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DEPARTMENT CHAIR JOB DESCRIPTION 

Endorsed by Deans Council and Department Chairs 11/ 04/ 19 
 
General: A Department Chair serves at the will and pleasure of the President and reports directly to their 
Dean. Department Chairs must undergo annual evaluation by the Department Faculty and Dean, and are 
reviewed by the Vice President of Student and Academic Affairs. Faculty evaluations of an incumbent 
Chair are also factored into the appointment process.   
 
Roles and Responsibilities of the Department Chair 
To be eligible, a candidate must be an unlimited full-time or part-time faculty member of the department 
who is familiar with South Central College’s academic policies and procedures. An exception can be made 
to the unlimited requirements in special circumstances.   
 
I. MSCF Master Agreement 
 
Subd. 6. Department and/or Division Coordinators/Chairpersons  
The college president may establish, through the Shared Governance Council at each college, department 
and/or division coordinators/chairperson’s positions as needed. If such positions are established they shall 
be based upon the faculty members’ community of interest and shall be done in accordance with the 
following: 
 

A. Selection Process.  The faculty members in each department and/or division may annually 
submit to the college president a list of at least two (2) acceptable candidates for the position of 
department and/or division coordinator /chairperson. The college president shall appoint the 
department and/or division coordinator/chairperson from among the acceptable candidates.  
However, if none of these will voluntarily accept the appointment, or if no list is submitted, then 
the college president may select and appoint no later than May 15 a department and/or division 
coordinator/chairperson from the department for a one (1) year term for the following year. 

 
B. Duties.  Department and/or division coordinators/chairpersons shall coordinate the activities of 

the department and/or division through a regular consultation with all members of the 
department and/or division, the Shared Governance Council and the college president.  
Department and/or division coordinators/chairpersons may responsibly direct other members of 
the bargaining unit in their department and/or division only, but may not exercise other 
supervisory responsibilities as defined by M.S. 179A.03, Subd. 17. 

 
C. Compensation.  The administration at each college shall establish, through the Shared 

Governance Council, the tasks and responsibilities that will be assigned to each department  
and/or division coordinator/chairperson.  After these tasks and responsibilities have been 
established, a credit equivalence shall be assigned to department, and/or division coordinators/ 
chairpersons for their coordination/chairperson responsibilities. If there are ten (10) or fewer FTE 
faculty positions in the department and/or division, the credit equivalence shall be no less than 
three (3) per semester unless the chapter president, coordinator and college president agree in 
writing to a lesser amount. If there are more than ten (10) FTE faculty positions in the 
department and/or division, at least one (1) additional equated credit per semester shall be 
assigned for each additional ten (10) FTE faculty positions or fraction thereof. Normally, the 
equated credits will be used in determining release time from other assignments. However, in 
cases where the release time cannot reasonably be granted without undue disruption of the 
responsibilities of the department and/or division, the administration may elect to pay for the 
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equated credits as overload pay. Also, the administration may in such cases elect to assign part 
of the equated credits as release time and the rest as overload pay. 

 
D. Overload Limitation.  Department and/or division coordination/chairperson overload pay may 

exceed the forty percent (40%) overload limitation; but if it does, such department/division 
coordinator/chairperson shall not be eligible for additional overload pay, extra weeks, or summer 
school. 

 
E. Consolidated Campuses.  At consolidated campuses where departments/divisions are 

combined, an alternate process for designating departments/divisions and electing coordinators/ 
chairpersons may be implemented by mutual agreement of the administration and the MSCF. The 
compensation of the elected coordinator/chairperson shall be pursuant to the provisions of the 
faculty member’s former unit designation. An alternate method for compensation may be 
implemented at the request of the faculty member and upon agreement of the college president 
and the MSCF. 
 

II. South Central College Operating Protocols 
 
The following protocol outlines the steps that are to be taken for the appointment of Department Chair. 

A. Faculty in each department recommend two candidates in accordance with the MSCF Master 
Agreement. These names are sent to the MSCF Presidents for both campuses. 

B. MSCF Presidents advance their endorsement of two candidates to the Office of the Vice President 
of Student and Academic Affairs. 

C. The Vice President of Student and Academic Affairs forwards his/her recommendation for 
Department Chairs to the College President. 

D. The Office of the President sends a letter of appointment to each Chair, copying his/her 
supervisor, the Dean of the College, MSCF Presidents, Vice President of Student and Academic 
Affairs and Chief Human Resources Officer. 

E. This process must be completed by May 15, in accordance with the MSCF Master Agreement.  
 
Appointment  
The Department Chair selection process will follow the contractual language outlined in the MSCF Master 
Agreement.  The Co-Presidents of MSCF will submit to the Vice President of Student and Academic Affairs 
two names and, the College President will formally appoint the nominee as Chair. The chair serves a two-
year term, which may be renewed based on performance review by Vice President of Student and 
Academic Affairs. 
 
Should a Chair position be vacated for any reason before completion of the appointed two (2) year term, 
the President, in collaboration with the Dean and Vice President of Student and Academic Affairs and Co-
President of MSCF, may appoint an Interim Department Chair for a term of up to two (2)   years.   An 
interim chair may be appointed while searches are taking place and/or at the end of such searches if no 
appointment is made. The Dean may appoint interim Department Chairs after consultation with the Vice 
President of Student and Academic Affairs and Departmental faculty for terms of up to two (2) years and 
final approval of the College President. 
 
Duties 

A. Basic Functions  
1. The Chair is the liaison between the Administration and the Faculty in the department.  
2. The Chair receives information, requests, and tasks from a variety of campus sources and 

channels them to the members of the department. The Chair channels the responses back to 
the various originators. The “campus sources” include administrators, faculty committees, 
and student groups. The Chair is responsible for helping department members set and 
achieve department goals. The Chair also serves as an advocate for ideas and plans 
originating from within the department.  
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3. Chairs represent the faculty in academic areas and assist the Dean in the conduct of matters 
affecting academic divisions; however, supervisory issues are not included in the 
responsibilities of chairs. 

 
B. Major Responsibilities  

1. Budget  
 On an as-needed basis, assist in the preparation of annual budget request  
 Confer/consult with Dean on monthly expenditures under the department chair’s scope of 

responsibility on an as-needed basis  
 Coordinate department requests and purchases with Administrative Assistant 

 
2. Curriculum  

 Assist and facilitate the curriculum development process in accordance to the language 
and procedures outlined in the MSCF agreement and local curriculum committee 
guidelines 

 Facilitate assessment activities 
 Facilitate program review  
 Consult with Dean and VP of Student and Academic Affairs on proposed curricular 

changes 
 

3. Scheduling  
 Facilitate strategic course scheduling by required dates  
 Request part-time faculty positions  
 Coordinate course offerings with other departments  

 
4. Personnel  

 Assist the dean with the hiring and onboarding of new faculty (e.g. inform dean of hiring 
needs, make introductions within department, explain the evaluation process, provide a 
campus tour, etc.) 

 Consult with the Dean on personnel decisions involving department members  
 Coordinate planning for professional development activities and present departmental 

recommendation on requests  
 Work with members of the department to develop an equitable workload plan  
 Plan and coordinate advisory board meetings and minutes, where applicable 
 Meet regularly with faculty to provide departmental and college-wide updates including 

policies and procedures  
 Assist faculty with compliance with faculty professional development and evaluation 

processes  
 

C. Facilities  
1. Assist in the administration of departmental properties, laboratory usage, maintenance of 

equipment  
2. Advocate for space allocation and for shared facilities 

 
D. Outside Department  

1. Coordinate personnel to represent department at all functions where a member is needed 
(e.g., open houses, student tour groups)  

2. Assist Dean with activities related to external accrediting agencies  
3. Coordinate departmental activities with non-departmental entities and articulation 

agreements 
4. Participate in Deans & Department Chairs Meeting 
5. Participate in Academic Affairs and Standards Council (AASC) 

 
E. Students  

1. Review student requests and concerns (special requests to the department, etc.)  
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2. Assist in the recruitment and retention of students for the college in general 
 

F. Reporting Relationships  
1. The Dean supervises all staff and faculty in the department 
2. The Department Chair reports to the Dean of the department 
3. The Department Chair coordinates the work of:  

 Full- and Part-time faculty  
 Adjunct faculty  
 Faculty from other departments teaching courses within the department 

 
G. Extent of Formal Decision-Making Authority  

1. The chair has the authority to make decisions necessary to complete the responsibilities of 
the position 

2. It is likely that the Department Chair will be called upon regularly to make recommendations 
on the following:  
 The effectiveness and efficiency of departmental staff and program, this excludes any 

supervisory responsibility 
 The adequacy of existing instructional resources and the appropriate timetable for 

replacement or purchase of new equipment 
 

H. Rules, Policies and Procedures Governing the Position  
1. The Chair is governed by the MSCF Master Agreement and is therefore expected to be 

familiar with the policies and procedures therein. 
 

Compensation 
Department Chairs may be compensated for the extra duties of that office during the Fall and Spring 
Semesters in accordance to the MSCF Master Agreement Article 11, Section 2, Subdivision 6 – C, which is 
also referenced in the above section, “Roles and Responsibilities of the Department Chair”.  Department 
Chairs may be compensated for 1 – 2 days of duties in the summer months and breaks with prior 
approval of Vice President of Student and Academic Affairs and the Vice President of Finance and 
Operations. 
 
Removal 
A Department Chair can be relieved of administrative duties at any time during the term of appointment. 
The President can relieve the Department Chair of administrative duties if there is a clear indication of the 
necessity for such action, but only after extensive consultation with the department members, local MSCF 
Co-Presidents of MSCF, and the Vice President of Student and Academic Affairs and only after the Chair 
has had the opportunity to respond to the President concerning the allegation or problem. Being relieved 
of administrative duties does not affect the Chair's status as a faculty member. 
 
Temporary Absence 
When a Department Chair is to be absent for a period of one month or less, the Chair has the authority 
to appoint a substitute from within the department after consultation with the Dean. When the absence is 
unforeseen or will be for more than one month, the Dean will appoint an Acting Chair as stated above. 
 
EFFECTIVE DATE: November 4, 2019 
 
SOUTH CENTRAL COLLEGE IS COMMITTED TO A POLICY OF NONDISCRIMINATION AND 
AFFIRMATIVE ACTION IN ITS EDUCATION PROGRAMS, ACTIVITIES AND EMPLOYMENT 
PRACTICES.  
 
 
Endorsed by Department Chairs: November 4, 2019 
Endorsed by Deans Council: November 4, 2019 
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Approved by President’s Cabinet:   
Approved by Shared Governance: 
Revised and Final as of:  
 
 
 
 

 

 


