FACULTY OFFICE SELECTION COMMITTEE POLICY

Chandler-Gilbert Community College

Approved by CGCC Faculty Association on March 1, 2002

+Additions approved at the CGCC Faculty Senate meeting on May 5, 2006
*****

GENERAL INFORMATION

Committee Charge

The Faculty Office Selection Committee (hereby referred to as the “Committee”) will function as a standing committee.  The Committee will forward policy recommendations (modifications and additions) to the CGCC Faculty President and Faculty Association for discussion, modification, and acceptance.  It will be the responsibility of the faculty President, together with the chair of the Office Selection committee, to implement the policy as approved by the Faculty Association.

Office Descriptions

Faculty disciplines including counseling, library, performing arts, fitness and aviation will be located in their service areas.

Faculty who predominantly teach at a facility located off the main CGCC campus will have their office at their location if anticipated that their teaching load will remain there.

Office Types

Single Office – completely enclosed office with a locking door to house one faculty.

Single Open Office – partially enclosed office without a door to house one faculty.

Office Furniture

The standard office furniture shall consist of a desk, computer surface, chair, file cabinet, bookcase, student chair, telephone and computer.  Individuals transferring to an existing office will use the standard office furniture of that office.

“Seniority” List

Faculty will be placed on Faculty Office Selection List.  Position on the list shall be determined by the office selection criteria.

*****

PROCEDURES

The reallocation and new assignment of offices will be coordinated by the Committee Chair and the Faculty Association President according to the office selection list approved by the CGCC Faculty Association.

Communication of Office Availabilities for Present Residential Faculty

A bulletin will announce any office availabilities.  Information will be cited in terms of square footage (when requested), completely enclosed (lockable) or open/partially enclosed, location, window/no window, etc.  This bulletin will be sent via memo Faculty interested in applying for an office transfer will indicate, in writing via memo by the stated deadline (a minimum of 24 hours).  Requests should be directed to both the faculty Association President and the chair of the Office Selection Committee.


Office Becomes Available During:

Notification of Office Availability will








Occur During:


Fall





Finals week of the Fall Semester


Spring





Finals week of the Spring Semester


Summer




First week of accountability in the fall

Considerations by the Office Selection Committee will be based on the Faculty Office Seniority List.  Office transfers requested by faculty members to any available office spaces during the office transfer weeks (designated below) will be acted upon in accordance with each faculty member’s rank on the faculty Office Seniority List.

Office Moves/transfers will occur ASAP after the assignment of offices (with the cooperation of Maintenance & Operations, Technical Support Services, etc.)

Additional offices may become available due to ensuing office transfers.  In order to be eligible for an available office or one that results from a transfer, faculty must indicate their interest, in writing, by the stated deadline.

Determination and Communication of Office Assignments for New Faculty

All new hires for any ensuing academic year will be assigned offices as they are hired throughout the spring or summer preceding that academic year.  The determining factor will be the order in which division chairs notify the committee of new hires.  Division chairs may notify the Office Selection Committee chair only after acceptance of the candidate for the position offered.  Thus, for FIRST office assignments, board-approved dates do not apply.

After the original office assignment is made, each new hire shall be placed in rank on the Faculty Office Seniority List according to the CGCC Office Selection Criteria, for any future office transfer considerations.

Division Chair Office Moves

Faculty members elected to division Chair positions will vacate their originally assigned offices to occupy the designated Division Chair office assigned to their division.  The use of a division chair’s vacated office will be at the discretion of the division chair.

“Replacement” Faculty Office space

When a person is hired on a temporary basis (e.g., a short, limited time period, a one-semester-only) to replace faculty on sabbatical, temporary reassignment/release time, or on sick leave, the replacement shall have space made available to them.  In most instances, the replacement will occupy the space of the person they are temporarily replacing.  This space is not considered available office space open for transfers.  If the faculty on sabbatical/special assignment/medical leave would like to continue to use their space, they must coordinate this with their replacement.  An individual who does not have a full-time replacement may be obligated to offer use of their office during their absence.  This space is not considered available office space open for any transfers unless an administrative decision assigns said space).  If a faculty member takes a 1-year leave (sabbatical, special assignment, medical or other leave), his/her office will be available for new faculty, for that one-year period, if no other office is available.

One-Year Only / One Semester Only (non-replacement faculty)

An office to which an OYO/OSO faculty has been officially assigned, and which was not originally encumbered to another faculty member on sabbatical, on leave, or in division chair service, will remain with that OYO/OSO faculty if she/he are hired to a permanent position for the following academic year/semester, should that faculty member choose to keep that office.  If an OYO faculty member is rehired as an OYO/OSO for a consecutive year/semester, that faculty member may keep the office only if there are enough other office spaces to house permanent faculty hires.


Residential Faculty on Less Than Full-Time Contract  +
The Residential Faculty Policies (RFP) state under Section 2.5.1 that "Office space will be provided for the Residential Faculty at the colleges."  Current and future residential faculty who have less than a full-time contract (full time is defined as 75% or more according to MCCD policy) may be provided a shared office space.

Retired Faculty +
No office space is necessarily provided for residential faculty who retire from the college, including retirees who may have up to a 49% teaching contract; however, office space may be provided if available after accommodating residential faculty.  This will be reviewed annually. 


Office Set-Up

The office of the Dean of Instruction will facilitate the ordering of standard office furniture for new faculty if their selected office does not have furniture.

The office of the Dean of Instruction will coordinate the transfer and/or hookup of their services with the Technical Support Services.  TSS will attempt to accommodate transfers and hookups in a timely manner and in consultation with the Dean’s office.  Telephone and computer hookup will not occur until a permanent office has been assigned.

Administrative Allocation of Offices

At times, the CGCC administration may elect to allocate a faculty office to a full-time or part-time faculty or non-faculty.  These individuals will be placed in available offices.  With the approval of the Dean of Instruction, an available faculty office can be temporarily assigned to an adjunct faculty because of their work on or coordination of a special project.  If unexpected and unanticipated situations require “off-site” faculty to be housed in a “teaching” faculty area, those faculty may select from available office space, according to the office selection criteria list.

*****

OFFICE SELECTION CRITERIA

Office selection and transfer will be based on the following process.  In the event of a “tie” the next step(s) will be addressed until the “tie” is broken.

1.
Time as residential faculty at CGCC, starting with year of permanent position hire date.

2.
Transfer residential faculty


a. MCCD permanent position hire date


b. Years of continuous service in subject area

3.
One-year-only faculty at CGCC (continuous into permanent employment)


a. Same position became permanent


b. New position in same teaching area


c. New position in different teaching area


d. MCCD non-faculty on teaching reassignment

4.
One-semester-only faculty at CGCC (continuous into permanent employment)


a. Same position became permanent


b. New position in same teaching area


c. New position in different teaching area


d. MCCD non-faulty on teaching reassignment

5.
One-year-only at MCCD (continuous into permanent employment)


a. Same teaching area


b. Different teaching area

6.
One-semester-only at MCCD (continuous into permanent employment)


a. Same teaching area


b. Different teaching area

7.
Continuous # semesters part-time @ CGCC


a. Previous full-time (semester- or one-year-only) within last five years


b. Total # semesters


c. # continuous in subject hired


d. # sections taught in any area

8.
Discontinuous part-time @ CGCC


a. Previous full-time (semester- or one-year-only) within last five years


b. Total # semesters


c. # continuous in subject hired


d. # sections taught in any area

9.
Continuous # semesters part-time @ MCCD


a. Previous full-time (semester- or one-year-only) within last five years


b. Total # semesters


c. # continuous in subject hired


d. # sections taught

10.
Discontinuous part-time @ MCCD


a. Previous full-time (semester- or one-year-only) within last five years


b. Total # semesters


c. # continuous in subject hired


d. # sections taught

11.
Teacher from non-MCCD location

12.
Administration, MAT, PSA, M&O, or Crafts @ CGCC converting to faculty with no part-time teaching

13.
Administration, MAT, PSA, M&O, or Crafts @ MCCD converting to faculty with no part-time teaching

14.
Administration, MAT, PSA, M&O, or Crafts @ non-MCCD

15.
Draw by lottery

NOTE:  Any unforeseen situations not covered by this policy will be brought before the Faculty Association for discussion and decision.  The Dean of Instruction continues to oversee the process.  Changes will not be made retroactive to acceptance of these policy modifications.  Approved by the CGCC Faculty Association on 3/1/02.
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