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1. 

SRJC’s Counseling Department

Welcome to the Counseling Department at Santa Rosa Junior College. We are made up of regular and adjunct faculty, classified staff, and student employees. 

While this manual is meant for use by you as a counselor, we encourage all staff in Counseling to utilize this information.  Information about our program can also be found at our department website at www.santarosa.edu/counseling.  

This handbook is meant to give you more detailed information about our department so that you can join in and participate fully.  It is not meant to tell you how to do things that apply to all faculty on campus (how to turn in grades, payroll, etc.) That information is available online in the Faculty Handbook.  It can be accessed using the college’s faculty portal function on the district website (more on that later).  Hopefully this handbook will also answer a lot of those “how do I?” questions.  Of course, not everything is covered in here, but we’re glad to help answer your questions.

Department Mission Statement
The mission of the Counseling Department at Santa Rosa Junior College is to provide counseling, instruction, and services which assist individuals in attaining their educational, occupational, and personal/life goals.
The Counseling Department promotes and supports diversity of culture and learning and, as an integral part of the educational community, seeks to enhance the lives of those who participate in our programs and enroll in our courses.
Student Learning Outcomes
1. As a result of a counseling session, students will demonstrate the ability to identify their individual needs and access college courses, programs and services available to meet these needs.
2. As a result of a counseling session, students will understand the requirements necessary to reach their educational goal as demonstrated by the collaborative development of an educational plan (short term or long term).
3. As a result of a counseling session, students will demonstrate the ability to utilize the College Wide Information System to meet their individual needs, which could include: registration, adhering to timelines and deadlines, determining their place in the priority system, creating a course schedule and accessing personal information, among others.
4. As a result of a counseling session, students will feel personally acknowledged and more confident in their ability to benefit from the learning opportunities at the college.



COUNSELING WEEKLY WORKLOAD

Area A:	Student Contact – Allied (Counseling)

Academic, career and personal counseling as related to student success in accordance with Title 5, section 51018

	A.1:	Individual Contact(Academic Plans): 			*21-28.0

Drop-in, appointments, phone appointments, distance online counseling (including but not limited to: Skype, e-mail, video conference, Ask a Counselor, video conferencing), QQ-quick question 

Group Student Contact:
Group counseling including but not limited to:  (Transfer 101, TAG and UC/CSU/Other Transfer App Workshops, Nursing Information Meetings, Probation/Dismissal, department workshops as needed), new student and prospective student orientations, outreach/inreach, tabling on/off campus,  student seminar/workshop and classroom presentations, field trips

*Individual and group student contact hours may vary pending in-load teaching schedule.

Santa Rosa Junior College Counseling Department maintains individual counseling appointments as a priority.

	A.2	Student/Professional Prep (S/P-Prep) 				5.0

Student prep and follow up including but not limited to: student transcripts, assessment interpretation, degree and occupational/certificate audits, course articulation, transfer agreements, letters of recommendation, follow-up on behalf of student.

Email and voice mail including but not limited to: individual students, departmental staff, student services programs and faculty, advisory boards, transfer institution school contacts, occupational/certificate programs, community agencies.

Technological training and updates including but not limited to: Counseling eBinder, Assist, CSU mentor, Student Information System (SIS), CANVAS, UC TAP, Transfer resources, CCCTransfer, Commom App, 

Formula is applied proportionately for hourly assignments:  .5 hour  S/P Prep for 3.5 -6.5 hours, 1 S/P Prep hour for 7 or more hours per day.


Area B:	Student Contact – Instructional, in load
	B.1	Instruct college classes					.25-3.0
	B.2	Course Prep, C-Prep 						.25-3.0
B.3 	Designated Office Hour, OFC HR				  .5-1.0
Course preparation when teaching is part of counselors’ work week hour for hour, up to a maximum of three hours per week. Office hours are adjustable based on number of units being taught in load.
Area C: 	College Service: Refer to AFA Contract
	C.1	Counseling Department Meetings				2.0
C.2	Campus Committees deemed essential for counseling representation and student advocacy: Academic Senate (PFF), EPCC, Majors Review, Curriculum Committee, Academic Calendar Committee, Basic Skills, other committees requiring a counselor representative. 
Department liaison meetings; faculty presentations; campus seminar/workshop presentations, departmental liaison presentations and responsibilities in-service presentation and seminars; attendance at CSU/UC/other conferences by approval.

Santa Rosa Junior College Counseling Department understands when above activities are not occurring, counselors will be available for drop-in or appointments.

Area D:	Professional Service and Development:	
Refer to AFA Contract						5.0
		
									Total		40.0
Note: In all areas other than A.1 and D, if minimum hours required are not maintained, then hours owed shall be added to the requirement in A.1






Variable and Exchange Assignments, Article 32 

Variable Compensatory Assignments – outside contractual days

The counselor variable compensatory assignments were initiated in 1981 (then known as counselor flex obligation) by the district as a cost saving measure to ensure full-time coverage during the high volume summer and semester breaks.  At the time compensatory assignments was originated, the obligation was to complete 140 hours. This amount was based on a full-time work week when the college was open Monday through Friday, including evening hours, in the summer months.

Variable compensatory assignments refers to the condition whereby the majority of the regular contract counselors hired after 1981 work 112-140 hours during winter and summer non contractual days in exchange for hours to be taken off during the academic year at a time mutually agreed upon by the employee and district. 

In February, the department chair sends out the request for summer hours and counselors indicate which hours will be worked in the summer for variable compensatory time. In April, the department chair sends out the request for the fall work schedule along with a request for usage of variable compensatory time hours. Although the hours are not yet accrued, it is important that we anticipate when hours will be expended during the regular semester.

In October, the department chair will send out a request for the spring semester schedule along with the request for usage of variable compensatory time hours.

Variable compensatory hours are not to be taken from the beginning to end of priority registration unless prior approval is granted by the supervising dean. 

Counselors who are not obligated to complete variable compensatory assignments may work during the summer for exchange hours.  Variable compensatory assignment faculty are given priority for working during the summer to allow them to meet their 112-140 obligation.

Exchange Assignments - within contractual academic year

Regular contract counselors may accept exchange assignments, which are additional assignments before or after usual work hours on days of the contract year. Examples of such assignments are outreach, high school visits, college nights, college fairs, or other community activities.

Earning or using variable exchange hours must be requested in advance to the supervising administrator (in consultation with department chair) by using the schedule change form during the contractual academic year. If request is approved, a copy will be sent to the administrative assistant for tracking of these hours. 

Counselors who are not obligated to complete variable compensatory assignments may work during the summer for variable exchange hours.  Variable compensatory assignment faculty are given priority for working during the summer to allow them to meet their 112-140 obligation.

Exchange hours may be earned for hours worked outside the regular work week during the contract year. Advanced approval is required by the supervising dean.

Procedures for earning and using variable compensatory and/or exchange assignments

As compensatory and exchange hours are earned, they are to be logged on a time sheet (blue color for compensatory, yellow for exchange) -21st day of one month to 20th of the next month. Exchange hours are not to be logged on time sheets unless hours have been previously approved. (See administrative assistants for location of sheets)

As compensatory and exchange hours are used, there shall be notation on a tracking sheet kept by the administrative assistant indicating the number of hours used.

No more than six (6) people may be gone on a given day in Santa Rosa – check SARS. For Petaluma, at least two counselors need to be present. Compensatory and exchange hours are not to be taken from the beginning to end of priority registration unless prior approval is granted by the supervising dean.

1. When more CTO requests are received than can be accommodated for a given date/timeframe that is not a reoccurring conflict*, the requests will be honored in the following order:

a. If the overlapping CTO requests are received simultaneously by stated deadline, an email will go out to all counselors in the affected location notifying them of the gap(s) in coverage to see if someone is able to rearrange their schedule to fill the gap. 
b. Efforts will also be made by the department chair in consultation with the appropriate campus dean to find an adjunct available to meet the coverage needed, if funds allow.
c. If no one is available to fill the gap in coverage, the affected parties will be put in contact with each other to see if they can reach a compromise. If a compromise agreeable to all parties cannot be achieved, the requests will be honored in order of seniority.

2. If the date or timeframe in question is a reoccurring conflict* (e.g. Wednesday before Thanksgiving, all Fridays off, etc.), a rotation will be implemented in which those for whom the CTO was most recently approved will go to the bottom of the list for that particular date/timeframe. As semesters/years pass, those at the bottom will gradually work their way back to the top of the rotation.


Compensatory time must be used during the contract year. Per Article 32, a maximum of 40 hours of variable comp time may be carried over from the current academic year to the subsequent academic year. Additionally, a maximum of 40 hours of exchange time may be carried over from the current academic year to the subsequent academic year.

The supervising administrator, in consultation with the chair, will maintain a record of hours of completed variable comp and exchange assignments for each contract faculty member.

Link to AFA Article 32. 32.06:

http://www.santarosa.edu/afa/Contract/Articles/art32.pdf


College Service and Professional Development

Refer to Article 17 of the AFA Contract

College service is a part of a faculty/counseling requirement based on AFA contract. Counselors engage in college wide committees, workshops, staff development activities as well as department committees. 

In order to take into account our primary responsibility to provide direct service and availability to SRJC students, the following procedures will be followed:

Counselors are expected to adhere to the minimum direct student contact hours as outlined in Area A of the Workload Study. 

When possible, counselors should avoid scheduling these activities during peak counseling and pre-registration periods. 

Preparation for such activities is considered part of Area D (Professional Development) or Area C2 (College/Department Responsibilities) of the Workload Study. 

Special projects that require additional time within the regular work week must be approved by the Dean of Counseling and Support Services in Santa Rosa and Dean of Student Services in Petaluma. Requests must be made in writing, must specify the total number of hours needed and when scheduled activities will occur. Work must be completed prior to peak counseling and registration periods.

Refer to Article 17 in AFA contract regarding College Service and Professional Development activities.



[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Teaching

Counselors may teach up to 3 units within their 40 hour work week and up to 6 units a semester overload per AFA contract (above and beyond the 40 hours). In load prep time will be for units taught within the 40 hours in accordance with the Instructional Faculty Policy. Overload instructional prep is done outside the 40 hour work week. In load teaching will include in load office hours. Overload teaching must include office hours outside the counselor work week.

Overload within regular working day must be compensated for by addition of appropriate hours to the week.

Regular staff, based on seniority, shall have the opportunity within their load to teach a class(es), up to three units. After this selection has occurred, other teaching assignments may be selected according to Article 16 of the AFA contract.

Class enrollments as set by the Instructional Office and listed in the AFA contract are expected to be at minimum 20. Any exception must be cleared by the Department Chair.

The department will offer a balanced schedule of MW, TTh courses and Friday, weekend classes.

























Counselor Schedules and Schedule Change Forms

Counselors shall make every attempt to submit their schedules to the department chair of Counseling according to the following deadlines:

· Last working day of October for spring semester
· Last working day of February for summer session
· Last working day of April for fall semester

The department chair will submit all schedules to the appropriate supervising dean.

1. The approved schedule for the semester is to be adhered to unless written change is approved by the supervising Dean.

2. All schedule change forms are to be submitted to the department chair and supervising dean for approval

3. Schedule changes are to be submitted at least two weeks in advance to the designated Dean. Any requests less than two weeks must be cleared with the Dean before submitting written request. Every attempt shall be made to avoid canceling scheduled or drop-in assignments.

4. The supervising dean will sign the Schedule Change forms for approval and distribute one copy to Scheduling (Marcia in Santa Rosa, Lilia in Petaluma). The counselor will be notified if the request is denied.

5. Appointment times (if available) may be shifted to drop-in as a substitute for another counselor or at peak time when only drop-in is utilized.

See Naomi or Lilia for location of schedule change forms.














Reporting an Absence

COUNSELING: It is each counselor’s responsibility to complete his/her Notice of Absence (NOA) immediately upon returning to work. Counselors’ records will be checked periodically against department records and follow up may be necessary to clear up discrepancies.

Counselors shall call the department, 522-2894 (SR) or 778-3914 and 778-2456 in Petaluma to report an illness or absence. Petaluma folks need to call both numbers.

NOA forms are to be completed online via the faculty portal.

NOAs need to be filed for:

· Illness
· Medical/Dental appointments (complete schedule change for in advance)
· Personal Necessity (complete schedule change for in advance)
· Bereavement
· Jury Duty
· Maternity Leave 
· Industrial Accident
· Court Appearance

NOAs must be approved by the department chair and supervising Dean. They will be forwarded to the Human Resources Department. 





















Student Contacts and Appointments (When available)

For the purpose of MIS reporting and tracking, counselors are required to document appointment attendance and no shows on the SARS screen. Phone contacts, e-mail contacts and any other contacts with students shall also be entered in SARS using the ROSTER function if the student ID is known. In cases in which the student ID is unknown, then the contact shall be documented in SARS as a contact by right clicking in the SARS grid and under Command Menu, click contacts and record as appropriate.

Phone appointments: There are occasions in which a student requests a phone appointment. It will be each counselor’s responsibility to check their SARS schedule to see if they have a phone appointment. If so, the counselor shall call the student at the phone number provided. When students schedule a phone appointment, they are informed that the counselor will be calling them and they are expected to be present to accept the phone call.

“Ask a Counselor”: this function is available to students via the Counseling Webpage. Students submit a question online (different than e-mailing a counselor directly on the outlook account). Designated counselors will have time in their schedule to respond to student inquiries. It is not instant response but simply a way in which students can direct a question electronically to a counselor.























Travel and Conference

1. There are two major conferences in which the department traditionally participates:
a. UC / Ensuring Transfer Success (ETS)
b. CSU
c. other

2. Department Conference/Travel (the supervising Dean and Department Chair will review the requests either to determine the number of people attending a given conference or to review requests for other conferences. Upon approval, travel request forms will need to be completed with department administrative assistant and submitted two weeks in advance.

Travel Request Forms must always be completed and approved regardless if being paid by district or individual. See Marcia or Lilia for location of forms.

3. Oral presentations at department staff meetings will occur as time permits on the agenda. Written information can be placed on the Counseling ebinder.

4. Priority for travel will be full-time staff first, adjunct next.

Supervising Dean and Department Chair will take the following factors under consideration:

1. Counselors who have not attended a similar conference in the recent past should have preference.
2. In the likely event the available funds cannot pay for the entire event (fees and/or transportation), partial funding will be considered.
3. Counselors who have not attended conferences during the current academic year will be given priority over those who have already attended a conference.















Counseling Department Meetings and Meeting Design

· Facilitated by the Department Chair

· Have an agenda organized by the Department Chair with input from counseling faculty (e.g. email or phone requests, mutual agreement on focus at the beginning each semester).

· Held weekly beginning the third week of Fall Semester, the second week of Spring Semester, suspended from the second week in November through the second week in December and are not held during the summer. 

Counseling meetings, including internal departmental committee meetings (with the exception of the Curriculum and Schedule Development Committee), are suspended during peak times from the second week in November through the second week in December, to utilize additional hours for direct student contact. Counselor participation in standing college wide governance committees are exempt.

· Planned to provide professional development, collegiality and the sharing of information and expertise to meet the diverse needs of counseling faculty in our work with students. In addition to a brief Open Forum, each meeting may feature a different focus including but not limited to

· a general meeting for conducting department and college business.

· curricular work, which is done in small groups according to curricular interests and/or concerns.

· a general meeting focused on specific information related to our role as counselors; program/department updates, articulation and transfer, technology demonstration and practice. 

· department committee or specific task group work; e.g. adjunct training committee, retention committee, high school outreach counselors, schedule development committee, etc. 

· professional development and could include department, college or non-college presenters with expertise in the areas that we agree would be helpful to us in working most effectively with our students.




Counseling Department eBinder
The counseling eBinder is our internal electronic resource guide. It contains valuable information related to academics, programs, catalog rights, transfer requirements, old general education requirements, etc.

The Counselor eBinder is password protected. Please read below for instructions to log on to the Binder. 

Internet Explorer, when checking a username for a password protected page, will “accept” three possibilities. There is no way to predict which of these options will work on your browser, so you may have to try all three until you find the one that works. You will continue to use this same log on for future times.

·         username
·         adminsrjc\username
·         username@ad.santarosa.edu

· Your password with be the same one you use when you log on to your computer each day.

· You can check the box marked "Remember my password" to make it easy to log on in the future. It  will remember your username, not your password.

· Call or email Bettina Armstrong if you have any problems. You can also contact Becky Hill in Student Services who may be able to assist you

You can access the counseling eBinder via the web by going to our department link and click the icon that says: 
















[bookmark: _Toc219345186][bookmark: _Toc219346771][bookmark: _Toc219346869][bookmark: _Toc219347505][bookmark: _Toc219352296][bookmark: _Toc219352504][bookmark: _Toc219353169][bookmark: _Toc219355951][bookmark: _Toc219525105][bookmark: _Toc220151026][bookmark: _Toc221460197]Developing the Schedule and Signing Up for Classes & Allied Assignments
The department’s instructional schedule is developed by the Curriculum and Schedule Development Committee. We develop the fall schedule in January/February, the spring schedule in August and summer schedule in November.  Generally we use the preceding “like” semester (i.e. spring for spring and fall for fall) as the base.  We look at current and past enrollments and solicit input from all faculty regarding suggestions.  We also factor in district concerns based on budgets and projected enrollment growth or decline.  Allied counseling assignments are developed by the department chair in consultation with each campus Dean (Dean of Counseling and Support Services in Santa Rosa and Dean of Student Services in Petaluma). 
Once the schedule is produced (proof 1) instructional bid sheets are sent out electronically.  Two sets of procedures are used; those that are incorporated as part of the district-AFA union agreement and those that are left to the department to develop.  Negotiated procedures have precedence over department regulations.  Hourly assignment (adjunct) procedures are listed in Article 16 of the district/AFA agreement.  It can be viewed at www.santarosa.edu/afa.  Department Procedures regarding Article 16 are available at the end of this document.

Curriculum and Schedule Development Committee Description
	
The Curriculum and Schedule Development Committee will be composed of one faculty member from each area: Human Services, Career and Transfer and Student Development/College Success.  The Department Chair, and the (Petaluma Campus Student Services Coordinator)* participate by position. Need to review * since position no longer exists.

The committee will meet twice a semester, more as needed.  The Committee meeting dates/times will be published in the Counseling Department Calendar at the beginning of the each semester. 

The responsibilities of the Committee are as follows:
1. Meet each semester to review course offerings and build the Counseling Department schedule.
2. Review all proposals for new Counseling curriculum.
3. Evaluate the impact of both new curriculum and expansion of current curriculum on the offerings.
4. Review Department curriculum offerings periodically in relation to institutional and college needs, such as “Freshman Experience”, or diversity training of athletes. 
5. Monitor the cycle of quadrennial review for the Department curriculum.
6. Report deliberations and recommendations to the Department for review, discussion, and action as needed.

Members of the Committee will be appointed by the Department Chair, from among those who express interest, for a term of three years.  The committee members will serve on a rotating calendar so only one member each year will be new.  
Adopted: Nov. 4, 2005 X:\Department chair\Schedule Development\Revision of Schedule Development Committee.doc





































Regular Counseling Faculty Hiring


1. Regular faculty hiring in the Counseling Department is conducted in accordance with the provisions of the Board approved District hiring procedures.
2. According to past practice, the Counseling Department maintains a list of the regular counseling faculty that allows for systematic rotation in the hiring of regular counseling faculty (see attached).
3. When regular counseling faculty members complete their service on a selection committee for a regular faculty hiring, their names go to the bottom of the rotation list in alphabetical order. 
4. If a regular counseling faculty member chooses to pass on the opportunity to participate on the selection committee for a regular counseling faculty hiring, that counselor maintains his or her position on the rotation list. Should a counseling faculty member pass on two consecutive hirings, his/her name goes to the bottom of the rotation list.
5. A regular counseling faculty member who is reassigned to other duties or another department and whose Counseling Department load is less than 50% for 2 consecutive academic years will go to the bottom of the rotation list and remain there until he/she returns to a department load of 50% or greater.
6. After completing the District’s tenure review process, a regular counseling faculty member becomes eligible for the rotation list to serve on a selection committee for a regular counseling faculty hiring. At that time, the counselor(s) joins the bottom of the rotation list by date of hire and in alphabetical order.


















Internship Opportunities in the Counseling Department

The internship at the SRJC Counseling Department is a two-semester program designed to provide the information and experiences necessary to become a community college counselor.  The training will include exposure to the full range of services provided by SRJC and an understanding of how Student Services and Counseling contribute to the mission of the College.

The number of interns will vary according to the availability of counseling faculty who are willing and able to provide supervision and training.

The internship experience is designed to support the academic pursuits of enrolled graduate students whose primary objective is to gain community college counseling experience and training.  Completion of the internship does not provide the participant access to the adjunct counseling pool without following the appropriate application and selection proves.

Process for Becoming a Counseling Department Intern at SRJC

1. Letter of request with resume or vita sent or given to the Department Chair of Counseling.
    
2. Applicants are contacted by the Department Chair, notified if there are internships available, followed by an interview.

3. Second interview is arranged with the intern supervisor if appropriate.

4. Requirements of internship placement reviewed with prospective intern’s advisor.

Screening Criteria

1. Minimum 30 units of graduate coursework in counseling completed by the start of the internship.
2. Ability to invest 16 hours a week towards internship.
3. Commitment to the full two semester internship program.
4. Willingness to learn the role of the community college counselor.
5. Ability to learn the information critical to the delivery of effective and accurate counseling services to students.
6. Willingness and ability to learn and participate in each of the three counseling components (academic, career, and personal concerns) as they relate to student academic success.
7. Willingness to participate in an internship that includes training, active participation and an assessment of skills and information necessary to become a community college counselor.


Other Information

1. Interns will observe a minimum of five different counselors.
2. Interns will be observed as a counseling assistant by a minimum of three different counselors.
3. Supervision will include review of Student Education Plans, ethical issues regarding counseling and student rights.

Specialized placements will be reviewed by the Department Chair and Dean regarding terms of the placement including intern qualifications, nature of student contact, length of placement and desired outcomes.


Internship Outline

First eight weeks counselor observer

1. Weekly meeting with intern supervisor
2.	        Observation of:	counselor appointments
				counselor drop-in
				guidance classes
				high school liaison activities
				student services and related campus visitations
				college organization and governance
3.        Review of counselor information binders, articulation, matriculation, admissions 
and records, registration information
4.       Other activities by arrangement (career testing, etc.)

Second eight weeks counselor assistant

1. Weekly meeting with intern supervisor
2. Supervised contact with students (appointments and drop-in).
3. Assigned time in specific counseling offices ( DRD, Transfer Center, EOPS, ESL, FA, CalWORKs, etc.)
4. Student Services visitations
5. counseling class observations
6. Other activities by arrangement

Second semester

1. Weekly meeting with intern supervisor
2. Counselor appointments, appropriate supervision
3. Counselor drop-in, appropriate supervision
4. Co-lead Counseling 270: Introduction to Counseling
5. Opportunity for in-depth exposure to particular counseling program areas
6. Other activities by arrangement











































Department Procedures: Article 16, Hourly Assignment Procedures


I.          “Hourly Assignments mean those assignments, generally paid on an hourly basis, which remain available after all regular, probationary and temporary faculty assignments have been made or determined. Summer session, inter-session and overload assignments for regular faculty are considered to be hourly assignments. Therefore, all assignments that are a part of regular counseling faculty load will be made first.”

1. Initial Eligibility According to the AFA/District Contract, except for some 
adjunct faculty responding to a less than “Satisfactory” evaluation conclusion, only faculty members who have received a “Satisfactory” or better evaluation conclusion can be considered for hourly assignments.

III.       “Assignment Priority means the preference given to faculty for receiving hourly assignments.” Assignment priority is established by length of service according to the provisions of  Article 16.04.B. 

IV.       Repetition of Load and Assignment Priority

1. Fall and Spring Semesters: Instructional and Counseling Assignments

1. Whenever possible, the assignment for faculty with assignment priority will repeat the hourly load actually performed by the faculty member in the previous like semester (fall/fall, spring/spring). 

1. A repetition of load does not guarantee specific course, day, time, location or schedule of assignments.

1. Per department past practice, if an adjunct counseling faculty member’s course or counseling assignment is cancelled, he or she may not “bump” another less senior counseling faculty member. 

1. Per the AFA contract and department procedures (May 1994 Counseling Department Procedures Manual), regular counseling faculty overload assignments for fall and spring semesters should not exceed 40%. Per department past practice, this restriction does not apply to Counseling 270 and emergency replacement assignments. All overload assignments over 40% must be reviewed and approved by the Dean of Counseling and Support Services in Santa Rosa or the Dean of Student Services in Petaluma.

1. When an adjunct counseling faculty member has not performed an assignment for more than two consecutive semesters, he or she will lose assignment priority in the department. (Article 16.0 B, 2)

1. Counseling faculty members in replacement positions do not accrue assignment priority or usual load consideration.
(Article 16.04, C.5.b)

1. There is no assignment priority guarantee for assignments above 40% (Article 16.04 C 4)

1. An adjunct counseling faculty member who has lost assignment priority may remain in the adjunct faculty pool for a period of up to four years from the date of last paid service. Following a period of more than four years without performing paid service in the department, the former faculty member must successfully complete a new hiring procedure to be reemployed as a new hire. (Article 16.04 B 3)

1. Summer Session

1. Instructional Assignments

1. Assignment priority for summer instructional assignments, including Counseling 270, is determined by length of service. Contract counseling faculty members will be assigned summer instructional assignments in ranked order according to the length of service list.

1. Until all contract counseling faculty have had the opportunity to request a summer assignment, no counseling faculty may request more than 1 course from 1 to 3 units, excepting those who select a .5 unit course who may select 2 courses (1 unit). 

1. The maximum load for Summer Session instructional assignments is 40%, including Coun 270. This restriction does not include emergency replacement assignments. All assignments over 40% must be reviewed by the Department Chair and approved by the Dean of Counseling and Support Services in Santa Rosa or the Dean of Student Services in Petaluma.

1. Adjunct counseling faculty, according to the length of service list, may request any summer session instructional assignments remaining after the contract counseling faculty requests have been met.

1. If a counseling faculty member’s course is cancelled, he or she may not “bump” another less senior counseling faculty member. 

1. There are no usual load provisions for Summer Session.



1. 2.)  Counseling Assignments
1. 
1. Assignment priority for summer counseling assignments is determined by length of service. The Department Chair, in consultation with the Dean of Counseling and Support Services in Santa Rosa and the Dean of Student Services in Petaluma, makes these assignments. Counseling faculty are offered summer counseling assignments in the following order:

1. Contract flex counselors according to the length of service list.

2. Contract counselors who wish hourly assignments beyond the flex obligation according to the length of service list.

3. Adjunct faculty according to the length of service list.

1. There are no usual load provisions for Summer Session, and if a counseling faculty member’s counseling assignment is cancelled, he or she may not “bump” another less senior counseling faculty member. 

V. Basis for Assignments

 Instructional Assignments:
 
A.      As members of the Counseling Department who have met the minimum qualifications set out by the statewide Academic Senate and the department’s professional standards as established in the hiring process, all regular and adjunct counselors with satisfactory evaluations are eligible for instructional assignments within the department’s curriculum.
                   

VI. Basis for Assignments: Counseling

1. As members of the Counseling Department who have met the minimum    qualifications set out by the statewide Academic Senate and the department’s professional standards as established in the hiring process, all regular contract and adjunct counselors with satisfactory evaluations are eligible for hourly counseling assignments. 


Communication Process: Instructional Assignments.

As the dates and timelines will differ from semester to semester, the Department Chair will monitor and communicate all deadlines to the counseling faculty.

1. After receiving Proof 1, the Department Chair will meet with the Schedule Development Committee to review and recommend course offerings for the subsequent semester. 

1. The Department Chair will send the course offerings for the subsequent semester to the counseling faculty via email requesting preferences in ranked order.

1. Counseling faculty members must forward their preferences via email or in writing to the Department Chair by a date certain.

1. Counseling Faculty preferences will be taken into consideration when making assignments but there is no guarantee of a specific course.  Assignments are based on like load, not specific courses.  Article 16.04.C.1.e  

1. Any courses not selected within 2 weeks of the Proof 2 submission date will be opened to all counseling faculty and assigned following the length of service list.

1. Assignments will be considered “reviewed and approved” when published electronically as part of the schedule of classes for any academic term of instruction. Article 16.02, B 2

VIII.     Assignment and Communication: Counseling Assignments

A. Prior to each term, the Department Chair in consultation with the Dean of Counseling and Support Services in Santa Rosa and the Dean of Student Services in Petaluma, will determine which counseling assignments are needed and to be offered. 

B.  The Department Chair in consultation with both deans will send offers of assignments based on length of service and like load.

C. There is no guarantee of specific days or times.  Assignments are based on like load.  Article 16.04.C.1.e  

D. Counseling faculty members will be notified of their assignments by the office of the Dean of Counseling and Support Services.

IX.	Online Teaching Expertise 

[bookmark: OLE_LINK4][bookmark: OLE_LINK3]Must have either (1) Taught a total of 6.0 online semester units for an accredited college or university within the last 5 years or (2) passed a class or classes totaling at least 2.0 semester units at an accredited college or university on the pedagogy of teaching online within the last 5 years or (3) demonstrate successful completion of SRJC online teaching training within the last 5 years or (4) demonstrate successful completion of at least 30 hours of certified training in teaching online from @ONE (or comparable organizations as determined by SRJC) within the last 5 years- (Adopted at Counseling meeting on May 5, 2011)

Consultation Council Task Force
http://www.faccc.org/advocacy/cccco/counseling_report.pdf



SRJC College Policies and Procedures

It is important that you are aware of the many college policies and procedures. They are all posted online at the following link:

www.santarosa.edu/polman

· Section 0: Bylaws of the Board of Trustees
· Section 1: Philosophy, Mission, and Goals
· Section 2: District Governance
· Section 3: Academic Program
· Section 4: Human Resources
· Section 5: Finance
· Section 6: Facilities Planning
· Section 7: Community Relations
· Section 8: Student Services 
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