Part One

Introduction

Vision, Mission, Values
INTRODUCTION

To our new colleagues: 
Welcome to the full-time faculty ranks at Red Rocks Community College!  You have joined a vibrant, caring, committed, and knowledgeable faculty group at RRCC.  There are many things to learn about a new job and workplace; this handbook can only be a guide to beginning to understand this complex organization and your place in it.  Later in the handbook is a list of resources for faculty, staff and students.  Besides that list, one of your best resources is your department chair who is a faculty member who has agreed to assume a leadership role in your program area.  Most likely he or she has been at Red Rocks for quite a few years and has “learned the ropes”.  Your other colleagues are also great sources of information.

This handbook is organized with an introductory section first.  Part Two contains information useful to new faculty that is not formal policy or procedure.  Part Three contains a brief explanation of some Board Policies and Red Rocks Procedures.  Board Policies, approved by the State Board for Community Colleges and Occupational  Education, are designated with the heading BP followed by a number and title.  Red Rocks Procedures are RRPR followed by a number and title.  Full text of all of these can be found on the Red Rocks website.  Part Four of the handbook contains a glossary, a list of some of the committees at Red Rocks, a list of resources and the Statement of Faculty Excellence which was written and adopted by the faculty a number of years ago.
Each person who joins the faculty has a slightly different role as determined by your dean and the needs of your department and program.  Some faculty have mostly teaching duties  while others take on many of the duties involved in running a program.  Some faculty do considerable amounts of advising students while others do almost no advising.  Some are heavily involved in committees while others prefer to limit their committee work and concentrate on other aspects of their positions.  There is no one faculty job description that fits all circumstances.

Red Rocks Community College recently developed a portal on the website that is an incredible resource for faculty and staff.  The portal, named The Rock, is accessed through the RRCC website.  You will need your S number and password to access it.  You may be asked to change your password to a stronger, longer one.  There are two tabs of particular interest to faculty – the employee tab and the faculty tab.  On the employee tab you will find information about policies and procedures as mentioned in this handbook, information about your benefits, schedules and calendars, forms and other great information.   It also contains direct links to Banner.   On the faculty tab you will find access to D2L (Desire 2 Learn), various forms for workload, substitute teachers, and grade changes, lists of academic support services, and a list of your courses.  This new tool will prove to be very valuable to you as you navigate this new position! 

Please take the time to read through this handbook.  Ask questions of your colleagues as they arise, and be proactive in searching for answers to unanswered questions.  If you find areas that should be in this handbook but are seriously lacking, please notify your department chair or the vice president of instruction.  

VISION

To be the college of first choice.

MISSION

To create a passion for learning through our dedication to students, our commitment to excellence, and our own love of learning.
VALUES

These are the principles that define our values and guide us in our actions and decisions:


Innovation


Teamwork


Diversity


Communication


Integrity

RRCC IS:

A committed business partner responding to industry and community needs through innovative solutions.

A coalition builder initiating opportunities for creative problem solving through teamwork.

A  proponent for diversity providing an environment that respects differences among us.

A believer in communication fostering a culture that promotes an open exchange of ideas.

A model of integrity supporting our mission with thoughtful and judicious decision-making. 
Part Two

Important Information for Faculty

This section of the handbook contains valuable information for getting started in your new faculty position.
FACULTY WORKLOAD
	This is the full text of the FacultyWorkload Procedure:

An annualized full time workload is thirty Adjusted Credit Hours (“ACH”) per Academic Year.  Adjusted Credit Hours for full time faculty is the average of the credit hours and the weekly contact hours, assuming the course is fifteen weeks in duration.  

(credit hours + weekly contact hours for a 15 week course)/2

In order to complete the annualized ACH requirement, faculty are to complete a minimum of forty hours per week, as defined by Board Policy (BP 3-80).  This includes an expectation that faculty perform all professional duties assigned by the college, including but not limited to, meeting all classes, meeting all office hours, serving on college or System committees, and engaging in professional development activities.  These professional duties may be performed either on or off campus.  Faculty shall, at a minimum, be on campus on the average four days a week, and no fewer than twenty-five hours per week.  Deviations from the above-stated minimums may be agreed to by the faculty member and his or her Dean.  All-college meetings, instructional services meetings and graduation are part of the full-time workload.  Faculty will be given reasonable notice of such mandatory meetings or events.     

Scheduling and Notification:
Each faculty member shall provide to his or her Dean a schedule at the start of each semester showing posted office hours, class schedule and typical availability. Faculty shall schedule a minimum of five on-campus office hours scheduled at times likely to be convenient to students.  On campus hours may include weekends, and shall be scheduled in a way that is acceptable to the faculty member, the department, and the dean. Schedule changes, absences or conflicts shall be communicated in advance to the appropriate dean, except that the faculty member shall post a note on his or her office if it is necessary to reschedule office hours, and the dean need not be notified.

Overloads:
If a faculty member is teaching an overload or receiving an overload contract for non-teaching duties, that adds to the forty hour week the equivalent of two hours for each teaching hour (i.e., if someone is teaching a three credit overload, the expected work week would be a minimum of 46 hours).  If a faculty member has spread the annual workload over three semesters or is otherwise teaching a non-traditional schedule, the weekly workload expectation will adjust accordingly.

Duties and Evaluation:
Faculty workload duties shall consist of direct and indirect instructional responsibilities (teaching effectiveness), service to college, professional development and service to community.  Faculty shall be evaluated based upon these duties as indicated in the Faculty Performance Planning and Evaluation Form and in accordance with Board Policy 3-31.




OFFICE ASSIGNMENTS

Faculty office spaces are assigned in several ways depending on the availability of special purpose offices and whether the faculty member is a new hire needing an office or a continuing faculty member desiring a change in office assignment.

When a new faculty member is hired, the Vice President of Instruction, in consultation with the Faculty Senate Chairperson, assigns office space based upon the availability of special purpose or general purpose offices.  Generally, if special purpose offices are available in the newly hired member’s department, the person is assigned one of those.

Some departments maintain offices for their faculty near shops, laboratories or their classrooms.  These offices are assigned to faculty by the Vice President of Instruction and departmental faculty based on criteria they agree to use.  Sometimes special purpose offices may be available to faculty outside of the department depending on overall space utilization consideration.  In that case they are temporarily considered general purpose offices.

Offices that are not specifically designed or located for special purpose use are general purpose offices.  The Faculty Senate is responsible for maintaining a waiting list of faculty who wish to change offices.  When offices become available through retirement, resignation or remodeling, the Senate notifies faculty on the waiting list of the available offices.  After all faculty on the waiting list have had an opportunity to accept or reject a change, any vacant offices are available for newly hired faculty.  Once you have moved to a new office, your name is removed from the waiting list.  You may request to be put back on the end of the waiting list.  If you wish to be on the waiting list, notify the chairperson of the Faculty Senate.

TEXTBOOKS AND SUPPLIES

Faculty members are supplied with textbooks and support materials either by publishers or through purchase by the department.  Faculty are also provided with office supplies and other necessary materials.  Some basic office supplies are provided by Instructional Services at no cost to the department; other supplies must be ordered through the department chair and are charged to the program.  (See your department chair for further information.)

FIRST-DAY HANDOUT (SYLLABUS)

Faculty are required to provide students with a first-day handout or syllabus that outlines the operations and requirements of the course.  Faculty may design this handout to meet the needs of each class, but certain material should usually be included.  A general guideline follows.

GUIDELINE FOR FIRST DAY HANDOUT

Course Name

Instructor’s Name

Required Text

Supplies (classroom materials, tools equipment, etc.) Required or Optional

General Objective of the Course or Catalog Description

Specific Course Outcomes/Objectives

· Through assigned readings, class participation, and examinations, students are expected to demonstrate attainment of specific learning outcomes by being able to achieve the objective specified at the beginning of each chapter in the text.  Upon completion of the course, the student should have a better understanding of: (list outcomes/objectives)

Course Requirements and Grading

· Attendance Policy

· Grading, including I and AW

· Method of Evaluation (e.g., quizzes worth 25%, midterm and final worth 75%, etc.)

· Assignments

· Academic Integrity Policy

Office Hours
How Students Can Contact Faculty Member


Phone, E-mail, Etc.

Reference Student Handbook for code of conduct, etc.

Support services available to students
GRADES

The college catalog contains general guidelines for grade symbols, but the actual determination of grades and grading criteria is left to the discretion of the faculty member.  It is important that students understand the manner in which their grades will be determined; therefore, this information should be on the course syllabus or other materials given to students.  Faculty are responsible for submitting grades in Banner by the deadline established each semester.  Contracts for Incomplete and Satisfactory Progress grades are available in Instructional Services or on the portal.
GUIDELINES FOR GRADES

The guidelines listed below are used by faculty, subject to the needs of the program or course, to establish their grading criteria.

GRADE - A - Distinguished achievement for superior work.
GRADE - B - Better than acceptable achievement
GRADE - C - Acceptable achievement for advancement in the same or related studies.
GRADE - D - Less than acceptable achievement for advancement in the same or related studies.  Credit may not transfer or count toward some degrees or certificates.
GRADE - F - Failed to achieve or master the learning objectives of the course.  A grade of F does not 

apply toward certificates or degrees.

Additional Grading Symbols

AU  Audit.  If students want to take courses without earning semester credit, they can register to audit that course.  They must pay full tuition and fees for the course and declare their intention to audit no later than the course’s tuition refund date.  COF stipend will not apply towards audited courses.  Once they have registered to audit a course, they cannot change their registration from auditing to earning semester credit for the course.  The college will not award semester credit for any audited course.

AW Administrative Withdrawal.  The grade of AW may be given, at the discretion of the individual faculty member.

W  Withdrawal.  Through Admissions, students may officially withdraw from the course or the college by the approved date and time.  Students do not have to obtain the instructor’s approval to withdraw.

S  Satisfactory.  Equivalent to a grade of C or higher and is only available for certain predesignated courses.

U  Unsatisfactory.  Equivalent to less than a grade of C and is only available for certain predesignated courses.  
I  Incomplete.  If students are not able to complete the learning objectives before the end of a course because of verifiable extenuating circumstances, the instructor may assign an Incomplete grade at his or her discretion.  Before students are eligible to receive an I, they must have completed a minimum of  75%  of the course work with a grade of C (or better) by the withdrawal date (see W).  Before the end of the course, students are responsible for making arrangements with the instructor for the preparation of an Incomplete Grade Contract.  If students do not complete the course work by the agreed upon dead-line date, the instructor will change the I into the letter grade stipulated in the contract.

SP  Satisfactory Progress.  Under the college’s continuous enrollment policy, certain courses have been designated open-entry.  Students are eligible to receive a SP only if they are enrolled in an open-entry course.  By the end of the academic session, students must have completed course work (prorated by student’s  registration date)  with a grade of C (or better) before they can be eligible for an SP.  Also, students can request an SP based on verifiable extenuating circumstances.  Before the end of the academic session, students are responsible for making arrangements with the instructor for the preparation of an SP Grade Contract.  If students do not complete the course work by the agreed upon deadline date, the instructor will change the SP into an F.

S/A, S/B, S/C.  These are satisfactory grades awarded only for developmental courses.  The A, B, and C indicate the level of satisfactory performance.  These grades are not included in the GPA calculation.

 U/D, U/F.  These are unsatisfactory grades awarded only for developmental courses.  The D and F indicate the level of unsatisfactory performance.  These grades are not included in the GPA calculation.

Z   A placeholder for a grade that has not yet been reported.
PROCEDURES FOR SUBMITTING GRADES

Faculty are required to submit grades online by the deadline established by the college which is usually about 10 days after the end of the semester or the class whichever is earlier.  Grades are submitted though Banner with login procedures the same as that for accessing a roster. 

For your information:

 You do not have to enter all the grades at once.   You can enter some, post them and re-enter the system

later to add more.

If you enter a grade of F or AW you must show the date of last attendance.

You cannot change a grade online.  You can only enter new grades.  Grade changes must still be submitted to the Vice President of Instruction.  Verify that grades are correct before clicking on Post Grades
SUMMER:  PAY AND OFFICE HOURS 

Course pay = course credit hours x part-time instructor pay rate.

During the summer, for each credit hour taught, a full-time faculty member may be compensated for a maximum of five office hours for the summer term at half the part-time teaching hourly rate for a lecture class.  For example, a faculty member who teaches ten credit hours may be compensated for up to 50 office hours for the summer term.  A faculty member who teaches three credit hours may be compensated for up to fifteen office hours.  The maximum number of office hours for the summer term is sixty hours. 

Teaching faculty who are off contract may negotiate with their supervisor for compensation for other summer  work, generally paid at half the teaching hourly rate.

SUBSTITUTE TEACHERS

Every effort should be made not to cancel classes.  In the event a faculty member has to miss a class or classes either through illness or pre-approved absences, the faculty member and department chair should make every effort to arrange for a substitute instructor or make other arrangements for the missed class(es).  Departments have funds to hire substitute instructors.  With prior approval, faculty may make arrangements to trade class time with a colleague.  The class cannot be subcontracted out, nor can a guest speaker take the place of the regular instructor unless approved by the faculty member’s dean.

REPRODUCTION OF COPYRIGHTED MATERIALS

Red Rocks follows Congressional guidelines on the use of copyrighted material for classes and the use of licensed computer software.  Following are some examples of permitted and not permitted use of copyrighted printed materials.

A FACULTY MEMBER MAY NOT
Make multiple copies of a work for classroom use if it has already been copied for another class in the same institution.

Make multiple copies of a short poem, article, story or essay from the same author more than once in a class term, or make multiple copies from the same collective work or periodical issue more than three times a term. Make multiple copies of works more than nine times in the same class term.

Make a copy of works to take the place of an anthology.

Make a copy of “consumable” materials, such as workbooks.

A FACULTY MEMBER MAY

Make a single copy, for use in scholarly research, or in teaching, or in preparation for teaching a class, of the following:

· A chapter from a book

· An article from a periodical or newspaper

· A short story, short essay, or short poem, whether or not from a collected work

· A chart, graph, diagram, drawing, cartoon, or picture from a book, periodical, or newspaper

Make multiple copies for classroom use only, and not to exceed one per student in class, of the following:

· A complete poem, if it is less than 250 words and printed on not more than two pages

· An excerpt from a longer poem, if it is less than 250 words

· A complete article, story, or essay, if it is less than 2,500 words

· An excerpt from a prose work, if it is less than 1,000 words or 10 percent of the work, whichever is less

· One chart, graph, diagram, drawing, cartoon, or picture per book or periodical

EDUCATORS’ RESPONSBILITIES REGARDING COPYRIGHTS

Educators need to face the legal and ethical issues involved in copyright laws and publisher license agreements and must accept the responsibility for enforcing adherence to these laws and agreements.  Budget constraints do not excuse illegal use of software.  See your department chairperson for additional information on obtaining copyright permission.

FERPA (BUCKLEY AMENDMENT)
Federal legislation governs what information can or cannot be given to any individual about a student’s educational records or progress.  In general, you may not divulge any information about a student to anyone other than that student without the student’s written consent.  This includes graded papers which should not be available to anyone other than the student.  More details follow.

The Family Educational Rights and Privacy Act of 1974, also known as FERPA or the Buckley Amendment, was created for two purposes.  The first purpose is to ensure that students have access to review their educational records.  The second purpose is to restrict access to those records to a limited group of officials on a on a “need to know” basis.  The following guidelines will assist in assuring RRCC compliance with the law:

· Don't give information over the phone regarding student records (e.g., grades, attendance, progress, financial aid, etc.)

· Do not discuss student records with parents either over the phone or in person, unless the student is present in your office, and gives permission for you to do so.

· Be very careful about information that is left on desks, tables or in unlocked areas.  Do not leave tests or homework papers out in public view, or anything which shows S numbers, grades, or anything with personal information such as addresses or phone numbers.

· All items of this nature should be shredded when no longer in use (unless they are returned to the student).

· DO NOT post rosters by S number or special codes which show student grades.

· When working with student records on paper or a computer, be aware of what is visible when someone comes into your office.   Cover it if it is confidential.

· Make sure computers that can access student records are logged off when you are not at your desk.  NEVER give your password out to another individual.

· The College catalog has more information about access to student records. 

CALENDAR AND IMPORTANT DATES

The academic year calendar is available in the schedules and catalog.  The portal contains a faculty calendar showing contract teaching and work days.  Other important dates include dates for schedule development, catalog copy, book orders and graduation application approvals.  Your department chair can give you an idea of when those deadlines will occur although no overall calendar of due dates exists.
Part Three
State Board Policies and Red Rocks Procedures

This section contains brief summaries of selected State Board (SBCCOE) policies and Red Rocks procedures.  Full texts of these and other policies and procedures are located on either the Colorado Community College System (CCCS) web site (www.cccs.edu) for Board policies or RRCC’s web site (www.rrcc.edu) for our procedures and can also be accessed through the portal.
GOVERNANCE

The College is governed by the State Board for Community Colleges and Occupational Education (SBCCOE or Board).  It is part of the thirteen-member Colorado Community Colleges System (CCCS).  Each college has a seven-member State Board-appointed citizens’ advisory council which acts as a direct link between the community and the college and System as provided for in Board Policy (BP) 2-25.  BP 2-30 creates the State Faculty Advisory Council (SFAC), with one faculty member from each of the thirteen colleges in the System.  This council advises the Board and President of the System on faculty issues and serves as a liaison between the system, the board, and the college faculty.

CLASSIFICATION OF EMPLOYEES - FACULTY

Faculty members are defined in Board Policy 3-10 and are exempt from the state classified personnel system.  Regular faculty may be either provisional or non-provisional in accordance with the terms of Board Policy 3-20 which defines faculty due process rights.  Limited contract faculty are full-time faculty members who were hired for a limited term and who have no expectation of continued employment.  Instructors are part time temporary employees hired to teach a specific course or courses who also have no expectation of continued employment.  For more information refer to BP 3-10 - Administration of Personnel and BP 3-20 - Due Process for Faculty.

DUE PROCESS FOR FACULTY

Due process protection for regular faculty is granted in BP 3-20 which is lengthy and complex.  Faculty members should become familiar with its contents including procedures for assignment or reassignment to a program area, removal from provisional status, and the timelines for actions under BP 3-20 and the accompanying system President’s procedures.  Any faculty member who is notified of an action under BP 3-20 should be fully aware of the consequences of that action, and may wish to contact the Human Resources Office for more detailed information than is contained here.

FACULTY COMPENSATION

The Board has adopted a faculty professional advancement and salary plan that allows for faculty to be given annual salary adjustments based on teaching effectiveness, professional development, service to the college and service to the community.  Red Rocks faculty approved a compensation plan that meets Board guidelines outlined in BP 3-55 and its accompanying procedures.  Red Rocks’ plan provides for annual raises to be tied to both evaluation ratings and the amount of money available for faculty raises.  Summer and overload compensation are calculated on a per-course basis.  Faculty may be compensated for some office hours and other duties during the summer term.  BP 3-55 is on the CCCS web site while the full Faculty Compensation Plan is available on the College web page.

FACULTY WORKLOAD

Both the State Board and Red Rocks have policies or procedures regarding the workload of teaching faculty.  Faculty are expected to have a minimum of a forty-hour work week, with the understanding that not all of that time necessarily needs to be on-campus.  The standard workload includes the expectation that faculty perform all duties assigned by the College including meeting all classes, meeting all office hours, serving on committees and engaging in professional development activities.  Red Rocks faculty are under a contract for 166 work days each academic year.  This includes 150 teaching days and 16 other work days occurring for a week at the beginning of each semester, two days at the end of each semester and a staff development day in mid-semester.  Graduation is a required half-day for faculty.  

The full text of this procedure is contained in Part Two of this handbook.
FACULTY PERFORMANCE PLAN

Board Policy 3-31 requires regular evaluation of job performance and applies to faculty and administrators.  Red Rocks has a corresponding procedure (RRPR 3-45) which includes annual faculty evaluations.  Not only is the evaluation process an important part of assuring quality instruction for students, but it also has important implications for continued employment and increased compensation for the following year.  Two consecutive below meets expectations evaluations may be grounds for nonrenewal of contract. Evaluations weigh heavily in decisions to recommend removal of faculty from provisional status.  The Faculty Performance Plan is available on the College web site.

The performance plan includes a goal setting session with your supervisor, student evaluations in all classes, supervisor observation of a class each semester for provisional faculty and each year for non-provisional faculty, and various meetings and reports.  Deadlines are important in this plan.

Removal of faculty from provisional status requires each faculty member to provide the dean with an updated VITA or resume with a list of accomplishments.  Faculty should gather this information each year during their provisional contracts.

EMPLOYEE BENEFITS

Board Policy 3-60 contains information about, and provisions for, employee fringe benefits including tuition assistance, retirement, health and other types of insurance, and various types of leave both with and without pay.  Faculty are covered by the Colorado Public Employees’ Retirement Association (PERA) with amounts withheld from each paycheck and matching amounts contributed by the employing agency.  BP 3-60 contains some information regarding PERA.  Employees should be aware of their rights to retirement benefits, to some early retirement incentives, or to withdraw their contributions if they leave state employment prior to retirement.  The Board offers several options for health, dental, vision and life insurance.  Usually, changes may be made only once each year during an open enrollment period unless there is a life-change.  The policy makes provisions for various types of paid and unpaid leave for faculty including sick leave, family medical leave, personal leave, and bereavement leave.   Employees are also eligible to participate in several different types of deferred compensation plans.  The Human Resources Office can give you more information about any of these employee benefits. 

FACULTY QUALIFICATIONS

Qualifications for initial and continued employment of faculty are outlined in Red Rocks Procedure 3-29.  Faculty must meet the minimum qualifications for all areas related to their assignment, and must complete the required professional development to maintain continued employment. For CTE faculty this includes maintaining a current vocational credential.
FACULTY ACADEMIC RANK AND TITLES

RRPR 3-35 contains the procedure for the use of faculty ranks and titles.  This procedure outlines all allowable titles and the process used to advance through the titles.  Entry-level faculty may use the following titles:  Faculty, Assistant Professor, or Teacher.  They then can advance to the intermediate level:  Faculty, Associate Professor, or Associate Master Teacher.  Finally faculty can reach:  Faculty, Professor or Master Teacher.  The Faculty Senate approves advancements.     

PROFESSIONAL DEVELOPMENT

RRPR 3-29a contains the guidelines for faculty professional development and the vocational credentialing process.  All faculty are required to meet professional development requirements every five years to maintain employment.  Development options are detailed in the procedure.

Board Policy 3-65 provides for professional development opportunities.  Professional development programs include orientation, basic skills training, professional growth/improvement, supervisory training, management and leadership development, and sabbatical leave for teaching faculty
When budgets permit, faculty are encouraged to attend conferences and workshops to enhance their teaching skills and knowledge in their subject areas. 

DEPARTMENT LEADERSHIP

The organizational structure at Red Rocks includes faculty members or professional/technical staff  who serve as department chairs of instructional areas.  Chairs are elected by the full-time faculty in their department, serve for two-year terms, and are responsible for coordinating the activities of the department with the aid of departmental faculty.  Department chairs do not directly supervise full-time faculty.

Each department is awarded departmental units which are equivalent to a one credit hour lecture class release or overload pay.  Departments decide how to allocate their units based on the unique needs of each department.  Units are based on various factors including FTE and the number of prefixes in the department.

 RRPR 3-67 contains more information about the department leadership provisions.

PURCHASES, TRAVEL, COLLEGE PROPERTY

Red Rocks, as a state agency, follows state rules and regulations for all purchases, travel, and the use or disposal of property.  All of these activities have strict compliance, approval and signature rules.  Red Rocks Procedure 8-12 discusses signature approval for expenditures.  Other purchasing, travel and disposal of equipment rules are available from administrative assistants or the Office of Business Services.

Faculty may be given a college procurement card (credit card).  These cards have strict usage rules.
SEXUAL HARASSMENT

System President’s Procedure SP 3-120a prohibits sexual harassment of students and System employees.  Employees should know that when a power differential exists between individuals, romantic or sexual relationships may lead to charges of sexual harassment.  Please refer to SP 3-120a on the CCCS web site for specific details on what constitutes sexual harassment and procedures to take when sexual harassment may exist.

HEALTH, SAFETY AND WELL-BEING

State or federal law, State Board policy, and Red Rocks procedure govern such things as firearms on campus, smoke-free facilities, alcohol on campus, and drug free workplace.  See BP 19-10 - Violence/ Firearms on Campus; BP 19-30 - Drug Free Schools; BP 3-24 - Drug Free Workplace; RRPR 16-22 - Alcohol on Campus; and RRPR 16-21 - Smoke-free Facility.  The Campus Police Department, a fully certified state police force, can answer questions about these and other law enforcement or safety-related issues.

EMPLOYEE GRIEVANCES

Board Policy 3-50 and Red Rocks Procedure 3-50 contain information about grievable matters and the process for filing a grievance.  Employees are urged to resolve conflicts informally whenever possible, but the College and the Board recognize that a formal grievance procedure is necessary in some circumstances.

ACADEMIC INTEGRITY

RRPR 1-50 defines the concepts of Academic Integrity that guide Red Rocks employees and students in their pursuits of academic work. It defines academic dishonesty and notes the disciplinary actions that a faculty member may take when a student is determined to have cheated on a test or assignment.

COPYRIGHTS AND PATENTS

Faculty members who have developed, or plan to develop, a patentable or copyrightable project may be subject to BP 3-90.  This policy deals with projects accomplished in whole or in part with any College or System resources, and specifies the process for determining ownership of the project and the proceeds from its sale.  The policy requires faculty to submit a disclosure statement prior to engaging in the project.  It also requires approval from the college president before sale of the material as part of the curriculum.  See Part Two of this Handbook for additional copyright information.

CREDIT FOR PRIOR LEARNING

Students bring extensive experience to Red Rocks.  The Board and the College recognize these experiences may translate to college-level learning, and, thus, have developed policies and procedures that allow students to gain college credits for prior learning experiences.  Faculty may be involved in evaluating portfolios, administering challenge examinations or making recommendations about standardized examinations.  Faculty and students should be aware that there are limits to the amount of prior learning credit that can be applied to degrees and certificates, and that the credits may not be accepted for transfer to four-year institutions.   The Learning and Resource Center staff is available to assist if you have additional questions.  Also see BP 9-42 on the CCCS web site.

APPROVAL OF NEW PROGRAMS

The process for approval of new Career and Technical Education [CTE] AAS,/AGS degrees and/or certificates requires submission of an electronic program approval via the CCCS CTE website [http://www.cccs.edu]. All necessary approvals must be secured before certificates or degrees can be awarded to students.  Red Rocks has established some degree requirements as well.  Board Policy 9-40 and RRPR 9-40 contain more details.
PROGRAM REVIEWS

All academic and occupational programs offered at RRCC are required to undergo a comprehensive program review every five years or more often.  This review helps assure continued quality and relevance of the programs.  More information regarding program reviews can be found in Instructional Services and in Board Policy 9-47.

ELECTRONIC COMMUNICATION

Board Policy 3-125 deals with computer use, internet access and e-mail.   By policy, users have no expectation of privacy rights when using e-mail or other College or System technology tools.  These communications systems are intended for business and educational use, and the policy lists prohibited activities.  E-mail may be a public record. Strong passwords are required and must be changed periodically.
CONFLICT OF INTEREST

The Board has a policy concerning conflict of interest that applies to all System employees.  This policy includes sections on outside employment, employment of family members, relationships between students and faculty, ethical behavior, and financial transactions between employees and either the College or the System.  For more information see Board Policy 3-70.

EMERITUS FACULTY

After retirement a faculty member may apply for, or be nominated to, Emeritus Status.  To be eligible for Emeritus Status a faculty member must have achieved professor rank and have fifteen years of full-time status.  They must also have made significant contributions to the college during their tenure. RRPR 3-69 contains details.  The Faculty Senate is responsible for overseeing this process with final approval by the College Advisory Council.
GIFTS
Amendment 41 to the Colorado Constitution prohibits state employees from accepting gifts or gratuities work more than $50 from any individual or business.  This does not include textbooks received for examination purposes and potential adoption for courses. 
GRADE APPEALS
RRPR 4-32 contains the procedure for students who wish to appeal a final grade in a class.  Students may appeal on the grounds that there was an error in the computation of the final grade or if the student believes that the faculty member did not apply his/her stated grading policy to the student.  There are important time-lines that must be observed in this process.  Of course, it is hoped that the student can work out any issues with his or her faculty member without resorting to a formal appeal.  The Academic Standards committee is the final hearing body for grade appeals.
RELATIONSHIPS

System President’s Procedure 3-70 deals with relationships, both amorous and familial, in the workplace. Major provisions of this procedure delineate how the relationships should be disclosed, and then indicate that an employee may not act in an evaluative capacity with that person.  For the classroom, this means that a faculty member may not have an amorous relationship with a student in his/her class.  A family member may enroll in a faculty member’s class but may not be evaluated by that faculty member. 

Part Four

Glossary, Committees, Resources, and

Statement of Faculty Excellence

GLOSSARY

AAS Degree or Associate of Applied Science Degree – A degree intended to prepare students for the workforce.  Courses may be considered for transfer on a course-by-course basis.  These degrees carry a designation of their major area of emphasis.

AA Degree or Associate of Arts Degree – A transferable degree intended for students who wish to major in the liberal arts.  AA Degrees which have been articulated with the public colleges and universities in the state may carry a degree designation, e.g. AA-Business.

AGS Degree or Associate of General Studies – A degree that is customized for a specific purpose and may include an articulation agreement with one or more colleges and universities.

AS Degree or Associate of Science Degree – A transferable degree intended for students who wish to major in the sciences, medical fields and engineering.  Like the AA Degree, those AS Degrees with articulation agreements with most four-year schools may carry a designation, e.g. AS –Biology.

Banner – The name of the computer system that tracks students, staff and all resources.  This is enterprise resource system software, and is common to all of the system colleges.

CCCS, The System, or Colorado Community College System – The state system of community colleges which includes the thirteen community colleges in the state but excludes Aims Community College and Colorado Mountain College which are separately governed and funded.  The system is headed by President, Nancy McCallin, and has a staff to support and oversee operations of the colleges.  Each college president reports to the system president.

CCHE or Colorado Commission on Higher Education – The Commission is the governing board that oversees all public higher education in Colorado.

CCNS or Common Course Numbering System – The system, with the faculty, has established common names, common course numbers and common outcomes for all courses offered by the colleges. New courses have to be approved and added to the CCNS.

CDHE  or Colorado Department of Higher Education – The director and staff who perform the day-to-day activities authorized by the CCHE.

COF or College Opportunity Fund – The State of Colorado helps fund public higher education by paying a portion of each state resident’s tuition provided that they have enrolled in the COF program.  This is the major source of state funding for the college.

CPL or Credit for Prior Learning – Students have various opportunities to gain college credit for learning outside the formal college setting, on the job, or through other life experiences.  Options include portfolios demonstrating achievement of learning objectives, college level examinations, or challenge examinations.  The assessment office administers these programs with help from departmental faculty..

CTE or Career and Technical Education – This is the name given to programs that are primarily designed to lead to jobs rather than to transfer to four-year colleges and universities.  Some CTE programs have both job readiness and transfer roles such as the business programs. CTE programs and faculty are governed by additional requirements and certification which are necessary in order to obtain vocational education funding, both state and national.

 D2L or Desire to Learn – This is the online classroom platform chosen by the Colorado Community College System for all online learning.  Faculty are urged to use D2L for  posting a syllabus, conducting some assignments, making class announcements, etc.  Training is available through the LARC.
FTE or Full-time Equivalent – A measure of size of the college.  One annual  FTE is equal to 30 credits while a semester FTE is equal to 15 credits.  One student taking 15 credits in a semester is generating one semester FTE or one-half of an annual FTE. A three credit course with 30 students enrolled is generating three FTE.  Funding is tied to FTE.

GTPathways – The courses that have been accepted for inclusion in the statewide guaranteed transfer program.
LARC or Learning and Resource Center – RRCC has a vibrant center located towards the east end of  the campus where students can get help via walk-in-tutoring in a number of subjects.  There are numerous other resources also available to them.  This is also the center for training faculty in technology use including for teaching online classes.

SFAC or State Faculty Advisory Council – This group consists of one faculty member from each of the system colleges and is advisory to the System President and the State Board.  Your representative can help carry state level concerns and questions to the monthly meetings.  

SFCC or State Faculty Curriculum Council – This group is composed of two faculty members from each community college.  Their role is to approve new courses for the CCNS and recommend courses for inclusion in the GTPathways guaranteed transfer program.

State Board or SBCCOE – The governing board of the community colleges is the State Board for Community Colleges and Occupational Education.  The Board is comprised of seven members appointed by the governor and representing the congressional districts in Colorado as well as a non-voting faculty member  and student member.  This board is responsible for governing the colleges, adopting policies and setting budgets.

STANDING COMMITTEES

Following is a list of some college committees of interest to faculty.  For additional information regarding committees, see your Dean.

Academic Standards Committee

Purpose: To make recommendations to the Vice President of Instruction pertaining to academic policies, graduation requirements, admission requirements, grading standards, academic integrity, and instructional policies/procedures.

Collaboration Council 

Purpose:  To advise the President on matters pertaining to the college such as budget priorities, strategic planning, policies and procedures, and accreditation .

Curriculum Committee 

Purpose: To review and approve new College curriculum.  

Diversity Council 

Purpose: To promote diversity awareness and facilitate ongoing educational, social, and recreational diversity activities.

Endowed Teaching Chairs Committee 

Purpose:  To Recognize teaching excellence by crafting a formal process for the nomination and selection of faculty members and recruiting funding to support the awards.

Faculty Senate 

Purpose:  To represent the Faculty constituency group in an advisory capacity to the college administration (one faculty representative from each department).

Faculty of the Year

Purpose:  To select Faculty of the Year.

Graduation Committee 

Purpose:  To efficiently and successfully manage all phases of the annual Red Rocks Community College graduation process.

Honors College Committee 

Purpose: To develop and facilitate a student honors program.

International Education Committee

Purpose: To promote international education awareness and study abroad activities.

Peer Review Committee

Purpose:  To address Reduction In Force issues when needed.

Service Learning Committee

Purpose:  To integrate community service with guided reflection into curriculum to enhance and enrich student learning and increase participation as citizens in a democracy.

RESOURCES FOR FACULTY AND STUDENTS

The following list was supplied by Donna Armelino, Business Faculty.  It contains many of the resources available to faculty and/or students. Names of contact individuals may change frequently but the offices and services remain.

	Resource
	Contact Information
	

	Connect To Success
	Main Campus, Dana Kobold , x6317 LARC
	Assist students with study skills, information about campus & community services

	Free Tutoring
	Main Campus, Ruth Wengrovius, LARC x6701
	Walk-in tutoring 

	Library Services
	Main Campus, 2nd Floor x6740
	Print, audio, and internet services

	Writing Center/Online Writing Center
	Main Campus, Johanna Carter x6321
	Assignment preparation guidance

	Computer Services
	LARC, Computer Labs
	Computers with Microsoft Office software & internet access

	Special Services for Students with Disabilities
	Main Campus, LARC – Jackie Stanton
	Advocacy, assessment, direction, learning skills and school-to-employment transitioning for people with learning and physical disabilities

	Study Group Central
	Student Life Reception Desk
	Students can reserve a room, get snacks for study time

	Internships & Service Learning
	Student Employment, Main Campus – Suzanne Sullivan
	Assist in connecting students with paid and volunteer employment internships so they can apply classroom knowledge in the workplace

	Online Class Assistance
	eHelpdesk@rrcc.edu
	Assist with online course questions, technology

	Academic Clubs
	Main Campus, Office of Student Life
	Social interests

	Foreign Language Lab
	Main Campus, Room 1162
	Tutoring in foreign languages

	GED Pretest & Preparation
	Main Campus, LARC
	GED completion

	English Language & Intercultural Services
	Main Campus, Linda Yazdani
	English language tutoring, admissions & advising for international students

	Bookstore
	Main Campus, x6232
	Books & course supplies

	Cafeteria/Coffee Bar
	Main Campus x6586
	Hot & cold food selections

	Campus Police
	Main Campus, 911 emergency/x6394 non-emergency
	

	Children’s Center child care
	Main Campus
	Full service, full-day care for children 18 months to kindergarten

	Fitness Center
	Main Campus, x6375
	Full-scale fitness equipment facility

	LARC-Learning and Resource Center
	Main Campus, 1st and 2nd floors
	One-stop spot for skills assessment, tutoring, library and internet resources for students 

	The Student Voice
	Main Campus, x6248
	Represents the interests of the student body

	Communications Lab
	Main Campus, LARC
	Provides assistance with speaking & presentation skills

	Mental Health Counseling
	Main Campus, Mary Jo Starmer , room 1268 LARC
	X6316 – Professional counseling for students


STATEMENT OF FACULTY EXCELLENCE

Excellent faculty create a dynamic learning environment that responds to the diverse needs of students.  This learning environment challenges and empowers students to make informed decisions, to reach their highest potential, and to contribute to the communities in which they live and work.

The primary responsibility of all Red Rocks Community College faculty, both teaching and general, is education.  Whether a faculty member is explaining a concept in a classroom, advising and counseling students, or providing library resources to students, faculty encourage students to achieve success.  Excellent faculty understand the philosophy and the mission of the community college.  They adapt their teaching and work to the needs of diverse students without compromising the high standards necessary to maintain the integrity of their discipline or work area.  As life-long learners, excellent faculty demonstrate the love of learning.  They are both mentors and models to their students and to colleagues in collaborative efforts, in the application of what they know to specific problems and issues, and in the critical thinking skills.  Red Rocks Community College faculty possess the knowledge base, the personal qualities and skills, and the mastery of the teaching/learning process that exemplify faculty excellence.  The full text of the Statement of Faculty Excellence follows.

Statement of Faculty Excellence

KNOWLEDGE BASE
Excellent faculty at Red Rocks Community College maintain knowledge in the profession of teaching and in their discipline or work assignment.  Faculty may do many things to demonstrate this knowledge base.  For example, they may:

· Have the degrees, the certifications, the credentials, and/or the work experience necessary to perform their assigned duties and/or teach in their disciplines.

· Continually upgrade their knowledge of the teaching/learning process, of their discipline, and of their work areas.

· Actively communicate with professionals in education, in the field taught, and in the work areas.

· Maintain membership in professional organizations.

· Keep current with advances in education and in their field.

· Attend professional meetings, workshops, conferences and seminars.

· Achieve and maintain professional certifications and credentials.

· Achieve additional course hours and/or advanced degrees.

· Demonstrate presentation skills.

· Stay aware of the cultural, political, economic, and social environment.

· Conduct research and write for publication.

PERSONAL QUALITIES AND SKILLS
Excellent faculty at Red Rocks Community College have personal qualities that contribute to the success of their students, the college, and themselves.  These personal qualities and skills vary with each faculty member.  For example, Red Rocks Community College faculty:

· Are enthusiastic.

· Respect diversity and are sensitive to individual differences.

· Have effective communication skills.

· Are responsible.

· Exert a high level of effort.

· Set and work toward high personal performance goals.

· Are sensitive, supportive, and considerate of students and colleagues.

· Work collaboratively.

· Demonstrate integrity, honesty, and ethical behavior.

· Treat people with respect, dignity, and fairness.

· Have a sense of humor.

· Are flexible, innovative, creative, and willing to take risks.

· Listen attentively to others.

· Are dedicated to teaching and learning.

· Participate and contribute to the department, college, and community.

· Exhibit a professional demeanor.

· Respect and respond to constructive criticism from students, colleagues, and supervisors.

· Are visionary.

TEACHING LEARNING PROCESS
Excellent faculty at Red Rocks Community College create a learning environment that empowers students to be successful.  They create this environment in many ways.  They may:

· Communicate clearly to students course standards, objectives, activities, and evaluation methods.

· Use a variety of appropriate and fair student assessment and evaluation methods.

· Design activities that help students to master objectives.

· Provide students with a syllabus that clearly defines course expectations.

· Support the development of higher thinking and problem solving skills.

· Recognize and accommodate diverse learning styles and student needs.

· Use a variety of methodologies, resources, and materials.

· Use collaborative learning.

· Integrate such things as service learning, cooperative education, team teaching, and interdisciplinary instruction into curriculum.

· Develop and teach new programs and courses that respond to the changing needs of the communities we serve.

· Create a learning environment that encourages students to take risks.

· Use technology appropriate to their discipline or work assignment.

· Stimulate curiosity and self-discovery.

· Set high yet realistic standards and communicate these standards to students.

· Provide diverse ways for students to achieve standards.

· Continually evaluate and upgrade curriculum.

· Make subject matter relevant to students, to society, and to the work force.

· Instill a love of learning in students.

· Encourage students to achieve their personal education and work goals.

· Reward achievement.

· Conduct class or work assignment in an organized, well-prepared manner.

· Develop and enhance presentation skills.

· Make themselves available to students and colleagues.

· Facilitate self-learning.
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