
 

Request for New Reassignment Proposal 
 

Instructions: Complete the following form. Ask your Dean to review and sign. Then 
your Dean will submit it to the Office of Instruction. For information about the timeline 
and process for determining selection of faculty coordinators see Reassigned Time 
Process webpage. 

1. Term in which assignment would begin (semester, year): 
 

2. Application Date (mm/dd/yyyy): 
 

3. Author(s): 
 

Overview 
 

4. Position or Project Name 
Identify a “one line” description of the type of assignment (faculty leadership, 
coordinator, research, etc.): 

 
 

5. Amount of Reassignment & Duration 
a. Please report the amount of FTE you are requesting for each term and calculate 

the total annual FTE. Calculations: 0.2 FTE (3 units) = 7.5 hrs/week or 
approximately 120 hrs/semester. Each additional unit (0.067 FTE) represents an 
additional 2.5 hrs/week. 

Fall (FTE): Spring (FTE): Total Annual (FTE): 
 

b. How many semesters of reassigned time are being requested? Note, if the 
position is needed after the end of the term, a Renewal Application must be 
filled out. 

 
Justification and Assessment 

 
6. Outcomes & Activities 

a. Please list the core responsibilities and/or outcomes to be performed and 
calculate the approximate number of hours per week required to perform each 
(e.g., recruiting = 1hr/week). (1 unit = 2.5 hours per week) 

https://www.canadacollege.edu/ipc/reassignment-process.php
https://www.canadacollege.edu/ipc/reassignment-process.php
https://www.canadacollege.edu/ipc/docs/RenewedReassignedTimeApplication.pdf


b. Identify how the activities align with the college’s Educational Master Plan 
and/or initiatives (for example, Guided Pathways, CTE, etc). (Please limit 
response to 250 words). 

 
 
 
 
 
 
 
 
 

7. The following responsibilities are included as part of faculty workload and can be 
found here. Please explain how the duties for which you are requesting reassigned time 
are different from those enumerated in Appendix D1. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Administrative Use Only 
 

Dean’s Review: 
☐ Fully support request 
☐ Support with reservation 
☐ Do not support (explanation required) 
Explanation: 

 
 
 
 
 
 

Dean Signature: 

https://canadacollege.edu/emp/
https://www.canadacollege.edu/ipc/Appendix_D1.pdf
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	Fully support request: On
	Support with reservation: Off
	Do not support explanation required: Off
	Date4_af_date: 11/12/2019
	Term: Fall 2020
	Author: Althea Kippes
	FallFTE: .2
	SpringFTE: .2
	TotalFTE: .4
	Semesters: 4
	ProjectName: Paralegal Coordinator
	Responsibilities: • Prepare Paralegal department class schedule for fall, spring, & summer semesters.• Advise and mentor part-time industry experts (all classes online):   o Prepare Canvas shells for LEGL classes – industry experts do not have canvas experience when they begin (they take the QOTL class in their first semester.   o Assist part-timers with their first semester orientation• Actively participate in the hiring and evaluation of all part-time faculty (10), mentor new faculty hires.  o For the last two semesters holding interviews for hiring part-time faculty due to retirements or full time job positions. This involve active search for industry experts to teach our classes.  o Assist Dean in the hire and evaluation of adjunct faculty.• Advertising and promoting Paralegal program at law conferences in the Bay Area.  o Handing out brochures and answering questions about program.  o Works with College Recruiter to coordinate and participate in on and off campus events through CE events and high school visits. a. 1st Annual High School and Community Partners breakfast at Cañada College. • Plans to have the Paralegal ABA accredited have been discussed and to meet the needs of accreditation require multiple semesters of paperwork and a full-time Professor.  o The Paralegal coordinator is currently a new tenure track business faculty member in year. 
	Activites: CTE Community relationships and employment pipeline  o Manage and maintain necessary resources for the departmental library.  o Maintain relationships with San Francisco and San Mateo County law libraries.  o Maintain relationships with the San Francisco, San Mateo, and Santa Clara County Bar Associations.  o Maintain relationships with bay area law firms, legal non-profit organizations, and courts.Removing barriers from student graduating due to cancelled classes in prior semesters:• Work closely with counselors on program changes, additions, deletions, coursesubstitutions from other colleges, transcript evaluations, etc. o Evaluate and approve all course substitution requests for Paralegal courses.
	Appendix: • Posting jobs/internship opportunities  o Work with employers for student internship opportunities.  o Help students with resume and cover letter review.• Advisory Board Meetings each semester  o Maintain and develop relationships with local employers.  o Invitations to local professional organizations and administrators• Lead discussions and action on revision of course curricula and possibly expand curricular offerings required with recommendations from Advisory Board Members.    o The State of California suggests community colleges to develop pathways directly to law schools.   o Legal field constantly changing (new laws and regulations each year), the coordinator must stay current to determine student and employer needs.  o  Two years CTE review cycle policy.• Lead discussions and take action on student learning outcomes, creation, assessment, evaluation, and reflection with all faculty members within the department, same process for program learning outcomes.• Develop certification chart for student pathways – interest areas..• Coordinates Annual Program Plans and Program Reviews• Supervise special/independent study/projects as required.  Paralegal department was suffering from low enrollment – worked to put program online and develop new courses in order to meet the needs of our student needs and the local community needs. 
	Explanation: As a Career Education program, there is an uncontestable need to have a full time faculty to oversee and take care of the execution and development of the program. Currently the faculty member is in the first year of tenure as a Business Professor. Without the work of a coordinator, the paralegal offerings would not be current and enrollment numbers will continue to decline. Coordination was not assigned in Fall 2019 due to the transition of the part-time faculty member who was coordinating paralegal into a full-time business professor. 
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