
Mission: South Central College provides accessible higher education to promote student growth and regional economic development. 

Vision: South Central College will be the region’s leading institution for transitioning individuals into the college environment, educating 
students for technical careers, and building student capacity for future study through inclusive student-centered programs and services.  
The college will be a committed partner in the regional economy, helping individuals and organizations compete in the global marketplace. 

COMMITTEE NAME: Faculty Shared Governance 
Academic Year: 2019-2020 

MEETING DATE 
Friday, September 20, 2019 
1:00-3:00 p.m., President’s Conference Room – Faribault & North Mankato/Dr. Parker thru 
Zoom

NEXT MEETING 
Friday, October 25, 2019  
1:00-3:00 p.m., Elysian Visitor Center 

AGENDA
I. Welcome/Introductions

Presenter: Arlene Eliason

II. Call to Order
Presenter: Arlene Eliason

III. Roll Call of Members/Attendance
Presenter: Susan Jameson

IV. Additions to Agenda
Presenter: Arlene Eliason

V. Adoption of Agenda
Presenter: Arlene Eliason

VI. Approval of Minutes
(April 26, 2019)
Presenter: Arlene Eliason

OLD BUSINESS/STANDING ITEMS 

VII. President’s Update
Presenter: Dr. Annette Parker
Purpose (Discussion/Information/Recommendation-Action): Information
Time Allotted: 15 minutes

VIII. Vice President of Student & Academic Affairs Update
Presenter: Dr. DeAnna Burt
Purpose (Discussion/Information/Recommendation-Action)
Time Allotted: 15 minutes
• D2L back up (Information)
• Update on Program Marketing (Information)
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• ATD Coaches visit Oct. 2-3 (Information)
• Reaffirmation of Accreditation (Information)

IX. Vice President of Finance & Operations Update
Presenter: Roxy Traxler
Purpose (Discussion/Information/Recommendation-Action):
Time Allotted: 15 minutes
• Remodeling/Construction update (information)
• Safety & security (Information & Discussion)
• Finance update (information)

X. Human Resources Report
Presenter: Dawn Pearson
Purpose (Discussion/Information/Recommendation-Action):
Time Allotted: 10 minutes
• Weekly Staffing Report (Information)
• General Updates (Information)

XI. Grievance Representative Report
Presenter: Dave Edwards / Dr. Shayne Narjes
Purpose (Discussion/Information/Recommendation-Action): Information
Time Allotted: 5 minutes

XII. Department Chair Position Description
Presenter: Dr. DeAnna Burt
Purpose (Discussion/Information/Recommendation-Action): Information
Time Allotted: 5 minutes

XIII. Policy & Procedure update
Presenter: Dr. Marsha Danielson
Purpose (Discussion/Information/Recommendation-Action): Information
Time Allotted: 15 minutes

XIV. Internal Communications Action Plan update
Presenter: Dr. Marsha Danielson
Purpose (Discussion/Information/Recommendation-Action): Information
Time Allotted: 15 minutes

NEW BUSINESS 

XV. March/April meeting schedule
Presenter: Arlene Eliason
Purpose (Discussion/Information/Recommendation-Action): Discussion
Time Allotted: 5 minutes

XVI. Request for Future Agenda Items
Presenter: Arlene Eliason
Purpose (Discussion/Information/Recommendation-Action): Discussion
Time Allotted: 2 minutes
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XVII. Adjourn

ATTACHMENTS: 
VI. Minutes from April 26, 2019
VIII. Vice President of Student & Academic Affairs Update (2 attachments)
X. Staffing Report
XII. Department Chair Position Description (3 attachments)

*Purpose Definitions:
Discussion- items that require input and conversation/debate before an action is taken (or not). Attendee role is to
give input representing their work area.
Information – the purpose is to provide background information for the other attendees at the meeting. Attendee
role is to listen and ask clarifying questions.
Recommendation/Action- Make a decision by consensus. That means that everyone can support and implement the
decision if given their roles on the team. Attendee role is to be part of the decision making process.
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Mission: South Central College provides accessible higher education to promote student growth and regional economic development. 

Vision: South Central College will be the region’s leading institution for transitioning individuals into the college environment, educating 
students for technical careers, and building student capacity for future study through inclusive student-centered programs and services.  
The college will be a committed partner in the regional economy, helping individuals and organizations compete in the global marketplace. 

COMMITTEE NAME: Shared Governance 
Academic Year: 2018-2019  

MEETING DATE 
Friday, April 26, 2019 
1:00 to 3:00 pm 
Elysian Tourism Center 

MINUTES 
Welcome/Introductions 
Guests: Steve Mills, Director of IT Services, and Marsha Danielson, VP of Economic Development 

Call to Order 
Renee Guyer called the meeting to order at 1:16 p.m. 

Roll Call of Members 
Present:  Gale Bigbee, Dave Edwards, Arlene Eliason, Mark Friedman, Renee Guyer, Cristen High, Shayne Narjes, 
Teresa Neufelder, Dr. Annette Parker, Dr. DeAnna Burt, Dawn Pearson 
Absent:  Ben Braswell, Kurt Dershem, Laurie Kodet-Johnson, Jennifer Ongie-Jindra, Lucinda Wells, Roxy Traxler 

Additions to Agenda 
There were no additions to the agenda 

Adoption of Agenda 
The agenda was adopted by the Chair 

Approval of Minutes  
Dave Edwards moved to approve the March 22 Minutes as written. Arlene Eliason seconded. Motion carried. 

President’s Update 
Marsha Danielson was in attendance as part of the MinnState Executive Leadership experience, which she will 
complete in June.  

Legislation session continues with attention to tuition freeze, fee increases, and tuition differential (elimination of 
additional cost for online classes). Student consultation letters and support have been submitted to the Minnesota 
State Board of Trustees and were overall positive. SCC is in good shape to endure some cuts but not harsh cuts, 
others system entities may not.  SCC successfully removed its name from the text book legislation that it did not 
agree with and was not a part of drafting. These items will continue to be monitored as the session continues.  

The recent Paramedic Site Visit, Graphics Communications Fair, and Presidential Scholarship interviews were 
discussed as successful items illustrating students’ positive opinions of SCC faculty and the SCC experience.  

Human Resources Report 
Several searches are underway and additional searches will begin soon as positions were recently approved in 
Agribusiness, Accounting, Architectural Drafting and Design, and Graphic Arts.  

There was concern expressed as to why two of the positions (Drafting and Graphic Arts) were temporary part time 
positions. Dr. Burt explained that through discussion with the department chair and the dean, in consultation also 
with the former CFO, agreement was reached to fill the Architectural Drafting position with a TPT and monitor the 
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program for 1 year. A TPT position for Graphic Arts will provide time to onboard the new Dean of LAS who will act 
as the hiring supervisor for that position.   

Vice President of Student & Academic Affairs Update 
Dr. Burt thanked everyone for their involvement in various aspects of the search process for the deans for Career 
& Technical Education, Health Sciences, and Liberal Arts & Sciences. An offer of employment has been extended to 
the Dean of Health Science and the Associate Vice President of Effective Teaching and Learning – announcements 
are anticipated in the coming week. Dr. Burt is still evaluating feedback and associated materials pertaining to 
finalists for the Dean of Career & Technical Education and the Dean of Liberal Arts and Sciences.   

John Harper has been appointed Search Chair for the VPSAA Administrative Assistant position and that search 
committee is working under an aggressive timeline. It is anticipated that the work of the search committee will 
conclude by May 17 and an offer of employment extended to the top candidate shortly thereafter.  

The Department Chair Job Description document revised and finalized in 2013 has been updated at the request of 
the department chairs. This job description has been approved by the department chairs, deans, and the Cabinet, 
and was also discussed with AASC.   

Two programs recently presented their program reviews--Marketing and Carpentry. The program review schedule 
dated March 27, 2018 was published to include program reviews for 2018-19 through 2021-22. However, some 
discrepancies have been observed which would require some programs to go back under review prior to the 4-
year cycle agreed upon in the policy. Dr. Burt has invited programs impacted by this to request adjustments to the 
schedule via the program dean to her office.   

We are on track to submit the AQIP Systems Portfolio by the July 1 deadline. We anticipate feedback in Fall 2019 
and the opportunity to implement improvements. The onsite visit from the Higher Learning Commission is 
scheduled for March 2020.  

Dr. Burt debriefed sessions she attended during the 2019 HLC Annual Conference and the 2019 AACC Convention 
on the Negotiated Rule-Making (“Neg Reg”) process and she encouraged everyone to get up the speed on this 
process and its impact on higher education. These negotiations between the regional accreditors and the 
Department of Education on the behalf of the current White House administration, addressed topics such as 
distance education, definition of the credit hour, non-accredited providers, dual enrollment, and credentialing. 
Fortunately, the negotiators reached unanimous consensus so that the decision was not taken out of their hands 
and deferred to the White House. Dr. Parker weighed in with an update on contract negotiations with Minnesota 
State.  

An ICC Immersion Experience is planned for May 21-23. Faculty are expected to submit artifacts on the 
Communication Institutional Core Competencies (ICC) by Friday, May 17, with the definition of one artifact per 
program being discussed. It was determined that those working on Goal Area 1 for ICC can use that as evidence 
(artifacts) for LAS and nothing further needs to be submitted. This workshop will be a deep dive into assessment. 

The timing of distribution of materials for the Business, Industry, and Agency Internship Guidelines was discusses 
as this provides an opportunity for faculty to participate in summer internships. Dr. Burt and her interim 
administrative assistant will get up to speed on this process, update the materials, and expedite distribution and 
decisions before the last faculty work day. 

Vice President of Finance & Operations Update 
Roxanne (Roxy) Traxler, VP Finance and Operations, was unable to attend as she is working with the System on the 
bonding project. Dr. Parker gave an update on her behalf.  

There was concern about the division of duties and that this meant additional staff would need to be hired to 
oversee areas. It was clarified that Roxy has been tasked with examining the structure of the areas she oversees 
and make a recommendation to reduce the number of direct reports she has. The example of the IT department, 
which Steve Mills oversees, was given. Currently, Roxy is focusing on the building project which had gotten off 
track due to personnel illnesses. For the moment, Narren Brown will oversee the budget planning, while Roxy gets 
the building project back on track.  
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The Building project was also discussed. Currently there is not a need to adjust class start and end times to 
accommodate construction, but this option is open if needed. Construction documents are being finalized and a 
new Construction Manager will be hired in the next few weeks. Construction bids are due May 26 with 
construction to begin the first week in June in Building A and mid-June in building E. Heritage Hall will also be 
renovated in the summer. Furniture will be ordered in the next few weeks.  

The budgeting process and the addition of object codes were discussed. This year’s budget is more in line with 
spending and is in alignment with our stated priorities for accreditation.  

Faculty offices were discussed, looking at both during and after construction. Current Deans were asked to address 
this prior to the new deans starting in July. Construction will also affect staff and administration offices. Faculty will 
need office information before summer so that they can move items before leaving; all were reminded that some 
faculty remain in the summer and will need offices as well. More information, including standardized labeling, 
temporary maps and other communications will be forthcoming. It was suggested that a standard website for 
construction news be maintained.  

Concern was expressed regarding the lack of large gift acknowledgements creating awkward conversations for 
faculty in the community. May 7 there will be a press release concerning one of those gifts and the naming of a 
wing.  

Grievance Representative Report 
There was nothing to report at this time, but upcoming conversations are scheduled. 

OLD BUSINESS 

NEW BUSINESS 

IT update 
Steven Mills provided two handouts and summarized the Employee Computer Replacement plan that was also 
recently emailed to the campus community. The first handout laid out the Employee Computer Replacement 
Procedure, which allows for a four-year replacement cycle for employee computers. The second handout was 
concerning the standard equipment option. Faculty and Staff are encouraged to look at the standard equipment 
when possible to fit their needs. Faculty expressed a need for also standardizing the classrooms and AV carts. ITV 
rooms are being aligned with the construction project.  Generally, the difference between the 14” and 15” laptop 
is that the 15” version has a ten key pad and slightly larger screen.  The moving of E103 machines to E112 and the 
moving of data lines was also discussed and is in the plan.  

Request for Future Agenda Items 
There were no requests for specific agenda items for meetings in the next academic year. 

Adjourn 
The meeting was adjourned at 2:39 p.m. 

Recorded by 
Susan Jameson 
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Marketing & Communications Talking Points for Academic Division Meetings 

 General Information

‐ The marketing & communications department includes marketing, in‐house graphic design and
printing, web development and public relations. 

‐ Services offered that can help with academic program marketing –  
 Please Go through BLUE Marketing & Communications Services Sheet.
 Focus on the Events & News form in particular, which includes easy tactics academic programs

can do to help market themselves through “mini‐campaigns.” They just need to fill out the online
form with content and we’ll do the rest! At least 2 weeks notice is appreciated (month better).

‐ Team approach to new student recruitment with each of the following playing important roles  
marketing – admissions – faculty. 

 Q1 FY 2020 (July ‐ September 2019) Focus

‐ General recruitment materials creation for the 2019‐20 school year (can mention new potential 
program areas if you like) 

‐ Program webpages and program cards ‐ received dean/department approval on most last spring, 
providing another opportunity this fall to look at these and others not addressed last spring. 
Marketing and communications will send to Deans in the next few weeks. 

‐ Communication materials, webpages and external marketing and communications campaigns for 
College Prep Academy programs/courses (includes College Readiness, EAP, Fast Track, Pathways to 
Prosperity, Right Start) 

‐ Completion of Integration of eCatalog into main website 

‐ Digital, online, social media optimization     

 FY 2020 Major Marketing & Communications Campaigns

‐ Q1 – College Prep Academy and Wrap‐Around Services (start) 
‐ Q2 – Q4 – 1 Major Marketing Campaign per quarter based on Enrollment Management Committee 

Goals/Recommendations  

Program Marketing Update
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 FY19 Highlights

‐ Marketing/Recruitment:

 New enhanced recruitment materials
 $43,680 in advertising broken down as follows: $22,931 for radio, $9,658 for print, $7,000 for

online and $4,100 for billboards.
 $14,775 in promotion items used for prospective student opportunities
 Online program pages and printed program cards developed for majority of SCC’s programs, with

rest being done Fall 2019
 10 major marketing campaigns and 3 highly targeted short‐term campaigns

‐ Graphic Design and Printing 

 In‐house full service graphic design and printing services (unique to our college)
 Photography and some video services
 Large format printing for signage
 Average of 22 design and printing orders per week, which can take anywhere from an hour to

several days
 1,109 separate graphics and printing projects, not including photography, video, or web graphics
 514,500 prints produced on digital printer

‐ Web Development 

 Responsive website design (adjusts from computer to phone seamlessly)
 Data informed optimization throughout website
 Flexible search feature (can be customized)
 Student Life webpage and area enhancement
 eCatalog Enhancement and Integration with SCC’s main website (started – to be completed Q1

FY20)

‐ Public Relations:   

 35 news releases sent throughout year for an average of nearly 3 per month
 71 news articles about SCC in FY19 Q4 alone (April – June 2020)
 Average of 5 social media posts per week

‐ Other 

 Connections employee newsletter
 Communications support for major college initiatives (e.g. renovation project, ATD, reaffirmation of

accreditation, strategic planning)
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For all other Marketing & Communications requests, 
please go through your Administrator, Dean or Director.

Marketing & 
Communications Services

South Central College’s Marketing & Communications department includes marketing, graphic 
design, printing, web development and public relations.

We are pleased to offer a suite of services to help promote your programs and events.  
To ensure we are able to effectively serve you, we have implemented the following online 
forms for requesting these services. 

All of these forms are available at www.southcentral.edu/marketingcommunications.

Events and News
www.southcentral.edu/eventnews

This single form lets you request all of the following 
tactics when you want to share information about an 
event or news with SCC students, employees and/or 
the general public:

Give-Away Promotional Items
www.southcentral.edu/promo

Use this form for requesting promotional items. 
Marketing & Communications provides these free 
of charge for external events, prospective students 
or thank you gifts. If you would like to use these 
promotional items for an internal event for current 
students, you can order them with this form using 
your cost center.

Graphic Design and Printing
www.southcentral.edu/graphicprinting

This online form is for requesting most graphic 
design and printing services, and helps this busy 
team prioritize, track orders and process charge 
backs in a timely manner. Please do NOT use this 
form for “Events or News” or “Printed Program Card” 
requests (online forms for these are on the left and 
below).

Photo Release
www.southcentral.edu/photorelease

If you are taking a photo of a current or prospective 
student that may be used online or in publications, 
please have them complete this form and return it to 
the Marketing & Communications office.

Program Webpage and Printed Program Card
www.southcentral.edu/programpage

If you want changes made to your academic program’s 
Webpage or Program Card, provide your suggested 
updates in a word document to your Dean. Then they 
(or their administrative assistant) will submit the 
online form. The Program Webpage for each academic 
program will have the same information as the Printed 
Program Card, so by submitting this form, changes will 
be made to both. You can also use this online form to 
request re-orders of your Printed Program Cards.

Website Updates
www.southcentral.edu/webupdate

To request general website updates in areas you 
manage, please complete this form after reviewing 
the changes with your Administrator, Dean or 
Director. For updates to your academic Program 
Webpage, please use the “Program Webpage and 
Printed Program Card” form above.

August 19, 2019

• posters and flyers
• digital monitor placements
• website event calendars
• news releases
• social media posts

•  Connections
employee newsletter

• photography
• student life phone app
• event displays
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No. Working Title Classification Title/Credential Field
Classified or 

Unclassified

Bargaining 

Unit/Plan

Position 

Type
Location Search Status Department Hiring Manager Posted Date Closing Date

New or 

Replacement

1 Director of Nursing Admin 5 Unclassified Admin UFT
College 

wide
Posted Health Sciences

Dr. Dimitria 

Harding
9/3/2019 9/27/2019 New

2
Health Clinical Lab 

Assistant
College Lab Assist 1 Classified AFSCME PTS NM

First round Interviews 

Week of 8/19/19
Health Sciences

Dr. Dimitria 

Harding
5/13/2019 7/31/2019 New

3 
Health Clinical Lab 

Assistant
College Lab Assist 1 Classified AFSCME PTS FB

First round Interviews 

Week of 8/19/19
Health Sciences

Dr. Dimitria 

Harding
5/14/2019 7/31/2019 New

4

Administrative 

Assistant to the VP of 

Finance & Operations

Office & Administrative Specialist – 

Senior
Classified AFSCME UFT NM Offer Accepted

Finance & 

Operations
Roxy Traxler 7/23/2019 8/5/2019 New

5
Campus Security 

Officer
Campus Security Officer Classified AFSCME PTS NM Posted - Internal Only

Finance & 

Operations
Roxy Traxler 9/7/2019 9/13/2019 New

6 Nursing AD Faculty Nursing AD Unclassified MSCF TPT NM Posted Health Sciences
Dr. Dimitria 

Harding
7/8/2019 10/1/2019 Replacement

7
Emergency Medical 

Services Instructor
Emergency Medical Technician Unclassified MSCF UFT NM Posted Health Sciences

Dr. Dimitria 

Harding
9/9/2019 10/4/2019 Replacement

8 Adjuncts
Nursing Clinical

Medical Laboratory Technician
Unclassified MSCF Adjuncts

College 

wide
Posted Various

Dr. Dimitria 

Harding
Various Various

Sorted by: Bargaining Unit - Closing Date

Other:

Med-Surg Nursing Faculty - Health Sciences - Hiring Manager: Candy Mortenson-Klimpel - Preparing for Search

Nursing Assistant Faculty - Health Sciences - Hiring Manager: Candy Mortenson-Klimpel - Preparing for Search

Updated: September 12, 2019Human Resources Staffing Update – Positions posted and in an active recruitment stage

Accounts Payable Clerk - Finance and Operations - Hiring Manager: Roxy Traxler - Preparing for Search

Executive Assistant to the VP of Economic Development -  Economic Development -  Hiring Manager: Dr. Marsha Danielson -  Preparing for Search
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Page 1 4/23/2019 

DEPARTMENT CHAIR JOB DESCRIPTION 

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 Academic Affairs. Faculty evaluations of an incumbent Chair are also 
factored into the appointment process.   

Roles and Responsibilit ies 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.   

Appointment 

The Department Chair selection process will follow the contractual language outlined in the MSCF 
agreement.  The Co-Presidents will submit to the VP of Academic Affairs two names and, the President 
will formally appoint the nominee as Chair. The chair serves a two-year term, which may be renewed 
based on performance review by VP of Academic Affairs. 

Should a Chair position be vacated for any reason before completion of the appointed two (2) year term, 
the President, in conjunction with the Dean and Vice President of Academic Affairs, may appoint an 
Interim Department Chair.   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 Academic Affairs and Departmental faculty for terms of up to 
two (2) years and final approval of the 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.

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

 Assist in the preparation of annual budget request
 Monitor monthly reports of expenditures
 Coordinate department request and purchases with Administrative Assistant

Original
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Page 2 4/23/2019 

2. Curriculum
 Coordinate departmental assessment and planning
 Assist and facilitate the curriculum development process in accordance to the

language and procedures outlined in the MSCF agreement and local curriculum
committee guidelines.

3. Scheduling
 Submit the schedule of course offerings for the following academic year by the

required date
 Request part-time per-course faculty positions
 Request courses taught by other departments
 Work with the Dean to schedule the department's contribution to General

Education

4. Personnel
 Coordinate the hiring of new faculty (i.e. Assigning a mentor, tour guide)
 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
 Manage and track advisory committee is meeting on a regular basis (at least

twice per year)
 Meet regularly with new faculty to help them understand college and

departmental policies and procedures
 Manage the periodic review process for individual faculty members and meet

annually with the Dean and VP of Academic Affairs to discuss the goal
statements and self-assessments of departmental faculty

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

equipment
2. Negotiate 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)
2. Coordinate purchases under Library budget with Library personnel
3. Assist Dean with activities related to external accrediting agencies
4. Coordinate departmental activities with non-departmental entities and articulation

agreements
5. Attend monthly meetings of department chairs

E. Students
1. Review student requests and concerns (transfer credits, special requests to the

department, etc.)
2. Coordinate outcomes assessments of students and alumni in the department
3. Assist and aid in the recruitment and retention of students for the college in general.
4. Encourage appropriate advising of students, which is the responsibility of all faculty

F. Reporting Relationships
1. The Department Chair reports to the Dean of the department
2. The chair coordinates:

 Full-time faculty
 Part-time 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 Chair will be called upon regularly to make recommendations on the

following:
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 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 faculty manual, 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.  Department Chairs may be compensated for 1 – 2 days of 
duties in the summer months and breaks with prior approval of Vice President of 
Academic and Student Affairs and the Vice President of Operations and Technical 
Services. 

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, and the VP of 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: October 1, 2013 

SOUTH CENTRAL COLLEGE IS COMMITTED TO A POLICY OF NONDISCRIMINATION AND 
AFFIRMATIVE ACTION IN ITS EDUCATION PROGRAMS, ACTIVITIES AND EMPLOYMENT 
PRACTICES.  

Notification date: September 3, 2013 

Revised and Final as of September 30, 2013 
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Page 1 Last updated on 4/2/194/2/2019 

DEPARTMENT CHAIR JOB DESCRIPTION 

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.   
(per MSCF Contract) 
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/chairpersons 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
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

Red-lined copy
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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.

Appointment (DeAnna and Deans w ill revise and share suggestions) 

The Department Chair selection process will follow the contractual language outlined in the MSCF 
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 conjunction 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.

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 Monitor monthly reports of expenditures   Chairs
require direct access to budget software

 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 

 Coordinate  Facilitate departmental assessment activities and planning
 Facilitate program review
 Assist and facilitate the curriculum development process in accordance to the language

and procedures outlined in the MSCF agreement and local curriculum committee
guidelines. [Moved to first bullet] Formatted: Highlight
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 Consult with Dean and VP of Student and Academic Affairs on proposed curricular
changes

3. Scheduling
 Submit the schedule of course offerings for the following academic year by the required

dateFacilitate strategic course scheduling by required dates
 Request part-time per-course faculty positions
 Request courses taught by other departments ???? Coordinate course offerings with

other departments 
 Work with the Dean to schedule the department's contribution to General Education

4. Personnel
 Coordinate the hiring of new faculty
 Assist the dean with the hiring and onboarding of new faculty (i.e.g. Assigning a mentor,

inform dean of hiring needs, tour guidemake 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
 Manage and track advisory committee is meeting on a regular basis (at least twice per

year)Plan and coordinate advisory board meetings and minutes, where applicable
 Meet regularly with new faculty to provide departmental and college-wide updates

including  to help them understand college and departmental policies and procedures
 Assist faculty with compliance with faculty professional development and evaluation

processes Manage the periodic review process for individual faculty members and meet
annually with the Dean and VP of Academic Affairs to discuss the goal statements and
self-assessments of departmental faculty

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

equipment
2. Negotiate 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. Coordinate purchases under Library budget with Library personnel
3.2. Assist Dean with activities related to external accrediting agencies
4.3. Coordinate departmental activities with non-departmental entities and articulation

agreements 
4. Attend Participate in monthly  meetings ofDeans & D department Cchairs Meeting
5. Participate in Academic Affairs and Standards Council (AASC)

E. Students
1. Review student requests and concerns (transfer credits, special requests to the department,

etc.)
2. Coordinate outcomes assessments of students and alumni in the department
3.2. Assist and aid in the recruitment and retention of students for the college in general.
4. Encourage appropriate advising of students, which is the responsibility of all faculty

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

 Full- and Part-timetime faculty
 AdjunctPart-time faculty
 Faculty from other departments teaching courses within the department
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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 faculty manual(????  MSCF Faculty Contract ???), 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 (????VERIFY ACCURACY???)with prior approval of Vice President of 
Student and Academic Affairs and the Vice President of Operations and Technical ServicesFinance 
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. 
[inserted blank line here] 
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: October 1, 2013 (Needs updating???) 

SOUTH CENTRAL COLLEGE IS COMMITTED TO A POLICY OF NONDISCRIMINATION AND 
AFFIRMATIVE ACTION IN ITS EDUCATION PROGRAMS, ACTIVITIES AND EMPLOYMENT 
PRACTICES.  

Notification date: September 3, 2013 (Needs updating???) 

Revised and Final as of September 30, 2013  (Needs updating???) 
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DEPARTMENT CHAIR JOB DESCRIPTION 

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.   

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/chairpersons 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
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

Final 
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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.

Appointment  
The Department Chair selection process will follow the contractual language outlined in the MSCF 
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.

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
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 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 (transfer credits, special requests to the department,

etc.)
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 faculty manual and is therefore expected to be familiar with the

policies and procedures therein.
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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: April 25, 2019 

SOUTH CENTRAL COLLEGE IS COMMITTED TO A POLICY OF NONDISCRIMINATION AND 
AFFIRMATIVE ACTION IN ITS EDUCATION PROGRAMS, ACTIVITIES AND EMPLOYMENT 
PRACTICES.  

Notification date: April 25, 2019 

Revised and Final as of April 25, 2019 
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