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PREAMBLE 
 
 
THIS AGREEMENT entered into this 22nd day of ‘August 2023. 

 
BETWEEN: 
  
 
 

COUNTY COLLEGE OF MORRIS, in the County of Morris, New Jersey (hereinafter called the 
“College”); and 
 
 
 

ASSOCIATION OF ACADEMIC CHAIRS AND ASSISTANT CHAIRS (ACAC, hereinafter 
called the “Association”). 
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1. Recognition  
 
The Board of Trustees of the County College of Morris recognizes the Association of Academic 
Chairs and Assistant Chairs (hereafter referred to as the Association), affiliated with the New Jersey 
Education Association, as the exclusive representative for collective negotiations of the terms and 
conditions of employment of all employees included in the certified collective negotiating unit by the 
Public Employment Relations Commission of the State of New Jersey, which certification bearing 
Docket NO. RO-2007-070 is attached to this Agreement, as Exhibit 1, and made a part hereof. 

 
 

 
2. Negotiations  
 
The Board and the Association will agree to commence negotiations over a successor agreement in 
accordance with the rules and regulations of PERC.  Any agreement so negotiated will be reduced to 
writing and signed by the parties. The parties will attempt to schedule such negotiations so as not to 
interfere with the employment responsibilities which the negotiating representatives have to the 
College.  Neither the Board nor the Association shall have or exercise control over the selection of the 
negotiating representatives of the other party.   The representatives shall have all necessary authority 
to make proposals and counterproposals during negotiations, subject to ultimate ratification by the 
Board and Association. It is recognized that no final agreement may be executed or become binding 
without ratification by the Board and the Association. 

 
 
 

3. Amendment of Agreement  
 

By mutual consent only, the parties may enter into negotiations during the term of this Agreement for 
the purpose of amending same. This Agreement shall not be modified in whole or in part except by 
mutual agreement of the parties.  Mutually acceptable amendments shall be reduced to writing and 
submitted for ratification by the Board of Trustees and the Association. 
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4. Non-Discrimination  
 
A. Pursuant to the New Jersey Employer-Employee Relations Act, the Board and the Association hereby 
agree that every employee of the Board covered by this Agreement shall have the right to freely organize, 
join and support the Association for the purpose of engaging in collective negotiations, or refrain from 
doing so.  The Board and the Association agree that they shall not directly or indirectly discourage, 
deprive, or coerce any employee covered under this Agreement in the enjoyment of any rights conferred 
by the New Jersey Employer-Employee Relations Act, and that they shall not discriminate against any 
such employee by reason of his/her membership or non-membership in the Association, or his/her 
participation or non-participation in any activities of the Association.  
 
B. Neither the Board nor the Association shall discriminate against any employee because of race, creed, 
color, age, gender, national origin, sexual orientation, or marital status. 

 
5. Appointment  
 
 The appointment to the position of department chair or assistant chair shall be made annually by, and at 
the sole discretion of, the President upon recommendation of the Vice President of Academic Affairs, 
Workforce Development and Student Success subject to acceptance by the individual.  Department chairs 
and assistant chairs are individuals who serve in academic administrative assignments in addition to their 
faculty duties and responsibilities.  Nothing herein is intended to constrain the ability of the College to 
create, eliminate, or reorganize the academic schools and programs assigned to each school or to specify 
the minimum or maximum number of department chairs or assistant chairs.   
 
A. The College shall provide each employee in the bargaining unit with a letter of appointment prior to 
the start of the semester whenever possible which shall include: 
                        1.   Employee's name 
                        2.   The dates of the term of appointment 

3. The stipend and release time provided. 
 

B.  Discipline-The College may discipline, reprimand in writing, or dismiss an employee in a bargaining 
unit position prior to the expiration of such employee's current administrative appointment term, for just 
cause only and any such action shall be grievable.    
 
C.  Reappointments are for one year ending June 30.  Initial appointments normally terminate on June 
30.  Written notice of non-reappointment shall be given not later than March 17. 
 
D.  The decision of the President not to reappoint an employee to a bargaining unit position for the 
succeeding contract year is a prerogative reserved to management and therefore shall not be grievable. 
 
E.  Any Chair or Assistant Chair who receives written notification from the College of non-reappointment 
for the succeeding contract year, may within fifteen (15) calendar days from receipt of such notification, 
deliver to the Office of the Vice President of Academic Affairs, Workforce Development and Student 
Success a written request for reasons for such non-reappointment.  The Vice President will provide such 
Chair or Assistant Chair with a written statement of reasons within thirty (30) calendar days of receipt of 
such request.  Chairs or Assistant Chairs shall have the further right to request a conference with the Vice 
President of Academic Affairs, Workforce Development and Student Success provided that written 
request is received by the Office of the Vice President within seven (7) calendar days after the Chair or 
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Assistant Chair receives the requested statement of reasons for non-reappointment.  At such conference, 
the Chair or Assistant Chair may be represented and counseled by one representative selected by the Chair 
or Assistant Chair.  The Vice President shall give the Chair or Assistant Chair at least five (5) days notice 
of the date and time of the appearance which shall not be more than twenty (20) calendar days after 
receipt of request for same.  The purpose of the conference shall be to afford the Chair or Assistant Chair 
the opportunity to convince the Vice President to recommend reversal of the determination not to offer 
reappointment.  Within five (5) calendar days following such conference, the Vice President shall notify 
the Chair or Assistant Chair in writing whether he/she will recommend that the President reverse its 
determination not to offer reappointment. 
 
F.  Where the Vice President recommends reversing the decision not to offer reappointment, the President 
shall consider such reversal of the decision not to reappoint and notify the bargaining unit employee 
within five (5) calendar days. 
 
G.  Failure to make timely request for a statement of reasons or to request a conference shall be deemed a 
waiver of such right.   
 
H.  The decisions of the Vice President and the President not to reverse the non reappointment shall not 
be grievable. 
 
I.   The College will notify ACAC two weeks prior to notifying individuals of appointment, 
reappointment, or non-reappointment or of situations involving reorganizations and other position 
changes to members of the Association. 

 
6. Evaluations 
 
 Department Chairs and Assistant Chairs will be evaluated on an annual basis by their school dean in 
accordance with the “Department Chairperson and Assistant Chairperson Planning and Evaluation Form” 
included herein as Exhibit 2. 
 
Evaluations for reappointment, tenure, or promotion for faculty members who are serving as chairs or 
assistant chairs is separate and independent from the evaluation of performance of duties as chair or 
assistant chair and one area will not impact negatively or positively on the other. 
 
A Promotion Review Committee, for the purpose of reviewing applications for promotion by bargaining 
unit members, shall be appointed consisting of three members from the bargaining unit, one from each 
Academic School, elected by ACAC.  The Promotion Review Committee shall elect its own chair, 
establish its own rules and priorities, and shall request pertinent information from the Association and the 
applicants so that it can make recommendations which differentiate among the applicants from the 
bargaining unit to the deans, Vice President of Academic Affairs, Workforce Development and Student 
Success, and the applicant no later than February 1. 
 
Evaluation of tenured and non-tenured faculty shall be performed on the timelines contained in the 
Agreement between FACCM and CCM. 
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7.    Maintenance of Operations   
 
A.   It is recognized that the need for continued and uninterrupted operation of the College is of 

paramount importance and that there should be no interference with such operation.  
 
B.   The Association agrees that neither the Association nor any person acting on its  
       behalf will cause, authorize, engage in, sanction, nor will any of its members take  
       part in a strike against the County College of Morris, or the concerted failure to  
       report to duty, or willful absence of a member of this bargaining unit from his/her  
       position, or refusal to perform his/her duties of employment as defined in this  
      Agreement. 
 
C.   The Association further agrees that it will not cause, engage in, encourage, or assist in  
       any strike or similar action or conduct on the part of students of the College. 
  
D.   Nothing contained in the Agreement shall be construed to restrict or limit the College  
       in its right to seek and obtain such judicial relief as it may be entitled to have under  
       law. 
 
8.  Grievance Procedure  

       A.        Purpose and General Procedure 
                  1.  The purpose of the procedure set forth in this Agreement is to secure, at the lowest level 
possible, equitable solutions to grievances affecting the terms and conditions of employment of a 
bargaining unit member.   Nothing contained in this Article shall preclude a bargaining unit member or 
his/her supervisor from discussing matters with each other, and each shall be free to do so without 
recourse to the grievance procedure.  The parties involved in grievance proceedings shall keep such 
proceedings informal and confidential at each level of such procedure.  This grievance procedure is 
limited to alleged misinterpretation, misapplication or violation of the express terms of the bargaining unit 
contract or statutory or regulatory provision, or an administrative policy or decision, which affects the 
terms and conditions of employment of the bargaining unit member as distinguished from decisions or 
directives of the bargaining unit member’s supervising administrator reversing or modifying a managerial 
action made by the bargaining unit member in the performance of managerial responsibilities.  
Managerial action is defined as a decision made by the bargaining unit member (i) related to a course or 
program curriculum; (ii) related to subordinates, including recruitment, employment, assignment, 
compensation, discipline, discharge, contract renewal, evaluation, or supervision or (iii) related to 
students, including academic eligibility, academic credit or discipline.  The decisions or directives of the 
bargaining unit member’s supervising administrator reversing or modifying a managerial action shall not 
be grievable or subject to this grievance procedure.   
                     2.  Failure of an individual to proceed to the next level within the time limits set forth shall 
be deemed to be an acceptance of the decision previously rendered and shall bar further processing of the 
particular grievance. 
                     3.  Failure of the College or its representatives to respond at any step of the grievance 
procedure shall be deemed to be a negative response and, if the applicable grievance procedure so 
provides, the grievant may continue within the time limit specified to the next step of the procedure. 
                        4.  The time limits set forth in the procedure may be mutually extended in writing. 

5.  All parties shall process grievances during times when they do not interfere with 
assigned duties. 
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6.   No claim for back wages shall exceed the amount of wages which the individual would 
have earned at his/her regular rate.  All backpay claims shall be limited to the amount of wages the 
individual would otherwise have earned from his/her regular employment. 
                        7.   Any aggrieved bargaining unit member may present a grievance himself/herself at all 
stages of the grievance procedure and may be represented or counseled by a person selected and approved 
by the Association.  At all stages of the grievance procedure, the College may also be represented or 
counseled by individuals selected by the College.  When a grievant elects to present his/her own 
grievance, the Association shall be supplied with a copy of the grievance petition and accompanying 
documents, if any, by the Office of the Vice President of Academic Affairs, Workforce Development and 
Student Success within ten (10) days of the receipt of same by the Vice President provided the grievance 
is moved at Step I and provided that the Association is not, itself, a grievant. 
                        8.  All conferences and hearings conducted under this grievance procedure shall be 
conducted in private and shall be limited to the parties in interest, their representative or counselor as 
permitted by this Article, and a witness during the course of his/her testimony.  At Step II hearings on 
contractual grievances, proposed witnesses who are non-bargaining unit employees of the College shall be 
scheduled by the College during times which do not interfere with assigned duties, provided that the 
grievant can show to the satisfaction of the President or his/her designee reasonable grounds for believing 
that such witnesses have relevant testimony to offer. 
                        9.  "Days" referred to in this Article shall mean calendar days, including semester recesses, 
except that holidays established in the College calendar shall not be counted. 
                       10.  The period between July 1 and Labor Day shall not be counted as part of the time 
limits referred to below in Sections B and C. 
                       11.  Whether a grievance has been presented under the correct grievance procedure shall be 
determined by the grievance definition set forth in each procedure, which definition shall govern and limit 
the scope of contractual, non-contractual and statutory-regulatory grievances. 
 
            B.         Contractual Grievance 
                        1.   Definition 
                                    A contractual grievance is an alleged misinterpretation, misapplication or violation 
of the express terms of this Agreement but shall not include. 
                                                (a)        Those matters, including managerial actions as defined in Section A 

(1), which under the law or terms of this Agreement are not grievable; or 
 
                                                (b)        Those matters which fall within the definition of "non-contractual or 

statutory-regulatory grievances" in Section C(1) of this Article. 
                        2.   Step I 
                                    Within thirty (30) days after the occurrence of the event which gave rise to a 
contractual grievance, or within thirty (30) days after the grievant should reasonably have known of such 
event, the grievant shall formally submit to the Office of the Vice President of Academic Affairs, 
Workforce Development and Student Success a Statement of Grievance or Appeal on the form attached to 
this Agreement (Exhibit 8) and made part hereof.  Informal discussions during this time of the subject of 
the grievance with the school dean are recommended, as provided in Section A of this Article.  Within 
three (3) days of his/her receipt of a contractual grievance, the Vice President of Academic Affairs, 
Workforce Development and Student Success shall refer the grievance to the appropriate Vice President 
or dean having supervision of the area which is the subject matter of the grievance or to another individual 
which he/she may designate at a director level or higher within Academic Affairs, Workforce 
Development and Student Success or Human Resources and such referral of the grievance by the Vice 
President of Academic Affairs, Workforce Development and Student Success shall not be 
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grievable. Within those three (3) days the Vice President of Academic Affairs, Workforce Development 
and Student Success shall inform the Association President of the individual’s identity who will be 
rendering a decision. Within twenty (20) days after receipt or referral of the Statement of Grievance or 
Appeal by the Vice President or Dean having supervision of the area which is the subject matter of the 
grievance, the appropriate vice president or dean or his/her designee shall render a written report of the 
disposition of the grievance to the grievant.  Without extending the twenty-day period, the Vice President 
or Dean to whom the grievance is assigned may, during such time, require one informal conference 
between an individual grievant and his/her school dean with the object of resolving the grievance 
informally. 
                        3.   Step II 
                                    In the event the grievant is not satisfied with the disposition of the contractual 
grievance at Step I, he/she may, within ten (10) days after receipt of the report and disposition at Step I, 
file with the President of the College a written Statement of Grievance or Appeal on the form 
attached.  The Statement of Appeal shall be accompanied by a copy of the decision at Step I. 
                        4.   Grievance Hearing 
                                    The President or his/her designee shall conduct a closed hearing of the contractual 
grievance appeal.  The hearing shall not be limited by strict rules of evidence.  All documents submitted 
shall be marked in evidence.  The hearing shall be concluded, and the President of the College shall 
render his/her report and decision on the contractual grievance appeal within thirty (30) days from his/her 
receipt of the Statement of Grievance or Appeal.  Copies of the President's decision shall be given to the 
grievant who filed the appeal and to the Association. 
                        5.   Step III 
                                    If the aggrieved party is not satisfied with the disposition of the contractual 
grievance by the President, or if no disposition is made by the President within thirty (30) days from his 
receipt of the Statement of Grievance or Appeal, the aggrieved party, if it is not the Association, may 
request in writing that the Association submit the contractual grievance to arbitration.  If the Association 
then finds that the contractual grievance is meritorious, it may submit the contractual grievance to 
arbitration within twenty (20) days from receipt by the Association of the President's disposition, if any, 
or within twenty (20) days from expiration of the President's time for disposition, whichever is sooner.  
                        6.   Step IV--Arbitration 
                                    (a)        A list of arbitrators shall be requested from the Public Employment 
Relations Commission in accordance with its Rules and Procedures for the selection of an arbitrator. 
                                    (b)        The arbitrator's decision shall be in writing and shall set forth his/her 
findings of fact, reasoning and conclusions on the issues submitted.  The arbitrator shall be without power 
or authority to make any decision which modifies or reverses a managerial action as defined in Section 
A(1) or requires the commission of an act prohibited by law, or which violates the terms of this 
Agreement, nor shall he/she have any authority to add to, subtract from, or in any way modify the terms 
of the Agreement.  The arbitrator shall also be bound by the laws of the State of New Jersey and of the 
United States and decisions of the New Jersey Commission on Higher Education.  The arbitrator shall not 
issue any monetary award which shall predate the occurrence of the event which gave rise to the 
grievance, or the date on which the grievant should reasonably have had knowledge of such event.  The 
decision of the arbitrator shall be submitted to the Board and the Association and for contractual 
grievances only, such decision shall be binding on the College, on the grievant(s) and on the Association. 
                                    (c)        The costs for the services of the arbitrator, including per diem expenses, if 
any, and actual and necessary travel, subsistence expenses and the cost of the hearing room shall be borne 
equally by the Board and the Association.  Any other expenses incurred shall be paid by the party 
incurring the expenses. 
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            C.        Non-Contractual and Statutory-Regulatory Grievances 
                        1.   Definitions 
                                    (a)        A non-contractual grievance is an alleged misinterpretation, misapplication 
or violation of the policies or administrative decisions of the College which affect the terms and 
conditions of the grievant's employment, except that non-contractual grievances shall not include 
managerial actions as defined in Section A(1) or matters which under law are inherent managerial 
prerogatives or matters which under the terms of this Agreement are not grievable.   
                                    (b)        A statutory-regulatory grievance is an alleged misinterpretation, 
misapplication or violation of any New Jersey statute, or of any administrative rule, regulation or order of 
the New Jersey Commission on Higher Education, or other state or federal administrative agency 
affecting the terms or conditions of employment, including specifically but not limited to any statute or 
administrative rule or regulation expressly or impliedly incorporated in this Agreement. 
                        2.   Step I 
                                    Should a bargaining unit member feel aggrieved over a subject matter which is 
within the definition of a non-contractual or statutory-regulatory grievance, such bargaining unit member 
shall discuss the grievance informally with his/her immediate supervisor within twenty (20) days after the 
occurrence with the objective of resolving the matter informally. 

 3.   Step II 
                                    If within fifteen (15) days following the initial Step I discussion, the non-
contractual or statutory-regulatory grievance has not been resolved to the satisfaction of the bargaining 
unit member, he/she may formally submit to the Vice President of Academic Affairs, Workforce 
Development and Student Success a signed written Statement of Grievance or Appeal outlining the 
pertinent facts and argument, including any relevant statute, rule, regulation or order, and the relief 
requested of the College to rectify the situation.  The Vice President of Academic Affairs, Workforce 
Development and Student Success or his/her designee will review the facts as presented and make any 
further inquiry deemed necessary before making a decision concerning the grievance.  The Vice President 
of Academic Affairs, Workforce Development and Student Success or his/her designee shall render a 
written disposition of the non-contractual or statutory-regulatory grievance to the grievant within twenty 
(20) days from receipt of the grievance. 
 
                        4.   Step III 
                                    In the event the grievant is not satisfied with the disposition of the non-contractual 
or statutory-regulatory grievance at Step II, he/she may, within fifteen (15) days after receipt of the 
disposition at Step II, file a written appeal with the President of the College, requesting the President to 
review the decision rendered at Step II.  Upon receipt of the appeal, the President or his/her designee shall 
make such further inquiry as he/she deems necessary, and the President shall deliver a copy of his/her 
decision on such appeal to the grievant and the Association within twenty (20) days from receipt of the 
grievance. 
                        5.   Step IV 
                                    If the aggrieved person is not satisfied with the disposition of his/her grievance by 
the President of the College, the grievant may request that the Association submit his/her grievance to 
advisory arbitration, providing that no other proceeding, petition or appeal has been initiated by the 
grievant or the Association, arising out of the same factual circumstances or seeking similar relief.  If the 
Association desires to submit the grievance to arbitration, it must, within twenty (20) days after receipt by 
the Association of the Step III decision of the President of the College, submit such grievance to the 
Public Employment Relations Commission in accordance with the rules and regulations of such 
organization.  The arbitrator's decision shall be advisory and shall not be binding on either party.  The 
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arbitrator's decision shall be in writing and shall set forth his/her findings of fact, reasoning and 
conclusion of the issue submitted.  The costs of arbitration, including per diem expenses, if any, and 
actual and necessary travel and subsistence expenses, and the cost of a hearing room shall be borne 
equally by the College and the Association.  Any other expenses incurred shall be paid by the party 
incurring same. 
 
            D.   Election of Remedies 
                        1.         The filing of a non-contractual or statutory-regulatory grievance with the Vice 
President of Academic Affairs, Workforce Development and Student Success shall be deemed an 
acknowledgment by the grievant that the subject matter appealed is beyond the definition of "contractual 
grievance" as set forth in Section B(1) of this Article. 
                        2.         If the grievant or Association initiates a proceeding or appeal arising out of the 
same factual circumstances or seeking similar relief before any administrative agency or judicial authority 
to which jurisdiction of the subject matter has been conferred by law, the pending contractual, non-
contractual, or statutory-regulatory grievance proceeding shall be stayed until such administrative agency 
or judicial authority renders a final determination or remands the matter for continuation of the grievance 
proceeding.  Nothing contained herein shall limit the right of the grievant or the Association to take a 
judicial appeal or initiate administrative proceedings after the grievance proceeding has been concluded. 
 
            E.   Group Grievance 
                        If in the judgment of the Association a grievance affects a group or class of bargaining unit 
members, the Association may, within the applicable time period, file either a contractual, non-contractual 
or statutory-regulatory grievance under the appropriate procedure in this Article, subject to the limitations 
of paragraph D of this Article. 
            

 F.   Withdrawal of Grievance 
                        A grievance may be withdrawn at any time and at any Step in the procedure and, in the 
event of such withdrawal, the grievance shall not be continued. 
 

  9.  Sabbatical Leaves  

             A.    Purpose and Use of Sabbatical Leave  
                                    Sabbatical leaves are awarded by the Board of Trustees to selected members of the 
bargaining unit to foster their creative activities related to their teaching disciplines, which will increase 
their professional effectiveness and usefulness to the College, or to engage in study or research to enhance 
administrative skills or talents. Acceptable pursuits include graduate studies, research, or writing in 
completion of a degree, scholarly research, and/or writing for publication, advanced study, or other 
intellectual activities or travel clearly relevant to and designed to enhance the recipient's value to the 
College.  Sabbatical recipients who engage in any remunerative employment while on leave shall report to 
the Vice President of Academic Affairs, Workforce Development and Student Success the nature of such 
employment.  Employment which does not satisfy the guidelines established in the N.J. Administrative 
Code, Sections 9:2-10.1 to 9:2-10.2, as continued by the New Jersey Commission on Higher Education, 
shall be prohibited. 
 
 
              B.    Eligibility 
                                    Eligibility is limited to bargaining unit members who: 
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                                    (i)      as of the date of submission of Letters of Intent (as described in Section E of 
this Article) have completed six (6) (not necessarily continuous) years of appointment to the full-time 
faculty; and 

(ii) Have not been granted an administrative sabbatical leave by the College 
during the six (6) years immediately preceding the time at which the 
proposed leave would begin. 

(iii) Have not been granted a faculty sabbatical leave by the College during the 
six (6) years immediately preceding the time at which the proposed leave 
would begin. 

                        Having satisfied these criteria, eligibility is further limited to otherwise eligible bargaining 
unit members who have demonstrated a high degree of performance and promise in their work and who 
have otherwise served the College in exemplary fashion, conditions hereinafter referred to as the 
"Performance Eligibility Criteria." 
 
               C.   Period and Salary 
                                    Sabbatical leaves are awarded for either one or both semesters of a given academic 
year.  Applicants are required to request one or the other at the time of application.  The College will 
consider the needs and wishes of the applicant with respect to the timing of the leave but reserves the right 
to adjust or defer the leave in accordance with the need of the College for the applicant's services.  Salary 
paid the recipient by the College during the sabbatical leave shall be one-half of the recipient's annual 
salary, as defined in Article XV of the FACCM contract, exclusive of the stipend for chair/assistant chair 
duties for a two-semester leave, or one-half the annual salary, exclusive of the stipend for chair/assistant 
chair duties for a one-semester leave.  Salary payments will be made biweekly during the leave. 
 
                D.   Sabbatical Leave Committee 
                                    Three (3) members of the tenured bargaining unit, representing broadly the 
academic disciplines within the College, shall be appointed annually by the President of the College as the 
Sabbatical Leave Committee.  Such committee shall evaluate all applications from bargaining unit 
members and shall interview such applicants.  The Sabbatical Leave Committee shall make a 
determination to recommend or not recommend each application filed with it.  The Sabbatical Leave 
Committee shall forward to the Vice President of Academic Affairs, Workforce Development and Student 
Success all sabbatical leave proposals which the committee endorses and recommends, ranking such 
proposals in order of priority, together with the rationale in writing for the committee's acceptance of each 
proposal.  The Committee shall forward all proposals recommended by it whether or not the total 
recommended is more or less than the limitations set forth herein. 
 
                 E.   Submission of Letter of Intent and Application 
                                    An eligible bargaining unit member who intends to apply for a sabbatical leave 
shall submit to the President of the Association on or before October 15, a written Letter of Intent to apply 
for sabbatical leave, indicating his/her name, the month and year in which the bargaining unit member 
was appointed to the full-time faculty, his or her length of service as a full-time faculty member, and the 
dates, if any, of his or her most recent sabbatical leave.  After October 15, the President of the Association 
shall meet with the Vice President of Academic Affairs, Workforce Development and Student Success to 
review the information provided by the prospective applicants in the Letters of Intent.  No later than 
November 1, the Vice President of Academic Affairs, Workforce Development and Student Success shall 
advise the prospective sabbatical applicants of his/her determination whether they are eligible to apply for 
a sabbatical, based upon years of service eligibility described in this Article.  Applications from 
bargaining unit members for sabbatical leave shall be submitted to the Sabbatical Leave Committee, with 
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copies to the appropriate school dean, no later than November 15 of the year preceding the academic year 
in which the leave is desired. Applications shall contain a detailed prospectus of the intended activity, 
including purpose, objectives and plans, and shall explicitly describe how the proposed activity will 
increase the recipient's value to the College.    
                  F.   Review and Award 
                                    The Vice President of Academic Affairs, Workforce Development and Student 
Success shall appropriately review and evaluate the sabbatical leaves recommended by the Sabbatical 
Leave Committee and whether the applicant meets the Performance Eligibility Criteria of this 
Article.  The Vice President of Academic Affairs, Workforce Development and Student Success shall 
simultaneously forward to each applicant recommended by the Sabbatical Leave Committee, his 
evaluation of that applicant's proposal, and whether the applicant meets the Performance Eligibility 
Criteria, indicating any deficiencies and reasons for rejection.  The President shall defer review and 
decision on sabbatical proposals for thirty (30) calendar days from receipt of the recommendations of the 
Office of the Vice President of Academic Affairs, Workforce Development and Student Success.  Each 
applicant recommended by the committee shall have the right to submit a revised or supplemented 
prospectus to the President of the College within thirty (30) calendar days from the Committee's receipt of 
the recommendations of the Vice President of Academic Affairs, Workforce Development and Student 
Success.  Any such revised or supplemented prospectus submitted within such thirty (30) day period shall 
be considered by the President, but the President shall retain the discretion to recommend or reject any 
sabbatical leave proposal.  Those sabbatical leave proposals approved by the President shall be submitted 
to the Board of Trustees for its consideration and award of sabbatical leaves.  The President of the College 
will advise the Committee and the Association in writing of the reasons for rejecting any 
recommendations of the Committee. 
 
                  G.   Obligation and Right to Return and Report 
                                    Recipients of sabbatical leaves shall, upon acceptance of a sabbatical leave award, 
signify their obligation to remain in the service of the College for a period of not less than two (2) 
consecutive years following expiration of the leave.  Recipients of sabbatical leaves who return to the 
College for the fall semester shall submit to the Vice President of Academic Affairs, Workforce 
Development and Student Success on or before October 15, copies of comprehensive written report of the 
activities and accomplishments of the leave and its value to the College, such report to be of publication 
quality.  Sabbatical leave recipients who return to work for the spring semester shall submit their 
comprehensive written report to the Vice President of Academic Affairs, Workforce Development and 
Student Success on or before March 15.  Upon expiration of sabbatical leave, sabbatical leave recipients 
shall be entitled to employment in the same position they occupied prior to the commencement of the 
leave, provided the position has not been abolished in accordance with law, and subject to the 
reappointment clause contained in this agreement. The Vice President of Academic Affairs, Workforce 
Development and Student Success shall forward copies of the sabbatical recipient's report to the President 
of the College so that the report can be distributed to the Board of Trustees.  
 
                   H.   Conditions of Sabbatical Leave Awards 
                                    (i)        It is clearly the intent of the Board of Trustees to make sabbatical leave 
awards to the applicant, within the limitations of funds available, to those applicants whose past 
performance, promise, and plans for leave are demonstrably superlative and whose absence would not 
impair or impede the effectiveness of their department during the time of the leave. 
                                    (ii)        The period of sabbatical leave shall be credited as regular full-time service 
for retirement purposes, the granting of salary adjustment and other benefits as though the recipient were 
in regular employment. 
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                                    (iii)        The Board of Trustees may, upon special recommendation of the President 
of the College and the Sabbatical Leave Committee, consider an applicant for sabbatical leave who has 
completed less than six (6) years of service as a full-time faculty member. 
                                    (iv)        The Board of Trustees may approve exceptions to the rule of "no 
remunerative employment" where unusual circumstances prevail, such exceptions to be individually 
determined and non-precedent setting. 
 
                    I.     Funding 
                                    The Board will fully fund one sabbatical leave each contract year. 
 
         J.     No Duplicate Eligibility 

In no case shall ACAC bargaining unit members be eligible for Sabbatical under 
FACCM XII J. 

 
 
 
10. Board Rights and Responsibilities 
 

The Board of Trustees hereby retains and reserves unto itself all powers, rights, authority, duties 
and responsibilities conferred upon and vested in it prior to the signing of this Agreement or which may 
hereafter be confirmed upon and vested in it by the laws and Constitution of the State of New Jersey and 
of the United States. 

The exercise of the foregoing powers, rights, authority, duties and responsibilities of the Board, 
the adoption of policies, rules, regulations and practices in furtherance thereof and the use of judgment 
and discretion in connection therewith, shall be limited by the terms of this Agreement, and then only to 
the extent such terms hereof are in conformance with the Constitution and Laws of New Jersey and the 
United States. 

The College shall be responsible for acquainting its administrative staff with the provisions of this 
Agreement. 

 
 

11. Association Rights and Responsibilities  

            A.  Conduct of Association Business 
                        The Association shall be permitted to transact Association business on campus provided 
that it shall in no way interfere with the College operations or the scheduled duties and/or working hours 
of employees.  The Association shall be entitled to the use of appropriate space on campus.  The College 
shall designate the space available to the Association provided that the space is requested and approved in 
accordance with the room reservation policies and procedures which the College has established or may 
hereafter establish, and provided further that such meetings shall not interfere with College operations, 
College-initiated activities, or scheduled duties and working hours of employees. 
                        The Association may request, at least two weeks in advance, through the Office of the Vice 
President of Academic Affairs, Workforce Development and Student Success, a time and place on 
campus to hold Association general membership meetings twice each semester. 
 
 
             B.  Campus Mail and Telephones 
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                        The Association may make reasonable use of the mail, email and telephone systems which 
are internal to the College provided that such use is for official Association business. 
 
             C.   Association Equipment, Supplies and Services 
                        The Association shall supply at its own cost all material, equipment, stationery, personnel, 
services, and other supplies required for the administrative, financial or operational functions of the 
Association. 
 
               D.   College Equipment 
                        The Association with appropriate permission may on occasion make reasonable use of 
College equipment on campus including a permanent, lockable file cabinet, provided such use is within 
the normal operational functions of the Association and provided further that such use does not impede 
any of the functions of the College.  The Association shall share the cost of maintenance or repair incident 
to its use of such equipment.  The use of such college equipment provided to the Association may be 
suspended by action of the Board of Trustees during the lifetime of this Agreement and such action by the 
Board of Trustees, if any, shall not be grievable. 
            
                E.   Committee Structure 
                        The Association will provide the President of the College a list of Association members 
who will serve as voting members of the Academic Standards Committee and the Curriculum Committee 
of the President's College Council.  There will be one Association member per committee.  The 
Association will also have the right to have a voting member present at meetings of the President's 
College Council.  The Association will provide the President of the College with a list of the above 
representatives by October 1 of each year.  The President of the College shall be free to determine the 
composition of the balance of the College Council and the standing committees of the College 
Council.  Nothing contained herein shall limit the number, functions, or duties of the standing 
committees.  The Association representatives to such standing committees may be replaced with an 
alternative by the Association at the request of the President. The President's actions in this regard shall 
not be subject to grievance procedures. 
 
       F.   Minutes of Board of Trustees Meetings 
                        Within a reasonable time after minutes of special public meetings of the Board of Trustees 
have been approved, one (1) copy of such minutes shall be forwarded to the President of the Association 
         
                 G.   Fall Orientation and College Hours 
                        The length and scheduling of fall orientation and College Hours shall be established solely 
by the College. 
           

     H.   Negotiation and Grievances Without Prejudice 
                        When representatives of the Association are mutually scheduled by the Association and the 
College to participate during working hours in negotiations or grievance proceedings related to 
Association matters, such representative so scheduled shall suffer no loss in regular pay. 
 
        I.   Association Responsibility for Contract Awareness 
                        The Association shall be responsible for acquainting the members it represents with the 
provisions of this Agreement. 
 

      J.   Uniform Application of Contract 
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                        Any employment contract between the College and a bargaining unit member shall be 
consistent with the terms and conditions of this Agreement. 
 
 
12. Release Time 
 
Bargaining unit members are entitled to release time from their teaching load, as set forth in Exhibit 3.  
 
The position provides release time from teaching responsibilities at a ratio of 2 to 1, as per past practice.  
 
 
13. Stipend  
 
In addition to the release time provided to department chairs and assistant chairs as set forth in Exhibit 3, 
effective Year 1, FY23, Department Chairs shall receive an annual stipend of $6,693, payable in four 
installments over the course of the academic year, in September, December, February and April.  
Assistant Chairs shall receive a stipend of $4,244, also payable in four installments over the course of the 
academic year. For Year 2, FY24, the Chair stipend shall be $6,961.  The Assistant Chair stipend shall be 
$4,414.  For Year 3, FY25, the Chair stipend shall be $7,240.  The Assistant Chair stipend shall be 
$4,591. 
 
This position provides release time from teaching responsibilities at a ratio of 2 to 1, as per past practice. 
 
 
14. Job Description  
 
The duties and responsibilities of bargaining unit members are set forth in Exhibit 4. 
 
15. The following Articles of the current FACCM contract shall apply, but only with respect to terms 
and conditions of teaching services rendered by the bargaining unit member and not to administrative 
and supervisory services rendered as a department chair or assistant chair. 
 
- Article III Appointment, Retention, and Dismissal 
 
- Article VI  Promotions – excluding Section A, C-1 (reference to chairperson and  
     Faculty Promotion Review Committee), C-2, and C-4(a) (reference to the Faculty  
     Promotion Review Committee) 
 
- Article VII Evaluation – With the following exceptions: 

I. FACCM article VII E(1) shall be changed to read: The School dean’s  evaluation and 
conference shall be part of the administrative evaluation. 

II. Each reference to “chairperson” or “department chairperson” shall be changed to “dean” in 
E(2), F(3), G(1), and I. 

III. The phrase “exclusive of the department chairperson” shall be omitted from the first sentence 
of section H, and “the chairperson” shall be omitted from section J. 

 
- Article VIII Personnel File 
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- Article IX Academic Rights and Responsibilities  
 
- Article X Faculty Privileges 
 
- Article XI  Special Purpose Leave – With the following exceptions: 

I. Delete reference to department chairperson in the first sentence of this article. 
II. Change Section E (Reemployment) as follows: A faculty member on special purpose leave 

shall not be entitled to receive compensation or other benefits during the leave, including but 
not necessarily limited to seniority, longevity, salary, chair stipend, pension or health benefits.  
Upon expiration of such leave the bargaining unit member shall be entitled to employment in 
the same position and at the same salary held at the commencement of the leave, providing the 
position has not been abolished in accordance with law, and subject to the reappointment clause 
contained in this agreement.  

 
-Article XII A – I  Leaves of Absence 
 
-  Article XIII Reduction in Force 
 
-  Article XIV Health and Pension –The second sentence of Article XIV (A)(1) shall read: “The College 

and the employee shall bear the full cost of  premiums for the employee and his/her dependents for 
coverage under either the SEHBP or any substitute health insurance plan selected by the College. 

  
    The College and the employee shall bear the cost of Health Benefits premiums pursuant to statutory 

requirements. 
 
- Article XV  Salary 
 
- Article XXIV Copyright 
 
 
16.  Professional Development 

 
One Year Pilot with Revisitation 
 
New Chairs (3 or fewer years in role) 
 

• The Administrations agrees on the topics listed. 
• Training is mandatory during the first three years after assignment. 
• A stipend will be provided for professional development for newly assigned Chairs and Assistant 

Chairs if training occurs before the beginning of the Work Year.  The method of payment will be 
using Work Authorization Request forms. 

• The training will be delivered by Vice Presidents, Chairs and other subject matter experts selected 
by the Administration. 

• The learning outcomes will be consistent. 
• Training will be scheduled and delivered during a professional day, through CTL, one-on-one, and 

with other new Chairs. 
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• Training is mandatory for Chairs with Needs Improvement on an annual evaluation (Article 6 
Evaluations). 

• Training related to Needs Improvement is expected to be completed prior to the end of the annual 
evaluation period. 

 
Current Chairs 
 

• During professional days, attendance at chair training is mandatory. 
• With the exception of professional days, current chairs are encouraged to attend professional 

development opportunities annually. 
• The training will be delivered by Vice Presidents, Chairs, and other subject matter experts selected 

by the Administration. 
• The learning outcomes will be consistent. 
• Training will be scheduled and delivered during a professional day, through CTL, one-on-one and 

with other Chairs. 
• Training is mandatory for Chairs with Needs Improvement on an annual evaluation (Article 6 

Evaluations).  Training is expected to be completed prior to the end of the annual evaluation. 
 

 
17.  Distance Learning 

GLOSSARY  

For the purpose of this article, the Vice President of Academic Affairs, Workforce Development and 
Student Success will be referred to as the Vice President of Academic Affairs. 

ADMINISTRATION 

1. A program or course will be selected to be developed for the Virtual Campus only after approval by 
the Department Chairperson, the School Dean, and the Vice President of Academic Affairs. A form 
(Exhibit 5) will memorialize this approval. Approval or non-approval of a course shall not be 
grievable. 

2. A developed course will be offered through Virtual Campus only after approval by the Department 
Chairperson, School Dean and Virtual Campus in accordance with the FACCM contract. Department 
Chairpersons will consult with subject-matter faculty as appropriate. 

A. The School Deans will consult with the Department Chairperson to certify that the course 
meets the standards for Distance Education established by the College. (Exhibit 6) 

B. Until such time as institutional, proprietary standards are developed by CCM, courses are 
expected to meet the standards set out by the most recent edition of the Quality Matters Higher 
Education Rubric. Courses must also meet standards for accessibility in accordance with the 
Americans with Disability Act. 
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C. The Vice President of Academic Affairs, and the President of ACAC have used and 
will continue to use the process in place since August 12, 2021 to develop CCM standards for 
Virtual Campus courses. 

 D.  Matters concerning intellectual property and ownership are addressed within the 
provisions of the contract between CCM and the Faculty Association of the County College of 
Morris. 

 
3. Courses will reside in the Virtual Campus in the form of a Model Course, which has fixed and 

variable elements. 

A. Each model course must have a standard course shell in the Learning Management System 
being used (see item B) a model course syllabus, and a set of course-level student learning outcomes 
and objectives as published in the existing Course Outline in CIM as approved by the Curriculum 
Committee. None of these may be changed by an instructor teaching the course, except the syllabus 
as provided for in item 3C. 

B. The standard shell for a model course will include the following standard elements (to be 
set as a default by the Office of Virtual Campus): 

o Welcome & Start Here 
o Instructor contact Information, including a means for virtual office hours (which may be 

synchronous or asynchronous) 
o Announcements 
o Syllabus 
o Learning modules 
o Gradebook 
o A calendar of assignments 
o A note that CCM email is the normal and expected means of communication for the 

course. 
o Links to appropriate CCM policies, Brain Fuse, CCM tutoring, student services, 

accessibility services, LMS help, and the Solution Center. 
 
C. Within learning modules, a model course will also provide course materials like readings, 

videos, and lectures; learning activities like projects, discussion boards, and journals; and course 
assessments like quizzes, paper assignments, examinations, and projects. At the discretion of the 
Department Chairperson, an instructor assigned to a course may alter the content of learning 
modules, and to edit the section syllabus to reflect these changes. All such changes must align with 
course learning outcomes. Instructors may not change student learning outcomes and objectives. 
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18. Deductions from Salary  
 

A. The College agrees to deduct from the salaries of its employees dues which 
said employees individually and voluntarily authorize the College to deduct. Such 
deductions shall be made in compliance with Chapter 233, New Jersey Public Laws of 
1969, N.J.S.A. (R.S.) 52:14-15.9e. Said monies, together with records of any collections, 
shall be transmitted to the Treasurer of the Association. Employee authorizations shall be 
in writing and such authorizations shall continue in accordance with law until a notice of 
withdrawal is filed by the employee. 

B. If during the life of this Agreement there shall be any change in the rate of 
membership dues, the Association shall furnish to the College written notice sixty (60) 
days prior to the effective date of such change. It is understood that the only obligation of 
the College shall be to remit to the Association the total deductions. 

C. The Association will provide the initial necessary "check-off 
authorization" form and the Association will secure the signatures of its members on the 
forms and deliver the signed forms to the President, or his/her designee. Upon the 
College compliance with the provisions of Chapter 233, the Association shall indemnify, 
defend and save the College harmless against any and all claims, demands, suits or other 
forms of liability that shall arise out of or by reason of action taken by the College in 
reliance upon salary deduction authorization cards submitted by the Association to the 
College. 

 
19. Separability and Savings   
 
If any provisions of this Agreement or any application of this Agreement to any employee or group of 
employees is held invalid by operation of law or by a court or other tribunal of competent jurisdiction, 
such provision shall be inoperable, but all other provisions shall not be affected thereby and shall continue 
in full force and effect. 
 
 
 
20. Duration of Agreement  
 
This agreement shall be effective from August 30, 2022 and remain in full force and effect through 
August 29, 2025. 
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Exhibit 2 

COUNTY COLLEGE OF MORRIS 
Department Chairperson and Assistant Chairperson 

Planning and Evaluation Form  
 
Name of Chairperson/Assistant Chairperson: __________________________________________________ 

School:  _______________________________ Department:  _____________________________________  

Date of Evaluation: ______________________   Evaluator: _______________________________________ 

Please complete using the following key:    EE – Exceeds Expectations   ME – Meets Expectations 
      NI – Needs Improvement *   NA – Not Applicable 
 
The School dean will meet with the Chairperson and Assistant Chairperson for the purpose of establishing an annual 
plan of action for the year. 

 
 

Program Leadership and Support 
 
 
Utilizes effective interpersonal skills; fosters departmental and college initiatives; provides 
departmental information for college materials; engages in college and community 
activities; commits sufficient time to the position; and collaborates on departmental strategic  
planning. 
 
 

EE ME NI NA 
    

Comments:  _______________________________________________________________________________________ 
__________________________________________________________________________________________________ 
__________________________________________________________________________________________________ 
__________________________________________________________________________________________________ 
 
 

Curriculum 
 
Evaluates content; conducts program evaluations; ensures compliance with college policies 
and procedures; oversees development of new courses and programs; oversees assessment; 
and facilitates use of technologies and methodologies in the teaching process. 

EE ME NI NA 
    

Comments:  _______________________________________________________________________________________ 
__________________________________________________________________________________________________ 
__________________________________________________________________________________________________ 
________________________________________________________________________________________________ 

 
Staff and Program Management 

 
 
 
Conducts evaluations of faculty, adjuncts, and/or staff (when appropriate); prepares  
faculty schedules and course schedules; conducts departmental and advisory committee meetings;  
addresses students issues; and coordinates professional development activities. 
 
Comments:  _______________________________________________________________________________________ 
__________________________________________________________________________________________________ 
__________________________________________________________________________________________________ 
__________________________________________________________________________________________________ 
 

EE ME NI NA 
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*Requires recommended plan of action 

 
 

Budget Responsibilities 
 
Manages departmental budget and inventory. 
 
Comments:__________________________________________________________________ 
__________________________________________________________________________________________________ 
__________________________________________________________________________________________________ 
__________________________________________________________________________________________________ 
 

EE ME NI NA 
    

 
                                     Facilities Management 

 
 
Oversees facilities operations as relates to instructional matters; evaluates facility needs 

maintains equipment, and repair schedules; oversees the storage/disposal of materials; and prepares 
for regulatory agency  
site visits. 

 
Comments:  _______________________________________________________________________________________ 
__________________________________________________________________________________________________ 
__________________________________________________________________________________________________ 
__________________________________________________________________________________________________ 
 

EE ME NI NA 
    

Other Duties and Responsibilities 
 
 
Other duties and responsibilities by either the school dean or the Vice President of Academic Affairs, Workforce 
Development and Student Success as may be appropriate to the needs of the College. 
 
Comments:  _______________________________________________________________________________________ 
__________________________________________________________________________________________________ 
__________________________________________________________________________________________________ 
 

 
 
 
_________________________________   __________________________ 
Chairperson/Assistant Chairperson signature  Date 
 
I have read the above evaluation report and it has been reviewed in consultation with my Dean.  I 
acknowledge receipt of a copy of this evaluation. 
 
 
 
 
11/8/07 “Chair Evaluation Form” doc 



 
                                                    

23 
 

             Exhibit 3 
ADMINISTRATIVE TIME REQUEST 
 
School: Business, Mathematics, Engineering, and Technologies    
 
       A.  Department Chair 

                                                                   
   

     Department                           Credit Hours                   
 
                     (1)  Engineering Technologies/Engineering Science          9                                                         
 

 (2)  Math                                                                              9 
 

 (3)  Information Technologies                                             8 
 

 (4) Business                                                                         6 
 
 (5)  Hospitality/Culinary Arts                                              5 
 
(6) Criminal Justice                       6  

 
       B.  Assistant Department Chair 
 

     Department  
 

 (1) Business                                                                          3      
 
 (2) Math                                                                                3 
 
 (3) Math                                                                                3 
 
(4) Engineering Technologies/Engineering Science             3 
       

 
        
School:  Health Professions and Natural Sciences                 
 
       A.  Department Chair 

 
     Department  

 
(1)  Biology/Chemistry                                                           9 

 
(2)  HES                                                                                   6 
 
(3)  Landscape & Horticultural Tech                                       6 
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(4)  Nursing                                                                              11 
 
(5)  Allied Health                                                                     7.5 

B.  Assistant Department Chair 
                                                                               

     Department                     Credit Hours    
                                
(1)  Biology/Chemistry                                                      3 
 
(2)  Nursing                                                                            3 

 
(3)  Nursing                                                                             3 
 
(4)  Allied Health                                                               3 

  
School: Liberal Arts   2022-2023                         
 
       A.  Department Chair 

 
     Department  

 
(1)  Visual Arts                                                                       7 

 
(2)  English & Philosophy                                                      9 

 
(3)  Lang./ESL                                                                        6 

 
(4)  Music                                                                              7 

 
(5) Sociology/Anthropology,                                                  8 
      Human Services 

 
(6) History/Political Science                                                7 

 
(7) Psychology                                                                         7 
 
(8) Communication                         6 

 
       B.  Assistant Department Chair 
 

     Department  
 

(1)  English & Philosophy                                                       3 
 

(2)  English & Philosophy                                                       3 
 

(3)  Languages/ESL                                                                 3 
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School: Liberal Arts      EFFECTIVE 2023-2024                                 
 
       A.  Department Chair 

 
     Department  

 
(1)  Design and Media Studies                         7 

 
(2)  English & Communication 9 

 
(3)  Arts & Humanities 9 

 
(4)  Music & Performing Arts                          7 

 
(5) Social Sciences 8 

 
                     (7) Psychology & Education                           7 

 
       B.  Assistant Department Chair 
 

     Department  
 

(1)  English & Communication                            3 
 

(2)  Arts & Humanities        3 
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         Exhibit 4.A 
County College of Morris 

Position Description 

Position: Department Chairperson  Department: Various 

Incumbent:   Job Analyst: V.P. Academic Affairs 

Union Affiliation: ACAC  Grade Level: 
 
N/A 

Job Description Completed (date):   
 
Primary Objectives:   
Department chairpersons shall provide leadership to the department to ensure the excellence of curriculum and 
instruction and assessment of course and program learning outcomes.  This shall include such matters as: 
recruitment, appointment, reappointment and professional development of faculty; curriculum design and review; 
and the development and implementation of new programs to meet the changing needs of students and society.  
The position reports directly to the school dean and is appointed on an annual basis. The chairperson works with 
the school dean to achieve enrollment, retention and course and program completion goals. Chairpersons are 
required to complete annual mandatory professional development.  
Specific Responsibilities & Duties: 

 Task Statements: 
 Program Leadership and Support 

Provides a broad-based knowledge of areas within department and utilizes effective 
interpersonal skills to establish and maintain the trust of the faculty, ensuring open lines 
of communication with faculty and students. 

 
 Evaluates curriculum and content of department course offering; coordinates offerings to 

provide effective transfer to four-year institutions and to ensure employability of career 
students.  Conducts department program evaluations/curriculum, including assessment of 
program learning outcomes, reviews for the College Curriculum Committee and/or 
external accrediting and regulatory agencies as required in collaboration with the school 
dean. 
 

 Ensures all policies and procedures contained in college contracts, college handbook, 
and/or those stipulated by the Office of Academic Affairs, Workforce Development and 
Student Success are followed. 
 

 Coordinates all course offerings of the department to ensure the academic integrity of the 
department’s courses and programs of study. 

 Collaborates with the school dean to develop new courses and curricula or specialized 
programs to meet identified needs of the community. 
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 Determines, in conjunction with the members of the department and in collaboration with 
the school dean, the content of the courses offered through the department and the 
prerequisites and corequisites for each course.  Develops and assesses course outlines, 
course syllabi, outcomes measures and other materials used to ensure that appropriate 
competencies are achieved and facilitates the integration of appropriate technologies and 
methodologies into the teaching/learning process. 

 
 Develops outcomes assessment activities for courses and programs of study in 

collaboration with the School dean. 
 

 Promotes programs and courses and assists in the development of appropriate department 
brochures.  Provides relevant departmental information for inclusion in the college 
catalog. 
 

 Assists the school dean in long-range planning and resource development for the division.  

 Represents the department at college-wide and community activities including service on 
college committees and at registration events. 
 

 Staff and Program Management 
With the school dean, recruits, interviews and recommends new and replacement full-
time and adjunct faculty to the school dean.  Plans and implements, with the assistance 
from the school dean, the orientation for all new full-time and adjunct faculty to the 
college and to their duties and responsibilities.  
 

 Conducts formal administrative evaluations of faculty for the purposes of renewal of 
annual contracts, promotion, tenure and five-year evaluations. 

 Prepares academic schedules for faculty members in the department in consultation with 
the school dean and provides data necessary for preparation of the master instructional 
schedule to the Office of Academic Affairs.  

 
 Coordinates the scheduling of faculty to assist in academic advisement and registration 

including posting of a signup sheet in the Chair office by September 1. 
 

 Recruits and supervises support personnel in the department, including conducting formal 
annual evaluations. 

 Plans and conducts department meetings to consider all matters relative to the department 
and assure that minutes are shared with the appropriate school dean.  Ensures that 
advisory committee meetings are held on a regular basis. 
 

 Coordinates the selection and ordering of materials and textbooks for the Learning 
Resource Center and the Bookstore respectively. 

 Advises and counsels students and acts as the first level of appeal for student complaints. 

 Coordinates professional development activities for department faculty and staff. 

  
Budget Responsibilities 
             Provides fiscal oversight for the  department 
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Develops annual budget for the department in collaboration with the school dean and in 
accordance with fiscal policies and established procedures of the college.  Maintains and  
supervises use of operational expenditures for the department. 

 Develops the department annual report and other requested information. 
 

 Ensures accuracy in the annual inventory of the department. 

 Facilities Management 
Oversees facilities operations as relates to instructional matters; evaluates facility needs; 
maintains equipment, and repair schedules; oversees the storage/disposal of materials; and 
prepares for regulatory agency site visits. 

 
 May be assigned other duties and responsibilities within the scope of this position description by 

either the school dean, or the Vice President of Academic Affairs, Workforce Development and 
Student Success as may be appropriate to the needs of the College. 

 
Job Requirements: 

A) Education:  Minimum of a Master’s Degree.   

B) Job Experience:  Working knowledge of all courses and programs of study offered by the 
department.  Prior supervisory experience preferred. 

 

C) Other:                  Detail oriented and organized 
                                     Knowledge of Microsoft and Outlook software or similar packages 
                                     Able to communicate effectively both verbally and in writing 
                                     Working knowledge of CCM Learning Management System and other technology 
                                             used in instruction. 

Supervision: 
A) Direct Supervision – List those position(s) which report directly to this individual: 
 
Department faculty and staff as appropriate. 

B) Indirect Supervision – List those position(s) which report indirectly to this individual:  
 

Approvals:   
   

School Dean  Vice President, Academic Affairs 

Dated: 
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            Exhibit 4.B 
County College of Morris 

Position Description 

Position: 
Assistant Department 
Chairperson  Department: Various 

Incumbent:   Job Analyst: V.P. Academic Affairs 

Union Affiliation: ACAC  Grade Level: 
 
N/A 

Job Description Completed (date): November,  2018  
 
Primary Objectives:   
The assistant department chairperson is delegated certain responsibilities for the management of an academic area 
or discipline within the department.  The assistant department chairperson reports to the school dean.  Assistant 
department chairpersons are recommended by the dean annually and are included in the management structure of 
the Division of Academic Affairs, Workforce Development and Student Success. Under the direction of the 
department chairperson, the assistant chairperson provides support in the following areas:   
    
Specific Responsibilities & Duties: 

 Task Statements: 
 Provides and demonstrates sound academic management and leadership relative to all faculty and 

staff in the department, including the responsibility for ensuring that all policies and procedures 
contained in college contracts, college handbook, and/or those stipulated by the Office of the Vice 
President of Academic Affairs, Workforce Development and Student Success are enforced. 
 

 Evaluation of faculty and support of professional personnel in the area.  Assists in the recruitment 
process of new and/or replacement full-time and adjunct faculty. 
 

 Developing and implementing professional development programs for department staff. 

 Integration of appropriate technologies and methodologies into the teaching/learning process, the 
course content of the courses in the discipline, outcome measures, textbook selection, inventory of 
items in the area, items pertinent to grants and items for the department annual report. 
 

 Preparation of academic teaching schedules for all faculty in the department.  Also may assist in 
coordinating all course syllabi and course content between full and adjunct faculty. 
 

 Fiscal oversight  
 
Managing outcomes assessment activities. 
 

 Promotion of programs, including representing the department in college wide and community 
activities including service on college committees and at registration events. 
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 Facilities operations which may include the evaluation of needs and strategic planning for 
facilities upgrades.  
 
Facilities and equipment maintenance and repair schedules. Ensures proper management of stored 
materials and waste and coordinates disposal of waste materials in accordance with established 
guidelines. 
 

 Prepares for regulatory agency site visits and completes required documentation. 

 May be assigned other duties and responsibilities within the scope of this position description by 
either the department chairperson, school dean, or the Office of the Vice President of Academic 
Affairs, Workforce Development and Student Success as may be appropriate to the needs of the 
College. 

 
Job Requirements: 

A) Education:  Minimum of a Master’s Degree.   

B) Job Experience:   
      Working knowledge of all courses and programs of study offered by the department.  

 

D) Other:                   Knowledge of  College Learning Management System  
                                      and other technology used in department instruction 

                                      Detail oriented and organized 
                                      Knowledge of Microsoft and Outlook software or similar packages 
                                      Able to communicate effectively both verbally and in writing 

Supervision: 
C) Direct Supervision – List those position(s) which report directly to this individual: 
 
Departmental staff and faculty as assigned. 

D) Indirect Supervision – List those position(s) which report indirectly to this individual:  
 
Department faculty 
 
 

Approvals:   
   

Department Chair School Dean Vice President, Academic Affairs 

Dated: ___________ 
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Exhibit 5 
Program and Course Approval 

Virtual Campus 
 

Date 
 
Program Number and Title: 

Proposed Virtual Campus Start Date for Program: 

Courses to be Developed: 

 
Course Number and Name Faculty Developer Expected First Offering 

   

   

   

   

   

   

   

   

   

   

   

 
Approvals: 
Department Chairperson:            
    (signature)      (date) 
 
School Dean:             
 
Dean, Virtual Campus:            
 
Division VP:       
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Exhibit 6  

 Post-Development Course Approval Form 
 
Course ID/Title:  
Course Developer Name:  
Complete One: 

Symbiosis Instructional Designer Name:     
CCM Peer Coach Name: 

 
At the end of the course development process, this course has met the following: 

Description Comments 
Step 1: Completed by Instructional Designer or Peer Coach 
Quality Matters (QM)   

  
 

Accessibility  

Alignment of Course 
Learning Outcomes to 
Assessments 

 

Alignment of Module 
Learning Objectives to 
Activities 

 

Signature and Date  
Name of Instructional 
Designer/Peer Coach 

 

Step 2: Completed by Department Chair 
Comments and Feedback 
Department Chair 

 

Signature and Date  

Approver’s Name  

Approver’s Title  

Step 2: Completed by Dean, Virtual Campus 
Comments and Feedback 
from Dean, Virtual Campus 

 

Signature and Date  
Approver’s Name  
Approver’s Title  
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Exhibit 7  
Professional Development 

 
Advanced Professional Development for Experienced Chairs and Assistant Chairs 
 
These sessions will occur throughout the year, will be voluntary, and will be open to interested Chairs and 
Assistant Chairs as well as faculty interested in preparing to become a Chair or Assistant Chair. 
 
Sessions: 
 
How to Conduct an Effective Faculty Evaluation 

• Evaluation process and schedule 
• Full-Time – tenure-track, tenured, promotion 
• Adjuncts – regular cycle, Adjunct II 

o Procedure of re-hire 
• Mentoring of new faculty 
• SORs – collection process, timeline, time intervals, and score interpretation – adjuncts and FT – 

all ranks. 
 
Budget Management and Purchasing 

• Purchasing Overview 
• Budget Management 
• Review/Reconcile Accounts 
• Budget planning – capital, Perkins, ELF, other sources of funds – related to strategic planning 

goals 
 
Handling Students Complaints 

• Office of Dean of Students, SINT Process 
• Title IX 
• Diversity issues 
• Office of Civil Rights complaints against faculty 

 
Hiring of New Faculty and Staff 

• Succession Planning 
• Interview and hiring process 
• Mentoring new faculty/staff 
• Creating an effective PIP 

 
Curriculum and Program Review Process 

• CIM/Courseleaf/Catalogue 
• Curriculum Committee functions 
• Six-year review process 
• Middle States accreditation – overview 
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Learning Outcomes Assessment and Use of Data 
• Annual assessment reports 
• Student success data 
• Assessment audit 
• Data literacy 

 
Who are CCM students? 

• Diversity and CCM students 
• Accessing data on CCM students 
• Support services available to students: Financial Aid, EOF, DSD, Counseling, TASC, Women’s 

Center – who does what? 
• College Initiatives 
• SAP Cloud 

 
Trends in Higher Education 

• National/state trends 
• Inequality/inequity in higher education 
• Trends in pedagogy 

 
 

Required for all new (3 or fewer years experience) Chairs and Assistant Chairs 
 
Voluntary for anyone else who is interested (potential Chair/Assistant Chair candidates) 
 

• A stipend will be provided for professional development for newly assigned Chairs and Assistant 
Chairs if training occurs before the beginning of the Work Year.  The method of payment will be 
using Work Authorization Request forms. 

. 
 
For those participating voluntarily, no stipend is required. 
 
Duties and Responsibilities of a Chair 
 
Session One: Understanding the Role of the Chair and Union Contracts 
 

• Job Description review 
• Chair positions in relation to college administration structure 
• Chair role in all 5 union contracts 

 
Session Two: 
 

• Scheduling Process – how to put together departmental class schedules 
• Recruiting and hiring adjunct faculty/faculty/staff 
• HR jobs site review 
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• Implicit Bias Training available to those who have not had it (separate session but available during 
May/June) 

• Payroll 
 
Session Three: 
 

• Effective leadership practices (vision, communication, collaboration, conflict resolution) 
• Collaborating with other departments 
• Identify Chair mentors in other departments 
• Running effective Departmental Meetings 

 
Session Four: 
 

• Working with the Department staff: Admins, Assistants, Coordinators 
• Budget overview 
• Purchasing process 
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EXHIBIT 8 
STATEMENT OF GRIEVANCE OR APPEAL 

(Attach supplemental pages as necessary) 
 

Contractual_________________________________________ Non-Contractual__________ 
_____________________ ___________________________ Statutory-Regulatory_______ 
Grievant   Signature 
 
 DATE MOVED: Step I____________________ Step II__________________ 

1. Statement of facts out of which grievance arises: ________________________________ 

___________________________________________________________________________ 
___________________________________________________________________________ 
2. Identification of the grievant(s): 

Individual: ______________________________________________________________ 
Group:__________________________________________________________________ 

3. Applicable provisions of agreement (if any) ____________________________________ 

___________________________________________________________________________ 
___________________________________________________________________________ 
4. Identification of witnesses to be called: 

Name of Witness     Relevance 
_________________________________  ______________________________ 
_________________________________  ______________________________ 
5. Relief requested:__________________________________________________________ 

___________________________________________________________________________ 
___________________________________________________________________________ 
6. Summary of previous decisions: 

Step I relief:______________________________________________________________ 
________________________________________________________________________ 
Rationale:_______________________________________________________________ 
________________________________________________________________________ 
Step II relief:_____________________________________________________________ 
________________________________________________________________________ 
Rationale:_______________________________________________________________ 
________________________________________________________________________ 
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