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           Introduction 
 

Sinclair Community College is a public, comprehensive community college that serves Montgomery 
and Warren Counties, as well as the surrounding Miami Valley region of southwest Ohio. Sinclair 
is governed by an eleven-member Board of Trustees. Six of the Trustees are appointed by the 
Montgomery County Commissioners, one by the Warren County Commissioners and four by the 
Governor. As granted under Section 3354.09 of the Ohio Revised Code, the Board has the power and 
authority to make final decisions about matters of educational policy, financial management, personnel 
appointments and physical facilities development. 

The college President serves as the chief executive officer and reports directly to the Board of 
Trustees. The duties, roles, job description and organizational structure of the administrative personnel 
are the responsibility and serve at the discretion of the President. The college’s administrative structure 
is reflected in the college’s organizational chart. The President has the authority to change titles and 
duties of administrative personnel as needed at any time during the year. 

Sinclair is funded through student tuition and fees, Ohio tuition subsidy, tax levy revenue from 
Montgomery County, and training, grants and contracts. The levy subsidizes tuition for Montgomery 
County residents who enroll at Sinclair. 

Sinclair is accredited by the Higher Learning Commission of the North Central Association 
of Colleges and Schools, and many of the college’s programs hold specialized accreditations or 
approvals from professional organizations. 

 
Sinclair operates under the oversight of the University System of Ohio and is authorized to award 
degrees and certificates. As a public community college in Ohio, Sinclair’s responsibilities include the 
following: 

 
• Baccalaureate degrees 

• Associate degrees 

• Career/technical programs 

• College transfer programs or the initial two years of a baccalaureate degree 

• Developmental education 

• Partnerships with industry, business, government and labor for the retraining of the workforce and 
economic development of the community 

• Non-credit continuing education 

• Linkages with high schools to ensure that graduates are adequately prepared for 
post-secondary education 

• Student access provided according to a convenient schedule and program quality provided at an 
affordable price 
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• Student fees that are as low as possible 

• A high level of community involvement in the decision-making process in such critical areas as 
course delivery, range of services, fees and budgets and administrative personnel. (Source: 
educational service standards, ORC 3333.20) 

The Chief Academic Officer is responsible to the President on all matters related to the college’s 
academic programs and faculty. The Chief Academic Officer works closely with the Provost Council, 
a group made up of the academic division Deans, Dean of Distance Learning, and representatives 
from the Chief Academic Officer’s office. 

 
The role of this group is to confer regularly with the Chief Academic Officer regarding the leadership 
and management of the college’s academic programs and units, including consideration of budget, 
personnel, and program development matters. Provost Council members also contribute to college- 
wide initiatives and represent the Academic Affairs Division and its programs in the community. 
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Part A 
 

SECTION I: GOVERNANCE 
 

1.1 Policies and Procedures Applicable to Tenure-Track and Tenured Faculty 
 

This Faculty Handbook constitutes a formal agreement regarding the employment of tenure-track and 
tenured faculty at Sinclair Community College. The policies and procedures contained in the handbook 
delineate the role of faculty in carrying out the mission and operations of the college and verify the 
institution’s commitment to academic freedom. Employment of tenure-track and tenured faculty at 
Sinclair Community College is governed by the Faculty Handbook, as well as the Full-Time Employee 
Handbook. All faculty members should understand the provisions in both of these handbooks. 

The Faculty Handbook communicates policies established by the Board of Trustees concerning the 
responsibilities, rights, and rewards of faculty employment. These policies are intended to provide a fair 
and uniform basis for the college and its faculty to work together collaboratively in order to provide the 
highest quality education possible to the citizens served by the College. 

The Faculty Handbook describes procedures established by the administration in consultation with 
Faculty Senate to implement Board of Trustees policies. The Board of Trustees acknowledges the 
valuable contribution of faculty to the strengths of the college and recognizes that it is desirable for 
representatives of the administration and faculty to confer about policies and procedures concerning 
faculty employment. 

To that end, the Faculty Handbook is divided into two parts as described below. 
 

Part A:  Terms and Conditions of Employment 
 

The policies and procedures established in Part A of the Faculty Handbook are considered to be 
terms and conditions of employment for tenured and tenure-track faculty at Sinclair Community 
College. Part A of the handbook is considered part of the faculty contract for employment. 

Part B:  Additional Policies and Procedures 
 

Part B of the Faculty Handbook includes policies and procedures important to the role of faculty in 
the college and its operations and, although not part of the terms and conditions of employment, is 
to be adhered to carefully. 

 
Changes to the Faculty Handbook are governed by Section 1.2, Faculty Contracts. The Faculty 
Handbook will be published by the Chief Academic Officer and updated whenever its policies are 
modified by the Board of Trustees, or procedures or general information are modified by the college 
administration. Faculty of the College will receive timely notice of such changes. 
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1.2 Faculty Contracts 

 
Initial Faculty Contract 

 
Upon the decision of the college to offer a tenure-track position to a selected candidate, it will 
present the candidate with a proposed contract for the current or the next academic year. The contract 
will specify that the agreed terms and conditions of employment include the provisions in Part A of 
the Faculty Handbook, and the Full-Time Employee Handbook, both of which shall be described as 
incorporated by reference into the contract, and which shall be interpreted and applied together with the 
contract. The candidate will be provided an opportunity to review the current Faculty Handbook, and 
the current Full-Time Employee Handbook, prior to signing the contract. 

Annual Service Obligation 
 

The obligation to perform services for an academic year begins on the Monday closest to August 16 
of each calendar year and ends on the last day for submission of spring term grades, as scheduled 
in the academic calendar published prior to the start of each academic year. Monday and Tuesday of 
that week are “Faculty Planning Days” where faculty are not required to attend meetings on campus. 
Wednesday and Thursday should be utilized for Fall Faculty Professional Development Day (FFPDD) 
and Fall Conference. 

The three business days immediately following the end of fall and spring semesters will be designated 
as grading days on the academic calendar, and no additional required faculty obligations will be 
scheduled by the college on these days. Faculty are obligated to attend Fall Conference, professional 
development days scheduled on the academic calendar, and Commencement, as well as department, 
division, and committee meetings that occur during the service obligation period defined above. 

Faculty Contract Renewals 
 

Offers of contract renewal shall be delivered to faculty members by the college on or before July 
31 of each year for the next academic year. Renewal offers by the college are based in part upon a 
determination by the college of the need for the continuing services of the faculty member to support 
the instructional priorities of the college. The renewal offer may be in the form of a letter and shall 
include a statement of proposed compensation. Compensation increases are granted at the discretion 
of the Board of Trustees, on advice of the President after consultation with the Faculty Issues Team 
and are based on faculty performance and available resources of the college. The contract renewal 
offer will specify that the agreed terms and conditions of employment include the provisions in Part A 
of the Faculty Handbook, and the Full-Time Employee Handbook, both of which shall be described as 
incorporated by reference into the proposed contract renewal, to be interpreted and applied together 
with the contract. Faculty members are deemed to accept the contract renewal offer unless they notify 
the Chief Academic Officer in writing within 30 days. 
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Nonrenewal of Faculty Contract 
 

If, after following the policies and procedures set forth in this Faculty Handbook, the college decides 
that a full-time tenure-track faculty member on current contract is not to be reemployed for the following 
academic year, the college shall notify the faculty member per Section 3 in this Faculty Handbook. 
Faculty members not so notified will be offered a contract by the college for the following 
academic year. 

Resignation 
 

If a tenured or tenure-track faculty member desires to terminate an existing contract, a request to 
resign must be submitted to the Chief Academic Officer promptly in writing, with copies sent to 
the academic division Dean and department chair. A resignation shall be effective at the end of 
an academic term rather than during a term unless a faculty member provides evidence of 
exigent circumstances satisfactory to the Chief Academic Officer. 

Overview of Faculty Obligations 
 

The terms and conditions of full-time, tenure-track and tenured faculty employment include all of the 
obligations and prerogatives set forth in this Faculty Handbook. Faculty should be familiar with all of 
those terms and conditions. Some of the substantial faculty contractual obligations are listed below. 
This summary is not intended as a substitute for a full and careful reading of, and adherence to, the 
obligations described in this Faculty Handbook. 

1. Faculty will be given assignments both semesters of the academic year, with a yearly faculty 
teaching load of 30 hours, as more fully described in the Faculty Load (Section 6.1) of this 
handbook. The academic year is defined as the fall and spring semesters. 

2. The views and participation of the faculty are considered essential to the fulfillment of the college’s 
mission, so all faculty are encouraged to participate in governance of the college through the 
working committee structure described in this handbook (Section 1.3). 

 
3. Every tenured and tenure-track faculty member is responsible for meeting expectations in the 

Critical Performance Areas applicable to his or her academic rank (Section 2.1). 

4. Formal office hours must be maintained by each full-time faculty member as described in the Office 
Hours section of this handbook (Section 7.6). 

 
5. Full-time faculty members may be required to perform assigned student advisory activities as 

described in the Student Advising section of this handbook (Section 8.2). 
 

6. Full-time faculty members are responsible for participation in the periodic review of the department 
or program to which they are assigned. The scope of these responsibilities is described in the 
Department-Program Review section of this handbook (Section 8.11). 

 
7. Faculty are required to follow all Sinclair Community College rules and policies that apply to tenured 
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and tenure-track faculty. 

Summer Term Assignments 
 

Tenured and tenure-track faculty may elect to teach in the summer terms, depending on institutional 
need. Tenured and tenure-track faculty have priority selection of courses as outlined in the  Faculty  
Load section (Section 6.1). Faculty who accept summer term assignments are paid at the current 
overload rate, in addition to their regular academic year contract. 

 
Faculty Evaluation 

 
The performance of every faculty member is evaluated annually through the Faculty Performance 
Review process, as described in this Faculty Handbook. These evaluations are designed to improve 
faculty performance and are critical components of faculty promotion and tenure recommendations, 
contract renewal recommendations, and salary recommendations. 

Altering the Terms and Conditions of Employment 
 

Part A of the handbook is considered part of the faculty contract for employment. Part A may be 
revised with the approval of the college’s President and Board of Trustees, with revisions 
subsequently applicable to the employment of all tenure-track and tenured faculty. Generally, but not 
always, revisions to Part A approved by the Board will become effective for the subsequent academic 
year. 

Part B of the Faculty Handbook includes policies and procedures important to the role of faculty in 
the college and its operations. Part B of the Faculty Handbook may be altered at any time by mutual 
agreement of the Faculty Senate and the President of the College or the President’s designee. 

 
The Faculty Senate and the office of the Chief Academic Officer shall review the Faculty Handbook at 
least annually in order to keep current its policies, procedures, and general information. The Faculty 
Senate or the college administration may recommend changes to the Faculty Handbook. All proposed 
changes will be reviewed by both the Chief Academic Officer and the Faculty Senate before being sent 
to the President for consideration. If deemed necessary, the Chief Academic Officer and Faculty Senate 
may jointly appoint a committee to study and recommend changes to the Faculty Handbook. 

Since faculty are also governed by the Full-Time Employee Handbook, the Faculty Senate: 
 

1. will be able to recommend necessary changes and updates to the Full-Time Employee Handbook 
 

2. will be able to review changes to the Full-Time Employee Handbook when they impact the interests 
of the faculty 

 
Proposed changes in either handbook will be reviewed by the Chief Academic Officer and Faculty 
Senate to address any potential conflicts. All faculty members should understand the provisions of both 
of these handbooks. 

  



 

 

10 

  

 
1.3 Committees and Council in the Academic Affairs Division 

 
Faculty carry out the most critical part of the 
college’s overall mission: helping students 
learn. The views and participation of the 
faculty are essential in accomplishing this 
mission. The college has a structure of 
committees through which faculty share 
perspectives and offer recommendations for 
decision-making at the department, academic 
division, Academic Affairs Division, or college 
level. In addition to carrying out the work of 
the committees, the faculty representatives 
facilitate communication between the 
committees and the college’s faculty. Faculty 
interested in opportunities to address 
committees should contact the committee 
chairs in advance 

 
 

Faculty Assembly 
 

The purpose of the Faculty Assembly is to review, recommend and initiate policies to further the best 
interests of Sinclair Community College. Membership in the Assembly consists of all full-time tenured 
and tenure-track teaching personnel under the supervision of the Chief Academic Officer, excluding the 
academic division Deans. The link to the constitution and by-laws of the Faculty Assembly are in 
the Appendix. 

 
The Faculty Senate is the executive body of the Faculty Assembly. The Senate receives and considers 
proposed recommendations and resolutions from its members. Each academic division is represented 
by three Senators who are elected to serve staggered two-year terms. 

 
The President serves a two-year term and is replaced in office by the person who served as Vice 
President during the President’s second year in office. The Vice President and the Secretary are 
elected by a majority vote of the Assembly members voting and serve one-year terms. A faculty 
representative to the Ohio Faculty Senate is elected by a plurality vote to serve a term of two years. A 
faculty representative to the Sinclair Leadership Council is elected to a one-year term. 

Department Chairs Council 
 

The Department Chairs Council includes all department chairs representing the interests of the 
various academic departments of the college. The mission of the Department Chairs Council is to 
provide department chairs the opportunity to collaborate and communicate across divisions in order 
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to effectively achieve institutional goals; provide a communication link between the administration, 
department chairs, and the faculty; and implement strategies that will foster operational improvements 
and student success. The council acts in an advisory capacity to the Instructional Council and the Chief 
Academic Officer by initiating, reviewing and recommending actions and policies that promote effective 
managerial and leadership practices. 

Instructional Council 
 

The Instructional Council advises the Chief Academic Officer on academic matters. The role of the 
Instructional Council is to: 

 
1. Serve as an avenue for communication about issues and initiatives within Instruction. 

 
2. Receive the reports of the Curriculum Committee and its subcommittees (Curriculum Review, 

Assessment, the Academic Policies Committee, and the Adjunct Faculty Committee). 
 

3. Make recommendations to the Chief Academic Officer regarding changes in academic policies 
and practices. 

 
4. Work collaboratively with all areas of the college on issues central to the success of the college’s 

students and academic programs. 
 

The membership of the Instructional Council includes: 
 

• Chief Academic Officer and/or designee as Chair 

• Deans of Academic Divisions 

• Deans of Learning Centers and Courseview Campus Center 

• President of the Faculty Senate 

• Vice President or President-elect of the Faculty Senate 

• President of the Department Chairs Council 

• Chair of the Assessment Committee 

• Chair of the Academic Policies Committee 

• Chair of the Adjunct Faculty Committee 

• Chair of the Curriculum Committee 

• Chair of the Online Teaching and Learning Committee 

• Director of the Center for Teaching and Learning 

• Assistant Provost for Accreditation and Assessment 

• Director of the Library 

• Director of Academic Advising 

• Director of Tech Prep 

• Senior Director of Enrollment Management/Registrar 
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Meetings of the Instructional Council are open to any interested persons, and agendas are widely 
distributed in advance. 

 
Academic Petitions Committee 

 
The Academic Petitions Committee considers appeals from students to have a grade of “F” (failure) or 
“Z” (non-attendance) converted to a “W” (withdrawal) when emergency situations prevented students 
from withdrawing by the college’s deadline. After carefully considering documentation submitted 
by students and the recommendation of academic counseling, the committee determines whether 
to approve changing F and Z grades to withdrawal status. The committee is chaired by the Chief 
Academic Officer’s designee and includes the Registrar and one faculty member from each academic 
division, selected by the Faculty Senate for staggered two-year terms. 

 
Academic Policies Committee 

 
The Academic Policies Committee is responsible for recommending and reviewing all policies related 
to the academic experience of students, including honors designation, dismissal, probation, withdrawal, 
grading, residency, graduation requirements, attendance, and auditing and repeating courses. The 
committee recommends new or revised policies to the Instructional Council for its review and approval. 
Each academic division Dean will appoint two tenure-track or tenured faculty members and one chair to 
serve on the committee. Faculty will serve a two-year term, with one faculty member from each division 
selected each year. Faculty may be reappointed for subsequent terms. Other members include the 
Chief Academic Officer or designee, Director of Registration and Student Records, the President of 
Faculty Senate, the President of the Department Chairs Council, or designee, the director of Academic 
Advising and one academic advisor and others who have an interest in the committee’s charge. The 
chair of the committee is selected by the Chief Academic Officer in conjunction with the Faculty 
Senate President. 

 
Adjunct Faculty Committee 

 
The role of the Adjunct Faculty Committee is to assess the quality and scope of services for adjunct 
faculty and make recommendations to the Faculty Senate and the Chief Academic Officer annually 
for any improvements warranted in the ways in which Sinclair supports the orientation, professional 
development, and teaching of its adjunct faculty. The committee members consist of two tenured or 
tenure-track faculty appointed by the Chief Academic Officer, one representative appointed by the 
Department Chairs Council, one representative appointed by Faculty Senate, the Director of the 
Center for Teaching and Learning, the Dean of eLearning, the Academic Staffing Coordinator, and one 
adjunct faculty volunteer from each academic division recruited by the Adjunct Faculty Committee chair. 
The terms are for two years. The committee chair will be appointed by the Chief Academic Officer in 
consultation with the President of Faculty Senate. 
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Merit Committee 

 
The Merit Committee reviews applications from faculty for merit awards and makes a 
recommendation to the President regarding each application. The committee is made up of the 
following members: the Chief Academic Officer or designee who serves as chair, the academic division 
Deans, two members elected by the Department Chairs Council, and two faculty members elected by 
each academic division (these faculty representatives will not be department chairs). With the exception 
of the Chief Academic Officer or designee and the academic division Deans, who are permanent 
members, committee members are elected on a two-year rotation with no more than two consecutive 
terms. Committee members must be available during May to serve on this committee. 

 
SAGE Committee 

 
The SAGE committee is comprised of faculty, staff and administrators and serves to promote equity 
and inclusion for all members of the LGBTQA+ population on all Sinclair campuses. SAGE will work 
collaboratively with existing offices on campus to recommend institutional policies and practices 
(including the allocation of resources) to create a more inclusive environment for all members of the 
Sinclair community. Committee membership is comprised of faculty, staff and administrators that are 
interested in the mission and vision of the committee. Interested participants can contact the Provost’s 
Office for more information. 

 
Advanced Job Training Committee 

 
This committee will advise the Sinclair Community College Prison Education Program on policies and 
Practices for the Advanced Job Training (AJT) Program and Returning Citizen Initiative (RCI). 
Committee membership is comprised of Chief Officer of AJT, One Academic Dean appointed by the 
Provost, Four Tenure Track faculty elected by their divisions (one per division), Four Tenure Track 
faculty selected by AJT, One chairperson elected by the Department Chairs Council, One 
representative from Academic Advising appointed by the Provost, One representative from eLearning 
Division appointed by the eLearning Dean, AJT or ODRC Leadership Team Member appointed by AJT, 
1 department chairperson selected by AJT for a 2-year term. Members must be available during May to 
meet the needs of the timeline. 

Curriculum Committee 
 

The Curriculum Committee is responsible for establishing policy regarding curriculum and program 
quality and is responsible for reviewing and determining courses and curriculum policies for General 
Education at Sinclair. The committee will exercise overall responsibility for policy and broad 
guidance related to all curriculum issues. The committee also evaluates course and program 
effectiveness, while ensuring the integrity of the curriculum, regardless of delivery mode or location. 
Another responsibility is to implement the process of course and curriculum program approval and 
change. 
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The committee consists of one faculty and one chair selected from each academic division by the 
Deans, the Chair of the Curriculum Review Committee, the Chair of the Assessment Committee, the 
Coordinator of the Sinclair Success Course, and Director of the Library, Director of Academic Advising 
(or their representatives), a representative from eLearn appointed by eLearn Dean, and a representative 
from Academic and Student Support Services appointed by the Chair of the Curriculum Committee. 
The length of term is one year, though it may be extended by reappointment. The chairperson is a 
Dean appointed by the Chief Academic Officer. 

There are two subcommittees of the Curriculum Committee which directly impact the college’s 
curriculum: The Curriculum Review Committee and the Assessment Committee. 

 
1. The Curriculum Review Committee is responsible for reviewing requests for new courses/modules/ 

programs and revisions to existing courses/modules/programs. 

This committee consists of one faculty member from each academic division appointed by the 
President of Faculty Senate for three-year terms, and one department chairperson appointed 
by the Chairperson of the Department Chairpersons Council. The committee is chaired by the 
Assistant Provost of Accreditation and Assessment and meets on a continuing basis to review and 
recommend curriculum approvals to the Chief Academic Officer or Instructional Council. 

 

2. The Assessment Committee is responsible for reviewing the status of assessment practices at 
Sinclair and making appropriate recommendations pertaining to the program, course, and general 
education assessment of student learning and development. The Assessment Committee defines, 
reviews, and revises the general education outcomes in courses that support these outcomes. 

At a minimum, this committee consists of three faculty representatives appointed by each 
academic division Dean, one representative from Student Services, one representative from 
Faculty Senate, the previous committee chair, the Assistant Provost of Accreditation and 
Assessment, 
and one representative from Research, Analytics and Reporting. Additional appointments may 
be made by the Assessment Committee Chair in consultation with the Curriculum Committee 
Chair. Only faculty representatives from each academic division are eligible to vote and chair all 
subcommittees. The Assessment Committee chair will ensure that faculty membership represents 
a balance among the academic divisions. All membership positions rotate on a two-year term 
but may be extended by reappointment. This committee also consists of the following non-voting 
members: the Chief Academic Officer or designee and the Chair of the Curriculum Committee. The 
Chief Academic Officer, in consultation with the Chair of the Curriculum Committee, appoints the 
Assessment Committee Chair, who shall be a tenured faculty member, for a three-year term. 

Elections Committee of the Faculty Assembly 
 

This committee supervises Faculty Assembly elections. 
 

Faculty representatives from each division are selected by the Faculty Senate President. These are 
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to include, but are not limited to, one Faculty Senator from each division as described in the Bylaws of 
the Constitution of the Faculty Assembly. The committee also includes the President and Vice President 
of Faculty Senate. The Senate Vice President serves as Chair of this committee. Each member of this 
committee serves a one-year term. 

Faculty Forum Editorial Committee 
 

This committee solicits authors of articles for the Faculty Forum, the publication of Faculty Senate, and 
decides whether any submissions should be published. This committee also determines the number of 
editions of the Faculty Forum each semester. 

 
This committee consists of one Faculty Senator from each division appointed by Faculty Senate. The 
Editor of this committee does not need to be a Faculty Senator and is appointed by Faculty Senate. 
Each member serves a one-year term, and the Editor serves a three-year term. 

 
Faculty Grievance Committee 

 
The Faculty Grievance Committee constitutes an impartial hearing board solely for the purpose of 
hearing grievances brought forth by faculty. The committee is comprised of eight tenured faculty from 
the Faculty Assembly. There are two elected faculty members from each academic division, serving 
terms for two academic years, with each member elected on a rotational basis. Each division will also 
elect a tenured faculty member to serve as an alternate. The President and Vice President of Faculty 
Senate are also members. It is possible for this committee to convene during summer term, should the 
need arise. 

Faculty Scholars Committee 

This committee compiles a bibliography of scholarly work completed by tenured and tenure track 
faculty. The entries include published books, articles, presentations at scholarly conferences, and other 
scholarly and creative products. The committee will work to ensure that the bibliography is an attractive, 
professional publication that can be used to showcase the research projects and interests of Sinclair 
faculty Committee membership is comprised of Faculty appointed by the Provost or his/her designee to 
serve two years. The chair of this committee is appointed by the Provost or his/her designee to serve 
four years, and one at large position appointed by Faculty Senate. Members serve a 2-year term, and 
the chair serves a 4-year term, which can be renewed. 

Faculty Issues Team 
 

The Faculty Issues Team (FIT Team) develops recommendations to the President regarding 
compensation for Sinclair’s tenure-track and tenured faculty. The FIT Team is made up of the President 
of the Faculty Senate and four tenured faculty representatives selected by the Faculty Senate to serve 
three-year staggered terms, plus five administrators selected by the President. The FIT Team works 
collaboratively to develop compensation plans that are mutually beneficial to the faculty and to the 
college. FIT Team recommendations are reviewed by the Faculty Senate and the Faculty Assembly. 
Final action on compensation rests with the college’s Board of Trustees. 
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Faculty Sabbatical and Professor Emeritus Committee 

 
The Faculty Sabbatical and Professor Emeritus Committee recommends faculty for sabbatical 
leaves and assists in the selection for Professor Emeritus designation. The committee is made up of 
two tenured faculty members elected by each academic division to serve staggered two-year terms, 
two department chairs selected by the Department Chairs Council President to serve staggered two- 
year terms, and Chief Academic Officer or designee who serves as the chair of the committee. The 
committee reviews applications from faculty for sabbatical leaves and makes a recommendation to the 
Chief Academic Officer regarding the award of sabbatical leaves. 
The committee also solicits nominations for the designation of Professor Emeritus and recommends 
candidates to the college President, who makes the final selection. 

 
Healthcare Committee 

 
This committee researches the benefits package of all employees and makes recommendations to the 
President of the college regarding those benefits.  
 
Employees for the Healthcare Benefits Committee are representatives of the full-time employees. It is 
comprised of the following:  
 
 Vice President of Administration 
 Vice President and Chief Financial Officer 
 Employees appointed by Vice President of Administration  
 One Faculty Senate representative 
 One Faculty member elected from each division; these faculty members may be required to engage in 

committee work over the summer 
 

One member is to act as Faculty Senate representative. If this person is not part of the committee,                 
he/she/their shall not have voting rights. 

 
Online Teaching and Learning Advisory Committee 

 
The Online Teaching and Learning Advisory Committee advises Academic Affairs on how the college 
can enhance the quality of online teaching and learning for faculty and students. The committee is 
comprised of: 

• Dean of eLearning and Instructional Support, chair of the committee 

• Two faculty members from each division elected by the Faculty Assembly members in each 
division to serve two-year staggered terms; faculty may serve for subsequent terms 

• One representative from the Faculty Senate 

• Two chairs selected by the Department Chairs Council 

• Manager of the Web Course Development Team 

• One representative from Academic Advising 

• One representative from Student Services 
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• Two at-large faculty member selected at the discretion of the Dean of eLearnng and Instructional     
Support 

The role of the Online Teaching and Learning Advisory Committee includes the 
following responsibilities: 

1. Recommend standards for high quality online teaching and learning. 
 

2. Recommend strategies for verifying the quality of student learning experiences, including regular 
surveys of students regarding their experience of online classes and online services. 

 
3. Monitor indicators of online program quality and delivery. 

 
4. Recommend strategies for faculty learning with respect to current developments in online 

pedagogy and tools. 

5. Recommend criteria for the selection of courses and programs for development and 
delivery online. 

6. Recommend standards and processes for the regular review and revision of online courses. 
 

7. Recommend strategies for the recruitment, training, and retention of excellent online faculty. 
 
 

Personnel Committee of Faculty Senate 
 

This committee makes recommendations to the Faculty Senate regarding the provisions and practices 
of faculty employment at the college. Committee membership is comprised of faculty representatives 
selected by the Faculty Senate President. 

 
Promotion and Tenure Committee 

 
The Promotion and Tenure Committee reviews applications from faculty for promotion and tenure and 
makes recommendations to the President regarding each application. The committee is made up of the 
Chief Academic Officer or designee who serves as chair of the committee, the academic division 
Deans, two tenured faculty members elected by the Department Chairs Council, and two tenured faculty 
members elected by each academic division. With the exception of the Chief Academic Officer or 
designee and the academic division Deans, who are permanent members, committee members are 
elected on a two-year rotation with no more than two consecutive terms. 

Search Committees 
 

A search committee is selected by the academic division Dean when a tenure-track position is to be 
filled. Faculty members are selected for membership on the committee according to the guidelines 
in Sections 2.2 and 9.2, Procedures for the Selection of Tenure-Track Faculty and Procedures for the 
Selection of Department Chairs, respectively. The chair of the Faculty Search Committee typically is 
the chair of the department, and the committee makes recommendations to the academic division 
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Dean of candidates for consideration for appointment. 

Center for Teaching and Learning Advisory Committee 
 

The CTL Advisory Committee has been involved in the creation of the CTL LMS Community, Learning 
Challenge Grants, Adjunct Faculty Certification, CAFE, and related projects. Committee members 
are named by the Chief Academic Officer and include two tenured or tenure-track faculty from each 
academic division. Members serve staggered two-year terms. The advisory committee is a working 
committee, and members take on projects to assist the CTL Director. Interested faculty should 
contact the Director of the Center for Teaching and Learning. 
 
School Partnerships Advisory Committee 
 
This committee will advise the Division of School Partnerships on policies and practices for College 
Credit Plus, Tech Prep, and Transition Advising. All three programs are critically connected to 
academic departments, high school partners, and the impact of state policies. This committee will 
ensure School Partnerships implements policies and practices with consideration of faculty 
resources, compliance, academic quality, and effective communication. The committee is made up  

 
of tenured or tenure-track faculty members elected by each division, 1 representative from Faculty 
Senate, 2 chairs from different divisions, with preference given to departments with course 
offerings in CCP/Tech Prep, and School Partnerships Leadership Team members (Directors of 
CCP, Tech Prep, and Transition Advising). Elected members serve a 2-year term. 

Additional Committee Service Opportunities 
 

There are a number of departmental, divisional, and college-wide committees, both standing and ad 
hoc, in which faculty may have an interest. Faculty may be invited to serve on these committees, or 
they may also volunteer by contacting the committee chair or the Chief Academic Officer. 
 
Note: Administrator and staff positions listed in the membership of committees in the Faculty 
Handbook may change at the determination of the President and/or Chief Academic Officer.  
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SECTION 2: DEFINITION AND SELECTION OF FACULTY 

 
2.1 Faculty Position and Descriptions 

 
Faculty 

 
Full-time, tenure-track and tenured faculty are defined as those persons employed on a continuing 
contractual basis who provide leadership for the development of the college's curriculum and 
its delivery. 

 
Academic Ranks 

 
Academic rank is initially assigned to individual faculty members upon their employment at Sinclair 
Community College contingent upon their academic preparation and related qualifications. Faculty may 
advance through the following ranks, dependent on performance: 

 
• Instructor 

• Assistant Professor 

• Associate Professor 

• Professor 
 

The job description of tenure-track and tenured faculty includes the following four Critical 
Performance Areas (CPA’s): 

 
• Teaching, Learning, and Student Development 

• Scholarship and Professional Growth 

• Curriculum Design, Assessment, and Evaluation 

• Workplace and/or Community Service 
 

The work of tenure-track and tenured faculty is expected to reflect progressive levels of 
accomplishment as faculty move upward in rank, with increasing responsibility across the four Critical 
Performance Areas. By the time faculty are ready for promotion to the rank of Professor, their     
record of accomplishment should be recognized by peers across the college as one of leadership in 
each of the Critical Performance Area.  
 
Professors serve as important models for other faculty and thus are expected to sustain active 
leadership in the Critical Performance Areas throughout the duration of their employment.
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Summary of Faculty Responsibilities by Rank 
 

 
Instructor 

• Teaching, Learning, and Student    
Development 

• Scholarship and Professional Growth 
 

 

Assistant Professor 

• Teaching, Learning, and Student   
Development 

• Scholarship and Professional Growth 

 
 

Associate Professor 

• Teaching, Learning and Student   
Development 

• Scholarship and Professional Growth 
• Curriculum Design, Assessment, and 

Evaluation 
 

 
 

Professor 

• Teaching, Learning, and Student  
Development 

• Scholarship and Professional Growth 
• Curriculum Design, Assessment, and 

Evaluation  
• Workplace and Community Service 

 
 
 
 

Descriptions of the Critical Performance Areas 
 
CPA 1: Teaching, Learning, and Student Development 
 
Teaching/Learning Facilitation is any activity which fosters active learning so that students transform  
information into knowledge and apply communication and/or technical skills in appropriate contexts. 
 
Student Development is any activity which results in a student’s personal growth, whether in academic 
and career- oriented pursuits or in the areas of creative and critical thinking, social and leadership 
skills, attitude, self-esteem, motivation, cultural awareness, values. Citizenship, team-building, etc. 
 
 To meet expectations in teaching, learning, and student development means fulfilling all instructional 
 responsibilities as outlined in the Faculty Handbook, as well as complying with any department,  
 discipline, or chair-specific requirements related to course delivery, assessment, communication, 
 and professional conduct. This should be weighed as 75% of the rating 
 

1. Use multiple learning tools and teaching approaches based on strong pedagogy to 
accommodate a variety of learning preferences. 
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2. Provide effective and timely feedback to create effective learners. 

 
3. Illustrate knowledge of effective teaching/learning facilitation by modeling appropriate          

behavior. 
 

4. Assist students in developing academic, technical, career, and communication skills. 
 

5. Use multiple learning resources, approaches, and/or environments to accommodate a            
diverse student population, that reflects sound pedagogy and promotes active learning. 

 
6. Demonstrate professional work habits by following guidelines for office hours, course               

syllabi, grade reporting, and related policies as they appear in the Faculty Handbook.     
 

7. Provide and/or promote opportunities for students to reflect, problem-solve, and                 
participate in the activities that allow for growth.   

 
8. Prepare diverse learners to transfer knowledge and skills from the classroom to the world.  

 
 

To exceed expectations in teaching, learning, and student development means not only fulfilling all  
standard instructional responsibilities outlined in the Faculty Handbook and departmental requirements, 
but also demonstrating consistent excellence, innovation, or impact beyond the baseline- such as  
through exemplary student engagement, instructional leadership, curriculum enhancement, educating 
nontraditional populations or in nontraditional modalities, or recognized contributions to teaching  
effectiveness. 
 

 
CPA 2: Scholarship and Professional Growth 
 
Scholarship indicates knowledge of subject matter and involvement in a professional discipline. 

 
Professional Growth is the commitment to remaining current in one’s field and to enhancing skills that 
contribute to a quality work and learning environment. 

 
  To earn a rating of meets performance expectations in this CPA, faculty will: 
 

1. Remain current in knowledge of subject matter, involvement in discipline, and/or maintain             
applicable certification or licensure as required by the academic department 

2. Participate in contractual events (graduation, required departmental and divisional activities, Fall 
conference, etc.) 

3. Demonstrate professional work habits, communication, and embrace a growth mindset when        
interacting with colleagues and students 

4. Perform other duties as assigned effectively 
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To earn a rating of exceeds performance expectations, faculty may:  
 
1. Show evidence of currency in discipline through continuing education, licensure, and/or              

professional involvement at a local, regional, national, or international level 
 

2. Earn or is working towards an additional graduate degree, certification(s), and/or trainings. 
 
 

CPA 3: Curriculum Design, Assessment, and Evaluation  
 
Curriculum Design is an ongoing process which may focus on individual classes or modules, on  
segments of a program, or an entire course of study.  
 
Assessment measures learning readiness, progress, and outcomes. Evaluation brings judgment 
to or places value on assessment information. These processes may occur in a variety of contexts: 
individual, group, program, department, division, etc. The purpose of assessing and evaluating 
— whether in the classroom, for an accrediting body, etc.— is to convey accurate and meaningful 
information in order to gain insights, validate worthwhile processes, maintain standards and 
accountability, and make improvements. 
 
To meet expectations for this CPA, faculty will: 
 

1. Integrate General Education Outcomes in courses or modules as required 
 

2. Evaluate and revise curriculum and/or instructional materials on an ongoing basis 
 

3. Create learning resources and assessments appropriate and relevant for diverse         
modalities and learners 

 
4. Foster discussion and/or activities that link the subject matter with other academic                

areas or careers 
 

5. Assess/evaluate diverse learners in a way of variety 
 

6. Engage in formative and summative assessment activities 
 

7. Provide for ongoing review of teaching/learning facilitation by initiating student evaluation 
 

 
      To earn a rating of exceeds expectations, faculty may: 

 
1. Participate in the development of OT36, CTAG, or CTN course approvals. 

 
2. Create a benchmarked course shell. 

 
3. Develop a new course modality or new course shell. 

 
4. Demonstrate the need for curriculum changes through the gathering of relevant                      

data 
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5. Participate in the development of documents or data gathering for Program or 

Accreditation reviews. 
 

6. Use diagnostic tools to assess learner readiness. 
 

7. Provide for ongoing review of teaching/learning facilitation effectiveness by          
initiating peer, administrative, and self-assessment/evaluation. 

 
8. Assist learners in developing the ability to assess/evaluate their peers and their own 

performance objectively as a way to promote continuous improvement. 
 

9. Demonstrate assessment and evaluation skills as a faculty administrator by using 
formative and summative assessment, using appropriate tools or techniques in 
evaluating faculty and staff, communicating assessment and evaluation information        
in a timely fashion, maintaining confidentiality throughout the evaluation process, and 
focusing on continuous improvement. 

 
10. Learn or develop methods for self-assessment on the four dimensions of cultural 

competence: awareness of one’s own worldview; attitude towards cultural       
differences; knowledge of different cultural practices and worldviews; cross-cultural 
skills. 

 
11. Assist in the evaluation of department, division, or college wide programs and 

processes. 
 

12. Benchmark assessment and evaluation strategies against “best practices” both       
within the college and without (e.g., at other schools, in business and industry, in       
non-profit organizations, etc.) 

 
13. Use feedback from the End of Course Student Survey to implement changes in           

my assessment/evaluation techniques. 
 
 

CPA 4: Workplace and Community Service 
 

Workplace Service reflects efforts to improve the quality of the work environment. 
 

Community Service reflects efforts to improve the quality of life in the greater community – whether 
local, state, national, or international – in support of the college mission.  

 
1. To meet expectations in workplace and community service means actively participating in institutional 

governance, committees, or institutional initiatives; collaborating with colleagues and students; or        
contributing to the college or the broader community through professional, technical, consulting, or       
volunteer service. 

 
2. To exceed expectations in workplace and community service means going beyond routine participation           

by taking on leadership roles in institutional governance, leading or initiating impactful collegewide or 
community projects, securing external partnerships or funding, and consistently contributing in ways that 
enhance Sinclair’s mission, visibility, and effectiveness at the institutional, local, regional, national, or 
international level. 
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. 
2.2 Selection of Tenure-Track Faculty 

 
Policies on Selection of Tenure-Track Faculty 

 
Sinclair is strongly committed to a policy of equal opportunity in employment practices, educational 
programs and activities, and the many services it offers to the community. Sinclair does not discriminate 
against applicants, employees, or students on the basis of race, color, creed, religion, age, sex, sexual 
orientation, gender identity, marital status, veteran status, national origin, ancestry, citizenship, 
or disability. 

 
Sinclair also values diversity of ideas and believes a faculty that represents a wide variety of 
backgrounds and perspectives is essential to educating students to live and work in an increasingly 
diverse society. Sinclair is committed to employing an intellectually diverse faculty. To these ends, 
search committees will make a concerted effort to attract, interview, and recommend applicants who will 
bring intellectual diversity to Sinclair. 

Procedures for the Selection of Tenure-Track Faculty 
 

For each tenure-track faculty position or positions to be filled within the same department, the academic 
division Dean (“Dean”), with the concurrence of the department chair, will select a search committee. 
The membership of the search committee will be as follows: 

 
1. At least fifty percent of the membership will be faculty from the department involved. In a small 

department, where this may be impossible, all faculty from the department will be included. 
 

2. At least one member will be from another department with related courses or programs. 
 

3. A member of the department/program’s advisory committee may be selected if the Dean 
considers appropriate. 

The chair of the department involved will serve as chair of the search committee except when, by 
mutual agreement of the chair, another member of the department is so designated. 

 
The search committee chair and an employee of the Human Resources Office will convene the first 
meeting of the search committee. At this meeting, search procedures will be reviewed. 

 
The search committee will develop an appropriate position description that includes the six Critical  
 
Performance Areas that define the basic responsibilities of tenure-track and tenured faculty at 
Sinclair and any responsibilities unique to the position. The position description will include minimum 
qualifications and the preferred credentials and experience for the successful candidate. Equal 
Employment Opportunity Compliance, advertising, electronic review of applications and preparation of 
required college forms, will follow established procedures in the Human Resources Office. 
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Openings for tenure track faculty positions will be posted on Sinclair’s web page for job applicants. 
Adjunct Faculty, annually contracted faculty, and advisory committee members will be notified of such 
openings through regular Sinclair communication channels. 

 
At least six applicants will be interviewed. If fewer than six applicants are deemed qualified or are 
available for interviews, the search committee will interview all qualified and available applicants. 
The search committee will select at least three candidates to interview on campus with the search 
committee if possible. 

The committee will recommend two or three applicants to the Dean. The Dean may, after 
consultation with the chair of the committee, waive this requirement and consider a recommendation 
of only one applicant. 

 
When possible, the Dean will interview candidates on the same day as the search committee, in 
consideration of candidates’ time and travel costs. It is the Dean’s responsibility to ensure that 
candidate references are checked. The Dean will either recommend a single person from the search 
committee’s recommended candidates to the Chief Academic Officer or reject the candidates and either 
ask the search committee to initiate a new search or, in consultation with the Chief Academic Officer, 
determine how to proceed. 

The Chief Academic Officer or designee will review the credentials of the candidate recommended by 
the Dean and, if in concurrence with the recommendation of the Dean, interview the candidate. At any 
time during this review and interview process, the Chief Academic Officer or designee may request that 
the search committee reopen the search and submit a new recommendation in accordance with these 
procedures or may otherwise determine how to proceed. 

The academic rank of the selected candidate will be based on the candidate’s academic preparation 
and related qualifications as determined by the Chief Academic Officer, in consultation with the 
Dean and department chair. Appointments are final upon the signing of the contract by both the 
Chief Academic Officer and the candidate. 

 
2.3 Grow Our Own Program 

 
The Grow Our Own Program is designed to offer individuals with academic credentials other than those 
generally required to become tenure track faculty the opportunity to be employed as Instructors at 
Sinclair and gain teaching experience while pursuing advanced academic studies within a prescribed  
time period.Sinclair recognizes that faculty with baccalaureate degrees, even though lacking a master's 
degree or other academic credentials appropriate for community college teaching, may with certain 
supports make valuable contributions as tenure track and eventually tenured faculty members. 

Sinclair believes the Grow Our Own Program will assist in fulfilling its commitment to employing an 
intellectually diverse faculty and in hiring positions in high demand fields that may be hard to fill. 

A committee will be appointed annually by the Chief Academic Officer. The committee will be tasked 
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with recruiting candidates for the Grow Our Own Program, reviewing applications, interviewing 
candidates, making recommendations for hire, mentoring faculty after they are hired, and working with 
faculty, chairs, Deans, and other employees to ensure the success of the Grow Our Own faculty. 

The Grow Our Own Program consists of the following: 
 

1. Each year the Chief Academic Officer may select individuals to participate in the Grow Our 
Own Program. 

 
2. Each participant will be hired at the rank of Instructor at the minimum of the salary range. 

 
3. Each participant will be assigned to teach courses, support laboratory sections for students, meet 

with students, and engage in other activities regularly engaged in by faculty, based on the needs 
of the department, division, and Sinclair. These responsibilities will make up the majority of the 
participant’s work duties, with the remaining portion to be used for pursuing the approved 
master's degree or other prescribed course of study. The specific amount of payload hours 
assigned each semester will be recommended by the Chair and approved by the Dean. A 
participant is not permitted to teach overload hours or to teach in the summer. 

4. Each participant will be required to complete a master's degree, or another prescribed course of 
study approved by the Chief Academic Officer, within three years of their initial date of hire or entry 
into the Program. Both the institution and the master’s/program of study must be approved by the 
Chief Academic Officer. 

 
5. Each participant is eligible to have the tuition for obtaining their approved master’s degree or 

other program of study paid by Sinclair. The payments will be made in accordance with Sinclair’s 
tuition reimbursement policy except that the participant does not have to be employed by Sinclair 
as full-time employee for one year before being eligible, the maximum funding limitations do not 
apply, and Sinclair will pay the participant’s tuition directly to the institution as amounts become 
due. All other aspects of the Sinclair tuition reimbursement plan will apply to Grow Our Own faculty. 
The participant will be required to sign documents and agreements and provide information in 
connection with the tuition reimbursement and payment arrangements. 

6. Each participant will be required to accept and sign a letter of appointment outlining the above 
general conditions and the specific master’s degree or other program of study and institution which 
has been approved by the Chief Academic Officer. 

 
7. A Grow Our Own Mentor and a Department Mentor will be assigned to each participant. Mentors 

will be remunerated consistent with the mentoring pay plan. 

8. The criteria for Promotion to Assistant Professor is below. 

a. The applicant must have completed a minimum of three academic years in the 
previous rank at the college. An academic year is defined as the fall and spring 
semesters. The first and second years must consist of both semesters: Fall and 
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Spring. The current year in rank will be considered a full year. 
 

b. If the participant has completed the approved master’s degree or other prescribed 
course of study and has been rated as meets performance expectations or exceeds 
performance expectations on their most recent Faculty Performance Review, the 
participant may apply for promotion to the rank of Assistant Professor, in 
accordance with the procedures set forth in this Faculty Handbook. If the 
participant’s application for promotion is not approved, the participant’s employment 
with Sinclair will be terminated. 

 

c. If the participant has not completed the approved master's degree or prescribed course 
of study or has not been rated as meets performance expectations or exceeds 
performance expectations on their most recent Faculty Performance Review, the 
participant’s employment with Sinclair will be terminated. 

 
 

Any exception to termination, including an extension of time to complete the master’s 
degree or other prescribed course of study may be granted on a case-by-case basis at the 
sole discretion of the Chief Academic Officer. 
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SECTION 3: FACULTY PERFORMANCE REVIEW 
 

3.1 Evaluation of Ranked Faculty Performance 
 

Evaluation of Faculty 
 

It is the policy of the college to have a two-part faculty evaluation system: Part One, The Faculty 
Performance Review (FPR), which indicates a faculty member’s level of performance and which every 
faculty member must undergo; and Part Two, The Merit Determination System, which determines if an 
individual is performing at an outstanding level (Merit Status). Faculty members participate in the Merit 
Determination System only if they choose to do so. 

 
 

3.2 General Information 
 

A Faculty Performance Review (FPR), based on a standardized procedure according to the Timing and 
Action Calendar (Section B.1), will be conducted. It is the intent of this evaluation procedure to improve 
the effectiveness of the person being evaluated and to provide the basis for recommendations involving 
contracts (renewal or nonrenewal), salary considerations, tenure, and promotion in academic rank. 

 
The evaluator will be the department chairperson – except for the department chairperson, who will be 
evaluated by the Dean – and the evaluation will be conducted with each faculty member. The evaluator 
will be expected to prepare, prior to the evaluation meeting, evidence to support his/her/their expected 
rating of below performance expectations for each of the items deemed below expectations. 

 
The recommendations of the evaluator, Dean, and Chief Academic Officer or designee, at the option 
of the faculty member, may be reviewed by the Faculty Personnel Committee prior to submission of 
the recommendations to the President of the college (or his/her designee). Agreement by the Faculty 
Personnel Committee indicates only that procedural guidelines and Timing and Action Calendar have 
been followed, but in no way represents a quality assessment of the individual evaluation. 
 
The End of Course Student Survey is the form of student input generally used. The End of Course 
Student Survey results will be accessed by faculty and aggregate data will be shared with chairs. The 
survey will include the Chancellor’s required questions per Senate Bill 1.  A faculty member will be 
given prior notification of any and all evaluations of course or instructional effectiveness, and the 
faculty member and department chairperson will be involved in any such evaluation (see Guidelines 
for Administering the End of Course Student Survey later in this section). 

 
Each faculty member shall complete their FPR one week prior to the evaluation meeting. Any subsequent 
changes must be submitted by all parties involved before the form is sent to the next stage. Statements 
of disagreement will be provided in each case where the Dean, Chief Academic Officer or designee, 
Faculty Personnel Committee, or President of the college or Designee is in disagreement. 



 

 

29 

  

 
The Overall Rating of the FPR will be a determinant for contract, tenure, promotion, and 
salary considerations. 

All faculty with a meet performance expectation or exceeds performance expectations rating shall be 
recommended for the same increase in salary 

Changes in the Guidelines for the conduct of the FPR are prepared by Department Chairpersons 
Council, subject to approval by the Faculty Assembly, Chief Academic Officer (or his/her designee), and 
President of the college (or his/her designee). These guidelines will be made available to all faculty 
and evaluators prior to the evaluation. 

The time period for the Faculty Performance Review (FPR) will be as follows: 
 

Faculty Evaluation Cycle 
 

Salary increases are not granted automatically but on the basis of performance and available resources 
of the college; it is the custom to review performance as follows: 

 
1. Non-tenured faculty shall be formally evaluated once each year. 

 
2. Tenured faculty are placed on a three-year cycle of Interim, Interim, Formal evaluations. This cycle 

never changes unless the faculty member applies for a promotion. When this occurs, the faculty 
member must complete a formal evaluation the academic year prior to making application for 
promotion. The faculty member resumes the original cycle the following year. 

3. Faculty, upon achieving tenure, begin the three-year cycle of Interim, Interim, Formal evaluations, 
with the first academic year in which they are tenured. 

 
4. Once a tenured faculty member begins the three-year cycle, he/she/they remain on 

that cycle indefinitely. 
 

 
Guidelines for Administering the End of Course Student Survey 

 
1. The End of Course Student Survey must be used to monitor and document students’ perceptions of 

their instruction at Sinclair Community College. 
 

2. The End of Course Student Survey should be conducted in a manner that maintains the reliability 
and validity of the instrument by protecting the anonymity of the student respondents and the 
privacy of the participating faculty. 

3. Administration of the End of Course Student Survey will be conducted by a third party. 
 

4. The results of the end of course student surveys will be sent directly to the faculty, and the Chief 
Academic Officer will retain only a report of the composite distribution of all Sinclair faculty, and not 
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copies of individual faculty ratings. 
 

5. Any student survey tool used to measure the quality of instruction shall be administered by a 
third party. 

 
3.3 Procedures for Faculty Performance Review  

 
Procedures 

 
1. All due dates are printed in the Timing and Action Calendar and are to be observed by all parties. 

 
2. Faculty members scheduled for an interim FPR are not required to provide details in every 

applicable CPA but are required to address the previous year’s CITs and proposed CITs for the 
next year. 

3. Chairs and faculty with 6 or more hours of reassigned time per semester, grant funding or special 
assignments, will complete the area on the form entitled “Reassigned Activities.” 

4. Each faculty member is responsible for collecting information throughout the year that addresses 
the quality and outcomes of his/her/their performance in each of the Critical Performance Areas 
(CPAs) and preparing a summary of activities and accomplishments as the starting point for the 
FPR process. By the date indicated in the Timing and Action calendar, the faculty member will 
submit to the Department Chair (or Division Dean if the faculty member serves as Department 
Chair) the following completed documentation: 

a. Faculty Performance Review Form with a summary of activities and accomplishments in 
each CPA. 

b. Any additional supporting documentation the faculty member wishes to share 
 

5. The rating of each item is based solely upon performance during the current rating period. 
The rating scale is comprised of three descriptors: Below Performance Expectations, 
Meets Performance Expectations, and Exceeds Performance Expectations. The 
supervisor provides the rating for the faculty member (with Deans providing the ratings for 
chairs). 

 
The minimum expectations for each rank are listed below. Note that the CPA expectations by rank 
are the same as the existing FPR, but activities and accomplishments related to each CPA are to 
be documented. Note that chair responsibilities and other responsibilities can also be listed in 
the CPAs. 

 
a. Instructor – required to be evaluated and rated in CPAs 1 and 2; may enter data in other           

CPAs 

b. Assistant Professor – required to be evaluated and rated in CPAs 1 and 2; may enter data              
in other CPAs 
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c. Associate Professor – required to be evaluated and rated in CPAs 1, 2, and 3; may enter             
data in CPA 4 

d. Professor – required to be rated in CPAs 1, 2, 3, and 4 
 

6. Each faculty member will be notified at least one week in advance of his/her/their scheduled 
time and place for the FPR meeting with the chair. Enough time is to be set aside to allow for a 
thorough review and, if necessary, a second meeting will be scheduled. 

Form Completion 
 

1. List each CIT from last year’s Faculty Performance Review. The progress/status of each should 
be: 1) briefly summarized in this section (e.g., “completed,” “in progress,” “changed direction,” 
etc., with a line or two of explanation), and for those completing a formal review, 2) reflected in the 
appropriate section(s) of the Review, adding the CIT number at the end of the explanatory bullet 
within the CPA area. 

2. The best way to develop CITs that are relatively consistent in quality and value across the College is 
to carefully construct CITs that meet the SMMART criteria: 

 
a. Specific - CITs tell, in a concise manner, exactly what improvements are planned. Avoid 

combining two or more improvements into one CIT. State your target exactly in terms 
of the improvement to be achieved, rather than the action to be taken. Buying a piece 
of software is not an “improvement target”; improving a process through the use of a 
software product is. You must be sure that the need is anticipated in time to include it in 
the budget request. 

b. Meaningful - CITs need to address important aspects of the job and the department/ 
division goals. You and your supervisor need to focus on the 20% of the position 
which creates 80% of its impact on goals and customers. The “80/20 rule” impacts 
the selection of CITs. Choose those which will have the most impact on achieving the 
department/division/College goals and will most significantly contribute to meeting 
customer expectations. 

c. Measurable - CITs need to include specific measurements. Measurements may be 
stated as rates (90% accuracy), ranges (+/-50%), or absolute quantities (5 projects). 
When specific measurements vary with the assignment or project, Continuous 
Improvement Targets may indicate how or where the specific measurement will be 
stated, e.g., “to meet written specifications”, “according to guidelines”, etc. Clearly 
written Continuous Improvement Targets avoid vague phrases like »as soon as 
possible«, »kept to a minimum«, »most of the time«, etc. Some examples of specific 
measurable improvements are: 

i. Improve turnaround from 4 to 2 working days 

ii. Reduce cost by 10% 
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iii. Improve from 90% to 95% accuracy 

iv. Increase on-site visits from 3 to 6 

v. Improve customer satisfaction with training programs by 20%. Remember 
that the outcomes are only as important as their contribution to a specific 
improvement in a work process. 

d. Achievable - There should be a clearly understood link between the action(s) an 
employee can take and the CIT. Although not even the President of the College has 
complete control over his CITs, there are still many things he can do to influence the 
achievement of the College results. It is important to discuss your perception of control 
with your supervisor. Together you need to develop a working definition of what is within 
your “span of control”. When assessing whether you can significantly impact a desirable 
CIT, examine the factors that might take it out of your control. Then determine what you 
can do to significantly influence those factors. If those actions are within the scope of 
your position, that particular continuous Improvement Target is within your control. 

e. Realistic - Although the CIT should help motivate you towards enhanced performance, 
inappropriately high goals may be frustrating, and inappropriately low goals may not 
sufficiently challenge nor add value. When identifying your CITs, make sure that the 
combination of all of them is not overwhelming. Your supervisor plays a key role in 

assisting you to define “realistic but challenging.” The reference point for “realistic” 
should always be what is required to accomplish department goals, thereby meeting 
student needs. 

f. Timely - Improvements should be timed to meet the needs of students. It does no good 
to improve turn-around time if the student doesn't need it faster or if quality is a bigger 
issue. It may be insignificant to deliver a report on Monday that isn’t needed until Friday 
(and indeed, if prepared too far in advance, might be missing some recent data). It’s a 
balancing act -- you don’t want to wait too long to provide improvements, nor do you 
want them there before the student is ready for them. 

3. Individual guidelines for each CPA are provided as a tool to assist the faculty member and the 
supervisor in completing the FPR form. These guidelines provide examples of responsibilities that 
define the three descriptors: Below Performance Expectations, Meets Performance 
Expectations, and Exceeds Performance Expectations. 

4. In preparation for the FPR conversation with the department chair, each faculty member will first 
conduct a self-assessment, selecting the rating assigned to the descriptor that best reflects his/her 
perception of performance during the evaluation period for each CPA. 

5. Following the meeting between the faculty member and the supervisor and based on the 
documentation regarding the faculty member’s performance, the supervisor will select the rating 
that best reflects the faculty member’s performance level during the evaluation period for each CPA. 
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Below expectations will not be given for CPAs that are not required. In these areas, the evaluator 
may give ratings of Meets Performance Expectations or Exceeds Performance Expectations, or the 
evaluator may choose to give no rating. 

6. For faculty who are scheduled for an interim review, required CPAs, based on rank, need to be rated. 
 

7. Comments by the supervisor serve as important feedback to the faculty member, including 
guidance for enhancing performance and thus are required in each CPA. Comments will be added 
the Supervisor’s Comments section of the corresponding CPA. If a CPA section does not include 
any activities, no supervisor’s comments are required. 
 

Additional Notes 
 

Eligibility for Appeal 

1. Faculty may file an appeal if they disagree with the overall rating or a rating in a Critical Performance      
Area(s). The appeal should be filed after the FPR meeting with the evaluator and after the faculty           
member has reviewed the comments and evaluator’s rating. The appeal should be attached to the               
FPR form, and the faculty member should indicate “disagree” with the rating on the FPR. 

Filing an Appeal 

a. In the "Additional Information” section of the FPR, the faculty member should submit in their         
appeal the following: 

i. The specific rating(s) being challenged. 
ii. Reason(s) for the appeal. 
iii. Any supporting evidence. 

 
2. Review Outcome 

The Dean and Associate Provost will: 

• Examine the FPR, appeal statement, supporting documentation, and conduct investigation as          
needed. 

• Issue a written decision and a rating on the FPR. 
• Per SB1 “Evaluations shall be conducted by the department chairperson or equivalent administrator, 

reviewed and approved or disapproved by the Dean, and submitted to the Associate Provost for review.     
If there is disagreement between the chairperson and Dean, the Associate Provost shall have final    
decision authority.” 

 

Individual CPA Ratings Guidelines in the FPR  
 

The following are the recommended guidelines for determining ratings in each CPA. Please note that 
listing an activity in a CPA area does not guarantee that the faculty member will earn an “Exceeds 
Performance Expectations” rating. 
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Faculty members are not required to meet all criteria to receive a particular rating and are also not 
limited to only the criteria provided. The quality and significance of the activity will be considered, not 
just the number of activities listed. With that basic premise in mind, the following is offered as a set of 
guidelines for assessing the CPAs: 

To have the potential to earn a rating of Exceeds Performance Expectations in a CPA, a faculty 
member will complete all of the activities listed in the Minimum Activities list for the area or work with 
his/her department chairperson or division Dean to get approval to replace any of the expected 
activities with other activities in a required CPA. Additionally, the faculty member will complete other 
activities in the CPA. Faculty members may list any activity they feel relates to the CPA. Additional 
examples are provided for each CPA, but they are provided as a partial list of examples which MAY 
help the faculty member explain his/her/their accomplishments in this area. The example activities are 
not required, they are provided as examples of the type of activities that are common for this CPA. 

To have the potential to earn a rating of Meets Expectations in a CPA, a faculty member will 
complete all of the activities listed in the Minimum Activities list for the area or work with his/her 
department chairperson or division Dean to get approval to replace any of the expected activities 
with other activities in a required CPA. Additional activities examples are provided for each CPA, but 
they are provided as a partial list of examples which MAY help the faculty member explain 
his/her/their accomplishments in this area. Faculty members may list any activity they feel relates to 
the CPA. 

A faculty member will be rated as Below Performance Expectations in a CPA area if he/she/they 
does not complete all of the activities listed in the Minimum Activities list for the area or work with 
his/her/their department chairperson or division Dean to get approval to replace any of the 
expected activities with other activities in a required CPA. 

 
A faculty member will be rated as Below Performance Expectations in a CPA area if he/she/their 
does not complete all of the activities listed in the Expected Activities list for the area or work with 
his/her department chairperson or division Dean to get approval to replace any of the expected 
activities with other activities in a required CPA AND he/she/their does not complete at least two (2) 
additional activities in the CPA. 

Assigning an Overall Rating on the FPR 
 

For purposes of determining an overall rating on the FPR, the supervisor’s ratings will be used 
as follows: 

To get an overall rating of Exceeds Performance Expectations, a faculty member must meet all                 
the following criteria: 

• Be rated Exceeds Performance Expectations  

ο For Instructors and Assistant Professors in at least one CPA, whether a required                   
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CPA or not 

ο For Associate Professors and Professors in at least two CPAs 

• Not be rated Below Expectations in any required CPA 

To get an overall rating of Meets Performance Expectations, a faculty member must meet all the           
criteria listed below, and not qualify for an overall rating of Exceeds Expectations: 

• Be rated Meets Expectations 

ο In CPAs 1 and 2, regardless of rank 

ο Not be rated below expectations in more than 1 additional required CPA (Associate               
and Professors) 

To get an overall rating of Does Not Meet Performance Expectations, a faculty member must meet            
any of the following criteria: 

• Be rated Below Expectations  

ο For Instructors and Assistant Professors, in at least one required CPA 

ο For Associate Professors and Professors, in at least two required CPAs 

ο Be rated Below Expectations in the same required CPA for the second year in a row 
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The Impact of Each Overall Rating 

 
 

If the Overall Rating is… Then the Impact is… 

 
Exceeds Performance 

Expectations 

• Eligible to apply for merit, promotion, and 
tenure when applicable 

• Eligible for raise 

 
Meets Performance 

Expectations 

• Eligible to apply for merit, promotion, and 
tenure when applicable 

• Eligible for raise 

 

  
  

 
 
 

Does Not Meet 
Performance 
Expectations 

• Not eligible to apply for merit, promotion, and 
tenure  

• Eligible for raise 

• Mandatory CIT focus on area(s) of deficiency 

• The evaluator will determine successful 
completion of CIT and communicate their 
recommendation to their Dean and Associate 
Provost by end of next FPR review 

• May be put on Faculty Improvement Plan 
(FIP) after first year of Below Performance 
Expectations rating 

• After two consecutive years of rating, 
mandatory FIP 

• Formal evaluation will be given for two years 
after conclusion of FIP 

• Upon faculty receiving additional “Below 
Performance Expectations” rating within the 
formal 2-year time, the Dean may 
recommend termination 
 

 
* Note: If a Below Performance Expectations rating is earned for any required CPA, then the 
CITs should focus on this area. The faculty member will review their progress on the CITs 
with his or her supervisor at the end of spring semester. 

 
The faculty performance review form can be accessed by this link: 

http://apps.sinclair.edu/facultyperformanceprocesses. 

http://apps.sinclair.edu/facultyperformanceprocesses
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3.4 Interim Faculty Performance Review 
 

The Board of Trustees of Sinclair Community College has determined that evaluation of each 
professional member of the Sinclair Community College staff on a regular and continuing basis is 
essential. Therefore, the college has provided for an annual formal performance review of all non- 
tenured faculty members and a tri-annual formal performance review of all tenured faculty members. 

During the years in which tenured faculty members are not formally evaluated, they shall participate in 
an interim Faculty Performance Review (FPR) described in the Sinclair Community College Faculty 
Handbook. If a chairperson/Dean determines that a faculty member who is scheduled for interim 
evaluation is unsatisfactory in one or more areas of the six-item formal FPR and intends to initiate the 
formal FPR process, the following procedure must be followed: 

1. The chairperson/Dean shall notify the faculty member in writing no later than August 16 of the intent 
to switch the evaluation from interim to formal. The written communiqué must also delineate the 
areas of concern with respect to the FPR instrument. The FPR meeting will take place no earlier 
than September 6. 

2. The faculty member and the chairperson/Dean shall hold a formal FPR as described in the 
Sinclair Community College Faculty Handbook. At the conference, the faculty member will be 
given the opportunity to discuss his/her/their performance in areas the chairperson/Dean voiced 
concerns regarding unsatisfactory performance. Within 2 business days of the FPR conference, 
the chairperson/Dean will notify the faculty member in writing their findings from the evaluation 
conference and which FPR form (interim or formal) the faculty member should submit. The FPR 
process must be completed in compliance with the established Timing and Action Calendar 
(Section B.1). 

 
 

3.5 Procedures Concerning Performance for Tenure-Track or Tenured 
Faculty 

 
Upon the determination by final action of the Board of Trustees of Sinclair Community College that 
a ranked faculty member’s performance has been evaluated as “Does Not Meet Performance 
Expectations” through the proper application of the provisions of the Faculty Performance Review 
(FPR) (Sections 3.1- 3.3), the following shall apply: The invoking of this procedure does not 
preclude the Provost from taking other actions in accordance with the Faculty Handbook and other 
applicable college policies, including but not limited to, Severance, Suspension, and Termination 
of Tenure under Section 12 of the Faculty Handbook. 

Procedures as Applied to First-Year Tenure-Track Faculty Members 
 

In accordance with the Timing and Action Calendar (B.1), if a first-year tenure-track faculty member 
is performing in an unsatisfactory manner, the faculty member shall receive written notification and 
documentation from the division Dean by March 15, stating the intent to invoke this procedure. 



 

 

38 

  

However, immediate implementation of this procedure shall be delayed pending the results of any 
grievance filed by the faculty member that is directly related to the unsatisfactory performance. This 
delay shall not constitute a violation of the Timing and Action Calendar. At the conclusion of the Faculty 
Grievance process, the completion of this process, the completion of this procedure, if required, shall 
be accomplished in a timely manner. 

The two options in this procedure are intended to provide the division Dean with discretionary 
authority sufficient to respond appropriately to the particular situation. 

 
 

A. (Option A) Immediate Recommendation for Non-renewal of Contract 
 

This option is applied when, in the judgment of the division Dean, remediation of the areas of 
unsatisfactory performance is highly unlikely. This circumstance may include, but is not limited to: 

 
1. Documented situations wherein the faculty member has been given counsel by his/her department 

chairperson and/or division Dean regarding areas of less than satisfactory performance and 
has been given the equivalent of one academic semester to improve but has not demonstrated 
adequate improvement. 

2. Documented situations wherein faculty performance was below standard to such an extent as to 
preclude a reasonable chance for sufficient improvement within the equivalent of one 
academic semester. 

 
3. Documented situations wherein department morale and productivity would be severely impaired by continued 

employment of the faculty member. 
 

4. Other circumstances, as documented, related to unsatisfactory performance. 
 

If this option is implemented, the division Dean shall recommend, in writing, non-renewal of 
contract for the faculty member to the Chief Academic Officer by April 15. By April 30, if concurring 
with the recommendation, the Chief Academic Officer will notify the faculty member of the 
recommendation (in a manner that requires signature of receipt by the faculty member), and that 
the recommendation is being submitted to the President. A copy of this notification will be given to 
the department chairperson and division Dean, and a copy shall be placed in the faculty member’s 
permanent file. Prior to the end of the academic year, the Chief Academic Officer shall notify the 
faculty member (in a manner that requires signature of receipt by faculty member) of the decision 
on renewal or non-renewal of contract, effective at the end of the current academic year. A copy of 
this notification will be given to the department chairperson, division Dean, Chief Academic Officer, 
and a copy shall be placed in the faculty member’s permanent file. 

B. (Option B) Remediation Period 
 

This option is appropriately selected when, in the judgment of the division Dean, the faculty member 
can remediate determined areas of unsatisfactory performance within a time period equivalent to one 
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academic semester. The following guidelines shall apply: 

1. A committee shall be appointed to prepare and monitor a written Faculty Improvement Plan (FIP) 
designed to remediate the determined areas of unsatisfactory performance during the current 
evaluation year. 

 
2. The FIP Committee shall consist of the following: 

 
a. The faculty member in question (non-voting status) 

b. The department chairperson 

c. The academic division Dean who serves as chair 

d. One tenured member of the Personnel Committee appointed by the President of the 
Faculty Senate 

e. One tenured member of the faculty member’s division, selected by the faculty member 
in question 

f. One tenured member of the faculty from outside the affected faculty member’s academic 
division appointed by the President of the Faculty Senate and approved by the Chief 
Academic Officer (two tenured members as described, at least one to be a department 
chairperson, shall be appointed when the affected faculty member is a department 
chairperson) 

 
3. The Faculty Improvement Plan shall be signed by all members of the committee and shall contain: 

 
a. Objectives – designed to address the unsatisfactory performance. 

b. Activities – designed to accomplish the stated objectives. 

c. Evaluation – designed to evaluate the stated objectives. 
 

4. One copy shall be forwarded to the Chief Academic Officer and another copy placed in the faculty 
member’s permanent employee file. 

5. The time period allowed for remediation shall be the equivalent of one academic semester. 
 

6. During the remediation period, the FIP Committee shall meet at least twice to monitor progress and 
make necessary changes in the FIP. On or before November 15, the FIP Committee shall submit a 
formal written interim report to the Chief Academic Officer detailing the progress or lack of progress 
made to date. This shall serve to aid the faculty member in assessing performance growth as 
related to the FIP. A copy of this report shall be forwarded to the faculty member. 

7. At the final FIP Committee meeting at the end of the remediation period, which shall be convened 
by the division Dean by March 15, three of the five voting committee members must vote 
affirmatively to indicate that the objectives of the FIP have been satisfied. The results of this vote 
shall be confirmed in a “memorandum of the committee’s findings” to be issued by March 31, with a 
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copy of the memorandum forwarded to the Chief Academic Officer and another placed in the faculty 
member’s permanent employee file. An affirmative vote shall not be construed as a Proficient 
evaluation for the subsequent FPR but only that the determined areas shall be considered proficient 
at this time. 

8. By April 15, the division Dean shall recommend, in writing, continuation of contract or termination 
to the Chief Academic Officer. A copy of this recommendation shall be given to the faculty member 
and to the department chairperson and placed in the faculty member’s permanent file. By May 1, 
the Chief Academic Officer shall notify the faculty member (in a manner that requires signature of 
receipt by the faculty member) of the continuation or termination of contract. Termination of contract 
shall be effective at the end of the current Spring Semester. 

9. Successful remediation of unsatisfactory performance shall not result in a retroactive below, meets 
or exceeds expectations rating for the evaluation year previously rated unsatisfactory. 

 
10. Failure on the part of the faculty member to abide by these procedural responsibilities shall 

constitute grounds for a termination recommendation by the division Dean. 

11. If, in the opinion of the faculty member, the afore-mentioned procedure is breached, the faculty 
member may choose to file a grievance with the Faculty Grievance Committee of Sinclair 
Community College. A review of the complaint by this committee does not guarantee or imply a 
reversal in any contested decision. 

Procedures as Applied to Other than First-Year Faculty 
 

In accordance with the Timing and Action Calendar (B.1), if a faculty member has received a “Does 
Not Meet Performance Expectations” rating on his/her/their FPR evaluation, the faculty member shall 
receive written notification from the division Dean by March 27, stating the intent to invoke this 
procedure. However, immediate implementation of this procedure shall be delayed pending the results 
of any grievance or appeal filed by the faculty member that is directly related to the rating. This delay 
shall not constitute a violation of the Timing and Action Calendar. A reversal of the rating to a different 
rating shall negate the intended or actual implementation of this procedure and no further action may 
be taken under the provisions of this policy. At the conclusion of the Faculty Grievance or appeal 
process, the completion of this procedure, if required, shall be accomplished in a timely manner. 

The two options in this procedure are intended to provide the division Dean with discretionary 
authority sufficient to respond appropriately to the particular situation. The invoking of this procedure 
does not preclude the Provost from taking other actions in accordance with the Faculty Handbook and 
other applicable college policies, including but not limited to, Severance, Suspension, and Termination 
of Tenure under Section 12 of the Faculty Handbook. 

A. (Option A) Immediate Recommendation for Non-renewal of Contract (only applicable to 
non-tenured faculty) 
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This option is applied when, in the judgment of the division Dean, remediation of the areas of 
unsatisfactory performance is highly unlikely. This circumstance may include, but is not limited to: 

 
1. Documented situations wherein the faculty member has been given counsel by his/her department 

chairperson and/or division Dean regarding areas of less than satisfactory performance and 
has been given the equivalent of one academic semester to improve but has not demonstrated  
adequate improvement. 

 
2. Documented situations wherein faculty performance was below standard to such an extent as to 

preclude a reasonable chance for sufficient improvement within the equivalent of one 
academic semester. 

 
3. Documented situations wherein department morale and productivity would be severely impaired by 

continued employment of the faculty member. 
 

4. Other circumstances, as documented, related to unsatisfactory performance. 
 

If this option is implemented, the division Dean shall recommend, in writing, non-renewal of contract 
for the faculty member to the Chief Academic Officer by April 15. By April 30, if concurring with the 
recommendation, the Chief Academic Officer will notify the faculty member of the recommendation (in a 
manner that requires signature of receipt by the faculty member), and that the recommendation is being 
submitted to the President. A copy of this notification will be given to the department chairperson and 
division Dean, and a copy shall be placed in the faculty member’s permanent file. Prior to the end of 
the academic year, the President or his/her designee shall notify the faculty member (in a manner that 
requires signature of receipt by the faculty member) of his/her decision on renewal or non-renewal of 
contract, effective at the end of the current academic year. A copy of this notification will be given to the 
department chairperson, division Dean, and Chief Academic Officer, and a copy shall be placed in the 
faculty member’s permanent file. 

B. (Option B) Remediation Period 
 

This option is appropriately selected when, in the judgment of the division Dean, the faculty member 
can remediate determined areas of unsatisfactory performance within a time period equivalent to one 
academic year, followed by a year of probation, and is the only option available when a faculty member 
is tenured. The following guidelines shall apply: 

1. A committee shall be appointed to prepare and monitor a written Faculty Improvement Plan (FIP) 
designed to remediate the determined areas of unsatisfactory performance during the current 
evaluation year. 

2. The FIP Committee shall consist of the following: 
 

a. The faculty member in question (non-voting status) 

b. The department chairperson 



 

 

42 

  

c. The academic division Dean who serves as chair 

 
d. Tenured member of the Faculty Personnel Committee appointed by the President 

of the Faculty Senate 

e. One tenured member of the faculty member’s division, selected by the faculty member 
in question 

f. One tenured member of the faculty from outside the affected faculty member’s academic 
division appointed by the President of the Faculty Senate and approved by the Chief 
Academic Officer (two tenured members as described, at least one to be a department 
chairperson, shall be appointed when the affected faculty member is a 
department chairperson) 

 
The Faculty Improvement Plan shall be signed by all members of the committee and shall contain: 

 
a. Objectives – designed to address the unsatisfactory items on the FPR. 

b. Activities – designed to accomplish the stated objectives. 

c. Evaluation – designed to evaluate the stated objectives. 
 

3. One copy shall be forwarded to the Chief Academic Officer and another copy placed in the faculty 
member’s permanent employee file. 

 
4. The time period allowed for remediation shall be the equivalent of one academic year, followed by a 

year of probationary oversight. 
 

5. During the first-year remediation period, the FIP Committee shall meet at least twice to monitor 
progress and make necessary changes in the FIP. On or before the end of Spring Semester of 
the remediation year, the FIP Committee shall submit a formal written interim report to the Chief 
Academic Officer detailing the progress or lack of progress made to date. This shall serve to aid the 
faculty member in assessing performance growth as related to the FIP. A copy of this report shall be 
forwarded to the faculty member. 

 
6. At the final FIP Committee meeting, which shall be convened by the division Dean at the end of the 

probationary year, a vote shall be taken on the results of the remediation. Three of the five voting 
committee members must vote affirmatively to indicate that the objectives of the FIP have been 
satisfied. The results of this vote shall be confirmed in a “memorandum of the committee’s findings” 
to be issued by April 1, with a copy of the memorandum forwarded to the Chief Academic Officer 
and another placed in the faculty member’s permanent employee file. An affirmative vote shall not 
be construed as a “meets performance expectations” rating for the subsequent FPR, but only that 
the determined areas shall be considered proficient at this time. No later than April 10, the division 
Dean shall recommend, in writing, renewal or non-renewal of contract to the Chief Academic 
Officer or designee. No later than April 25, the Chief Academic Officer or designee shall notify the 
faculty member (in a manner that requires signature of receipt 
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by the faculty member) of the continuation or termination of contract. A copy of this recommendation 
shall be given to the faculty member, to the department chairperson, and placed in the faculty 
member’s permanent file. Termination of contract shall be effective at the end of the probationary 
academic year. 

7. Successful remediation of unsatisfactory performance shall not result in a retroactive change of 
rating for the evaluation year previously rated “Does Not Meet Performance Expectations”. If the 
remediation is successful, the probationary year will have no effect upon the faculty member’s 
promotion and tenure advancement. 

 
8. Failure on the part of the faculty member to abide by these procedural responsibilities shall 

constitute grounds for a termination recommendation by the division Dean. 
 

9. If, in the opinion of the faculty member, the aforementioned procedure is breached, the faculty 
member may choose to file a grievance with the Faculty Grievance Committee of Sinclair 
Community College. A review of the complaint by this committee does not guarantee or imply a 
reversal in any contested decision. 

 
3.6 Department Chair Performance Review 

 
Department chairpersons will be evaluated on proportionate percentages of their faculty and 
administrative loads using the Faculty Performance Review (FPR). 

 
3.7 Interim Chair Performance Review 

 
The Board of Trustees of Sinclair Community College has determined that evaluation of each 
professional member of the Sinclair Community College staff on a regular and continuing basis is 
essential. Therefore, the college has provided for an annual formal performance review of all non- 
tenured chairpersons and a tri-annual performance review of all tenured chairpersons. 

 
During the years in which tenured chairpersons are not formally evaluated, they shall participate in 
an interim chairperson performance review described in the Sinclair Community College Faculty 
Handbook. Tenured faculty who become department chairpersons must follow the formal Faculty 
Performance Review (FPR) procedure for a minimum of two years. Then they will cycle with the interim 
FPR procedure. If a Dean determines that a chairperson who is scheduled for interim evaluation is 
unsatisfactory in one or more areas of the FPR and intends to initiate the formal chairperson’s FPR 
process, the following procedure must be followed: 

 
1. The Dean shall notify the chairperson in writing two (2) weeks in advance of the intent to conduct 

the interim evaluation; the written communiqué must also delineate the areas of concern with 
respect to the FPR instrument. 

2. The chairperson and the Dean shall hold an interim FPR as described in the Sinclair Community 
College Faculty Handbook. At the interim conference, the Dean shall then reconsider whether 
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or not the formal performance review is still necessary. The formal notification of the interim 
evaluation conference, the interim evaluation conference, and written correspondence concerning 
the conclusions of the interim evaluation conference must all be completed by the end of the fourth 
week of the Fall Semester. 

3. If, at the conclusion of the interim chairperson performance review conference, the Dean decides to 
initiate the formal chairperson FPR, all actions must comply with the established Timing and Action 
Calendar with regard to the chairperson FPR process. 

 
SECTION 4: MERIT 

 
4.1 Merit Determination System 

 
Eligibility to Apply for Merit Award 

 
Each year the total number of Merit Awards is not to exceed 60% of the total number of budgeted 
faculty lines. Each full-time tenure track faculty member is eligible to apply for and receive a Merit 
Award with the following stipulations: 

1. Faculty who have retired, resigned or have been terminated are not eligible to apply for merit. 
 

2. Faculty must have completed the FPR process and received a minimum of a “meets 
performance expectations” or “exceeds performance expectations”.  

3. Faculty who are on a FIP are ineligible to apply for merit. 
 

4. Faculty on sabbatical during the eligibility period or at the time applications are due are eligible to 
apply for merit. 

 
5. Only currently employed full-time tenure-track and tenured faculty may be considered for merit. 

 
The Merit Award 

 
The Merit Award will: 

 
1. Be at least 3 percent of the average base salary for the prior year. 

 
2. Not be included in the faculty member’s base pay except for the conditions described in the Closure 

Policy for Professors (Section 6.2). 

3. Be paid on or before July 15 of the year in which merit decisions were determined. 
 

The merit award numbers and amounts can be found in Part B of the Faculty Handbook. 
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4.2 Merit Awards 

 
Merit Awards may be recommended on the basis of professional excellence. 

 
The Merit Committee will consider performance in any one or more of the following Critical Performance 
Areas (CPAs) or Other as related to the college mission: 

 
a. Scholarship and Professional Growth 

b. Teaching/Learning Facilitation 

c. Assessment and Evaluation 

d. Student Development 

e. Curriculum Design 

f. Workplace and/or Community Service 

g. Other 
 

A faculty member or a third party may initiate a Merit Application. 
 

Procedure to Apply for the College-wide Merit Award 
 

1. The Merit Application must be submitted to the office of the Chief Academic Officer by 5 p.m. on 
May 1. If May 1 occurs on a weekend, then the deadline is 5 p.m. of the next business day. No late 
applications will be accepted. Compliance with the Merit Application procedure is essential in order 
for the Merit Application to be considered by the Merit Committee. The application will include the 
following: 
 

a. Application Form 
 

The application for Merit is located on Forms Central under Forms/Faculty. Applications 
must follow the format described in this form. 

b. Narrative 
 

A narrative of five pages or less (12-point font, 8 ½ x 11 paper) that explains how the 
applicant’s performance went beyond the requirements for their rank. If work on a team 
project is referenced, the applicant’s specific individual contributions to the team’s 
work/activities must be described in the narrative. 

c. Documentation 
 

No documentation should be provided with the narrative. Documentation lists and 
other items should ONLY be provided upon request by the committee. 
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d. Student Survey Results 
 

If student surveys are referenced in the narrative, the results must be submitted with 
the Merit Application. These survey results should represent two or three course 
sections during the year. Spring of the previous academic year can be considered if 
applicants reference student surveys in their narrative. To be valid, student surveys 
must be administered through the Electronic End of Course (EEOC) process. A tally/ 
summary of student feedback and the original instruments should be included as 
attachments to the application. 

2. Other than items listed in a-d above, no other materials should be submitted to the Merit 
Committee. All other documentation that supports the Merit Application will be maintained by the 
applicant and submitted to the Merit Committee only if requested. 

 
The documentation may take the form of, but is not restricted to, the following: 

 
a. Learning materials 

 
b. Peer evaluations 

 
c. Supervisor evaluations 

 
d. Written evidence of support submitted by third parties (e.g., team member) 

 
e. Awards, commendations, testimonials 

 
f. Copies of materials published by the applicant 

 
g. Email correspondence and electronic calendars 

 
h. Other evidence as deemed appropriate by the applicant or the Merit Committee 

 
4.3 The Operation of the Merit Committee 

 
1. Merit Awards are determined by a committee consisting of the following members: 

 
a. The Chief Academic Officer or designee who serves as the Chair 

b. The Academic Deans 

c. Two members elected by the Department Chairs Council 

d. Two faculty members elected by each academic division (these faculty representatives 
will not be department chairs) 

 
2. With the exception of the Chief Academic Officer or designee and the academic Deans, who are  
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permanent members, committee members are elected on a two-year rotation with no more than 
two consecutive terms. 

3. Each member of the Merit Committee will review all the information in the 
Merit Application. 

4. All Merit Committee votes will be taken by secret ballot. All applicants receiving ten or more 
affirmative votes from the fifteen committee members will be recommended for merit as long as 
the total number of faculty with affirmative votes does not exceed the percentage of the budgeted 
full-time tenure track faculty lines. If the number of recommended merit awards exceeds the 
allowable slots, then a second secret ballot will be cast. This voting process will continue until the 
merit awards are within the percentage limit. 

5. If a member of the Merit Committee submits a merit application, he/she/their will not be present 
during the discussion of the application. 

 
6. The Merit Committee does not make a list of meritorious activities. A list could be incomplete and  

misleading. The decision as to whether or not an activity is meritorious is made individually by each  
committee member. The process of making a collective decision for merit on the basis of ten or more 
affirmative votes has the effect of “averaging out” bias. 

 
7. The Chief Academic Officer or designee communicates the Merit Committee’s recommendation 

to each applicant. The applicant may request a courtesy conference with his/her Division Dean to 
discuss the Merit Committee’s recommendation. 

 
8. The Merit Committee’s recommendations are submitted to the President by June 15, and decisions 

on Merit Awards will be communicated to the Board of Trustees. 
 

9. Each year, as part of its regular practice, the Merit Committee will review the merit process and, 
when needed, make recommendations for revisions of the process to the Faculty Senate. 

 
SECTION 5: PROMOTION AND TENURE 

 
5.1 Promotion 

 
Promotion in rank is a recognition of progressive faculty accomplishment in the Critical Performance 
Areas that define the roles and responsibilities of tenure-track and tenured faculty at Sinclair. Promotion 
is not granted automatically but based on evidence that faculty meet the criteria for each rank as listed 
in this section of the handbook. 

Promotion in rank is recognized through a salary increase to the recipient’s base contract salary. 
This increase is 6% of the average faculty base salary. Funds for promotions in any given year are 
considered as part of the overall dollar amount available for adjustments to faculty base salaries. 
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Promotion in rank prior to a tenure decision shall not imply a subsequent automatic recommendation 
for tenure. 

 
Guidelines for Applications for Promotion 

 
Faculty members initiate the promotion process by submitting an application when they have met the 
criteria for promotion as described below. A formal Faculty Performance Review must be completed 
for the most recent FPR year. Faculty members are notified in writing by their respective Dean when 
they are eligible to submit an application based on years of service completed in rank. 

 
Applications must be submitted to the office of the Chief Academic Officer by 5 p.m. on April 1. 

 
If April 1 occurs on a weekend or holiday, then the deadline is 5 p.m. on the next business day. No late 
applications will be accepted. Applications must include the following: 

1. Electronic Application Form 
 

2. The narrative portion of the application must include the following items and must not exceed 
10 pages. (Documents must be PDF format and can be any combination of narrative and 
bullet comments). 

 
a. Critical Performance Areas 

 
i. Evidence to illustrate competence in the required Critical Performance Areas 

(CPAs) for his/her current rank. 

ii. Comments about his/her potential for faculty development and contribution to 
the additional CPA for the projected rank. 

 
b. Reassigned Time Responsibilities (for those faculty with six or more hours of reassigned 

time associated to any role or project with six or more hours as part of their annual full- 
time load). 

i. A description of how he/she/their demonstrated proficiency in fulfilling 
reassigned time responsibilities. 

 
c. Final Summary 

 
i. A summary (no more than one page in length and included within the 10-page 

limit) that explains how the cumulative accomplishments qualify the applicant for 
promotion and demonstrate promise for sustained high-quality performance in 
the future. 

3. Letter(s) 
 

a. A letter of information from the candidate’s supervisor written during the current 
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academic year must accompany the candidate’s application for promotion. 

b. For those faculty with six or more hours of reassigned time associated to any role or 
project with six or more hours as part of their annual full-time load, include letter(s) from 
supervisor(s) documenting performance results. Additional letters from colleagues who 
are familiar with the candidate’s reassigned duties may also be included. 

 
 

5.2 Criteria for Promotion to the Rank of Assistant Professor 
 

The criteria for promotion to Assistant Professor include the following: 
 

1. The applicant must hold a master’s degree or the equivalent in professional experience. The 
adequacy of the equivalent in professional experience will be determined by the Chief Academic 
Officer in consultation with the Dean and the Promotion and Tenure Committee. Faculty should 
monitor and verify that their individual progress in graduate study and/or professional experience is 
demonstrative and satisfactory through regular consultation with their Academic Dean and with the 
Chief Academic Officer or designee. 

2. The applicant must have completed a minimum of three academic years in the previous rank at the 
college. An academic year is defined as the Fall and Spring Semesters. The first and second years 
must consist of both semesters: Fall and Spring. The current year in rank will be considered a 
full year. 

 
3. The faculty member must be performing proficiently as indicated by the results of the Faculty 

Performance Review and must have been formally evaluated in the previous evaluation period. 

4. Evidence of ability as a teacher including the development and implementation of new and effective 
teaching techniques for the improvement of courses. 

 
5. Evidence of professional interest in continuing scholarly pursuits demonstrated by a candidate’s 

participation in faculty development activities, workshops, conferences, seminars or other types of 
professional development. 

 
6. Evidence of proficient and effective administrative skills. This criterion is applicable to only those 

faculty with administrative responsibilities as part of their full-time load. 
 

7. Competence in Critical Performance Areas. 
 

There must be evidence of the faculty member's competence in the required CPAs for 
his/her/their current rank of Instructor: 

 
a. Teaching, Learning, and Student Development 

b. Scholarships and Professional Growth 
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The applicant will also demonstrate her/her/their potential for continuing professional development and  
contribution in the CPAs for the projected rank of Assistant Professor. 

 
5.3 Criteria for Promotion to the Rank of Associate Professor 

 
The criteria for promotion to Associate Professor will include the following: 

 
1. Master’s degree plus additional graduate study or the equivalent in professional experience. The 

adequacy of the additional graduate study or the equivalent in professional experience will be 
determined by the Chief Academic Officer in consultation with the Dean and the Promotion and 
Tenure Committee. Faculty should monitor and verify that their individual progress in graduate study 
and/or professional experience is demonstrative and satisfactory through regular consultation with 
their Academic Dean and with the Chief Academic Officer or designee. 

2. A minimum of four academic years in the previous rank at the college. An academic year is defined 
as the Fall and Spring Semesters. Years one, two and three must consist of both semesters: fall 
and spring. The current year in rank represents a full year. 

 
3. The faculty member must be performing proficiently as indicated by the results of the Faculty 

Performance Review and must have been formally evaluated in the previous evaluation period. 
 

4. In addition to the demonstration of the development and implementation of new and effective 
teaching techniques for the improvement of courses, evidence of the ability to teach a variety of 
subjects, demonstration of a varied approach to teaching, and involvement in development of new 
or revised curricula. 

5. In addition to providing evidence of professional interest in continuing scholarly pursuits 
demonstrated by a candidate’s participation in faculty development activities, workshops, 
conferences, seminars or other types of professional development, evidence of active professional 
leadership both in and out of the classroom. 

6. Evidence of proficient and effective administrative skills. This criterion is applicable only to those 
faculty with administrative responsibilities as part of their full-time load. 

7. Competence in Critical Performance Areas. 
There must be evidence of the faculty member’s competence in the required CPAs for his/her 
current rank of Assistant Professor: 

a. Teaching, Learning, and Student Development 

b. Scholarship and Professional Growth 
 

8. The applicant will also demonstrate his/her potential for continuing professional development and 
contribution to an additional CPA for the projected rank of Associate Professor: 

 
a. Curriculum Design, Assessment, and Evaluation 
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5.4 Criteria for Promotion to the Rank of Professor 

 
The criteria for promotion to Professor will be the following: 

 
1. Doctor’s degree or master’s degree plus additional graduate study or the equivalent in 

professional experience. The adequacy of the additional graduate study or the equivalent in 
professional experience will be determined by the Chief Academic Officer in consultation with 
the Dean and the Promotion and Tenure Committee. Faculty should monitor and verify that 
their individual progress in graduate study and/or professional experience is demonstrative and 
satisfactory through regular consultation with their Academic Dean and with the Chief Academic 
Officer or designee. 

 
2. A minimum of five academic years in the previous rank at the college. An academic year is defined 

as the fall and spring semesters. Years one, two, three and four must consist of both semesters: fall 
and spring. Current year in rank represents a full year. 

3. The faculty member must be performing proficiently as indicated by the results of the Faculty 
Performance Review and must have been formally evaluated in the previous evaluation period. 

4. Demonstration of the development and implementation of new and effective teaching techniques 
for the improvement of courses. Evidence of the ability to teach a variety of subjects, demonstration 
of a varied approach to teaching, and involvement in development of new or revised curricula. 
Demonstrates ability to provide a broad and thorough understanding of the subject field and 
provides leadership in teaching and related responsibilities within the department. 

 
5. Evidence of professional interest in continuing scholarly pursuits demonstrated by a candidate’s 

participation in faculty development activities, workshops, conferences, seminars or other types 
of professional development. Evidence of active professional leadership both in and out of the 
classroom, including contributions to the appropriate professional organizations and/or the 
community. The candidate should demonstrate leadership within his/her professional 
community. 

 
6. Evidence of proficient and effective administrative skills. This criterion is applicable only to those 

faculty with administrative responsibilities as part of their full-time load 
 
7. Competence in Critical Performance Areas. 

 
There must be evidence of the faculty member’s competence in the required CPAs for his/her 
current rank of Associate Professor: 

a. Teaching, Learning, and Student Development 

b. Scholarship and Professional Growth 
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c. Curriculum Design, Assessment, and Evaluation  
 

The applicant will also demonstrate his/her potential for continuing professional development and 
contribution to the remaining CPA. 

d. Workplace and Community Service 
 

5.5 Tenure 
 

Faculty members will be eligible for consideration for tenure after five years of full-time, tenure-track 
service in rank. Tenure is not automatic but based upon specific criteria identified below. Tenure at 
Sinclair Community College may only be granted to faculty employed on a full-time, tenure-track basis 
for the academic year. 

Tenure means the contingent right of the faculty member appointed to a tenured position to retain that 
position until retirement, removal “for cause,” resignation, or program and/or budget exigencies. A 
tenured appointment is distinguished from an annual appointment or from an appointment for a stated 
period of years, which expires at a designated time. 

Tenured faculty members, presently teaching, who assume administrative or other non-teaching 
reassignments at the college maintain tenure upon termination of their non-teaching assignment. If 
currently and adequately qualified for an available teaching position, the faculty member who leaves an 
administrative assignment shall have the opportunity to return to a former or an equivalent teaching 
position with tenure. 

Contracts of tenure-track faculty members who have not been granted tenure within eight years of full- 
time contractual employment will not be renewed. 

 
Guidelines for Applications for Tenure 

 
Faculty members initiate the tenure process by submitting an application when they have met the 
criteria for tenure as described below. A formal Faculty Performance Review must be completed for the 
most recent FPR year. Faculty members are notified in writing by their respective Dean when they are 
eligible to submit an application based on years of service completed in rank. 

Applications must be submitted to the office of the Chief Academic Officer by 5 p.m. on April 1. If April 
1 occurs on a weekend, then the deadline is 5:00 p.m. on the next business day. No late applications 
will be accepted. Applications must include the following: 

 
1. Electronic Application Form 

 
The application for tenure form is located on the Sinclair Intranet under Forms/Faculty. Applications 
must follow the format prescribed in this form. 

2. The narrative portion of the application must include the following items and must not exceed 
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10 pages. (Documents must be PDF format and can be any combination of narrative and 
bullet comments.) 

 
a. Critical Performance Areas 

 
i. Evidence to illustrate competence in the required Critical Performance Areas 

(CPAs) for his/her current rank. 

ii. Comments about his/her potential for faculty development and contribution to 
the additional CPA for the projected rank. 

 
b. Reassigned Time Responsibilities (for those faculty with six or more hours of reassigned 

time associated to one project as part of their annual full-time load). 
 

i. A description of how he/she/their demonstrated proficiency in fulfilling 
reassigned time responsibilities. 

c. Final Summary 
 

i. A summary (no more than one page in length and included within the 10- page 
limit) that explains how the cumulative accomplishments qualify the applicant for 
tenure and demonstrate promise for sustained, high quality performance in 
the future. 

 
3. Letter(s) 

 
a. A letter of information from the candidate’s supervisor must accompany the candidate’s 

application for promotion. 

b. For those faculty with six or more hours of reassigned time associated to one project 
as part of their annual full-time load, include letter(s) from supervisor(s) documenting 
performance results. Additional letters from colleagues who are familiar with the 
candidate’s reassigned duties may also be included. 

c. Additional letters 
 

5.6 Criteria for Tenure 
 

Eligible tenure track faculty holding the academic rank of Professor, Associate Professor, or Assistant 
Professor may apply for and may be granted tenure. The granting of tenure is not automatic, but is 
based on the following criteria: 

 
1. The applicant must have attained at least the rank of Assistant Professor and must have earned at 

least one promotion in rank, unless the applicant was hired at the rank of Professor. Tenure may 
be granted in the same year in which the promotion in rank is granted. An application for tenure and 
a separate application for promotion must be submitted. 
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2. Five academic years of full-time tenure-track college teaching at Sinclair Community College are 
required. An academic year is defined as the fall and spring semesters. Years one, two, three, and 
four must consist of both semesters: fall and spring. The current year in rank represents a full year. 

3. The faculty member must be performing proficiently as indicated by the results of the Faculty 
Performance Review (FPR). The FPR must have been formally administered for all previous 
evaluation periods, and the faculty member must be rated Meets Performance Expectations in 
the last year in order to be eligible for tenure. 

4. Competency must be demonstrated in the following Critical Performance Areas: 

 
a. Assistant Professor 

 
i. Teaching, Learning, and Student Development 
ii. Scholarship and Professional Growth 

 
b. Associate Professor 

 
i. Teaching, Learning, and Student Development 
ii. Scholarship and Professional Growth 
iii. Curriculum Design, Assessment, and Evaluation 

 
c. Professor 

 
i. Teaching, Learning, and Student Development 
ii. Scholarship and Professional Growth 
iii. Curriculum Design, Assessment, and Evaluation 
iv. Workplace and Community Service 

 
 

5. The following employment conditions do not constitute eligibility for tenure: 
 

a. Individuals paid and supported entirely by grant or contract funds cannot be considered 
for tenure. Years of service to the college acquired while being paid entirely by grant or 
contract shall not be counted as years of service for tenure track eligibility. 

b. Temporary or part-time service shall not be included in determining eligibility for tenure, 
nor shall time on unpaid leave count toward tenure. 

c. Neither adjunct faculty nor annually contracted faculty can be considered for or 
awarded tenure. 
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5.7 Operation of the Promotion and Tenure Committee 

 
1. Promotion and tenure applications are reviewed, and recommendations are made by a committee 

consisting of the following members: 

a. The Chief Academic Officer or designee who serves as Chair 

b. The Academic Deans 

c. Two tenured faculty members elected by the Department Chairpersons Council 

d. Two tenured faculty members elected by each academic division (these faculty 
representatives will not be department chairpersons) 

 
2. With the exception of the Chief Academic Officer and the Academic Deans, who are permanent 

members, committee members are elected on a two-year rotation basis. 
 

3. Each member of the Promotion and Tenure Committee will review all the information in the 
promotion and/or tenure application. 

 
4. The Promotion and Tenure Committee will interview: 

 
a. All applicants who indicate on the application form their desire to be interviewed 

b. Any applicant for whom five or more committee members consider an 
interview necessary 

c. Any other individual(s) designated by the applicant 
 

The committee may interview anyone it wishes, and individuals may request an interview with the 
committee without the applicants’ consent. Applicants will be notified of such interviews and, as a 
result, applicants may request an interview with the committee. 

5. All Promotion and Tenure Committee votes will be taken by secret ballot. All applicants receiving 
ten or more affirmative votes from the fifteen committee members will be recommended for 
promotion and/or tenure. 

6. Members of the Promotion and Tenure Committee may not apply (for promotion or tenure) in the 
years of their service on the committee. 
 

7. The Promotion and Tenure Committee has the option of requesting additional evidence to support 
an application for promotion and/or tenure. 

8. No electronic media may be included as part of the application. A description of such material may 
be included in the application. The electronic media should be available for the committee 
if requested. 

 
9. The Promotion and Tenure Committee’s recommendations will be submitted to the President 

for review by April 30. Final responsibility for the awards of promotion and tenure rests with the 
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President. The President’s decisions will be submitted to the Board of Trustees at a spring meeting. 
Faculty granted promotion and/or tenure will be notified in writing by the Chief Academic Officer. 

 
Recommendations to deny promotion and/or tenure shall be made in writing to the faculty member 
by the Chief Academic Officer following completion of the Promotion and Tenure Committee’s 
review of the applications by the date listed on the current Timing and Action Calendar (see Section 
B.1) 

 
SECTION 6: FACULTY ASSIGNMENTS AND COMPENSATION 

 
6.1 Faculty Load 

 
Teaching load 

 
Faculty are on contract both semesters of the academic year. An academic year is defined as the fall 
and spring semesters. The standard teaching workload is 30 credit hours per academic year, based 
on 15 credit hours per semester. Within and beyond the annual 30-hour teaching workload, faculty are 
expected to develop and maintain competence in the required CPAs for their current rank (see Section 
2.1). 
 
Faculty are expected to devote at least 75% of their standard workload (11.25 credit hours per 
semester) to instruction and teaching-related activities.  
 
Effective for the 2026-2027 academic year, this Faculty Workload Policy and any associated provisions 
of the Faculty Handbook, will include definitions for credit hour equivalents for activities other than 
teaching, including research, clinical care, administration, service, and other activities regularly 
assigned to some faculty, which will include Special Service Agreements.  
 
If a faculty member fails to comply with the Faculty Workload Policy’s requirements, administrative 
action may be taken, including censure, remedial training, for cause termination, or other disciplinary 
action, regardless of tenure status.  
Termination under these circumstances requires the recommendation of the Dean, provost, or 
equivalent official, concurrence of the state institution of higher education's President, and approval of 
the board of trustees. 

Teaching load is computed on the basis of one full hour of credit for each contact hour in a lecture/ 
discussion, and 0.85 hours of credit for each contact hour in laboratory/clinical/practicum/studio/ 
directed practice, etc. For English composition courses, faculty teaching load is computed at 1.25 hours 
of credit for each contact hour. Courses taught as independent study are also part of teaching load and 
will be paid at the rate of 0.2 hours of credit per student. Independent study is covered under Section 
7.11 of this handbook. 

 
Faculty members must accept, if so assigned, teaching assignments in any part of the day or 
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evening schedule. 
 
Payload 

 
Payload hours include all teaching load as defined above and reassigned time. Faculty members 
will be given the opportunity by department chairs to review and approve the faculty payload 
record each semester prior to its submission to the academic division Dean. 

  
 

Teaching Overload 
 

Faculty may be required to exceed the standard teaching load. Any payload hours in excess of 15 
hours per semester or 30 hours per academic year are considered overload. The consent of the faculty 
member must be obtained before any teaching load over 18 payload hours per semester or 33 payload 
hours per academic year is assigned. 

 

Maximum Overload 
 

The total payload is limited to 25 hours per semester and 45 hours per academic year. The academic 
division Dean must approve all exceptions to an excess of 25 payload hours in an academic 
semester in advance of such an assignment. The Chief Academic Officer must approve all exceptions 
to an excess of 45 payload hours in an academic year in advance of such an assignment. 

Summer Teaching Load 
 

The total payload for summer term is limited to 18 hours (in any combination of all summer terms). The 
Chief Academic Officer must approve all exceptions to an excess of 18 payload hours for summer term 
in advance of such an assignment. 

Banking Hours 
 

A faculty member may request to bank up to and no more than a total of 6 overload hours during any 
Fall semester to apply against their payload in the next Spring semester (or to resolve deficits in base 
teaching load), by indicating that request in writing to the department chair. The academic division 
Dean will act upon the request after consultation with the chair, and in consideration of the Faculty 
Teaching Load Guidelines set forth below. The maximum payload hours for fall semester cannot 
exceed 30 to ensure that 15 hours, including any banked hours, are available for spring semester. 

Once a payload has been approved, the faculty member may alter the request to bank overload hours 
by sending a written request to the academic division Dean, through the department chair, prior to the 
eighth week of the semester. 

 

Teaching Load Shortfall 
 

The college hires and retains faculty members with the expectation that the standard teaching load of 
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30 payload hours is available and shall be assigned to each faculty member. Therefore, every attempt 
shall be made by the college to meet the basic required assignment of 30 teaching load hours. Should 
a faculty member’s schedule fall short of the required minimum of 30 teaching load hours and overload 
has been banked, this banked overload shall be used, as noted above, to offset the shortfall up to, but 
not exceeding, the amount banked. Should a faculty member’s schedule fall short of the required 
minimum of 30 teaching load hours and no overload has been banked or paid for which might be used 
to offset the shortfall, no reduction in base contract salary shall occur, and the faculty member will be 
assigned alternate work obligations within the academic year in order to reach a payload of 30 hours. 
If an hourly shortfall occurs and a faculty member has been paid for previous overload hours in the 
current academic year, it will be necessary to recover enough monies to make up for the shortfall. This 
recovery will be at the overload rate at which the faculty member was compensated. The number of 
overload payload hours recovered shall not be more than is necessary to achieve the payload 
of 30 hours. 

 
Repayment shall be accomplished by withholding those monies required from a faculty member’s 
regular pay beginning with the last scheduled pay in April during the affected academic year. The 
amount of monies withheld per pay period shall equal the total gross overload pay to be recovered 
divided by five (one pay in April, two pays each in May and June) in order to prevent undue economic 
hardship to a faculty member while assuring that the required monies are recovered prior to the start of 
the next faculty contract year. The accounting of recovery monies on a “gross pay” basis shall be done 
in order to allow for adjustments related to routinely withheld deductions. 

Cross-over Teaching Assignments 
 

In some cases, faculty members will attain their base contract teaching load by crossing over to 
teach in other departments. Department chairs that have faculty members in need of, and who are 
qualified for, teaching load assignments in departments other than those they supervise will share this 
information with chairs in other departments. 

 
The chair and/or the screening committee of the cross-over department will determine if the 
qualifications are suitable for their department and will make a recommendation regarding the 
acceptance of the faculty member to teach sections of suitable courses that are not staffed 
in the department. 
 

Faculty Teaching Load Guidelines 
 

The primary guidelines for teaching assignments (base and overload) are: 
 

1. Teaching assignments shall be made to accomplish the mission of the college. Department chairs are 
responsible for scheduling sections and assigning full-time and adjunct faculty to specific sections, and 
department chairs make the final decision regarding assignments. 

 
2. Full-time faculty will receive priority over adjunct faculty in the assignment of classes, subject to the 

needs of the college. 
 

3. Priority will be given to meeting all faculty members’ base teaching load requirements, including 
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those faculty members crossing over to/from other departments, before any overload will 
be assigned. 

 
4. Teaching assignments for full-time faculty (base load, overload and summer sessions) shall take 

into consideration faculty requests for times/days, location, number of preparations and/or specific 
courses. These teaching assignments shall be rotated fairly and equitably as appropriate among 
qualified faculty, including crossover faculty. The priority of a faculty member’s request shall not be 
affected in either department by that member’s crossing over to another department at the request 
of the college or to make load. If such circumstances as cancellation of classes or other scheduling 
needs interfere with a chair’s ability to meet faculty preferences, the chair is expected to consider 
these circumstances in scheduling for subsequent terms. 

5. Faculty members should not accept base teaching load commitments/assignments in other 
departments without first discussing their schedule with the home department chair. Home 
department credit classes take precedence over other assignments in the preparation of 
faculty schedules. 

6. The scheduling guidelines as presented should typically be adequate for the preparation of faculty 
schedules. If, however, reference to a hierarchy of preference is necessary, the following pertains: 

 
a. Full-time tenure-track departmental faculty 

b. Annually Contracted faculty (within department) 

c. Full-time tenure-track faculty from another department 

d. Supplemental retirement plan faculty 

e. Adjunct faculty 
 

Additional Compensated College Service 
 

Faculty members will consult with chairs regarding additional college service which will result in 
additional compensation. Chair and academic division Dean approval of all additional assignments, 
including those paid through SSA or SSPA, is required. Faculty members should consult with their 
department chair before a commitment is made to accept an assignment that will involve release time. 

 
6.2 Faculty Salaries 

 
Policy 

 
Salary increases are granted at the discretion of the Board of Trustees and are based on college 
performance, individual faculty member performance and available resources of the college. 

All faculty members are eligible to receive a base salary increase. The base salary cannot exceed 
the range maximum of the applicable rank. 
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Procedure 
 

The plan for increases in faculty salaries is developed by a collaborative faculty- administration team 
called Faculty Issues Team (FIT). This group meets regularly and makes recommendations to the 
college President on a regular (annual) basis. Changes to the compensation model originate with the 
FIT team and are reviewed by the Faculty Assembly, the President, and the Board of Trustees. 

 
Faculty salaries are based on four components: base salary with periodic increases and adjustments, 
closure, merit, and promotion awards. 

 
Base Salary 

 
The salary ranges for faculty ranks can be found in Part B. The minimum salary level in each rank 
is called the Blue Line. Upon promotion, if the adjusted base pay of the faculty member is below the 
Blue Line for the new rank, a one-time salary adjustment is made to bring the base salary of the faculty 
member up to the Blue Line. 

 
The maximum salary level in each rank is called the Red Line. When a calculated increase results in a 
salary level above the Red Line, the faculty member will receive a cash award equal to the amount of 
the increase in excess of the Red Line. The amount of the cash award is not added to the base salary. 

Prior to the beginning of each new salary period, letters are provided to faculty members that detail 
their new salary. 

Closure 
 

Closure is a method through which faculty members who demonstrate sustained outstanding 
performance may achieve the maximum salary of the Professor rank over the following 
specified timelines: 

 
1. 24 years for faculty hired during or after the 1990 – 1991 academic year 

 
2. 27 years for faculty hired prior to the 1990 – 1991 academic year 

 
 

To be eligible for Closure a faculty member must meet the following criteria: 
 

1. Promotion increases are awarded at the first opportunity through the Professor rank. 
 

2. Overall meets or exceeds expectations ratings each year result in an annual general 
salary increase. 

3. Faculty must be at the Professor rank to receive the merit-on-base adjustment. 
 

4. Merit is awarded in at least 3 out of 4 consecutive years at the Professor rank. 
 

The merit-on-base adjustment was developed to assist in achieving closure and the maximum salary 
within the time frame specified above. Eligible faculty in the professor rank will have 40% of the 
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available merit award added to their base salary up to the range maximum (beginning in the 4th year of 
Professor rank if Merit was awarded in years 1-3.) 

The calculation and payment of the merit-on-base adjustment includes: 
 

1. The merit amount to be added to the new base salary (effective August 15) is calculated at 40% of 
the merit award paid out for the previous academic year. 

 
2. All other base salary increases are applied first (e.g., general increase, etc.). 

 
3. Merit-on-base is only applied to base salary if the new calculated base salary is less than the 

professor range maximum. 
 

4. Base salary cannot exceed the professor range maximum. The calculated amount in excess of the 
professor range maximum is not paid out as a lump sum. 

5. Professors receiving any portion of merit-on-base continue to receive the full lump sum merit award 
(if deemed meritorious). 

The closure process is periodically evaluated by the Faculty Issues Team to determine if closure goals 
are being met. 

 

Merit 
 

The Merit Award for the evaluation period will be paid as a fixed dollar amount (see Part B for that 
amount) and, except for the conditions described in the closure policy for professors (Section 6.2), will 
not be included in the faculty member’s base pay. 

Promotion Awards 
 

A promotion salary adjustment equal to 6% of the previous year’s average faculty salaries is added to 
the base salary of all promoted faculty members. (See Promotion, Section 5.1) 

 
Summer and Overload Pay 

 
The payload hour rate for faculty will be reviewed annually by the Faculty Issues Team and can be 
found in Part B of this handbook. The overload and summer payload hour rate will be monitored to 
ensure external competitiveness. Overload pay for a given semester will be paid in two installments. 

Department Chairperson’s Salary 
 

1. Salary range is consistent with individual department chairperson’s faculty rank. 
 

2. In addition to the faculty salary, a stipend is provided for additional administrative responsibilities. 
 

3. Reassigned time is provided and is administered by the Chief Academic Officer. 
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Payment of Salaries 
 

Annual salaries are divided into 24 payments. Salary payments will normally be distributed on the 15th 
and the last day of each month. However, if a payday falls on a Saturday, Sunday, or holiday, salary 
payments will be distributed on the last work day prior to the weekend or holiday. Schedules of specific 
dates are available from the Payroll Office. 

Deductions from the annual salary of faculty on two-semester contracts for approved leaves without ay 
will be on the basis of 1/2 of the annual pay for each academic semester of leave. 

 
6.3 Online Learning Compensation Policy 

 
Online courses are part of the approved curriculum of the academic unit of the college. Online courses 
will be developed per Section 7.12 Online and Hybrid Course Development and Facilitation Policy. 

 
Compensation will be based on formulas recommended and periodically reviewed by the Online 
Teaching and Learning Advisory Committee. 

 
Online Course Development 

 
A faculty member will be compensated for the development of an online course. The compensation will 
be based on the number of credit hours for the course to be prepared as well as the specific activities 
required to create or update the delivery of the course. A faculty member will also be compensated for 
the revision of an existing online course when scheduled for periodic review and revision by eLearning. 
The compensation will be agreed upon by the faculty member, department chairperson, and a 
representative from eLearning and will be proportional to the amount of content that must be developed 
or adapted by the faculty member. 

Online Course Coordination 
 

Online faculty who coordinate multiple sections of an online master course where sections are taught 
by multiple faculty members will be compensated based on formulas recommended and periodically 
reviewed by the Online Teaching and Learning Advisory Committee. 

Compensation will be made via the Special Services Agreement required by the Payroll Office. 
 

Online Course Facilitation 
 

Faculty teaching online will be paid on a per section basis: 
 

Minimum and maximum section sizes are set by department/division management. The department/ 
division personnel will consider the online sections in the normal analysis of average class size, student 
need, and departmental ability to respond. 

 
If an instructor chooses to teach students in a section with an enrollment under the minimum section 
enrollment, that instructor may choose an individualized instruction option compensated at the standard 
college rate per student. 
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6.4 Retrenchment Policy 
 

Eligibility 
 

Faculty who has achieved tenure are eligible to apply for reassignment. Tenure-track faculty may be 
eligible to apply based on the needs of the college and with written support from the Provost. 

Conditions 
 

When the demand for a tenured faculty member’s teaching area is declining and it is not likely the 
faculty member will be able to achieve minimum workload consistently in the future, either because of a 
decline in the demand for a program or the pending elimination of a program, the faculty member may 
apply to transfer to another teaching area for which he/she/their is already qualified or request 
retraining to teach in a related area where there is demand. The department chairperson and/or the 
Dean may also initiate such a request on behalf of the faculty member. The faculty member must be in 
good standing, with a current rating of “Meets Performance Expectations” or “Exceeds Performance 
Expectations” on his/her Faculty Performance Review. 

Transfer 
 

If the faculty member is qualified to teach in a related area where there is sufficient demand to 
assure minimum workload will be met in the future, then transfer will be granted, contingent upon the 
agreement of the receiving department or program. “Qualified to teach” is interpreted as meaning 
the faculty member meets the requirements for hiring established by the receiving area, including 
any requirements of the Ohio Department of Higher Education and the Higher Learning Commission. 
The receiving area is expected to mentor the faculty member to promote a smooth transition for the 
faculty member and students. (Faculty who are eligible for crossover teaching assignments in other 
departments, as stipulated in Section 6.1, may qualify for this permanent transfer option, contingent 
upon the agreement of the receiving department and sufficient enrollment demand as determined by 
the Chief Academic Officer.) 

Retraining 
 

The faculty member may retrain to teach in a related area where there is a likely continuing demand 
for the faculty member’s teaching and where the faculty member can complete the retraining within 
two years. Consideration for retraining is based upon the viability of the faculty member’s education 
plan, developed in conjunction with and recommended by the Dean and chairperson of the receiving 
area, and subject to approval by the Chief Academic Officer. The Chief Academic Officer may exercise 
discretion in granting longer than two years for the completion of an educational plan. The education 
plan would include the education needed to qualify the faculty member to teach in a new area, per Ohio 
Department of Higher Education and Higher Learning Commission guidelines, accrediting agencies’ 
requirements, and licensure requirements applicable to the area. 

 
The college will fund, consistent with tuition reimbursement guidelines, academic coursework for the 
purpose of preparing to teach in a new field, up to a master’s degree should a full degree be necessary. 
In addition, the College will provide a total of six hours of reassigned time available only within the 
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15-credit standard workload, in support of this academic coursework. 
 

Faculty Responsibilities 
 

From the time the faculty member begins his/her education plan, the faculty member has two years to 
complete the required education; if not, then the position will be discontinued. Faculty who retrain are 
obligated to teach for the college for two additional academic years following completion of the training. 

For faculty who transfer or retrain and transfer, CITs that document work on the part of the faculty 
member to develop professionally in the new teaching area are required for two years following transfer. 

 
SECTION 7: INSTRUCTIONAL POLICIES 

 
7.1 Textbook Selection 

 
This policy is intended to provide a structured process and guidance for text selection and to avoid any 
potential compliance issues with the Ohio Ethics Law or the institution’s Conflict of Interest Policy. 

 
In accordance with Ohio HB 110 Section 733.20, if textbooks/course materials are not selected by the 
first day of class registration for the semester, then the faculty member is deemed to have selected 
identical materials (i.e. same title and edition) from the prior semester offerings of the course. 
(Exceptions may occur if the current edition is not available). 

1. Texts are selected for use in instruction based on quality and cost-effectiveness. 
 

2. Each department’s faculty selects textbooks in conjunction with the department chair. 
 

3. The textbook should be used for a minimum of a three-year period, if feasible. 
 

Policy and Procedure Related to Employee-Authored Texts and Study Guides 
 

Where employee-authored texts provide a best combination of quality and cost, such texts may be 
selected for use, provided independent selection procedures assure the quality and cost-effectiveness 
of the text(s) and that no undue influence by the faculty member or employee author has resulted in 
the selection. 
An employee-authored text may be selected for use in any Sinclair Community College class or 
instructional program. Where a royalty or other remuneration is payable to the employee author as a 
result of the selection for use of such text, the text must be approved by a designated text selection 
team following established criteria for such text selection. This applies to both self-published and 
publisher company works. Validation of continued use of employee-authored texts must be reviewed at 
least every four (4) years, using the criteria and procedures required for initial selection. 

Text Selection Team 
 

Text selection involving an employee-authored text will be undertaken by a text selection team. 
The selection team will be composed of two or more faculty and a department chairperson (or the 
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division Dean or his/her designee if the author is the department chair). The employee author may not 
participate in nor attempt to influence the selection team process. Neither the employee author nor any 
member of the selection team can earn nor potentially earn profits, shared royalty or other remuneration 
from the use of such a text. If an employee-authored text is selected for use in a Sinclair course, all 
royalties and other profits from sales/rentals to Sinclair students must, at the author’s discretion, either 
be waived or declined in lieu of an equivalent contribution by the publisher to the Sinclair Foundation, 
designated for a Sinclair scholarship fund of the author’s choosing. 

Criteria for Employee-Authored Text Selection 
 

Criteria to be considered by a text selection team to determine if an employee-authored text provides 
the best combination of quality and cost-effectiveness include (but are not necessarily limited to) 
the following: 

 
1. The author is recognized in the field. 

 
2. The material is up-to-date, technically accurate, and timely, or of such nature as to be evaluated 

on the basis of permanence. 

3. Cost-effectiveness based on the value of the text to the student who will be required to purchase 
the text. 

 
4. Educational value or significance (material consistent with course content). 

 
5. Contribution to the subject matter and to the interest of students. 

 
6. Selection for use by other institutions of postsecondary education. 

 
7. Degree of potential student/user appeal, including appropriate reading level. 

 
8. Artistic quality, literary style, and/or clarity of presentation. 

 
9. Quality of print format (acceptable size, shape, weight, binding, paper, cover and print type). 

 
10. Availability of supplemental instructional materials. 

 
11. Comparison with other texts currently in use. 

 
12. Other criteria specific to the particular instructional program or subject matter. 

 
Procedure 

 
The text selection team will rate any proposed employee-authored text and compare said text to 
other available texts using the form provided to document its findings. The team may recommend an 
employee-authored text for use in a classroom or instructional program if the team determines that the 
employee-authored text provides the best combination of cost and quality. Said recommendation must 
be reviewed and approved by the division Dean. 
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Rejection by the text selection team of any proposal to use an employee-authored text may be 
appealed in writing to the division Dean within five (5) days of the date notice of rejection was sent. 
Rejection by the Dean may be appealed in writing to the Chief Academic Officer within five (5) days 
of the date notice of rejection was sent. Decisions of the Chief Academic Officer are final. 

Employee-Authored Study Guides--Definition and Criteria 
 

An employee-authored study guide may be available that supports a specific text. Similar to an 
employee-authored text, an employee-authored study guide may be selected for use in any SCC class 
or instructional program. If a royalty or other remuneration is payable to the employee author as a 
result of the selection for use of such study guide, the adoption procedure would be the same as for the 
employee- authored textbook selection. The same criteria would be used on the form with the following 
additional conditions applied: 

1. The study guide must be commercially available and nationally promoted to other postsecondary 
education institutions. 

2. National availability of the study guide will be validated by the Tartan Campus Store based on its inclusion in a 
major national wholesale textbook buying guide such as Follett or MBS databases. 

3. Study guides that do not meet the above criteria would fall under the guidelines in the “Other 
Materials” outlined below. 

Other Course Materials 
 

Distribution and sale of employee-prepared materials to Sinclair students are subject to the 
following guidelines: 

 
1. Materials to be sold to students must be approved by the department chair. 

 
2. Distribution must be through the Tartan Campus Store. 

 
3. Volume duplicating related to classes, instructional programs and special events or projects should 

be accomplished through Duplicating Services. 
 

4. No royalties or other compensation shall be earned for the sale of employee-prepared materials to 
Sinclair students. However, faculty may retain copyright to faculty-prepared materials, as provided 
per Section 8.6. 

 
5. All faculty-prepared materials sold to students must comply with fair use standards and be free 

of copyright infringement. Approval from the copyright owner or the representative agency, when 
necessary, must be obtained. 

 
Complimentary Books Received by Faculty 

 
Textbooks received for review by Sinclair faculty or employees as a result of employment at Sinclair, 
whether such books are solicited or unsolicited, are the property of the college. These books may be 
used by the faculty member or employee for reference, may become part of a formal or informal lending 
library for a particular course or courses, or may be used in a lab setting for reference. However, once 
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the faculty member or employee has determined the books are no longer useful, they should be turned 
into the Tartan Campus Store or delivered to designated book return sites. The Tartan Campus Store 
will arrange for the books to be sold and will deposit all money earned into the Faculty Assembly Finish 
Line Scholarship fund. 

 
7.2 Syllabi 

 
The purpose of the syllabus is to provide students with a description of the policies, content, and 
expectations necessary for successful completion of a course. Each syllabus must contain the 
information found in the guidelines within this section of the handbook and be updated each 
term. At the beginning of each academic term, faculty will provide students with a syllabus that 
includes all required information. The syllabus may be provided either on paper and/or an 
electronic version organized within the learning management system. 

Faculty are required to make an electronic copy of each of their syllabi available to the department chair 
by the end of the first week of classes. Each academic department will maintain an updated course 
syllabus file for every course taught within the department. 

Per Ohio Senate Bill 1, a “general syllabus” (also known at Sinclair as a “master syllabus”) for each 
course offered for undergraduate credit will be publicly accessible on the institution’s website. A 
“general syllabus” includes both of the following: a) A calendar for the course outlining what materials 
and topics will be covered and when during the course they will be covered; and b) a list of any 
required or recommended readings for the course. 

Syllabus and Course Content (all modalities - F2F, online, blended, etc.) 
 

1. Develop a syllabus with schedules of activities, assignments, meeting times for all courses, and 
scheduled office hours. If this schedule needs to be revised, faculty should ensure students are 
aware of the changes. 

2. Ensure that teaching shells are accurately populated with course content by 8 a.m. on the 
first day of the class meeting. For online courses, this date is the first day of the term by 12:01 a.m. 

 
3. Ensure that class meeting times are observed as the schedule dictates for blended sections. 

 
The General Syllabus contains information pertaining to a specific course including the outcomes and 
course outline. Master syllabi are available through the Curriculum Management Tool (CMT) and course 
schedules on Sinclair’s web site. Information found on the master syllabus should be identical for every 
section of the same course. Revisions in the master syllabus receive approval through the curriculum 
review and approval process. Each master syllabus will be reviewed at least every two years, and 
changes will be made as necessary. 

The Course Syllabus, (sometimes referred to as a “teaching syllabus”) provided to students, includes 
all the information contained in the master syllabus in addition to specific items described by the 
instructor for the purpose of carrying out the objectives of the course efficiently and effectively. 
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Required items on the course syllabus include: 
 

Course Description: a summary of the major highlights and purposes of a course as stated in the 
college catalog. 

 
Course Information: course title, number, credit hours, lab hours (if applicable), prerequisites (if 
applicable), course description, required textbooks, required materials, and technical requirements. 

 
Course Outcomes: specific statements listed on both the master and course syllabi that summarize 
what a student will demonstrate after completion of the course. 

 
Course Outline: a list of major areas or units of content covered in the course. 

 
Faculty Information: the instructor’s name, department, division, Sinclair email address, phone, office 
location, and office hours. 

 
Course Requirements: a brief list of major tasks to be completed by the student (for example: 2 
exams, 5 quizzes, 2 short papers and 1 group assignment). Faculty should insert a calendar, schedule 
or outline including due dates of assignments, or have an electronic calendar within the learning 
management system. 

 
Grading Information: all assignments and examinations that form the basis of student evaluation in 
the course must be described to students through the syllabus. The proportion that each evaluative tool 
carries toward the final grade and the course grading scale should also be included. 

Information regarding College and Department Learning Resources including the following services, 
as applicable: Library, Writing Center, Tutoring and Learning Center, and Accessibility Services. 

 
Course Policies: any individual faculty or department attendance policies (for example, “Students will 
be dropped a letter grade if they miss more than two classes.”) Other course policies may include but 
are not limited to: 

 

a. Administrative withdrawal 
 

NOTE: Faculty retaining the authority to administratively withdraw a student for non-attendance may 
do so only if the syllabus clearly states an administrative withdrawal policy describing what is 
considered minimum participation in the course. All policies should be specific rules or contractual 
obligations on the part of the student. All policies should be concise and stated in terms of 
measurable or observable behavior. 

b. Use of technology 

c. Safety guidelines 

d. Academic integrity policy 

e. Sinclair Honor Code 

f. Classroom etiquette 
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g. Plagiarism 

h. Late assignments 

i. Make-up tests 

j. Incomplete grades 

k. Cell phones 

l. Laptops 

m. Recording devices 
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Student Religious Accommodation Policy: Ohio law requires each state institution of higher 
education to “adopt a policy that reasonably accommodates the sincerely held beliefs and practices 
of individual students with regard to all examinations or other academic requirements and absences 
for reasons of faith or religious or spiritual belief system[s].” Hence, a student shall be permitted to be 
absent for up to three (3) days each academic semester to take holidays for reasons of faith or religious 
or spiritual belief systems. Instructors must provide students with alternative accommodations regarding 
examinations and other academic requirements missed due to an absence described under this policy 
provided both of the following apply: 

• The student’s sincerely held religious belief or practice severely affects the student’s ability 
to take an examination or meet an academic requirement. 

• Not later than fourteen (14) days after the first day of instruction in a particular course, the student 
provides the instructor with written notice of the specific dates for which the student requests 
alternative accommodations. 

To view the full policy, please visit the Campus Ministry page or the Course Catalog. For more 
information about the policy, students may contact the Associate Provost at (937) 512-2522 or email 
Provost@sinclair.edu 

 
7.3 Class Roster 

 
Policy 

 
Faculty are responsible for verifying student enrollment throughout the term. Faculty may not permit 
students who are not enrolled to attend class. Faculty are expected to refer non-enrolled students to the 
Office of Registration and Student Records (10231) to receive confirmation of registration. If the student 
does not provide written confirmation, he/she/their is not permitted to return to class. Students who are 
not registered for the class are not eligible to receive a grade or credit. 

Procedure 
 

Class rosters are available on the learning management system website and should be checked 
several times throughout the first two weeks and periodically throughout the term. Rosters are available 
to faculty through two sources: the learning management system and Colleague Self-Service. Class 
rosters from Colleague Self-Service are updated immediately upon student registration changes, and 
thus are more current. Class rosters from the learning management system are updated every 
24 hours. 

 
7.4 Procedure for Recording Student Attendance-Participation 

 
Verifying attendance of students receiving financial aid is essential to comply with a regulation of the 
U.S. Department of Education’s Federal Refund Policy. The regulation related to the Title IV Financial 
Assistance Program requires verification of attendance/participation of all Title IV financial aid students  
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through the fifty percent point of an academic term. Since identification of all financial aid students is 
not available at the onset of the term, it is necessary that attendance/participation of all students be 
tracked, regardless of aid status. 

Procedure 
 

All faculty must track attendance/participation of all students for a period of not less than the fifty 
percent point of the academic term. The manner in which faculty choose to verify student attendance/ 
participation may be varied. Acceptable options for tracking attendance/participation include one or 
more of the following: 

1. Recording attendance of all students for each class meeting. 
 

2. Recording performance on quizzes and/or tests. 
 

3. Recording performance/participation on course assignments. 
 

Between the third week of the full semester and the twelfth week of the full semester, nonattendance 
records will be available through Colleague Self-Service. All faculty must verify non-attendance of 
students as directed by the registration office. 

 
7.5 Class Management 

 
Faculty are vested with the authority and responsibility for conduct of classroom activity. This section 
of the Faculty Handbook identifies basic policies for class management, as well as procedures for how 
faculty should handle exceptional circumstances. 
 
Conduct of Classes 

 
Classes should begin and end promptly in accordance with the published time schedule. Courses 
must meet from the first through the last dates scheduled in the college calendar. Any changes must 
be arranged through consultation with the department chair and approved in advance by the academic 
division Dean. 

Communication Expectations 
 

Faculty are required to respond to students in a timely manner. (If extenuating circumstances impact 
the faculty’s ability to do this, coordination with the department chair or division Dean to 
communicate with students may be required. The faculty shall assist with these efforts to the 
maximum extent possible under the circumstances): 

a. The syllabus must clearly state the best means of communication with the faculty (e.g., 
some faculty will be better equipped to return emails faster than telephone messages). 

b. Students should be offered the opportunity to interact with faculty and course content via 
eLearn tools to establish course presence in all modalities (news and announcements, 
welcome message, speed grader, intelligent agents, activity feed, etc.). (For guidelines 
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on distance learning regular and substantive interaction, refer to the eLearn Course 
Developer Training – Higher Education Regulation and Compliance.) 

c. Faculty should respond to communications from students within 1-2 business days after 
receipt of the communication. In responding to students, faculty should consider 
course deadlines. 

d. If a faculty member knows they will not be available to respond to students for more than 
two consecutive business days, they must communicate that to students. 

Classroom Environment 
 

Faculty are required to maintain a classroom atmosphere conducive to learning. Students should be 
advised that disruptive or harassing conduct will not be tolerated. 

 
Change in Classroom Assignment 

 
Arrangements to move a class to a different room must be made through the department chair and the 
Registrar’s Office. 
 

Departure from Routine 
 

It is the responsibility of faculty to conduct all class sessions as scheduled (including time and location) 
by the college. Any departure from the college schedule, such as off-campus class sessions or field 
trips, will be arranged through consultation with the department chair and approved in advance by the 
academic division Dean. Field trips and student travel must be conducted in accordance with 
college policies. 

 
Absence from Class and Class Cancellation 

 
Faculty should avoid class cancellations except in emergencies. If a faculty member must miss a class 
because of illness, approved professional travel, or approved personal leave, the faculty member must 
make arrangements to ensure the continuity of student learning by arranging a substitute instructor, 
rescheduling the class, or providing for alternate assignments. If faculty must miss class, they should 
communicate with their department chair or chair designee as soon as possible regarding their absence 
and seek assistance with finding a substitute, if needed. 

Classroom Equipment 
 

All classroom equipment which has been borrowed from another classroom should be returned to its 
original location. An inventory of equipment is maintained by the college for each classroom on the 
campus. Lights must be turned off and equipment secured at the end of each class. 

 

Smoking in Classroom 
 

Smoking and use of any smokeless tobacco products, electronic cigarettes, or products intended 
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to mimic tobacco products are prohibited on any property owned, leased, or controlled by Sinclair 
Community College. 

 
Visitors and Children in Classes 

 
Other than guest speakers, team teachers, or other authorized guests, visitors are not permitted in 
classrooms when classes are in session. Children, other than minors who are actually enrolled as 
students in the class, are not permitted in classrooms while classes are in session. 

Blended/Hybrid Courses 
 

Courses that are delivered in a blended or hybrid format (a combination of face-to-face and online 
learning) will be designated as such in the course schedule builder online so that students will be 
aware of the format prior to enrolling in the course. Faculty should ensure that class meeting times are 
observed as the schedule dictates for blended sections. 
 
Online Course Delivery 

 
All Sinclair courses that are offered online or in a blended or hybrid format must be delivered through 
the college’s learning management system, eLearn. (Refer to section 7.12 for the specific guidelines for 
delivery of online course content.) 

Addressing Inappropriate Student Behavior 
 

Managing student behavior in the classroom, including problematic behavior, is an important 
component in faculties’ teaching responsibilities. From time to time, faculty encounter students who 
demonstrate severe behavior or personal problems that disrupt, or can potentially disrupt, the teaching 
and learning environment. Listed below are resources for dealing with such students. 

Refer to the department chair: 
 

1. Classroom management issues which do not pose a threat or potential threat but present a problem 
for the student, instructor or the learning environment. 

2. Unique problems or challenges for which an instructor might need some advice or guidance. 
 

Refer to the Ombudsman (Ext 2205, Room 10-424, http://www.sinclair.edu/services/conduct-safety/ 
ombudsman/ 

 
1. Students with a problem for which normal methods of resolution have not been successful. 

 
2. Students needing assistance from a liaison or mediator between or with college personnel 

or departments. 

3. Students who have a problem and need to know how to begin to resolve it. 
 

Refer to Student Judicial Affairs (Ext 2291, Room 10332, http://www.sinclair.edu/services/conduct- 

http://www.sinclair.edu/services/conduct-safety/ombudsman/
http://www.sinclair.edu/services/conduct-safety/ombudsman/
http://www.sinclair.edu/services/conduct-safety/student-judicial-affairs/
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safety/student-judicial-affairs/: 
 

1. Students whose behavior violates the Student Code of Conduct http://www.sinclair.edu/services/ 
conduct-safety/student-judicial-affairs/student- code-of-conduct-handbook/ 

 
2. Students who have a need to learn more about their rights and responsibilities. 
 

 
Refer to Behavior Intervention Team (Ext 2291), http://www.sinclair.edu/services/conduct-safety/ 
public-safety/addressing-student-conduct-issues/: 

1. When there is a need for a rapid assessment and response to threatening language, behavior or 
written communication by a student. 

2. When a faculty member has a concern about a student’s potential for harm to self or others. 
 

3. When a student seriously disrupts the teaching/learning environment (classroom, library, hallways, 
parking lot, Tartan Marketplace, etc.). 

 
Refer to Department of Public Safety (Ext 2700, room 7112, http://www.sinclair.edu/services/conduct- 
safety/public-safety/ 

1. When an immediate response is needed to an emergency such as: 
 

a. Threatening behavior 

b. Hostile, abusive, or aggressive behavior 

c. Extreme emotional outbursts 

d. Articulated threats to harm self or others 

e. Unusual speech patterns (slurring, incoherent or rambling speech) 

f. Disoriented behavior 

g. Uncontrolled anger 
 

2. When in doubt, call the Campus Police at Ext 2700. 
 

The Sinclair Police dispatchers are trained to deal with reports regarding a wide variety of student 
behaviors and to then make referrals to the appropriate campus office for intervention. Where 
there is an imminent threat or danger, campus police will be dispatched immediately. If the incident 
does not pose an immediate threat or danger, the dispatcher will make a referral to the appropriate 
campus office. 

 
7.6 Office Hours 

 
Academic Year 

 
In fulfilling the mission of a learning college, faculty need to be available to meet with students outside 

http://www.sinclair.edu/services/conduct-safety/student-judicial-affairs/
http://www.sinclair.edu/services/
http://www.sinclair.edu/services/conduct-safety/public-safety/addressing-student-conduct-issues/
http://www.sinclair.edu/services/conduct-safety/public-safety/addressing-student-conduct-issues/
http://www.sinclair.edu/services/conduct-safety/public-safety/
http://www.sinclair.edu/services/conduct-safety/public-safety/
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of regularly scheduled class time. It is also essential to college operations that faculty be accessible 
to colleagues and college officials. Appropriate access may be defined in a variety of ways, taking into 
account the following minimum guidelines for formal office hours for full-time faculty: 

 
1. Each faculty member will schedule office hours to be held at least five hours per week for student 

contact outside of class. 
 

2. Each faculty member will schedule office hours at least two days per week on campus. 
 

3. Each faculty member has the option of scheduling three of the required five weekly hours in the 
form of non-traditional or virtual office hours, choosing from available technology. 

On-campus hours should be maintained in the faculty member’s regularly assigned office or teaching 
area at times that are likely convenient for most students. Faculty are expected to participate in 
scheduled departmental, divisional, and college wide activities including those days when traditional 
office hours are not scheduled. If other required duties cause cancellation of any office hours, then 
faculty should schedule alternate office hours. Formal office hours, with location, should be included on 
the course syllabus and posted on the faculty member’s office door. In addition to these formal hours, 
faculty members are encouraged to be available to students immediately before and after class and by 
appointment, as their schedule permits. Additional student contact time made available by appointment 
does not justify cancellation of any posted office hours. 

Summer Terms 
 

As is true during the academic year, it is important for students to have access to faculty outside 
the classroom during summer term courses. Faculty who teach during summer terms are expected 
to schedule, post, and maintain office hours in proportion to his/her teaching load. For example, if 
teaching a three-payload hour course for the Summer (12-week) term, a minimum of one office hour 
per week is expected. For a similar course taught during the Summer A (8-week) term, two hours per 
week would be expected. 

During summer terms, if a faculty member’s teaching load is taught entirely online, all required office 
hours may be scheduled in the form of non-traditional or virtual office hours. Faculty are encouraged to 
honor a student’s request for a private meeting, when feasible. 

 
 

7.7 Evaluation of Student Progress - Grading 
 

Evaluation reinforces and measures the relative success of learning and thus is an essential part of 
classroom and laboratory instruction. Each faculty member is expected to incorporate a sufficient 
number of regularly scheduled tests or other evaluative tools, such as presentations, projects, or 
written papers, in order to make a valid judgment about a student’s level of accomplishment. 

Faculty will provide students graded evaluation of their performance throughout the term, including 
early evaluation within the first two to three weeks of the term. For courses such as capstone, clinical, 
performing arts, etc. in which an early evaluation is not aligned with the course objectives, faculty will 
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provide students some type of feedback within the first few weeks so the students can gauge their 
progress towards reaching the course outcomes. 

Faculty will: 
 

a. Use eLearn to post grades in all class sections, including face-to-face sections. Use of 
another electronic / third-party gradebook or grade system, must be approved by the 
department chair, comply with FERPA, and be described in the syllabus. Faculty will 
inform students how to access their grades in such other system. Students should be 
able to access their current overall grade based on assignments that have been 
graded to date. 

b. Provide quality feedback to students regarding graded assignments, quizzes, and exams 
within 7-10 business days of due date. If that timeline is not achievable for a particular 
assignment, quiz, or exam, faculty will inform students what the timeline will be. (Faculty 
teaching short-term courses, must shorten the timeline.) 

c. Faculty should provide students with an accurate grade as of mid-term of the semester 
via the eLearn gradebook or other means (at 8 weeks for a 16-week semester, etc.). 
Mid-term grades enable students to make informed decisions about performance and 
status in their courses. 

Grade Records 
 

Faculty assume primary responsibility for assigning grades. The college has the legal responsibility to 
award grades to students and shall do so upon the recommendation of faculty. 

 
Each instructor is expected to keep an accurate record of all grades given each student and a 
reasonably accurate record of each student’s attendance. Records of grades should be retained by 
the instructor for two years after the course has concluded. This information should be submitted to 
appropriate college offices when requested. 
 

Final Grades 
 

Grades are submitted electronically by the faculty member following the instructions sent to each 
faculty member by the Registrar’s Office. All faculty must submit grades by the required date and time. 

 
Change of Grade 

 
Changes for an earned grade in any course – whether failing or not – can be made by the instructor 
who assigned the original grade. Should a student’s grade need to be changed, a “Change of Grade” 
form can be obtained electronically via our.sinclair.edu. Go to Forms Central and choose College 
Forms/Registration/Change of Grade Report Form. 

When the change of grade form is submitted by that instructor, it must be approved by the appropriate 
department chair and then forwarded to the Office of Registration and Student Records. This process 
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must be initiated within two years of the time the original grade was earned. This provides ample time 
for students to (1) challenge grades which they feel are incorrect and (2) complete work in instances 
when the time for changing an incomplete grade is extended by the instructor. It also provides a 
consistent guideline for retention of grade records by faculty. 

Types of Grades that may be Assigned 
 

When a course is initially developed, the grading scheme for the course is determined and listed in 
the master syllabus. These grade options appear in the on-line course grade roster. Not all grades are 
available for all courses. 

1. Description of Grades 

A = Excellent 
B = Good 
C = Average 
D = Below Average/Passing 
F = Failure 
Z = Non-Attendance S = Satisfactory 
U = Unsatisfactory I = Incomplete 
W = Withdrawal P = Pass 
N = Progress 
Y = Proficiency Credit 
IP = In Progress 
X= Audit 
 

2. Incomplete Grade 
 

A student may be given an “I” if the student’s work has been passing but a portion of the course 
assignments have not been completed. To assign a student a grade of “I,” the student and instructor  
must have made a prior written agreement. The student must contact the instructor and request an 
“I” grade. If both agree, an “Incomplete Grade Contract” is completed. When the required work is 
completed within 30 calendar days after the beginning of the next term, a “Change of Grade” form 
will be submitted to the Office of Registration and Student Records. If the work is not submitted, the 
“I” automatically becomes an “F”. The “Incomplete Grade Contract” can be obtained electronically 
via my.sinclair.edu. Choose College Forms/Registration/Incomplete Contract. A completed hard 
copy should be given to the student and a second completed hard copy must be kept with the 
instructor’s grade records for the required retention period of two years after the course 
has concluded. 

 
3. Z Grade 

 
A “Z” grade should be assigned if a student was registered for the class but never attended. Once a 
student comes to class or logs onto a distance learning course one or more times, the student is no 
longer eligible for the “Z” grade. 
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Examinations, papers and projects not returned to students should be kept on file for at least one 
semester (16 weeks) by each faculty member. Faculty are not required to allow students to keep 
exams but must return other work at the student’s request. 

 
7.8 Administrative Withdrawal of Non-attending Students 

 
Faculty members may administratively withdraw non-attending students from their classes. To remove 
a student from a course, the faculty member must comply with the following prerequisite conditions: 

 
1. The faculty member must include the following link on the course syllabus, or use the eSyllabus 

which includes a link to Sinclair Academic Policies: 

http://www.sinclair.edu/services/basics/registration-and-student-records/policies/ 
 

2. The faculty member will obtain the Administrative Withdrawal Warning letter found on the College 
Forms on the Intranet under Student Forms. The completed Administrative Withdrawal Warning 
letter will be emailed to the student(s) using their my.sinclair account as notification of the impending 
withdrawal. This will provide an opportunity for the student to explain the poor attendance and to 
possibly correct the situation. The student will have seven days from the time that the e-mail is sent 
to respond. A copy of this communication must be kept with the faculty member’s grade record. 

 
a. Once the email is sent, the student must reply, as to receipt of the letter, within eight 

(8) days following the date of the letter unless the eighth day falls after the official 
withdrawal date. In this case, the faculty member must indicate on the letter that the 
student must contact the instructor prior to the last day of withdrawal, because students 
cannot withdraw themselves or be withdrawn administratively from a course after 
that date. 

 
3. If the student does not respond to the communication, or if the attendance problem is not resolved  

between the student and the faculty member, the faculty member must complete an Add/Drop 
form for poor attendance and include the department chair signature. The notation “Administrative 
Withdrawal” will be written on the form at the time of its initiation. One copy of the Add/Drop form will 
be mailed to the student by the department office, and the other copy will be kept by the Office of 
Registration and Student Records. 

Once the student has been administratively withdrawn from the course, he/she/their will not be 
eligible for any refund of tuition and fees for the course. The student will receive a “W” on his/her 
transcript which is assigned by Registration and Student Records. 

 
7.9 Removal of a Student from a Course 

 
A student may be removed from a course by an instructor and assigned an “F” grade for the course 
for engaging in unsafe or unethical practice(s). Such removal and grade assignment may occur at any 
time during the term. Departmental policies related to this section will take precedence. To remove a 
student from a course and assign an “F” grade, the faculty member must comply with the following 

http://www.sinclair.edu/services/basics/registration-and-student-records/policies/
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prerequisite conditions: 

1. The faculty member, at the beginning of the course or term, provided the student with written notice 
of required safety and ethical procedures as determined by department faculty and approved by the 
academic division Dean. 

 
2. The faculty member gave the student instructions for compliance with the required safety and 

ethical practice(s). 
 

3. The faculty member finds the student either to be knowledgeable and competent in an assessment 
of understanding the required safety and ethical practices, or, after having received appropriate 
support services (coaching, tutoring and/or other educational support services), repeatedly fails to 
demonstrate adequate knowledge and/or competency in the required safety or ethical practices. 

 
4. The faculty member finds the unsafe and unethical conduct sufficiently serious to warrant an “F” 

grade, even if the student were allowed to finish the course. 

5. The faculty member documents the unsafe or unethical practices by the student or otherwise shows 
that each of the prerequisite conditions has been met. 

 
6. The faculty member submits the decision and supporting documentation for removal and an “F” 

grade for a Pre-failure review to assure policy adherence. The decision and documentation must be 
sent to each of the four members of the Pre-failure review: 

a. The department chair 

b. The academic division Dean 

c. The Senior Director of Enrollment Management or designee 

d. The Chief Academic Officer or designee 
 

The pre-failure review must be completed within three days, and approval for removal of a student 
must be by at least three of the four reviewers. 

Upon approval as determined by the pre-failure review, the instructor will provide the student with 
written notification of removal from the course and course failure. The written notice will include 
an explanation of the reasons for the decision. The instructor will submit the grade to the Office of 
Registration and Student Records at the end of the term. 

 
7.10 Finals Week 

 
During the final week of the semester, all course sections will participate in Finals Week. This policy 
does not apply to 8 or 12-week courses. How student accomplishment is to be evaluated is a judgment 
appropriately made by the faculty of the department. The existence of a Finals Week does not imply 
that a comprehensive examination is required, nor that examination is the preferable means for 
evaluating student mastery of course learning outcomes. This week provides time for conducting exams 
but also for presentations, portfolio reviews and other means of evaluating student learning. 
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It is not the purpose of this week to introduce new material unless unscheduled college closings or 
the unavoidable circumstances resulted in reduced class meeting time and make-up time is needed to 
cover the learning outcomes of the course or to satisfy seat time requirements of applicable 
accrediting bodies. 

Faculty may not administer the final evaluation for a class prior to the Finals Week. Any classes 
that meet during Finals Week will begin and end at the times the class regularly began and ended 
throughout the term. 

 
The date of the evaluation, as well as additional class sessions during Finals Week that faculty wish to 
require students to attend, should be listed on the course syllabus distributed at the first-class session 
or on the first day of the semester for online courses. Should an instructor intend to use multiple days 
of the Finals Week to conduct evaluations, this information should be shared with students via the 
syllabus distributed on the first day of the class. 

In the event that unplanned closings or other unavoidable circumstances make it necessary to require 
attendance on class days during the finals week that were not marked as required on the syllabus, 
faculty should notify students of the change as soon as possible. 

 
7.11 Independent Study Courses 

 
An independent study course enables students to master the learning outcomes of a course through 
individual study under the supervision of a faculty member. 

 
Independent study courses should be offered only to mitigate unusual circumstances. This would 
include but is not limited to illness, military deployment, or unusual work circumstances that do not 
allow a student to attend the course in a regularly scheduled format. 

The validity and the ability to offer any independent study section in lieu of a scheduled traditional, 
online, or hybrid course section will be determined by discussion between the department chair, the 
instructor, and the student. 

 
Instructors teach independent study on a strictly voluntary basis. If an instructor chooses to teach 
a course as an independent study, the course will count toward the instructor’s teaching load. The 
following practices apply to independent study teaching and learning: 

 
1. The independent study instructor is responsible for communicating regularly with all students 

enrolled in his/her independent study class, including contact during the first week of the term to 
establish course requirements. 

2. The instructor will provide a course syllabus for the independent study experience that is based on 
the master syllabus for the course and includes the established learning outcomes for the course, 
assignments, and evaluation criteria and procedures. This syllabus must also be provided to the 
department chair, as required elsewhere in this handbook for all classes. 
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3. Students are required to demonstrate the same level of mastery of course learning outcomes as 
expected for students in regularly scheduled classes. 

4. Students will work from the same texts and other information sources as they would for the 
regular course. 

5. The student(s) and instructor will meet as many times as deemed necessary by the instructor to 
accomplish the course requirements. 

 
Upon completion, the instructor reports student grades using the same procedure as for a 
regular course. 

 
7.12 Online, CBE, and Blended Course Development and Facilitation Policy 

 
Online, Competency-Based Education (CBE), and blended courses are part of the approved curriculum 
of the College and are offered in these formats to meet the needs and interests of students. 

 
All Sinclair courses that are offered in online, CBE, or blended format must be delivered through the 
college’s learning management system (LMS). 

 
Only courses that support the College’s Online, CBE, and blended learning strategies and the divisional 
business models will be developed for these modalities. Faculty develop the course content and 
collaborate with the eLearning Division to develop online, CBE, and blended master courses that will  
be used by all teaching sections. All online, CBE, and blended courses must conform to the Quality 
Matters framework and the eLearning Division will review all courses for compliance to that framework. 

Departments recommend to academic division Deans which courses should be developed and 
delivered in an online, blended or CBE format, based on student need and interest. Final approval 
rests with the chief academic officer or designee. 

All courses to be delivered in online, CBE, and blended formats must be described and designated 
in the college’s course schedule as such so that students will know the format of the section prior to 
registration. Online sections start with the number “5”, e.g. 500, 501, and so on. CBE sections start with 
the number “8”, e.g. 800, 801, and so on. Blended sections start with the letter “Y”. 
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The delivery modalities offered at Sinclair are described in the chart below: 
 
 

Designation Instructional 
Time Online Description 

 
 

Online 

 
 

100% 

Course content is delivered 100% online. Participants may 
complete all course requirements without coming to Campus, 
with the exception of tests. At the discretion of the academic 
department, tests may be completed online, at one of Sinclair 
Community College’s testing centers, or in an approved 
proctored environment. Testing requirements must be 
provided to students in the registration portal. 

 
Face to face 

 
0% 

Course is delivered 100% in face-to-face environment. 
Course might be augmented with technology 
enhanced content. 

 
 

Blended 

 
 

Typically 
40%-60% 

Course blends online and face-to-face learning. Some face- 
to-face sessions are replaced with online instruction, with no 
greater variance than 40-60% of each modality. 
*Alternative structures may be considered based on the 
needs of individual courses/programs and require 
Provost approval. 

 
Competency- 
Based 
Education (CBE) 

 
Typically 
70-100% as 
per program 
requirement 

Course content is usually delivered fully online, although 
some programs may require in-person sessions or labs. In 
CBE programs, time is the variable and student progress is 
based on demonstration of proficiency and/or mastery as 
measured through assessments. Proctored testing may 
be required. 

 
 
 
 

Chairperson Responsibilities: 
 

1. Schedule and staff all online, CBE, and blended sections. 
 

2. Approve or disapprove faculty requests to design, develop and teach online, CBE, and blended 
courses. Ensure faculty course developers and teaching faculty have adequate preparation and 
training prior to assuming their roles in online, CBE, or blended sections. 

3. Determine the responsibilities of mentors for online, CBE, and blended courses. 
 

4. Assign course coordinators and mentors for online, CBE, and blended courses. 
 

5. Ensure that all online, CBE, and blended course sections are properly identified in the course 
schedule with the current section designations. 
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6. Ensure that blended and online sections are clearly and consistently described following RSR’s 

guidelines which include specific online requirements and the locations, days, and times of the face- 
to-face meetings. 

 
7. Review the course syllabus to ensure the course outline matches the definition of the blended 

course as described in the course schedule. 
 

8. Request access to course shells within appropriate department or scope of responsibilities through 
the Special Access Request as necessary. 

 
Course Coordinator/Developer Responsibilities: 

 
1. Successfully complete all faculty certification courses and Learning Management System (LMS) 

trainings required to develop, maintain, and facilitate online, CBE, and/or blended courses. 
 

2. Work with the eLearning Division to develop and maintain a master course that meets the course 
development policies and guidelines of eLearn-supported courses. 

 
3. Maintain and update master course(s), including, but not limited to the syllabus, course content, 

repository, grade book, and setting access dates throughout the course material. 
 

4. Have the master course(s) ready to copy no later than 1 week prior to the start of the term. 
Exceptions must be approved by department chair. 

 
5. Communication with teaching faculty in order to ensure that teaching shell is populated with master 

course and ready by the first day of the term. 
 

6. Request access to course shells within appropriate department or scope of responsibilities through 
the Special Access Request as necessary. 

7. Serve as a resource for faculty teaching online, CBE, and/or blended courses. 
 

8. Set parameters for faculty to know when and how to contact the course coordinator(s) and 
expected response time. 

9. Back up master course(s) following changes in course content. 
 

10. Communicate with the department chair and the eLearning Division regarding upcoming changes 
that may require revision of the online, CBE, and/or blended master course(s). The faculty member 
who develops the course will typically be given the opportunity to facilitate one or more sections 
each term for two years, as warranted by enrollment. However, as with other courses, the 
department chair will have final authority over teaching assignments. 

Teaching Faculty Responsibilities: 
 

1. Successfully complete any required faculty certification courses and Learning Management System 
(LMS) trainings as needed to develop, maintain, and facilitate online, CBE, and blended course(s). 
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2. Provide syllabi with detailed schedules for all online, CBE, and blended courses. For blended 

sections, also include a list of face-to-face meetings and activities, along with online activities, 
assignments, and assessments. 

 
3. Students will be offered the opportunity to interact with faculty and course content, approximating 

the level of engagement found in a face-to-face course. 

4. Maintain necessary hardware/software/internet access to effectively facilitate course if working 
off campus. 

 
5. Ensure that teaching shells are accurately populated with master course content by 12:01 am on 

the first day of the term when students can access their classes. 
 

6. Respond to students in a timely manner (extenuating circumstances require coordination with 
department chair or division Dean): 

 
a. The syllabus should clearly state the best means of communication (e.g., some faculty 

will be better equipped to return emails faster than telephone messages). 

b. Faculty should return communication to the student between 1-2 business days. Faculty 
should consider the timelines of deadlines and recognize the importance of prompt 
replies as deadlines approach. 

c. Communication with students regarding graded assignments, quizzes, and exams within 
7-10 business days of due date. Adjust the turnaround time for the short-term courses, 
where students will need quicker feedback. 

 
7. Communicate weekly with all students. For guidelines on regular and substantive interaction, refer 

to the eLearn Training: “Best Practices.” 
 

8. Communicate with assigned mentor during the first term of teaching. 
 

eLearning Division Responsibilities: 
 

1. Develop appropriate online training for the online, CBE, and blended course developers and 
teaching faculty. 

 
2. Provide faculty training and support for the Learning Management System (LMS)and other 

instructional technology applications for all faculty in coordination with the Center for Teaching 
and Learning. 

3. Provide instructional design and technology expertise and support for approved course 
development or major revision of eLearn-supported course(s). 

 
4. Provide and maintain an orientation course that prepares students to be successful in online, CBE, 

and blended courses. 
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5. Maintain necessary information and updates on the website for students taking online, CBE, 
and blended courses. 

 
6. Coordinate student services for online and CBE students. 

 
7. Periodically review online courses and assist with revisions to meet the college’s adopted 

quality standards. 
 

Collaboration with IT: 
 

IT will provide technical support for faculty and students via Help Desk, maintain CMS, create course 
shells, and create faculty/student accounts. 

 
7.13 Field Trips and Other Student Travel 

 
Guidelines for field trips, along with forms that must be completed by students in advance of field trips, 
are available from the department chair or academic division Dean. Faculty may be required by the 
college to obtain signed liability waiver forms from participating students. 

Class Field Trips 
 

Faculty who wish to offer students the opportunity to participate in field trips, excursions, or other 
activities off campus must obtain prior approval from the department chair. Such activities may be 
incorporated in a course when the learning outcomes of the activity are related to the defined learning 
outcomes of the course/program. Faculty may not require participation in off campus activities that 
necessitate a student missing a scheduled class session associated with another course for which the 
student is registered or if the trip requires the student to incur cost or miss work. 

Other Field Trips and Student Travel 
 

Students who travel in capacities that represent the college (examples include: attendance at the Phi 
Theta Kappa national conference; visits to Sinclair’s sister colleges abroad; performance of musical or 
theatrical productions in the community; participation in athletic competitions) are considered to have an 
excused absence from class for the approved period of travel. The students are responsible, however, 
for completing all missed assignments, homework, exams and similar course requirements. Faculty are 
expected to make reasonable accommodations for students to make up these course requirements. 

 
7.14 Military Policy 

 
Academic Attendance and Military Service 

 
Sinclair Community College is dedicated to the success of our military students. To best serve the 
students who serve our country, this policy provides guidance on how to handle military orders and 
class attendance. 

To seek an exception to the attendance policy listed in the syllabus: 
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• Students must notify each instructor of absence 

• Must show a copy of *military orders and fill out the Military Attendance form with the 
Veteran Services Office justifying a possible attendance exception 

o Veteran Services will send an official request with the Academic Attendance and Military 
Service policy along with the Military Attendance form to the instructor 

o Orders need to be provided to each instructor as follows: 
 

• Beginning of the term if available 

• Within 48 business hours of receiving your orders 

• Instructor and student must discuss attendance exception plans within one business week from 
instructor notification from Veteran Services 

• Instructor must return completed Military Attendance form to Veteran Services 
 
 

Instructors will determine if the length of absence will still allow the student to fulfill the learning 
outcomes assigned in the course: an Incomplete Grade or a Military Drop Appeal can be considered. 
For students who have clinical hours and if a drop is necessary, students will be added back into the 
next available program curriculum offering. Instructors can consult with Veteran Services at veterans@ 
sinclair.edu or at 937-512-2586 with questions related to the military orders. 

Instructors are encouraged when possible, to allow students to make-up the work without dropping the 
class. Some ideas to consider for making up classes and class participation are: 

 
1. Complete assignments in advance. 

 
2. Write a paper summary of weekly readings. 

 
3. Complete make up tests/quizzes within the Testing Center. 

 
4. Present about Military Culture relating to class content. 

 
5. Complete alternative or extended clinical hours, if applicable. 

 
6. Consult Chair to switch from a face-to-face class to an online class. 

 
*For security reasons, do not copy the military orders. 

 
 

SECTION 8: POLICIES APPLICABLE TO FACULTY RESPONSIBILITIES 
 
8.1 Faculty Training and Course Delivery Expectations 

 
Faculty should: 

 
1. Remain up to date in faculty certifications and eLearn trainings as necessary to revise and facilitate 
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courses in all modalities. 
 

2. Maintain necessary hardware/software/internet access to effectively facilitate courses wherever 
they may be working from. 

3. Design and deliver courses in compliance with applicable law (ADA, copyright, FERPA, etc.) and 
institutional policies. 
 

8.2 Student Advising 
 

The responsibility for providing appropriate advising services to all students in each academic 
department is shared among the department chair, faculty, and academic advisors. 

The faculty of the department, in collaboration with the Academic Advising Department, may create a 
department advising plan tailored to the requirements of its programs and/or the needs of its students. 

 
8.3 Academic Freedom 

 
The academic freedom of faculty to pursue without restraint the search for truth, and to freely express 
scholarly thought, is a core value of Sinclair Community College. The college adheres to the following 
from the 1940 Statement of Principles of Academic Freedom and Tenure from the American Association 
of University Professors (AAUP): 

1. Teachers are entitled to full freedom in research and in the publication of the results, subject to the 
adequate performance of their other academic duties; but research for pecuniary return should be 
based upon an understanding with the authorities of the institution. 

 
2. Teachers are entitled to freedom in the classroom in discussing their subject, but they should be  

careful not to introduce into their teaching controversial matter which has no relation to their 
subject. Limitations of academic freedom because of religious or other aims of the institution should 
be clearly stated in writing at the time of the appointment. 

 
3. College and university teachers are citizens, members of a learned profession, and officers of an 

educational institution. When they speak or write as citizens, they should be free from institutional 
censorship or discipline, but their special position in the community imposes special obligations. As 
scholars and educational officers, they should remember that the public may judge their profession 
and their institution by their utterances. Hence, they should at all times be accurate, should exercise 
appropriate restraint, should show respect for the opinions of others, and should make every effort 
to indicate that they are not speaking for the institution. 

Academic freedom has been widely examined and debated since AAUP’s original 1940 statement. 
It is recognized, both in case law and by the AAUP, that academic freedom is not unlimited. 
Faculty members are therefore advised to exercise this important right with a sense of professional 
responsibility, including maintaining the highest standards of academic integrity. 
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8.4 Academic Integrity 
 

Sinclair faculty are expected to maintain the highest standards of academic integrity in regard to all 
academic endeavors and professional involvements. 

1. A faculty member must verify that all materials presented or used in the execution of the faculty 
member’s professional responsibilities and activities comply with fair use standards and are free of 
copyright infringement. 

2. Faculty are expected to always provide appropriate attribution when using the work of others. 
 

3. Faculty will be fair and objective in evaluating students’ work. 
 

4. Faculty will not solicit nor accept anything of value that may constitute or create an impression of 
improper influence in the exercise of the faculty member’s duty. 

 
8.5 Conflict of Interest 

 
All board members, officers, faculty, and other members of the college are required to comply with 
Ohio law and the college’s policy concerning ethics, gifts, public contracts, and conflict of interest as 
to transactions with individuals and organizations outside the college. Faculty members should be 
familiar with the terms of the college policy, which is available at https://employees.sinclair.edu/hr/ 
human-resources-policies/conflict-of- interest/ Copies of the college’s Conflict of Interest Policy and 
the applicable Ohio statutes are also available in the Office of Human Resources. Questions should be 
directed to the Chief Academic Officer or designee. 

 
8.6 Additional Employment and Compensation 

 
 
The primary responsibility of faculty is performance of assigned duties at Sinclair Community 
College. While it is understood that faculty may assume additional employment opportunities, Sinclair 
Community College remains the faculty member’s first priority. 

Any additional employment accepted by faculty must: 
 

1. Not be performed to the detriment of institutional assignments. 
 

2. Not be reasonably construed by the public to be an official act of the institution. 
 

3. Not involve the use of official information of the institution which is not available to the public. 
 

4. Not create a conflict of interest. A “conflict of interest” is defined as a situation in which an 
employee’s private interests, usually of an economic nature, conflict with or raise a reasonable 
question of conflict with his/her duties and responsibilities under his/her contract with the college. 

 
5. Not use the facilities or equipment of the college without the prior written approval of the Chief 

https://employees.sinclair.edu/hr/human-resources-policies/conflict-of-%20interest/
https://employees.sinclair.edu/hr/human-resources-policies/conflict-of-%20interest/
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Academic Officer or designee. The use of any facilities or equipment so approved shall be 
compensated for on a schedule approved by the Chief Academic Officer or designee. 

 
8.7 Intellectual Property Policy to Encourage Scholarly Works 

 
The Sinclair Community College Board of Trustees values and encourages the development of 
creative and scholarly endeavors relating to the instructional process by Sinclair’s faculty and staff. 
Such creative and scholarly works include, but are not limited to, journal articles, books, reviews, 
presentations and productions live or by any electronic media, educational software, and works of art 
including paintings, photographs, sculptures and musical compositions. 

Not included as scholarly works are syllabi, course overviews, and class notes prepared as part of the 
routine instructional process for courses taught by Sinclair faculty, for Sinclair. 

The college, where practicable, will make available to faculty and staff the resources needed to bring 
creative and scholarly endeavors to fruition. These resources may include the use of staff time with the 
prior approval of the staff member’s immediate supervisor. 

Faculty Rights to Intellectual Property 
 

Intellectual property includes any copyrightable matter, patentable matter, or any intellectually created 
tangible thing, matter, or work of authorship. 

 
The college claims no rights to any intellectual property: 

 
1. Created by faculty members on their own time and with their own resources. 

 
2. Created by faculty members with the incidental use of those college facilities and resources 

usually available to faculty, such as office space, office equipment, supplies, library facilities, and  
other information resources, and ordinary access to computer hardware, software, and networks. 
Incidental use is defined as having a cost to the college of less than $1000. 

Special Use of College Resources 
 

A faculty member must reach a written agreement with the college, through such individual as 
designated by the Chief Academic Officer, in advance if the use of college facilities, resources, or 
personnel exceeds the limits of incidental use or if the creation of intellectual property is for financial 
gain. The written agreement must provide for the fair allocation of any costs and intellectual property 
rights that may result. Failure of the faculty member to do so may result in college action to seek 
reimbursement of costs from the faculty member, or to claim a share of ownership of the intellectual 
property created. 

Syllabi and Course Materials 
 

Course syllabi are created in part by the college and are governed in detail by college requirements. 
Any intellectual property rights in course syllabi shall belong to the college. 
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Course materials created by faculty that are necessary to fulfill the faculty member’s assigned college 
responsibilities are the property of the faculty member. Course materials include such items as lectures, 
class notes, assignments, tests, classroom activities, study aids, presentation slides, audio visual 
materials, compositions, photographs, and works of art. Absent a written agreement to the contrary, 
course materials which are the property of a faculty member shall be considered licensed to the college 
on a perpetual, royalty-free, non-exclusive basis. 

Sharing of course materials 
 

Faculty members often elect to share faculty-created course materials with colleagues. Sharing of 
course materials helps assure a continuity of the learning process, assists new and adjunct faculty 
achieve teaching proficiency, assures uniformity of learning outcomes when the academic discipline 
or external accrediting agencies demand such uniformity, encourages consistency in the delivery of 
multiple course sections, and helps the college fulfill obligations under state standards, accreditation 
requirements, and articulation agreements. A faculty member’s collegiality in sharing course materials 
may be considered as a competence factor in the Critical Performance Area of Workplace Service. 
Sharing of course materials does not alter the faculty member’s proprietary interest in those materials. 

 
College Ownership of Faculty Works 

 
The college may become the owner or licensee of intellectual property created by faculty, when: 

 
1. A faculty member chooses individually to transfer, assign, or contract away their intellectual property 

in full or in part, or to grant a license (e.g. non-exclusive right) to use, to the college. 
 

2. The college enters into a written agreement with the faculty member for the creation of specified 
intellectual property for compensation that grants the college ownership or licensing rights. 
 

3. A faculty member produces work product as part of college administrative duties, which work 
product shall belong to the college. 

In the course of its operations, the college often creates institutional works. The college shall retain 
ownership of those works, unless otherwise agreed in writing among the participants. Institutional 
works include works that are supported by a specific allocation of college funds, or are funded by a 
grant to the college, or that are created at the direction of the college for a specific college purpose. 
Institutional works may also include works whose authorship cannot be attributed to one or a discrete 
number of authors but rather result from simultaneous or sequential contributions over time by multiple 
faculty and/or other individuals. However, the mere fact that multiple individuals have contributed to the 
creation of a work shall not necessarily cause the work to constitute an institutional work. If the work 
would otherwise qualify under these rules as faculty-owned work and can be attributed to a discrete 
number of authors, in such event those authors may claim joint intellectual property rights to the work. 

Use of the Sinclair Name 
 

The name, marks or logos of the college may be used in soliciting and publishing research or other 
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scholarly works under the following circumstances: 
 

1. In soliciting privately sponsored research or scholarly works development for profit, a faculty 
member may reveal faculty status at the college. The college’s name shall not be used 
in advertising. 

 
2. For private research without profit, or other products of scholarly activity, a faculty member may 

reveal faculty status at the college. 
 

3. Other use of the name, marks or logos of the college may be made in reports, books, and papers 
for publication with the prior written approval of the President or the President’s designee. 

4. For contract research or development of scholarly works undertaken by the College, there will be no 
limitation on the use of the college’s name, marks, or logos except as may be imposed by 
the President. 

 
8.8 Faculty Research Involving Human Subjects 

 
Faculty who wish to undertake research projects that involve human subjects must submit their 
proposed research for review by the college’s Human Subjects Review Committee. This committee is 
chaired by the Director of the Research, Analytics and Reporting (RAR) Office. Questions regarding 
submission procedures should be directed to this office. Typical examples of human subjects research 
at Sinclair include surveys (using any research tool or instrument) and interviews to be conducted in 
classes, on campus or in the community. All proposed activities must be submitted for review and 
approval prior to the implementation of these activities. 
 
Faculty who want more guidance as to exactly what needs to be approved by the Human Subjects 
Review Committee prior to implementation may wish to review the information found at http://www. 
sinclair.edu/about/offices/grants-development/ or contact RAR. 

 
8.9 Records Retention 

 
In accordance with Ohio law, Sinclair has adopted a policy that governs how certain records must be 
retained, stored, and destroyed. Before making decisions concerning the disposal of any college 
record, faculty should consult the records retention policy. 

 
Specific provisions of the college policy cover faculty records. Compliance with these provisions is 
required by all faculty members: 

 
1. Individual faculty members’ records of grades (i.e. grade records showing scores students earned 

on tests and other assignments used to calculate the final grade) must be retained for two years 
after the course is concluded because students have two years to petition a grade. Departing 
faculty members should turn these records in to their department. 

2. Graded materials that have not been returned to students must be retained for sixteen weeks after 

http://www.sinclair.edu/about/offices/grants-development/
http://www.sinclair.edu/about/offices/grants-development/
https://www.sinclair.edu/about/offices/records-management/retention-of-business-records/
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the course is concluded in case students have questions or decide to review those documents. 
Faculty are not required to allow students to keep exams but must return other work upon the 
student’s request. 

 
Faculty may also be required to manage other types of college records. For a complete description of 
college records requirements, see the records retention policy. 

 

Secure, confidential destruction of college-related materials is available through the archivist. 
 

8.10 Acceptable Use of Information Technology 
 

To manage its information technology resources, Sinclair Community College has an Acceptable Use 
of Information Technology Policy. The Acceptable Use of Information Technology policy is binding upon 
all employees, and faculty should make themselves familiar with all of its provisions. The complete 
policy is published here. 

 

8.11 Faculty Communication Obligations 
 

The comprehensive communication resources provided by Sinclair to faculty and staff are essential 
to efficient college operation and faculty performance. All faculty members are expected to promptly 
attend to voicemail, e-mail, and traditional (hard copy) mail communications and to keep those 
communication systems cleared and available for communication from students, colleagues, and 
college officials. 

Faculty are encouraged to check college mail and email throughout summer months and breaks 
between terms for important communications from students, the college, faculty committees, 
and others. 

 
8.12 Department/Program Review 

 
Members of each academic department/program at Sinclair Community College participate in 
a comprehensive review of the department every five years and submit annual updates on the 
department’s progress between formal reviews. The purpose of this process is to support and verify the 
continuing development of academic departments and their assessment of student learning. Consistent 
with the expectations of the Higher Learning Commission which accredits Sinclair Community College, 
every department must assess student learning outcomes on an on-going basis and use the results 
of those assessments to make changes to improve student learning. The department/program review 
process supports and reinforces department assessment practices. 

Sinclair Community College’s department/program review process includes the following steps: 
 

1. An environmental scan. 
 

2. A review of data on the department’s productivity and outcomes. 
 

3. A self-study process and preparation of a report of the results of that self-study. 

https://www.sinclair.edu/about/offices/records-management/retention-of-business-records/
https://it.sinclair.edu/it/assets/File/it-Policy/IT%20Acceptable%20Use%20Policy%20and%20Procedures%202025%20Printable_2.pdf
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4. A review by a team of faculty and staff from outside the department. 

 
5. Commendations and recommendations from the Chief Academic Officer regarding the 

department’s work. 

All faculty in the department participate in this review process, as well as on-going assessment of how 
well the department is helping students learn, persist, and succeed. 

 
SECTION 9: DEPARTMENT CHAIRS 

 
9.1 Role of Department Chairs 

 
The department chair reports to the academic division Dean and supervises the full-time and adjunct 
faculty and staff members in addition to teaching, to fulfill his/her contractual obligation. The department 
chair, as are other full-time, tenure-track faculty, is evaluated through the Faculty Performance 
Review process. 

 
Responsibilities that are common to many but not all chairs are listed below. 

 
1. Administrative Responsibilities 

 
a. Leads the department by serving as the catalyst for promoting the mission of the 

department in support of the division and college’s overall mission. 

i. Promotes the professional growth and development of the department in 
keeping with the high level of educational standards established by the division 
and the college. 

ii. Develops, revises, and implements educational goals and objectives established 
by the department and consistent with divisional and college goals 
and objectives. 

iii. Convenes and conducts departmental meetings to further fulfill departmental 
responsibilities as an integral part of the college. 

iv. Coordinates with department faculty preparation for the Program Review 
process, including the written self-study document submitted every five years 
and the Annual Updates. 

v. Ensures compliance with accrediting, licensing, and credentialing agencies’ 
requirements and reports as required. 

b. Manages the day-to-day operations of the department serving as the steward of the 
department’s human, fiscal and physical resources. 

 
i. Provides leadership for faculty development of curriculum as related to student program, 

and/or community needs. 
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ii. Compiles course schedules each term, with input from faculty in order to meet 
the needs of students, programs, and the community. 

iii. Staffs all courses according to faculty workload guidelines, established policy 
and procedures. 

iv. Initiates staffing full-time and adjunct faculty positions according to established 
policy and procedures. 

v. Fulfills responsibilities for preparation of and managing the approved 
departmental budget with input from departmental faculty. 

vi. Seeks departmental faculty input into department matters. 

vii. Manages laboratories, equipment, and supplies where appropriate, to ensure 
their efficient usage; coordinates and supervises lab technicians. 

viii. Oversees the assignment of designated classrooms and laboratories 
during scheduling. 

ix. Provides assistance in drafting proposals for funding and supervises utilization 
of monies received in cooperation with the academic division Dean and 
department faculty. 

x. Assumes responsibility for selecting, ordering, and evaluating instructional 
materials for the department with departmental input. 

xi. Stays current with institutional software applications, such as CMT, Datatel. 

xii. Works to resolve student concerns and complaints. 
 

c. Coordinates Curriculum development on the class and program level, which is regularly 
assessed for effectiveness in meeting community need, as well as program and general 
education outcomes. 

i. Assists in developing, offering, and managing programs, courses and 
continuing education. 

ii. Coordinates support of general education and elective course requirements for 
the program, coordinating with the faculty and department chairpersons of the 
program-related courses to ensure that those courses are in alignment with the 
program learning objectives and outcomes. 

 
iii. Reviews the Master Course Inventory annually to identify courses that have not 

been offered in the previous two years and initiates the process for removing 
any course which does not merit retention. 

 
d. Represents the department to the college and community, serving as its advocate and 

communication link between its various constituents, including professional contacts, 
accrediting bodies, advisory committees and/or transfer institutions. 
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i. Serves as the department’s representative at the Chairperson’s Council, 
divisional, and college meetings. 

ii. Maintains liaison with colleagues in other local institutions of higher learning to 
enrich the dialogue between the institutions. 

iii. Develops and maintains contacts and regularly scheduled meetings with 
advisory committees and affiliate groups as appropriate. Develops contacts and 
maintains liaison with agencies or programs. 

iv. Maintains liaison with career-related agencies Maintains liaison with colleagues 
in other local institutions of higher learning to enrich the dialogue between 
the institutions. 

v. Maintains professional organization contact and rapport for purposes of 
accreditation, licensing, and knowledge. 

vi. Creates and updates articulation and affiliation agreements. 
 

e. Supervises and evaluates the full-time and adjunct faculty and staff within 
the department. 

 
i. Conducts annual faculty/staff performance reviews according to college policy. 

ii. With appropriate flexibility, participates in and/or conducts the orientation and in- 
service training of all new faculty in the department. 

iii. Manages support personnel. 
 

f. Assists colleagues across campus with student and workforce development, recruiting 
and retaining students and helping them achieve their goals of graduation, skills training, 
transfer or personal enrichment. 

i. Assists in job placement functions for in-service internships and graduates. 
ii. Conducts recruitment, selection, orientation, and advising of students and 

evaluating student transcripts for graduation. 

g. Encourages and facilitates staff and faculty development that improves student learning 
and the vitality of the curriculum. 

i. Supports department faculty as community resource persons in their respective 
areas of expertise. 

h. Serves as advocate for the students, faculty, staff and administration of the college, 
mediating conflicts and providing a bridge between the various constituents of 
the college. 

i. Assists the academic division Dean in assuming appropriate responsibilities as 
needed for the advancement of the department, division and college. 

ii. Performs any other appropriate responsibility as may be requested by the 
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respective Dean. 

iii. When applicable, assumes additional duties and responsibilities for reassigned 
time activities. 

2. Instructional Responsibilities (appropriate to those having instructional responsibilities) 
 

Instructional responsibilities will be consistent with the guidelines as established and recorded in 
the Faculty Handbook. 

 
3. Divisional and College Activities 

 
The department chairperson is responsible for attending/participating in division and college 
activities as appropriate. 

4. Qualifications 
 

a. Academic: Master’s degree or its equivalency in demonstrated professional 
competence. (The adequacy of the equivalent in professional experience will be 
determined by the Chief Academic Officer upon the recommendation of the division 
Dean and with the approval of the President). 

b. Experience: Prior teaching experience in a university or community college in at least 
one of the disciplines included within the department and successful administrative/ 
supervisory experience. 

c. Personal: Demonstrates creative and innovative approach to management, 
leadershipand professional development; works with colleagues effectively; maintains 
professional attitude toward the field, colleagues, and college. 

 
5. Salary and Reassigned Time 

 
a. In addition to the faculty salary, a stipend is provided for additional administrative 

responsibilities (see Section 6.2). 

b. Reassigned time is provided and is based upon a process administered by the Chief 
Academic Officer. 

 
9.2 Procedures for the Selection of Department Chairs 

 
Chairs Search Committee Membership 

 
For the selection of a department chair, a search committee will be appointed by the academic division 
Dean, with the approval of the Chief Academic Officer. The membership of this committee will be 
constituted as follows: 

 
1. At least four tenured or tenure-track faculty from the department involved. If the department has 

fewer than four tenured or tenure track faculty, then all tenured and tenure-track faculty will 
be appointed. 
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2. One member to be a tenured or tenure-track faculty member from another department within the 

division. This committee member will not be a department chair. 

3. One member to be a chair from that division. 
 

4. At the discretion of the division Dean, one member will be from the advisory committee if an 
advisory committee is in place. This committee member will not be an employee of the college. 

 
5. If the total number of committee members is less than four, then additional tenured or tenure-track 

faculty from a related department will be recommended to the division Dean by the 
department faculty. 

 
For those cases in which a new department is being formed, members of the search committee will be: 

 
1. One chair from the division within which the department is being created. 

 
2. A representative from the community, if deemed appropriate by the division Dean. 

 
3. Four tenured or tenure-track faculty from related departments. 

 
The chair of the committee will be a faculty member (may be a faculty member who is a chair) of that 
division chosen by the committee from among its members. Persons not on the search committee may 
not attend any of the committee meetings without an invitation by the committee chair. The first meeting  
 
of the committee will be convened and chaired by the academic division Dean, who will be excused 
upon the selection of a committee chair. A representative from Human Resources will provide an 
orientation to college search procedures. 

Search Committee Guidelines for Procedures  
 

In consultation with the search committee, a determination will be made by the division Dean and 
the Chief Academic Officer to determine whether the search for a new department chair will be 
conducted within or outside of the college. “Within the college” is defined as limiting the search to 
college employees. “Outside of the college” broadens the search to include other qualified 
individuals as well as college employees. In consultation with the committee, the Dean will be 
responsible for preparing the announcement of the vacancy with a position description, minimum 
qualifications, and final date for application. This announcement will be forwarded to the Office of 
Human Resources. 

The position announcement for a search within the college will be posted in college communications. 
The position announcement for a search outside of the college will also be posted in college 
communications, will be distributed to all approved part-time faculty and to advisory committee 
members in the department, and will be sent to all appropriate local organizations, colleges, and 
universities as recommended by the Equal Employment Opportunity (EEO) Officer. The position will 
also be advertised in regional newspapers and national publications where appropriate. 
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Consistent with EEO guidelines, the committee will make a good faith effort to include minority 
candidates as well as persons from both sexes. Where the procedures outlined above do not succeed 
in attracting minority applicants or persons from each sex, the committee chair and division Dean shall 
consult with the EEO Officer regarding additional efforts to be made in this regard. 

The committee will review applications to determine which candidates are to be interviewed and 
establish times for these interviews. 

As part of the committee’s process, it will provide an opportunity for the faculty of the department to 
meet with and provide written feedback to the committee on each candidate interviewed. Upon 
completion of its deliberations, the search committee will recommend to the Dean at least two 
individuals for the position. In searches that result in a very small pool of applicants, the Dean may 
choose to accept a recommendation by the committee of a single candidate. The search 
committee chair and Human Resources will be responsible for verifying the credentials (e.g., 
licenses) of those candidates being recommended for the position. 

The academic division Dean will interview all candidates recommended by the search committee. 
Following the interviews, the Dean will discuss the committee’s recommendations with the committee 
as a whole. The Dean will then perform a reference check and discuss the recommended candidates 
with the Chief Academic Officer and will recommend one candidate for the position. The Chief 
Academic Officer will review the credentials of the candidate recommended by the Dean and, if in 
agreement with the recommendation of the Dean, interview the recommended candidate. 

If the Chief Academic Officer concurs with the recommendation of the Dean, the candidate will be 
appointed by the Chief Academic Officer. Appointments are final upon the signing of the contract by the 
Chief Academic Officer and the candidate. 

If the Chief Academic Officer, the academic division Dean, or the search committee determines that 
none of the candidates is satisfactory, they may request that the initial search procedure be continued 
or reopened according to the previously stated procedures. 

 
SECTION 10: LEAVES 

 
10.1 Sabbatical Leave 

 
A sabbatical leave is intended for the mutual benefit of the college and the faculty member granted 
leave. The purpose of sabbatical leave is to provide for the enrichment and professional development 
of faculty promoting curricular and/or institutional revitalization. Sabbatical leave allocates time for 
activities that normal duties would prevent including formal education and the acquisition of expanded 
and/or new skills; creative activities such as planned travel or writing; and contributions to improve and/ 
or refocus instructional, institutional or public service activities in accordance with the mission of 
the college. 

 
Full-time tenured or tenure-track faculty who have completed seven years of full-time continuous 
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service from original appointment or after a previous sabbatical may submit an application for 
sabbatical. Even though application for sabbatical leave may be made during the seventh year of full- 
time continuous employment, the effective date of the sabbatical may not begin until seven years of 
service are completed. Time granted for other types of leave, other than paid sick leave, shall not be 
included in the calculation of the required seven years of service. Time on leave due to military 
service, jury duty, or paid or unpaid leave approved under FMLA will not be counted in the seven 
years, nor does it cause the calculation of the seven-year period to be restarted. 

Sabbatical leaves may be granted by the Chief Academic Officer when such leaves are judged to be in 
the best interests of the college. The number of employees who may be granted sabbatical leave in any 
year shall in no way impair the effectiveness of the instructional program at Sinclair 
Community College. 

 
Guidelines 

 
Guidelines and applications for sabbatical leave are available in Forms Central in the Sinclair intranet. 

 
Requests for sabbatical leave must be submitted to the Sabbatical and Professor Emeritus Committee 
by March 1. 

A sabbatical leave may be granted for one or two semesters of the college calendar year. Each request 
must contain a specific plan for the professional improvement of the individual while on leave as well  

as indicate any auxiliary income anticipated during the leave. The Committee will ascertain that all 
guidelines for sabbatical leave have been adhered to before making recommendations to the Chief 
Academic Officer. Within sixty (60) days from the completion of the leave, a written report will be 
submitted to the Committee through the office of the Chief Academic Officer detailing accomplishments 
in relationship to the approved goals and activities of the sabbatical leave. 

Each person requesting sabbatical leave must agree in writing to return to Sinclair Community College 
for one year of service after such leave. If any significant changes in the sabbatical plan are desired, 
notification must be sent to the Chief Academic Officer to verify support before proceeding. 

 
Selection Guidelines 

 
The following will be considered in awarding sabbatical leaves: 

 
1. Value of proposed activity to the college 

 
2. Seniority 

 
3. Assurance from department chair, in a written letter, that the function or position requirements 

can be handled during absence without impairing the operation of the college. If the applicant is  
a department chair, the letter should come from the Dean of the division. 
 

4. Likelihood that the proposed activities can be completed well and within the length of time 
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requested in the leave. 

Length of Leave and Compensation 
 

Sinclair Community College will compensate sabbatical leaves as follows: 
 

Duration of Leave Salary 

One Academic Year One-half salary 

 
One Semester 

 
Full pay 

 
Duration of leave does not include the summer term. Salary payments will be made on the regular 
college pay dates. 

 
Monies received from any source by an individual on sabbatical leave cannot exceed the amount he/ 
she would normally expect to receive from the college. Fellowships, grants-in-aid, or earned income to 
assist the purpose of the sabbatical may be permissible with prior approval from the Chief 
 
Academic Officer. 

 
Benefits Status 

 
Faculty on sabbatical leave are understood to be working on approved college responsibilities. 
Therefore, upon completing sabbatical leave, the faculty member resumes their 
previous responsibilities. 

 
Time on sabbatical leave will count as regular service and will not interrupt the individual’s progress 
through the salary range. 

 
The acceptance of a sabbatical leave shall in no way jeopardize eligibility for merit, tenure or retirement 
status. Hospitalization and insurance shall be continued during the period of sabbatical leave as though 
the employee were on full-time active status. 

 
TIAA/CREF, State Teachers Retirement System (STRS) of Ohio, and Social Security contributions 
will be paid on the salary received. Note, STRS employees must submit a Notification Form 3345.28 
before taking sabbatical leave. This form is available in the Human Resources office. An individual on 
a reduced salary plan may choose to pay any additional withholding amount which may be required to 
maintain retirement benefits at the normal level. 

10.2 Political Leave 
 

Any faculty member seeking state or federal elective office will be required to take a leave of absence 
without pay during the period of the campaign, this time extending through the end of the 
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current semester. 
 

Such faculty member is guaranteed the right of return to the position he/she/they held in absentia 
should he/she/they lose the election, providing he/she/they continues to meet the college standards 
and requirements in that position. 

 
1. Tenure, rank, years of service, and personnel review status existing at the time the leave began 

shall be resumed. 
 

2. Leave time shall not be counted as college service time for promotion and tenure eligibility. 
 

3. The faculty member should contact the public retirement system for information on the effect of 
leave time on pension benefits. 

 
If the faculty member wins the election, the faculty member’s employment status will be determined 
based on applicable law. 

 
SECTION 11: PROFESSOR EMERITUS 

 
11.1 Professor Emeritus 

 
Policy 

 
Emeritus is a title which may be conferred on selected retired faculty whose records of accomplishment 
reflect distinguished service to the college. 

 
Procedure 

 
1. The Professor Emeritus selection criteria include the following: Completion of ten or more years of 

service at the college in an instructional capacity. 

a. Attainment of tenure. 

b. Attainment of the rank of Associate Professor or Professor. 

c. Distinguished accomplishments in teaching, service to the college, and service to faculty 
member’s discipline or profession. 

2. Nominations are made by submitting a nomination letter to the Chief Academic Officer. This letter 
should include suitable detail to appropriately describe the qualifications and accomplishments of 
the nominee. 

 
3. Letter of nominations must be received in the Chief Academic Officer’s office not later than 5 p.m. 

on March 1. If March 1 occurs on a weekend, then the deadline is 5 p.m. of the next business day. 
 

Privileges Accorded 
 

1. A permanent college identification card. 
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2. Use of the Library and use of college computer facilities for academically related studies during 

specified open time periods. Use of the Physical Activities Center during the specified open 
time periods. 

3. A free parking pass. 
 

4. Tuition waiver for retiree, spouse, and dependent children. 
 

5. Complimentary passes to college-sponsored activities such as sporting events and Blair Hall 
productions, when possible. 

 
6. Use of office space, if available. 

 
 

SECTION 12: SEVERANCE, SUSPENSION, AND TERMINATION OF TENURE 
 

12.1 Severance, Suspension, and Termination of Tenure 
 

A. Suspension 
 

1. Suspension of a tenured or tenure-track faculty member shall occur when a faculty member’s 
continued presence threatens harm or disruption to the college, students, employees or others, as 
determined by the Chief Academic Officer and with the approval of the President of the College. 
Examples of circumstances which may lead to suspension include but are not limited to, sexual 
harassment or sexual misconduct, significant work performance problems, use of illegal drugs, or 
other illegal activity. 
 

2. Suspension shall not be used to restrain faculty members from their exercise of academic freedom, 
as defined in this Faculty Handbook. 

 
3. At the time of suspension, a written statement of the reason(s) for the suspension shall be provided 

to the suspended faculty member by the Chief Academic Officer. This statement must be related 
directly and substantially to the fitness of the faculty member to exercise his/her/their duties. The 
Chief Academic Officer shall promptly provide a copy of the written statement to the President of 
the Faculty Senate. 

B. Work Duties, Pay and Benefits during Suspension 
 

1. While suspended, the faculty member will be released from all assigned duties at the college. 
 

2. While suspended, the faculty member will be paid his/her/their base salary and receive all 
applicable employee benefits, but will not be paid any stipends, overload, summer payload, or 
other supplemental pay. However, any stipend, overload, summer payload, or other 
supplemental pay earned prior to the suspension will be paid in the next pay cycle, on a prorated 
basis, 
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where applicable. 
 

3. Arrangements regarding coverage of the faculty member’s teaching or other assigned duties during 
the period shall be the responsibility of the College. 

 
C. Review of Suspension 

 
1. The faculty member may request to have a suspension reviewed by a committee of faculty peers. 

To initiate this review, the faculty member must notify both the Chief Academic Officer and the 
President of Faculty Senate, in writing, within ten (10) working days of his/her/their receipt of the 
written statement regarding the suspension that he or she is requesting the review. If no request is 
received during this time period, the review will be deemed to be waived, and the suspension shall 
remain in effect. 

2. Within ten (10) working days after the faculty member’s request for review, the President of 
the Faculty Senate shall convene an ad hoc Suspension Committee and select the committee 
chairperson. The Suspension Committee shall consist of three members: (1) one tenured faculty 
member appointed by the chief academic officer, (2) the Faculty Senate President or another 
tenured or tenure track faculty member designated by the Faculty Senate President, and (3) the 
Faculty Senate Personnel Committee Chair or another tenured or tenure track faculty member 
designated by the Faculty Senate Personnel Committee Chair. 

 
3. Within ten (10) working days after the appointment of the Suspension Committee, the committee 

shall meet to consider the circumstances leading to the suspension and recommend further action 
as set forth below. The faculty member and the Chief Academic Officer shall be notified in writing, at 
least five working days in advance, of the date and time of the meeting. 

4. If the faculty member does not attend the meeting, the request for review by the Committee will be 
deemed to be withdrawn, and the suspension shall remain in effect. 

5. The following procedures shall apply at the meeting: 
 

a. A representative of the College shall explain the reasons for the suspension and may 
present verbal or written information for this purpose. The faculty member has the right 
but is not obligated to ask questions of the College representative. 

b. The faculty member has the right but is not obligated to provide either verbal and/ 
or written information as to why he/she/they should not be suspended. The 
College representative has the right but is not obligated to ask questions of the 
faculty member. 

c. The College representative and the faculty member have the right but are not obligated 
to present witnesses who have information relevant to the issues before the Committee. 
Any witnesses may be questioned by the college representative and/or the 
faculty member. 
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d. The College representative, the faculty member, and any witnesses shall respond to any 
questions of the Committee members. 

e. If the faculty member intends to have a representative or attorney with him/her at the 
meeting of the Suspension Committee, the faculty shall notify the chief academic 
officer in writing at least three working days prior to the meeting and provide the name, 
address, and telephone number of the representative or attorney. The meeting or 
hearing may be rescheduled so that the faculty member’s representative or attorney, or 
the College’s attorney may be present. Any rescheduling will not affect the suspension of 
the faculty member or the College’s ability to continue with its investigation or review of 
the faculty member’s conduct. 

f. Neither the faculty member’s representative or attorney, nor the College’s attorney may 
participate directly in the meeting, and their role is limited to observing and advising the 
faculty member or College, as applicable. 

g. The final authority regarding procedures not described above rests with the Suspension 
Committee Chairperson. 

 
 

6. If, following the presentation of witnesses and questioning, the Committee determines that it may 
need additional information to reach a recommendation, the Committee chair shall discuss with the 
faculty member and the College representative jointly whether additional information is available 
and, if so, how and when it will be provided to the Committee. The Committee Chair, the faculty 
member, and the College representative shall cooperate for this purpose. However, neither the 
faculty member nor the College representative can be required to provide additional information, 
and the recommendation of the Committee shall not be unreasonably delayed. The Committee may 
schedule another meeting for the purpose of receiving the additional information or it may set a 
deadline for receiving the additional information in writing. 

7. Within five (5) working days after the meeting is completed, including the receipt of any additional 
information, the Committee shall recommend in writing to the Chief Academic Officer whether 
the suspension should remain in effect pending termination, or the faculty member should be 
reinstated. A recommendation for reinstatement may include conditions and/or requirements to be 
met by the faculty member. 

8. Within ten (10) working days of receipt of the Committee’s recommendation, the Chief Academic 
Officer shall notify the faculty member whether the suspension will remain in effect pending 
termination or whether the faculty member will be reinstated. 

 
12.2 Termination of Employment and Tenure of Faculty Member 

 
1. Following consideration of the recommendation from the Suspension Committee, a decision to 

terminate the employment and tenure of a tenured or tenure-track faculty member may be 
made by the Chief Academic Officer. 
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2. Termination will not be used to restrain faculty members in their exercise of academic freedom. 
 

A. Notification of Termination 
 

1. The faculty member shall be provided with a written notification from the Chief Academic 
Officer which states the reasons for the termination. Such reasons must be related directly and 
substantially to the fitness of the faculty member to exercise his/her/their teaching or other 
professional duties. The notification must be approved by the President of the College. 

 
2. A faculty member who receives a notification of termination may elect, in writing, within 30 days a (a) resign, 

(b) accept the termination, or (c) initiate the procedure for contesting the termination. If alternative (c) is 
elected, the faculty member shall remain on paid suspension on the terms set forth above. 

 
 

B. Contesting Termination 
 

1. A faculty member who receives a notice of termination and elects to contest the termination shall be 
provided a hearing before the Faculty Grievance Committee. The grievance procedure shall begin 
at the Secondary Level as described in this Faculty Handbook.(Section13.2) 

 
2. The burden to establish the reasons for the termination is on the College. The standard for the 

burden of proof is by a preponderance of the evidence. The College may establish the reasons 
for the termination through the presentation of witnesses, documents, or verbal summaries of the 
results of the review or investigation. The presentation by the College may be done or coordinated 
by any College employee or by legal counsel for the College. 

3. At any point in the process, the decision to terminate may be withdrawn by written notification to the 
President of the College and to the affected faculty member. 

 
4. At any point in the process the faculty member may resign or accept the termination. 

 
C. Suspension/Termination for alleged violation of College Sexual Harassment and Sexual 
Misconduct Policy 

1. If the reason(s) for the suspension or termination of a faculty member include a violation of 
the College’s Sexual Harassment and Sexual Misconduct Policy based on any of the following 
prohibited conducts listed in that policy: (1) dating violence, (2) domestic violence, (3) sexual 
assault, or (4) stalking, the following procedures apply. 

 
2. The person who is the Complainant under that Policy shall be: 1) informed in writing of the date, 

time, and place of any meeting of the Suspension Committee or any hearing of the Faculty 
Grievance Committee which the faculty member is permitted; 2) permitted to attend any such 
meeting or hearing; 3) permitted to bring an advisor of their choice to the meeting or hearing, who 
shall be permitted to advise the Complainant but shall not be permitted to participate in the meeting 
or hearing; and 4) permitted to make a statement at any such meeting or hearing about the actions 
of the faculty member pertaining to the Complainant. 

3. If the Complainant attends a meeting or hearing and chooses to make a statement, the Committee 
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members may ask questions of the Complainant. No direct questioning of the Complainant by the 
Faculty member or any representative of the Faculty member and no direct questioning of the 
Faculty member by the Complainant or the Complainant’s advisor shall be permitted. 

4. The Grievant shall be informed prior to any meeting of the Suspension Committee or any hearing of 
the Faculty Grievance Committee if the Complainant has indicated he or she intends to attend. 

5. Upon request of the Complainant, the College may arrange for the Complainant to be in a separate 
room from the faculty member during the hearing and participate using audio or 
audio/visual methods. 

 
12.3 Termination of Tenured or Tenure Track Faculty Member other than for Cause 

 
A. Other than for Cause 

 
1. Apart from termination for cause, termination of a tenured or tenure track faculty member may 

also be based on financial exigency of the college or bona fide discontinuance of a program or 
department of instruction. Faculty who have achieved tenure are eligible to apply for reassignment 
under the Retrenchment Policy in section 6.4 of the Faculty Handbook. Tenure track faculty may 
be eligible to apply for reassignment under the Retrenchment Policy in section 6.4 of the Faculty 
Handbook. 

2. A faculty member shall be notified of a termination on either of these bases prior to February 1 of 
the academic year of the termination. 

 
SECTION 13: FACULTY GRIEVANCE 

 
13.1 Faculty Grievance Committee 

 
1. The Faculty Grievance Committee constitutes an impartial hearing board solely for the purpose of 

hearing grievances brought forth by an individual faculty member or group of faculty members. The 
grievant(s) must be faculty members with representation in the Faculty Assembly. 

2. The committee is composed of eight (8) elected members from the Sinclair Community College 
Faculty Assembly who have achieved tenure. The membership on the committee is comprised of 
two (2) elected members from each academic division. Terms of office will be for two academic 
years, elected on a rotational basis. 

3. Every year, each division shall elect an alternate who will serve on the committee only if an elected 
member is unable to serve. The alternate shall be the person who finishes next in voting at the 
division elections. 

4. This committee is separate from the Faculty Personnel Committee, whose duties are found in 
Article IV of the Constitution and Bylaws of the Sinclair Community College Faculty Assembly. 
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13.2 Faculty Grievance Procedure 
 

A. Purpose 
 

1. Faculty members are encouraged to attempt to resolve disputes informally with colleagues, 
department chairs and College administrators prior to filing a grievance. (Reference Faculty 
Handbook, Part B, Section B.9, Informal Conflict Resolution.) 

2. The faculty grievance procedure provides an alternative dispute resolution process designed to 
address disputes efficiently at the lowest possible administrative level. 

 
3. The grievance procedure is respected as a valuable mechanism for dispute resolution within the  

College. It is the right of any faculty member to take grievable disputes to the formal grievance 
process. Faculty members shall not be discouraged from pursuing any bona fide grievance by any 
department chair, College administrator, or other person that could be named in the grievance. 
The use of grievance procedures shall not negatively influence a faculty member’s performance 
evaluation or other rights and privileges within the college. 

4. The faculty grievance procedure shall be treated with high priority by all persons involved and 
shall proceed expeditiously. All time deadlines included in the faculty grievance process should 
be observed to the greatest extent reasonably possible. However, the failure of the grievant, the 
Faculty Grievance Committee or the College to meet those deadlines despite a good faith effort to 
do so shall not terminate the faculty grievance procedure in a particular case or prejudice the rights 
of the grievant. 

5. Complaints or concerns related to discrimination, sexual harassment or sexual misconduct by or 
against a faculty member are not subject to the faculty grievance procedure. Any complaint or 
concerns about those matters shall be directed to the employees identified in the College’s Sexual 
Harassment and Sexual Misconduct Policy or Employee Harassment Policy and Procedure. 

B. Definitions 
 

1. “Grievance” is a claim or complaint by faculty member(s) as to the application of the provisions 
of the Faculty Handbook or any written agreements made by the college with the faculty member 
or members making the claim. For example, a decision concerning the award of merit is not a 
grievable matter: however, the adherence of the merit committee to the prescribed procedures may be 
grievable. 
 

2. “Grievant” is the faculty member or members making the grievance. 
 

3. “Faculty” is any person who is a tenured or tenure track faculty member as defined 
in this Handbook. 

 
4. “Determination” is the decision to support or not support, in whole or in part, a grievance, made at 

any level of the grievance procedure (primary or secondary), or a decision that the claim does not 
meet the definition of a grievance under these provisions. 
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5. “Working day” is any weekday, Monday through Friday, excluding holidays or other days when the 
College is officially closed. 

 
 

C. General Provisions 
 

1. A grievance will be handled in the prescribed manner and includes two levels. The first level shall 
be called “primary” and the second level shall be called “secondary.” 

 
2. A grievant may at any step of the grievance procedure have with him/her another tenured or tenure 

track faculty member to observe and assist in clarification of issues. In addition, or alternatively, a 
grievant may at any step of the grievance procedure have with him/her an attorney. The grievant’s  

 
representative or attorney may not participate directly in any meeting or hearing under the 
grievance procedures, and the role of the representative or attorney will be limited to observing and 
advising the grievant. 

a. If the grievant intends to have a representative or attorney with him/her, the grievant 
shall notify the chief academic officer in writing at least three working days prior to 
the meeting or hearing and provide the name, address, and telephone number of the 
representative or attorney. The College may have an attorney present at the meeting 
or hearing, and the meeting or hearing may be so that the College attorney may be 
present. The College attorney may not participate directly in any meeting or hearing 
under the grievance procedures, and the role of the College attorney will be limited to 
observing and advising College employees. 

3. No faculty member who has been involved in a decision that is the basis of the grievance or has 
served as a representative of the grievant at any step of the grievance procedure for the current or 
any prior grievance shall serve as a committee member in any determination made by the Faculty 
Grievance Committee involving that same grievant. 

4. The timing of each of the steps along the procedure may be extended by mutual consent of the 
faculty member and the college employee who is responding to the grievance, or by the College for 
good cause shown. 

 
5. All discussions, recordings, records, and other documents with respect to a grievance shall be kept 

confidential by all persons involved, to the extent permitted by law. 
 

D. Procedure 
 

1. A faculty member who wishes to initiate the grievance procedure must use the Grievance 
Committee Information Sheet available on Forms Central on Sinclair’s Intranet. This form shall be 
used by the faculty member for Steps I, II, and III of the primary level of the grievance procedure. 

 
2. Level of Grievance 

 
a. Primary Level 
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Step I: 
 

The grievant may make a written request for a meeting with the department chair to discuss a 
grievance. This request must be made within ten (10) working days of the event or condition causing 
the grievance. The written request must specify the nature of the grievance and identify all 
persons involved. 

 
The meeting between the grievant and the chair shall take place within ten (10) working days after the 
request for meeting is received. 

The chair shall issue to the grievant a written determination on the grievance within ten (10) working 
days after the conclusion of the meeting, with copies sent to Human Resources Director, chief 
academic officer, academic division Dean, and President of the Faculty Assembly. 

Step II: 
 

The grievant may appeal the determination made in Step I to the academic division Dean. The 
appeal must be made in writing and submitted to the Dean within five (5) working days after the 
grievant’s receipt of the chair’s determination in Step I. 

Within ten (10) working days after it the appeal is submitted; the Dean shall meet individually with the 
grievant. The Dean may also choose to meet individually with any other persons involved, or 
collectively with the grievant and any other parties involved, or with the chair who conducted the prior 
step of the grievance. Any such meetings shall be held as soon as possible after the Dean meets 
individually with the grievant. 

The Dean shall issue to the grievant a written determination on the grievance within ten (10) working 
days after the last meeting with any of the persons listed above, with copies sent to the Human 
Resources Director, chief academic officer, department chair, and President of the Faculty Assembly. 

Step III: 
 

The grievant may appeal the determination made in Step II to the Chief Academic Officer. The appeal 
must be made in writing and submitted to the chief academic officer within five (5) working days after 
the grievant’s receipt of the determination in Step II. This appeal shall be heard by the chief academic 
officer within ten (10) working days after it is received. 

 
The Chief Academic Officer shall meet individually with the grievant and may also choose to meet 
individually with any other persons involved, collectively with the grievant and any other persons 
involved, or with the chair or Dean who conducted the prior steps of the grievance. The chief 
academic officer may also choose to meet with the grievant and any other parties involved, or with the 
chair or Dean who conducted the prior step of the grievance. Any such meetings shall be held as soon 
as possible after the Chief Academic Officer meets individually with the grievant. 

 
The Chief Academic Officer shall issue to the grievant a written determination within ten (10) working 
days after the last meeting with any of the persons listed above, with copies sent to the Human 
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Resources Director, academic division Dean, department chair, and President of the Faculty 
Assembly 

b. Secondary Level 
 

Step I: 
 

If a grievant wants to continue the grievance process after the Primary Level, the grievant must file 
a written statement of the grievance with the chief academic officer and the President of the Faculty 
 
Assembly within ten (10) working days after receipt of the determination issued in Step III above. The 
grievant must submit along with the statement copies of his or her original grievance statement and all 
the determinations made in Steps I, II, and III above (see Grievance Committee Information Sheet). 
The chief academic officer will send copies of the written statement (without the attached copies) to the 
Human Resources Director, academic division Dean, and department chair. 

Step II: 
 

The Faculty Grievance Committee, upon receipt of the written grievance, shall meet within ten (10) 
working days to determine if all preceding steps of the grievance procedure have been completed. If 
it is determined that those steps have not been completed, the matter shall be returned to the chief 
academic officer with a recommendation about how and at what step the grievance should proceed. If it 
is determined that those steps have been completed, the Faculty Grievance Committee shall inform the 
grievant, the Chief Academic Officer, and the Human Resources Director in writing of this determination. 

 
The Faculty Grievance Committee shall hold a hearing no sooner than eleven (11) and no later than 
fifteen (15) working days after issuing its determination regarding completion of grievance steps. 

 
At least five (5) working days prior to the first day of the hearing, the grievant and the College 
representative shall each present to the other all information and/or evidence he or she intends to 
present at the hearing, including a list of all witnesses and a brief summary of their expected testimony, 
and copies of all documents, photos, recordings, or other records he or she intends to provide to 
the Committee. 

 
In cases of a grievance against the recommendations of the Promotion and Tenure Committee, 
the grievant may request two faculty members and two Deans of the grievant’s choice to appear as 
witnesses during the hearing of the Faculty Grievance Committee. 

Unless the grievance pertains to the termination of the faculty member, the burden of establishing the 
grounds for the grievance is on the faculty member. 

 
Within ten (10) working days after the hearing is concluded, the Faculty Grievance Committee shall 
issue a written determination. The committee shall submit its findings along with the determination to 
the chief academic officer, copies of which shall be sent to the academic division Dean, department 
chair, Human Resources Director, other parties involved, and the grievant. 
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Step III: 
 

The chief academic officer shall review the determination of the Faculty Grievance Committee. Within 
ten (10) working days, the chief academic officer shall in writing notify the grievant and the Faculty 
Grievance Committee of his/her determination, with copies being sent to the academic division Dean, 
department chair, Human Resources Director, and other parties involved. 

Step IV: 
 

The grievant may appeal the determination of the chief academic officer to the President of the college  
within ten (10) working days. The appeal is limited to any alleged procedural irregularities in the 
handling of the grievance. Within ten (10) working days, the President shall in writing notify the grievant, 
of his/her determination, with copies being sent to the chair of the Faculty Grievance Committee, chief 
academic officer, academic division Dean, department chair, and Human Resources Director. 

Upon the expiration of any time period to take a grievance to the next level or step of appeal or upon 
the determination of the President, the grievance procedure is completed. 

 
13.3 Faculty Grievance Committee Procedure 

 
A. Preliminary Faculty Grievance Procedure 

 
1. The Faculty Grievance Committee will meet within the first four (4) weeks of Fall Semester of each 

academic year to elect a Committee Chair and review the Faculty Grievance Procedure. 
 

2. Upon receipt of a written grievance statement, the Faculty Grievance Committee Chair shall 
convene a meeting of the committee within ten (10) working days to determine if the Primary Level 
steps of the Faculty Grievance Procedure have been completed. 

3. If a grievance is presented and reaches the step involving the Faculty Grievance Committee 
between graduation and the first day for faculty to work for Fall semester, the ten (10) day period 
for convening the Committee’s first meeting maybe extended in order to enable a quorum of the 
Committee to meet. 

4. The Faculty Grievance Committee shall review all written information pertaining to the grievance to 
determine if the information indicates that there is a cause for grievance. 

5. If the Faculty Grievance Committee finds there is no cause for grievance, the committee shall notify 
the grievant that the grievance has been terminated and that the prior determination stands. 

 
6. If the Faculty Grievance Committee finds there is cause for grievance, the committee shall notify the 

grievant of the date, time, and place of the grievance hearing. 
 

7. The decision of the Faculty Grievance Committee regarding cause shall be made by a simple 
majority vote of the committee. 
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B. Hearing Procedure 
 

1. Two-thirds (i.e., six (6) members) of the membership of the Faculty Grievance Committee must be 
present to convene a formal hearing. 

2. At the request of any party, an audio recording of the hearing will be made for the use of the Faculty 
Grievance Committee to aid in its deliberations. Any recording will be a record of the College and 
will be available to the Committee, the grievant and the chief academic officer. 

 
3. At the commencement of the formal hearing, the Chair of the Faculty Grievance Committee shall  

introduce the parties involved and explain Section C, the Post-Hearing Procedure and the following 
hearing procedures: 

a. The Chair shall determine which party will present relevant information first with regard 
to the grievance. The other party and/or his/her representative shall then have the 
opportunity to answer the grievance and present relevant information. 

b. The Chair shall then give each committee member the opportunity to question any or all 
parties involved in the hearing. No committee members shall interrupt any other member 
during this period of inquiry. 

 
4. Three-fourths of the members of the Faculty Grievance Committee participating in the formal 

hearing must affirm any determination made at that hearing.
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Part B 

B.1 Handbook Changes 
 

Section Page 
# 

Type of 
Change 

Summary of Change Rationale Effective 
Date 

1.3 10 Deletion Removed 1.3, added 
committees listed in 
1.3 but not included to 
1.4 

Clarification due 
to inconsistent 
data between two 
sections. 

Aug. 
2025 

1.3 10 Membership 
Revision 

Changed membership 
of Healthcare 
Committee 

FIT discussion 
with approval 
from Vice 
President Dr. 
Kostic 

Aug. 
2025 

1.3 10 Added 
Committee 

Added School 
Partnership 
Committee 

Accidently 
deleted from 
last version 

Dec. 
2025 

2.1 19 CPA Modified CPAs from 6 
to 4. Added 
minimums for CPAs 

Create 
efficiency and 
align with 
Senate Bill 1 

Dec. 
2025 

2.2 24 Faculty 
Selection 
Process 
Language 
and Policy 
Revision 

DEI Modification 
Removal of equity 
liaisons 

Senate Bill 1 Dec. 
2025 

2.3 25 Language DEI Modification Senate Bill 1  Dec. 
2025 

2.3 25 Policy 
revision 

Changed timeline for 
Grow Our Own 
eligibility to apply for 
promotion 

Aligns with 
timeline for those 
at Instructor Rank 

Aug. 
2025 

3.1-3.5 Entire 
Section 
Revised 

Policy 
Revision 

FPR , Student 
Eval 25%, FIP 
End of Course 
Survey access 
for chairs 

Senate Bill 1 Aug. 
2025 

4.1 44 Policy 
Revision 

Increase number of 
Merit slots from 55% 
to 60% 
 
 

To recognize 
faculty 

May 
2025 



 

 

  

114 

5.1. 
5.5 

47 
52 

Due Date 
Revision 

CPA revisions- 
Promotion and Tenure 
deadlines shifted to 
later in Academic 
Year 

FPR timeline 
was moved to 
spring, this due 
date shifted 

Dec. 
2025 
 
Aug. 
2025 

6.1  56 Workload 
Policy 

75% Faculty Load 
teaching-related SSAs 
to be included in 
overload 

Senate Bill 1 Dec. 
2025 

6.4 63 Reassign
ment 
Policy 

Title changed to 
Retrenchment Policy 
 
Tenure-track eligible 

Senate Bill 1 June 
2025 

7.1 64 Language 
Revision 

Master syllabus 
renamed General 
Syllabus 

Senate Bill 1 June 
2025 

12.1 
12.2 

102 
104 

Language 
Revision 

Addition of the terms 
“tenure or tenure- 
track” to reflect 
position type of faculty 
affected 

To clarify Aug. 
2025 

B 11 123 Policy 
Revision 

Changed timeline for 
supplemental 
retirement procedure 

Aligns with 
current STRS 
guidelines 

May 
2025 
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B.2 Faculty Timing and Action Calendar 

 
2025-2026 

 
August 1: Mini-sabbatical applications including statements of support due to the Center for 

Teaching and Learning Office for award interval of September and October 
 

August 1: Faculty Interim Performance Review (FPR) electronic form available on Forms Central, 
under “Faculty.” 

 

August 20: Fall 2025 Conference 
 
 

August 21: Faculty Learning Day 
 
 

August 25: Full session and A-term classes begin 
 
 

September 1: Campus Closed - Labor Day Holiday 
 
 

September 5: All Interim FPRs to chairs (For departments with 12 or more tenure—track faculty, 
this deadline is extended to October 3) 

 

September 19: All interim FPRs to division Deans (For departments with 12 or more tenure track faculty, this 
deadline is extended to October 3) 

 
September 22: Fall 12-week session begins 

 
 

September 29: Mini-sabbatical applications including statements of support due to the Center for 
Teaching and Learning office for award interval of November and December 

 

October 3: Interim Faculty Performance Reviews (FPRs) from Deans to Provost’s Office 
 
 

October 17: Deans submit FPRs to Provost’s Office for departments with 12 or more faculty
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October 19: Fall semester A-term classes end 

October 20: Fall semester B-term classes begin 

October 31: Interim FPR Summary due to President 

November 11: Campus Closed – Veteran’s Day 

November 26: Classes beginning at 5 p.m. or later are canceled for Thanksgiving Holiday 
 
 

November 27-28: No regularly scheduled classes meet – Thanksgiving Holiday 
 
 

December 1: Division Deans notify faculty of their eligibility to apply for promotion and/or tenure 
 
 

December 1: Mini-sabbatical applications including statements of support due to the Center for 
Teaching and Learning Office for award interval of January and February 

December 14: Full session, 12-Week, and B-term classes end 
 
 

December 17: Grades Due 
 
 

December 22-26: Campus Closed – Winter Holiday 
 
 

January 1: Campus Closed – New Year’s Day Holiday 
 
 

January 12: Spring semester full session and A-term classes begin 
 
 

January 19: Campus Closed – Martin Luther King Holiday 
 
 

January 30: Supplemental Contract requests due for those retiring as of June 1, 2026 
 

 
February 2: Mini-sabbatical applications including statements of support due to the Center for 

Teaching and Learning Office for award interval of March and April 
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February 9: Spring Semester 12-week classes begin 
 
 

March 3: Sabbatical leave request forms due to Provost’s office 
 
 

March 3: Nominations for Professor Emeritus due to Provost’s Office 
 
 

March 6:  All faculty FPRs submitted to chairs on or before March 6 
If completing a Formal in Spring the review:  Option to include significant activities Su 2024,  
Fa 2024 Spring 2025, and Su 2025, Required to include Fall 2025 and Spring 2026  activities  
If completing an Interim in Spring the review: Su 2025 (optional), Fall 2025, and Spring 2026 

  
March 8: A-term classes begin 
 
 
March 9-15: Spring Break 
 
 
March 16: B-term classes begin 
 
 
March 20: Department chairs submit FPRs for Faculty up for Promotion and Tenure to Deans 
 

 
March 27 All FPRs to division Deans. For departments with 12 or more tenure-tenure track faculty this deadline  
                               extended to April 3 
 
 
March 27: Deans submit FPRs for faculty applying for promotion and tenure to Provost 

 
 

April 1: Mini-sabbatical applications including statements of support due to the Center for 
Teaching and Learning Office for award interval of July and August 

 

April 1: Promotion and Tenure applications due 

 
 

April 3: Due date for departments with 12 or more tenure-tenure track faculty submit FPRs 
 
 
April 10: All FPRs from Deans to Associate Provost 
 
 
April 10: FPR due date for departments with 12 or more tenure-track faculty to submit to the Dean 
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April 15: Final date for division Dean to recommend non-renewal of contract of first-year faculty 
 
 
April 30: Promotion and Tenure recommendations to the President 

 
 

May 1: Merit applications submitted to the Provost’s Office by 5 p.m. 
 
 
May 1: Annually Contracted Faculty submit FPR to department chairs 
 
 
May 1: Merit applications due to the Associate Provost 
 
 
May 8: Initial FIP Committee meeting on or before this date 

 
 

May 8: Commencement 
 
 

May 10: Chairperson of Promotion and Tenure Committee recommendations to deny promotion and/or tenure 
shall be made in writing 

 
 
May 10: FPR Summary due to the President 

 
 

May 10: Full session, 12-week, and B-term classes end 
 
 

May 13: Grades due 
 
 

May 25: Campus Closed - Memorial Day 
 
 

May 29: Mini-sabbatical applications including statements of support due to the Center for 
Teaching Learning Office for award interval of July and August 

 
 

June 1: Merit Committee submits recommendations to President 
 
 

June 9: Faculty FPR summary, promotion, tenure, and merit recommendations 
reported to the Board of Trustees 

 
June 15: Faculty notified of merit determination 
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June 19: Campus Closed – Juneteenth 
 
 
June 30: ACF Teaching and Learning Performance Reviews due to the Provost’s Office 
 
 
July 1: Faculty Evaluations of contracted faculty due to the Provost’s Office 
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B.3 Calculation of Class Meeting Time 

 
The length of class meeting time is determined by the Ohio Department of Higher Education (ODHE), 
based on required minutes of instruction per credit hour. Sinclair schedules classes in accordance with 
ODHE requirements, and all classes must meet for the required amount of time specified by the ODHE. 

 
B.4 Curriculum Review/Approval Process 

 
The development of the curriculum is the responsibility of the college’s faculty. To this end, a faculty 
committee called the Curriculum Review Committee, which is a subcommittee of the Curriculum 
Committee, is responsible for reviewing requests for new courses/modules/programs and revisions to 
existing courses/modules/ programs. This committee consists of four faculty members appointed by 
the President of Faculty Senate for three-year terms, and one department chairperson appointed by 
the Chairperson of the Department Chairpersons Council. The committee is chaired by the Assistant 
Provost of Accreditation and Assessment and reviews and recommends curriculum changes on a 
continuing basis. 

B.5 Academic Petition Process 
 

The Academic Petitions Committee will only consider requests to change “F” or “Z” grades to 
withdrawal status (“W”). All other grade disputes must be submitted to the instructor who assigned 
the grade. 

A change of grade may be requested, within the two-year time limit, for emergency circumstances 
that prevent a student from withdrawing by the deadline date or after the deadline. In order to request 
consideration from the Academic Petitions Committee, a student must complete an academic petition 
form located in the Office of Chief Academic Officer and return that form to the same office. The student 
will be asked to submit documentation to verify the circumstances pertaining to the petition. 

 
B.6 Procedure for the Appointment of Adjunct Faculty 

 
Department chairs are responsible for recommending candidates for adjunct faculty appointments 
to Deans and the Chief Academic Officer. Chairs work with the Academic Staffing Coordinator of the 
Human Resources Office to advertise and process applications. Tenured and tenure-track faculty assist 
with this selection process, according to the procedures established within each department. 
 

B.7 Faculty Development Resources 
 

The second Critical Performance Area for tenure-track and tenured faculty is Scholarship and 
Professional Growth. To support the ability of faculty to remain current in their disciplines and 
continuously grow as teachers, the college provides support from several sources. 
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The Center for Teaching and Learning supports the development of Sinclair’s faculty, full-time and 
adjunct, as teachers and members of the academic community. Through an extensive array of 
conferences, workshops, presentations, learning communities, and other events, the Center provides 
opportunity for faculty to explore practices and pedagogies that contribute to successful teaching 
and learning. The CTL and its faculty volunteers are available to individual faculty and to academic 
departments and divisions to provide assistance on a variety of teaching-learning topics. The CTL also 
oversees the Mini-Sabbatical Program, a source of funding for faculty who wish to attend conferences, 
institutes, and similar events as part of their overall professional development. Guidelines and due 
dates for Mini-Sabbatical applications are available through the CTL. In addition to faculty development, 
the CTL also coordinates the recognition of faculty members’ achievements as teachers through its 
awards program. 

Faculty may seek funding for conference attendance through their departments and other college 
sources. As a Board member college of the League for Innovation, Sinclair supports presentations by 
its faculty and staff each year for the League’s conferences. Additionally, conference attendance and 
presentations are often supported as part of grants and contracts. International professional travel may 
be funded on a limited basis for selected activities that are related to the college’s goals for 
international education. 

Membership and participation in professional organizations can be a valuable source of faculty 
professional development. If a faculty member desires to join a professional organization, dues for 
this membership are the faculty member’s responsibility. The college will, on a selective basis, provide 
funding for attending meetings of professional organizations where attendance is clearly related to 
improving the faculty member’s currency in his/her field of study or profession. If the organization is 
one in which the college should have representation, the college may elect to fund an institutional 
membership which, in turn, may benefit the professional development of all faculty in the field 
or profession. 

 
All professional travel must be approved in advance and follow the college’s travel policy, which can be 
found at Forms Central in the Sinclair intranet. 

 
B.8 International Activities 

 
Faculty who are interested in leading student study abroad travel should contact the Director of 
International Education regarding policies and procedures for such travel. 
 

 
B.9 Grants Development Process 

 
Sinclair Community College pursues external funding through grants, contracts, and gifts in order 
to allow the college to undertake initiatives it would not be able to support through its usual funding. 
This work is carried out by the Grants Office which is under the oversight of the Vice President for 
Institutional Advancement. Faculty who are interested in pursuing a grant for a project or initiative 
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should first discuss the initiative with the department chair and academic division Dean to ensure 
it is consistent with department and division goals. The Grants Office can assist with searching for 
external funding sources, the development of proposals, submitting proposals for college review, and 
submission of approved proposals to the funding agency. 

Grants, contracts, and gifts are made to the college rather than to an individual. All proposals or other 
requests to any external funding agency or donor must be first approved by the appropriate college 
administrator as identified by the Grants Office. 

 
B.10 Informal Conflict Resolution 

 
Faculty members should bring to the attention of their supervisor(s), i.e., department chair (or academic 
division Dean if applicable), any work-related conflicts as soon as possible after they arise. If attempts 
to resolve the conflict with the immediate supervisor(s) is/are unsuccessful, the faculty member should 
attempt to resolve the issue with that person’s supervisor. 

 
For potential grievance issues, the faculty member may consult with a faculty senator or senate 
officer for an explanation of what is grievable (see Section 13.2 Faculty Grievance Procedure) and an 
explanation of the formal grievance process. 

If the interpretation of a section of the Faculty Handbook is in question, the faculty member may request 
that the Faculty Senate President submit the question to the Personnel Committee of the Faculty 
Senate for additional clarification. The findings of the Personnel Committee constitute an opinion that 
may be useful in informally resolving the issue, but they are not binding. 

Issues related to discrimination, sexual harassment, or other potentially illegal behavior should be 
reported directly to the Director of Human Resources. 

B.11 Retirement 
 

A faculty member who chooses to retire is requested to do so effective at the end of an academic 
term. Sixty days written notice is requested and should be sent to the office of the Chief Academic 
Officer. 

 
Full-Time Reemployment of College Retirees 

 
A retired faculty member may apply for full-time employment with the college under the same hiring 
procedures as any other applicant. Reemployment may have financial consequences related to social  
 
security, income taxes, and retirement benefits through the State Teachers Retirement System that the 
retired faculty member should thoroughly investigate. 

Supplemental Retirement Contract 
 

After retirement, a full-time faculty member as defined by this handbook is eligible to apply to teach 
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on a temporary, part-time basis under a Supplemental Retirement contract with the college. Such 
employment is not automatic, but is contingent upon the needs of the college, and allows for continued 
service on a temporary, part-time basis for three years at a payload rate of one-fourth the faculty 
member’s final base salary, and a workload rate of one-third the normal 30 payload hours per academic 
year. Additional teaching in an academic year over 10 payload hours may be arranged by agreement 
and will be compensated at the full-time faculty overload rate. A faculty member may also be hired to 
teach during the summer term where regular policies/procedures for faculty workload apply. 

Procedures for Supplemental Retirement 
 

1. At least three months before the effective date of the intended retirement, the faculty member 
must complete and sign the following forms and forward both to the Chief Academic Officer, via 
the faculty member’s department chair or Dean: 

a. Supplemental Retirement Application form 

b. Limited-Service Agreement form 

c. Submit letter announcing intent to retire to Chair, Dean, CAO with effective date 
 

2. The Chief Academic Officer must notify the faculty member at least two months prior to the 
effective date of the intended retirement concerning the college’s acceptance or rejection of the 
faculty member’s application. 

3. If the application is rejected, the faculty member retains the right to remain in the member’s 
full-time position. 

4. If the application is accepted, the faculty member must complete the retirement process prior to 
beginning the supplemental retirement contract. 

 
5. A faculty member’s participation in the Supplemental Retirement Plan will remain in effect for a 

maximum of three years. Participation may be extended on an annual contract basis beyond three 
years by mutual agreement of the faculty member and the college. 

6. A faculty member investigating supplemental retirement contracts should contact the office of the 
Chief Academic Officer. 

Retirement Plan Rules and Other Legal Requirements 
 

Certain terms and conditions of faculty retirement, reemployment of a retired faculty member, and 
supplemental retirement contracts may be governed by tax law, state law, and the rules of the State  
 
Teachers Retirement System (STRS) or private retirement plans. Individual faculty members are 
responsible for thoroughly investigating those requirements to protect their benefit rights. 
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B.12 Faculty Salaries and Other Remuneration 
 

Faculty Base Salaries 
 

The salary ranges for faculty are as follows: 
 
 

Rank Range FY 2025-2026 

 
Professor Maximum 

Minimum 
$117,518 
$82,482 

Associate 
Professor 

Maximum 
Minimum 

$96,269 
$69,063 

Assistant 
Professor 

Maximum 
Minimum 

$81,867 
$59,337 

 
Instructor 

Maximum 
Minimum 

$70,662 
$51,704 

 
Summer and Overload Pay 

 
FY 2025-2026: 

 
Overload $1137 

 
Summer $1137 

 
Department Chairperson’s Salary 

 
In addition to the faculty salary, a stipend of $10,000 is provided for additional 
administrative responsibilities. 
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APPENDICES AND LINKS FOR ADDITIONAL INFORMATION 
 

I. Faculty Assembly Constitution 
https://www.sinclair.edu/www/assets/File/Hom-AboSin-ColOff-FacSen/ 

ConstitutionFacAssembly.pdf 
 

I. Faculty Assembly Bylaws: 
http://www.sinclair.edu/about/offices/faculty-senate/bylaws-and-rules/ 

 
II. Full-time Employee Handbook: 

https://employees.sinclair.edu/intranet/assets/File/hr/Full-time%20Employee%20 

Handbook%2009-2023(1).pdf 
 

III. Student Support Services: 
 
 

Accessibility Services: 
http://www.sinclair.edu/support/disability 

 
 

Tutorial Services: 
http://www.sinclair.edu/services/academic/tutorial-services/ 

 
IV. Emergency Planning - Procedure for Emergency Closing: 

https://www.sinclair.edu/about/visit/campus-closing-info/ 
 

V. Academic Integrity Policy: 
http://www.sinclair.edu/about/learning/gened/hc/ 

 
VI. Student Judicial Affairs Code of Conduct Handbook: 

http://www.sinclair.edu/student/judicial/sss/index.cfm 

https://www.sinclair.edu/www/assets/File/Hom-AboSin-ColOff-FacSen/ConstitutionFacAssembly.pdf
https://www.sinclair.edu/www/assets/File/Hom-AboSin-ColOff-FacSen/ConstitutionFacAssembly.pdf
http://www.sinclair.edu/about/offices/faculty-senate/bylaws-and-rules/
http://www.sinclair.edu/about/offices/faculty-senate/bylaws-and-rules/
https://employees.sinclair.edu/hr/employee-%20handbooks/?_ga=2.6274675.19
https://employees.sinclair.edu/intranet/assets/File/hr/Full-time%20Employee%20Handbook%2009-2023(1).pdf
https://employees.sinclair.edu/intranet/assets/File/hr/Full-time%20Employee%20Handbook%2009-2023(1).pdf
http://www.sinclair.edu/support/disability/
http://www.sinclair.edu/support/disability/
http://www.sinclair.edu/support/disability/
http://www.sinclair.edu/services/academic/tutorial-services/
http://www.sinclair.edu/services/academic/tutorial-services/
https://www.sinclair.edu/about/visit/campus-closing-info/
https://www.sinclair.edu/about/visit/campus-closing-info/
http://www.sinclair.edu/about/learning/gened/hc/
http://www.sinclair.edu/about/learning/gened/hc/
http://www.sinclair.edu/student/judicial/sss/index.cfm
http://www.sinclair.edu/student/judicial/sss/index.cfm
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