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REQUEST FOR FACULTY STIPEND OR RE-ASSIGNED TIME 
Submit this form to your representative on the Faculty Stipends & Re-assigned Time Committee 

at least four weeks prior to the anticipated start date 
 
 

Project or Activity Title: New Faculty Orientation Leads (1 in Del Norte/Pelican Bay; 1 in Eureka)Date: 3/10/22 

Recommended faculty appointee:     Appointee or Internal Search (circle one)    
(Indicate for each faculty their full time or part time status) 

Begin Date: August 19, 2022 End Date: May 12, 2023 

Stipend Amount Requested:   Re-assigned Time Requested: 4.5 TLUs per faculty 
lead/semester 

 (Round up to nearest dollar) (hour, day, week, semester, academic year, TLU) 

Funding Source:  General Fund    Funding Type:  

Division/Department(s): Office of Instruction Campus: Eureka 

Reporting Supervisor: Area Deans  Supervisor Signature: Kerry Mayer 
 (Print or type name) 

Please provide the following details. Attach an extra sheet if necessary. 
a. Job Title; purpose and scope of project. 
b. Job Description; list the specific tasks, duties, and responsibilities. 
c. Expected outcomes, products, deliverables, tangible goals or results. 
d. IF an internal search, provide qualifications and describe the application process. 

 

Title: New Faculty Orientation Lead 
Purpose and Scope of Project:  

Per Article 3.6.9 of the faculty CBA, all newly-hired full-time, tenure-track faculty members shall be provided 
time to engage in mentoring/orientation during their first year of employment. Historically, when the college 
has hired a large cohort of new faculty members, that orientation and mentoring has taken place via a year-
long orientation/mentoring program that meets regularly over the course of the academic year. This program 
has been coordinated by a full-time, tenured faculty member. During the 2022-23 academic year, the District 
could have a total of 14 new tenure-track faculty and non-tenure track members, including three full-time 
faculty members based at DN/PBSP who will need to be mentored. Therefore, the District has an interest in 
providing the group cohort mentoring experience for these new hires. In light of the large number of new 
faculty hires and two locations, the District believe this work load would be best taken on by a pair of faculty 
leads, one in Del Norte/Pelican Bay and one in Eureka. 
 
Job Description: 
 
1.  Plan and facilitate pre-convocation orientation session and year-long new faculty orientation/mentoring 

sessions, contact potential presenters, book appropriate rooms/set up virtual meetings, finalize meeting 
schedule for pre-convocation, fall semester, and spring semester meetings. This could include organizing 
field trips site visits for program participants to instructional sites other than their primary site. 
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2. Serve as a mentor to newly hired faculty answering questions, providing guidance, and offering support 
where appropriate. 

3. Draft and send initial welcome letter to newly hired full-time faculty members introducing them to the 
program and notifying them of fall orientation session and pre-convocation orientation. 

4. Create content for and coordinate the creation of new faculty orientation materials (administrative 
support will be provided if needed).  

5. Communicate with Deans who will have new faculty in the program to keep them apprised of any 
scheduling issues that may arise from mentoring activities (field trips, for example). 

6. Help new faculty navigate any travel-related documentation/paperwork necessary for their participation in 
the program.  

7. Work with administrative support person to order any supplies (books, etc.) required for the orientation 
program. 

 
Expected Outcomes  
1. A comprehensive new faculty orientation program supported by the necessary course plan/schedule, 

orientation materials, documentation, etc. will be developed and delivered to all new full-time faculty 
members.  

2. Timely communication will take place between the New Faculty Orientation Leads and Division 
Deans/Directors in areas where new faculty have been hired and between the New Faculty Orientation 
Leads and all new full-time faculty members. 

 
Qualifications, and Describe the Application Process: 
 

1. All full-time, tenured faculty are eligible to apply for these positions. The assignment of the New Faculty 
Mentoring Leads will be determined by the VPI in consultation with the Academic Senate President and 
Vice-President. 
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