Committee Assignment Process

This process applies to faculty committee assignments for both Academic Senate committees and College Council committees.
1. Academic Senate Personnel Policy Committee Meeting
· Academic Senate Personnel Policy Subcommittee meets to verify that all committee meeting schedules and assignment process deadlines are accurate before sending to division point persons.
2. Selection of Division Point Persons
· Personnel Policy Committee selects 1–2 division representatives from its membership to serve as point persons for coordinating committee assignments within each division.
3. Distribution of Committee Information
· Personnel Policy Committee Lead distributes an Excel spreadsheet to division point people, listing all committee meeting days, times, and faculty requirements.
· CC Academic Senate President
· CC Dean
· Division Faculty Requirements:
· At least 10% of full-time faculty per division (Curriculum and Program Review)
· At least 1 full-time faculty member per division (Accreditation) 
· When determining division membership for representation on the Academic Senate, each major fraction of five (three and above) will entitle a division to an additional representative. Each division shall be entitled to at least one (1) representative. (Academic Senate)
· Note: Academic Senate committee assignments operate on a 3-year cycle with staggered terms, while other committees operate on a 2-year cycle. 
4. Division-Level Assignment Meetings
· Division point persons schedule a division meeting to review committee needs and collaboratively determine faculty assignments while ensuring bylaw compliance and division representation rules are met.
· Individuals must verify that committee meeting times do not conflict with their current or anticipated schedules before accepting committee assignments. Faculty who cannot commit to attending all committee meetings due to schedule conflicts should not be assigned to that committee.
5. Submission of Division Assignments
· After the division comes to a consensus, the point person emails completed assignments to the Personnel Policy Committee Lead.
· CC Academic Senate President
6. Bylaws Verification
· Personnel Policy Committee reviews submissions to ensure:
· Compliance with Academic Senate bylaws
· Proper division representation 
7. Submission to Deans
· Personnel Policy Committee  forwards the approved assignments to the respective deans.
· CC Academic Senate President.
8. Dean Communication and Schedule Responsibilities
· Deans communicate final committee assignments to faculty members. Committee meeting times are protected time for the duration of the assignment cycle (2 years for most committees, 3 years for Academic Senate) and must not be scheduled for teaching assignments.
· Dean Responsibility: Before finalizing teaching schedules each semester, deans must consult the master committee schedule to ensure no faculty member is scheduled to teach during their assigned committee meeting time. If an unavoidable conflict arises, the dean is responsible for working with the department to find a replacement faculty member from the same division and notifying the Academic Senate President of the change.

