
Limited-Time Assignment Opportunity Announcement and Application Form 

PART A: Announcement of Special Assignment Opportunity  
Per HR Procedure 2090.07, Reassigned Time Guidelines, this job description describes the non-instructional tasks that have been 
determined to meet special technical, educational, or administrative needs at CCC, DVC and LMC. The computation of faculty 
reassigned time is derived from the following: FTE reassigned x 35 = weekly hours of reassigned duties.  

Project Title: 

Position Title: 

Length of Assignment: 

Start Date:

Reassigned Load/Hour per Week: 

Project Supervisor: 
Fund Administrator:

Project Description

Eligible Disciplines/Departments: 
College-wide opportunity 
Distribution limited to: 

Minimum Qualifications: 

Desirable Qualifications: 

College: CCC

DVC

LMC

_____________________________

_____________________________

_____________________

_____________

__________________________

_________________________

_________________________
(Please indicate the primary worksite and modality of the assignment.)

https://www.4cd.edu/gb/policies-procedures/hr/H2090_07.pdf


2. What:
When:

3. What:
When:

4. What:
When:

5. What:
When:

Duties and Responsibilities: 

Deliverables: 
1. What:
When: By a Certain Date:Ongoing

Ongoing

Ongoing

Ongoing

Ongoing

By a Certain Date:

By a Certain Date:

By a Certain Date:

By a Certain Date:

______________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

__________________

__________________

__________________

__________________

__________________



Method of Evaluation: 

Selection Process: 
Submit application below to the project supervisor and fund administrator. 

  Due date:  _________________________
Selected applicants will be invited for an interview by the project supervisor/ fund administrator and 
their Division Dean. 

If selected, an Agreement for Limited-Time Assignment should be completed by May 1 for Fall or 
Fall/Spring reassignment or by December 1 for Spring only reassignment. 



PART B: Application for Special Assignment 

Project Title: __________________________________ 

Position Title/Term: ___________________________________ 

Applicant Name: ______________________________________________________________ 

Department/Division: ___________________________________________________________ 

Amount of reassignment: ___________________________________________ 

Provide a statement of interest that indicates how you meet the minimum and desirable qualifications. 
(500-word limit). 

   Date: ______________ 

  Date: ______________ 

Signatures (must be signed and submitted with application): 

____________________________________ Faculty Signature        

____________________________________ Department Chair Signature 

____________________________________ Division Dean Signature           Date: ______________ 


	Untitled

	Project Title: Distance Education
	Position Title: Distance Education Coordinator
	Length of Assignment: Fall 2024 –Spring 2026
	Start Date: 8/2024, Summer OAS
	Distribution limited to: 
	Project Title_2: 
	Position TitleTerm: 
	Applicant Name: 
	DepartmentDivision: 
	Amount of reassignment: 
	Date: 
	Date_2: 
	Date_3: 
	Reassigned Load/Hour per Week: 1.0 release time /35 hrs/week
	Project Supervisor: Dean of the Brentwood Center and Distance Education
	Fund Administrator: Dean of the Brentwood Center and Distance Education
	Project Description: The Distance Education Coordinator at the Office of Instruction is a faculty role reporting to the the Dean of the Brentwood Center and Distance Education. This position is responsible for providing leadership in promoting effective distance education pedagogies and practices, ensuring compliance with regulations, and enhancing student success and completion.
	Check Box5: Yes
	Check Box6: Off
	Eligible Disciplines/Departments: 
	Minimum Qualifications: Experience teaching online
Completion of BEOI
Tenured professor


	Desirable Qualifications: 1. Leadership Abilities:
• Provide expert leadership in planning, organizing, and directing activities that support DE courses and programs.
• Understand the operations, services, and activities of relevant committees and DE.
• Align DE goals and activities with the mission, philosophy, and goals of Los Medanos College.

2. Knowledge:
• Familiarity with federal, state, and local laws, codes, and regulations related to distance education, including the California Education Code.
• Understanding of ACCJC guidelines on distance education related to accreditation.
• Knowledge of California Virtual College and accessibility regulations related to distance education.
• CVC-OEI Badging process
• Understanding of instructional techniques designed to accommodate diverse learning styles.

3. Certification:
• CVC POCR certification

	Duties and Responsibilities: Strategic Planning and Leadership:
• Serve as the faculty lead and LMC’s professional expert on distance education, offering insights and recommendations to divisions and departments for strategic growth.
• Consult regularly with various committees and groups to ensure the delivery of compliant distance education courses and support services.
• Assess, evaluate, and make recommendations for DE products, services, and infrastructure that support online teaching and learning.
• Create a catalog of available tech tools that encourage regular and substantive interaction and that support in assuring accessibility in online content. 
• Facilitate scaling DE across the campus through the development and implementation of an annual DE plan.
• Offer weekly office hours (5 hours) to support faculty with DE questions.  
• Chair LMC Distance Education Committee.
• Attend Academic Senate and share DE updates.
• Attend DDEC as LMC DE representative.
• Attend CVC-OEI POCR Check-Ins and Norming Sessions (quarterly).
• Attend SEM and share DE updates.
• Attend TAG and participate as a DE stakeholder.
• Participate in DDEC DE workgroups as necessary.
• Coordination of annual STAC submissions for technology tools.

Collaboration and Training:
• Collaborate with relevant committees and specialists to ensure effective and relevant resources are available for advancing distance education practices.
• Coordinate with DE leadership to plan and support in facilitating professional development activities during Flex week. 
• Prepare a DE professional development plan for the semester that includes training on available technology tools and accessibility software.  Publish PD overview to the campus at the beginning of the semester, specifically incorporating online accessibility professional development.
• Attend and facilitate ongoing training on best practices for successful delivery of distance education courses.  Attend Online Teaching Conference in June.  
• Collaborate with Technology Training Development Specialists and other stakeholders to identify emerging trends in instructional technologies.
• Serve as POCR Lead who coordinates and facilitates the Peer Online Mentoring Program each semester.
• As necessary, serve as POMP mentor for faculty who need to complete badging process. 

Compliance and Reporting:
• Monitor changes to California and Federal regulations related to distance learning and recommend operational policies and procedures for DE.
• Collaborate with Student Services and Disabled Student Services to identify student needs and ensure compliance with accessibility rules and regulations.
• Develop and present data, recommendations, and reports related to Distance Education to various groups annually or as requested.
• Work with the Office of Institutional Effectiveness to develop surveys and collate data related to distance education effectiveness.
• Collaborate with Accreditation Steering Committee regarding requested DE information.
• Regularly attend Curriculum Committee meetings (twice per month) and scheduled Tech Review sessions and serve as primary tech reviewer for Distance Education Addenda.
• Review DE Strategic Plan, report on progress, and advise on updates.  

Communication and Marketing:
• Communicate the availability of technology tools to faculty and classified professionals.
• Contribute to the distance education marketing/information plan and recommendations for dissemination - local and site.
• Update and maintain the DE webpage and Canvas Tutorial Course regularly to reflect training and other pertinent DE information.

	Text15: Prepare a DE professional development plan for the semester that includes training on available technology tools and accessibility software.  Publish PD overview to the campus at the beginning of the semester, specifically incorporating online accessibility professional development.  Semester schedule for faculty going through CVC-OEI badging. 
	Text16: Progress report and report out to the Dean of the Brentwood Center and Distance Education, of progress on DE Strategic Plan, CVC-OEI badged courses, and online degree and certificate pathways. Fall and Spring semester.
	Text17: Regularly attend Curriculum Committee meetings twice per month and scheduled Tech Review sessions and serve as primary tech reviewer for Distance Education Addenda.  The DE Chair will review/coach one to two modules for RSI alignment and accessibility compliance.  Annually review the Distance Education Addendum form for accuracy and relevance and recommend edits/changes when needed.
	Text18: Submission of necessary RAP proposals for POMP program, DE PD, and/or technology tools.
	Text19: Regular updates to DE website, resources, and documents related to distance education.  Create a catalog of available tech tools that encourage regular and substantive interaction and that support in assuring accessibility in online content.
	Check Box16: Yes
	Check Box17: Off
	Date18_af_date: 
	Check Box18: Yes
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	Check Box24: Yes
	Check Box25: Off
	Date19_af_date: 
	Date20_af_date: 
	Date21_af_date: 
	Date22_af_date: 
	Text20: Published professional development plan for the semester
Completed and submitted progress reports on strategic plan, CVC-OEI badged courses, online degree pathways
Attendance at Curriculum Committee and faculty support hours for DE addendum
Completed and submitted RAP proposals
Current website, resources, documents, distance education tool catalog. 
* Monthly time and efforts required.
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