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1. Online Teaching
· Create list of all online and hybrid courses taught in the katedra at the beginning of each term.
· Review online and hybrid courses in the Katedra: 3 times per term all instructors.
· Review online and hybrid courses in the Katedra: 5 times per term new/part-time  instructors.
· Remind Katedra members of online duties before the term and send out online teaching self-evaluation forms to all Katedra members in week 7.
· Send feedback for online and hybrid courses at midterm (as necessary) and at the end of the term (all instructors).
· Make recommendations for pay levels with justification.
· Send reminder emails on occasion to instructors about things to do in online courses.
· Train new Katedra teachers in online teaching practices. Work with teachers who need help with online teaching. 
2. Instructor Syllabi
· Send out guidelines for preparing syllabi and other pertinent information to instructors before the beginning of the term.

· Review and approve all instructor syllabi for Katedra courses (classroom, online, hybrid) before the beginning of each term, advising instructors about syllabi content and changes.
3. VŠM Course Management
· Ensure that all VŠM courses in Katedra meet CU/VŠM’s academic standards, are compatible with relevant CityU courses, and have up-to-date official syllabi posted on the VŠM web site.

· Periodically gather feedback from faculty and students about improving Katedra’s VŠM courses and work on their implementation.  

· Review and change or update textbooks in courses as necessary, in consultation with Katedra members, Instructional Materials Coordinator, and Associate Deans.
· With Associate Deans, assign faculty to update and improve current course documents. 

· Encourage the textbook-writing process with individual Katedra members; approve and monitor all “scripta” projects within the Katedra.
· Work with Katedra members and Associate Deans to develop new VŠM courses.
· As a group (Katedra heads), maintain official VŠM syllabi templates (in Slovak and English), collecting suggestions and corrections from faculty, and update templates. 
4. CityU European Course Management 
· Oversee the development and update of Katedra’s CiyU European course documents in alignment with the curriculum development model, getting courses approved by the School Curriculum Committee.
· Select and update textbooks and resources for these courses, working with faculty, Instructional Materials Coordinator, and Associate Deans.

· Oversee the development of and then maintain the Blackboard master shells for Katedra’s CityU European courses.

· Upload course documents to the Curriculum Repository.

· Periodically gather feedback from faculty and students at all sites regarding the curriculum and instruction in the course.

5. Communication with U.S Course Managers
· Be the main contact in Slovakia for CityU U.S. course managers when they are considering changes to official course documents. 
· Provide feedback on how suggested changes will affect Slovak faculty, students, delivery modes, etc.
· Collect faculty input, or put course manager in direct contact with faculty.
· Keep track of all CityU courses in the Katedra, noting their stage of development, the availability of documents on Sharepoint, and issues with Blackboard shells.
· Communicate problems encountered above as well as other Katedra suggestions, concerns, and questions about CityU courses to U.S. course manager, and check that action is taken.
· Contact U.S. course manager for suggestions and support when Slovakia is considering a textbook change in a course.

6. Faculty Development
· Observe all new faculty in their first trimester of teaching.
· Observe all members of Katedra (once per year).
· Meet with each instructor to provide feedback on classroom observations.

· Suggest diverse teaching methods to be applied in class, and help new instructors to cope with the specifics of CU/VŠM courses.
· Submit reports based on classroom observations both to instructors and associate deans.
· Provide workshops on both areas of interest to all faculty (e.g., grading) and of specific interest to Katedra members. 

· Monitor the quality of classroom teaching by regularly checking each instructors’ exams and assignments, and changes in them, once per term.
· Plan and lead Katedra orientation, trainings, and meetings, before and during the academic year.
· Attend Fall Academic Training preparation sessions and help to prepare FAT from the Katedra point of view.
· Help with instructor hires in Katedra: attend teaching demos, interview candidates, and/or read resumes, as asked.

7. Involvement in academic issues

· Provide feedback on the course schedule sent out by associate deans prior to the beginning of the trimester.

· Attend academic meetings, providing feedback on academic issues and reporting on Katedra developments (once per trimester).
· With Associate Deans, help train new Katedra heads.
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