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May 20, 2013

MEMORANDUM

TO: District Board of Trustees s
FROM: Jim Murdaugh, President Y/
SUBJECT: Policy Manual Changes

Item Description
This item requests Board of Trustees approval of Policy Manual changes.

Overview and Background

This item requests Board approval for updates to existing policies in Chapter 5 regarding
faculty contracts, responsibilities, assessment, hours of work, and conditions for dismissal.
Changes were made to comply with revision to Florida Administrative Code 6A-14.0411,
Employment Contracts for Full-Time Faculty. Updates to policy 07-07, Evaluation, and to
policy 08-08, Textbook Selection, Discontinuance, Appeal are also requested. Highlights of
the policy changes are outlined below. In addition, the Provost and members of the TCC
Faculty Senate Steering Committee will provide a brief overview of the revision process and
new policy implications for faculty hiring and faculty contracts.

Policy 05-02 clarifies when the College will use temporary contracts that are not eligible for
continuing contract, changes the period for eligibility for continuing contract from three to
five years, and describes conditions for awarding continuing contract status and for
dismissal or return to annual contract.

Policy 05-03 includes changes to assessment and evaluation of faculty on annual contract,
of faculty requesting continuing contract, and of faculty on continuing contract. Additions
include a robust post-award evaluation that includes a portfolio assessment process.
Evaluation criteria include assessment of teaching, curriculum responsibilities, service and
professional development. In addition, student success data are used as part of the
evaluation process.

Policy 05-04 provides more specific language on faculty hours of work, particularly for
virtual hours.

Policy 05-07 clarifies faculty position responsibilities.



Policy 05-16, Suspension, Dismissal, or Non-Renewal of Contracts adds unsatisfactory
performance on the post-award evaluation as a condition under which faculty may be
dismissed or returned to annual contract and updates language on serious misconduct and
on the hearing process.

Policy 07-07 updates language and maintains periodic input from faculty for evaluation of a
faculty member's immediate supervisor.

Policy 08-08 changes the date for textbook submission to the bookstore. Current dates
often cannot be met because publishers do not yet have new texts available. Dates comply
with state and federal law.

Past Actions by the Board

Policy 05-02: Revision approved by Board 11/22/2010
Policy 05-03: Revision approved by Board 11/22/2010
Policy 05-04: Revision approved by Board 11/22/2010
Policy 05-07: Revision approved by Board 11/22/2010
Policy 05-16: Revision approved by Board 11/22/2010
Policy 07-07: Revision approved by Board 11/22/2010
Policy 08-08: Revision approved by Board 05/07/2010
Funding/Financial Implications

The proposed policy manual revisions require no new funding.

Staff Resource
Barbara Sloan

Recommended Action
That the Board approve the revisions and additions to TCC's Policy Manual.



TALLAHASSEE COMMUNITY COLLEGE
DISTRICT BOARD OF TRUSTEES

POLICY
TITLE: Faculty Contracts NUMBER: 05-02
AUTHORITY: SEE ALSO: 05-02AP,
Florida Statute: 1001.64, 1001.65 05-15
Florida Administrative Code: 6A-14.0411, 6A-14.041(2)

DATE ADOPTED: 12/1/97; Revised 1/22/01, 11/22/10, 05/20/13

AT Ofiginal/Appointment

Faculty members hired for an original appointment shall be-placed-enreceive an annual contract.
The contract shall specify whether or not the faculty member is eligible for continuing contract
subject to conditions of College Policy and Procedure.

1. Established Positions Eligible for Continuing Contract
Established faculty positions filled as a result of a competitive hiring process shall be
eligible for continuing contract.

2. Temporary Positions not eligible for Continuing Contract

Under the conditions described below. the President may recommend to the Board of

Trustees a temporary faculty position for a semester, a year, or up to three years that is

not eligible for continuing contract.

a. In the case of an emergency situation due to extended illness. death. or unexpected
resignation where adjunct faculty are not available or where no other full time faculty
teach in the discipline. The temporary position will be terminated once the
emergency situation is resolved.

b. Grant supported short term programs intended to fill a temporary need,

¢. Other short term needs such as to complete a teach out plan for a discontinued
program or degree,

d. Other emergency or temporary need situations.

3. If a temporary faculty position is needed beyond three years, a new established position
shall be created. If interested in the established position, the employee serving in the
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Conftracts

termporary position must apply for the established position in a competitive hiring
process.

Faculty members holding an annual contract may have their contract renewed by the Board upon
the recommendation of the President no later than April 1st preceding the academic year for
which the contract is to be effective.

LG, Non-renewal of Annual Contract

| The Beatd-or-the-President may determine not to renew-the-eentractrecommend renewal of a
faculty member on an annual contract in accordance with the following:

I

Expectancy of reemployment: the BeardCollege owes no further contractual obligation to
the faculty member at the expiration of thean annual contract. The Board has no legal
obligation to renew the contract of a faculty member on annual contract.

Notice of non-renewal: when a determination is made that a faculty member is not to be
reappointed, that faculty member shall be notified in writing 30 to 45 days prior to the
expiration date of the contract-and-thatthefaculty-member’s-contractwillnot-be
renewed, This action does not release the College from the contractual commitment to
compensation for the faculty member until the term of the contract expires nor does it
release the faculty member from continuing to serve the college until the term of the
contract expires.

Reasons for non-renewal: the reasons for the determination not to renew the
empleymentan annual contract will not be givenstated.

ContinuingiContract

A continuing contract is granted subject to the following provisions.

L.

FheBeginning with the 2013-2014 academic year, a faculty member shall have served at
the College in a probationary status in accordance with the provisions and intent of 6A-
14.0411(+2)(a)(b) of the Florida Administrative Code (FAC) for three-G3five (5) full
years of satisfactory service at Tallahassee Community College during a period not in
excess of five{5)seven (7) total years-with, In all cases, such service beingshall be
continuous except for leave duly authorized and granted. After three full years of
satisfactory service, a faculty member who had continuing contract in another regionally
or nationally accredited institution of higher learning may petition for two years of credit
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Contracts

through the annual evaluation process. If accepted, the faculty member may apply for
continuing contract at that time.

2. The probationary period may be continued upon recommendation of the President and
approval by the Board as-previded-in-the Florida-Administrative-Code—for no more than
seven (7) years total. The contract of a faculty member who is not awarded a continuing
contract by the completion of seven (7) years will not be renewed.

3. Faculty hired for the 2012-13 academic year or earlier shall have served for three (3) full
years during a period not in excess of five (5) years.

3-4.Continuing contract is recommended to the Board by the President for faculty members
who have received satisfactory ratings during the probationary period on the evaluation

of the-performance of their duties and responsibilities-during the probatienary-period:,

Continuing contract may become effective enly-at the beginning of an academic year
only.

Continuing contract must be based on explicit judgment of qualifications and
performance. In accordance with 6A-14.0411(23) FAC, the Celegecriteria shall include

the following:

Quantifiable measured effectiveness in the performance of faculty duties,
Continuing professional development,

Currency and scope of subject matter knowledge,

d. Relevant feedback from students. faculty, and employers of students,

e. Service to the department, college. and community: and

f.  Appropriate criteria measuring student success defined as retention, progression,
completion, and matriculation or job placement.

2ol =2

Criteria may eensideredueationalalso include the following:

a. Educational qualifications, efficiency, compatibility, student learning outcomes,

character-and-eapaeity,
b. Capacity to meet the educational needs of the community, and-the

c. The length of time the duties and responsibilities of the position are expected to be
needed.

4.5.Prior to initial appomtment to contmumg c011t1act faculty membels must be carefully
evaluated by the pr “Academie-Adhreshall
%%%%W%Wmmmd&&eﬁe&enmmdmte Supervisor,
The faculty member will provide to the supervisor a professional portfolio containing a
factual description of the faculty member’s teaching, curriculum, service and professional
development strengths and accomplishments. The portfolio will include empirical
evidence as well as a self-assessment as detailed in Board of Trustees Policy 05-03. The
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Conftracls

dean/director shall consider all of the evaluation materials, including the immediate
supervisor’s assessment in making a recommendation to the Provost and President.

a. If the President concurs with the Viee Presidentdean/director that the faculty member
be awarded continuing contract, the President shall recommend this action to the
Distriet-Board of Trustees. The decision of the Board is final.

b. If the dean/director fails to recommend the faculty member for continuing contract,
the faculty member may appeal to the President,

If the dean/director
b:c.H-the VieePresident recommends that the faculty member be given a continuing
contract and the President does not concur in the recommendation, the faculty

member may appeal to the Board—t-the-Viee Presidentfails-to-recommend-the

faculty- memberat-the-upproprinte-imethefaerwlbmembermuyappeatto-the
President of Trustees.

Continuing contract status entitles the faculty member to continue employment in the full-
time faculty position at the College without annual nomination or reappointment. However;

Faculty on continuing contract shall be reviewed annually by the immediate supervisor and
shall submit a post-award professional portfolio every five (5) years to be evaluated by the
immediate supervisor and the dean/director for the purpose of demonstrating continued
achievement of standards set at the initial award of continuing contract and for demonstrating
continual growth and development.

The President shall present an annual report to the Board of Trustees summarizing the status
of all annual and continuing contract faculty.

Upon recommendation of the President, the Board may dismiss or return to annual contract a

faculty member on continuing contract smay-be-dismissed-orreturned-to-annual-contraet-for

failure to meet post-award performance criteria or for cause, in accordance with Board of
Trustees Policy 05-16 and in accordance with 6A-14.0411(57)(a)(b) FAC.

1. The President or designee shall notify the faculty member in writing of the
recommendation, and upon approval by the Board, shall afford the employee the right to
a-hearing-formally challenge the action in accordance with College policy-— 05-16.

+:2.As an alternative to the hearing rights provided by College policy, the faculty member
may-eleet-te request an administrative hearing in accordance with the guidelines of
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Chapter 120 of the Florida Statute (FS) by filing a petition with the Board within twenty-
one (21) calendar days of receipt of the recommendation of the President.

Any-faculty-memberwhe-is-etherwise-entitled-toreceive-acontinuing contractmay-be-issued-an
annual-contraet-provided-the Boeard;-upen-theUpon recommendation of the President, shall-by
majority-votefind-that-suehthe Board may terminate a full-time faculty member-dees-notimeet

therequired-standardsfor-a-employee under continuing contract upon consolidation, reduction,

or thatthe-climination of an institution’s program, or restriction of the required duties and

respensibilities-of thata position have-beenrestricted-orwitlbe-needed-for-a-limited-tine:
2.3 Ameng-the-eriteria-to-be-considered-by the board in accordance with Board in-making
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Administrators HoldingiContinuing Contracts as Faculty Membets

Rule 6A 14 0411 EAC Lissi - . . S o
only:

Administrators who held continuing contracts as faculty members at the College before
appointment to their administrative post are placed on leave-of-absence status from their
continuing contract for the duration of their annual administrative appointment. Such persons
may revert to their continuing contract status if otherwise eligible in the event that they are not
reappointed to their administrative position or that they opt not to accept such annual
appointment.

LBl 'Sttppleméntal Conttac-ts-.

The President or designee is authorized to employ as needed any of the faculty members at the
College on supplemental contracts.

Tallahassee Community College
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TALLAHASSEE COMMUNITY COLLEGE
DISTRICT BOARD OF TRUSTEES

POLICY
TITLE: Faculty Contracts NUMBER: 05-02
AUTHORITY: SEE ALSO: 05-02AP,
Florida Statute: 1001.64, 1001.65 05-15
Florida Administrative Code: 6A-14.0411, 6A-14.041(2)

DATE ADOPTED: 12/1/97; Revised 1/22/01, 11/22/10, 05/20/13

Faculty members hired for an original appointment shall receive an annual contract. The contract
shall specify whether or not the faculty member is eligible for continuing contract subject to
conditions of College Policy and Procedure.

1. Established Positions Eligible for Continuing Contract
Established faculty positions filled as a result of a competitive hiring process shall be
eligible for continuing contract.

2, Temporary Positions not eligible for Continuing Contract

Under the conditions described below, the President may recommend to the Board of

Trustees a temporary faculty position for a semester, a year, or up to three years that is

not eligible for continuing contract.

a. In the case of an emergency situation due to extended illness, death, or unexpected
resignation where adjunct faculty are not available or where no other full time faculty
teach in the discipline. The temporary position will be terminated once the
emergency situation is resolved.

b. Grant supported short term programs intended to fill a temporary need,

¢. Other short term needs such as to complete a teach out plan for a discontinued
program or degree,

d. Other emergency or temporary need situations.

3. Ifatemporary faculty position is needed beyond three years, a new established position
shall be created. If interested in the established position, the employee serving in the
termporary position must apply for the established position in a competitive hiring
process.
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Faculty members holding an annual contract may have their contract renewed by the Board upon
the recommendation of the President no later than April 1st preceding the academic year for
which the contract is to be effective.

The President may determine not to recommend renewal of a faculty member on an annual
contract in accordance with the following:

1. Expectancy of reemployment: the College owes no further contractual obligation to the
faculty member at the expiration of an annual contract. The Board has no legal obligation
to renew the contract of a faculty member on annual contract.

2. Notice of non-renewal: when a determination is made that a faculty member is not to be
reappointed, that faculty member shall be notified in writing 30 to 45 days prior to the
expiration date of the contract. This action does not release the College from the
contractual commitment to compensation for the faculty member until the term of the
contract expires nor does it release the faculty member from continuing to serve the
college until the term of the contract expires.

3. Reasons for non-renewal: the reasons for the determination not to renew an annual
contract will not be stated.

A continuing contract is granted subject to the following provisions.

1. Beginning with the 2013-2014 academic year, a faculty member shall have served at the
College in a probationary status in accordance with the provisions and intent of 6A-
14.0411(2)(a)(b) of the Florida Administrative Code (FAC) for five (5) full years of
satisfactory service at Tallahassee Community College during a period not in excess of
seven (7) total years. In all cases, such service shall be continuous except for leave duly
authorized and granted. After three full years of satisfactory service, a faculty member
who had continuing contract in another regionally or nationally accredited institution of
higher learning may petition for two years of credit through the annual evaluation
process. If accepted, the faculty member may apply for continuing contract at that time.

2. The probationary period may be continued upon recommendation of the President and
approval by the Board for no more than seven (7) years total. The contract of a faculty
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member who is not awarded a continuing contract by the completion of seven (7) years
will not be renewed.

3. Faculty hired for the 2012-13 academic year or earlier shall have served for three (3) full
years during a period not in excess of five (5) years.

4. Continuing contract is recommended to the Board by the President for faculty members
who have received satisfactory ratings during the probationary period on the evaluation
of performance of their duties and responsibilities. Continuing contract may become
effective at the beginning of an academic year only.

Continuing contract must be based on explicit judgment of qualifications and
performance. In accordance with 6A-14.0411(3) FAC, the criteria shall include the
following;:

Quantifiable measured effectiveness in the performance of faculty duties,
Continuing professional development,

Currency and scope of subject matter knowledge,

Relevant feedback from students, faculty, and employers of students,

Service to the department, college, and community; and

Appropriate criteria measuring student success defined as retention, progression,
completion, and matriculation or job placement.

e e o

Criteria may also include the following:

a. Educational qualifications, efficiency, compatibility, student learning outcomes,
character,

b. Capacity to meet the educational needs of the community, and

c. The length of time the duties and responsibilities of the position are expected to be
needed.

5. Prior to initial appointment to continuing contract, faculty members must be carefully
evaluated by the immediate supervisor, The faculty member will provide to the
supervisor a professional portfolio containing a factual description of the faculty
member’s teaching, curriculum, service and professional development strengths and
accomplishments. The portfolio will include empirical evidence as well as a self-
assessment as detailed in Board of Trustees Policy 05-03. The dean/director shall
consider all of the evaluation materials, including the immediate supervisor’s assessment
in making a recommendation to the Provost and President.

a. If the President concurs with the dean/director that the faculty member be awarded
continuing contract, the President shall recommend this action to the Board of
Trustees. The decision of the Board is final.
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b. If the dean/director fails to recommend the faculty member for continuing contract,
the faculty member may appeal to the President.

c. If the dean/director recommends that the faculty member be given a continuing
contract and the President does not concur in the recommendation, the faculty
member may appeal to the Board of Trustees.

Continuing confract status entitles the faculty member to continue employment in the full-
time faculty position at the College without annual nomination or reappointment.

Faculty on continuing contract shall be reviewed annually by the immediate supervisor and
shall submit a post-award professional portfolio every five (5) years to be evaluated by the
immediate supervisor and the dean/director for the purpose of demonstrating continued
achievement of standards set at the initial award of continuing contract and for demonstrating
continual growth and development.

The President shall present an annual report to the Board of Trustees summarizing the status
of all annual and continuing contract faculty.

Upon recommendation of the President, the Board may dismiss or return to annual contract a
faculty member on continuing contract for failure to meet post-award performance criteria or
for cause, in accordance with Board of Trustees Policy 05-16 and in accordance with 6A-
14.0411(7)(a)(b) FAC.,

1. The President or designee shall notify the faculty member in writing of the
recommendation, and upon approval by the Board, shall afford the employee the right to
formally challenge the action in accordance with College policy 05-16.

2. As an alternative to the hearing rights provided by College policy, the faculty member
may request an administrative hearing in accordance with the guidelines of Chapter 120
of the Florida Statute (FS) by filing a petition with the Board within twenty-one (21)
calendar days of receipt of the recommendation of the President.

3. Upon recommendation of the President, the Board may terminate a full-time faculty
employee under continuing contract upon consolidation, reduction, or elimination of an
institution’s program, or restriction of the required duties of a position by the board in
accordance with Board of Trustees Policy 05-16. In the evaluation of these factors, the
decision of the board shall be final.
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A e o O s s

Administrators who held continuing contracts as faculty members at the College before
appointment to their administrative post are placed on leave-of-absence status from their
continuing contract for the duration of their annual administrative appointment. Such persons
may revert to their continuing contract status if otherwise eligible in the event that they are not
reappointed to their administrative position or that they opt not to accept such annual
appointment.

The President or designee is authorized to employ as needed any of the faculty members at the
College on supplemental contracts.
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TALLAHASSEE COMMUNITY COLLEGE
DISTRICT BOARD OF TRUSTEES

POLICY
TITLE: Assessment and Evaluation NUMBER: 05-03
AUTHORITY: SEE ALSO: 05-03AP,
Florida Statute: 1001.64, 1001.65 05-07

DATE ADOPTED: 12/1/97; Revised 1/22/01, 11/22/10, 05/20/13

Assessment and evaluation of faculty will be conducted utilizing a variety of approaches relating
to professional competence and commitment of the faculty member to the College. Assessment
and-evaluationinclude-thefoHewing:Annual and continuing contract faculty will maintain a
professional portfolio that shall include evidence of effective classroom instruction, curriculum
review and relevancy, service and support of college policies and procedures. and professional
development. The portfolio will include materials described below, as appropriate to the
position and responsibilities of the faculty member,

Faculty on Annual Contract will be formally evaluated by the immediate supervisor each year
prior to recommendation for annual contract renewal. The evaluation will be based on the faculty
responsibilities described in Board Policy 05-07 and will include discussion of the items being
collected for the professional portfolio as well as the annual classroom observation, student
success results, and student evaluations.

Faculty being considered for moving {rom annual to continuing contract shall present a
professional portfolio as described above for review and assessment by the immediate
supervisor. The immediate supervisor will make a recommendation to the Dean/Director and
Provost regarding continuing contract,

Faculty on Continuing Contract will participate in an annual review that consists of an appraisal
of the faculty member’s performance of the position responsibilities in Board Policy 05-07 as
well as a review of documents being collected for the professional portfolio. The supervisor will
provide written documentation of any concerns and expectations for correction in anticipation of
the post-award review,
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Asessment and Evaluation

Required:
e Statement of Teaching Responsibilities (courses taught over the period of the evaluation)

Representative Course Syllabi
Teaching Philosophy

Teaching Goals—Short and Long Term
Instructional Innovations

Service provided to the department, college, and acade,mlc' community
Results of continuing professional development, arid long term

Optional:
e Teaching Methodologies

Description of Teaching Materials
Curricular Revisions

Documentation of Teaching Improvement Agtivities
Teaching honors and other 1ecomntlons E: :
Individual student feedback .
Samples of student achievements. and'Eo itstanding Stlldent accomplishments in or beyond
the classroom T

All porfolios shall also mclude the;foliowmg

¥,

maywill be inec "pmat s a part of the annual e#a&uaheﬂ—feﬁemeview and plofessmnal
portfolio. '

b. Faculty on Continuing Contract: each faculty member on a continuing contract will be

observed by the dean-orprogram-direetorimmediale supervisor as necessary andbut at
least once every two (2) years. The observation smaywill be followed by a conference to

discuss the ebservatiensobservation.. The results of the observation will be incorporated
in writing as a part of the professional portfolio.

+:2.Student Course EvaluationsErealuation-ofHaculty
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Asessment and Evaluation

Faeulty-on-Annual- Contract:studentsStudents will evaluate faculty members en-annual
eontractin each class in each fallmajor semester of the contract. The primary purpose of
student evaluation of faculty is self-improvement of the faculty member-—Annual-contract
faeulty and the course. Faculty will develop a written self-analysis of the results. The Student
Course Evaluation reports and self-analysis will be included as a part of the seminarpertfolio

and-annual formal-cvaluation-Student-kvaluation reportsawill-be diseussed-between-the
faeulty-memberreview and the-dean-erprogram-direetorprofessional portfolio.

4. A review of items one'through seven in the portfolio by a faculty peer.

5. Results of employer surveys, when appropriate to the discipline.

Faculty on Continuing Contract will present a professional portfolio for assessment by the
immediate supervisor and the dean/director every five years. The immediate supervisor will
make a recommendation to the dean/director and Provost regarding the faculty evaluation.
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Faculty on Continuing Contract whose annual review indicates any area of concern related to
faculty responsibilities identified in Board Policy 05-07 will develop a plan to address that
concern in the following year. If the next annual review indicates the concern has not been
addressed, a post-award evaluation will be required. This evaluation will be in addition to the
regularly scheduled five year post-award evaluation. Additionally, the supervisor may require a
post-award evaluation if intermittent concerns occur between five year evaluations.

The Procedure for developing an-H2-S-Plana portfolio and professional development plan and for
conducting the annual review and post-award assessment is descnbed in Administrative
Procedure 05-03AP. 74

P

Assessment oft Baculty Tleachingiin: . . . an One Diyision

Faculty may be qualified to teach in more than one discipline in the College. When more than
one division is concerned, the faculty member w111 be assigned to one division as the home
division and that deanimmediate supervisor will assume responsibility for th
evaluation/assessment of the faculty member. The se ipervisor will provide input to the
“home” division supervisor. The eval procedure for these faculty is described
in Administrative Procedure 05-03R03AP. ;
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TALLAHASSEE COMMUNITY COLLEGE
DISTRICT BOARD OF TRUSTEES

POLICY

TITLE: Assessment and Evaluation

NUMBER: 05-03

AUTHORITY:
Florida Statute: 1001.64, 1001.65

SEE ALSO: 05-03AP,

05-07

DATE ADOPTED: 12/1/97; Revised 1/22/01, 11/22/10, 05/20/13

Assessment and evaluation of faculty will be conducted utilizing a variety of approaches relating
to professional competence and commitment of the faculty member to the College. Annual and
continuing contract faculty will maintain a professional portfolio that shall include evidence of
effective classroom instruction, curriculum review and relevancy, service and support of college
policies and procedures, and professional development. The portfolio will include materials
described below, as appropriate to the position and responsibilities of the faculty member.

Faculty on Annual Contract will be formally evaluated by the immediate supervisor each year

prior to recommendation for annual contract renewal. The evaluation will be based on the faculty
responsibilities described in Board Policy 05-07 and will include discussion of the items being
collected for the professional portfolio as well as the annual classroom observation, student

success results, and student evaluations.

Faculty being considered for moving from annual to continuing contract shall present a

professional portfolio as described above for review and assessment by the immediate
supervisor. The immediate supervisor will make a recommendation to the dean/director and

Provost regarding continuing contract.

Faculty on Continuing Contract will participate in an annual review that consists of an appraisal
of the faculty member’s performance of the position responsibilities in Board Policy 05-07 as
well as a review of documents being collected for the professional portfolio. The supervisor will
provide written documentation of any concerns and expectations for correction in anticipation of

the post-award review.
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Asessment and Evaluation

Required:
e Statement of Teaching Responsibilities (courses taught over the period of the evaluation)
Representative Course Syllabi
Teaching Philosophy
Teaching Goals—Short and Long Term
Instructional Innovations
Service provided to the department, college, and academic community
Results of continuing professional development, short and long term

e © ¢ ©o @ o©

Optional:
e Teaching Methodologies
Description of Teaching Materials
Curricular Revisions
Documentation of Teaching Improvement Activities
Teaching honors and other recognitions
Individual student feedback
Samples of student achievements and outstanding student accomplishments in or beyond
the classroom

All porfolios shall also include the following:

1. Classroom observation assessment results written by the immediate supervisor.

a. Faculty on Annual Contract: each faculty member on annual contract will be observed
once a year or more frequently, if needed. The observation will be conducted by the
immediate supervisor and will be followed by a conference to discuss the observation.
The results of the observation and conferences will be incorporated as a part of the annual
review and professional portfolio.

b. Faculty on Continuing Contract: each faculty member on a continuing contract will be
observed by the immediate supervisor as necessary but at least once every two (2) years.
The observation will be followed by a conference to discuss the observation.. The results
of the observation will be incorporated in writing as a part of the professional portfolio.

2. Student Course Evaluations
Students will evaluate faculty members in each class in each major semester of the contract.
The primary purpose of student evaluation of faculty is self-improvement of the faculty
member and the course. Faculty will develop a written self-analysis of the results. The
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Student Course Evaluation reports and self-analysis will be included as a part of the annual
review and professional portfolio.

3. Student Success Data
The immediate supervisor will provide data on student success including retention rates,
ABC success rates, and achievement of student learning outcomes, student progression,
completion, and matriculation or job placement to be analyzed and addressed as appropriate
as part of the formal evaluation.

4. A review of items one through seven in the portfolio by a faculty peer.

5. Results of employer surveys, when appropriate to the discipline.

Faculty on Continuing Contract will present a professional portfolio for assessment by the

immediate supervisor and the dean/director every five years. The immediate supervisor will
make a recommendation to the dean/director and Provost regarding the faculty evaluation.

Faculty on Continuing Contract whose annual review indicates any area of concern related to
faculty responsibilities identified in Board Policy 05-07 will develop a plan to address that
concern in the following year. If the next annual review indicates the concern has not been
addressed, a post-award evaluation will be required. This evaluation will be in addition to the
regularly scheduled five year post-award evaluation. Additionally, the supervisor may require a
post-award evaluation if intermittent concerns occur between five year evaluations.

The Procedure for developing a portfolio and professional development plan and for conducting
the annual review and post-award assessment is described in Administrative Procedure 05-03AP.

Faculty may be qualified to teach in more than one discipline in the College. When more than
one division is concerned, the faculty member will be assigned to one division as the home
division and that immediate supervisor will assume responsibility for the evaluation/assessment
of the faculty member. The secondary supervisor will provide input to the “home” division
supervisor. The evaluation/assessment procedure for these faculty is described in Administrative
Procedure 05-03AP,
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VAU Non-Tcaching Factlty

| Non-teaching faculty and faculty librarians shall adhere to a minimum of a forty (40) hour work
week scheduled as appropriate in accordance with the contract length specified in the Board-
approved Salary Schedule.

B _'If'eaching: Fac_u‘lty '

Aeeprofessionali-teaching-tueulbamembers-enjoy-considerable-freedom-in-planningand
perfermingthelwerk-Faculty members may have teaching assignments both on and off

campus, day and evening, and at times, on the weekends. Their assignments require forty (40) or
more hours of professional services to the College each week.

The tollowing shall apply to teaching faculty:

1. A faculty member must provide for a total time of at least twenty-five (25) hours in an
instructional capacity, that is, available to students in the classroom and through office hours.
Classroom contact and on-campus office hours may be adjusted for assignments during non-
traditional academic terms and for non-traditional delivery. Adjustments must be approved
by the immediate supervisor. No more than 30% of the 25 hours may be modified for virtual
delivery without approval of the Provost or President. On the Teaching and Office Schedule,
the faculty member shall list the following:

a. a-All class hours

b. b-Office hours sufficient to total a minimum of twenty-five (25) hours in combination
with class hours
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Faculty Hours of Work

c. e-Atleast ten (10) office hours
. Other structured-assigmnents

d. TFhe-twenty-five-(25)minimum-enOther responsibilities for which reassigned time has
been authorized

e. Synchronous virtual office hours and class time

2. On-campus hours required must be distributed Monday through Friday with a minimum of
two hours per day. Office hours are to be scheduled at times convenient to students and are
not to conflict with other regularly scheduled commitments. Exeeptionsfor-on-line-and-other
HMM%WWMMMWMWM%

ocedure D3-04AR).

3. TFaculty members are expected to adhere to the class schedule and office hours submitted
cach semester. Hafaculty-membermustleave-the-campus-duringscheduled-hours;the
division otfice must be notified-and-wleave-form-must-besubmitted—ChangesTemporary

changes to the office hour schedule must be approved by the Pean-erProgram
Direetorimmediate supervisor. If conflict cannot be avoided, faculty may attend official

college committee meetings or special events during office hours as long as students are
notified of the temporary change in availability.

5:4.During the fall and spring semesters, approximately thirty (30) hours per semester will be
spent in the advisement process. These hours are scheduled in addition to office and class
hours. Annual contract faculty will not advise during their first semester and will engage in
limited advising hours in the second and subsequent semesters such that their total
commitment to the new-faculty seminar program and advising totals approximately 30 hours.

5. Limited exceptions to these scheduling requirements may be made with the approval of the
President upon written recommendation of the immediate supervisor and Provost.

6. Aside from these duties, faculty members are expected to perform other college-related
services during their work week, both on campus and off. Faeulty If not in class, faculty are
expected to be available for scheduled meetings and other campus and department
responsibilities as defined by the immediate supervisor, Deans-Program-/Director, or other
campus officials._Faculty should not expect that campus and committee meetings will be
adjusted to accommodate any non-college faculty commitments.

7. Faculty will be required to take leave if non-college commitments prevent them from
attending required class or office hours, advising hours, meetings or events.
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| 78.All teaching and office hour commitments for extra assignments for fall and spring term are
above and beyond these regular contract obligations.

9. Faculty teaching a web class as an extra assignment or in the summer may adjust on campus
schedules for virtual hours. Adjustments must be approved by the immediate supervisor.,

Noncompliance with these responsibilities will be handled through the official College policies
relating to such conduct.
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L CoAdvising Responsibilities =Summer Tlefms

Faculty who teach during the summer are required to assist with advising as needed, but no more
than the following. Advising responsibilities for all summer term teaching are calculated by term
(not weekly) as follows:

1-3 credit hours or 1-9 clock hours - 6 hours advising
4-6 credit hours or 10-20 clock hours - 9 hours advising
7-12 credit hours or 21+ clock hours - 12 hours advising
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Non-teaching faculty and faculty librarians shall adhere to a minimum of a forty (40) hour work
week scheduled as appropriate in accordance with the contract length specified in the Board-
approved Salary Schedule.

Faculty members may have teaching assignments both on and off campus, day and evening, and
at times, on the weekends. Their assignments require forty (40) or more hours of professional
services to the College each week.

The following shall apply to teaching faculty:

1. A faculty member must provide for a total time of at least twenty-five (25) hours in an
instructional capacity, that is, available to students in the classroom and through office hours.
Classroom contact and on-campus office hours may be adjusted for assignments during non-
traditional academic terms and for non-traditional delivery. Adjustments must be approved
by the immediate supervisor. No more than 30% of the 25 hours may be modified for virtual
delivery without approval of the Provost or President. On the Teaching and Office Schedule,
the faculty member shall list the following;

a. All class hours

b.  Office hours sufficient to total a minimum of twenty-five (25) hours in combination with
class hours
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c. At least ten (10) office hours
d. Other responsibilities for which reassigned time has been authorized

e. Synchronous virtual office hours and class time

2. On-campus hours required must be distributed Monday through Friday with a minimum of
two hours per day. Office hours are to be scheduled at times convenient to students and are
not to conflict with other regularly scheduled commitments.

3. Faculty members are expected to adhere to the class schedule and office hours submitted
each semester, Temporary changes to the office hour schedule must be approved by the
immediate supervisor. If conflict cannot be avoided, faculty may attend official college
committee meetings or special events during office hours as long as students are notified of
the temporary change in availability,

4. During the fall and spring semesters, approximately thirty (30) hours per semester will be
spent in the advisement process. These hours are scheduled in addition to office and class
hours. Annual contract faculty will not advise during their first semester and will engage in
limited advising hours in the second and subsequent semesters such that their total
commitment to the new-faculty seminar program and advising totals approximately 30 hours.

5. Limited exceptions to these scheduling requirements may be made with the approval of the
President upon written recommendation of the immediate supervisor and Provost.

6. Aside from these duties, faculty members are expected to perform other college-related
services during their work week, both on campus and off. If not in class, faculty are expected
to be available for scheduled meetings and other campus and department responsibilities as
defined by the immediate supervisor, dean/director, or other campus officials. Faculty
should not expect that campus and committee meetings will be adjusted to accommodate any
non-college faculty commitments.

7. Faculty will be required to take leave if non-college commitments prevent them from
attending required class or office hours, advising hours, meetings or events.

8. All teaching and office hour commitments for extra assignments for fall and spring term are
above and beyond these regular contract obligations.

9. Faculty teaching a web class as an extra assignment or in the summer may adjust on campus
schedules for virtual hours. Adjustments must be approved by the immediate supervisor.

Noncompliance with these responsibilities will be handled through the official College policies
relating to such conduct.
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Faculty who teach during the summer are required to assist with advising as needed, but no more
than the following. Advising responsibilities for all summer term teaching are calculated by term
(not weekly) as follows:

1-3 credit hours or 1-9 clock hours - 6 hours advising
4-6 credit hours or 10-20 clock hours - 9 hours advising
7-12 credit hours or 21+ clock hours - 12 hours advising
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] Tallahassee Community College (TCC) faculty are professional educators with the primary
responsibility of providing a quality education for TCC students. All TCC faculty members are
responsible for fulfilling the following responsibilities in accordance with the philosophy,
mission, policies, and procedures of the College.

The responsibilities of teaching faculty may-inclide, but-are-not-limited-to-the-folowingrare as

follows:

Instruction

e To devote the best professional effort to the primary task of teaching assigned classes by
providing-a-thereughmaintaining high academic standards, staying current in one’s field,

comunicating content effectively and aeeurate knowledge-of the-subject-area-and by-using
effeetive-teaching-practieescultivating an environment best suited to learning.

e To movide lo studunts in all chsses dl the beLiuning of each term a copy of the instructor

o To assure that a student's grade accurately reflects the student’s achievements of the learning
outcomes of the course.

e To teach assigned classes at the scheduled time and place.

e To maintain and report accurate records of attendance and grades when required by state and
federal law and college policy and procedures.

e To maintain office hours in accordance with the schedule developed and approved by the
immediate supervisor each semester.
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Curriculum

e To review course objectives and instructional strategies periodically to assure the consistency

of each course with the ebjeetives-of the-College,with-the-master syllabus for the course; and

with the needs of the students.

e To prepare or revise the master course syllabus for specific courses and to assist in course
coordination as needed.

e To participate in the selection of appropriate course textbooks, resources and learning
management systems. or other modes of reference/instruction as appropriate.

e Torevise or develop new courses as needed to assure the relevancy and appropriateness of
the curriculum.

Service and Support of College Policies and Procedures

e To encourage students to make maximum use of the resources of the College, including the
Library-and, Learning Commons, and online resources.

L ntain-office hotrsinaceorda ik thiesehedufes: doveloped.and ) 0

e To provide service to the College. the division, and the discipline.

e To participate in the advising process.

e To follow college policy and procedures in all matters.

Professional Development

2—To develop and implement annual-geals-ineluding professional-growth-as-written-in-the
individual-instruetions-a plan for professional development;-and-service-(12S)-plan-signed
by-the-faculty-member that may include short and dean-orprogram-director:
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3—Te-provide-servieelong term goals, as well as documentation to the-Cellege-as
speeifiedbe included in the H2Sprofessional portfolio. Professional development may
also include opportunities that are not planned but that present themselves during the

year. The plan-

is intended to be individualized and may involve innovation in instruction, curriculum, or
service,
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Tallahassee Community College (TCC) faculty are professional educators with the primary
responsibility of providing a quality education for TCC students. All TCC faculty members are
responsible for fulfilling the following responsibilities in accordance with the philosophy,
mission, policies, and procedures of the College.

The responsibilities of teaching faculty are as follows:
Instruction

e To devote the best professional effort to the primary task of teaching assigned classes by
maintaining high academic standards, staying current in one’s field, comunicating content
effectively and cultivating an environment best suited to learning.

e To provide to students in all classes at the beginning of each term a copy of the instructor
syllabus written in accordance with TCC Policy 05-12.

e To assure that a student's grade accurately reflects the student’s achievements of the learning
outcomes of the course.

o To teach assigned classes at the scheduled time and place.

e To maintain and report accurate records of attendance and grades when required by state and
federal law and college policy and procedures.

* To maintain office hours in accordance with the schedule developed and approved by the
immediate supervisor each semester.
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Curriculum

To review course objectives and instructional strategies periodically to assure the consistency
of each course with the master syllabus for the course and with the needs of the students.

To prepare or revise the master course syllabus for specific courses and to assist in course
coordination as needed.

To participate in the selection of appropriate course textbooks, resources and learning
management systems, or other modes of reference/instruction as appropriate.

To revise or develop new courses as needed to assure the relevancy and appropriateness of
the curriculum.

Service and Support of College Policies and Procedures

To encourage students to make maximum use of the resources of the College, including the
Library, Learning Commons, and online resources.

To provide service to the College, the division, and the discipline.
To participate in the advising process.

To follow college policy and procedures in all matters.

Professional Development

To develop and implement a plan for professional development that may include short and long
term goals, as well as documentation to be included in the professional portfolio. Professional
development may also include opportunities that are not planned but that present themselves
during the year. The plan is intended to be individualized and may involve innovation in
instruction, curriculum, or service.
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Suspension or dismissal of faculty members on either annual or continuing contract shall be

conducted subject to the provisions of the—State—Beard—ef Edueation—Rules—and—Florida
Statuteslaw.,

Afaculty-member-on-continuing-eontract shall- have-the right to-a-public hearing if dismissed-or
suspended-at-any-time-or-if returned-to-annual-contract—A faculty member on annual contract

shall have the right to a public hearing only if the contract is terminated before its expiration
date.

A faculty member on continuing contract shall have the right to a public hearing if dismissed at
any time or if returned to annual contract. As an alternative, the faculty member may request an
administrative hearing in accordance with Chapter 120, Fla. Stat.

LAV Suspension

A faculty member may be suspended for a serious offense or for investigation of an alleged

serious offense upon recommendation by the President erBoard-of Trustees-in-aceordanee-with
appropriate-State Beard-of EdueationRules_for up to ten (10) days. Faculty may use the

grievance and appeal policy (05-17) to challenge a suspension.

B. D1smlssa1 ot Return to Annual Contract

In accordance with Florida Administrative Code (FAC) 6A-14.011(5(a));a0411a faculty member
may be dismissed or returned to annual contract status at-the-discretion-of the Board-of
TFrusteesfor failure to meet post-award performance criteria or for cause upon a recommendation,
in writing, from the President and approval by the Board of Trustees. The President shall include
in his/her recommendation to the Board, the basis for the recommendation.
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Suspension, Dismissal, or Non-Renewal of Contracts

Before recommending that a faculty member be dismissed or returned to annual contract because
of unsatisfactory performance of assigned duties and responsibilities, the President shall have
evidence that the faculty member has been informed of the deficiencies by the deanimmediate
supervisor or the Provost and Vice President for Academic Affairs and has been given an
opportunity to correct them.

Before recommending that a faculty member be dismissed or returned to annual contract for
causes other than unsatisfactory performance of assigned duties and responsibilities, the
President shall consider the gravity of the matter and, if not of a serious nature, shall inform the
faculty member of the deficiencies and allow an opportunity to correct them.

If a faculty member is notified in writing of a decision to dismiss or return to annual contract for
failure to meet post-award performance criteria or for cause. the emplovee has the right to
formally challenge the action in accordance with the policies and procedures described below.
As an alternative to the hearing rights provided by this policy, the employee may request an
administrative hearing in accordance with Chapter 120, Florida Statutes, by filing a petition with
the board within twenty-one (21) days of receipt of the recommendation of the President.

Consistent with the criteria in FAC 6A-14.0411(57(b)) and Policy 04-23, a faculty member may
be dismissed or returned to annual contract status upon consolidation, reduction, or elimination
of a community college program or restriction of the required duties of a position by the Board.
The decision of the board shall not be controlled by any previous contractual relationship. In the
evaluation of factors in FAC 6A-14.0411(7)(b) and Policy 04-23. the decision of the board shall

be final.

LCHGlotnds forTetmination AFAy Iime During e Veat

Fhe-following-are-considered-grave-mattersif it has been determined that eenstitute-the-grounds
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Suspension, Dismissal, or Non-Renewal of Contracts

a—In-the-determination of what constitutes—inefficiency-the-Board-may-consider repeated

failure—to—perform —duties;—repeated—tailure—on—the—part—of—the—faculty member to
emmwa&%mmmumﬂwdeﬁm-mh&e{as&eeﬂﬁ&sueh—&ﬂﬁﬁeﬂ%ﬂmkﬁmm

T—Cenvietonofany, incompetence or conduct incompatible with his/her duties, or prejudicial
to TCC’s mission, or if he/she has been found to be willfully disobedienct to his/her supervisor’s
directions, or found guilty of a crime wo_f moral turpitude:—de{hied—as—a—eﬁhﬂe—ﬂ%ﬁt—is

eus%emmﬁ&les—ei the law recognizes TCC s ught aﬂel-dﬁty—l—}emleemaeej%lo terminate the

employee’s relationship with TCC,

'DINotice of Dismissall Suspenéi_oh,_ (03 R_et_ui:_t_i ;fo_Anﬁ'ual Contract

The President shall furnish written notice to the faculty member of the recommendation to the
Board of the suspension or dismissal or return to annual contract of said faculty member,

The notice of suspension, dismissal, or return to annual contract shall specify the charges made
against the faculty member in terms sufficiently specific both to inform and to enable the faculty
member to make a determination whether to request a hearing on said charges. The notice shall
advise the faculty member of the opportunity to request a hearing on said charges and that said
request must be made in writing to the President within ten (10) work days of the receipt of the
notice. A copy of these procedures for dismissal shall accompany the notice.
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Suspension, Dismissal, or Non-Renewal of Contracts

If the faculty member requests a hearing, the President shall notify the Board in writing.

' E. Request for Heating

Within ten (10) work days of receipt of a request for hearing, the Board shall determine who
shall hear the charges and shall schedule a public hearing to be held at least fifteen (15) work
days after the employee's receipt of the hearing notice.

The Board may determine—to—hear—the—charges—itself appoint one of its members as hearing
examiner, or may appoint aan outside hearing examiner. The hearing examiner shall be impartial
and eempetentqualified by reason of training and experience: to conduct the hearing. The Board
may-appoint-ene—efits—members—as—the hearing-examiner—H-a-Beoard-member—or—a—hearing
examiner-is-used-intien-of the Board;-the Beard-member or hearing examiner shall be bound by
the same procedures as the Board. H-the Board-determinesto-hear-the-charges—it-may-appeint

one-of-its-members-other-thanthe Chair-to-preside;

The Board shall send a notification to the faculty member and the hearing examiner stating who
shall hear the charges advanced by the President.

The Board shall send to the faculty member a notice specifying the date, time, and place of the
hearing to be conducted upon the charges advanced by the President. The notice shall contain the
specific charges against the faculty member and shall inform the faculty member of the right to
be heard in his/her own defense, to produce and cross-examine witnesses, to present other
relevant evidence, and to be represented by legal counsel of his/her own choice at his/her own
expense. Not later than ten (10) work days before the hearing, the President and the faculty
member shall exchange in affidavit form a list of the names and addresses of witnesses to be
called, together with a brief and accurate statement as to the proposed testimony of each witness,
and a like statement as to any other proposed evidence, together with the evidence itself. Each
party shall have the right to examine and copy the evidence of the other. The affidavit shall be
signed under oath by the parties and their counsel. Any rebuttal witnesses need not be listed.

The hearing shall be conducted in the following manner.

1. The hearing shall be fully and accurately recorded by stenographic or mechanical device and
all testimony exhibits shall be preserved.

2. Formal hearings shall in general use the rules of evidence recognized by law in this State, but
said rules shall not be strictly applied and shall be adapted to College circumstances when
justice may require. No oral or written communications shall be received from anyone other
than through the real parties in interest or through their witnesses.

3—Upen-the-writtenrequest-of-any-real-party-in-interest-the presiding-member-of-the Board-or
hearing-examiner—shall-issue—subpoenas—ad—testificandun-and-duces—tecuni—to-compel-the
attendance o withesses-and-documents:
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Suspension, Dismissal, or Non-Renewal of Contracts

4—rhe-Board; Board-member;-e13. The hearing examiner, upon the hearing of the cause, shall

inform the parties of the following rights and privileges and to afford same unto them to
assure due process.

a. Each party shall have the opportunity to make an opening statement.

b. Each party shall have the opportunity to present his case or defense by oral and
documentary evidence.

c. Each party shall be afforded the opportunity to confront and cross-examine adverse
witnesses.

d. Each party shall be afforded the opportunity to be accompanied, represented and advised
by counsel or to represent himself/herself.

—Each-party—shall-be—atforded-the-oppertunity—to—attain-the-assistance—ofthe Board—or
hearing-examiner-in-obtaining-the-attendanceto-testify-or- the-deposition-of any-witnesses

and-Hrobtaining-any-otherevidenece:

fe. All witnesses shall be sworn or required to affirm to tell the truth prior to testifying.

gf. Each party shall be afforded the opportunity to make a final argument and to present
findings of fact within a prescribed time,

. All rulings as to the admissibility of evidence shall be made by the-presiding-member-of the

B%dﬁ&bi@%@—&&%&%ﬁ—bﬁ%ﬁ%ﬂ%@ﬂ%%%h—@bﬁe&emﬁ&%ﬂ%d—%ﬂ%
matority-vote-of the-members-of- the Board-hearing examiner.

5. No public statements to news gathering agencies or otherwise as to cases pending before or

concluded by the Board or hearing examiner shall be made by any member thereof or by any
party to the hearing.

. The hearing is to determine whether the charges have been sustained by the evidence. The

President must bear the burden of proving his charges by the greater weight of the evidence.

7. The attorney for the Board shall serve as legal advisor to the Beard—Board-member—or

hearing examiner assigned to hear the charge. The attorney’s role is that of a procedural and
technical advisor. The attorney shall not vote nor participate in the actual deliberations of the
hearing body. Upon request, the attorney may assist in preparation of the written findings,
conclusions, and recommendations or determination. The Board may appoint an attorney to
assist the President in the preparation and presentation of the charges against the faculty
member.

The hearing examiner shall effect a thorough and prompt hearing. The Board shall provide the
hearing examiner with the time and resources necessary to conduct a fair and impartial hearing.
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Suspension, Dismissal, or Non-Renewal of Contracts

At the conclusion of the hearing, the hearing examiner shall make proposed findings of fact,
conclusions of law, and recommendations as to the disposition to be made of the matter
involved. The hearing examiner shall make his determination solely upon the evidence adduced
at the hearing,.

Within ten (10) work days after receipt of such information, the parties shall have the right to
submit written objections thereto, which objections shall be delivered to the presiding
memberBoard chair for consideration by the hearing examiner. The opposing party may file a
reply to the written objection within the time prescribed by the presiding member—An-objeeting
pmﬂ%ha%ﬁe—ha%—%%gh&ua%wq&eﬁ%e—b&hc%d—by%&he&mag—ma—eﬁueh
objeetions:Board chair. After consideration by the hearing examiner of any objections to the
proposed findings of fact, conclusion of law, and recommendations, the hearing examiner shall
determine the final findings, conclusions, and recommendations. The findings, conclusions, and
recommendations, together with all evidence received, and the transcript of the proceedings shall
be delivered to the chair of the Board as soon as possible after determination is made, and a copy
of the findings, conclusions, and recommendations shall be delivered to each party.

Board shall receive and review the findings, conclusions, and recommendations. The Board may
affirm the findings of the hearing officer and shall accept the hearing officer’s conclusions of
fact as long as the conclusions are supported by competent substantial evidence. The Board may
reverse—the—recommendations—and may make its own determination upon the findings and
conclusions of the member—er—hearing examiner;—er—it—may—make—its—own—findings—and
conclusionsfrom-the-transeript-and-the-evidenee_ if the Board-determines-that-the-examiner's-its
findings and conclusions are net-supported by competent substantial evidence ~Fhe-Beoard-may
hear-oral-argwment: The chair of the Board shall see that a final determination is rendered at the
earliest possible date, but in no event should action be deferred more than thirty (30) work days
| from the time of receipt of the information from the memibei—eihearing examiner. The Board
shall make final findings, conclusions, and a determination.

H-the-matter—is—heard by—the Board;—the Boardshall-promptly—conduct-a—{fair—and—impartial
hearing—At-the-coneclusion-of the-hearing-it shall-make propesedfindings-of factconelusions-of
law-and-determination—as—to-the-disposition-of the-matterinvelved—The Board-shall-make-its
determinationselely-upon-the-evidence-adduced-at-the-hearing— Withinten-(10)-work-days-after
mmmmmmwm%%mm

Action by the Board shall be final and becomes effective immediately unless otherwise decided
by the Board. In the event dismissal charges are sustained by a majority vote of the full
membership of the Board, the faculty member shall be discharged, pay shall cease, and the
contract of employment shall be canceled and shall be effective with the date of the dismissal. In
the event of suspension, pay shall be withheld as of the effective date of suspension. If the
faculty member is exonerated, salary payments shall be retroactive to the date of the suspension.
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a

* . Is . . ~ = O o ] .
The Board decision is Final Agency Action and if the recommended action of suspension or

dismissal or return to annual contract is sustained by the Board, the faculty member may appeal
to the Florida First District Cour of Appeal pursuant to Chapter 120.68, Fla, Stat.
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Florida Statute: 1001.64, 1001.65, 1012.855
Florida Administrative Code: 6A-14.0411

DATE ADOPTED: 12/1/97; Revised 1/22/01, 11/22/10, 5/20/13

Suspension or dismissal of faculty members on either annual or continuing contract shall be
conducted subject to the provisions of Florida law.

A faculty member on annual contract shall have the right to a public hearing only if the contract
is terminated before its expiration date.

A faculty member on continuing contract shall have the right to a public hearing if dismissed at
any time or if returned to annual contract. As an alternative, the faculty member may request an
administrative hearing in accordance with Chapter 120, Fla. Stat.

A faculty member may be suspended for a serious offense or for investigation of an alleged
serious offense upon recommendation by the President for up to ten (10) days. Faculty may use
the grievance and appeal policy (05-17) to challenge a suspension.

In accordance with Florida Administrative Code (FAC) 6A-14.0411a faculty member may be
dismissed or returned to annual contract status for failure to meet post-award performance
criteria or for cause upon a recommendation, in writing, from the President and approval by the
Board of Trustees. The President shall include in his/her recommendation to the Board, the basis
for the recommendation.

Before recommending that a faculty member be dismissed or returned to annual contract because
of unsatisfactory performance of assigned duties and responsibilities, the President shall have
evidence that the faculty member has been informed of the deficiencies by the immediate
supervisor or the Provost and Vice President for Academic Affairs and has been given an
opportunity to correct them.
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Suspension, Dismissal, or Non-Renewal of Contracts

Before recommending that a faculty member be dismissed or returned to annual contract for
causes other than unsatisfactory performance of assigned duties and responsibilities, the
President shall consider the gravity of the matter and, if not of a serious nature, shall inform the
faculty member of the deficiencies and allow an opportunity to correct them.

If a faculty member is notified in writing of a decision to dismiss or return to annual contract for
failure to meet post-award performance criteria or for cause, the employee has the right to
formally challenge the action in accordance with the policies and procedures described below.
As an alternative to the hearing rights provided by this policy, the employee may request an
administrative hearing in accordance with Chapter 120, Florida Statutes, by filing a petition with
the board within twenty-one (21) days of receipt of the recommendation of the President.

Consistent with the criteria in FAC 6A-14.0411(7(b)) and Policy 04-23, a faculty member may
be dismissed or returned to annual contract status upon consolidation, reduction, or elimination
of a community college program or restriction of the required duties of a position by the Board.
The decision of the board shall not be controlled by any previous contractual relationship. In the
evaluation of factors in FAC 6A-14.0411(7)(b) and Policy 04-23, the decision of the board shall
be final.

If it has been determined that a faculty member has engaged in serious misconduct, habitual
neglect of duty, incompetence or conduct incompatible with his/her duties, or prejudicial to
TCC’s mission, or if he/she has been found to be willfully disobedienct to his/her supervisor’s
directions, or found guilty of a crime of moral turpitude, the law recognizes TCC’s right to
terminate the employee’s relationship with TCC.

The President shall furnish written notice to the faculty member of the recommendation to the
Board of the suspension or dismissal or return to annual contract of said faculty member.

The notice of suspension, dismissal, or return to annual contract shall specify the charges made
against the faculty member in terms sufficiently specific both to inform and to enable the faculty
member to make a determination whether to request a hearing on said charges. The notice shall
advise the faculty member of the opportunity to request a hearing on said charges and that said
request must be made in writing to the President within ten (10) work days of the receipt of the
notice. A copy of these procedures for dismissal shall accompany the notice.

If the faculty member requests a hearing, the President shall notify the Board in writing.
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Within ten (10) work days of receipt of a request for hearing, the Board shall determine who
shall hear the charges and shall schedule a public hearing to be held at least fifteen (15) work
days after the employee's receipt of the hearing notice.

The Board may appoint one of its members as hearing examiner, or may appoint an outside
hearing examiner. The hearing examiner shall be impartial and qualified by reason of training
and experience to conduct the hearing. The Board member or hearing examiner shall be bound
by the same procedures as the Board.

The Board shall send a notification to the faculty member and the hearing examiner stating who
shall hear the charges advanced by the President.

The Board shall send to the faculty member a notice specifying the date, time, and place of the
hearing to be conducted upon the charges advanced by the President. The notice shall contain the
specific charges against the faculty member and shall inform the faculty member of the right to
be heard in his/her own defense, to produce and cross-examine witnesses, to present other
relevant evidence, and to be represented by legal counsel of his/her own choice at his/her own
expense. Not later than ten (10) work days before the hearing, the President and the faculty
member shall exchange in affidavit form a list of the names and addresses of witnesses to be
called, together with a brief and accurate statement as to the proposed testimony of each witness,
and a like statement as to any other proposed evidence, together with the evidence itself. Each
party shall have the right to examine and copy the evidence of the other. The affidavit shall be
signed under oath by the parties and their counsel. Any rebuttal witnesses need not be listed.

The hearing shall be conducted in the following manner.

1. The hearing shall be fully and accurately recorded by stenographic or mechanical device and
all testimony exhibits shall be preserved.

2, Formal hearings shall in general use the rules of evidence recognized by law in this State, but
said rules shall not be strictly applied and shall be adapted to College circumstances when
justice may require. No oral or written communications shall be received from anyone other
than through the real parties in interest or through their witnesses.

3. The hearing examiner, upon the hearing of the cause, shall inform the parties of the following
rights and privileges and to afford same unto them to assure due process.

a. Each party shall have the opportunity to make an opening statement.

b. Each party shall have the opportunity to present his case or defense by oral and
documentary evidence.

¢. Each party shall be afforded the opportunity to confront and cross-examine adverse
witnesses.
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d. Each party shall be afforded the opportunity to be accompanied, represented and advised
by counsel or to represent himself/herself.

e. All witnesses shall be sworn or required to affirm to tell the truth prior to testifying.

f.  Each party shall be afforded the opportunity to make a final argument and to present
findings of fact within a prescribed time.

4. All rulings as to the admissibility of evidence shall be made by hearing examiner.

5. No public statements to news gathering agencies or otherwise as to cases pending before or
concluded by the Board or hearing examiner shall be made by any member thereof or by any
party to the hearing,

6. The hearing is to determine whether the charges have been sustained by the evidence. The
President must bear the burden of proving his charges by the greater weight of the evidence.

7. The attorney for the Board shall serve as legal advisor to the or hearing examiner assigned to
hear the charge. The attorney’s role is that of a procedural and technical advisor. The
attorney shall not vote nor participate in the actual deliberations of the hearing body. Upon
request, the attorney may assist in preparation of the written findings, conclusions, and
recommendations or determination. The Board may appoint an attorney to assist the
President in the preparation and presentation of the charges against the faculty member.

The hearing examiner shall effect a thorough and prompt hearing. The Board shall provide the
hearing examiner with the time and resources necessary to conduct a fair and impartial hearing,
At the conclusion of the hearing, the hearing examiner shall make proposed findings of fact,
conclusions of law, and recommendations as to the disposition to be made of the matter
involved. The hearing examiner shall make his determination solely upon the evidence adduced
at the hearing.

Within ten (10) work days after receipt of such information, the parties shall have the right to
submit written objections thereto, which objections shall be delivered to the Board chair for
consideration by the hearing examiner. The opposing party may file a reply to the written
objection within the time prescribed by the Board chair. After consideration by the hearing
examiner of any objections to the proposed findings of fact, conclusion of law, and
recommendations, the hearing examiner shall determine the final findings, conclusions, and
recommendations. The findings, conclusions, and recommendations, together with all evidence
received, and the transcript of the proceedings shall be delivered to the chair of the Board as soon
as possible after determination is made, and a copy of the findings, conclusions, and
recommendations shall be delivered to each party.

The Board shall receive and review the findings, conclusions, and recommendations. The Board
may affirm the findings of the hearing officer and shall accept the hearing officer’s conclusions
of fact as long as the conclusions are supported by competent substantial evidence. The Board
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may make its own determination upon the findings and conclusions of the hearing examiner if
its findings and conclusions are supported by competent substantial evidence. The chair of the
Board shall see that a final determination is rendered at the earliest possible date, but in no event
should action be deferred more than thirty (30) work days from the time of receipt of the
information from the hearing examiner. The Board shall make final findings, conclusions, and a
determination.

Action by the Board shall be final and becomes effective immediately unless otherwise decided
by the Board. In the event dismissal charges are sustained by a majority vote of the full
membership of the Board, the faculty member shall be discharged, pay shall cease, and the
contract of employment shall be canceled and shall be effective with the date of the dismissal. In
the event of suspension, pay shall be withheld as of the effective date of suspension. If the
faculty member is exonerated, salary payments shall be retroactive to the date of the suspension.

The Board decision is Final Agency Action and if the recommended action of suspension or
dismissal or return to annual contract is sustained by the Board, the faculty member may appeal
to the Florida First District Cour of Appeal pursuant to Chapter 120.68, Fla. Stat.

Tallalassee Communify College
District Board of Trustees Policy Page 5.16-5



TALLAHASSEE COMMUNITY COLLEGE
DISTRICT BOARD OF TRUSTEES

POLICY
TITLE: Evaluation NUMBER: 07-07
AUTHORITY: SEE ALSO:
Florida Statute: 1001.64, 1001.65
Florida Administrative Code: 6A-14.0261, 6A-14.026(3)

| DATE ADOPTED: 12/01/97; Revised 01/22/01, 11/22/10; 5/20/13

All employees in executive/administrative positions shall be evaluated on an annual basis. The
President or designee is authorized to establish and maintain procedures for the evaluation in
accordance with Florida Statutes and appropriate rules. The President shall be evaluated by the
Board of Trustees pursuant to law and rule.

Deans and division directors will be evaluated by the appropriate Vice President. Evaluation of
academic deans/directors or other immediate supervisors shall also include periodic (at least once

every two years) input from faculty. Hﬂ}&ﬂw—ﬂwasses&ﬂeweee%de%amed%elwaﬂé
incorporating-inputdroni-the 4 '

elow.
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TALLAHASSEE COMMUNITY COLLEGE
DISTRICT BOARD OF TRUSTEES

POLICY

TITLE: Evaluation

NUMBER: 07-07

AUTHORITY:
Florida Statute: 1001.64, 1001.65
Florida Administrative Code: 6A-14.0261, 6A-14.026(3)

SEE ALSO:

DATE ADOPTED: 12/01/97; Revised 01/22/01, 11/22/10; 5/20/13

All employees in executive/administrative positions shall be evaluated on an annual basis. The
President or designee is authorized to establish and maintain procedures for the evaluation in
accordance with Florida Statutes and appropriate rules. The President shall be evaluated by the

Board of Trustees pursuant to law and rule.

Deans and division directors will be evaluated by the appropriate Vice President. Evaluation of
academic deans/directors or other immediate supervisors shall also include periodic (at least once

every two years) input from faculty. .
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TALLAHASSEE COMMUNITY COLLEGE
DISTRICT BOARD OF TRUSTEES

POLICY
TITLE: Textbook Selection, Discontinuance, Appeal NUMBER: 08-08
AUTHORITY: SEE ALSO:
Florida Statute: 1001.64; 1001.65
Florida Administrative Code: 6A-14.0247

DATE ADOPTED: 12/01/97; Revised 01/22/01; 05/17/10: 5/20/13

Tallahassee Community College recognizes the financial impact that the cost of textbooks has
upon students. The college faculty and staff will make every effort to help control those costs by
ordering only those materials needed for a particular class, by unbundling materials, and by
offering students options for the acquisition and purchase of required texts and ancillary
materials including open access texts, e-books and a rental program. The college will continue to
implement options to keep textbooks affordable.

All college textbook selection/discontinuance policies will be in compliance with the Higher
Education Opportunity Act.

{011/DisconuiuanceIBolcIos:

The choice of textbooks is a divisional responsibility with the actual selection being a function of
the faculty teaching a specific course.

Upon approval of an adopted text(s) for a course, it is understood that this adoption shall remain
in effect for two full calendar years. Only in urgent cases may permission to discontinue a text be
granted at an earlier date. Such permission must be granted by the appropriate dean/director.

After collaboration, the faculty member(s) concerned make a recommendation to the dean/
director. Requests that have been approved will be transmitted to the bookstore by the dean/
director.

1. Textbook discontinuance - no later than February 15th of the preceding year

2. New textbook selection - no later than February 15th of the preceding year

3. If courses are added after this date, textbooks for those courses should be adopted as
soon as possible
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4. If the college determines that information regarding book selection is not available or that
posting this information is not practical, then the college must post “to be determined” for
that course

5. If materials are ordered as a bundled package, instructors in the discipline area must
confirm that all materials will be used

6. Faculty members may not require students to purchase materials other than those
authorized in advance by the dean/director for the specific course

7. Textbook selections must be posted no later than 30 days prior to the start of
registrationthe semester in which the textbook(s) will be used.
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TALLAHASSEE COMMUNITY COLLEGE
DISTRICT BOARD OF TRUSTEES

POLICY
TITLE: Textbook Selection, Discontinuance, Appeal NUMBER: 08-08
AUTHORITY: SEE ALSO:
Florida Statute: 1001.64; 1001.65
Florida Administrative Code: 6A-14.0247

DATE ADOPTED: 12/01/97; Revised 01/22/01; 05/17/10; 5/20/13

Tallahassee Community College recognizes the financial impact that the cost of textbooks has
upon students. The college faculty and staff will make every effort to help control those costs by
ordering only those materials needed for a particular class, by unbundling materials, and by
offering students options for the acquisition and purchase of required texts and ancillary
materials including open access texts, e-books and a rental program. The college will continue to
implement options to keep textbooks affordable.

All college textbook selection/discontinuance policies will be in compliance with the Higher
Education Opportunity Act.

The choice of textbooks is a divisional responsibility with the actual selection being a function of
the faculty teaching a specific course.

Upon approval of an adopted text(s) for a course, it is understood that this adoption shall remain
in effect for two full calendar years. Only in urgent cases may permission to discontinue a text be
granted at an earlier date. Such permission must be granted by the appropriate dean/director.

After collaboration, the faculty member(s) concerned make a recommendation to the dean/
director. Requests that have been approved will be transmitted to the bookstore by the dean/
director.

1. Textbook discontinuance - no later than February 15th of the preceding year

2. New textbook selection - no later than February 15th of the preceding year

3. If courses are added after this date, textbooks for those courses should be adopted as
soon as possible
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4. If the college determines that information regarding book selection is not available or that
posting this information is not practical, then the college must post “to be determined” for
that course

5. If materials are ordered as a bundled package, instructors in the discipline area must
confirm that all materials will be used

6. Faculty members may not require students to purchase materials other than those
authorized in advance by the dean/director for the specific course

7. Textbook selections must be posted no later than 30 days prior to the start of the semester
in which the textbook(s) will be used.
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