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Division Structure:
The SRC division has five departments as outlined below:
Applied Arts and Social Science Department:
art, art history, communication studies, counseling, film, history, political science, psychology, social science,
sociology.
CIS & Business Education Department:
administration of justice, business, CIS/CNT, computer science, economics.
Language Arts:
English, ESL, foreign language, humanities, journalism, philosophy, sign language.
Math Department:
early childhood education, math, music.
Science Department:
anthropology, astronomy, biology, chemistry, environmental science, geography, geology, health science,
kinesiology (KNACT), nutrition, oceanography, physics.

Division Mission Statement
The Academic Division of DVC San Ramon consists of faculty who promote open dialogue and work
collaboratively to develop innovative and interdisciplinary strategies that will best serve the needs of our
students. In order to foster a collaborative environment that can provide academic excellence, the Academic
Division respects professors’ individual expertise and supports their continued academic and pedagogical
growth.
The Division’s mission is to provide a flexible, affordable, high‐quality education through degree and certificate
programs that reflect the changing needs of our diverse community. The Division accomplishes this mission by
educating and supporting students to become:
 Critical thinkers
 Knowledgeable and self‐directed members of the workplace
 Advocates for multicultural understanding
 Engaged citizens in their communities
 Life‐long learners
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Division Council
Membership: The SRC Division Council is composed of one Department Chair from each of the five
departments and the Division Dean(s).
Purpose:
The Division Council serves as the steering committee for the academic matters and collegewide initiatives as
they pertain to the division. Its primary responsibilities are coordinating strategic scheduling and enrollment
management, organize and facilitate professional development activities and campus sponsored events, and
department and division policies and procedures.
Department Chair Terms:
The term length for department chairs is two years. Department chairs can serve for two terms and may serve
for an additional term under special circumstances, pending department and Division Council approval. The
election process for department chairs is determined by the department bylaws. Departments can choose to
set up a rotation for the department chair position.
Meetings:
The Division Council will meet regularly during the Fall and Spring semesters. At the start of the academic year,
the council will determine a meeting schedule. All department chairs are required to attend the meetings. If
there is a need for an emergency meeting outside of the regular meeting schedule, a meeting can be called by
a Division Dean or any department chair on the Division Council. If a department chair cannot attend a
Division Council meeting, then another representative from the department should be selected to attend. The
Division Council is chaired by one of the five SRC Department Chairs, on a rotating basis by semester. The
Division Council chair determines agenda items with input from other Department Chairs and the Division
Dean(s). The chair of the Division Council, or a designated council member, keeps minutes of meetings and
distributes them to all full‐time faculty and managers in the division. The Division Dean(s) is a non‐voting
member of the Division Council and serves in a supportive and advisory role.
Division Dean’s Role:
• Oversees all aspects of the scheduling and is the primary contact person with the instruction office at
Pleasant Hill.
• Calls, chairs, and sets the agenda for division meetings
• Meets with all new part‐time hires as part of the hiring process
• Serves as the contact person for department chair issues (including student complaints, instructor
complaints, or the emergency hiring of part‐time faculty) for any Department Chair who is not on
campus over the summer
• Distributes Box 2A information to Department Chairs
• Attempts to resolve student and faculty complaints forwarded from the Department Chairs
• Oversees the part‐time and full‐time faculty evaluation process and maintains the list of faculty under
evaluation
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Works with the college’s senior management to access campus academic programs, such as tracking
district and state enrollment trends, researching new program development, and planning budget
allocations.
Assists Department Chairs with program review
Tracks faculty submissions of syllabi, office hour contracts, rosters and textbook orders
Approves and tracks schedule revision forms
Assigns classrooms in consultation with Department Chairs

Department Chair’s Role:
The Department Chairs are the representatives for their department on the Division Council. The Department
Chairs will follow the UF contract and the duties outlined for them in the department bylaws. The
responsibilities of the Department Chairs are as follows:
• serve as chair of the Division Council meetings on a rotating basis with the other department chairs
• consults with the members of the department and represents their department on the Division Council
• calls, chairs, and sets the agenda for department meetings
• coordinates the hiring of part‐time instructors in their department
• coordinates the evaluations of part‐time instructors in their department
• addresses student complaints
‐ meets with the student to hear the complaint
‐ meets with the faculty member and try to resolve the issue
‐ facilitates a meeting between the faculty member and student when appropriate
• coordinates the orientation and mentoring program of new part‐time faculty in their department
• works within the Division Council to determine priorities for Box 2A
• meets all scheduling deadlines distributed from the Division Dean and the Pleasant Hill Campus
• tracks all paperwork associated with the scheduling process, including online course input forms
• builds a schedule, in consultation with department members, and brings the schedule to the Division
Council for review.
• interacts with the Department Chairs and schedulers at the Pleasant Hill Campus
• oversees text orders and syllabi review process for the department
Scheduling Processes:
It is the responsibility of the Division Dean to distribute the schedule to the Department Chairs along with
deadlines for submission. The Department Chairs, in consultation with the members of their department and
Discipline Area Coordinators, build a schedule. The resulting schedules are returned to the Division Council for
discussion. Department Chairs, along with Discipline Area Coordinators, staff the schedule for the disciplines in
their departments. All schedules are then submitted to the Division Dean for review. If changes need to be
made to the schedule, the Division Dean will communicate them in writing to the Department Chair(s).
Voting:
The Department Chairs are the only voting members of the Division Council. The Deans do not vote unless
there is a need to break a tie. The Department Chairs on the council can vote by proxy. If a department has
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two co‐chairs, only one chair can vote on Division Council issues so that every department receives only one
vote. A majority vote (4 out of 5 votes) is needed for an acceptable outcome.
Amendments:
Proposals for amendments to the Bylaws may be made by any full‐time faculty member of the Division. An
amendment introduced at a division meeting will be voted upon at the following division meeting.
Amendments may be voted on by voice vote or secret ballot. Any one member can call for a secret ballot. If
ratified, the amendment shall become effective immediately. A two‐thirds (2/3) majority of those voting with
at least fifty percent (50%) of the division membership participating is required to amend the bylaws.
Departments and Division:
The bylaws of every department must align with the Division bylaws. No department can change its bylaws
without division approval. The Division Council will vote on any changes to department bylaws.
Transfer Requests:
If a faculty member from the Pleasant Hill Campus, Los Medanos College or Contra Costa College, requests a
transfer to the San Ramon Campus, the division will follow Article 16.1 of the contract. All faculty currently
employed in the Contra Costa Community College District, requesting a transfer to the San Ramon Campus,
will be treated in the same manner and must participate in the full interview process. According to Article
16.1.2 of the contract, faculty members requesting a transfer will automatically be granted a first‐round
interview with the hiring committee.
Box 2A Process:
Requests for new full‐time faculty positions must originate in the Department or Instructional Unit’s Program
Review, either annual or comprehensive, in order to be submitted through the College’s Box 2a process.
Program Review is completed and submitted in the Fall semester and departments and Instructional Units
should, based upon data provided in the Program Review, determine and prioritize requests for additional full‐
time faculty.
Department Program Reviews are submitted to the Division Council for review and validation prior to
submission to the college. The Division Council will make note of all requests for full‐time faculty positions
submitted in order to prioritize requests based on the published timelines established by the Vice President of
Instruction.
In the spring semester, at the January department meeting, the department chairs will discuss the hiring
needs for the upcoming year with their departments. The departments will review the FTEF data in their areas
and discuss a strategic plan for hiring, developing long term hiring goals when appropriate.
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New Faculty Orientation
All new part‐time faculty hired to teach at the San Ramon Campus will be invited to attend the New SRC Part‐
Time Faculty Orientation session offered twice a year during Fall and Spring Flex weeks. New part‐time faculty
who are unable to attend the orientation in person, will receive the orientation materials packet placed in
their SRC mailbox.
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