLOs at the end of each semester (see Article 13,
9).

In terms of the Department Chairs’ duties, it is recommended the Chair tell their department
members to submit their SLOs at the same time as they submit their course grades (within three
business days of the end of the term). SLOs can also be submitted mid-term if the assessments
are not part of the final. Lastly, it is helpful for Chairs to review submissions (whether they were
submitted or not) and reach out to those faculty members who may have forgotten before the
start of the following term.
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SCHEDULING

JD8. Facilitates and works collegially with the discipline faculty and staff in the department to
offer courses or services that meet student needs, by developing and recommending the
department course offerings or service schedules to the appropriate manager. The scheduling of
courses and services will be done in a manner that is most effective for student progress and
considers efficiency and enrollment management goals.

Scheduling Guiding Principles

Strategic Enrollment Management (SEM) focuses on what is best for students and how to
ensure their success through strategic course offerings and student support services. It is an
evidence-based systematic approach to scheduling courses and supporting students in achieving
their educational goals in a timely manner. With that in mind, the Faculty Department Chairs
developed Scheduling Guiding Principles.

e Consider student needs first.

e Base time offerings (i.e., afternoon, evening, weekend, online, etc.) on student need.

e Use data to inform the development of the schedule: course cancellation history,
average enrollments, efficiency data, student education plans, counseling and faculty
input based on student needs, course success research (e.g.: short-term and late start
classes), etc.

e Schedule within time blocks.

e Create a balance of face-to-face and online options so that students can complete
programs in either instructional method format.

e Reduce redundancy of general education classes at the same times and days.

e Schedule classes that are aligned with the Career and Academic Pathways.

e Follow course rotation plan Matrix (scheduling).

e Consider special groups with specific scheduling needs (e.g.: veterans, EOPS, etc.).

The most important component of the scheduling guiding principles is that classes are
scheduled with students in mind first and foremost. This idea is to underline all the following
scheduling practices.

Annual and Two-Year Schedule

The Office of Instruction will provide the timeline for scheduling, approximate dates, and
deadlines. It is imperative that these deadlines are followed. See next page for an outline of the
annual timeline for scheduling. In 2025-2026, the Office of Instruction and Faculty Department
Chairs will be working to implement a two-year schedule where a set of standard sections are
offered every semester. The purpose of the two-year schedule is to consider students needs first
by helping them to plan out their classes in advance, and to have confidence that a set of
classes are going to be offered and not cancelled.
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Scheduling Workflow in Course Dog
Phase 1: Department Scheduling

e Department chairs have access to openly edit sections and create first drafts of their
schedules.

e Roles with access in this phase: Department Chairs, Division Deans, Super Admin
(Schedulers/VPI)

Phase 2: Dean/Scheduler Review

e Deans and Schedulers are reviewing department schedules. Sections are locked and any
changes must go through request workflow.
e Roles with access in this phase: Division Deans, Super Admin (Schedulers/VPI)

Phase 3: Department Scheduling (round 2)

e Sections are released back to Department Chairs for editing.
e Roles with access in this phase: Department Chairs, Division Deans, Super Admin
(Schedulers/VPI)

Phase 4: Dean/Scheduler Review (round 2)

e Deans and Schedulers are reviewing department schedules. Sections are locked and any
changes must go through request workflow.
e Roles with access in this phase: Division Deans, Super Admin (Schedulers/VPI)

Phase 5: Department Scheduling (final round)

e Sections are released back to Department Chairs for final round of edits. Sections will
remain open for three weeks prior to schedule publishing date.

e Roles with access in this phase: Department Chairs, Division Deans, Super Admin
(Schedulers/VPI)

Phase 6: Schedule Live

e Schedulers review and publish department schedules. Department Chairs have limited
editing privileges (e.g., assign instructors/rooms). Any additional changes must go
through request workflow.

e Roles with access in this phase: Super Admin (Schedulers/VPI)

Phase 7: Scheduling Closed

e All sections locked. Any edits/changes must go through request workflow.
e Roles with access in this phase: Super Admin (Schedulers/VPI)
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Annual Scheduling Timeline

Note: The dates may fluctuate based on the academic calendar.

Academic Calendar

The district approved academic calendars can be found at the following link: Academic
Calendars. It will be necessary to use these in determining dates for late start classes as well the
number of days for the minutes calculator: Calculator: Scheduling, FTES, Contact Hours, Units,
and Load Calculators. The minute’s calculator (click on the “Daily Census Meeting Times” tab) is
used to calculate meeting times for short-term classes (i.e., less than 16 weeks).

When scheduling classes with no campus contact (asynchronous/remote/hybrid-remote), all
required meetings, field trips, or off-campus required events must be posted on the schedule
before student registration opens. If it is not posted before this date, the activity cannot be
required.

The Part-Time seniority list must be followed when offering classes to part-time faculty. Each
Faculty Department needs to develop a process that is communicated to all adjuncts in the
department when staffing the schedule. When making section offers to adjunct faculty make
sure to do this in email, give them at a minimum forty-eight hours to respond, and include in
the message that you will move on to the next person on the seniority list if they do not
respond in the specified time frame.
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Recommendations for Scheduling

Recommended Scheduling Timeline and Workflow

Month | Date* Term Task Personnel
Jan 12 FA Fall schedules open to Chairs and Deans for final edits (Phase 5) Chairs
Feb 27 EA Scheduler makes final minor changes, runs live checklist, and publishes Schedulers
fall schedule (Phase 6)
Provide the following research to VPI, Deans, and Faculty Department
Chairs to inform the development of the spring schedule within each
department: FTES targets by Division, efficiency targets by Division, wait Dean of OIERP and
Feb 2 SP .
lists SEP data by course, short-term and late start classes by course, VPI
feedback from counseling, percent of sections within scheduling block,
room efficiency data, etc.
Provide general increase in target of 3.0%. This may change. 10% of
Feb 2 SP . .
sections need to be pending.
New Courses & All New & Modified Programs must be approved by the ) o
. . . . . . Chairs/ Discipline
Feb 9 Curriculum | Curriculum Committee by this date in order to be offered in the Facult
upcoming fall term ¥
Feb 9 Curriculum Course_s seeking FSU approval must bg approved bY the Curriculum Chairs/ Discipline
Committee by this date to be offered in the upcoming fall term. Faculty
. Course.s seeking pC approval must be.approved by the Currlculum Chairs/ Discipline
Feb 9 Curriculum | Committee by this date to be offered in the next fall term (following Facult
academic year) ¥
March 13 SP Spring room recommendations from Chairs sent to Office of Instruction Chairs
March 20 SP Spring schedules available to Chairs and Deans (Phase 1) Chairs
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Month | Date* Term Task Personnel
Provide the following research to VPI, Deans, and Faculty Department
Chairs to inform the development of the summer schedule within each
April 3 sU department: FTES targets by Division, efficiency targets by Division, wait Dean of OIERP and
P lists SEP data by course, short-term and late start classes by course, VPI
feedback from counseling, percent of sections within scheduling block,
room efficiency data, etc.
. Provide general increase in target of 10%. This may change.10% of
April 3 SuU . .
sections need to be pending.
April 31 SuU Summer room recommendations from Chairs sent to Office of Instruction | Chairs
April 13 FA Priority Registration begins for Fall
April 13 SuU Priority Registration begins for Summer
. . Deans and
May 15 SP Deans and Schedulers review spring schedule (Phase 2) Schedulers
May 15 FA Fall room recommendations from Chairs sent to Office of Instruction Chairs
June 30 SP Spring schedules sent to Chairs and Deans (Phase 3) Chairs
Provide the following research to VPI, Deans, and Faculty Department
Chairs to inform the development of the fall schedule within each
Sept 5 EA department: FTES targets by Division, efficiency targets by Division, wait Dean of OIERP and
P lists SEP data by course, short-term and late start classes by course, VPI
feedback from counseling, percent of sections within scheduling block,
room efficiency data, etc.
; 5 - 5 - 5
Sept 5 EA Prov_lde general increase |.n target of 3.5%. This may change. 10% of VP
sections need to be pending.
- 1 sp Deans and Schedulers confirm or make corrections to spring schedule Deans and
P and sends drafts back to scheduler. (Phase 4) Schedulers
Sept 8 sp Spring schedules sent to Chairs and Deans for final edits. This should Chairs

include staffing and ZC/LC textbook information if possible. (Phase 5)
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Month | Date* Term Task Personnel
Sept 26 sp Sch.eduler makes final minor changes, runs live checklist, and publishes Schedulers
spring schedule (Phase 6)
Sept 8 SU Summer schedule open to Chairs and Deans (Phase 1) Chairs
Sept 22 FA Fall schedule open to Chairs and Deans (Phase 1) Chairs
Fall irs- i
Oct 26 SU/FA Summer & Fall schedules closed for Chairs- Deans and Schedulers review | Deans and
(Phase 2) Schedulers
Nov 2 SP Priority Registration begins for Spring
Nov 17 SU/FA Summer & Fall schedules open to Chairs and Deans (Phase 3) Chairs
Summer schedules closed for Chairs- Deans and Schedulers review Deans and
Dec 5 SuU
(Phase 4) Schedulers
Modified Courses must be approved by the Curriculum Committee by . o
. . . . . _ Chairs/ Discipline
Dec 9 Curriculum | this date in order to be offered in the upcoming fall term. (This is due to
.. . ) Faculty
scheduling impacts- rebuilding of sections etc.)
Summer schedules sent to Chairs and Deans for final edits. This should )
Dec 12 SuU . . . . . Chairs
include staffing and ZC/LC textbook information if possible. (Phase 5)
Dec 19 FA Fall schedules closed for Chairs- Deans and Schedulers review (Phase 4) Deans/Schedulers
Dec 19 U Scheduler makes final minor changes, runs live checklist, and publishes Schedulers

summer schedule (Phase 6)

*Dates may fluctuate based on the academic calendar.
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Scheduling Tips

The following slides are from Dr. Craig Justice presentation/training provided for chairs July 2018
and summarize some of the critical factors to be used in building schedules.

Successful scheduling will achieve success, quality, and efficiency. Quality increases chances of
student success, and efficiency increases student access because resources are being allocated
to offer students more of what they need.

QUALITY AND EFFICIENCY / Success in Scheduling

- *» Success for the Student

" * High quality enhances students’ ’

current and future success as well

as college reputation * Success for Faculty

+ Efficiency enhances student \ * Success for the College

access because resources are » Success for the District
being allocated to offer more
sections of what they need

Enroliment Management
Student Centered Funding Formula

In order to achieve quality and
efficiency the following guidelines

should be incorporated into the 3 Components:

creation of schedules. Scheduling in I. Base = Basic + FTES (~70%+ basic)
isolation of other departments can Il. Supplemental (~20%)

decrease both quality and efficiency. lll. Success (~10%)

Since 70% of the base allocation for the college is funded from the state on total FTES, it is
important to maximize each department’s enrollment.

Student completion is another factor used in the new funding model, 10%, so scheduling to
accommodate ease of completion needs to be considered with scheduling.

There is an additional 20% based on student economic need, but that does not affect our roles
as Chairs.
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FTES (Full-Time Equivalent Students)

FTES §tands for_FuII—Tlme Equivalent Stud_ent. One / FTES Calculation (WSCH)
FTES is the equivalent of one student taking courses
totaling 15 hours per week (e.g.: five 3-unit courses) ’ o Weekly Student Contact Hours (WSCH) =
each semester for two semesters. If one student WCH x Number of Students
enrolled in 15 hours in fall and 15 hours in spring, "

N

the number of hours they are in contact with an

o Multiply Census Week WSCH by the TLM
and divide by 525

instructor weekly is 30 hours. Multiplying the weekly FTES = (WSCH ensus X TLM) / 525
student contact hours (WSCH) of 30 hours by 17.5 Example: Class meets 3 hours/week
weeks equals 525 contact hours. FTES is important S e R on e e
because it is primarily how the State determines FTES = (3 x30x 17.5) / 525 = 3.00

funding for the District and the College.

To calculate FTES, first calculate the WSCH, which is the weekly contact hours, multiplied by the
number of students at census (see Calculator). If the class meets 3 hours a week, then the
WSCH is 3. Next, we multiply 3 times the number of students (30) times the term length
multiplier (17.5). All of which is divided by 525. The resultis 1,575/ 525 = 3.00 FTES.

Why multiple by 17.5? 17.5 refers to the
number of weeks a section lasts in a primary
term for a weekly census section. The 175-
day rule is a leftover from K-12’s average - Should Be Data-based and Established in

/ Target FTES
daily attendance. The 175-Day Rule states ’ Advance

that only the weekdays (n = 5) of the primary |
terms could be counted, which resulted in \
the minimum academic calendar for the two
primary terms. Accordingly, 175 days divided * 35 Is An Average for a College, NOT a Universal
by 5 weekdays equals 35 weeks. Because of Section Cap

the 175-Day Rule, the total number of weeks

for both primary terms cannot exceed 35.

When 35 is divided by 2 primary terms, the

resultis 17.5.

« Statewide Norm Used for Budgeting: 35 students
per 3-hour section or 3.5 FTES per 3-hour section,
4.7 FTES per 4-hour section, etc.

Why divide by 5257 If one student is taking

15 hours a week for 35 weeks, a Full-Time fairiime Equiva‘ent student

Equivalent Student (FTES), they generate 1FTES =
525 hours (15 * 35 = 525). Accordingly, 525 1 student
represents one full-time equivalent student \ 15 hours per week

2 semesters of 17.5 weeks
(3 quarters of 17.5 weeks)
= 525 contact hours

having a total of 525 contact hours with an
instructor one entire year or two primary
terms.
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The Office of Instruction, VPI, and Deans work with the Faculty Department Chairs to set targets
for each department and discipline. Generally, the goal is to increase FTES by 1.5% over the
previous years’ FTES; however, this number may be increased or decreased depending on the
estimated available funding from the State. For example, based on available funding from the
State we may be asked to cut, and in other years grow. In collaboration with the Office of
Instruction and the Office of Institutional Effectiveness, Research, and Planning, EIS data is used
to show historical FTES earned and set a target, aggregated by courses, departments, or
division. Make an appointment to install the EIS spreadsheets installed on desired office
computers and for individual assistance in using them.

The Office of Institutional Effectiveness, Research & Planning has videos on how to use the EIS
data located on the campus website.

Efficiency

Efficiency refers to resources (classrooms
and faculty assignments) that are allocated
to their most productive uses. The following ' + Efficiency is attained when resources (classrooms &

strategies help to increase efficiency: block faculty assignments) are allocated to their most

. . . productive uses. Examples:
scheduling, alignment of course caps with — Block Scheduling Practices are followed

/ Efficiency

classroom capacities, sections offered — Section caps match classroom capacities

(supply) matches sections needed by \ — Qualityand Pedagogical Needs Are Considered

students (demand) and minimizing over- — Sections offered (supply) matches sections needed
. . by students (demand)

scheduling and under-scheduling. Equally

) . . . — Over-schedulingand Under-schedulingAre
important is that quality and pedagogical Minimized

needs are considered.

Determination of the number of sections to be offered in a semester should be informed by the
data in the BORG cubes or in EIS, as well as data provided by the Office of Institutional
Effectiveness, Research, and Planning. A campus computer must be used (behind the firewall) to
access EIS. EIS uses the campus single sign-on credentials to gain access. In addition to wait list
information, Student Educational Plan information will also be made available to indicate
student demand for courses and will be included with the information provided by the Office of
Institutional Effectiveness, Research, and Planning. Avoidance of conflicts of scheduled times for
required classes should also be considered. Both of these considerations will improve both
productivity and efficiency.

Block Scheduling

Block scheduling is one of the most effective strategies in increasing efficiency. Again, remember
that classes are scheduled with students in mind first and foremost. To allow students the ability
to build a schedule with the minimum number of time conflicts, blocks have been defined for
class scheduling. This will also allow more efficient room scheduling. The block scheduling
patterns for the primary terms and for summer are on the following pages and have been
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reviewed and recommended by the chairs and the Academic Senate. If possible, schedule all
classes within the blocks. If a department has classes that meet one day per week scheduling
them following the MW or TR pattern is recommended in order to optimize scheduling patterns
for students and room utilization. For example, SOC 100 on Monday night and SOC 141 on
Wednesday night. There will be exceptions especially for some CTE classes, linked classes, and
classes with labs, which need longer than the 3-hour blocks. These exceptions should be
verified with the division dean as appropriate.

In order to facilitate research and enrollment tracking, the blocks have been assigned section
numbers as indicated on the second sheet. Please try to follow this numbering pattern as the
scheduler will not verify that correct numbers are used.

Primary Term Blocks

The Scheduling Blocks document is a guide for determining the appropriate start and end times
for courses based on the number of units and the days of the week the course meets. It helps
ensure courses meet required instructional minutes while fitting within established campus
scheduling patterns.

The document also identifies protected or “do not cross” time blocks (in red and bolded).
Courses should be scheduled so they do not overlap or extend through these designated times
(as much as possible), helping preserve campus-wide scheduling needs and minimize conflicts
for students, faculty, meetings, and other college activities.

Please review the Primary Term Blocks Excel Sheet while scheduling courses.

28


https://sbccd-my.sharepoint.com/:x:/r/personal/hbraxton_sbccd_cc_ca_us/Documents/Desktop/Projects/Faculty%20Handbook/To%20Put%20Online/On%20SharePoint/Compressed%20Calendar%20Revised%20Time%20Blocks.xlsx?d=w044fb08ac29b4ef68c7cb7a1a8a62d7a&csf=1&web=1&e=9Nt6cU

Guidelines for Assigning Term Section Numbers

Understanding Section Numbers: A Guide for Faculty

Since Spring 2010, section numbers have been assigned based on when a course meets. This
system provides several benefits:

For students: It simplifies schedule planning by ensuring that courses with the same
section number typically meet at the same time or overlap, making it easier to avoid
scheduling conflicts.

For faculty and instructional management: It allows for more effective tracking of
enrollment trends, retention rates, and student success across semesters. By analyzing
this data, we can better understand how course scheduling impacts student
performance.

Assigning Section Numbers

If a course start time is not listed on the official chart, consult your dean to determine
the appropriate section number.

Assign the first section number to the first course in that time block (e.g., 01, OS, 10).
If multiple sections of the same course are scheduled within the same time block, use
additional section numbers within the designated range.

If you have any questions about this process, please reach out to your dean for guidance.
Ensuring consistency in section numbering helps streamline scheduling, improve data analysis,
and ultimately enhance student success.

Crafton Hills College Scheduling Time Blocks

Class Schedule Section Numbers

Start Time MWEF | TTH

7:00AM-9:25AM 01-04 | 05-09

9:35AM-11:00AM | 10-14 | 15-19

11:10AM-12:35PM | 20-24 | 25-29

12:45PM-2:10PM | 30-34 | 35-39

2:20PM-3:45PM 40-44 | 45-49

3:55PM-5:20PM 50-54 | 55-59

5:30PM-9:50PM 60-69 | 60-69
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Class Schedule Section Numbers by Class Type

Class Type Class Schedule
Fully Online 70-79
Online Hybrid 70Y-79Y
Friday Only 85-86
Friday/Saturday 95-97
Saturday/Sunday 87-89
Linked/Corequisite 90-94
ARR/Irregular 98-99
Dual Enrollment | (Corresponding Section #) D
CCAP (Corresponding Section #) C

*Avoid starting classes at 9:30am, 11:05am, 12:40pm, 2:15pm, 3:50pm, and/or 5:25pm. Classes
can overlap these times, but a class cannot start at these times.
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Contract Hour Guides

Fall and Spring Class and Lab Scheduling Blocks

Fall and Spring Contact Hour Guide for 2-day a week Lecture Classes

Units and semester

# of meeting days
contact hours by course g aay

(assuming 2x a week) Class Length (hr:min)

length
5 (80-90 hours)
16 30-32 2:35
13 25-26 3:10
8/8 15-16 5:20
4 (64-72 hours)
16 30-32 2:05
13 25-26 2:30
8/8 15-16 4:15

3 (48-54 hours)

16 30-32 1:25

13 25-26 1:50

8/8 15-16 3:05
2 (32-36 hours)

16 32 50 mins

13 25-26 1:05

8/8 16 1:50
1 (16-18 hours)

8/8 16 50 mins

Note: Classes cannot end on the :55 minute or :00 hour (e.g.: 8:55 or 9:00).

*One Unit classes cannot meet twice a week for 16-week or 13-week terms.
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Fall and Spring Contact Hour Guide for 3 day a week Lecture Classes

Units and semester contact
hours by course length

# of meeting days
(assuming 3x a week)

Class Length (hr:min)

5 (80-90 hours)

16 44-48 1:30
13 37-39 2:05
8/8 21-24 3:25
4 (64-72 hours)
16 44-48 1:15
13 37-39 1:30
8/8 21-24 2:50
3 (48-54 hours)
16 44-48 50 min
13 37-39 1:05
8/8 21-24 2:05
2 (32-36 hours)
8/8 21-24 1:15

Note: Classes cannot end on the :55 minute or :00 hour (e.g.: 8:55 or 9:00)
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Fall and Spring Contact Hour Guide for 4 day a week Lecture Classes

Units and semester
contact hours by
course length

# of meeting days
(assuming 4x a week)

Class Length (hr:min)

5 (80-90 hours)

60-63 or 50-52 or 29-32

1:10 or 1:25 or 2:30

4 (64-72 hours) 50-52 1:05
3 (48-54 hours 50-52 or 29-32 50 min or 1:20
2 (32-36 hours) 32 50 mins

Note: Classes cannot end on the :55 minute or :00 hour (e.g.: 8:55 or 9:00)
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Fall and Spring Contact Hour Guide for 1 day a week Lab Classes

Units and semester contact
hours by course length

# of meeting days
(assuming 1x a week)

Class Length (hr:min)

2 (96-108 hours)

16 16 6:25
1 (48-54 hours)

16 16 3:05

13 13 3:50

8/8 8 6:25
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Fall and Spring Contact Hour Guide for 2 day a week Lab Classes

Units and semester contact
hours by course length

# of meeting days
(assuming 2x a week)

Class Length (hr:min)

3 (144-162 hours)

16 30-32 4:50
13 25-26 5:50
8/8 15-16 9:30
2 (96-108 hours)
16 30-32 3:10
13 25-26 3:50
8/8 15-16 6:25
1 (48-54 hours)
16 30-32 1:25
13 25-26 1:50
8/8 15-16 3:05

Note: Classes cannot end on the :55 minute or :00 hour (e.g.: 8:55 or 9:00)
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Fall and Spring Contact Hour Guide for 3 day a week Lab Classes

Units and semester
contact hours by course

# of meeting days
(assuming 3x a week)

Class Length (hr:min)

length
3 (144-162 hours)
16 44-48 3:05
13 37-39 3:50
8/8 21-24 6:25
2 (96-108 hours)
16 44-48 1:50
13 37-39 2:05
8/8 21-24 4:15
1 (48-54 hours)
16 44-48 50 mins
13 37-39 1:05
8/8 21-24 2:05

Note: Classes cannot end on the :55 minute or :00 hour (e.g.: 8:55 or 9:00)
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Fall and Spring Contact Hour Guide for 4 day a week Lab Classes

Units and semester
contact hours by course

# of meeting days
(assuming 4x a week)

Class Length (hr:min)

length
3 (144-162 hours)
16 60-63 2:15
13 50-52 2:50
8/8 29-32 4:50
2 (96-108 hours)
16 60-63 1:25
13 50-52 1:50
8/8 29-32 3:05
1 (48-54 hours)
13 50-52 50 mins
8/8 29-32 1:20

Note: Classes cannot end on the :55 minute or :00 hour (e.g.: 8:55 or 9:00)
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Summer Class and Lab Scheduling Blocks

Summer Contact Hour Guide for 12-week Classes

Unit and Days per Week  # of Days Class Length (hr:min)

3-unit lecture
T-W-TH 34 1:15
M-T-W 35 1:15
T-TH 22 2:05
M-W 23 2:05

4-unit lecture
M-T-W-TH 45 1:20
T-W-TH 34 2:15
M-T-W 35 2:15
T-TH 22 2:50
M-W 23 2:50

5-unit lecture
M-T-W-TH 45 1:50
T-W-TH 34 2:15
M-T-W 35 2:15
T-TH 22 3:35
M-W 23 3:35

1 unit lab

T-W-TH 34 1:15
M-T-W 35 1:15
T-TH 22 2:05
M-W 23 2:05

Note: Last updated March 1, 2023, to account for Juneteenth Holiday.

e First Block: 8:00 am - 12:10 pm

e Start times do not cross from 12:10 pm — 12:20 pm (passing time).
e Second Block: 12:20 pm - 4:30 pm

e Start times do not cross from 4:30 pm — 4:40 pm (passing time).

e Third Block: All evening classes must start at 5PM or later.

38



Summer Contact Hour Guide for 6-week Session 1 Classes

Days per Week # of Days Class Length (hr:min)
3-unit lecture
5 (80-90 hours) 5 (80-90 hours) 5 (80-90 hours)
T-W-TH 16 2:50
M-T-W 17 2:50
T-TH 10 4:35
M-W 11 4:35
4-unit lecture
M-T-W-TH 21 3:10
T-W-TH 16 3:50
M-T-W 17 3:50
T-TH 10 6:15
M-W 11 6:15
5-unit lecture
M-T-W-TH 21 3:50
T-W-TH 16 4:50
M-T-W 17 4:50
T-TH 10 7:50
M-W 11 7:50
1 unit lab
M-T-W-TH 21 2:15
T-W-TH 16 2:50
M-T-W 17 2:50
T-TH 10 4:35
M-W 11 4:35

Note: Last updated March 1, 2023, to account for Juneteenth Holiday.

e First Block: 8:00 am - 12:10 pm

e Start times do not cross from 12:10 pm — 12:20 pm (passing time).
e Second Block: 12:20 pm - 4:30 pm

e Start times do not cross from 4:30 pm — 4:40 pm (passing time).

e Third Block: All evening classes must start at 5PM or later.
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Summer Contact Hour Guide for 6-week Session 2 Classes

Days per Week # of Days Class Length (hr:min)

3-unit lecture
M-T-W-TH 24 1:50
T-W-TH 18 2:50
M-T-W 18 2:50
T-TH 12 4:15
M-W 12 4:15

4-unit lecture
M-T-W-TH 24 2:50
T-W-TH 18 3:50
M-T-W 18 3:50
T-TH 12 5:50
M-W 12 5:50

5-unit lecture
M-T-W-TH 24 3:25
T-W-TH 18 4:50
M-T-W 18 4:50
T-TH 12 7:15
M-W 12 7:15

1 unit lab

M-T-W-TH 24 1:50
T-W-TH 18 2:50
M-T-W 18 2:50
T-TH 12 4:15
M-W 12 4:15

Note: Last updated March 1, 2023, to account for Juneteenth Holiday.

e First Block: 8:00 am - 12:10 pm

e Start times do not cross from 12:10 pm — 12:20 pm (passing time).
e Second Block: 12:20 pm - 4:30 pm

e Start times do not cross from 4:30 pm — 4:40 pm (passing time).

Third Block: All evening classes must start at 5PM or later.

40



Short Term Classes

Research conducted by the Crafton Hills College Office of Institutional Effectiveness, Research,
and Planning showed that students who take short-term courses are statistic statistically
significantly more likely to successfully complete short-term courses (75%) than students in an
18-week course (69%). This relationship occurred among students with high GPAs, and low
GPAs. Equally important, students enrolled in a compressed course are 1.5 times more likely to
succeed than students enrolled in a traditional length course. Accordingly, offering and
encouraging students to enroll in short-term classes is an important success strategy. Including
finals week, the term lengths are 16 weeks, 13 weeks, and 8 weeks. Only 8-week classes can
end before finals week. Eight-week classes need to be scheduled consecutively, and with a
companion so that the room is not empty for the rest of the term. For example, 8-week classes
need to be either the first 8 weeks of the semester or the last 8 weeks. The other 13-week
short-term classes must end the last week of the semester (finals week). For the actual start
dates please check with the scheduler.

The California Community College Chancellor’s Office class time restrictions need to be followed
in the building of class meeting times. The main ones are as follows:

e No class meeting can meet for less than 50 minutes as no FTES will be given to classes
meeting less than 50 minutes
e No class meetings can be exactly 55 minutes or 60 minutes
e No Classes can have a meeting time of:
o 1 hour 40 minutes or 1 hour 45 minutes (Clock hours)
o 2 hours 40 minutes or 2 hour 45 minutes
o 3 hour 40 minutes or 3 hour 45 minutes etc.
e There must be a 10-minute passing time between classes.

Meeting times for any given class should be consistent for the duration of the semester.
Exceptions should be discussed with the deans and VPI. For assistance in determining the
number of minutes a class needs, use of the minutes calculator which can be downloaded from
the Chairs website at the Calculator: Scheduling, FTES, Contact Hours, Units, and Load
Calculators click on the tab “Daily Census Meeting Times”.
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Dual Enrollment

Dual enrollment programs allow high school students to take community college courses during
and after the K-12 school day, earning both high school and college credit. Faculty teaching
these courses follow the SBCCD/SBCCDTA negotiated contract.

Crafton offers two types of dual enrollment courses at the K-12 sites:

e College Career Access Pathways (CCAP): Restricted to high school students and
scheduled during the school day (bell schedule).
e Partnership Courses: Open to the public and primarily offered after school.

Both CCAP and Partnership courses accelerate high school students' education.

As of Fall 2023, Crafton partners with Yucaipa-Calimesa Joint Unified School District, Redlands
Unified School District, Sage Oak, and The Grove School offering about 5 to 15 dual enroliment
sections per site per semester. The Faculty Department Chairs Council developed a process for
offering these courses, which was forwarded to the Academic Senate and is now under the
Dean of Student Services. A joint K-12 and CHC committee continues to refine dual enrollment
parameters and procedures.

e New Information on the following topics, coming soon:

e Description of standard Dual Enrollment, College Career Access Pathways, etc.
e State standards and CHC standards/mission

e Scheduling and seniority list

e Notes about calendars: using CHC and then HS calendars

e Process and timeline (future section)

e Partners, locations, and contacts

e VPS, Deans, faculty lead, chairs contacts

e Dual enrollment course menu
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Dual Enrollment Course Menu (drafted by Faculty Department Chairs)

Business and Industry

Semester and Scheduling GE Area and
Courses Weeks Methods of Instruction Counselor
. Patterns
Available Comments
Face-to-Face
Asynchronous Online MW
BUSAD-100 Fall Synchronous Zoom TTh
Hybrid
Face-to-Face
Asynchronous Online MW
ECON-100 Fall Synchronous Zoom TTh 4
Hybrid
MARKET-100
WFP/N-601 Fall Face-to-Face
WFP/N-602 Fall Face-to-Face
WFP/N-603 Fall Face-to-Face
WFP/N-604 Fall Face-to-Face
WFP/N-608 Fall Face-to-Face
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Creative and Fine Arts, Communication, and Design

Semester and Schedulin GE Area and
Courses Weeks Methods of Instruction & Counselor
. Patterns
Available Comments
ART-103 3A
ART-105 3A
ART-124
ART-175
coMM c1000 | FaIl 16-wks In-person
Spring 16-wks
(formerly Summer 12- Synchronous Zoom MW 1c
COMMST (Summer 6-wk courses | TTh
100) wks only)
Summer 6-wks
Fall 16-wks In-person
Spring 16-wks
COMMST-111 | Summer 12- | >Ynehronous Zoom MW
(Summer 6-wk courses | TTh
wks only)
Summer 6-wks y
Fall MW
ENGL-232 Spring Face to Face TTh
3A
MUSIC-103 Ealrlin Face to Face m\’ IGETC Area 3
SEmrﬁer Asynchronous Online WE CSU Area C1
CHC Area C2
THART-100 3A
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Public Safety and Health Services

Semester Scheduling GE Area and
Courses and Weeks Methods of Instruction Counselor
. Patterns
Available Comments
Fall Asynchronous Online
COUN-100 Spring Synchronous ZOOM
Hybrid
Fall Asynchronous Online
COUN-110 Spring Synchronous ZOOM
Hybrid
Fall Asynchronous Online
COUN-120 Spring Synchronous ZOOM
Hybrid
FIRET-100
FIRET-101
HEALTH-102
HEALTH-265
KIN-200
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Science, Technology, Engineering, and Mathematics (STEM)

Semester and Methods of Scheduling USLIER AL
Courses . . Counselor
Weeks Available Instruction Patterns
Comments
ASTRON-150 Synchronous Zoom | MW (pm) S5A
Fall (16 weeks) Asynchronous TTh (pm)
Sjgle(ki’) 13,and 16 Face-to-Face
CIs-101 Spring (8, 13, and | ~SYnchronous MW
16 weeks) Online TTh
Synchronous Zoom | MWF (am)
Summer (5 and 10 )
Hybrid
weeks)
Fall (16 and 13
weeks) Face-to-Face MW
CSCI-110 Spring (16 and 13 | (A)synchronous ITh
weeks) Online MWF (am)
Summer (10 Hybrid
weeks)
ENGR-101 Fall MW (pm)
Spring TTh (pm)
MATH-102 | Fall Face-to-Face MWF (am) 2
Spring MTWThF (am)
MATH -110 | Fall Face-to-Face MWF (am) 2
Spring MTWThF (am)
MATH -106 2
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Society, Behavior, and Culture

Semester and Methods of GE Area and
Courses Weeks . Scheduling Patterns Counselor
. Instruction
Available Comments
Fall 16-wks: In-Person; MW; TTh; MWF
ASL-101 ’ Asynchronous (am); MTWTh (at
Summer 12- . .
wks Online; Synchronous | least 2 sections
Zoom; Hybrid back-to-back)
Soring 16- In-Person; MW; TTh; MWF
ASL-102 bring Asynchronous (am); MTWTh (at 3B
wks; Summer . .
12-wks Online; Synchronous | least 2 sections
Zoom; Hybrid back-to-back)
Face-to-Face;
CD-105 Fall; Spring Asynchronous MW; TTh; MTWTH 4
Online; Hybrid
MW or TTh (most
Face-to-Face: sections taught
ENGL-C1000 | Fall; Spring; Asynchronous Online 2?</v.veek); TWThF 1A
(limited sections
Summer (only at Grove and
Sage Oak) 4x/week and at least
g 2 sections back-to-
back)
MW or TTh (most
Face-to-Face: sections taught
ENGL-C1001 . Asynchronous Online 2?‘/‘?’%"); TWThF 1B
Spring (limited sections
(only at Grove and
Sage Oak) 4x/week and at least
g 2 sections back-to-
back)
MW (end of day);
ETHS-141/ Face-to-Face; TTh (end of day); T, 46
SOC-141 Fall; Spring Synchronous W, Th, F (must be !
Online/Zoom staggered periods
with other schools)
HIST-100 . Face to Face; M/W; T/TH; 3B, 4
Fall; Spring Asynchronous online M/T/W/TH; ,
Y T/W/TH/F
HIST-101 . Face to Face; M/W; T/TH; 3B 4
Fall; Spring Asynchronous online M/T/W/TH; ,
Y T/W/TH/F
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Semester and

GE Area and

Meth f
Courses Weeks et Od? © Scheduling Patterns Counselor
. Instruction
Available Comments
_ M/W; T/TH;
i Fall; Spring ,I’-:\ici;?riictfl;s online M/T/W/TH; %4
y T/W/TH/F
POLIT-100 . Face to Face; M/W; T/TH; 4
Fall; Spring Asynchronous online M/T/W/TH;
y T/W/TH/F
PSYCH-100 . Face to Face; M/W; T/TH; 4
Fall; Spring Asynchronous online M/T/W/TH;
y T/W/TH/F
MW (end of day);
Face-to-Face; TTh (end of day); T,
50¢-100 Fall; Spring Synchronous W, Th, F (must be 4
Online/Zoom staggered periods
with other schools)
MW; TTh; MWF
Fall 16-wks; ’ !
sPAN-101 | o 16-wks; (am); MTWTh (at
Summer 12- In-Person .
wks least 2 sections
back-to-back)
Soring 16- MW; TTh; MWF
SPAN-102 pring (am); MTWTh (at
wks; Summer | In-Person .
least 2 sections
12-wks

back-to-back)
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Non-Credit Courses

Noncredit courses should be developed and offered according to the noncredit plan. When
scheduling noncredit courses, coordination with the deans is necessary. The courses must meet
for the exact number of hours on the course outline. They should also stay within the class
blocks and use the same section numbers as credit courses.

Room Assignments

Another extremely effective strategy for increasing efficiency is aligning the rooms a section is
scheduled in with the course cap. Previously rooms have been given department prioritization
based on conversations among the chairs and deans considering course needs, caps, and
facilities. To increase efficiency, every effort needs to be made to closely align a room’s capacity
with the course cap of the section being offered.

Faculty Department Chairs work with the Office of Instruction to identify the best rooms for
each section using the room prioritization document (shown on the next page). The Chair
should take into consideration prioritizations, course caps and room capacity, room amenities,
program specific lab spaces, and other reasonable requests.

For smaller/lower enrolled summer sessions, the deans complete the room assignments. Once
the room assignments are completed, individual faculty may not request and obtain room
changes without approval from the dean and/or the VPI.
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Room Amenities and Prioritization Charts

Child Development Center (CDC) BLDG #2 Room Amenities and Prioritization Chart

Smar | Whit | Chal Bullet
Smart | Project LCD Room | Room t e k in
Type of # of Type of Classro or Project | Compu | featur | featur | Boar | Boar | Boar | Podiu | Boar 2nd | 3r | 4t
Room # Room Seats Seating om Screen or ter es es2 ds ds ds m d 1st d. h.
Student
Resource
/Workro Work
105 om Stations
€bC HDE | EN
Classroo Tables & Teache Vv GL
106 m 30 Chairs X X X r X
CbC HDE | EN
Classroo Tables & Teache v GL
115 m 40 Chairs X X r X
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Crafton Center (CCR) BLDG #6 Room Amenities and Prioritization Chart

Type Smar | Whit | Chal
# of of Smart Project LCD Room Room t e k Bullet
Roo Sea | Seati | Classro or Project | Compu | featur | feature | Boar | Boar | Boar | Podiu in 2nd | 3rd | 4t
m# | Type of Room ts ng om Screen or ter es s2 ds ds ds m Board | 1st h.
Table
s &
Small Meeting Chair
118 Room 2 s
Table
s &
Chair
155 | Meeting Room 25 S
Table
s &
Multipurpose Chair
156 Room 7 S
Table
s & cou
Classroom/Me Chair N ENG
219 eting Room 25 S X X X X L
Table
s &
Chair
233 | Meeting Room 21 S X X X X
Table
s &
Chair
247 | Meeting Room 12 S X X X
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West Building (WEST) BLDG #5 Room Amenities and Prioritization Chart

Type Smar | Whit
# of of Smart Project LCD Room Room t e Chalk Bullet
Roo | Typeof | Sea | Seati Classro or Project | Comput | feature | feature | Boar | Boar | Boar | Podiu in 4t
m# Room ts ng om Screen or er s s2 ds ds ds m Board 1st 2nd. | 3rd. | h.
CML | SOCS | EN
Classro G cl GL
106 om 38 Desks X X Teacher X X
CML
Classro G ENGL
107 om 29 Desks X X Teacher X X
S0OCs
Classro ENGL cl
108 om 29 Desks X X Teacher X X
Socs
Classro ENGL Jall B
109 em 28 | Desks - % % Teacher - - - % - - % -
Classro ENGL
110 om 28 Desks X X Teacher X X
Comput
Classro er Cart ENGL
111 om 31 Desks X X Teacher X X
HONOR
S
214 OFFICE
Comput
Classro er Cart ENGL
215 om 26 Desks X Teacher X
Classro ENGL
216 om 26 Desks X Teacher X
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Type Smar | Whit
# of of Smart Project LCD Room Room t e Chalk Bullet
Roo | Typeof | Sea | Seati Classro or Project | Comput | feature | feature | Boar | Boar | Boar | Podiu in 4t
m# Room ts ng om Screen or er s s2 ds ds ds m Board 1st 2nd. | 3rd. | h.
Comput

Classro er Cart ENGL

217 om 25 Desks X Teacher X
SOCS

Classro cl ENGL
218 om 34 Desks X Teacher X

Classro ENGL
219 om 31 | Desks - - % Teacher - - - X - - -
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Learning Resource Center (LRC) BLDG #8 Room Amenities and Prioritization Chart

Type Smar | Whit
# of of Smart Project LCD Room Room t e Chalk Bulleti
Roo | Typeof | Seat | Seati | Classroo or Project | Comput | featur | feature | Boar Boar Boar | Podiu n 2n 3r at
m# Room S ng m Screen or er es s2 ds ds ds m Board 1st d. d. h.
PDC Table
Meeting s &
110 Room Chairs
Table
Meeting s &
135 Room 11 Chairs X X Laptop X
Table
Meeting s &
226 Room Chairs X X X
Table SOCS
Classroo s& cl
231 m 102 | Chairs X X Teacher X X
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Visual Arts (ARTS) BLDG #13 Room Amenities and Prioritization Chart

Type Smar | Whit
# of of Smart Project LCD Room Room t e Chalk Bullet
Roo | Typeof | Seat | Seati | Classroo or Project | Comput | featur | feature | Boar Boar | Boar | Podiu in at
m# Room s ng m Screen or er es s2 ds ds ds m Board 1st 2nd. | 3rd. | h.
VAR
Table T
Drawing s &
101 Lab 24 Chairs
VAR MAT
T H ENG
Classroo Desks L
120 m 42 Chairs X X Teacher X
MAT
H
Classroo Desks
127 m 48 Chairs X X Teacher X
VAR
Table T
s &
130 | Artslab 32 Chairs
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Performing Arts Center (PAC) BLDG #9 Room Amenities and Prioritization Chart

Type Smar | Whit
# of of Smart Project LCD Room Room t e Chalk Bullet
Roo Type of | Seat | Seatin | Classroo or Project | Comput | feature | feature | Boar Boar Boar | Podiu in 2n 3r at
m# Room S g m Screen or er s s2 ds ds ds m Board | 1st d. d. h.
DVD/V
Auditoriu Stadiu HS
101 m 500 m X X Tech Combo X X
DVD/V
Classroo Stadiu HS
308 m 55 m X X Teacher | Combo X X
DVD/V
Classroo Stadiu HS
309 m 55 m X X Teacher | Combo X X
PAR
T
219
PAR
T
225
PAR
T
315
PAR
T
316
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East Complex (EAST) BLDG #14, #15 Room Amenities and Prioritization Chart

Smar | Whit
# of Smart Project LCD Room Room t e Chalk Bullet
Roo | Typeof | Sea | Type of Classro or Project | Comput | featur | feature | Boar | Boar | Boar | Podiu in at
m # Room ts Seating om Screen or er es s2 ds ds ds m Board 1st 2nd. | 3rd. | h.
SOCS
Classro cl
101 om 75 Desks X X Teacher X
Desks
w/ ENG
Comput Comput PBSF L
104 er Lab 33 ers X X Teacher X
CML | ENG
Classro G L
105 om 41 Desks X X Teacher X X
CML | MAT | EN
Classro G H GL
106 om 36 Desks X X Teacher X
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Central Complex (CNTL) BLDG #10, #11 Room Amenities and Prioritization Chart

Type Smar | Whit | Chal Bulle
Type # of of Smart Projec LCD Room | Room t e k tin
Roo of Sea | Seati | Classro tor Projec | Compu | featur | featur | Boar | Boar | Boar | Podiu | Boar at
m # Room ts ng om Screen tor ter es es2 ds ds ds m d 1st 2nd. 3rd. h.
Teache BUS/EC
Table FOR r& ON
109 | Compu s & Cls/cs Studen CIS/csc
A ter lab 34 | Chairs Cl X X t X |
Teache MATH
MAC Table FOR r& BUS/EC
Compu s & CIS/CS Studen ON
118 | terlab 34 | Chairs Cl X X t X VART
Teache BUS/EC MATH
Table FOR r& ON
Compu s & Cls/cs Studen CIS/CSC
119 ter lab 36 Chairs Cl X X t X | ENGL
Teache BUS/EC MATH
Table FOR r& ON
Compu s & Cls/cs Studen ClIS/CSsC
121 ter lab 36 Chairs Cl X X t X | ENGL
BUS/EC PHY
Teache ON BIO SCI
Lecture Stadi r
130 Hall 78 um X X X
Teache | €M PHY BUS/EC
Lecture Stadi r dic BIO SCI socscl ON
132 | Hall | 77 | um X X Table X X
Teache
Table r&
Compu s & Studen MATH cs ENGL
134 | ter Lab 28 | Chairs X X t X
Teache
Table r&
Compu s & Studen MATH cis ENGL
135 | ter Lab 28 | Chairs X X t X
Teache
Table r&
Compu s & Studen MATH ENGL
136 | ter Lab 32 | Chairs X X t X
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Type Smar | Whit | Chal Bulle
Type # of of Smart Projec LCD Room | Room t e k tin
Roo of Sea | Seati | Classro tor Projec | Compu | featur | featur | Boar | Boar | Boar | Podiu | Boar at
m# | Room ts ng om Screen tor ter es es2 ds ds ds m d 1st 2nd. 3rd. h.
Table Teache BUS/EC
Lecture s & r CMLG ON ENGL
202 Hall 40 | Chairs X X X
Table Teache BUS/EC
Lecture s & r CMLG ON ENGL
203 Hall 42 | Chairs X X X
Table Teache BUS/EC
Lecture s & ) SOCSCI ON ENGL
209 Hall 45 Chairs X X X
Table Teache BUS/EC | BUS/EC | .
Lecture s& r ON ON
210 Hall 46 | Chairs X X X
Table Teache PHY
Lecture s & r MATH BIO SCI
237 Hall 38 Chairs X X X
Table Teache PHY
Lecture s& r MATH BIO SCI
238 Hall 38 | Chairs X X X
Teache PHY
Lecture Stadi r BIO SCI
244 | Hall | 77 | um X X X
Teache PHY
Lecture Stadi r socscl BIO SCI
245 Hall 77 um X X X X
Table Teache PHY
Geolog s and r BIO SCI
246 y Lab 28 | Chairs X X X
Table Teache PHY
Physics sand r BIO SCI
249 Lab Chairs X X X
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Type Smar | Whit | Chal Bulle
Type # of of Smart Projec LCD Room | Room t e k tin
Roo of Sea | Seati | Classro tor Projec | Compu | featur | featur | Boar | Boar | Boar | Podiu | Boar at
m# | Room ts ng om Screen tor ter es es2 ds ds ds m d 1st 2nd. 3rd. h.
Table Teache
Anthro s& r socscl
250 Lab 55 | Chairs X X X
Table
Lecture & Tea:he socscl | ENGL
302 Hall 38 | Chairs X X X
Table
Lecture & TearChe socscl | cMLG | ENGL
306 Hall 41 Chairs X X X
Table
Lecture & Tea:he CMLG | sOcCsCl | ENGL
307 Hall 40 | Chairs X X X
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Canyon Hall (CYN) BLDG #12 Room Amenities and Prioritization Chart

Smar | Whit
Type | #of Smart Project LCD Room Room t e Chalk Bullet
Roo of Seat Type of Classroo or Project | Comput | featur | feature | Boar | Boar | Boar | Podiu in 3r 4t
m# | Room s Seating m Screen or er es s2 ds ds ds m Board | 1st | 2nd. d. h.
PH
Y
Bl
Lab 0]
101 | Room 32 Stools X X Teacher X SCI
PH
Y
Bl
Lab 0]
103 | Room 32 Stools X X Teacher X SCI
PH
Y
Periodi BI
Lab 24/2 | Chairs/Sto c 0
104 | Room 4 ols X X Teacher Table X SCI
PH
Y
Lectu Periodi BI S0Cs
Cl
re c (0}
117 | Room 76 Stadium X X Teacher Table X SCI
PH
Y
Lectu Periodi BI S0Cs
Cl
re c (0}
118 | Room 76 Stadium X X Teacher Table X SCI
PH
Y
Bl
Lab 0
201 | Room 32 Stools X X Teacher X SCI
PH
Y
Bl
Lab 0
203 | Room 32 Stools X X Teacher X SCI
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Smar | Whit
Type | #of Smart Project LCD Room Room t e Chalk Bullet
Roo of Seat Type of Classroo or Project | Comput | featur | feature | Boar | Boar | Boar | Podiu in 3r 4t
m# | Room s Seating m Screen or er es s2 ds ds ds m Board | 1st | 2nd. d. h.
PH
Y
Bl
Lab 0]
204 | Room 32 Stools X X Teacher X SCI
PH
Y
Bl
Lab 0]
205 | Room 32 Stools X X Teacher X SCI
PH
Y
Bl
Lab 0]
206 | Room 32 Stools X X Teacher X SCI
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Clock Tower Building Room Amenities and Prioritization Chart

Type Smar | Whit
# of of Smart Project LCD Room Room t e Chalk Bulleti
Roo | Typeof | Seat | Seati | Classroo or Project | Comput | featur | feature | Boar Boar Boar | Podiu n 2n | 3rd | 4th
m # Room s ng m Screen or er es s2 ds ds ds m Board 1st d.
Table
Comput sand Englis
206 er Lab 25 Chairs h
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Kinesiology, Health Education & Aquatics Complex (KHA) BLDG #19 Room Amenities and Prioritization Chart

Smar | Whit
# of Smart Project LCD Room Room t e Chalk Bullet
Roo | Typeof | Seat | Type of | Classroo or Project | Comput | featur | feature | Boar | Boar | Boar | Podiu in 2nd | 3r 4t
m# Room S Seating m Screen or er es s2 ds ds ds m Board | 1st d. h.
KINE | ENG
Classroo S L
103 m 55 Desks X X Teacher X X
Fitness KINE
Fitness Equipme Mirror S
132 Center 63 nt s
Yoga KINE
Yoga Floor Mirror S
133 Studio 35 Mats s
KINE
Dance Mirror S
135 Studio 30 s
KINE
Swimmi Bleacher S
Pool | ngPool s
Tc/ KINE
CRTS Tennis S
(#21) courts
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North Complex (NRTH) BLDG #18 Room Amenities and Prioritization Chart

Smar | Whit
# of Smart Project LCD Room Room t e Chalk Bullet
Roo | Type of | Seat | Type of | Classroo or Project | Comput | featur | feature | Boar | Boar | Boar | Podiu in 2nd | 3r 4t
m # Room s Seating m Screen or er es s2 ds ds ds m Board 1st d. h.
Desks
w/ Teacher MAT | ENG
Comput Comput & H L
101 er Lab 40 ers X X X Student X
Desks
w/ Teacher MAT | ENG
Comput Comput & H L
102 er Lab 40 ers X X X Student X
Lab Tables &
107 Room 32 Chairs X X Teacher X
Lab Tables &
109 Room 32 Chairs X X Teacher X
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Public Safety & Allied Health (PSAH) BLDG #16 Room Amenities and Prioritization Chart

Type Smar | Whit
# of of Smart Project LCD Room Room t e Chalk Bullet
Roo Type of | Seat | Seati | Classroo or Project | Comput | featur | feature | Boar | Boar | Boar | Podiu in 2nd 4t
m# Room s ng m Screen or er es s2 ds ds ds m Board | 1st 3rd. h.
Teacher
Compute &
101 r Lab 25 Desks Student
Paramed
ic Table PBS
Classroo s and F AH
109 m 65 Chairs X X Teacher X X
EMT Table PBS
Classroo s and E
111 m 40 Chairs X X Teacher X X
Respirat
ory Table
Classroo s and AH
113 m 44 Chairs X X Teacher X X
Respirat
ory Table
Classroo s and AH
115 m 36 Chairs X X Teacher X X
Fire Table PBS
Classroo s and E
201 m 73 Chairs X X Teacher X X
Fire Table PBS | ENG
Classroo sand F L
213 m 45 Chairs X X Teacher X X
Fire Table PBS | ENG
Classroo s and E L
215 m 45 Chairs X X Teacher X X
Table PBS | SOCS
AH
Classroo s and F cl
224 m 74 Chairs X X Teacher X X
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Type Smar | Whit
# of of Smart Project LCD Room Room t e Chalk Bullet
Roo Type of | Seat | Seati | Classroo or Project | Comput | featur | feature | Boar | Boar | Boar | Podiu in 2nd 4t
m# Room s ng m Screen or er es s2 ds ds ds m Board | 1st 3rd. h.
Table PBS | VAR | SOCS
Classroo sand F T cl
226 m 74 Chairs X X Teacher X X
Table
Meeting s and
227 Room 25 Chairs X X X
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Zoom Meeting Spaces Available for Students

Location Details
STEM CENTER CNTL-218
LIBRARY 5 STUDY ROOMS AVAILABLE

TUTORING CENTER

1 STUDY ROOM AVAILABLE

68



Scheduling Classes in CourseDog

CourseDog is an academic scheduling and curriculum management platform. For department
chairs, CourseDog serves as a centralized tool to build, review, and optimize class schedules by
aligning course offerings with student demand, faculty availability, and institutional priorities. It
allows chairs to visualize scheduling patterns, manage section details (such as meeting times,
modalities, and room assignments), and collaborate with deans and other departments in real
time. By providing data insights and structured workflows, CourseDog helps department chairs
create efficient, equitable, and student-centered schedules while reducing manual processes
and scheduling conflicts.

Getting Started in CourseDog

&8  Coursedog Adding New Section Walk.. O Nolabel & v o

") &9 Record T Upload @& Open editor Download [g Moveto (0 Copyta -+

(%) Crafton Hills College

- 9 G

Coursedog Adding New Section Walkthrough Video

Watch a step-by-step guide to adding classes in CourseDog

Or

Navigate the CourseDog Help Site
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PREPARING FOR THE SEMESTER

Part-Time Faculty Recruitment and Assignment Guidelines

Faculty Department Chairs play a key role in identifying and recommending candidates for new
part-time faculty positions within their department. The initial interview process, candidate
selection, and recommendations should align with SBCCD Administrative Procedure 7210
(starting on line 1135). While department chairs provide recommendations, the division dean
makes the final hiring decision. Once selected, new part-time faculty will work with the division
administrative secretary to complete the hiring process. For further details, consult the division
dean.

Minimum Qualifications

All part-time faculty must meet the minimum qualifications set by the Board of Governors for
California Community Colleges or hold a valid credential as outlined in Ed. Code 87355. These
qualifications can be reviewed on the CCCCO Minimum Qualifications Website. Candidates who
do not meet the minimum qualifications may apply for an equivalency review, following the
process detailed in SBCCD Administrative Procedure 7210 (starting on line 1246).

Part-Time Faculty Load Limits

When assigning courses to part-time faculty, department chairs must ensure that faculty do not
exceed the 0.67 load limit (or two-thirds of a full-time faculty load) per California Education
Code 87482.5. This applies across both Valley College and Crafton Hills College.

Current Load Calculations for the Physical and Biological Sciences Department

e Lecture (3-unit): 0.2 load
e Lab (1-unit): 0.143 load
e Lab (2-unit): 0.286 load

Faculty load can be checked using the Total Adjunct Faculty Load or FTEF 67% Rule Informer
Report (accessible on campus) or calculated manually:

e Lecture Load: Divide the course units by 15 and round to two decimal places.
e Lab/Clinic/Field Load: Divide total weekly contact hours by 21.
e High Impact Load: Divide total weekly contact hours by 18

The division dean is responsible for verifying compliance with load limits. For part-time faculty,
lab classes are compensated based on three hours per week per unit.
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Onboarding and Compensation

The division dean or division administrative secretary will assist new part-time faculty in
setting up a district email account, campus mailbox, voicemail extension, and keys, if
necessary. Part-time faculty pay is calculated per course based on contact hours multiplied by
the negotiated hourly rate. Non-instructional faculty are paid according to their contracted
hours. For specifics, consult the division dean.

Seniority and Course Assignment

Each year, the district provides an updated seniority list for part-time faculty, which must be
used when assigning courses. While each department may have a slightly different process, this
process must be documented and maintained by the Department Chair.

To determine part-time faculty availability, department chairs may use a faculty availability
form, such as the sample provided below.

Guidelines for Part-Time Faculty

Part-time faculty are responsible for submitting their class syllabus and office hours to their
Division Office. Office hours may be included on the syllabus, and both must be submitted by
the end of the first week of class.

The syllabus must include the course name and the course Student Learning Outcomes (SLOs).
Additionally, part-time faculty are required to enter the results of their SLO assessments at the
end of each semester (refer to JD11 for details).

Office Hour Requirements & Compensation

Part-time faculty are required to hold office hours, as outlined in Article 10.E.2. Compensation
for office hours is included in the updated pay rate established in the Tentative Agreement on
March 22, 2019. The required office hours per week are based on teaching load:

e Upto.4load - 0.50 scheduled office hour per week per semester or session
e .401 load and above - 1 scheduled office hour per week per semester or session

Professional Development Opportunities

Part-time faculty may participate in professional development activities in accordance with
Article 10 of the SBCCD contract. Compensation for professional development is available at the
non-instructional rate, with the maximum allowable hours determined by teaching load:

e Upto.4load - Up to 4 compensated hours per semester
e .401 load and above - Up to 8 compensated hours per semester
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The division dean will provide the necessary forms for requesting compensation. Faculty with
guestions regarding their teaching load or office hour requirements should contact their

Division Office for clarification. These guidelines ensure consistency and support for part-time
faculty while enhancing the learning experience for students.
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Faculty Availability Sheet

Availability Sheet

To: Part Time American Sign Language Faculty
From: Breanna Andrews
Chair, Communication and Language Department
Date: September 1, 2020
Re: SPRING 2021
We are beginning the process of staffing classes for the SPRING 2021 semester. | would like to
know your availability and preferences concerning teaching next semester. If you could return
this information to me via e-mail (bandrews@craftonhills.edu) as soon as possible, but at the

latest by September 11, 2020, | would appreciate it. Thanks.
Name

| am not available to teach during the 2021 Spring semester.

| am available to teach [ 1 class / [ 2 classes (10 units max) during this semester.
Please indicate the time slots that you CAN teach using a Y = yes, available, and the time slots
you CANNOT teach with an N = not available. Leave blank any times that are available to
teach. If there are class times you prefer, mark those times with a “P.” | will do my best to
accommodate your preferences.

Monday Tuesday | Wednesday | Thursday Friday
SAMPLE Y N Y N Y
7:00
8:00
9:00
10:00
11:00
12:00
1:00
2:00
3:00
4:00
5:00
6:00
7:00
8:00
9:00

Please return this form or e-mail me this information no later than September 11, 2020.
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Course Material Requisitions and ZTC/LTC

At Crafton Hills College, we strongly encourage the adoption of Zero Textbook Cost (ZTC) and
Open Educational Resources (OER) course materials whenever possible, of appropriate rigor,
and meet student learning outcomes. These materials help reduce the financial burden on
students while maintaining high academic rigor and meeting course learning outcomes. When
available, OER and ZTC materials are the preferred options to support student success.

Due Dates for Course Materials Orders
Please ensure that course materials orders are submitted by the following deadlines:

e Spring Semester: Orders due by mid-October
e Summer Semester: Orders due by mid-March
e Fall Semester: Orders due by mid-April

Be on the lookout for emails from the bookstore with specific due dates and reminders.
Ordering Process

Course material requisitions must be submitted through the Follett Discover app, located in the
left-side toolbar on Canvas (see Image 1). If the adoption request is not received by the due
date, the last placed adoption will be the default order for your course materials. You will need
to submit material orders every semester, even if you do not make changes to the materials
requested/ordered.

Folle
Discover

Image 1. Follett Discover Canvas lcon.

For those using ZTC or OER materials, please inform the bookstore, and these will auto-renew
each term (see Image 2). Any changes to course materials after the auto-renewal deadline will
require approval from your department chair or discipline lead.
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Image 2. Example of Follett Discover app with “OER No Bookstore Materials.”
Why Timely Material Orders Matter

By submitting your course material orders on time, you contribute to the affordability of course
materials for students. Early orders allow the campus bookstore to source used and rental
books, which results in significant savings for students. If you consistently use the same
materials from term to term, consider working with the bookstore to explore further cost-saving
opportunities for students.

e-Schedule Badges

Once course materials have been submitted to the bookstore, they provide a list of OER/ZTC
courses and titles that meet pricing thresholds to the Office of Instruction. This list is used to
update course badges on the e-schedule. For courses that meet pricing thresholds, badges will
appear, helping students easily identify cost-effective courses (see Image 3). Therefore, it is
essential that the materials submitted to the bookstore are accurate and complete. Both
Crafton’s and the bookstore's system communicate with each other to ensure accurate textbook
pricing at the point of student registration.

: The textbooks used for these sections are available free of charge. Students may still be required to purchase supplies.
: The estimated course materials cost is $2 - $49.99

Ls:s:': The estimated course materials cost is $50 - $99.99

@: The estimated course materials cost is $100 - $199.99

@: The estimated course materials cost is $200 or more

Image 3. e-Schedule Badges with descriptions and price thresholds.
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Faculty Interested in Teaching Online Classes

Training Requirements

Prior to teaching online at Crafton, instructors must have completed or presented verification of
appropriate training in Online Teaching & Learning. This training ensures that faculty are
equipped with the necessary skills to effectively design, deliver, and manage online courses
while adhering to best practices in distance education.

Instructor Verification Process

Faculty must complete the Instructor Verification Process to confirm their eligibility to teach
online. This process may include:

e Submission of equivalent training certificates from other colleges or accredited programs
in Online Teaching & Learning (such as @ONE, Quality Matters, etc.), completed within
the last 3 years; OR

e Participation in Crafton's internal certification program, which covers the college's
Learning Management System (Canvas), accessibility requirements, student engagement
strategies, and other distance education best practices.

Regular and Substantive Interaction (RSI)

Federal and state regulations require that all online courses include Regular and Substantive
Interaction (RSI) between instructors and students, as detailed in CHC’s Regular & Substantive
Interaction statement.

Syllabus Checklist (Best Practice Recommendations)

Creating a college syllabus that is both clear and equitable requires attention to structure, tone,
and inclusivity. A well-designed syllabus communicates care, fosters belonging, and guides
students toward success. The following best practices, recommended by the CHC Academic
Senate, integrate equity-minded principles to help faculty design syllabi that are welcoming,
transparent, and supportive of all learners.

There are other ways in which you could potentially include other information.

Course Information
e Course Title and Number: Include the full course name and any specific course codes.
e Instructor Information: Provide your name, office hours, office location, phone (if
applicable), and email address.
e Add a welcome message.
e Use a welcoming tone, inviting students to reach out and seek help.
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e C(Clearly state that you are available to meet individually with students who need extra
support. Examples of Welcoming Language for Office Hours:

o “I'm here to support your success. Please feel free to visit office hours for
guestions, conversation, or guidance. If the scheduled times don’t work for you,
email me and we'll find another time.”

o “Office hours are for you—whether you want to talk about class concepts,
assignments, or anything that’s affecting your learning.” (see p. 7 in Center for
Urban Education (CUE)).

e Course Schedule and Location: Include class meeting days/times, format (in-person,
hybrid, online), and classroom or platform.

e Instructor Statement of Care: Communicate that you value each student’s presence,
effort, and potential for success. Example from CUE handout:

o All of us in the class, you, me, your peers, have a responsibility to create an
environment in which we can all learn from each other. | expect everyone to
participate in class so that we can all benefit from the insights and experiences
that each person brings.

Course Description
e Provide a clear, plain-language overview of what the course covers and how it fits into
the broader program or certificate.

e Convey that all students are capable of success, regardless of prior experience or skill
level.

e Acknowledge that aspects of the course may be challenging and that it is both
acceptable and beneficial to seek help.

Learning Outcomes
e List the Student Learning Outcomes (SLOs) and course objectives.
e Describe how these outcomes connect to students’ academic, career, and personal
goals, reinforcing respect for students as autonomous and reflective learners.

Required Materials
e Textbooks: Include titles, authors, editions, and access information. When possible,
provide Zero Textbook Cost (ZTC) or Open Educational Resource (OER) options.
e Technology/Software: List required tools and provide instructions for access or support.
e Supplies: Include any materials needed, such as notebooks or lab tools.
e Communicate sensitivity to students’ financial circumstances by providing low-cost or
no-cost alternatives when available.

Course Format and Expectations
e Describe how learning will occur (lectures, discussions, group work, etc.).
e Establish respect, inclusion, and collaboration as class norms.

e Include a class anti-discrimination policy and commitment to addressing racist or
discriminatory comments or behaviors.
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o Ourclass is a space that reflects the institutional values of Crafton Hills, including
diversity and inclusion. As a community, we must combat all forms of
discrimination and prejudice including but not limited to those on the basis of
race, ethnicity, disability, socioeconomic status, sex, gender, gender identity,
gender expression, sexuality, immigration status, and national origin. We shall
work in collaboration to uphold the tenets of diversity, equity, inclusion, and
antiracism in our mindset, practices, and classroom. We commit to creating and
maintaining an environment that allows inquiry and critical perspective while
demonstrating empathy and care. It is our responsibility to embody these
principles as we seek to realize them in our larger society.

e Encourage students to share their perspectives and draw connections between course
content and their lived experiences or communities.

Grading Policy
e Clearly explain how grades will be determined, including grading scale, assighnment
breakdown, late work, and regrading policies.
e Provide multiple methods of assessment to allow students to demonstrate learning in
diverse ways.
e Use transparent grading rubrics that demystify expectations.

Course Schedule/Topics
e Include a week-by-week outline of topics, readings, and deadlines.
e Incorporate culturally relevant readings and examples.
¢ Include opportunities for students to connect course content to real-world issues
affecting their communities.

Assignments and Exams
e C(learly describe each assignment’s purpose, format, and evaluation criteria.
e Include assignments that invite critical reflection and connections between course
content and community contexts.
e Promote awareness of social inequities and dominant norms through critical inquiry.
e Al Use Statement: Clarify whether and how Al tools may be used responsibly and
ethically for exams.

Student Support and Resources

e Emphasize that seeking support is a sign of strength.

e List key campus resources such as tutoring, counseling, and technology support. Canvas
support info: Refer to Professional Development Team for Faculty Handbook.

e Include clear contact information and encourage early engagement.

College Policies
e Diversity and Inclusion: Affirm your commitment to creating an equitable, inclusive
environment. District: Resources for Title IX. Crafton Hills College: Resources for Title IX.
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e Student Accessibility Services: Provide procedures for requesting accommodations.

e Student Code of Conduct: Reinforce respect and professionalism.

e Attendance Policy: Explain flexibility for illness or emergencies.

e Al Use Statement: Clarify whether and how Al tools may be used responsibly and
ethically.

e Academic Integrity: Define expectations for honesty and originality. Review information
from Title IX.

Communication Expectations
= State your preferred contact method and response time.
= (Clarify how updates and announcements will be shared.
= Communicate openness to feedback on teaching practices and student experiences.
= Create communication plan:
o How can students contact you?
o How will you contact students?
o How will students interact with each other?

Classroom Etiquette
e Set expectations for respectful participation and technology use.
e Include norms for constructive dialogue, especially around sensitive topics.

Contingency Plan (Emergencies or Disruptions)
e Explain how instruction will continue during unexpected events.
e Qutline how students can access materials or communicate if the course moves online.

Important Dates
e Add/Drop Deadlines
e Withdrawal Deadlines
e Final Exam Dates
e Holidays or Campus Breaks

Tips for Creating a Clear, Inclusive, and Engaging Syllabus

Welcome Students: Use affirming, supportive language that communicates care and belonging.
Refer to USC Equity Minded Syllabi Review Guide. Ask the Academic Senate for an electronic
copy of this document.

e Demystify College Processes: Present information in student-centered language.

e Create Partnership: Emphasize that success is shared between instructor and learner.
o Update/create syllabus (parts of syllabus) with students.

e Validate Ability: Communicate confidence in every student’s capacity to succeed.

e Represent Diversity: Include multiple voices, perspectives, and cultural contexts.

e Deconstruct Dominant Norms: Encourage analysis of inequities and critical awareness.

e Be Transparent and Organized: Make the syllabus visually clear and easy to navigate.
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e Be Flexible, but Firm: Maintain fairness while accommodating genuine needs.

By following these guidelines, faculty can create syllabi that not only clarify course expectations
but also foster equity, belonging, and student success. Refer to the USC Race and Equity Syllabi
and/or the Center for Urban Education (CUE) checklists. Ask the Academic Senate for an
electronic copy of these documents.

Additional Resources

e USC Race and Equity. Equity Minded Inquiry Series: Syllabus Review
e Center for Urban Education (CUE): Course Syllabus handout

e Liquid Syllabus
e Liquid Syllabi blog with examples
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Student Course Challenges vs. Credit by Exam

Course Challenges

JD17. Handles and is responsible for student challenge requests such as pre-requisites, course
substitutions, and modification of majors.

There are two types of challenges that a student may be requesting, one is for credit by exam,
and the other is a prerequisite challenge (see next page).

Currently enrolled students who feel that their knowledge is equivalent to the course content of
a currently approved course may apply for Credit by Examination. To do so, the following
conditions must be met:

= The student must submit evidence of extensive background and/or experience in the
subject area to the instructor of the course or Faculty Lead of the discipline.

= The student must have completed twelve (12) or more units at Crafton Hills College or
be a permanent employee of the San Bernardino Community College District

= The student must be enrolled in the college during the semester in which the
examination is taken, but not enrolled in the course for which the student wishes to earn
Credit by Examination

= The student must have the approval of the Faculty Lead of the discipline or Department
Chair.

Students may receive Credit by Examination in foreign language courses only in sequence from
the lowest to highest level. See a counselor for details.

To apply, the student must submit a fully completed and signed application for Credit by
Examination for each course requested to the Office of Instruction (CCR-235). Applications may
be obtained in the Admissions and Records Office (CCR-111).

Prerequisite challenges are to be handled by the current agreements with the assessment
center, counseling center and the department. Please meet with these areas to be sure the
processes are accurate and applicable.

Students through Admissions and Records, usually via an email, request course substitutions.
These requests are evaluated and are either confirmed or denied by the Department Chair.
Usually these are courses from other educational institutions. Approval must be documented
and returned to Admissions and records, again via an email.
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Differences between a Course Challenge and a Credit by Exam

Course Challenge

Who is this process for?
Students who want to skip an intro level course without earning the units for the course.
Students who are not planning to major in the specific discipline.

How much does this test cost?
Free

What steps do | need to take?

1. Student meets with a counselor before completing and submitting the Course Challenge
form. Only one course (level) can be challenged.

2. Student completes the Course Challenge form, attaches appropriate documentation, and
submits it to the Department Chair or Faculty Lead of the discipline, for scheduling of
the challenge assessment.

3. Faculty administers the Challenge and emails the results to chcoutreach@sbccd.cc.ca.us

4. The Counseling Office will enter the EQ in Colleague with notes, if approved.

5. The Counseling Office will notify the student and inform them of appropriate next steps.

What happens after the process?

If the student meets the Course Challenge Requirements, they can enroll in the next level
course. If the student does not meet the Course Challenge Requirements, the student can enroll
in the lower level class and take the courses in their traditional sequence.

*More information is available from the Admissions and Records Department

Credit by Exam

Who is this process for?

Students who want to skip an intro level course AND earn the units for the course. Students
who are planning to major in the specific discipline. Foreign Language courses must be assessed
in sequence from lowest to highest level.

How much does this test cost?
Free

What steps do | need to take?

1. Student meets with a counselor before completing and submitting the Credit by Exam
form.

2. Counselor or Admissions & Records will verify the student is currently enrolled in or has
completed 12 units at CHC (requests to waive the unit requirement must be approved by
the VPI).

3. Student works with the Full Time Faculty in the discipline to schedule the exam.
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4. Full Time Faculty member in the discipline administers the exam and emails grade
results to Admissions and Records Office for recording of the final course grade.
5. Admissions and Records enters the grade and notifies the student.

What happens after the process?
This assessment is graded. The grade earned will be submitted for documentation on the
student's transcript and units will be awarded accordingly.

*More information is available from the Admissions and Records Department

Student Workers

Federal Work Study Students: FWS is federally subsidized employment available to students
with financial need. Priority is given to those students who have completed the necessary
paperwork by the appropriate deadlines. The length of a student’s employment under FWS
funding is based on the student’s FWS award, pay rate, and hours worked per week.

If you are interested in the Federal Work-Study (FWS) program, you are required to complete a
Free Application for Federal Student Aid (FAFSA). The Financial Aid Office will determine if you
meet eligibility. If determined eligible, after you have been awarded a Federal Work-Study
award, you may apply for a position online. For more information please visit the Office of
Financial Aid or Federal Work Study. Note: Students cannot begin working until all hire forms
have been completed and approved by the Office of Financial Aid and Human Resources.

SBCCD-approved Volunteer: This is a non-paid position. Student and non-student volunteer who
would like to gain experience on campus during business hours may identify with an individual
who they want to volunteer with. A SBCCD volunteer form will be required and submitted to
SBCCD office. The submission will need approval from the Dean and SBCCD Board. Once
approved by SBCCD, the volunteer work may begin. The timeline of volunteer work may be
requested on the volunteer form.

If you are the one requesting any of these hires although you are not technically a supervisor,
you will be asked to sign off on the employee’s monthly timecard in order for them to be paid.
Timecards are usually filled out by the employee and turned into you by the 11th of each
month. You will sign it and then have the employee take it to the division secretary, or
foundation depending on the funding source.

The number of hours these employees can work will vary depending on funding sources and
title.
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TEACHING

Substitute Instructors

If a faculty member, full or part-time, is going to miss class or several classes they need to
contact the Dean to assist them in arrangements for a substitute.

Student Concerns

AP 5530 (last updated 2024) establishes a clear process for resolving student grievances
regarding actions by instructors, college officials, or other students that negatively impact a
student’s rights, status, or privileges. Certain matters fall outside the scope of this procedure,
including complaints related to sex discrimination under Title IX, financial aid appeals, grade
appeals, student disciplinary actions, and police citations. The grievance process encourages
students to first attempt informal resolution by addressing their concerns directly with the
involved party. If unresolved, students should seek mediation through the appropriate
department chair or administrator before escalating the matter further. For cases where
informal resolution is not possible, the procedure outlines a formal grievance process that
requires students to submit a written complaint to the designated College Grievance Officer,
Vice President of Student Services, within the specified timeframe. The policy details the
formation and role of the Grievance Hearing Committee, including the steps involved in the
hearing process, the presentation of evidence, representation rights, and decision-making
procedures.

Student Conduct

AP 5500 (last updated 2024) outlines the expectations for student behavior and the procedures
for addressing violations. If a district community member experiences harassment, whether
verbal, physical, or sexual, or if there is a violation of academic integrity, they should promptly
report the matter to the Dean of Student Services. Harassment is broadly defined to include
bullying, bias-related incidents, stalking, discrimination, and other behaviors that create an
unsafe, negative, or unwelcome environment for any member of the district community.
Additionally, academic misconduct, including cheating, plagiarism, and fabrication of
information, is strictly prohibited and subject to disciplinary action. For further clarity, students
should refer directly to AP 5500 for a comprehensive list of behaviors that constitute
misconduct and the corresponding disciplinary actions.

Starfish

Starfish is an online student success platform implemented to enhance student retention and
academic achievement. It facilitates seamless communication and coordination among
students, faculty, counselors, and support services. Required Student Progress reports are
opened for faculty to complete during the halfway point of each course.
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Key Features

e Progress Reports for special population programs: Instructors provide feedback for
students who are enrolled in special programs such as EOPS, SAS, Honors, Veterans,
Athletics, and more.

e Kudos: Instructors can acknowledge and encourage student accomplishments, fostering
motivation.

e Referrals: Faculty and staff can connect students to campus resources such as tutoring
or counseling services.

e Early Alert System (including Progress Reports): Faculty can raise "flags" to notify
students and advisors about academic concerns, enabling timely interventions.

o Automatic flags are available to help keep students engaged and on track—a
simple way to provide early support when students start to struggle.

* 4 Automatic Canvas Inactivity Flag — Get alerted when a student hasn’t
logged into Canvas for a set number of consecutive days, so you can step
in before they fall too far behind.

. Automatic Low Grade Flag — Receive a notification when a student’s
grade drops below a threshold you set, allowing you to offer timely
academic support.

If your entire department wants to opt in to one or both flags, we can set them as recurring, so
you won’t need to re-sign up each semester—especially useful for asynchronous online courses!

To activate, send an email to starfishfaculty@craftonhills.edu with the following details:

e Start Date of desired flag (choose a Monday for initial set up):
e # Days of Inactivity OR % threshold for Low Grades:
e Course and Section Numbers(s):

Benefits

e Enhanced Communication: Streamlines interactions between students and faculty,
ensuring that students receive timely support.

e Proactive Support: Identifies at-risk students early, allowing for prompt interventions to
address academic or personal challenges.

e Integrated Services: Connects various campus support systems, providing a cohesive
approach to student success.

e Data-Driven Decisions: Offers analytics to help faculty and administrators monitor
student progress and the effectiveness of support services.

By leveraging Starfish, department chairs can foster a collaborative environment that
proactively supports student success, leading to improved retention and academic outcomes.
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Travel

The Travel/Conference Request and Claim Form (formerly AC-9 and AC-10) is used to request
and gain approval for off campus travel or conference attendance and funding, as well as refund
expenses. Part A and B must be completed, submitted, and approved before travel. Upon
completion of travel, part C will need to be completed and have all receipts attached to receive
a reimbursement.

Note that all travel must be approved using the above form. There is a separate process to seek
funding from the Professional Development Committee.
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EXTRA LINKS AND RESOURCES

The “Calculator” Tool

This tool allows users to calculate key course details by entering information such as contact
hours, weeks, meeting days, student enrollment, and units. It can estimate class start and end
times, FTES generated from enrollment and attendance, and the number of sections needed to
meet FTES targets. Additionally, it converts hours to units (and vice versa) and automatically
generates minimum and maximum contact and out-of-class hours for lectures, labs, clinics, and
field courses in CurrlQunet.

DE Approved Instructors

Department Chair Extra Work Stipend

Per the CTA contract, up to 100 hours per academic year at the non-instructional rate for duties
required to be performed on campus during the summer, spring, and winter breaks, can be
compensated. Exceptions to performing the duties on campus may be made by mutual
agreement between the chair and supervising manager. The following form must be completed
and submitted upon returning from the break.

Please download the form before you start inputting your information.

Milage Reimbursement Form

Dual enrollment faculty are encouraged to complete the milage reimbursement for to allow for
payment of miles driven to/from the dual enrollment site, using Crafton Hills College as the
starting and ending location.
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