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INSTRUCTOR COURSE ASSIGNMENT PROCEDURE 

 

Process for Bidding on Classes:  Fall and Winter Terms 
 

 
 

1. After a schedule has been provided by the Dean, full-time Business faculty will 
bid on classes following the process described below.  
 

2. A bidding meeting will be held by each discipline.  Faculty unable to attend the 
bidding meeting may designate a proxy. 

 
3. At the bidding meeting noted in (2) above, full-time Business faculty will bid on 

Fall or Winter sections according to the following system:  
 

a. Faculty will make their selections in order of seniority, beginning with the 
faculty member of highest seniority as defined in the Faculty Master Contract 
and continuing by seniority ranking of instructors from highest to lowest.   
 

b. Each faculty member will select his or her base teaching load, one class at a 
time, when his or her turn arrives in the rotation described in (3a) above.  In 
the event that two or more faculty members have the same hire date selection 
rotation will alternate alphabetically by last name of faculty member at hire 
date; continuing indefinitely regardless of future name changes. 
 

c. Faculty members who have had history of reassigned time should confirm 
with the administrator supervising reassigned time, that such reassigned time 
will continue.  If such reassigned time is later deleted or modified, the affected 
full-time faculty member shall select from unstaffed class or classes to 
maintain their overload. 
 

d. Faculty who wish to teach overload sections will choose such sections after 
the completion of (3a, b, and c) above.   
 

e. If a Full-time faculty member’s section is cancelled at a later date, and that 
faculty member no longer has a full teaching load, that faculty member will 
follow the processes laid out in the Faculty Master Contract. 
 

4. After all full-time Business faculty have chosen their teaching schedules, part-
time and adjunct faculty will choose their sections according to their Preference 
Points, as defined in the Faculty Master Contract. 
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Additional Assumptions and Definitions 

 
1. Qualifications to teach are determined by the job description. 

 
2. Every third semester that a course is offered, a full-time faculty member (“A”), 

within the said discipline, with qualifications as defined in (1) above, may have 
preference in the selection of one course section from only one faculty member 
(“B”), if that faculty member (“A”) has not taught it for two prior offering semesters 
and if faculty member (“B”) has taught it for the same two-semester period.  This 
does not apply to the summer schedule.  Faculty member (“A”) must make their 
intentions known at the time faculty member (“B”) makes course selection. 
 

3. Overload outside their disciplines in the Division:  Full-time faculty who teach 
outside their disciplines within the Division shall select sections after all full-time 
faculty within a discipline have chosen a regular load and had a chance to 
choose overload. (For example, a full-time faculty member who primarily teaches 
accounting may select a business math section only after the full-time faculty 
within that discipline have chosen their course load, and overload if desired.) 
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COURSE DEVELOPMENT 

New Courses 

Any full-time or part-time faculty of the Business & International Studies may develop a 
new course.  Prior to submitting a new course to CPSC, proposals will be sent to 
Division members no later than 48 hours before a meeting and vote.  Members of a 
discipline shall review and submit comments.  The Business Division shall vote on the 
proposed class at a Division meeting. 

Revised Courses 

The full-time faculty of a discipline in consultation with other members of that discipline 
may revise an existing course.  A part-time faculty member may revise an existing 
course with consent of the dean and the coordinator in the course’s discipline.  A 
discussion at division meeting will follow.  
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SUMMER COURSE ASSIGNMENT PROCEDURE

1. During the winter semester, with at least one-week’s notification, all full-time 
instructors in the Business & International Studies will express their interest in 
Summer teaching.  Those instructors who make known their interest in Summer 
teaching by the date that the Summer schedule is due in final draft to the dean 
will be eligible for consideration.

2. Course selection by instructor for the Summer sessions will be based on full-time 
discipline seniority.  Course assignment will be determined through a set of at 
least two main course selection rounds.  The faculty member with the highest 
seniority in discipline will have first choice in selecting a course for which he/she 
is qualified to teach during round #1.  Selection of the remaining courses in round 
#1 shall continue by seniority ranking of instructors from highest to lowest.  The 
same procedure will be used for all additional rounds of course selection.  A proxy 
of intended Summer course selections will be acceptable in the absence of a full-
time instructor. Records regarding discipline and course seniority will be 
maintained internally by coordinators or discipline and provided to the Dean.

3. For each round, an instructor may select courses comprising up to a maximum of 
four (4) contact hours with an exception of an accounting course selection if such 
course is designated as a five (5) contact hour course. Selection of one five (5) 
hour accounting course will constitute two (2) rounds.  Selection of two 5-contact 
hour accounting courses will constitute for purposes of this policy three rounds.

4. In the event of equal seniority among full-time faculty, priority for selection 
purposes shall alternate yearly beginning with the instructor having alphabetical 
priority by surname at the hire date.

5. As of the date they submit to the Human Resources Department their formal 
intention to retire, the retiring full-time faculty shall be entitled to a two (2) course 
selection process in the first round. If more than one full-time faculty member has 
so declared retirement, the first to announce shall have the first choice and so on. 
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PROFESSIONAL DEVELOPMENT (CONFERENCE) 
PROCEDURES AND GUIDELINES 

All Conference Expenses will be reimbursed in accord with the College Travel policy. 

Travel Committee Assignments 

1. A committee of three will be elected by the members of the Business & 
International Studies to assist the dean in reviewing requests to attend 
professional conferences.

2. In cases where requests are submitted at the end of the second semester, and 
members of the Review Committee are not on campus to review such requests, 
the Dean shall appoint temporary replacements to the Committee to perform the 
above function. 

Travel Request Guidelines 

1. The Travel Committee will approve the requests on the basis of availability of
funds and the nature of the conference or convention as it relates to the faculty
member's departmental duties and responsibilities.

2. Faculty members must submit their travel requests for professional conferences
they wish to attend at least 30 days prior to the start of the particular conference.
This request should include an estimate of the total cost (travel, meals, lodging)
and conference brochure, class/workshop descriptions, etc. must be attached to
travel request.

3. Division budget allocation for professional conferences will be distributed at a
maximum of $500 per full-time faculty member and $200 per part-time/adjunct
faculty member at the time of the travel request. Recommendations for
reimbursement for any amounts over these maximums will be made at the end of
the second semester, providing monies are available, from remaining funds, and
divided equally among all faculty who attended a conference during the standard
calendar year, and have outstanding requests or reimbursements, according to
the fund balance.

4. Faculty can also request travel funds from Professional Development through the
Vice President’s office.  Guidelines and a copy of the application is attached. An
electronic copy is also available at www.mcc.edu under the “Faculty & Staff” link.

http://www.mcc.edu/


 8 

5. In the case where the total estimated cost of the conference requests submitted 
exceeds the funds available, individual requests will be reviewed and approved in 
part or entirely, or rejected, on the basis of the following criteria: 

 
a. Priority consideration will be given to faculty members who are presenting 

a paper at the conference. 
 

b. Priority consideration will be given to faculty who has not attended 
conferences in previous years. 

 
c. Priority consideration will be given to conference requests that 

demonstrate the greatest cost benefit. 
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APPENDIX A 

OPERATIONAL PROCEDURE FOR EVALUATING 
PROBATIONARY AND PART-TIME FACULTY MEMBERS 

NOT PART OF GOVERNANACE 

Evaluation 

The evaluation of probationary faculty members in the Business & International Studies will follow 

the Collective Bargaining Agreement as supplemented by this document. 

1. Evaluating Committee

The Evaluating Committee for each new instructor shall consist of the Dean and
appropriate subject area faculty from the division selected by the Dean.  The Mott
instructors must be on a continuing contract.  If subject area faculty members are
unavailable, then the procedure used will follow the process stated defined in the
Faculty Master Contract.

The members of the Evaluating Committee will assist the Dean in:

a. the orientation of the new instructor to the subject area with respect to
instructional facilities, teaching methods, course content, testing and grading
standards; etc.

b. conferences necessary for the evaluation of the new instructor.

c. the evaluation of the performance and progress of the new instructor as
observed in instructional situations, such as lecturing, leading class
discussions, conducting laboratory sessions and field trips, preparing and
administering examinations, and assisting students on an individual basis
beyond regular class time; professional development and extracurricular
activities relevant to the division.

d. the preparation of an annual written evaluation including comments of a
probationary instructor for the Academic Vice President.

2. Classroom Visitation

Members of the Evaluating Committee shall visit the classroom and/or laboratory
of a new instructor in either semester for each year of the probationary contract
and any additional visits shall be left to the discretion of the evaluating
committee.
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3. Members of the Evaluating Committee should communicate before classroom 
visitation to review and discuss the evaluation rubric and the committee’s or the 
individual member’s expectations. A visitation is scheduled at the request of a 
member of the Evaluating Committee and/or Dean.  One week advance notice 
must be given.  The visitation should occur after the fifth week of classes.  

 

4. Conferences 
 

The purpose of the conferences with the new instructor and his/her Evaluating 
Committee and Dean is to:  

a. Aid the new instructor in becoming more rapidly acquainted with the subject 
area's instructional methods and procedures 
 

b. Inform the new instructor of any weaknesses and suggest methods for 
eliminating them 
 

c. Point out his/her strengths and encourage further development and 
application of these for excellence in teaching, and   
 

d. Discuss future plans in his/her teaching and professional growth. 
 

e. At the first conference, after all classroom visitations have been conducted, 
the Evaluation Committee will meet to discuss the performance, progress, 
and promise of the probationary instructor. 

f. The second conference will include the probationary instructor and the 
Evaluation Committee for the purpose of reviewing the performance 
evaluation.  The instructor will receive a copy of the evaluation at this time.  If 
the probationary employee wants to comment, those comments must be 
included as part of the written report at his/her request. 
 

g. The advisability of additional conferences, (for the review in progress), with 
the new instructor and the evaluating committee shall be left to the discretion 
of the evaluating committee.  

5. Written Evaluation Report 

The written evaluation report for each probationary instructor is submitted by the 
Division Administrator to the Academic Vice President in accordance with the 
requirements of the Collective Bargaining Agreement. 
 
The Evaluating Committee shall consider the following sources of information in 
the preparation of the written evaluation. These sources will include but are not 
limited to: 
 
a. Evaluation of all members of the Evaluating Committee. 
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b. Information provided by the new instructor in conferences. 
 
c. Observations made in classroom visitations and from inspection of syllabi 

outlines, examinations, and any other materials made available and related to 
the new instructor's classroom teaching. 

 
     The evaluation report will include the following: 

a. Rubric summaries submitted by members of the Evaluating Committee. 
 

b. Performance evaluation. 
 

c. Other supportive documentation as deemed necessary by the Evaluating 
Committee. 

 

6. Specific items considered in the evaluation by committee members will include 
but are not limited to: 

a. Subject matter competence. 
 

b. Preparation of course syllabi and objectives. 
 
b. Classroom techniques and methods. 
 
c. Student evaluation methods, systems and materials. 
 
d. Professional development activities. 
 
e. Relationship with peers and supervisors. 
 
f. Adherence to code of ethics and professional standards. 

 

Division approved evaluation forms and rubrics will be used that evaluate the above 
mentioned specific items to be considered. 
 
Faculty shall discuss retention and dismissal of probationary faculty members with 
the Dean in accordance with the Collective Bargaining Agreement.  Reasons must 
always be provided in the case of dismissal. 

 
The Evaluating Committee shall make a statement in the annual evaluation report 
either recommending or not recommending the new instructor.  Evaluation forms are 
on file in the Division office. 
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OPERATIONAL PROCEDURE FOR EVALUATING PART-TIME 
FACULTY MEMBERS 

NOT PART OF GOVERNANCE 
  

 

General Considerations 

1. Continuing contract faculty members shall participate in the evaluation of part-
time members as described in the Faculty Master Contract. 
 

2. In the evaluation process, differentiation should be made between experienced 
faculty and the entirely new teacher with little or no previous teaching experience. 
 

3. It is assumed that those involved in the evaluative process shall keep all written 
and verbal communication, and student evaluation documents in the strictest 
confidence. 
 

4. Newly-hired instructors should be informed at the time of appointments about the 
number of visits and that the visits are for the purpose of assistance and 
evaluation. 

 

Evaluation 

Classroom Visitation 

Following the Faculty Master Contract, the immediate supervisor and/or his/her 
designee will be responsible for the evaluation of Part-time Status instructors who are 
not adjunct. In keeping with the Contract, and the number and timing of evaluations, the 
immediate supervisor and/or his/her designee shall visit at least one class of the new 
instructor's classes between the 4th and 12th week of his/her first semester of 
employment. They shall report to the dean prior to the 14th week pointing out areas of 
strength and weakness, and making concrete suggestions as required.  This will allow 
the new instructor time to become acclimated and/or time to make necessary 
corrections from evaluation feedback if necessary. 
 
The faculty evaluator(s), if possible, shall visit at least one class of the part-time 
instructor during the first semester of the second year, reporting to the dean on the 
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instructor's performance. Visitations during the third year shall be left to the discretion of 
the dean. 
 

Conferences 

Faculty may request that the Dean schedule at least one conference each semester of 
the first and second years with each part-time instructor for the purpose of discussing 
the class visitations and other matters relating to the instructor's role as a teacher.  
 

Written Evaluation 

A written evaluation of each part-timer goes into his/her personnel file. 
 
The following sources of information shall be used in the preparation of the written 
evaluation: 
 

1. Observations made in classroom visitations and from inspection of class outlines, 
examinations, special projects, reports, grades, and other materials made 
available by the instructor which are related to classroom teaching. 
 

2. Information provided by the new instructor in conferences. 
 

3. Reactions of other identified staff members and students. 
 

4. The report of the evaluation committee. 
 
 
Factors to be considered in the evaluation include but are not limited to: 
 

1. Subject matter competence.   
 

2. Classroom instruction (appearance, attitude, preparation, organization, methods, 
techniques of teaching, oral expression, special instructional aids, procedures of 
evaluation, student response, etc.). 
 

3. Involvement in other work and activities related to instruction, advisement, 
committees, and conferences with students, college and community activities 
and self-improvement. 
 

4. Adjustment to college teaching and future professional goals. 
 

All processes laid out in the preceding “Evaluation” section are understood to be internal 
divisional operational procedure, in keeping with processes already defined in the 
Faculty Contract. 
 

Revision: August 2014 
Reaffirmation: December 8, 2015 


