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Department Chair (DC) Position Description  
 

You should consult the current Collective Bargaining Agreement (CBA) for the full 

description.  Specifically, note the following: 

 

 General description of position 

 Requirement for extra workdays beyond base load, if applicable 

 Current stipend amount and (if applicable) option for additional release in exchange for 

decreased stipend 

 Options for distribution of the stipend (i.e., fall and spring only vs. 12-months), if 

applicable  

 Chart detailing DC duties and responsibilities.  This is most likely in an appendix of the 

CBA. 

 Service time (usually a three-year term except for interim assignments) 
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Before Day One: A DC in the Know  

Leading a department is an extremely challenging but genuinely rewarding experience.  This 

handbook is meant to be a general guide to help you succeed in your position. 

 

Before a DC’s “first day on the job,” he or she should take the following into consideration: 

 

 Know your colleagues:  Contact other DCs (especially counterparts on other campuses).  

Your colleagues will become vital assets.  A collegial and professional relationship with 

other DCs is absolutely crucial, and for many reasons.  Prior to day one, the author wrote 

his counterparts at other campuses and introduced himself.  He expressed his desire to 

work closely with them and, of course, he welcomed any insights or advice they might 

offer.  For years now, their assistance has been crucial.   

 

 Know the rules: Carefully read the current Collective Bargaining Agreement (“CBA”), 

the Faculty Handbook, Adjunct Handbook, and the current Student Handbook.  When 

reviewing the CBA, take special note of language regarding FT faculty scheduling, office 

hours, overloads, and the like.  In the Student Handbook, pay special attention to sections 

regarding course waivers/substitutions, the “student code of conduct,” administrative and 

academic appeals, attendance reporting deadlines, and the academic calendar.   Keep 

copies of all of these documents within reach.  

 

 Know your supervisor: A DC works at the pleasure of his or her Provost.  Each Provost 

has a unique vision of the DC’s general role on the academic leadership team.  You 

should meet with your Provost and discuss how, as a team, you may best serve our 

student body.  Ultimately, everything a DC does is aimed at facilitating an environment 

for providing excellent instruction to our students.  We are here for no other reason, and a 

successful DC will always have this in mind.   

 

 Know how to efficiently communicate: Create distribution lists in Outlook.  Your 

department’s size and composition will determine how many distribution lists you may 

need.  For example, the author of this handbook has the following distribution lists: 

 

o Department: Full-time faculty only 

o Department: Adjuncts only 

o FULL DEPARTMENT (FT faculty / PT faculty / FT staff / PT staff) 

o Department: FT and PT staff only 

o Department: ENC 1101/1102 only 

o Department: Prep writing only 

o Department: Prep reading only 

o Department: Speech only 

o Department: Foreign languages only (faculty/staff) 

o Department: SLS only 
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 Know the numbers: Keep a current, accurate phone tree list of all members of your 

department.  Keep a copy at home and at the office.  Some members may not want a DC 

to contact them outside of work hours, but most will have no problem with it.  The phone 

list will become critical when scheduling classes or contacting instructors in event of an 

emergency (e.g. hurricane). 

 

 Know about “work at home” software: If you anticipate working at home—some work 

from home is likely—you should contact the helpdesk about “VPN” software.  This 

allows one to access his or her office computer via the internet from another computer.  

One cannot access Banner from a computer other than the office computer, but VPN 

solves this problem, as one is using his or her office computer from home (or another 

location).   

 

 Know your DC contract:  You should work with your Provost’s office to ensure that 

paperwork is in order.  Depending on the provisions in the current CBA, you may have 

choices about your stipend and teaching load.  Additionally, you may be required to work 

extra days beyond base load.  The DC should consult the current CBA for more 

information.  
 

 Know the administrative structure: DCs should be aware of the current administrative 

structure of the College.  Consult with your Provost to obtain a current flowchart or other 

guidelines. 
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The DC Dictionary  

 

 

5000 account:  A budget code.  The 5000’s contain funds for HR.  You will see these 

accounts on budget reports, but you may not make changes or initiate 

transfers.  This information must remain confidential.  Shred any unused 

budget reports that show 5000 accounts.   

 

6000 account: A budget code.  The 6000 accounts contain the department’s normal 

operation funds, e.g. photocopying, office supplies, travel, etc.  You are 

free to transfer funds from one account to another.  Contact Accounting to 

initiate transfers.  See also: Index. 

 

7000 account: A budget code.  The 7000’s are capital expenditure accounts.  Capital 

expenditure accounts are reserved for typically expensive items.  Each 

year, the Provost will ask you to submit requests for “the 7000’s,” or 

capital expenditures.   

 

AAC: “Academic Affairs Council.”   

 

Adjunct Packet: A set of HR forms.  Every adjunct must complete these forms and submit 

to HR prior to teaching at EFSC.  Keep a stack of these on hand.  They are 

available from HR.  See also: “Guts.” 

 

Base / Base load: Refers to a FT faculty member’s minimum teaching load.  See the current 

CBA for base load requirements.  (Base may also refer to “base salary”). 

 

BOT: “Board of Trustees.”  See also: Executive Council 

 

CAT: “Cocoa Academic Team.”  The group is comprised of DCs and PMs and 

led by the Provost.   

 

CAT+: “Cocoa Academic Team Plus.”  The group is comprised of DCs, PMs and 

select campus administrators.  This group is led by the Provost  

 

CATS: “Curriculum Approval Tracking System.”  Used to initiate new or update 

existing course plans.  See Curriculum & Forms on the AAC website. 

 

CBA: “Collective Bargaining Agreement,” AKA “the contract.” 

 

Cert: Another term for an e-PAF.   

 



Department Chair Handbook | Eastern Florida State College 6 

 

 

CHEA / Chea.org “Council for Higher Education Accreditation.”  This is a database of all 

accredited US colleges and universities.  One must consult this site when 

completing a credentialing packet.  www.chea.org  

 

CDC “Curriculum Development Committee.”  A standing subcommittee of the 

AAC, this body is tasked with reviewing curriculum received from the 

clusters.   

 

Credentialing  

packet: A standard form used for requesting credentialing for both FT and PT 

faculty members.  The DC must attach an accreditation report from 

CHEA.  See also: CHEA / CHEA.org 

 

Division code: This is a code used most often in Banner.  Every division at EFSC is 

assigned a unique number.   

 

EC: “Executive Council.”  See below.   

 

e-CPR: “Electronic Course Plan Repository.”  Course plans are available via this 

online resource.   

 

e-PAF:  “Electronic Personnel Action Form.”  See also: “PAF” 

 

Executive Council: The President and his/her vice-presidents.  Others may be included at the 

President’s discretion.  The UFF-Brevard President or designee is 

considered part of the Executive Council.  Sometimes “EC.”   

 

Faculty Enlight: An online listing of textbook assignments specific to each division.  The 

bookstore uses the information in this database to order books each term.  

Faculty Enlight must be updated during designated windows set by the 

bookstore/administration.   

 

FTE: “Full-Time Equivalent.”  This term is associated with class scheduling.  

The FTE is 15 credit hours.  Unless the Provost makes an exception, 

adjuncts may not work more than 80% of FTE (12 credit hours) during 

any given term.  See also: Base load 

 

 In another context, FTE may take a different meaning.  It may mean “full-

time enrollments.”  Admissions uses the acronym this way.   

 

Guts:  A nickname for the adjunct packet.   

 

Index: Each department has one or more indices.  The department’s budget is 

allocated to accounts within the index.  This number must be included on 

all spending requests and budget documents.  See also:  6000/5000/7000 

account  

http://www.chea.org/
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LDA: “Last Day of Attendance.”  This refers to the last day a student attended 

class.  This information must be entered when one reports a student as 

“not attending” or “never attended.”   

 

Leave form: A form that must be completed by a FT faculty member when he or she 

misses work for any reason.  The DC must sign the form before submitting 

it to the Provost.  The current form is available  in the Document Center 

within myEFSC. 

 

MASST: “Melbourne Academic and Support Staff [Leadership] Team” 

 

MOU: “Memorandum of Understanding.”  Legalese.   An addition/alteration of 

the Collective Bargaining Agreement (CBA) after ratification. 

 

MSCHE: An accrediting body.  “Middle States Commission on Higher Education.” 

 

NACES: “National Association of Credential Evaluation Services.”  A group of 

companies that evaluate transcripts for degrees earned outside of the U.S.  

If a DC is hiring an adjunct with a degree or degree work earned overseas, 

the course work must be reviewed by a member of NACES.  Contact HR 

for additional information. 

 

NCA: An accrediting body.  “North Central Association of Colleges and 

Schools.”   

 

NEASC: An accrediting body.  “New England Association of Schools and 

Colleges.” 

 

NWCCU: An accrediting body.  “Northwest Commission on Colleges and 

Universities.” 

 

Orientation: A required meeting for adjuncts, usually held in the fall.  Typically the 

meeting is divided into two sessions:  1) Campus session facilitated by the 

Provost; 2) Department session facilitated by the DC. 

 

Override: A section is full and a student requests to join it.  The instructor and the 

DC must sign the yellow drop/add form or the student may not join the 

class.  After the drop/add week, the Associate Provost’s signature is also 

required. 
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P-card: A school credit card issued to select individuals (including DCs).  Training 

is required before Accounting will issue a card to an individual.  Items / 

services purchased with the P-card must be itemized in a monthly 

reconciliation report.  Purchases must be charged against an index and 

account.  (NOTE: P-card holders must adhere to strict usage guidelines.  

Contact Accounting for guidelines—including prohibited purchases, like 

food).  As a DC, you may be required to approve and sign P-card 

statements for staff within your department. 

 

PBALT: “Palm Bay Academic Leadership Team.”  The group is comprised of DCs, 

PMs and select campus administrators.  This group is led by the Provost. 

 

PAF: “Personnel Action Form.”  This form is submitted (usually electronically) 

to request a new hire (staff/PT faculty/FT faculty).   

 

PC: “Program Coordinator.”  See the current CBA for a description. 

 

PM: “Program Manager.”  See the current CBA for a description. 

 

Provost’s Council: Usually the President or his/her Vice Presidential surrogate and all 

Provosts.  Other guests may be included at the discretion of the President. 

 

Red folder: If you are unfamiliar with this term, please ask your Provost.    

 

Reinstatement: If an instructor drops a student for nonattendance, the instructor may 

reinstate the student by emailing attendancereporting@easternflorida.edu.    

 

Roll:  This refers to a particular term’s schedule transferring (“rolling”) from the 

previous year to the current year.  It is important to note that all sections 

that were active the previous year are automatically rolled to the current 

term.  One must add or delete according to one’s current needs.  See 

Appendix A for an example of a rolled schedule that has been 

downloaded to MS Word.  See Appendix G for a rolled ISBN repository.   

 

SACS: An accrediting body.  “Southern Association of Colleges and Schools.” 

 

SCC: “Student Code of Conduct.”  This is printed in the current Student 

Handbook.   

 

Term code: Used most often in Banner.  This is the code that identifies the current 

term in format “yearXX.”  (XX = 10 for the spring, 20 for the summer, 

and 40 for the fall).  Examples: Fall, 2011 = “201140.”  Spring, 2012 = 

“201210” 
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TILT: “Titusville Leadership Team.”  The group is comprised of DCs, PMs and 

select campus administrators.  This group is led by the Provost. 

 

Time card/sheet: Despite the name, this form is electronic.  A DC may be responsible for 

approving staff and/or student assistants’ time cards via Banner web.   

 

TPD: “Tenure and Professional Development Council” 

 

WASC: An accrediting body.  “Western Association of Schools and Colleges.” 

 

W7: A grade.  This is NOT the same as the grade of “W.”  A W7 means “this 

student was administratively withdrawn for nonattendance.”  This could 

have a significant impact on financial aid, veterans’ benefits, etc.     
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Class Scheduling  

General Information 
 

The DC is responsible for his or her department’s course schedule.  Each academic 

year—or at the beginning of each cycle if the College is scheduling several terms in 

advance--you should contact the Registrar and request a copy of the due dates for each 

term’s (or cycle’s) schedule for that academic year or cycle.  If the College is scheduling 

term-by-term, the fall schedule is usually due by early March.  The spring schedule is due 

early in the fall semester.  The summer schedule is usually due in February.  Consult with 

the Registrar for exact dates.  In any case, DCs should begin work on their schedules as 

early as possible, and for many reasons.  One must also allow time for the schedule to be 

keyed into Banner.  (More about this is below). 

 

If the College is scheduling more than one term in advance, work with your Provost to 

schedule according to the department’s current needs.  A multi-year schedule is possible 

if current policy allows that option.  

 
Determining the appropriate number of sections to run can be a “balancing act coupled 

with a guessing game.”  The DC should study past and current enrollment numbers and 

trends, carefully watching for any spikes or drops; consult with his or her Provost to 

determine the current policy regarding cancelling classes, hybrids, classroom availability, 

etc.; speak with other DCs about their scheduling needs; and carefully consider the 

previous term’s schedule, taking note of which sections filled the fastest.  It is tempting to 

use the previous year’s “rolled” (more about this below) schedule and use it as a “hard 

template.”  This can create serious problems.  Every schedule should be tailored to the 

College’s needs for that particular semester or, if scheduling several terms in advance, 

per forecasted enrollment trends.   
 

Working with Program Coordinator(s) 
 

If the department has one or more Program Coordinators (PC), you should meet with the 

Coordinator(s) and determine how the scheduling process will work.  For example, some 

DCs and PCs “divide up” the effort, i.e. the PC may prepare the schedule for his or her 

program and send it to the DC for review and approval.  Some DCs prefer to build the 

entire schedule themselves; the PC serves as a resource.  However it is done, the DC—not 

the PC--is ultimately responsible for the course schedule. 
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Scheduling Timeline 

 

I.       The schedule from the previous year “rolls.”  A “roll” means the sections will 

reappear in Banner under the current term.  Consult with the Registrar to determine 

when a schedule will roll.   
 

II.       The DC, working with his or her PCs (if applicable) contacts full-time (FT) and 

adjunct instructors to build the schedule.  Many DCs will hold a department meeting 

to discuss the department’s current needs.  FT schedules may be determined at that 

meeting.  One should consult the current CBA for information about FT base load.  

FT faculty members must make load before adjuncts are scheduled.  Also, the CBA 

will contain language about FT faculty members’ schedule privileges.  In general, FT 

faculty members receive preference over adjunct instructors.  Adjunct faculty cannot 

“bump” FT faculty from a course. 
 

III.       Consult with your Provost and faculty regarding hybrid classes.  Some courses are not 

appropriate for hybrid; this will be noted in the course outline on “eCPR.”  In 

addition, each department is unique.  Some departments run many hybrids while 

some run none at all.  E-Learning runs online classes exclusively.   
Hybrid classes can cause conflicts during final exam week.  Work with affected 

instructors teaching hybrids so students are not negatively impacted.   

 

IV. After receiving preferences from FT and PT faculty members, you should begin to 

build the schedule.  One approach is to download (via Banner’s “Department 

Reports” page) the rolled schedule to MS Word as a “*rtf” file template.  One can 

then easily change the information.  **NOTE: Do not change CRN numbers.  Keep in 

mind that every rolled “CRN” is “live” in the new term.  Do not simply delete a 

section or course from the template; it is still “live” in Banner.  Rather, if the section 

should be deleted, this should be noted on the template so the change can be made in 

Banner.  If a section should be added, this too should be noted.  (See Appendix A for 

how to build a template (in Word) from a rolled schedule).   
 

V.       If you are building honors classes into your schedule, be mindful that caps on honors 

courses are lower than caps on other courses. 
 

VI. The final step is entering all information into Banner.  Administrative Assistants are 

responsible for this; however, some DCs prefer to enter the information themselves.   
 

VII. Be mindful of classroom utilization.  One approach is to keep track of classroom 

assignments on a chart.  See Appendix B for an example.  Appendix C shows a 

classroom utilization list produced using the Department Reporting database.   
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Additional Guidance 
 

 Section numbers: Section numbers beginning with 01 and ending at 39 are generally day 

classes.  The number 4x denotes a hybrid class.  The number 7x is a night class, i.e. a 

class meeting at 5:00 PM or later.  Consult with the Registrar’s office for the latest info. 

 

 Scheduling full-time instructors:  It is vital to be aware of any contractual language 

regarding full-time faculty schedules.  This includes maximum overloads, base load, 

release time, priority over adjuncts, etc.  Equally as vital is your awareness that you are 

not a supervisor of your full-time colleagues.  Different DCs approach FT faculty 

scheduling in different ways.  The author of this handbook simply sends an email to his 

colleagues and asks for their preferences.  In this way, the DC is a facilitator. 

 

 Scheduling part-time (adjunct) instructors:  The DC is the direct supervisor of adjuncts 

in his or her department.  Different DCs take different approaches to scheduling.  The 

author sends an email asking for teaching preferences.  Specifically, the following 

information is needed: 

o How many classes? (if they are available)   

o Day/time preferences? 

o “Blackout” days or times (i.e. days/times when the instructor will not teach 

for any reason) 

o Is the instructor teaching at another campus or center?  If so, for how many 

credit hours?  Unless the Provost approves an overload for an adjunct—this 

should be used only in emergency situations--12 credit hours/142 contact 

hours is the limit for any single term.  In the summer, several terms run 

concurrently.   
 

It is important to ask adjuncts to commit to their classes.  Every DC’s nightmare becomes 

reality when an adjunct leaves his four full sections three days before day one of class. 

 

When assigning sections to adjuncts, you should consider many factors, including the 

following: the adjunct’s years of service; teaching quality as evidenced by DC and 

student evaluations; history of adhering to department and College policies (e.g. 

attendance reporting, meeting classes on time, etc); flexibility of schedule, etc. 

 

 “Ghost” sections: Since unpredictability is the biggest factor in scheduling, the author of 

this handbook likes the “ghost section” approach.  The DC builds the schedule as usual; 

all of these sections will be printed in the course catalog (if applicable), appear online, 

and appear in Banner when student advisors schedule “walk-in” students.  However, the 

DC also builds a few other sections and directs the AA to hide them in Banner.  Thus, no 

one knows about them except the DC and the AA.  If, later on, enrollments warrant 

opening a “ghost,” the course can be activated in Banner.  The DC should immediately 

write the head of Admissions on his or her campus and advise that a new section is 

available for students.  This approach brings three primary benefits: 1) classes never 

“max out,” barring the case one runs out of ghost sections; 2) the adjunct teaching the 
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ghost is told, from the beginning, that the class may or may not run, depending on 

enrollments, and 3) the approach virtually guarantees that the DC will not have to cancel 

a section.  If a ghost has low enrollment but is the only section on the schedule with ANY 

seats available, the Provost will likely let it run with low enrollment.   

 

 DCs should watch enrollments in their departments.  Departments’ needs differ, so the 

DC should work with his/her Provost to determine when to add, compress, or cancel 

sections.  (Compression is when one combines two identical sections so that one may be 

cancelled).   
 

 If a class must be cancelled, you and/or the Administrative Assistant should phone 

affected students as soon as possible.  One should NOT simply say “the class is 

cancelled” and leave it at that.  Here is additional information that should be conveyed to 

students enrolled in a cancelled--or soon to be cancelled--class: 
 

o The reason for the cancellation: If the student knows that only four people signed 

up for the course, he or she is much more likely to appreciate and understand the 

DC’s decision to cancel the class.  In any case, apologize for the inconvenience.   

o The student’s options: Have the full schedule within reach so you can help the 

student explore his or her options.  (The paper schedule is likely obsolete; rely on 

Banner/Department Reporting).  If there is an identical section to the one that was 

cancelled—be sure it has open seats—advise the student of the CRN number for 

the course so the student may register in Admissions/Advising.  If there is not an 

identical section, advise about other sections that are similar, e.g. if the cancelled 

class met at night, advise about other night sections with open seats. 

o Where to go: Many students sign up for class online, but some prefer face-to-face 

in Admissions.  Tell the student the location and hours for the Admissions office 

on your campus. 

 

If you get the student’s voicemail, try to condense the above information into a short 

message for the student.   

 

After making calls, a sign should be placed on the classroom door.  Ensure that the sign 

contains precise information about the cancelled section.  Otherwise, students enrolled in 

other, active sections may think their section has been cancelled.  Signs should be 

removed after week one of class. 

 

Keep track of cancelled sections for future reference.  This helps you build the schedule 

in future terms.    
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General Department Management 

Department meetings 
 

DCs are required to hold department meetings.  The frequency is determined by the Provost.  

Some Provosts require DCs to hold frequent (e.g. monthly) meetings, while others leave the 

decision to the DC.   

 

WHEN 

 

Try to schedule the meetings when most or all of the FT faculty members are not in class.  Mid-

afternoon is ideal for some departments.  However, department meetings must be held during 

regular College business hours.  Do not hold a meeting on a Friday or a weekend.  Evening 

meetings generally draw the ire of one’s colleagues.  No matter the time, notify the faculty well 

in advance (a week or more).          

 

WHO 

 

The DC should be aware of contractual requirements for full-time faculty attendance at 

department meetings.  Adjuncts are not required to attend, but the author always invites them; 

this not only keeps everyone “on the same page,” but also helps support morale within the 

department.  Administrative Assistants can be asked to take the minutes; some DCs prefer to take 

minutes.  At any rate, minutes must be taken. 

 

WHERE 

 

A vacant classroom is a good place.  (If you have physically disabled members in your 

department, be mindful of this when setting the location).  If everyone agrees, the DC may 

choose to hold the meeting off campus, e.g. at a local restaurant.  Every department is unique, so 

you should use your best judgment regarding your meetings.   

 

WHY 

 

Communication is vital to a department.  Prepare an agenda in advance and distribute it at (or 

before) the meeting.  It is wise to allow time for a “Roundtable” where all members may 

contribute anything they wish to the discussion.   
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Staff / Administrative Assistants / Student Assistants  
 

DCs have one or more Administrative Assistants (AA), and usually one AA is assigned to two or 

more departments.  Part of the AA’s job is to assist DCs, staff, faculty, students and student 

assistants, and in a variety of ways.  Incoming DCs should consult with the AA about how the 

team will function in the best interest of the department.  The DC is not the AA’s direct 

supervisor, but it is generally understood that DCs assume a de facto supervisory role. * 

 

Some DCs, working with the Provost, must oversee one or more staff members.  Again, the DC 

is not the direct supervisor, yet DCs are often the de facto supervisors for day-to-day 

operations.*   

 

Student assistants may be assigned to a DC, an Administrative Assistant, or both. 

 

Depending on the department, the DC may be responsible for approving bi-weekly time sheets 

(online) for students, staff or both.  The incoming DC should consult with his or her Provost 

about the department’s framework and its unique needs.* 

 

* Consult the current CBA  

 

Hiring Part-time (Adjunct) Instructors 

 
 

 

 

 



Department Chair Handbook | Eastern Florida State College 16 

 

 

STAGE ONE 
 

After your contract is finalized, HR will grant you access to the “Personnel and Employment 

Administration” database.  To access this database, log into myEFSC and select “Personnel and 

Employment Administration from the drop-down menu in the EFSC Employee Applications 

section and click Launch.  Then click on “Search Part-time Faculty Positions by 

Name/Discipline” to locate applications for review.  You can search the database by a number of 

variables.  Carefully review applications for minimum credentialing requirements!  (Information 

is below).  

 

The author has found that up to 85% or more of applicants do NOT meet the minimum 

credentialing requirements to teach in the discipline they identified in their application.  Expect 

to spend considerable time “weeding through” the electronic applications.  Watch for any 

comments HR leaves at the top of the application page.  If HR has flagged the application with 

“official transcripts received” and/or “Current EE,” the adjunct is probably already in the system 

--and may very well be teaching on another campus.   

  

Be mindful of any “advisory notes” on the credentialing guideline pages.  (See below for 

example)   

 

Sometimes it may seem like one has stumbled upon the “perfect” applicant, but looks can be 

deceiving! Here are some hypothetical (but quite realistic) scenarios that show the importance of 

carefully reviewing an applicant’s application, transcripts, and credentialing guidelines set by 

HR before hiring/credentialing the instructor.   

 

1. Jack, a new DC of Communications, is reviewing applications online.  He is hoping 

to find someone to teach ENC 1101, a transfer-level Gordon Rule course.   

 

Jane Doe has applied.  She holds a B.A. in English literature, the M.A. in English 

Education (with a 4.0 GPA, graduating summa cum laude), and 32 credits toward a Ph.D. 

in English Education.  She has 16 years of experience in the high school classroom, and 

has won multiple awards for her excellent instruction.  She was “Teacher of the Year” for 

five consecutive years—an unprecedented accomplishment in her district.  She has taught 

prep writing at the college level for several years.  Jack reviews her M.A. and Ph.D. 

transcripts and finds she took two classes (6 credit hours) in literature to fulfill 

requirements for the M.A. in English Education.  She has no English classes on her Ph.D. 

transcripts, but she earned “A’s” in all her 700-level English Education courses.   

 

Is Jane qualified to teach ENC 1101?  NO.  Per the advisory notes on the master 

credentialing guidelines page for ENC 1101, a degree in English Education is not 

appropriate unless the applicant has at least 18 credit hours in English, literature, or 

applied linguistics.  Jane does not.   
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2. Sidney, a DC in the Department of Business, is seeking an accounting instructor to 

replace an adjunct who moved out of state with her family.  He finds an application 

from Joe. 

 

Joe has worked as a CPA (“Certified Public Accountant”) for 20 years.  His license is 

current.  He holds the B.A. in General Accounting and the M.S. in tax and auditing.  He 

wishes to teach Financial Accounting (ACG 2021) at night after he gets off work from 

the accounting firm that he heads as a senior partner.   

 

Is Joe qualified to teach ACG 2021?  MAYBE.  Sidney must review his graduate 

transcripts and then contact the institution that granted his degree.  Why?  Sidney notes 

this line in the advisory notes for ACG 2021:  “Courses in Taxation or Auditing require 

appropriate description and documentation from the granting institution as graduate work 

in accounting.” 

 

3. Lisa’s Provost has asked her to broaden her foreign language offerings.  She decides 

to search for a Japanese instructor so she can offer JPN 1120, a Japanese language 

and culture course.  She is delighted when she finds an application from Tatsuya.  

 

Tatsuya is from Tokyo, Japan and is fluent in Japanese and English.  She is proficient in 

two additional eastern languages.  She holds a B.A. in Japanese and the M.A in ESL—

both from American universities.   She has tutored both American and Japanese students 

for many years, and since she has recently retired, she is available to teach both day and 

evening classes. 

 

May Lisa credential Tatsuya for JPN 1120?  NO.  According to the credentialing 

guidelines for JPN 1120, fluency in the language is not enough.  Also, Tatsuya’s M.A. in 

ESL is not relevant in this case; ESL degrees are tailored to teaching English to students 

whose native language is not English.  

  

4. Bob wants to offer American Sign Language on his campus.  He is looking for an 

applicant with a Master’s degree in ASL, but he finds only one application in the HR 

database.  It is from Janet. 

 

Janet has worked for the State of Florida as a certified Sign Language Interpreter for 20 

years.  Her license is current.  She also holds multiple certifications in Special Education 

for the Deaf.  She has attached documentation that shows all her licensures are current.  

She wants to teach at night after she leaves her job with the county’s Services for the 

Deaf.  However, her only college degree is the A.A. from a local community college 

accredited by SACS.  

 

Can Bob credential Janet for ASL courses?  Almost certainly YES.  Bob will need to 

work with HR and Janet so the appropriate paperwork can be maintained in her file.  But 

Janet can teach college with the A.A. as her terminal degree?  Bob notes this on the 

credentialing requirements page: 
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Please be aware, the Sign Language discipline has the following advisory notes:  

Even though some percentage of students use this course work in a transfer context (foreign 

language), it is typically considered enough of a hybrid that some combination of training (at 

least at an associate level), professional experience and formal certification is acceptable. 

 

5. Walter is searching for an adjunct to teach Economics.  Walter has studied the 

credentialing requirements, and he knows this search will likely be in vain; the 

applicant must hold at least a Master’s in Economics—or a closely related master’s 

degree with at least 18-credit hours in Economics.  These credentials are hard to find.  

He is surprised and delighted to find Lauren.  Her application reveals that she has the 

M.S. in Economics from Northrop College*.  She is open to teach any class at any 

time.  Hurray!   

 

Walter contacts Lauren.  She sends copies of her transcripts, and indeed, she was the 

awarded the M.S. in Economics; the degree was conferred May 12, 1997.   

 

May Walter move ahead and credential Lauren?  What could be missing? Walter asks 

Lauren for official transcripts, and HR confirms receipt only days later.  Walter begins 

the credentialing process.   

 

Walter follows the exact steps listed below under “Faculty Credentialing.”  When he 

visits www.chea.org and types in “Northrop,” * he learns that the college lost its 

accreditation from the Southern Association of Colleges and Schools (SACS) in August 

of 1993.  Walter visits the SACS website and finds this:  “The Commission denied 

reaffirmation due to 24 months of violations of Comprehensive Standard 3.10.1 

(Financial Stability) of the Principles of Accreditation.”  In sum, Lauren earned a degree 

from an institution NOT accredited by a regional agency as listed on the www.chea.org 

website.  Walter may not credential Lauren, per this statement from HR:  “Degrees 

and/or coursework must be from regionally-accredited institutions.” 
 

These scenarios show that assessing an applicant’s credentialing qualifications can be 

complex and, often, not what it seems at first glance.  If the DC is in doubt, he or she should 

seek assistance from HR before initiating the hiring process. 

 

* This is a fictional institution 

 

 

 

 

 

 

 

 

http://www.chea.org/
http://www.chea.org/
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STAGE TWO 

 
Once you determine that an applicant can be credentialed, the interview is the next step.  Many 

DCs prefer to recruit other members of the FT faculty to join them during the interview process.  

The process will go much more smoothly if you are aware, beforehand, of some of the common 

misconceptions applicants may bring to the interview: 

 

 “I have a terminal degree in my field.  Therefore, even though I have no college teaching 

experience, I am more than qualified to teach at a state college.”  Make it clear up front 

that EFSC seeks talented teachers.  One’s educational background does matter, but 

equally or more important is the candidate’s ability to offer quality instruction.  A Ph.D. 

with multiple publications does not necessarily mean the candidate is successful in the 

classroom.  Some DCs require a short teaching presentation.  DCs sometimes require an 

applicant to a Communications department to “grade” two brief, sample papers written 

by an English instructor.  A team of English instructors evaluate the papers and settle on 

an acceptable recommended grade range.  For a science instructor or someone applying 

for a course in Workforce, the applicant might be asked to explain safety protocols or 

emergency procedures, etc.      

 

 “Do I stand a good chance of landing a full-time, tenure-track job after a short time as 

an adjunct?”  The author hears this question several times every semester.  Is it possible 

to win a FT job with only minimal experience in the college classroom?  Technically, 

yes.  Is it probable?  Absolutely not.  If confronted with this question, the DC should 

reinforce that the applicant is applying for a PT position renewable on a term-by-term 

basis.  It is unwise to speculate about future possibilities.  The applicant might 

misconstrue speculation about possibilities as probabilities or, worse--guarantees. There 

is no harm in advising that most people work several years as an adjunct before gaining a 

FT, tenure-track position.   

 

 “I have two books on the market and another on the way.  I am more than qualified for 

this position.”  See above.  EFSC seeks scholars, yes, but regardless of publication 

history, our instructors must be, first and foremost, solid teachers devoted to student 

learning.  

 

  “If I prove myself, I can teach six or seven sections a semester.”  The author often gets 

this from ambitious applicants.  The DC should explain how the system works—and be 

forthcoming about the amount an adjunct is paid.  The applicant should understand that 

he or she may not teach more than 80% of FT load (12 credit hours) per term TOTAL—

all campuses and centers combined.  Can an adjunct teach for EFSC and, simultaneously, 

teach for one or more other schools?  Yes.  We have no control over this. 
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SSAAMMPPLLEE  IINNTTEERRVVIIEEWW  QQUUEESSTTIIOONNSS  

 

 I see you taught [subject] at [name] college/university for several years.  Tell me about 

some of your most successful teaching strategies—and why you believe they worked? 

 

 What is it that attracts you to teaching, and moreover, teaching college?  We do not do 

this for the money!   

 

 Do you think group work can be beneficial in the classroom?  Why or why not? 

 

 How do you respond to very diverse classroom environments?  You may very well have 

a 16-year old sitting next to a 36-year old.  How can you use this to foster a positive and 

fulfilling learning environment—or is that possible? 

 

 How do you deal with disruptive students?   

 

 In what degree does lecture play a part in your classroom?   

 

 What is your ultimate goal in working as an adjunct instructor? 

 

 In the “teaching philosophy” section of your application, you write this [read selected 

portion aloud].  Can you say a bit more about that?  Why do you feel that way? 

 

 Tell me about the grade of “A.”  What does one need to accomplish to earn the “A”? 

 In 1840, Percy Shelly famously remarked that “poets are the unacknowledged legislators 

of the world.”  Some insert “teachers” in place of “poets.”  Is that an accurate portrayal?  

Why or why not?   

 

STAGE THREE 

 

If you intend to hire the applicant, again reinforce these points: 

 

 The position is PT and renewed on a semester-by-semester basis as warranted by the 

instructor’s performance, student enrollments, decisions made by the Provost or other 

administrators, and other factors as outlined in the Adjunct Handbook.  The hire is 

conditional and not complete until the Provost and HR sign off.   

 

 The payment per the applicant’s educational level 

 

 The 80% rule on maximum teaching assignments—all campuses and centers combined 

 

 The instructor’s tentative schedule (if any, at the time of hire) 
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Present the applicant with the “adjunct packet,” AKA internally (no pun intended) as “the guts.”  

The packet contains the following: 

 

 I-9 form (to be completed on campus with authorized college agent) 

 Loyalty Oath (must be notarized) 

 Direct Deposit Form 

 Sexual Harassment Test Verification 

 Reference Forms 

 W4 (note ID requirements when form is presented to HR) 

 SSA Form 1945 

 Emergency Contact Form 

 Workers’ Compensation/Managed Care Acknowledgement Form 

 Florida Retirement System Certification Form 

 

All paperwork in the packet must be completed and submitted to HR.  Here are some additional 

guidelines (e-Learning has separate policy guidelines for instructors teaching from afar): 

 

 The applicant must sign the I-9 in person in front of a notary.  Identification is required as 

indicated in the adjunct packet.   

 

 The applicant should request his or her B# once he or she signs the I-9 

 

 Once the applicant has a B# and is activated in Banner, the “applicant” is an “adjunct.”  

He or she is “in the system.”  This is a milestone in the process.  **Note: The complete 

credentialing packet (see below) must be in HR and have been approved for the applicant 

to be activated in Banner. 

    

 The next stop should be Security.  All instructors must obtain 1) an ID badge, and 2) a 

parking decal.  Neither can be issued unless the instructor presents his or her B#, license 

plate number, and any other information required by Security.   

 

 As a courtesy, some DCs accompany potential adjuncts to HR, Security, or both. 

 

 Show the applicant the location of the Adjunct Handbook online.  The applicant must 

read this handbook before the DC may offer course assignments.    

 

While the applicant is working on the adjunct packet, submit a complete credentialing packet 

according to the directions, below.  It may take two weeks or more for the paperwork to move 

through the pipeline, so plan accordingly.  HR will notify you when the adjunct is officially 

credentialed for one or more courses.  The applicant will not be “in the system” until the adjunct 

packet is submitted and the I-9 is signed and notarized.   
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STAGE FOUR 

 

Once the adjunct is “in the system” with an ID badge and parking decal, the training stage 

begins.  The first step is for the adjunct to carefully review the online Adjunct Handbook.  You 

and instructor should set up a time to meet and discuss any questions the instructor may have.  If 

you have coordinators, they can be vital assets in this stage. 

 

The instructor and the DC should review the checklist found in the Adjunct Handbook.  In 

addition, the following items are now relevant.  (Some items do not apply to online instructors): 

 

 Classroom keys: Does the new instructor need one or more classroom keys?  If the 

classroom door is fitted with a keypad lock, reveal the code. 

 

 Adjunct office / Adjunct Handbook: Advise about office space, supply cabinets, etc.  

Advise regarding the online location of the most current Adjunct Handbook.   

  

 Tour: Does the new instructor know his or her way around? 

 

 Multimedia training and key issue: The instructor should contact the helpdesk (433-

7600) and ask for multimedia training, a key, and a “student account” for use on the 

multimedia equipment (The latter two are presented at the end of training; the training 

takes ten minutes or less in most instances).   

 

 Mail slot:  The A.A. or student assistant should create a mail slot for the new instructor  

 

 LMS (“Learning Management System”) training, e.g. “Canvas”: At the minimum, 

the instructor should receive “companion site” training.  If the instructor is teaching a 

hybrid or online class, a more advanced training regimen is required.   

 

 Banner web: Give instructor a tour of the system and reinforce the importance of timely 

attendance reports, grade reporting, early alert, etc.   

 

 Other items on the checklist: Make a photocopy of the completed checklist for your 

files.  Your Provost may want a copy as well.   
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STAGE FIVE 

 

The DC is responsible for reviewing and approving an E-PAF (“electronic personnel action 

[payment] form” in Banner Web.  The process begins with the administrative assistant entering 

the information online to create the E-PAF and ends with HR.   

 

Sample E-PAF screenshots are in appendix H. 

 

 

Attendance Reporting / Final Grades 
 

Throughout the semester, and by law, attendance must be reported (generally four times) via 

Banner Web.  The first required reporting takes place after the first week of classes.  By law, all 

instructors must report attendance during the advertised windows.  Instructors report attendance 

online. 

Each DC is responsible for ensuring that all instructors within his or her department meet the 

deadline.  (See Appendix D for how to check for missing reports).  Within three to four hours 

of the deadline, DCs should ask the AA to call instructors who have not reported.  Use 

“Department Reports” via Access to monitor attendance reports and grades.  This is the same 

program one uses to monitor enrollments.   

 

If an instructor does NOT meet the deadline, the DC should make contact immediately so the 

attendance information can be relayed to Admissions / Registrar’s office.  If a FT instructor 

misses the deadline, he or she should contact the Provost and provide an explanation.  If a PT 
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instructor misses the attendance deadline, it is the DC’s responsibility to take whatever actions 

deemed appropriate—with the final goal of future compliance in meeting the deadline. 

 

The DC is responsible for ensuring that all adjuncts are aware of the final grade deadline and 

they adhere to it.   

 
 

Budget 
 

Each department has a budget.  Budgets are arranged by index and account numbers: 

 

 ACCOUNT A 

 

 

 

ACCOUNT        ACCOUNT 

 
The index number is the general “umbrella” number for the department’s funds.  Some 

departments have more than one index. 

 

Under each index number is a series of account numbers.  They are sorted into three classes: 

 

 5xxxxx: A “5000” account is reserved for HR use.  This account contains pay 

information.  You may not manipulate these accounts in any way.  Keep 5000 account 

information confidential. 

 

 6xxxxx: A “6000” account is the “consumables” account.  You are free to transfer money 

from one account to another (contact Accounting for assistance).  Funds for general 

operating expenses (e.g. supplies, faculty travel, photocopying, etc.) are drawn from the 

“6000” accounts. 

 

 7xxxxx: A “7000” account is a capital expenditure coffer.   

 

The DC Dictionary at the beginning of this document supplies more information.  

 

At the beginning of each month, you will receive via email a series of budget reports.  Some of 

these reports itemize staff and faculty members’ salaries (e.g. “5000” accounts), so they must be 

kept strictly confidential.   

 

At the end of the fiscal year (June 30th), any remaining funds in the 6000 accounts will NOT 

“roll over” into the next fiscal year.  Be mindful of this.  In recent years a new budget for the 

incoming fiscal year was determined by how much money was spent the previous fiscal year.   

 

 

 

IND

EX 
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If you would like to view your budget in real-time in Banner, follow these steps: 

1. Click on Banner INB Prod icon on desktop. 

2. Enter your username and password, then type in PROD for the database, then click 

connect or hit enter. 

3. In the Go To menu, type in FGIBDST, then enter. 

4. Click in the index box, and type in your index number (do not hit enter).  

5. Uncheck the box next to “include revenue accounts”. 

6. Click in the first line in the table below and the data will display. 

7. If you want to view a different index, click the “rollback” button (an arrow pointing 

counter-clockwise right under “edit” in the top left). 

8. Click in the index box again, and type in the next index number (do not hit enter). 

9. Uncheck the box next to “include revenue accounts”. 

10. Click in the first line in the table below and the data will display. 

11. When done, click on the tiny blue X in the upper right corner, and do it again on the 

second screen. 

12. Click “yes” when prompted to exit. 

 

Faculty Credentialing (full and part-time) 
 

Before any member of the faculty, full or part-time, may teach, he or she MUST be properly 

credentialed.  It is emphasized that “teach” does not mean only an “instructor of record” 

assignment.  In addition, a teacher may not serve as a substitute teacher for a class if he or she is 

not properly credentialed to teach that particular course.  Any exception must be approved by 

the Provost.  To obtain a list of instructors who are credentialed to teach a course, or to obtain a 

list of courses a particular instructor is credentialed to teach, log into myEFSC and select 

“Faculty Credentialing Verified” from the drop-down menu in the EFSC Employee Applications 

section and click Launch.  You can search by faculty name or B#, or by course number. If you 

DO NOT find the faculty credentialed for the course, contact HR directly for more information.  

At the time of this publication, the appropriate contact is Dan Capman 

capmand@easternflorida.edu. 

 

The DC should carefully study the credentialing guidelines maintained by HR.  These are (as of 

the date of this document) located online under “Faculty Information” on the EFSC website.  

Some courses contain “advisory notes,” and sometimes these leave a degree of ambiguity as to 

the appropriate credentials for a particular course.  (For example, humanities courses fit this 

category).  If in doubt about whether or not an applicant’s credentials (education, experience, 

certifications, et cetera) are appropriate for credentialing for a particular course or courses, you 

should consult with your supervisor and, if necessary, HR. 
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In order to credential someone, you need the following documents/resources: 

 

 Copies of the individual’s transcripts for all college-level coursework.  If you print this-- 

and if the applicant’s SSN# appears on any page--black it out with a Sharpie.   

 

 The individual’s resume or CV, if available 

 

 A copy of the individual’s online application.  The DC can access this by logging in to 

the “Personnel Management” site within HR’s section of the school website.   

 

 A credentialing form (See Appendix E for a completed credentialing form) 

 

STEPS FOR CREDENTIALING: 

 

1) Ensure the applicant is indeed qualified to teach the course or courses in question.  Please 

see the “Hiring adjuncts” section of this handbook for some complex but realistic 

scenarios. 

 

2) Complete the top half of the form.  Do not forget to check the boxes regarding verbal and 

written communication skills. 

 

3) For degree information, enter the most recent degree first.  For school accreditation, refer 

to http://www.chea.org and click on “directory” to identify the agency that offers 

accreditation for a particular institution. 

 

4) For date of graduation and hours earned, refer to the applicant’s transcript(s).  Most often, 

the date of graduation is found at the beginning of the transcript and not the end. 

 

5) List relevant work experience in the required field.  Be mindful to select the proper field: 

“part-time” or “full-time” 

 

6) Make printouts of the following: 

a. The credentialing requirements (see above) for all courses listed on the 

credentialing form.  Highlight main sections showing degree and/or experience 

requirements 

b. A copy of proof of accreditation from http://www.chea.org for each school listed 

on the credentialing form 

c. The online application  

d. The credentialing form 

e. Always include copies of transcripts with qualifying courses highlighted in 

yellow.  If the applicant’s SSN# appears on any page, black it out with a 

Sharpie.   
 

http://www.chea.org/
http://www.chea.org/
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7) Sign and date the credentialing form at the top.  Place all materials in an envelope and 

send to the Provost for review and approval.  After the Provost signs, he or she will 

forward to HR for final approval 

 

8) The DC will receive an email when the applicant has been officially credentialed.  Until 

this time, the applicant may not teach any class in any capacity, including serving as 

a substitute teacher.  The only exception is “provisional credentialing.”  If you face 

an emergency and need to assign a course right away, call HR and inquire about 

provisional approval.  Any provisional arrangement requires HR and Provost 

approval. 
 

9) Once the email arrives from HR, you should keep this on file as proof that the 

applicant is officially credentialed to teach the course or courses listed in the email.  

**NOTE: The course(s) identified in the email are the only courses accepted for 

official credentialing.  This usually includes all courses identified on the original 

credentialing form, but not always.   
 

 
Adjunct Evaluations 
 

The DC or his or her FT faculty designee is responsible for visiting adjuncts’ classes and 

completing a performance evaluation.  (See Appendix F for a completed sample).  Adjuncts 

should be evaluated once per academic year.  If the adjunct is new to the department, he or she 

should be evaluated that same term.  It is useful to print a copy of your current schedule listed by 

instructor.  (See Appendix I). In addition the DC must review and assess the adjuncts’ syllabi 

prior to the beginning of each semester to confirm they meet the minimal requirements of the 

college and the CBA. (See Appendix H, section II, letter g of the CBA). 

 

Here are some general tips for classroom evaluation visits: 

 

 Prior to the visit, supply a copy of the evaluation form to the instructor.   

 

 The author writes the instructor and asks for three dates that would be ideal for him to 

visit.  He then chooses one that fits his schedule.  He DOES notify the instructor of the 

date he finally sets.  (Most DCs avoid “popping in” on instructors).    

 

 Many DCs prefer not to be “introduced” to—or otherwise involved in—the class.  If you 

want to be as unobtrusive as possible, tell the instructor up front to ignore you.  Chances 

are the students will do the same. 

 

 For a night class that meets for several hours, many DCs will “slip out” at the break.  One 

strategy is to evaluate two adjuncts on the same evening. Visit one for the 1st half of class 

and the other for the remaining half.  As a matter of courtesy, clear this well ahead of 

time with both instructors.   
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 Adjunct instructors, especially people new to the department, will be eager to see their 

evaluation forms.  The author tries to complete the form and email it to the instructor 

within a week of his visit. 

   

 The DC should ask the instructor if he or she wishes to have a conference to discuss the 

evaluation.  Note the required signatures (See Appendix F) 

 

 Many Provosts prefer the DC to type in their name in the appropriate spot.  Again, see 

Appendix F.    

 

 

Student complaints / behavior issues / appeals / overrides 
 

All of the pertinent information is included in the Student Handbook.  However, the following 

information might be useful: 

 

 Understand the difference between Administrative and Academic Appeal: 

o Administrative Appeal:  This involves “administrative” matters like financial 

aid, 4th attempts at courses, full cost tuition waivers for 3rd attempts, complaints 

that do not involve an instructor or a class, etc.  The student should go directly to 

the Associate Provost.  More information can be found in the Student Handbook. 

o Academic Appeal:  This involves “academic” matters like student complaints 

against instructors, conflicts about grades, etc.  More information can be found in 

the Student Handbook. 

 

 Understand the difference between informal and formal appeal.  If a student shows up 

(usually angry) grasping a blue appeal form, ask the student if he or she has made an 

appointment with the instructor to discuss the problem.  If not, that must be the student’s 

first stop, per the directions on the form. 

o Informal appeal:  No paperwork is involved.  The student speaks with the 

instructor in hopes of resolving the matter.  If it cannot be resolved at the student-

instructor level, the student may visit the DC, who acts as a mediator.  If the 

situation cannot be resolved via informal appeal, the student may file a formal 

appeal.  (A student may file a formal appeal without first taking the informal 

route.  However, many student issues can be resolved at the informal level). 

o Formal appeal: The form may be obtained from the Associate Provost’s office.  

The student should complete both sides of the form and follow the route listed on 

the front.  The instructor must sign first, followed by the DC, etc.  The student’s 

right to due process is described at length in the Student Handbook.  Students 

wishing to start at the DC should be sent back to the instructor to complete the 

form and gather the appropriate signatures.  Anonymous complaints against FT 

instructors cannot proceed according to the CBA. 
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 During week one, expect students to show up asking for overrides.  During week two and 

beyond, students dropped for 1) nonpayment or 2) W7 (see DC Dictionary at the top of 

this document) may ask for your signature on the yellow form.  A student dropped on W7 

may not be readmitted without instructor approval.  

 

 The author will not sign an override request unless the student has already obtained the 

instructor’s permission and signature.  This is not a “policy,” per se; the DC can sign the 

student in without the instructor’s permission.  However, many instructors frown on this.   

 

 Sometimes an angry student will show up to the DC’s office with one or more parents in 

tow.  The DC MAY NOT speak with the student with a parent present unless the student 

has completed a FERPA release form accompanied by photo ID.  For more information, 

see below under the “FERPA” heading.  If a parent remarks that “my child is a minor and 

therefore you must let me in,” kindly explain that FERPA forbids this.  (The author keeps 

a stack of “FERPA for parents” handouts on the top of the bookshelf in easy reach.  This 

information is available on the EFSC website).   

 

 If the DC feels the situation is potentially dangerous, e.g. the student is violently angry, 

call Security.  If the situation seems particularly dangerous, e.g. the student is making 

direct threats, call Security. 

 

 
Textbook Management 
 

Working with his or her administrative assistant and/or P.C’s (if applicable), the DC is 

responsible for ensuring all instructors have desk copies of their textbooks.  These are obtained 

directly from the publisher.  Desk copies should be kept in a secured (locked) location.  Student 

assistants are generally not allowed to access the textbook inventory closet or other location 

where these texts are kept.   

 

Per State law all books/required and recommended course materials must be entered into the 

Faculty Enlight system no less than 45 days prior to the start of the semester.  The site can be 

found at: www.facultyenlight.com. All course material including new editions of the same 

material must have a Required Course Materials Approval Tracking System (RCMATS) form on 

file before being entered into Faculty Enlight.  This form can be found at:  

http://www.easternflorida.edu/faculty-staff/academic-affairs-council/documents/textbook-

approval-form.pdf  See Appendix G for a screenshot of the repository.   

 

 

http://www.facultyenlight.com/
http://www.easternflorida.edu/faculty-staff/academic-affairs-council/documents/textbook-approval-form.pdf
http://www.easternflorida.edu/faculty-staff/academic-affairs-council/documents/textbook-approval-form.pdf
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 Resources 

APPENDIX A: A sample, internal scheduling template 
 

The process for obtaining this template is as follows:  

1) Dept. Reporting main page 

2) Click “Class Section info.” 

3) Click “Schedule by Division Full” 

 

 
 

 

 

4) Type in term (e.g. 201210 for “spring 2012)  **IMPORTANT: Unless the 

DC or the A.A. has made changes in Banner, the report will produce what 

“rolled” from (in this example) spring 2012, but with updated CRN numbers.  

Once you download the file, do not change these numbers.   

5) Type in Division #.  One gets the report: 

 

 

 

 



Department Chair Handbook | Eastern Florida State College 31 

 

 

 

 

 
 

6) This report shows what “rolled” from the previous term with the same two-

number suffix.  In other words, if you are ready to work on summer, 2012, 

you would type in “201220.”  What comes up will be the report from 

Summer 2011 (if no work has been done to the schedule).  If nothing comes 

up—the report is blank—then either 1) the schedule for that term has not 

rolled, or 2) an error was made in the previous step. 

 

Once your new schedule is complete in Banner—AAs are responsible for inputting 

the information unless the DC prefers to input it him or herself—the report will not 

show rolled information.  It will show a live listing of all the courses that are active 

in Banner—and per any changes made to the rolled schedule.   
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7) Before you can create the work template from the rolled schedule, you must 

save it to Word or another format.  (Many prefer Word) 

 

 
 

8. Export the file to the location of your choice.  It will save as a *rtf (“Rich Text 

Format”) file.  When you are done, it will look something like this: 
Course Schedule By Division 

 ENROLL CRD DAYS START END BLDG RM

 INSTRUCTOR 

 CRN SEC MAX ACT  HRS TIME TIME 

     Full Term 

ASL 1140 American Sign Language 1 

 41550 70C   24 0 4 R 06:00 PM 08:40 PM CO-004 202  

 GOOD 

CRW 2001 Creative Writing 1 

 42618 72C   22 0 3 W 06:00 PM 08:40 PM CO-004 206

 PASSERINI 

ENC 1101 Communications 1 

 40062 01C   22 0 3 MW 08:00 AM 09:15 AM CO-004 205

 HARRIS 
 40063 02C   22 0 3 MW 08:00 AM 09:15 AM CO-004 206

 CAROTI 

 40064 03C   22 0 3 MW 09:25 AM 10:40 AM CO-004 205
 HARRIS 

 40066 04C   22 0 3 MW 10:50 AM 12:05 PM CO-004 205
 CAROTI 

 40065 05C   22 0 3 MW 12:15 PM 01:30 PM CO-009 111

 HOROWITZ 
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9. Now you can change information as necessary.  The author prefers to enlarge 

the font, change the orientation to “landscape,” and use a color code system.  Here 

is an example.  Remember: Do not change CRN numbers.  These are auto-

generated and are associated with “live” courses in Banner.   

 
MASTER TEMPLATE 201210  Course Schedule By Division  9/10/11 

VERSION 5 WITH ROOMS 

 

** DO NOT INPUT SECTIONS IN BLUE ** 

 ENROLL CRD DAYS START END BLDG RM
 INSTRUCTOR 
 CRN SEC MAX ACT  HRS TIME TIME 
     Full Term 

ASL 1150 American Sign Language 2 
 12269 70C   24 0 4 R 06:00 PM 08:40 PM CO-009 207 GOOD 
ENC 1101 Communications 1 
10066 01C   22 0 3 MW  08:00 AM 09:15 AM CO-004 206    CAROTI 

10067 02C GHOST 22 0 3 MW  09:25 AM 10:40 AM CO-009 207 GHOST 

10068 03C   22 0 3 MW  09:25 AM 10:40 AM CO-004 205 CUDA 
10069 04C   22 0 3 MW  10:50 AM 12:05 PM CO-004 205 CUDA 

 GHOST  22   MW   10:50 AM 12:05 PM CO-009 207 GHOST 
10070 05C   22 0 3 MW  12:15 PM 01:30 PM CO-009 207 HORO. 
10071 06C   22 0 3 MW  01:40 PM 02:55 PM CO-009 207 HORO. 

12595 07C GHOST 22 0 TR  08:00 AM 09:15 AM CO-009 207 GHOST 

10072 08C   22 0 3 TR  09:25 AM 10:40 AM CO-00 125     KRONIS 

10073 09C   22 0 3 TR  09:25 AM 10:40 AM CO-004 206 GATTO 

10074 10C   22 0 3 TR  10:50 AM 12:05 PM CO-005 125     KRONIS 

12271 14C   22 0 3 TR  10:50 AM 12:05 PM CO-004 206 GATTO 
10075 11C   22 0 3 TR  12:15 PM 01:30 PM CO-004 206 PASS-I 

10076 12C DELETE  22 0 TR  12:15 PM 01:30 PM CO-003 308 DEL. 

ADD   22   TR   01:40 PM 02:55 PM CO-004 206 PASS-I 

11968 13C   22 0 3 TR  01:40 PM 02:55 PM CO-004 205 GATTO 

12272 15C Cancelled 22 0 3   DELETE 

 

 

 

It is important to note, in the final template, that every “rolled” section must be left 

unchanged, changed, or marked as “delete.”  All rolled CRN numbers (and the class 

sections associated with them) are “live” in Banner until deleted. 
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APPENDIX B: A sample “homemade” room utilization chart 
 

The author uses this chart to ensure he has not “double booked” a room.  This can be useful as 

the DC attempts to assign classrooms. 
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APPENDIX C: A room utilization report from Dept. Reporting 
 

1) Enter the “Room Reports” Database 

2) Click “Building” 

3) Enter “Credit Term” (e.g. 201210) 

4) Enter “CE” term (usually xxxxxx47, e.g. 20121047 for full term report for Spring, 

2012 

5) Enter campus code, e.g. “C” for Cocoa 

6) Enter building, e.g. “CO 004” for Cocoa, building 4 

 

 
 

Note:  This report shows what is “live” in Banner at any given time.  The report is not all 

that useful until a new schedule is entered into Banner.  If one checks the schedule midway 

through entering a new term’s schedule, the report reveals a conglomerate of new 

information plus what rolled from the previous year.  In this regard, it is more confusing 

than it is useful—at least until a new term’s schedule is complete. 

 

If you enter the schedule yourself, Banner may warn about a room conflict.  There is an 

option for “overriding” the flag and placing the section in the room--and despite the 

conflict.  It is imperative to ensure that the room really is vacant at that time and the red 

flag merely results from rolled data.  In other words, it is quite possible to schedule two or 

more sections in one room, and at the same time.  This is…problematic.      
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APPENDIX D: Checking attendance or grade reporting using 

Dept. Reports 
 

 
 

 

Before checking attendance reports: 

 

 Know the date the attendance report window opened. 

 Know the date the current term began 

 Know your Division # 

 

The report will list all unreported grades by instructor.   

 

To ensure full compliance, the DC and/or the Administrative Assistant should call 

instructors on the list the morning before the deadline to offer a friendly reminder that the 

deadline is only hours away.   

 

**Note: Some instructors wait until the “last minute” to report attendance because they 

teach a class or classes the morning on the day of the deadline.  However, one should not 

assume these instructors have not forgotten the deadline.    
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APPENDIX E: Sample credentialing form 

 

 
John Doe  Jane Doe 

Applicant Name  Submitted By (Print Name) 

Communications   13 November, 

2008 

Discipline(s)  Submitted By (Signature)     Date 

Cocoa  spring 2009 (200910)         

Campus  Projected Term/Date of Hire  CP/Administrator Approval Date 

      

 

Attachments: 
  Transcripts: 

(C=Copies or O=Officials ~ Circle one): 

 

HR USE ONLY: 

                   Application:    Doctorate: C or O  

                   Letters of Experience:    Masters: C or O  

                   Employment Packet:    Bachelors: C or O  

    Associate: C or O  

    Certificate: C or O  

 

Course(s) to be taught: (Include Prefix and Name of Course and attach “Course 

Credential Verification page(s)” from the credential website)) 

      

REAV 0001 (Prep Reading 1)        

REAV 0002 (Prep Reading 2)        

             

             

             

             

 

Verification that applicant is proficient in oral communication  and written 

communication*  in the language in which the assigned courses are to be taught in. 
*Can be verified by applicant’s completion of the “philosophy of education” section of the Faculty Position Qualifications Addendum page of 

application. 

Relevant Education 

Name of Institution 
Regionally 

accredited* 

GSH 
graduate 

semester 

hours 

Major 
Date (Years) Diploma 

or 

Degree 

Date Degree 

Received  
Month/Day/Year From To 

University of Central Florida 
SACS 

      Reading 

Education 
2002 2007 Master 

of Ed. 
08/ / 2007 

University of Central Florida 
SACS 

      Liberal 

Studies 
1999 2002 B.S. 05 / /2002 

 

Brevard Community College SACS       Gen. Ed. 1997 1998 A.S. 08/ / 1998 
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*All foreign degrees must have a course-by-course official evaluation and translation sent to the Human Resources Office directly from an 

evaluation company affiliated with the National Association of Credential Evaluation Services, Inc. (NACES). 

 

 

Relevant Experience 

Name of School or Other Employer 
Location 

City and State 

Position Title and/or  

Academic Rank 

Full-time 

Or 

Part-time 

Dates (Years) 

From To 

Brevard Public Schools Viera, FL 1st Grade Teacher Full-time 2002 pres. 

                                         

                                         

                                         
 

 

Certifications 

Name of College/Certifying Agency 
Location 

City and State 

Type of 

Certificate/Certification 

Dates (Years) 

From To 

State of Florida Florida, statewide # [XXXXXX] 2004 2009 

                              

                              

                              

                              
 

 

Comments: 

 

 

Credentialing Officer (HR Use Only) 

Documents Pending: 

      

Comments: 
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  Approved   Pending (Documents Requested)    Rejected 

      

      
Signature Date  Signature Date   Signature Date 
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APPENDIX F: Completed adjunct faculty evaluation form  
 

 

 

ADJUNCT FACULTY 
PERFORMANCE REVIEW AND EVALUATION 

 

 

 

 Name John Doe Date 11/01/17  

 B-Number  B######## Campus Cocoa  

 Discipline Communications-Speech (SPC 2608)   

 

 Use the following performance ratings for this section: 

 1. Satisfactory 2. Acceptable 3. Improvement needed 4. Unsatisfactory 

The following attributes have been observed: 

 

1 Enthusiastic about the subject matter 

1 Demonstrated knowledge of the discipline 

1 Punctual in starting and ending classes 

2 Presented material clearly 

1 Well-prepared 

1 Used time effectively 

1 Treated students with respect 

1 Assignments and lecture were related to syllabus/text/ course content 

2 Timely submission of attendance and grade reports 

2 Favorable student evaluations/responses 

   Demonstrate knowledge of course management system software (if applicable) 

   Punctual in posting materials and interacting and otherwise responding to students (if applicable) 

   Online course and teaching complies with policies and procedures as outlined in Virtual Campus faculty 

handbook (if applicable)  
 

 On the basis of the above criteria: 
 

 What are the instructor’s strongest skills? 

 Please see next page   

  

 What areas are in need of growth and concentration for future assignments? 

 Perhaps show sample speeches/clips to link concepts from PowerPoint to "real world" applications  

 

Jane Doe 

 

 

 

11/02/17  

 Evaluator  Signature  Date 



Department Chair Handbook | Eastern Florida State College 41 

 

 

 

Jane Doe: Department Chair 

   

11/03/17  

 Department  Signature  Date 

 

Dr. Richard Roe: Provost Cocoa Campus 

 

 

 

11/04/17  

 Next Level Supervisor / Provost  Signature  Date 

 
Instructor’s signature does not necessarily signify agreement with 

the evaluation, but that the evaluation has been discussed with the  

supervisor 

         

Signature of Instructor  Date 

INSTRUCTIONS 

 

Adjunct faculty will be evaluated each academic year by the Department Chair/Dean/Supervisor or designee.  If the 

adjunct faculty member teaches more than one term during the academic year, additional evaluations are not required 

for that year.  However, they may be carried out at the discretion of the Department Chair/Dean/Supervisor. 

 

The completed original (with all appropriate signatures) is to be sent to the Human Resources office for filing in the 

adjunct faculty member's personnel file. 

 

If issues surface which require intervention, the Department Chair/Dean/Supervisor will meet with the adjunct faculty 

member to develop a plan for improvement.  The faculty member may request an interview with the Department 

Chair/Dean/Supervisor at any time. 

 

 

Comments: 

On the day I visited, the topic was “language” and how word choice / context can significantly alter audience 

members’ perceptions of the speaker, his or her speech, and the topic at hand.  I was very impressed with … examples, 

and she provided ample opportunities for students to provide their own examples for discussion.  Denotation vs. 

connotation dominated this portion of the lesson, e.g. the connotations of “notorious,” which change in context.  

Students were, for the most part, very engaged and interested. 

 

The next half of the class was devoted to various topics regarding word choice, vague vs. specific language, diversity 

awareness and word choice, verbal vs. nonverbal communication, choices in style (oral vs. written), etc.  Again, … 

encouraged students’ active participation in the lesson.  It was by no means a “lecture” in the traditional sense, which 

was very refreshing. 

 

My only suggestion is “linking” the raw concepts to “real world” applications—perhaps using video clips or other 

models.  For example, students might benefit from clips of speeches where the concepts unfold (or fail to unfold).  This 

would build the bridge between theory and application within the greater context of a speech.   

 

Overall, I was impressed with the lesson and enjoyed my visit.         
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APPENDIX G: Faculty Enlight screenshots  
 

Faculty Enlight Login 
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The adoption page where the book information is entered. 
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The adoption location where after the textbook is entered the DC must finalize the adoption of 

the materials for the course.  
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APPENDIX H: E-PAF screenshots  
 

Enter the system via Banner Web.  Click on “Employee” and then find this: 

 

 
 

The next step: 
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Click on In My Queue.  Click on a name and then review the form.  The two data fields of most 

concern are labeled “Annual Salary” (despite the name, it means “term,” not “annual), and 

“FTE.”  The first is the total semester payment for the courses listed.  The second is the 

percentage of full-time load equivalent.  If this number is “80,” the adjunct is teaching maximum 

load.  If the number is over 80, the DC should ensure that his or her Provost has approved the 

overload.  If all information is correct, click Approve (you can also add comments if you wish).  

If there is an error, click Return for Correction instead (this will route the form back to the 

administrative assistant, who will be able to make the necessary changes and resend to you for 

approval).  

 

 
 

 

 

  

 

 

 

 

 

 

 

 



Department Chair Handbook | Eastern Florida State College 47 

 

 

APPENDIX I: Running a schedule report by instructor from 

Department Reporting 
 

  

 


