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Section I: Purpose and Authority
The Personnel Policy Subcommittee is a standing subcommittee of the San Bernardino Valley College Academic Senate, operating under the authority of Article XIII of the Academic Senate Bylaws. These Standing Rules establish the processes, timelines, and responsibilities of the Subcommittee to ensure consistent, equitable, and contractually compliant administration of personnel-related functions.

1.1  Subcommittee Membership
There is no fixed minimum number of members required for the Subcommittee to function. However, the Subcommittee strives to maintain representation from each academic division at SBVC so that all faculty are equitably served. Members are Academic Senate faculty who volunteer or are appointed to the Subcommittee through the Academic Senate.
1. The Subcommittee Chair is selected by the members of the Personnel Policy Subcommittee.
1. The Chair coordinates all Subcommittee activities, serves as the primary point of contact for the Academic Senate President, and is responsible for ensuring all processes in these Standing Rules are carried out on schedule.
1. There is no quorum requirement for this Subcommittee. Decisions are made by majority vote of members present.
1. The Subcommittee aims to include at least one member from each division to ensure broad faculty representation and equitable workload distribution across the college.

1.2  Meetings
The Subcommittee meets on the fourth Wednesday of each month from 3:00–4:30 PM. Meetings are held via Zoom by default to maximize accessibility and participation, but may be held in person if the group chooses. Meeting frequency or format may be adjusted by the Chair as operational needs require.
1. Decisions are made by majority vote of members present at the meeting.
1. The Chair is responsible for setting the agenda and distributing materials in advance of each meeting.

1.3  SharePoint and Document Access
The Academic Senate Personnel Policy Subcommittee maintains all working documents, forms, templates, and records in a shared SharePoint drive. The Subcommittee Lead is responsible for ensuring all current members have access. Access is provisioned through the Academic Senate President.
1. The Subcommittee Lead shall review and update SharePoint access at the start of each academic year and whenever membership changes.
1. All documents referenced in these Standing Rules — including scoring rubrics, evaluation forms, email templates, and guidelines — are stored in the SharePoint and should be retrieved from there to ensure the most current versions are used.

1.4  Relationship to the Academic Senate
The Personnel Policy Subcommittee is a subcommittee of the SBVC Academic Senate. It does not act independently — its recommendations and reports flow to the Academic Senate for awareness, discussion, or formal action as appropriate. The Subcommittee works in tandem with the Academic Senate to fulfill its personnel-related responsibilities.
1. The structure and authority of the Subcommittee are governed by the Academic Senate Bylaws. The bylaws are available at: https://www.valleycollege.edu/about-sbvc/campus-committees/academic-senate/bylaws/
1. To place an item on the Academic Senate agenda, the Subcommittee Chair shall email the Academic Senate President and Academic Senate Secretary with the item and any supporting materials.
1. The Academic Senate may accept, return for revision, or take further action on any recommendation brought by the Subcommittee. The Subcommittee Chair should be prepared to present and answer questions on any item brought forward.

1.5  Responsibilities of the Subcommittee Lead
The Subcommittee Lead (Chair) is the operational center of the Academic Senate Personnel Policy Subcommittee. This subsection consolidates all Lead responsibilities in one place so that incoming Leads have a clear picture of the full scope of the role from day one. Detailed processes for each responsibility area are described in the relevant sections of these Standing Rules.

1.5.1  Transition and Onboarding
1. The incoming Lead shall contact the Academic Senate President at the start of their term to introduce themselves, confirm their role, and establish a working relationship.
1. The outgoing Lead is responsible for briefing the incoming Lead on all active processes, outstanding items, and institutional knowledge before transitioning out of the role. This includes sharing any notes, lessons learned, and contacts built during their tenure.
1. The incoming Lead shall review these Standing Rules in full at the start of their term and identify any sections that need updating based on current practice.

1.5.2  SharePoint Access and Document Management
1. The Lead shall request SharePoint access from the Academic Senate President at the beginning of their term. Access is provisioned through the AS President.
1. The Lead is responsible for maintaining the Subcommittee SharePoint as the single source of truth for all working documents, forms, templates, email communications, and records.
1. At the start of each academic year, and whenever membership changes, the Lead shall review the SharePoint access list and add or remove members as appropriate to ensure only current Subcommittee members have access.
1. When a member leaves the Subcommittee, the Lead shall promptly remove their SharePoint access.
1. The Lead shall ensure that all documents stored in the SharePoint are current and that outdated versions are clearly marked or archived. Key documents that must be kept current include the Advancement in Rank Scoring Rubric, evaluation forms, email templates, the committee assignment spreadsheet, and these Standing Rules.

1.5.3  Meeting Management
1. The Lead is responsible for scheduling and facilitating all Subcommittee meetings. Regular meetings are held on the fourth Wednesday of each month from 3:00–4:30 PM via Zoom, unless the group decides otherwise.
1. The Lead shall set the agenda for each meeting and distribute it to members in advance, along with any materials needed for discussion or action.
1. The Lead facilitates discussion, keeps meetings on track, and ensures that decisions are documented. Decisions are made by majority vote of members present.
1. The Lead shall send meeting reminders and Zoom links to members before each meeting.
1. The Lead shall maintain a record of meeting outcomes, action items, and decisions made, and share these with members following each meeting.

1.5.4  Assignment and Delegation
1. The Lead is responsible for dividing and delegating work among Subcommittee members equitably, taking into account members’ availability, expertise, and division representation.
1. For the faculty committee assignment process, the Lead selects and coordinates division point persons from Academic Senate membership (see Section VI).
1. For peer evaluation assignments, the Lead coordinates the full assignment process each semester, including obtaining evaluation lists from the Office of Instruction and distributing assignments to members for review (see Section VII).
1. The Lead may designate a member to carry out specific tasks — such as aggregating Advancement in Rank scores or distributing forms — but retains overall responsibility for ensuring each task is completed correctly and on time.

1.5.5  Communications and Correspondence
1. The Lead is the primary communicator on behalf of the Academic Senate Personnel Policy Subcommittee for all external correspondence, including emails to faculty, deans, the Academic Senate President, the Office of Instruction, and Marketing.
1. All recurring emails — including the Call for Nominations (Appendix F), peer evaluator notifications (Appendix G), and division point person distribution emails (Appendix H) — shall be sent by the Lead, with bracketed fields completed before sending.
1. The Lead shall email the Academic Senate President and Secretary to place Subcommittee items on the Senate agenda whenever reporting or action is required.
1. The Lead shall respond to faculty inquiries about the Advancement in Rank process, peer evaluations, and committee assignments in a timely manner.

1.5.6  Annual Process Calendar
The Lead is responsible for initiating, tracking, and completing every process described in these Standing Rules on schedule. The key recurring responsibilities by time of year are:

	When
	Lead Responsibility
	See Section

	Start of academic year
	Contact AS President; confirm SharePoint access; review and update access list; review Standing Rules; brief members on year calendar
	§ I, § II.1–2

	Late July / Early August
	Request Fall peer evaluation list from Office of Instruction; complete and distribute peer evaluator assignments
	§ VII.2

	First week of Fall
	Send peer evaluator notification emails (Appendix G) with all required attachments; report FON update to Academic Senate
	§ VII.4, § III.1

	February / March (assignment years)
	Initiate faculty committee assignment process: verify schedules, select division point persons, distribute spreadsheet (Appendix H), collect and verify submissions, forward approved assignments to Deans
	§ VI

	Early February (Spring)
	Confirm Advancement in Rank dates; send Call for Nominations email (Appendix F); open Microsoft 365 nomination form; build or update Advancement in Rank scoring form
	§ IV.2–3

	After nomination window closes
	Distribute scoring form and nomination letters to committee members; collect completed scoring forms; calculate and share aggregate scores; facilitate borderline discussions; finalize results
	§ IV.5

	No later than mid-March
	Report Advancement in Rank outcomes to Academic Senate; send final list to Office of Instruction and Marketing; report FON update to Academic Senate
	§ IV.6, § III.1

	Late Nov / First week of Spring
	Request Spring peer evaluation list from OI; complete and distribute assignments; send peer evaluator notification emails (Appendix G) with all required attachments
	§ VII.2–4

	End of academic year
	Update Standing Rules if processes changed; document lessons learned; brief incoming Lead; archive completed records in SharePoint; update SharePoint access for new membership
	§ II.1–2



1.5.7  Scoring and Scoring Records
1. For the Advancement in Rank process, the Lead is responsible for distributing the scoring form (Microsoft 365) and all nomination letters to committee members after the nomination window closes.
1. The Lead collects completed scoring forms, calculates the average score for each nominee, and shares only the aggregate result with the full committee. Individual member scores are confidential and shall not be shared (see Section IX).
1. The Lead facilitates discussion of any nominee who does not meet the 80-point threshold if a committee member requests it.
1. The Lead documents the final scoring results and retains a record in the Subcommittee SharePoint.

1.5.8  Maintenance of Standing Rules
1. The Lead is responsible for keeping these Standing Rules current. If any process, timeline, contact, or procedure changes during the year, the Lead shall update the Standing Rules and communicate the change to members.
1. Proposed amendments to these Standing Rules must be approved by a majority vote of the Academic Senate following a recommendation by the Academic Senate Personnel Policy Subcommittee (see Section X).
1. The Lead shall store the current approved version in the Subcommittee SharePoint and ensure all members are working from the same version.

1.5.9  Tenure Review Coordination
1. The Lead shall coordinate with the Academic Senate President on tenure review committee appointments as needed. The Lead may provide recommendations on appropriate faculty to serve or may be consulted by the AS President before appointments are finalized.
1. The Lead ensures all tenure-related coordination aligns with the current SBCCDTA collective bargaining agreement and notifies the AS President of any concerns.


■  Section Summary
1. The Academic Senate Personnel Policy Subcommittee is a standing subcommittee of the SBVC Academic Senate, authorized under Article XIII of the bylaws.
1. Membership has no fixed minimum; the Subcommittee aims for at least one representative per division.
1. The Lead (Chair) is selected by the Subcommittee membership and has no quorum requirement.
1. Meetings are held the fourth Wednesday of each month, 3:00–4:30 PM via Zoom.
1. All working documents are stored in the Subcommittee SharePoint; the Lead manages access through the Academic Senate President.
1. The Lead is the operational hub of the Subcommittee — responsible for SharePoint, meetings, communications, assignments, scoring records, and keeping these Standing Rules current.

Section II: Reporting and Updates to the Academic Senate
The Academic Senate Personnel Policy Subcommittee shall regularly report to the Academic Senate on the following matters. For a consolidated view of all reporting obligations and their timing, see Appendix I.

2.1  Full-Time Obligation Number (FON)
The Full-Time Obligation Number (FON) is a state-mandated target that specifies the minimum percentage of credit instruction at a California community college that must be taught by full-time faculty. It is set by the California Community Colleges Chancellor’s Office and applies at both the district level (SBCCD) and the college level (SBVC).
1. The FON is expressed as a ratio: the number of full-time equivalent faculty (FTEF) taught by full-time instructors divided by the total FTEF for the college or district.
1. If a district falls below its FON, it may face financial penalties. Monitoring the FON is therefore an important shared governance function.
1. The Subcommittee Chair shall obtain FON data from the District Research Office, which tracks enrollment and staffing data needed to calculate the ratio.
1. FON updates shall be reported to the Academic Senate at least once per semester, or more frequently if significant changes occur or if the college is at risk of falling below the required threshold.

2.2  Personnel Matters and Proposals
1. The Subcommittee shall update the Academic Senate on any personnel matters or proposals that would appear to have a significant bearing on the Senate or SBVC faculty.
1. Reports shall be made in a timely manner to allow the Academic Senate to respond or take action as appropriate.


■  Section Summary
1. The Subcommittee shall report on the Full-Time Obligation Number (FON) to the Academic Senate at least once per semester.
1. FON data is obtained from the District Research Office.
1. Personnel matters or proposals with significant bearing on the Senate or SBVC faculty shall be reported as they arise.
1. See Appendix I for a consolidated Reporting Obligations Quick Reference.

Section III: Advancement in Rank Process
The Subcommittee shall facilitate the annual Advancement in Rank process in accordance with AP 7210 Academic Employees (Academic Rank) and report outcomes to the Academic Senate.

3.1  Overview
Advancement in rank recognizes faculty members for their professional growth, contributions to the college, and service to their field. The process allows for promotion from Associate Professor to Professor, or the awarding of Professor Emeritus upon retirement. All nominations are reviewed against the criteria established in AP 7210.

3.2  Annual Timeline
The Advancement in Rank process runs each spring semester. The Subcommittee Chair shall initiate the process in early February and ensure all steps are completed no later than mid-March. The table below reflects the standard Spring sequence; specific dates shall be confirmed and communicated each year by the Subcommittee Chair.

	Milestone
	Target Timeframe
	Action

	Call for Nominations
	Early February  [DATE]
	Nominations open. Chair sends announcement to all faculty with the nomination form link, criteria, and deadline.

	Nomination Window Closes
	~Two weeks after opening  [DATE] by 5:00 PM
	All nominations and nomination letters submitted via the online nomination form. No late submissions accepted.

	Committee Scoring Period
	One to two weeks  [DATE] - [DATE]
	Chair distributes the Advancement in Rank Voting Form to committee members. Each member independently reviews all nomination letters and submits scores. Minimum five (5) completed scoring forms required.

	Scores Aggregated & Results Finalized
	No later than mid-March  [DATE]
	Chair calculates average scores. Nominees meeting the threshold are recommended to the Academic Senate. Nominees not meeting the threshold are discussed by the committee if requested.

	Report to Academic Senate
	Following finalization  [DATE]
	Chair presents outcomes to the Academic Senate for approval.

	Notification & Distribution
	Following finalization
	Final approved list sent to the Office of Instruction and to Marketing.



3.3  Nomination Procedure
A nomination for advancement in rank may be initiated by any of the following:
1. The individual seeking advancement (self-nomination)
1. An academic peer
1. The department or division chairperson

All nominations must be submitted to the College Committee on Academic Rank via the online nomination form distributed by the Subcommittee Chair. The nomination form collects the following:
1. Nominee's name
1. Rank being nominated for (Professor or Professor Emeritus)
1. Nomination letter (uploaded as a single file — do not include the scoring rubric)

3.3a  Call for Nominations — Sample Email
The Subcommittee Chair shall send the Call for Nominations email to all faculty at the opening of the nomination window each spring. Bracketed fields shall be completed with current dates prior to sending. See Appendix F for the full sample email template.

3.3b  Online Nomination Form — Sample Questions
The online nomination form used each spring shall collect the following information. The form is distributed by the Subcommittee Chair via the announcement email.

	Advancement in Rank — Nomination Form
Advancement in rank recognizes faculty members for their professional growth, contributions to the college, and service to their field. The process allows for promotion from Associate Professor to Professor or the awarding of Professor Emeritus upon retirement.
Question 1.  Nominee’s name
[ Short answer text field ]
Question 2.  Nomination for
1. Professor
1. Professor Emeritus
Question 3.  Nomination Letter (do not upload the scoring rubric)
[ File upload field ]
File number limit: 1     Single file size limit: 10MB     Allowed file types: Word, Excel, PPT, PDF, Image, Video, Audio




The above questions reflect the structure of the Microsoft 365 Form used for nominations. The form is built and maintained by the Subcommittee Lead and the link is distributed via the Call for Nominations email each spring. A screenshot of the form is shown below for reference. Forms are recommended because they integrate with the Subcommittee SharePoint, create an automatic response log, and ensure consistent submission formatting.

[image: ]

3.4  Criteria for Advancement
To Associate Professor
1. The title of Associate Professor is conferred automatically with the granting of tenure. No separate application is required.

To Professor
1. An Associate Professor may apply for the rank of Professor after a minimum of three (3) years of full-time service as an Associate Professor.
1. Applicants must meet all three of the following criteria:
67. Evidence of professional growth as it relates to the faculty service area.
67. Evidence of service to the college.
67. Evidence of service to the college community.
1. An earned Master's degree or Doctorate is expected. This requirement may be waived by unanimous vote of the committee in cases of unusual merit.

To Professor Emeritus
1. Available to retiring faculty members who have served a minimum of ten (10) years in the district.
1. A nomination must be supported by signatures from at least three (3) division or department colleagues of the retiring faculty member.
1. A majority vote of the committee is required for approval.

3.5  Scoring and Committee Process
After the nomination window closes, the Subcommittee Chair shall distribute links to each nominee's nomination letter and the Advancement in Rank Voting Form to all committee members via email. The Advancement in Rank Scoring Rubric (see Appendix A) shall be sent to committee members as a standalone document attached to that email — it is not embedded in these Standing Rules. The following process applies:

Participation Requirements
1. A minimum of five (5) committee members from the Academic Senate Personnel Policy Subcommittee must submit completed scoring forms for results to be valid.
1. Each committee member reviews all nomination letters independently before scoring.

Scoring Rubric — Professor Nominees
Each nominee for Professor is rated on a scale of 1–5 across three weighted categories (5 = exceeds standards; 1 = meets only minimum standards):

	Category
	Weight
	Score Multiplier

	Evidence of Professional Growth (as it relates to the faculty service area)
	40%
	Rating x 8

	Evidence of Service to the College
	40%
	Rating x 8

	Evidence of Service to the College Community
	20%
	Rating x 4

	Maximum Possible Score per Evaluator
	100%
	100 points




The Microsoft 365 voting form used by committee members during scoring is shown below. Names are not included on the form — only the nominee's title, the link to their nomination letter, and the three scoring categories. Each committee member submits their own form independently.

[image: ]

Score Calculation and Threshold
1. The final score for each nominee is the average of all committee members' individual total scores.
1. A nominee must achieve an average score of 80 or greater to be recommended for the title of Professor.
1. The Advancement in Rank Voting Form is distributed to committee members for reference. The Advancement in Rank Scoring Rubric (see Appendix A) is used by committee members only and is not submitted by nominees.
1. For Professor Emeritus nominees, a majority vote of the committee is required for approval.

Discussion of Borderline Cases
1. If a nominee does not achieve an average score of 80, any committee member may request further discussion before a final determination is made.
1. The rank of Professor is ultimately granted based on a favorable decision from the Academic Senate, following the committee's recommendation.

3.5a  Advancement in Rank Scoring Rubric — Committee Worksheet
The following is the scoring worksheet used by each committee member when evaluating Professor nominees. This form is for committee use only and is not submitted by nominees with their application.

	SAN BERNARDINO VALLEY COLLEGE
COMMITTEE ON ACADEMIC RANK: PROFESSOR WORKSHEET
(Individual Committee Member Worksheet)
Candidate’s Name for PROFESSOR: _____________________________________________
Following granting of the title ASSOCIATE PROFESSOR, which is conferred with the granting of tenure, or upon successful application by the professor (prior to passage of AP 7210 in 2020), the conditions listed below shall be given special consideration in the case of applicants for the rank of FULL PROFESSOR.
□  AN EARNED MASTER’S DEGREE OR DOCTORATE
      If no, this requirement may be waived by unanimous vote of the committee in cases of unusual merit.    AGREE TO WAIVE?     YES     or     NO
□  Professor has held the rank of Associate Professor for at least three years.
PLEASE RATE THE CANDIDATE WITH A (5) IF THEY EXCEED THE STANDARDS,
DOWN TO A (1) IF CANDIDATE MEETS ONLY THE MINIMUM STANDARDS.
(5—excellent     4—good     3—average     2—fair     1—poor)
1.  EVIDENCE OF PROFESSIONAL GROWTH AS IT RELATES TO THE FACULTY SERVICE AREA.  (40%)
          5          4          3          2          1          Rate × 8 = ________
2.  EVIDENCE OF SERVICE TO THE COLLEGE.  (40%)
          5          4          3          2          1          Rate × 8 = ________
3.  EVIDENCE OF SERVICE TO THE COLLEGE COMMUNITY.  (20%)
          5          4          3          2          1          Rate × 4 = ________
Evaluator: _______________________________________          Total Score = ________



3.5b  Advancement in Rank Guidelines for Nominees
The Subcommittee shall include the following strategies and tips document when communicating with prospective nominees. This guidance was developed by Professor Joel Lamore and has been adopted as a standard reference for the process.

	Advancement in Rank Guidelines
Strategies and Tips: Preparing for Your Advancement in Rank Nomination
Long Range (one semester or term before nomination)
1. Keep log or calendar of all your activities, accomplishments, etc.
1. Save relevant emails.
1. Be sure you are developing/contributing in some way in all three areas evaluated — if you are not, you might build up that area in the upcoming semester.
Short Range (in weeks before writing letter)
1. Reflect on your key moments of growth or change.
1. Review teaching experiences, changes.
1. Review logs, calendars, etc.
1. If you are asking someone else to nominate you, make that contact.
Preparing to Write (even if someone else will nominate you, provide this info to the writer)
1. Review Advancement in Rank memo for guidelines.
1. Understand that writing a good letter will require time — reviewing calendars/emails/files, organizing information, and drafting and revising.
1. Clearly tie your evidence to all three specific areas being evaluated for the rank of Professor.
1. Provide clear evidence for each area, including details of your level of activity, leadership, etc. (and dates for key items).
1. Some areas, especially teaching and professional growth, require some level of reflection (what have you learned, how have you developed, what might be areas of future development).
1. Be careful not to have significant overlap of information in different areas — don’t “double dip.”
1. Show your draft to other trusted faculty, especially those who have achieved the rank of Professor.
Thanks to Professor Joel Lamore for this key document!



3.6  Reporting Outcomes
1. The Subcommittee Chair shall report all Advancement in Rank outcomes to the Academic Senate.
1. Following finalization of results, the final list of advancements shall be sent to the Office of Instruction and to Marketing.
1. Advancement in Rank outcomes are reported to the Academic Senate. The Subcommittee Chair shall email the Academic Senate President and Secretary to place the outcomes on the Senate agenda for reporting.


■  Section Summary
1. Advancement in Rank runs each Spring: nominations open early February, window closes approximately two weeks later, scoring takes one to two weeks, results finalized by mid-March.
1. Nominations are submitted via Microsoft 365 Forms and may be self-initiated, initiated by a peer, or by a department/division chair.
1. Professor nominees must show evidence of professional growth, service to the college, and service to the college community.
1. Scoring uses a weighted rubric (40% professional growth, 40% college service, 20% community service); nominees need an average of 80 or above.
1. A minimum of five committee members must submit scoring forms.
1. The Lead aggregates scores; only averaged results are shared — individual member scores are confidential.
1. Outcomes are reported to the Academic Senate; the final list is sent to the Office of Instruction and Marketing.

Section IV: Tenure Review Support
The Subcommittee supports the Academic Senate President in the faculty tenure review process. Tenure review at SBVC is governed by the negotiated contract between SBCCD and the SBCCDTA (San Bernardino Community College District Teachers Association). The specific composition requirements, timelines, and evaluation criteria for the Tenure Review Committee are defined in the current collective bargaining agreement and take precedence over any general guidance in these Standing Rules.

4.1  Role of the Subcommittee
1. The Subcommittee may make recommendations to the Academic Senate President regarding faculty who may be appropriate to serve on Tenure Review Committees.
1. The Academic Senate President may also consult with the Subcommittee before making Tenure Review Committee appointments. The Subcommittee serves in an advisory capacity; final appointments are the responsibility of the Academic Senate President.
1. The Subcommittee Chair shall coordinate with the Academic Senate President and Office of Instruction as needed throughout the tenure review process.



■  Section Summary
1. The Academic Senate Personnel Policy Subcommittee supports the Academic Senate President in faculty tenure review committee appointments.
1. The Subcommittee may recommend faculty to serve or may be consulted before appointments are finalized.
1. All tenure review committee composition requirements are governed by the current SBCCDTA collective bargaining agreement.

Section V: Faculty Committee Assignments
The Subcommittee shall support the Academic Senate President in appointing full-time faculty to campus committees, ensuring diversity, inclusivity, and broad representation to the fullest extent possible. This process applies to faculty committee assignments for both Academic Senate committees and College Council committees.

5.1  Assignment Cycle and Timeline
Committee assignments are completed on a two-year cycle. In years when assignments are due, the Academic Senate Personnel Policy Subcommittee shall initiate the process in February or March and all division assignments must be returned by the end of March. Academic Senate committee assignments operate on a three-year cycle with staggered terms; all other committees operate on a two-year cycle (or all committees may be moved to a two-year cycle by agreement).

	Milestone
	Target Date
	Action

	Subcommittee Prep Meeting
	February  [DATE]
	Subcommittee meets to verify committee schedules and assignment process deadlines are accurate before distributing to divisions.

	Division Point Persons Selected
	February  [DATE]
	Subcommittee selects 1–2 division representatives from its membership to coordinate assignments within each division.

	Committee Information Distributed
	February / Early March  [DATE]
	Subcommittee Lead distributes Excel spreadsheet to division point persons and CCs the Academic Senate President and each Division Dean. Spreadsheet lists all committee meeting days, times, and faculty requirements.

	Division Assignment Meetings
	March  [DATE]
	Division point persons work with each Dean to schedule a division meeting. Faculty collaboratively determine assignments, ensuring bylaw compliance and division representation rules are met. Faculty must verify committee meeting times do not conflict with their schedules before accepting.

	Division Assignments Submitted
	End of March  [DATE]
	Point persons email completed assignments to the Subcommittee Lead and CC the Academic Senate President.

	Bylaws Verification
	Following submission  [DATE]
	Subcommittee reviews all submissions for compliance with Academic Senate bylaws and proper division representation.

	Submission to Deans
	After verification  [DATE]
	Subcommittee forwards approved assignments to the respective Deans and CCs the Academic Senate President.

	Dean Communication
	Following receipt  [DATE]
	Deans communicate final assignments to faculty. Committee meeting times are protected time for the full assignment cycle and must not be scheduled for teaching assignments.



5.2  Step-by-Step Process
The following describes each step of the faculty committee assignment process in full detail.

Step 1 — Subcommittee Preparation Meeting
The Academic Senate Personnel Policy Subcommittee meets to verify that all committee meeting schedules and assignment process deadlines are accurate before sending materials to division point persons. Any discrepancies in meeting times, faculty requirements, or bylaw provisions must be resolved before distribution.

Step 2 — Selection of Division Point Persons
The Academic Senate Personnel Policy Subcommittee selects one to two (1–2) division representatives from its Academic Senate membership to serve as point persons for coordinating committee assignments within each division. Point persons serve as the primary liaison between the Subcommittee and each division during the assignment cycle.

Step 3 — Distribution of Committee Information
The Subcommittee Lead distributes an Excel spreadsheet to all division point persons via email. The spreadsheet is stored in the Subcommittee SharePoint and lists all committee meeting days, times, and faculty requirements. The Academic Senate President and each Division Dean are copied on this distribution. See Section 5.2a for the sample distribution email. Division-level requirements include:
1. At least 10% of full-time faculty per division for Curriculum and Program Review committees.
1. At least one (1) full-time faculty member per division for Accreditation.
1. For Academic Senate representation, each major fraction of five (three and above) entitles a division to an additional representative. Each division is entitled to at least one (1) representative.
1. Note: Academic Senate committee assignments operate on a three-year cycle with staggered terms; all other committees operate on a two-year cycle (or all committees may be moved to a two-year cycle by agreement).

Step 4 — Division-Level Assignment Meetings
Division point persons work with their Dean to schedule a division meeting to review committee needs and collaboratively determine faculty assignments. The following requirements apply:
1. Assignments must ensure bylaw compliance and division representation rules are met.
1. Individuals must verify that committee meeting times do not conflict with their current or anticipated schedules before accepting a committee assignment.
1. Faculty who cannot commit to attending all committee meetings due to schedule conflicts should not be assigned to that committee.
1. The Dean participates in the meeting to support scheduling and confirm that protected committee meeting times will be honored in teaching schedule planning.

Step 5 — Submission of Division Assignments
After the division reaches consensus on assignments, the point person emails the completed assignments to the Academic Senate Personnel Policy Subcommittee Lead and copies the Academic Senate President. All division assignments must be submitted by the end of March.

Step 6 — Bylaws Verification
The Academic Senate Personnel Policy Subcommittee reviews all submitted division assignments to ensure:
1. Compliance with Academic Senate bylaws.
1. Proper division representation across all committees.
1. No conflicts with the contractual bargaining agreement.
If any submission does not meet requirements, the Subcommittee Lead will contact the division point person to resolve the issue before finalizing assignments.

Step 7 — Submission to Deans
The Academic Senate Personnel Policy Subcommittee forwards the approved and verified assignments to the respective Division Deans and copies the Academic Senate President. Deans receive the master committee assignment list for their division.

Step 8 — Dean Communication and Schedule Responsibilities
Deans communicate final committee assignments to faculty members. The following scheduling protections apply:
1. Committee meeting times are protected time for the duration of the assignment cycle (two years for most committees; three years for Academic Senate) and must not be scheduled for teaching assignments.
1. 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.
1. 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.

5.2a  Distribution Email — Sample for Division Point Persons
The Subcommittee Lead shall send the following email to division point persons when distributing the committee assignment spreadsheet. Bracketed fields shall be completed prior to sending.

	Dear [DIVISION POINT PERSON],
It is time to begin the faculty committee assignment process for the upcoming academic year. As a division point person for the Academic Senate Personnel Policy Subcommittee, you will coordinate the committee assignments for your division.
Attached:
1. Committee Assignment Spreadsheet (Excel) — lists all committees, meeting days/times, and faculty requirements by division. This file is also available in the Subcommittee SharePoint.
Instructions:
1. Work with your Division Dean to schedule a meeting with division faculty to review committee needs and determine assignments.
1. Ensure all assignments meet bylaw compliance and division representation requirements as outlined in the spreadsheet.
1. Faculty must verify that committee meeting times do not conflict with their teaching schedules before accepting an assignment.
1. Return completed assignments to the Subcommittee Lead by [DATE — end of March].
1. Reply to this email with your completed spreadsheet and CC the Academic Senate President.
Please do not hesitate to reach out with any questions.
Academic Senate Personnel Policy Subcommittee



5.3  Division Faculty Requirements Summary

	Committee Type
	Division Requirement
	Cycle

	Curriculum & Program Review
	At least 10% of full-time faculty per division
	2-year

	Accreditation
	At least 1 full-time faculty per division
	2-year

	Academic Senate
	At least 1 per division; +1 per major fraction of 5 full-time faculty
	3-year staggered

	All Other Committees
	Per committee requirements in bylaws
	2-year



5.4  Diversity and Representation
1. The Subcommittee shall promote diversity, inclusivity, and broad faculty representation in all committee appointments to the fullest extent possible.
1. Care shall be taken to avoid placing undue service burden on any individual or group.
1. All assignments shall comply with the contractual bargaining agreement and these Standing Rules.


■  Section Summary
1. Faculty committee assignments run on a two-year cycle (Academic Senate on a three-year cycle).
1. The process begins in February or March in assignment years; all division assignments are due by the end of March.
1. The Lead selects division point persons from Academic Senate membership, distributes the committee assignment spreadsheet (stored in SharePoint), and coordinates division-level meetings.
1. Submissions are verified for bylaw compliance before being forwarded to Deans.
1. Committee meeting times are protected time and cannot be scheduled over teaching assignments.

Section VI: Peer Evaluation Appointments
The Subcommittee shall support the Academic Senate President in assigning peer evaluators for full-time instructors undergoing evaluation.

6.1  Scope
1. Evaluation appointments will be made for full-time instructors being evaluated in both the Fall and Spring semesters.
1. Peer evaluator assignments shall be made in a timely manner consistent with the contractual bargaining agreement.

6.2  Semester Timeline
Peer evaluator assignments are made each Fall and Spring semester. The Subcommittee Chair shall coordinate with the Office of Instruction to obtain evaluation lists and complete assignments according to the following schedule. Specific dates are confirmed each semester and communicated to committee members before the window opens.

	Semester
	Step
	Target Date
	Action

	Fall
	Obtain Fall evaluation list
	Late July / Early August  [DATE]
	Request list of faculty scheduled for Fall evaluation from Office of Instruction.

	
	Complete assignments
	Before Fall semester begins  [DATE]
	Subcommittee completes peer evaluator assignments with Senate President approval; ensures compliance with CBA.

	
	Send notifications
	First week of Fall semester  [DATE]
	Chair sends peer evaluator notification emails using the sample template (Section 6.4).

	Spring
	Obtain Spring evaluation list
	Late November / Early December  [DATE]
	Request list of faculty scheduled for Spring evaluation from Office of Instruction.

	
	Complete assignments
	Before Spring semester begins  [DATE]
	Subcommittee completes peer evaluator assignments with Senate President approval; ensures compliance with CBA.

	
	Send notifications
	First week of Spring semester  [DATE]
	Chair sends peer evaluator notification emails using the sample template (Section 6.4).




6.4  Peer Evaluator Notification — Sample Email
Upon completing peer evaluator assignments each semester, the Academic Senate Personnel Policy Subcommittee Chair shall send a notification email to each assigned evaluator and copy the evaluating manager. Bracketed fields shall be completed with current information prior to sending. See Appendix F for the full sample email template.
The following documents shall be attached to every peer evaluator notification email. All attachments are stored in the Subcommittee SharePoint:
1. Peer Evaluation Form — Instructional Faculty (see Appendix J)
1. Peer Evaluation Form — Non-Instructional Faculty (see Appendix K)
1. Peer Evaluator Enrollment Form for Online Classes (see Appendix L)
1. Self-Evaluation Form (see Appendix M)
1. SBVC Tenure Philosophy (see Appendix C)
1. Online Instructor Evaluation Best Practices (see Appendix D)


■  Section Summary
1. Peer evaluation assignments are made each Fall and Spring semester.
1. The Lead obtains evaluation lists from the Office of Instruction and completes assignments before each semester begins.
1. Each peer evaluator notification email must include six attachments: two peer evaluation forms (instructional and non-instructional), the online enrollment form, the self-evaluation form, the Tenure Philosophy, and the Online Evaluation Best Practices.
1. Evaluations may not be conducted by watching recorded sessions per contract language.
1. All completed evaluation forms are submitted directly to the Division Dean — not to the Academic Senate.

Section VII: Confidentiality
The Subcommittee handles sensitive personnel information as a routine part of its work. All members are expected to treat information discussed or reviewed in the course of their duties with appropriate discretion.

7.1  Advancement in Rank Scoring
1. Individual committee member scores shall remain confidential. Members shall not share their own scores or speculate about the scores of other committee members with anyone inside or outside the Subcommittee.
1. The Subcommittee Chair (or designee) is responsible for collecting all completed scoring forms, calculating the aggregate average for each nominee, and sharing only the final averaged scores with the full committee group.
1. Final outcomes (i.e., whether a nominee was recommended or not) are reported to the Academic Senate as part of the formal approval process and are not confidential once acted upon by the Senate.

7.2  Peer Evaluations
1. Peer evaluation assignments and completed evaluation forms are personnel matters. Committee members shall not discuss evaluatee assignments or outcomes outside of official Subcommittee communications.
1. Completed evaluation forms are submitted directly to the Division Dean and are not retained or reviewed by the Academic Senate or the Subcommittee.

7.3  Personnel Matters Generally
1. Any personnel matters discussed in Subcommittee meetings — including matters related to individual faculty, complaints, proposals, or negotiations — shall be treated as confidential unless the Academic Senate President or the full Academic Senate has determined otherwise.
1. Members with a conflict of interest in any matter before the Subcommittee should disclose the conflict to the Chair and recuse themselves from the relevant discussion and any associated vote.


■  Section Summary
1. All Subcommittee matters involving personnel are confidential.
1. Individual Advancement in Rank scoring rubric scores are confidential; only the Lead aggregates and shares averaged results.
1. Completed evaluation forms are not retained by the Academic Senate.
1. Members with a conflict of interest must disclose it and recuse themselves.

Section VIII: General Provisions
1. All actions of the Personnel Policy Subcommittee shall comply with the Academic Senate Bylaws, applicable board policies, administrative procedures, and the contractual bargaining agreement.
1. These Standing Rules may be amended by a majority vote of the Academic Senate, following a recommendation by the Subcommittee.
1. Questions of interpretation regarding these Standing Rules shall be referred to the Academic Senate President and Subcommittee Chair for resolution.



Adopted by the Academic Senate: ______________________
Last Revised: ______________________



Appendix A: Advancement in Rank Scoring Rubric — Committee Worksheet
The Advancement in Rank Scoring Rubric is the individual worksheet used by each committee member during the Advancement in Rank scoring process. The rubric is distributed as a standalone email attachment to committee members by the Subcommittee Lead (see Section 3.5). The official current version is stored in the Subcommittee SharePoint. A reference copy of the rubric content is reproduced in Section 3.5a of these Standing Rules.
Please retrieve the current version from the SharePoint before each scoring cycle to ensure you have the most up-to-date form.


Appendix B: Advancement in Rank Guidelines for Nominees
The Advancement in Rank Guidelines for Nominees (Strategies and Tips) is the guidance document distributed to prospective nominees. A full copy of the guidelines appears in Section 3.5b of these Standing Rules. The document is also stored in the Subcommittee SharePoint and should be attached to relevant communications with potential nominees.


Appendix C: SBVC Philosophy for Tenure-Track Faculty
Adopted by the SBVC Academic Senate on May 14, 2008

Just as our mission as a college is to provide the resources and support to enable our student population to achieve their goals, we believe it is the mission of the SBVC faculty to cooperatively support the professional growth and development of every faculty member. The faculty at SBVC is comprised of professionals and experts in counseling, health services, library and learning resources, and instruction.

The four-year period during which faculty members are reviewed for tenure provides a foundation for a potentially long and productive career. During these probationary years, it is vital that each new faculty member be provided with a developmental model that delineates progress in competencies. The model supports that individual’s integration into our community as a productive team member dedicated to continued professional growth.

Expertise in Content Area

	Expectations for First-Year Faculty
	Expectations for Second & Third-Year Faculty
	Expectations for Fourth-Year Faculty

	Demonstrates content expertise in current assignment and discipline.
	Continues to demonstrate content expertise.
	Continues to demonstrate content expertise.

	Identifies strategies to maintain currency.
	Participates in activities intended to maintain currency.
	Participates in activities intended to strengthen content expertise.

	
	Seeks networking opportunities with peers and other professionals within the discipline and related disciplines regarding professional standards and expectations.
	Evaluates discipline standards and works with colleagues (on and off campus) to formulate and disseminate professional expectations for the discipline.



Techniques of Engagement in Learning Environments

	Expectations for First-Year Faculty
	Expectations for Second & Third-Year Faculty
	Expectations for Fourth-Year Faculty

	Teaches to a variety of learning modalities that support student achievement.
	Refines use of methodologies that address learning differences and wellbeing in multicultural environments.
	Expands methodologies to address learning differences and wellbeing among students in multicultural environments.

	Assesses student interactions via informal and formal assessment strategies in a learning environment.
	In addition to content area, works with peers to implement “across the curriculum” skills, and assesses their impact on student achievement and wellbeing.
	Continues to assess and modify techniques for content area and “across the curriculum” skills.

	Takes the initiative to gain the skills to implement strategies to involve students in collaborative and problem-based learning models.
	Continually works towards engaging students in collaborative and problem-based learning models.
	Engages students in collaborative and problem-based learning models, and continues to explore innovative techniques.



Effectiveness of Communication

	Expectations for First-Year Faculty
	Expectations for Second & Third-Year Faculty
	Expectations for Fourth-Year Faculty

	Communicates high expectations within learning environments and seeks to provide direction, clarity, structure, and life skills for students.
	Communicates high academic expectations within learning environments and implements support for students, such as learning communities, study groups, tutoring opportunities, advising, etc.
	Communicates high expectations within learning environments and provides direction, clarity and structure for students. Creates academic support for their students such as learning communities, study groups, tutoring opportunities, advising, etc.

	Seeks assistance in providing timely and meaningful feedback to students including student contact and ongoing informal and formal evaluations.
	Enhances system to provide meaningful feedback to students, includes student contact and ongoing formal and informal evaluations.
	Develops a system for student feedback, includes student contact and ongoing formal and informal evaluations.



Acceptance of Responsibilities

	Expectations for First-Year Faculty
	Expectations for Second & Third-Year Faculty
	Expectations for Fourth-Year Faculty

	Seeks opportunities to collaborate with faculty, staff and administration, particularly at department and division levels.
	Participates in collaboration efforts with faculty, staff, and administration, expanding to the college at large.
	Creates opportunities to collaborate with faculty, staff, administration and community.

	Develops an understanding of college organization and procedures, includes understanding the role of faculty in shared governance.
	Understands college organization and procedures and effectively participates in shared governance.
	Actively looks for leadership opportunities in shared governance.

	Expands knowledge of institutional and departmental goals.
	Engages in actions to promote institutional and departmental goals.
	Mentors others in promoting institutional and departmental goals.



Opportunity for Professional Growth
1. Identify innovative projects you undertook in the previous academic year.

2. Identify at least one area of potential professional growth activity for the following year.

Appendix D: Online Course Evaluation — Best Practices

Purpose
Provide support to evaluators in the process of instructor/peer evaluations with online instruction. Support may be helpful in knowing how to apply the evaluation process in the online instructional environment, due to the distinct difference in design and presentation of instructional components and interaction with students.

Format
Rather than giving individual access to Canvas shells to evaluators, it is recommended an interview with a peer faculty include screen sharing the Canvas course, to show examples of what is done in the online classroom.

Intent
Provide examples and guidance using the existing Peer-Evaluation Guidelines as negotiated by the Union, within an online instructional environment. Sections (b) and (c) of the existing Guidelines are the focus of support provided here, as these are the two areas that may look and feel significantly different from a traditional face-to-face course.

Section (b): Techniques in Instruction
Means of instruction within the online course may include, but are not limited to:
1. Use of Modules to structure and present content.
1. A clear, focused navigation pathway for students to follow.
1. Presentation of student expectations. This may present as Weekly Course Announcements with tasks/assignments to be completed for the week listed, or directions on what to complete. This may also be presented as assignments reflected in the calendar function of Canvas, or presented as a list of assignments for the week within a module.
1. Student expectations may be presented in a syllabus, as well as within the instructional module itself. Expectations may also be listed as an objective, a goal, or a task.
1. Substantive interaction with students may include presentation of content by instructor in pre-recorded format; interaction with students in discussion posts which provide clear feedback or guidance; or direct feedback on assignments, activities, and quizzes.
1. Substantive interaction which can be seen from “Observer” role: presentation of lecture/content material, response to discussion postings, participation in discussion postings, summative feedback to student body via discussion posting or announcements.
1. Substantive interaction which cannot be seen from “Observer” role: direct feedback to students on assignments, activities, and assessments. This type of communication can be viewed directly in an interview or video conference. An instructor may provide samples of where substantive interaction occurs, and in what format (i.e. comments within SpeedGrader on assignment).

Providing variety in the types of teaching techniques and assignments may include, but are not limited to:
1. Pre-recorded video lectures
1. Narrated PowerPoint presentations
1. Recorded Zoom sessions
1. Curated videos with objectives
1. Directions provided by instructor

Fair and reasonable examinations may include, but are not limited to:
1. Objectives included in exam instructions or within overview of weekly assignments
1. Assessments (formal and otherwise) may include Discussion Board assignments, Quizzes, and/or Assignments

Section (c): Effectiveness of Communication
Effectiveness of Communication within the online course may include, but is not limited to:
1. Course Orientation module, Getting Started module, Home Page with orientation to the course, and instructions on how to proceed. A Syllabus Page with Introduction or Getting Started component are all methods of communicating objectives to the students.
1. Student resources may be located within course syllabus, but can also be placed within a Getting Started or Course Orientation module, or be contained within an independent module.
1. Effective student-student interaction/communication may include use of a “Student Hangout,” “Student Lounge,” or other similar community discussion board thread. Evidence of group work; discussion boards; and use of PlayPosit, FlipGrid, or other LTI interaction tools.
1. Effective instructor-student interaction/communication may include use of open discussion board for student inquiries, synchronous office hours, and ongoing and regular announcements.
1. Recommendations on what regular and effective contact looks like at SBVC may be accessed at: https://www.valleycollege.edu/online/faculty-resources/reg-effective-contact.php

Clearly explaining concepts which comprise course material within the online environment may include, but are not limited to:
1. Use of Modules
1. Placement of objectives within course
1. Incorporation of a class Syllabus


Appendix E: Academic Senate Personnel Policy Subcommittee — Annual Activity Checklist
Use this checklist each academic year to track completion of all required Subcommittee activities. Start in Fall and carry through to end of Spring. Check off each item as completed and note the date.

	✔
	Activity
	Ref.
	Completed

	🍂  FALL SEMESTER

	☐
	Confirm Subcommittee membership and Chair for the academic year
	Art. XIII
	Date: ________

	☐
	Obtain Fall peer evaluation list from Office of Instruction (Late July / Early August)
	§ 6.2
	Date: ________

	☐
	Complete Fall peer evaluator assignments with Senate President approval
	§ 6.2
	Date: ________

	☐
	Send Fall peer evaluator notification emails (first week of Fall semester)
	§ 6.4
	Date: ________

	☐
	Report FON (Full-Time Obligation Number) update to Academic Senate
	§ 2.1
	Date: ________

	☐
	Report any personnel matters or proposals of significant impact to Academic Senate
	§ 2.2
	Date: ________

	☐
	Verify Tenure Committee appointments are in compliance with CBA
	§ IV
	Date: ________

	☐
	Begin faculty committee assignment process — confirm meeting schedules and deadlines with division point persons (Fall appointments due by October)
	§ 5.3
	Date: ________

	☐
	Submit approved Fall committee assignments to respective Deans
	§ 5
	Date: ________

	❄️  BETWEEN SEMESTERS (NOVEMBER – JANUARY)

	☐
	Obtain Spring peer evaluation list from Office of Instruction (Late November / Early December)
	§ 6.2
	Date: ________

	☐
	Complete Spring peer evaluator assignments with Senate President approval
	§ 6.2
	Date: ________

	☐
	Begin Spring faculty committee assignment process (Spring appointments due by March)
	§ 5.3
	Date: ________

	☐
	Submit approved Spring committee assignments to respective Deans
	§ 5
	Date: ________

	🌸  SPRING SEMESTER

	☐
	Send Spring peer evaluator notification emails (first week of Spring semester)
	§ 6.4
	Date: ________

	☐
	Report FON (Full-Time Obligation Number) update to Academic Senate
	§ 2.1
	Date: ________

	☐
	Report any personnel matters or proposals of significant impact to Academic Senate
	§ 2.2
	Date: ________

	☐
	Verify Tenure Committee appointments are in compliance with CBA
	§ IV
	Date: ________

	🎓  ADVANCEMENT IN RANK — SPRING PROCESS (EARLY FEBRUARY THROUGH MID-MARCH)

	☐
	Confirm annual Advancement in Rank dates and update all [DATE] placeholders in nomination email
	§ 3.2
	Date: ________

	☐
	Send Call for Nominations email to all faculty (Early February)
	§ 3.3a
	Date: ________

	☐
	Nomination window open — two-week window
	§ 3.2
	Date: ________

	☐
	Nomination window closes (by 5:00 PM on deadline date)
	§ 3.2
	Date: ________

	☐
	Distribute nomination letters and Advancement in Rank Voting Form (scoring rubric) to committee members
	§ 3.5
	Date: ________

	☐
	Committee scoring period — one to two weeks; minimum 5 members must submit scores
	§ 3.5
	Date: ________

	☐
	Aggregate scores; identify nominees at or above 80-point threshold
	§ 3.5
	Date: ________

	☐
	Facilitate discussion of any borderline nominees (below 80) if requested by committee
	§ 3.5
	Date: ________

	☐
	Results finalized — no later than mid-March
	§ 3.2
	Date: ________

	☐
	Present Advancement in Rank outcomes to Academic Senate for approval
	§ 3.6
	Date: ________

	☐
	Send final approved list to Office of Instruction and Marketing
	§ 3.6
	Date: ________

	✅  END OF YEAR / ONGOING

	☐
	Confirm all evaluation forms have been submitted to Division Deans (not to Academic Senate)
	§ 6.3
	Date: ________

	☐
	Update Standing Rules if any processes or timelines changed this year
	§ VIII
	Date: ________

	☐
	Document lessons learned and share with incoming Subcommittee Chair
	§ VIII
	Date: ________





Academic Year: ___________     Subcommittee Chair: ___________________________



Appendix F: Advancement in Rank — Call for Nominations Email
Send to: All faculty      Sent by: Subcommittee Chair      Timing: Early February (see Section 3.3a)
	Good afternoon faculty,
This email provides the necessary information for the Advancement in Rank process (AP 7210). Please review the timeline, nomination procedure, criteria, and requirements outlined below. The ratings from the Advancement in Rank Ad Hoc Committee will be aggregated to determine whether the nominee is granted the title of Professor or Professor Emeritus.
Advancement in rank recognizes faculty members for their professional growth, contributions to the college, and service to their field. The process allows for promotion from Associate Professor to Professor or the awarding of Professor Emeritus upon retirement. Nominations are reviewed based on criteria such as professional development, academic service, and community involvement, ensuring those who have made significant contributions are duly recognized.
1.  Timeline:
1. [DATE]: Call for Advancement in Rank nominations open.
1. [DATE] by 5:00pm: Applications for Advancement in Rank must be submitted.
1. [DATE]: Final decisions made, and results will be finalized.
2.  Nomination Procedure
Who can initiate a nomination?
1. The individual seeking advancement can nominate themselves.
1. An academic peer can nominate a colleague.
1. The department or division chairperson can nominate.
3.  Submission:
All nominations must be submitted to the College Committee on Academic Rank for review.
[INCLUDE NOMINATION FORM LINK HERE]
4.  Criteria for Advancement
To Associate Professor:
1. This title is conferred with the granting of tenure.
To Professor:
1. An Associate Professor may apply for the rank of Professor after serving at least 3 years as an Associate Professor.
1. Must meet the following criteria:
195. Professional growth: Evidence of growth in the faculty service area.
195. Service to the college: Evidence of service to the college community.
To Professor Emeritus:
1. Available to retiring faculty members.
1. Requires at least 10 years of service in the district.
1. Nominations for Professor Emeritus must be supported by at least three colleagues within the division or department.
5.  Process
AP 7210 Academic Employees — Academic Rank:
1. This policy governs the advancement process. Applicants should review the attached policy for detailed information.
Professor Nominee:
1. The rank of Professor is granted based on a favorable decision from the Academic Senate, following a recommendation by the Advancement in Rank Committee.
1. Nominees are rated on a rubric, and the final score is the average of committee members’ ratings.
1. Nominees need an average score of 80 or greater to be granted the title of Professor. The “AIR FORM 2021 Scoring Rubric” is attached for reference only and will be used by the committee members.
1. Categories for rating include professional growth, service to the faculty area, service to the college, and service to the community.
Professor Emeritus Nominee:
1. The title is given to retiring faculty who have served at least 10 years.
1. A majority vote from the committee is required.
1. Nominee needs support from at least three colleagues.
6.  Additional Considerations
1. Nominee with low scores: If a nominee does not achieve an average score of 80, committee members may request further discussion.
1. Committee participation: A minimum of 5 committee members from the Academic Senate Personnel Policy Subcommittee will submit their rankings for scores to be reviewed and averaged.
Thank you for your attention to these details. Please reach out if you have any questions or need further clarification.
Academic Senate Personnel Policy Subcommittee





Appendix G: Peer Evaluator Notification Email
Send to: Assigned peer evaluator (CC: evaluating manager)      Sent by: Subcommittee Chair      Timing: First week of each semester (see Section 6.4)
	Dear Professor [EVALUATOR],
The Academic Senate has selected you to conduct a peer evaluation of Professor [EVALUATEE], [DEPARTMENT]. This evaluation is an important part of our faculty development process, designed to both recognize your colleague’s strengths and identify opportunities for growth.
Important Requirements:
1. Per contract language and MOU, evaluations MAY NOT be conducted by watching recorded class sessions.
1. All completed evaluation forms must be submitted directly to the Division Dean.
1. The Academic Senate does not handle any completed evaluation forms.
Key Information:
1. [MANAGER NAME] will serve as the evaluating manager and will establish the evaluation timeline.
212. [MANAGER NAME] please send [EVALUATOR] the evaluation timeline.
1. Once you receive the timeline, please contact Professor [EVALUATEE] to schedule the observation.
Evaluation Format:
1. The format for observation must be mutually agreed upon between you and the faculty member being evaluated.
1. You may conduct the evaluation through either:
215. Direct observation of a face-to-face or synchronous class/counseling session.
215. Review of an online asynchronous course (access will be arranged through Canvas, see attachment).
Attached Documents:
1. Evaluation Documentation Form
1. Institution’s Tenure Philosophy
1. Online Course Evaluation Best Practices
Important Guidelines:
1. Your evaluation should cover all applicable areas outlined in the evaluation form.
1. For online courses, please pay special attention to evidence of regular and substantive interaction.
1. If the faculty member has additional responsibilities (e.g., department chair, coach, faculty lead), these should be included in your evaluation.
1. If direct observation proves impossible, an interview may be conducted with [MANAGER NAME]’s approval.
Non-Instructional Faculty Without Student Contact:
For non-instructional faculty without student contact, five (5) faculty will be chosen by the bargaining unit member and five (5) by the evaluating manager, or 10 faculty members mutually agreed upon by both parties, to receive the feedback tool. These faculty are in addition to the peer evaluators. Selections shall include faculty members on relevant committee assignments and/or faculty on campus. All faculty providing feedback for the bargaining unit member will be given the member’s job description.
Thank you.
Academic Senate Personnel Policy Standing Committee



Appendix H: Division Point Person Distribution Email
Send to: Division Point Persons (CC: Academic Senate President, Division Deans)      Sent by: Subcommittee Lead      Timing: February / Early March in assignment years (see Section 5.2a)
	Dear [DIVISION POINT PERSON],
It is time to begin the faculty committee assignment process for the upcoming academic year. As a division point person for the Academic Senate Personnel Policy Subcommittee, you will coordinate the committee assignments for your division.
Attached:
1. Committee Assignment Spreadsheet (Excel) — lists all committees, meeting days/times, and faculty requirements by division. This file is also available in the Subcommittee SharePoint.
Instructions:
1. Work with your Division Dean to schedule a meeting with division faculty to review committee needs and determine assignments.
1. Ensure all assignments meet bylaw compliance and division representation requirements as outlined in the spreadsheet.
1. Faculty must verify that committee meeting times do not conflict with their teaching schedules before accepting an assignment.
1. Return completed assignments to the Subcommittee Lead by [DATE — end of March].
1. Reply to this email with your completed spreadsheet and CC the Academic Senate President.
Please do not hesitate to reach out with any questions.
Academic Senate Personnel Policy Subcommittee





Appendix I: Reporting Obligations — Quick Reference
This table summarizes every item the Subcommittee is responsible for reporting or communicating externally, who receives it, the timing, and where to find full guidance in these Standing Rules. Use this as a reference at the start of each semester.
	Reporting Item
	Recipient(s)
	Timing
	How to Submit
	Ref.

	Full-Time Obligation Number (FON) — District and SBVC levels
	Academic Senate
	At least once per semester; more often if college is at risk of falling below threshold
	Email AS President/Secretary to place on agenda; present at Senate meeting
	§ 2.1

	Personnel matters or proposals with significant bearing on the Senate or SBVC faculty
	Academic Senate
	As they arise; in a timely manner to allow Senate action
	Email AS President/Secretary to place on agenda
	§ 2.2

	Advancement in Rank — outcomes and recommendations
	Academic Senate (for approval); Office of Instruction; Marketing
	Following finalization, no later than mid-March each Spring
	Present outcomes at Senate meeting; send approved list to OI and Marketing after Senate approval
	§ 3.6

	Faculty Committee Assignments — final approved list
	Division Deans; Academic Senate President (CC)
	After bylaws verification; Spring assignments due by end of March in assignment years
	Email final verified assignments to respective Deans; CC AS President
	§ 5.2 Step 7

	Peer Evaluator Assignments — Fall semester
	Assigned peer evaluator; evaluating manager (CC)
	First week of Fall semester
	Send Appendix E notification email to each evaluator; CC evaluating manager
	§ 6.4

	Peer Evaluator Assignments — Spring semester
	Assigned peer evaluator; evaluating manager (CC)
	First week of Spring semester
	Send Appendix E notification email to each evaluator; CC evaluating manager
	§ 6.4

	Tenure Review Committee — appointment recommendations
	Academic Senate President
	As requested by AS President or as appointments arise per CBA timeline
	Communicate directly with AS President; recommendations are advisory
	§ IV



Color Key:
	 
	Fall semester activity
	 
	Spring semester activity

	 
	Both semesters / ongoing
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= Must meet the following criteria:
= Professional growth: Evidence of growth in the
faculty service area.
= Service to the college: Evidence of service to the
college community.

1. To Professor Emeritus:

= Available to retiring faculty members.

= Requires at least 10 years of service in the district.

= Nominations for Professor Emeritus must be supported by
at least three colleagues within the division or department.
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