AGENDA:  PHYSICAL SCIENCES DEPARTMENT 10 / 6 / 17
HLC 2405		10:00 AM

1.	Approve Agenda

2.	Approve Minutes from September

3.	Information Items:

a.	RGC, Campus of the Future!
b.	Expectations for hourlies and lab techs
c.	Possible expansion of advising duties
d.	HSI3 conference
e.	Exploring STEM (Saad)
f.	Open Stax and the Learning Lab (Chris)

4.	Safety Officer Report (Chris)

5.	Technology Report (June)

6.	Committee Chair Reports

a.	Assessment (James)
b.	Budget (James)
c.	Curriculum (Joe)
d.	Evaluation (Chris)
e.	Engineering Steering Committee (Saad)
f.	Long Range Planning (Allen)
g.	Professional Development (Paul)
h.	Scheduling (James)

7.	Discussion Items

8.	Action Items
	





Lab Expectations
The purpose of this document is to make explicit the required duties of lab staff and to lay out expectations for lab staff and faculty in lab situations.
These are the elements of the job description for hourly lab assistants:
1.	Performs clerical duties including operating a computer, maintaining records and files, and compiling data and reports as required. 
2.	Maintains an inventory of supplies and materials. 
3.   Initiates purchase requisitions, and monitors expenditures; may prepare cost estimates for budget recommendation, and/or submit justifications and request for capital outlay items. 
4.	Operates, installs, and maintains equipment. 
5.	May set up, configure and/or calibrate new equipment; may perform routine maintenance and repair. 
6.	May assist students, or monitor and assist students, faculty, and staff in the use of equipment or facilities. 
And the job description for full-time lab techs:
1.	Maintains science lab and/or classroom environment by organizing, cleaning, and preparing materials and supplies. 
2.	Organizes, plans, and prioritizes laboratory activities for designated area. 
3.	May assist students in use of lab equipment and facilities. 
4.	Operates, installs, maintains, and troubleshoots equipment; sets up, configures, and calibrates new equipment; writes instructions and standard operating procedures for equipment operation. Performs routine maintenance and repair. 
5.	Performs clerical duties including operating a computer, maintaining records and files, and compiling data and reports as required. 
6.	Maintains an inventory of supplies and materials. 
7.	Collects data, records, and other information and submits reports as required. 
8.	Coordinates, operates, and monitors lab facilities and activities. Directs and organizes preparation of lab materials, supplies, workstations, equipment, computers, and other media to ensure efficient lab operations. 
9.	Organizes, plans, and prioritizes the overall coordination of laboratory activities for designated area; adapts and applies laboratory methods, practices, and techniques common to designated area. Directs or performs the preparation of student experiments and demonstrations, performing routine and analytical work; pilots new labs to be considered. Implements new or modified laboratory policies and procedures. 
10.	Ensures safe laboratory conditions including safe and secure handling and storage of supplies and equipment, recommends, implements, and maintains safety standards and departmental policies and procedures to comply with federal, state, and local hazardous materials, health and safety, hazardous waste regulations, and other applicable regulations. 
11.	Initiates purchase requisitions, controls expenditures, prepares cost estimates for budget recommendation, and submits justifications and requests for capital outlay items; prepares specifications and analyzes bids for purchases. 
12.	May be assigned special projects or assignments based on the unique needs of the assigned lab. 
13.	May schedule, train, and monitor the work of lab assistants and other staff. 
The elements above that contain the word “may” should not be seen as required activities.  Lab staff may perform these duties if they are willing and able, but can decline to perform them without penalty.  Given these job descriptions, faculty can reasonably expect that lab staff can be required to do the following:
•	Set up equipment, or set out equipment if instructor wishes students to set up
•	Troubleshoot equipment problems during lab activities as they arise
•	Perform minor repairs or adjustments, if possible, on lab equipment (hourly workers may not be able to perform repairs, but must inform full-time lab tech of needed repairs / adjustments ASAP)
•	Break down and store equipment after lab
•	Be available (i.e., in lab room or prep room) during lab activities to deal with problems
In addition, it is important to note that full-time lab technicians are salaried employees, hot hourly.  Thus, their jobs are not necessarily “nine to five” jobs.  If a laboratory section does not have some kind of assistance for any reason (illness, termination, etc.) then a full-time lab tech will be asked to rearrange hours to “fill in” until a replacement can be found.  This is part of a full-time lab technician’s duties, and is not an unreasonable request.
Since faculty are the instructors of record for both the lecture and lab portions of physics classes, below are reasonable expectations for faculty teaching a lab class:
•	Faculty have the ultimate responsibility for conduct of the lab and instruction of students.  Lab assistants and lab techs may assist with the conduct of the lab, with the instructor’s permission, but are not required to do so.
•	Faculty are expected to be familiar with the labs they require students to perform.  This includes operation of equipment, gathering of data, and processing of data.  Faculty should also be familiar with the setup of equipment, especially if they expect students to set up the equipment at the start of the lab.  It is recommended that faculty familiarize themselves with how to troubleshoot common equipment problems and simple fixes, to maximize efficiency of lab time.
•	If an instructor is trying a new lab, or a familiar lab at a new campus, it is highly recommended that the faculty member meet with the full-time lab tech at that campus to go over the lab and familiarize themselves with the equipment, and common problems.
•	Faculty should submit instructions for a lab, including equipment lists and any special setup instructions, to the supervising lab tech for that campus by no later than the class day previous to the day the lab is performed.  The supervising lab tech will then pass the instructions on to any hourly lab assistant that will need them. Small changes can be made in that interim, but the lab tech must be informed ASAP.  The instructor must understand that last-minute changes may be impossible to accommodate.
•	Faculty should understand that every lab may not work at every campus, and even a lab that is a lab “for that campus” may still be challenging.  If a lab activity will be new to a campus, professional courtesy dictates that an even greater advance notice than the time above should be provided.
•	Faculty must provide a copy of their syllabus, along with a schedule of lab activities, to the supervising lab tech at their campus during the first week of the semester.  Again, changes can be made in this schedule, but the supervising lab tech must be informed ASAP.
•	Faculty are expected to check their course rosters during the first two weeks of the semester.  If a student is not on the roster, they may not attend either lecture or lab.  Faculty are expected to have all students sign the lab safety contract.  If a student has not signed the safety contract by the course census date, the faculty must withdraw the student from the class. 
Finally, below are reasonable expectations for all parties:
•	All parties must work together to create a safe and productive lab environment for students.  Faculty, lab assistants, and lab techs are required to treat each other with respect and professional courtesy at all times.  We are colleagues in the educational process.
In the event of problems between faculty and lab staff, the aggrieved party should contact the Lab Coordinator for that campus (faculty or lab techs) or the supervising lab tech (for hourly lab assistants) to resolve the issue as quickly as possible.


