Contra Costa College
Reassigned Time Job Description 

Term: AY 2017-18
Reassignment – _40__% per semester - 
Job Title: CCC DE Coordinator

Start Date: 
Reporting Relationship:  CCC Vice President, reports out to Academic Senate


General Description of Job/Scope of Responsibility: 

	The CCC DE coordinator will organize and provide training, vision, and expertise in improving the quality of online teaching and increasing student success outcomes for online students.  The coordinator will work collaboratively with all stake holders and support online faculty.  The DE coordinator will liaison between the college, district, and state DE groups to improve CCC’s online offerings.  
[bookmark: _GoBack]




Duties and Responsibilities: 
· Oversee creation and updates of DE policies and procedures at CCC to bring to appropriate approving bodies.
· Approve faculty/department DE Supplement forms to ensure they meet state and federal requirements before they go to CIC.
· Work toward growth of quality DE courses, moving toward DE degrees.
· Ensure DE’s role and benefit are included in new college directions, including 
pathways, equity, marketing, etc.
· Communicate with Academic Senate, Department Chairs and Deans, and others about issues tied to Distance Education that will benefit students and answer questions.
· Work collaboratively with the DE Trainer:
· With DE Trainer, set direction for and plan DE trainings of Canvas and online pedagogy training for the year to tie in with goals, including two Canvas boot camps, the Fall Online Pedagogy online course, as well as the Stipend cohort in Spring. (This includes promoting the development stipends, selecting applicants, assisting DE Trainer with training them (Spring) and reviewing their courses using the OEI Rubric.)
· Assist DE trainer with workload of teaching and helping faculty as needed, one on one and in workshops.
· Promote and publicize all DE professional development opportunities concerning Canvas and online pedagogy to the college.
· Meets with each new DE instructor to inform them of CCC DE expectations of online instructors and tell them about support and resources available to them.
· Point person to set up student evaluations for online faculty being evaluated. (Includes after contacted by evaluator, creating Survey Monkey and sending instructions to evaluator and evaluate of how to administer it within Canvas, and sending the results).
· Keep abreast of state OEI trends and movement, new services.
· Responsible for DE annual budget.
· Report to CCC Vice President, Ken Sherwood
· NOTE: CCC is currently applying to be part of the new OEI Cohort and CCC will find out by May 2018 if it is selected. If so, the DE Coordinator is lead person for the college on this project to oversee, promote and coordinate that effort with the direction of management and the Academic Senate and s/he will lead a project implementation committee. The first year will involve preparing the college based on information from OEI to be on the Course Exchange by Fall 2019. It will also involve working with the DE Trainer on how to best prepare and support faculty to ready their courses to submit to OEI for approval.  

Committees/Meetings Part of DE Coordinator Responsibility:
· Chair CCC DE Committee which meets monthly (second Friday 10-noon)
· Voting member of Academic Senate and member of Professional Development Committee
· Member of CCC Council of Chairs
· Member of District DE Council and Member of LMS Working Group
· Member of State DE Coordinators group (meets virtually plus annual DE Coordinator meeting prior to Online Teaching Conference)
· Attend annual Online Teaching Conference and DE Coordinators annual meeting as well as Canvas Conference (if funding available from District or College)   
· Future: Lead an OEI Implementation Workgroup at CCC if accepted into the exchange.





Deliverables:
1. 
	What: Chair CCC DE Committee and manage all meetings

	When: 



2.
	What: Voting member of Academic Senate

	When: 



3.
	What: Voting member of Professional Development Committee

	When: 



4.
	What: Member of CCC Council of Chairs

	When: 



5. 
	What: Voting member of District DE Council & member of LMS Working Group

	When: 




6.  
	What: Participating member of State DE Coordinators group

	When: 



7. 
	What: Lead on OEI Implementation Workgroup

	When: 



8.
	What: 

	When: 





*Per DVC Procedure 2090.07, Reassigned Time Guidelines, this job description describes the non-instructional tasks that have been determined to meet special technical, educational, or administrative needs at DVC. The computation of faculty reassigned time is derived from the following: FTE reassigned x 35 = weekly hours of reassigned duties. 


