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This Guidebook is intended as a resource for the full-time faculty and staff who work within the
Academic Affairs unit of Hagerstown Community College. It is a dynamic document that needs
continual updating in order to meet the needs of those for whom it was written and to reflect
policy and procedural changes. As is the case with the College Catalog, this Academic Affairs
Guidebook will be updated every year.

Section 1: Getting Started

Introduction to the College

Founded in 1946 as the first Maryland community college, Hagerstown Community College is
the “community’s college:”

Our Vision: HCC will be a learner-centered, accessible, life-long learning institution dedicated
to student and community success.

Our Mission: HCC’s central purpose “is to offer a diverse array of courses and programs
designed to address the curricular functions of university transfer, career entry or advancement,
adult basic skills enhancement, general and continuing education, as well as student and
community service. It is part of the College’s mission to promote and deliver educational
excellence within a learning community environment and to foster regional economic and
cultural development through community service and collaboration. The College is charged to
provide high quality education at a reasonable cost to meet the postsecondary needs of the
citizens of Washington County and the surrounding region.”

Our Values: The College believes in and teaches the ideals and values of cultural diversity and a
democratic way of life and also seeks to cultivate in its students critical and independent thought,
openness to new ideas, a sense of self direction, moral sensitivity, and the value of continuing
education.

At Hagerstown Community College, students come first, and as HCC’s President, Dr. Guy
Altieri has emphasized, “When we say it, we mean it.”

For additional information on the College’s history, its strategic goals designed to achieve

HCC’s vision, mission, and values, its facilities, and programs, consult the College Catalog,
which is published annually. The Catalog is a basic resource for all faculty and staff.

Emplovee Handbook and Human Resources

The Human Resources Office publishes the Hagerstown Community College Employee
Handbook annually which contains essential information on topics related to employment
benefits and requirements as defined in the Hagerstown Community College Board Policy
Manual. Additional personnel information is contained in official benefits material and outlined
in college payroll and personnel practices. At the time of employment, each faculty member is
directed to the Internet site where the Employee Handbook may be accessed.



The Employee Handbook covers General Personnel Policies; Employment with the College;
Employee Relations; Matters of Misconduct; Salary Administration; Employee Benefits;
Employee Development; Computer Use, Protection, and Security; and Campus/Workplace
Violence. Appendices include HCC’s Hiring Guide, Faculty Evaluation Form (see Appendix A),
Annual Performance and Planning Review (APPR) Form, and Non-Exempt Evaluation Form.

In addition to maintaining the Employee Handbook (available in hard copy and online on the
HCC Web site, Log in, Faculty & Staff, College Operations, “Human Resources,”
“Employees”), Human Resources staff members are available Monday through Friday, 8:30 a.m.
to 4:30 p.m., in the Administration and Student Affairs Building, Room 700.

Donna Marriott Fonda Franklin
Director Manager
Human Resources Human Resources
301-790-2800, ext. 259 301-790-2800, ext. 280
dmmarriott@hagerstowncc.edu fefranklin@hagerstowncc.edu
Barbara Lease Rosalynn R. Oberholzer Faye Miller
Human Resources Specialist ~ Human Resources Specialist Human Resources Specialist
301-790-2800, ext. 243 301-790-2800, ext. 585 301-790-2800, ext. 623

balease@hagerstowncc.edu rroberholzer@hagerstowncc.edu flmiller@hagerstowncc.edu

Online Human Resources references consist of information related to:

o Employees benefit forms, internal application, staff development, and
tuition reimbursement + Handbook

e Hiring Process hiring process and interviewing guide

o Supervisors job description, position requisition, student workers,
performance evaluation

® Benefits cost-sharing rates for medical/Rx and dental coverage,

Catastrophic Sick Leave Bank

Contact the Human Resources Office for further information concerning health or life insurance,
the retirement program, or salary documents.

Organization of the Academic Affairs Unit

The Academic Affairs unit is led by the Vice President of Academic Affairs (VPAA). Included
within Academic Affairs are: academic divisions led by elected Chairs or appointed Directors;
Library Services, including Learning Technologies and Distance Learning; the Academic
Testing Center; the Student Success Center; and the Fletcher Center for Professional
Development.


mailto:dmmarriott@hagerstowncc.edu
mailto:fefranklin@hagerstowncc.edu
mailto:balease@hagerstowncc.edu
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Academic Council

This group addresses issues such as day-to-day operations of the divisions and interactions with
other units on campus, academic scheduling and calendar, curricula, and programs and services.

Membership includes:

e VP of Academic Affairs (convener);

e Director of Instruction;

e Chairs of the English and Humanities; Behavioral and Social Sciences/Business; and
Mathematics and Science divisions;

e Directors of the Nursing; Health Sciences; Technology and Computer Studies;
Developmental Education and Adult Literacy Services; and Physical Education and
Leisure Studies divisions;

e Director of Library Services and Learning Technologies;

e Faculty Assembly Chair; and

e Executive Assistant to Vice President of Academic Affairs.

Academic Officers

The Academic Officers group is a sub-set of the Academic Council and includes the Vice
President of Academic Affairs, the Director of Instruction, and the Chairs/Directors of the
Academic Divisions.

The Academic Council meets every other Thursday morning from 9 — 11 a.m. The Academic
Officers meet on the alternate Thursday mornings at the same time.

Faculty Assembly

The Faculty Assembly is the central faculty governance body through which faculty express their
ideas regarding academic policy, student success, and matters related to teaching and learning.
The Assembly also serves as a forum for faculty to express views on matters outside governance,
such as day-to-day college operations. The Assembly chair, elected by the membership for a
two-year term, is responsible for taking issues from the Assembly to the Governance Council,
the President’s Cabinet, or directly to the President and Academic Vice President based on
whether the issue is a governance matter, an administrative issue, or a topic that requires direct
deliberation with the appropriate member of the executive staff. The chair of the Assembly is a
member of both the President’s cabinet and the Governance Council, and attends Board of
Trustees Meetings. One must be a member of the Assembly for three years prior to holding an
elected office. Faculty Assembly meets on the third Thursday of each month during the College
Hour. Membership includes all full-time faculty including Temporary Senior Lecturers, and one
official adjunct selected by and representing each academic division.



Section 2: Faculty Information and Responsibilities

Faculty Classification System

Full-time Faculty

Full-time faculty are exempt employees. An exempt employee is an employee who is exempt
from provisions of the Fair Labor Standards Act and earns a fixed compensation in a
predetermined amount that is paid each pay period regardless of the number of days or hours
worked. Exempt employees are typically executives, directors, managers, professional and some
technical staff, faculty, and others whose duties and responsibilities allow them to be exempt
from overtime pay provisions defined by the FLSA as amended, and any applicable state laws.

Adjunct Faculty (The Academic Affairs Guidebook for Adjunct Faculty is currently under

development)

Adjunct faculty are temporary employees. A temporary employee is an employee who is hired
for a specific period of time or for the completion of a specific project. The job assignment,
work schedule, and duration of the position will be determined on an individual basis. Adjunct
faculty are part-time, temporary employees who are hired on a semester basis to teach up to
twelve (12) credits (credit or non-credit valued courses) per semester. Adjunct faculty are
compensated according to the number of credits (for credit course), or hours (for noncredit
courses) that they teach.

Temporary Senior Lecturer

Temporary Senior Lecturers carry a 15-credit load each semester and have the responsibility for
holding 5 office hours per week. They are temporary employees hired by the semester and
frequently fill in for full-time faculty who are on leave from the College or for sudden and
unforeseen enrollment boosts.

Faculty Offices and Accommodation

Full-time faculty are allocated an office space for the duration of their teaching assignments.
Division Chairs and Directors notify the Director of Facilities Management and Planning to
inform that division of new hires or office changes so that furniture may be ordered or moved
into the appropriate location. Chairs and Directors must also inform the Director of Information
Technology so that the appropriate telephone and computer requirements are met. While private
office space for full-time faculty is not guaranteed, the College is committed to honoring
requests related to private office accommodation, as space permits. Faculty office space
assignments are to be approved by the Vice President of Academic Affairs.

Faculty Duties and Responsibilities

Policy Procedures 220-D.08



There are ten specific duties and responsibilities expected of all faculty pertaining to teaching
and service to students.

1
2
3
4
5.
6.
7
8
9
1

0.

Teaching;

Student Outcomes Assessment;

Student Advisement;

Student Advocacy;

Curriculum Development;

Student Recruitment and Program Marketing;
Shared Governance;

Professional Development;

College Service; and

Community Service.

Specific to the above duties and responsibilities, faculty must:

Conduct assigned classes in the area of designated employment in accordance with
course descriptions outlined in the College catalog and within the general provisions of
the division. A faculty member is also responsible for arranging equipment, supplies, and
materials necessary for such instruction;

Meet every scheduled class including the final examination, except for emergency
situations and approved absences. This involves meeting the scheduled number of
minutes for the class in the room assigned as outlined in the current semester schedule of
classes. The faculty member must inform the Division’s Chair/Director if he/she is
unable to attend any scheduled class(es) or meeting(s). Faculty may not cancel class or
post a class cancellation without informing the Division’s Chair/Director. Vacation leave
is not permitted during assigned instructional days;

Prepare course syllabi for all assigned courses;

Select or assist in the selection of textbooks and all ancillary materials for assigned
courses;

Teach day or evening classes on-campus or at off-campus sites as part of the regularly
assigned teaching load;

Maintain standards of teaching worthy of accreditation;
Offer rigorous courses that challenge all enrolled students;

Search for ways to improve instruction through membership in professional associations,
attendance at meetings and workshops, and review of current instructional materials in
his/her field;

Provide a variety of teaching methods in an effort to meet student needs;
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e Acts as an advisor to students on programs of study and course problems;

e Submit grade reports on time and provide information requested by appropriate
administrative personnel;

e Post and schedule a minimum of five regular office hours a week (three hours for faculty
hired before July 1, 1996) with the provisions for seeing students at other times. This
schedule should be reported to the appropriate division chairpersons and the Vice
President of Academic Affairs;

e Attend all scheduled and special faculty meetings as well as the meetings of other groups
to which the individual is assigned (for example, division committee or special
assignment);

e Function on faculty committees by assuming responsibility for attendance and an
equitable share of the work of such committee;

e Follow the established institutional channels of communication. All concerns should be
raised first with the Division Chairs/Directors, and, if unresolved, referred to the Vice
President of Academic Affairs;

e Participate in the College’s communications network by picking up mail regularly from
assigned mailboxes as well as checking voice mail and e-mail regularly;

e Support and attend all regularly scheduled academic functions such as workshops, special
colloquia and convocations, and graduation ceremonies; and

e Support the stated mission, objectives, purposes, policies, and regulations of the College
and interpret them faithfully and accurately to the students and the public.

All faculty members are expected to be cognizant of their responsibilities toward teaching,
service to students, and college and community service.

In addition, the FLPTC (Faculty Load, Promotion, and Tenure) document (2003) provides
specific indicators relating to faculty responsibilities for teaching, assessment, student
advisement, and student advocacy.



Teaching

1.

2.

Each academic year a full-time faculty member is responsible for teaching a full load
within the college’s defined range and parameters;

Individual faculty members must adhere to academic standards that are collectively set by
the faculty at the college, department, and discipline levels. The teaching quality must be
high and effectively measured; and

Enthusiastic teaching and a love for student learning is expected.

Student Outcomes Assessment

1.

2.

Faculty teaching and student learning must be measured or assessed, which aids in
educational direction, insight, and accountability;

Faculty must assess learning outcomes at the course, discipline, department, program,
and college levels; and

Results from learning outcomes assessment should be used to improve teaching and
learning at all levels of academic instruction at the college.

Student Advisement

1. All faculty are expected to advise students on courses and curriculum;
Students should be advised during faculty office hours and other times mutually
determined; and

3. Student Services should assist faculty advisement and complement, enhance, and
supplement this advisement with other data, information, and resources such as career
exploration.

Student Advocacy

1. All faculty should be student and learning centered. Student success is a reflection of
faculty accomplishment and teaching competence; and

2. Being totally committed to student learning and success requires faculty to be student

advocates.

Curriculum Development

1.

Curriculum development is a duty and responsibility of all instructional faculty;

Faculty members must maintain their teaching content and materials, and continue to be
current and up-to-date or contemporary in their field;

Current issues, transfer content, and technological enhancement must be interwoven
within college course group, degree programs, and certificates; and

Continuous curriculum revisions, enhancements, and deletions are necessary functions of
all teaching faculty.



Student Recruitment and Program Marketing

1. College faculty members are expected to be college ambassadors and, as such have
special obligations to their profession and their institution by representing the College in
a professional manner, marketing and promoting their discipline or program;

2. Recruitment coincides with marketing. Student recruitment, especially for new programs,
is required; and

3. Recruitment and marketing may be done in conjunction with other college personnel as a
coordinated effort.

Shared Governance

1. All faculty have a responsibility to participate in shared governance at all levels. Faculty
must be willing to participate and effectively collaborate with other employees and
administration.

Professional Development

1. A faculty member’s professional development plan must coincide and match or enhance
the College’s strategic goals. A faculty member’s professional developmental plan must
be approved by the Division Chairs/Directors and the Vice President of Academic
Affairs.

College Service

1. The extent and depth of college service by faculty should factor into the promotion
system and be aligned with the College’s strategic goals. Areas may include departmental
responsibilities, community outreach, and student-orientated activities.

Community Service

1. Since HCC is a community college, local community service should be a standard
responsibility of all staff, faculty, and administrators; and

2. Community service should not interfere or conflict with the College’s strategic goals or
the faculty member’s other duties.

Instructional Load

The base faculty teaching load shall be fifteen (15) credit-hour equivalents. For most faculty, this
would mean fifteen (15) hours and fifteen (15) credits of base load, since lecture or didactic
hours are treated one-for-one in student contact hour to credit equivalency.

Clinical instruction is equivalent to laboratory instruction for determination of load. In general,
credit hours assigned to laboratory or clinical sections is a ratio of one to three (1:3). Therefore,
one credit hour for three hours of instruction would be assigned.
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A load multiplier of .75 is used in equating labs and clinicals, in calculating a base load of fifteen
(15) credits. These courses or sections have more clock hours of instruction than credit hours
assigned (i.e., one credit: three hours of instruction).

Teaching overload credit would begin at sixteen (16) credit hours, and fractions of a credit hour
from fifteen (15) to sixteen (16) will not be compensated (e.g., 15.75). Conversely, credit hours
or credit-hour equivalents between fourteen (14) and fifteen (15) will not be construed as an
underload (e.g., 14.5).

Faculty Work Load

Policy Procedures 220-D.09

All full-time faculty at HCC are expected to allocate their work hours in the following manner:

Allocation of Work Hours per Week Work Hours to be Spent

75% Teaching and Learning 30 hours per week

e Learner support activity (office hours)

e (lass preparation

e Student contact hours (15-21 hours)

15% College and Community Service 6 hours per week

e Serving on committees

e Recruiting students

e Presentations to faculty

10% Professional Development 4 hours per week

Total — 40 hours a week

These hours represent a minimum workload and many faculty members will work more than 40
hours in an average work week to meet their responsibilities.

Office Hours

Full-time faculty must post and schedule a minimum of five regular office hours a week (three
for faculty hired before July 1, 1996) with the provisions for seeing students at other times. The
schedule should be reported to the appropriate Division Chairs and Directors as well as the Vice
President of Academic Affairs.

Full-time faculty should be available for student consultation during final exam week. Since
finals week has its own unique scheduling, faculty must arrange their office hours to deal
adequately with students’ questions related to final exams. Faculty are expected to post their
office hours for the convenience of the students.




Guidelines for Faculty Absences

e Faculty are not permitted to schedule vacations or other unapproved leave during the
academic semester. Faculty members are expected to attend all classes unless the absence
is due to illness or is otherwise approved by the Division Chair or Director.

e  When unable to meet with their classes for any reason, faculty must notify the Division
Office Associate and the Division Chair or Director, or if neither of them are available,
the Office of the Director of Instruction or the Office of the Vice President of Academic
Affairs. The faculty member must make contact with an administrative office so that
either a class cancellation notice can be posted or a substitute can be found.

e  When at all possible, classes should be held. They should be canceled only when a
substitute cannot be provided. Adjunct and full-time faculty should notify the Division
Office Associate if they are willing to substitute and for which courses they can
substitute. Normally person-to-person contact is expected, but in cases of extreme illness
or emergency, email, text messaging or phone messages are acceptable.

e Faculty should give as much notice as possible when absent so that students can be
notified in advance. Faculty should also use the course management software
(Moodlerooms) to post assignments or to contact students in the event of an absence.

e Absence not properly recorded or deemed to be unnecessary or unapproved could result
in the docking of pay and/or disciplinary action. All faculty absences must be recorded on
the HCC Employee timesheet that is submitted monthly by Division Chairs/Directors to
the College’s Finance Office.

e At the end of each base load semester, the Office of the Vice President of Academic
Affairs will request an accounting of faculty absences for the semester. This work will be
facilitated by the Executive Assistant to the Vice President who will work closely with
the Division Office Associates.

Commencement

Commencement is held each year on a Saturday morning in May. Full-time faculty are required
to attend Commencement wearing academic attire. Faculty who do not own the academic attire
must contact the Office of the Dean of Students Affairs to request information pertaining to
rental. In rare instances, a faculty member may be excused from attending Commencement.
Permission to be absent may be granted by the Vice President of Academic Affairs. In addition,
all full-time faculty are required to attend, in academic attire, the annual Honors Convocation,
held the week of Commencement.

Employment Outside the College

Reference: HCC Employee Handbook, October 2004: Policy Procedures 220-A.06 (pg. 25-26)

Appropriateness of Employment

Full-time employees of the College may engage in part-time employment elsewhere
provided such outside work does not interfere with the performance of normal
professional responsibilities, have an adverse effect upon the College, or create a conflict
between the interests of the College and the employee. The College considers full-time
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employment to be a full-time commitment. Full-time employees who choose to work
outside the College must complete the appropriate notification form which may be
obtained from their area dean or vice president.

Administrative Approval

Full-time administrators and faculty must inform the area dean or vice president and/or
the President and obtain their approval prior to accepting employment in addition to their
contractual agreement with the College. The President may disapprove the outside
employment if it is considered to be detrimental to the performance of the employee’s
responsibilities at the College, or the work is in conflict with the College’s interest. In
such cases, the President will provide the employee with a rationale for denying outside
employment. All other full-time exempt and non-exempt employees must request
permission from their immediate supervisors and the area dean or director to accept
employment in addition to employment at the College.

Unacceptable Outside Employment

In general, outside employment is not permitted if:

e [t prevents employees from fully performing their work required of them while
employed at the College, including overtime assignments or attending required
college activities. In case of any conflict with an outside activity, the employee’s
obligations to the College must be given priority, with the understanding that the
College is their primary employer;

e It involves organizations that are doing or seeking to do business with the
College, including actual or potential vendors, customers, or grantors; or

e [t violates provisions of the law or College policy.

Each year, faculty who are employed outside the College must complete a form providing the
requested information about their employment. This form is to be submitted to their immediate
supervisor who will forward it to the Office of the Vice President of Academic Affairs.

Student Learning Qutcomes Assessment (SLOA) and Faculty Responsibility

Student Learning Outcomes Assessment is an ongoing component of the instructional process.
All members of the institution share responsibility for student learning. Continuous improvement
of learning is a collaborative enterprise upon which the success of instruction depends. The
results of SLOA are never used in a punitive manner toward students, faculty or staff. The data
collected during the assessment process is used to provide feedback to both students and faculty,

reinforcing and improving educational practices that facilitate learning. (StudentLeaming Outcomes Assessment
Plan, 2004-2012, p. 2.

Increasingly, student learning outcomes are playing a greater role in the accountability of higher
education institutions. In 2004, the College published the Student Learning Outcomes
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Assessment (SLOA) Plan that has spanned the years 2004 to 2012. This plan provided a
blueprint for an eight-year period during which time faculty and administrators would examine
how well students are achieving the specified outcomes for programs and courses at the College.
During that time period, modifications to the plan and to program courses and curriculum have
been made based on the data that the outcomes assessment provided.

HCC is committed to maintaining a college-wide SLOA plan that will produce clear evidence of
student learning. The College provides resources for the systematic documentation of student
learning outcomes assessment and improvement of student learning. As part of their professional
responsibilities, all full-time faculty are expected to contribute to plans to design and implement
SLOA at the course and program levels. Full-time faculty are also expected to provide leadership
for adjunct faculty teaching sections of a common course and when a course is taught only by an
adjunct instructor. Each division will have an annual plan and timeline for SLOA projects which
involves all faculty and which includes every course and program within the division in a cycle
of assessment, data analysis and benchmarking, curriculum improvement and reassessment.

All faculty, full-time and adjunct, are expected to facilitate institutional student learning
assessment at the course, program, and institutional level. This may involve requiring students to
take nationally-normed exams such as the Collegiate Assessment of Academic Proficiency
(CAAP) and the Measures of Academic Proficiency and Progress (MAPP) tests.

Shared Governance and Committee Assignments

Shared governance is part of the College’s decision-making model in which all employees have
both the right and responsibility to contribute to major decisions for which they have expertise or
special interest related to their job duties. The shared governance model at Hagerstown
Community College provides for the following standing committees:

Academic Standards, Outcomes Assessment, and Faculty Affairs Committee;
Administrative and Information Technology Services Committee;
Curriculum Development and Review Committee;

Governance Council:

Human Resources Committee;

Student Affairs Committee; and

Teaching and Learning Committee.

In HCC’s shared governance model, institutional and policy decisions are made via informed
recommendations that are developed preferably through the consensus of involved parties. Issues
or concerns of an institutional nature that arise are directed by the Governance Council to the
appropriate body for further study. The standing committees or groups, supplemented by ad hoc
bodies may make recommendations to the appropriate decision-making individual or group for
action based upon supporting rationale and data. Throughout the process, open and respectful
communication ensures participation by all affected parties. Standing committees are co-chaired
by an administrator and a faculty member, and include representatives of multiple areas of the
College.
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Current committee rosters and minutes can be found on the College Web site. Governance
Committees with specific responsibilities related to Academic Affairs include:

Teaching and Learning Committee

The Teaching and Learning Committee considers and makes policy recommendations regarding
the College’s environment for and support of excellence in teaching and learning, particularly in
academic support services such as learning technologies, distance learning, tutoring services,
workplace learning, and career development services.

The Teaching and Learning Committee oversees classroom learning technology and instructional
spaces, and recommends to the Technology Planning Council standards for technology in the
classroom environment.

Recommendations may include: policy development/change, procedures, activities, initiatives or
opportunities, and strategic planning directions that support teaching and learning excellence at
HCC.

The Teaching and Learning Committee recommends new policies after they have been reviewed
and recommendations have been made by the Faculty Assembly.

Membership

Director of Instruction, co-chair;

Director of Library and Learning Technologies or designee;
Five faculty from various divisions, including faculty co-chair;
One Division Chair/Director;

One Student Affairs representative; and

One support staff representative.

Reporting Relationship

The Teaching and Learning Committee reports and makes recommendations to the Vice
President of Academic Affairs.

Academic Standards, Outcomes Assessment and Faculty Affairs Committee

Jurisdiction

The Academic Standards, Outcomes Assessment and Faculty Affairs Committee considers
and makes recommendations on policies that support and maintain high academic standards,
assessment methodologies and systems with emphasis on student learning outcomes, and
faculty affairs.
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Recommendations may include: policy development/change, procedures, activities,
initiatives or opportunities, and strategic planning directions that are needed to support and
maintain high academic standards, an assessment system to measure students’ academic
achievement, and faculty affairs including faculty load, tenure, and promotion procedures.
This committee does not address faculty personnel decisions. The Academic Standards,
Outcomes Assessment and Faculty Affairs Committee recommends new policies after they
have been reviewed and recommendations have been made by the Faculty Assembly.

The Academic Standards, Outcomes Assessment and Faculty Affairs Committee and the
Curriculum Development and Review Committee are expected to have joint meetings as
necessary to address matters of shared jurisdiction.

Membership
e Vice President of Academic Affairs, co-chair;
e Director of Admissions, Records and Registration,;
e Research and Assessment Coordinator; and
e Six faculty from various divisions, including faculty co-chair.

Reporting Relationship

The Academic Standards, Outcomes Assessment and Faculty Affairs Committee reports and
makes recommendations to the President.

Curriculum Development and Review Committee

Jurisdiction

The Curriculum Development and Review Committee reviews new programs and courses to
insure that they meet college and state standards, such as general education requirements for
programs, course contact to credit hour ratios, compliance with the official college course
syllabi format, or disputes of discipline coding of courses.

The Curriculum Development and Review Committee recommends new policies after they
have been reviewed and recommendations have been made by the Faculty Assembly.

This committee does not oversee matters relating to the rigor of courses or programs. This
responsibility resides with appropriate faculty and academic officers.

The Curriculum Development and Review Committee and the Academic Standards,

Outcomes Assessment and Faculty Affairs Committee meet as necessary to address matters
of joint jurisdiction.
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Membership

Vice President, Academic Affairs, co-chair;

Six faculty from various divisions, including faculty co-chair;
Two Division Chairs/Directors; and

One academic advisor.

Reporting Relationship
The Curriculum Development and Review Committee reports and makes policy and program

recommendations to the President. Course approvals are processed from the committee to the
Office of the Vice President of Academic Affairs.

Faculty Work Expectations

As an educational institution, HCC does not wish to impose a rigid, codified set of rules upon
members of its faculty. The College does, however, have certain expectations concerning faculty
workload.

The normal faculty work year begins August 15 and runs through June 15 of the following year.
Faculty should be available for College functions, meetings, professional development, etc.,
through June 15. For faculty holding eleven-month positions, the work year begins on August
15, however, the end of the work year is dependent on the cycle of courses offered in their
academic discipline. The 4 non-reporting weeks they are not required to be on campus is to be
established annually in consultation with their Division Chair or Director and approved by the
Vice President of Academic Affairs.

All full-time faculty are expected to be on campus, meeting with their classes, and maintaining
their established office hours during their scheduled academic work weeks. At a minimum,
faculty must be present on campus 4 days a week, regardless of their teaching schedules.

Faculty teaching schedules vary greatly in meeting student needs, and faculty have substantial
latitude in the establishment of required office hours, but these must be posted each semester.
Should the class and office hour schedule result in a day when a faculty member has no campus
duties, the College reserves the right to schedule meetings on those days (excluding weekends)
and faculty are expected to attend those meetings. In addition, attendance at shared governance
meetings including the Faculty Assembly, as well as meetings arranged by the Division Chairs
and Directors or the Vice President of Academic Affairs is required. Division Chairs and
Directors should make every attempt not to schedule classes during the time that governance
meetings take place, nor should faculty schedule office hours during those times. Faculty whose
schedules conflict with the mentioned meeting times are excused.

Please note that any missed required time should be recorded following the College’s official
absence reporting system.
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Classes may be assigned during any of the times the college is in session without regard to day or
evening; however, Division Chairs and Directors will attempt to provide both equality in scheduling
among faculty where possible and design each schedule to be as compact as possible.

In some academic disciplines such as nursing and radiography where faculty load is generally
expressed in student contact hours, the required workload for full time faculty must minimally meet
225 contact hours (or the equivalent as pro-rated in instances where team teaching or lab assistants
are used) per term which is the equivalent of 15 credit hours. Hours beyond 225 will be considered
as overload, and faculty will be compensated accordingly. For faculty who include team-teaching in
their schedules, each contact hour will be divided based on the number of faculty team teaching.
Use of lab assistants may be factored into faculty contact hours/credits as determined and approved
by the Vice President of Academic Affairs.

Independent studies, internships and tutorials are not counted into the full time faculty
base load, either in credits or contact hours, without special approval from the Vice President of
Academic Affairs.
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Comparison of 10 and 11 month Faculty and Chair/Director workload

FACULTY 10 Month 11 Month CHAIRS DIRECTORS
Appointment Appointment (faculty with (administrators)
administrative
duties)
Teachingand | 15 credit hours | 15 credit hours | *Not required *Not required
other per fall and per fall and
obligations spring spring
(full range of semesters semesters
FLPTC duties) | totaling 30 totaling 30
credit hours credit hours
(FLPTC duties
for fall and
spring)
Salary 10% more than | 10% above faculty | Administrator scale
Difference a comparable salary based on position
10 month (minimum grading
faculty salary at | $59,850)
the point of
initial hire
Summer base | Not required 6 credit hours
load teaching or equivalent in
teaching hours
(with FLPTC
duties and 2
office hours)
Non-reporting | 2 months 1 month = 22 38 days spread 20 days spread out
(Summer) days out through the through the year
(Summer) year
Other required Work on days Work on days prior to
work periods prior to Christmas | Christmas break.
break. Work Work during Spring
during Spring Break.
Break.

*Prior written approval of teaching involving additional compensation must be obtained from the
Vice President of Academic Affairs. Also, Division Chairs and Directors may teach during hours not
considered as a part of their regular work day which normally occurs between 8:30 a.m. and 4:30
p.m. at a minimum. Emergency situations, i.e. no adjunct faculty available, may require teaching
during those hours, but time must be made up on either end of the work day per agreement with the

Vice President of Academic Affairs.

Program Coordinators and Lead Faculty

A number of faculty members serve as coordinators or lead faculty for career or transfer
programs. Their responsibilities include:
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Program Coordinator

The program coordinator is a faculty member who teaches in a discipline and has oversight for
one or more programs, certificates and letters of recognition. The Program Coordinator reports to
the Academic Division Chair or Director.

Full-time/part-time faculty members responsible for campus-based program/discipline support
perform the following duties:

e Assists with recruiting, credential evaluation, interviewing, and hiring of part-time
program/discipline faculty;

Mentors part-time faculty in their specialty area;

Assists with part-time faculty training sessions;

Assists with class scheduling and coordination for program/discipline;

May serve as the campus-based contact to college-wide program/discipline meetings;
Convenes meetings of faculty within the discipline to discuss college-wide, discipline-
related items;

Deals with all faculty who want to discuss or work through topics related to their
curriculum or to a specific course within their curriculum,;

Responsible for official textbook designations for each course;

Coordinates advisory committee membership and meetings for their specialty if applicable;
Class scheduling and college-wide coordination for program/discipline;

Assists Division Chair/Director with annual reports for the college;

Recommends program staffing needs;

Recruitment and retention activities of students in collaboration with Admissions,
Records, and Registration (ARR) and Academic Advising;

Applies program outcomes data to make curriculum improvements;

Recommends program budget;

Recommends program development, technology, and revision when necessary; and
Supports all advisory committees in their oversight area.

Program Coordinator - Additional Responsibilities

Acts as liaison with program’s health care community (if applicable);
Program accreditation/recognition participation (if applicable);
Laboratory and/or clinical supply inventory control (if applicable);
Supports college curriculum committee meetings (as needed basis);
Future redevelopment of specialty rooms or labs, equipment, layout, use, curriculum, and
course development (where applicable);

Legal compliance;

Grant administration and development;

Adjunct faculty orientation;

Unit planning;

Assist Division Chair with supervision;
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Supervision of [As;

Represents the program at statewide/local meetings;

Act as liaison to update faculty across other divisions for program changes/requirements;
Planning Career Day;

e Internship coordination; and

e Mediating disputes between faculty and students.

Lead Faculty

Lead faculty members carry out the following responsibilities:

e Assisting in the maintenance and inventory of curriculum materials and equipment;
Assisting in the planning and implementation of staff development programs;
Coordinating advisory committee membership and meetings for their specialty;
Advising students for their discipline;

Acting as lead contact with Academic Advising in their discipline area;
Overseeing specialty labs in the discipline area;

Promoting their academic discipline within and outside the College;
Making official textbook designations for each course;

Grant administration and development;

Adjunct faculty orientation; and

Unit planning.

Alternative Assignments

Policy Procedures 220-D.12

Alternative assignments are reductions in teaching load and are considered for faculty who are
assigned to develop and teach substantially new curricula, or who are assigned administrative
responsibilities or other special assignments where the Vice President of Academic Affairs,
subject to the approval of the President, has determined a teaching load reduction is warranted.
The formula for determining the minimum number of work hours for a given alternative
assignment is as follows: For a three credit-hour equivalent of release time, a faculty member
would receive the total hours for the semester as 7.5 hours (3 hours x 2.5) x the number of weeks
in the semester (15). Consequently a faculty member would be expected to devote 112.5
hours/15 weeks/semester to the alternative assignment for a three credit teaching reduction.

All alternative assignments must be approved by the President. The Vice President of Academic

Affairs has the responsibility to calculate the minimum number of work hours for an approved
alternative assignment.

Faculty Professional Development

Policy Procedures 220-D.11

19



Professional development means developing continuously as a faculty member such as
improving in instructional techniques and design, learning new topics and concepts, and
remaining technologically competent.

A faculty member will professionally develop by various means, including, but not limited to the
following:

Graduate and undergraduate studies;

Scholarly work and presentations (e.g., AFACCT);

Business and industrial training (which may include externships); and
Other endeavors.

=

Extensive curriculum development may be considered as professional development and result in
a new course or program. Alternative assignments may be assigned to assist with this
development (e.g., distance education).

HCC is committed to supporting professional development for its full-time and adjunct faculty.
Professional development activities should enhance faculty skills, strengthen their competencies,
and enrich the teaching and learning process. HCC believes in providing the highest quality
professional development opportunities for faculty, as their continuous acquisition of knowledge
and skills will enrich the classroom experience for our students.

Full-time faculty are required to complete a “Professional Development Plan” (PDP) annually.
Working with their Division Chair or Director, faculty craft a plan guided by yearly divisional
goals and objectives. In some cases, the PDP may include a focus on improving one or more
areas of knowledge or skill that the faculty and Division Chair/Director mutually agree would
improve the faculty member’s classroom performance. An annual assessment of PDP goal
attainment is included in the faculty member’s overall assessment for the year.

Faculty are encouraged to include cost estimates in the Annual PDP and the division unit
planning process. After submitting the Professional Development Request Form (see Appendix
B) for approval of the Division Chair/Director, faculty are notified of approval or disapproval
from the Vice President of Academic Affairs, who monitors the budget allocated to professional
development on an annual basis.

The PDP form for faculty and the purpose/procedure for completing a professional development
plan are found on the HCC Web site under Faculty/Staff, College Operations, “Human
Resources,” “Employees.”

All full-time faculty are required to complete Sections 1-5 of a PDP annually for the new fiscal
and academic year no later than May 30.

In Section 2 of the PDP, Goals and Outcomes are matched with Faculty Responsibility as
defined in Policy #5050 (FLPTC) in the Board of Trustees Policy Manual, available on the HCC
Web site under About HCC, President & Leadership, “Board of Trustees,” “Related Links” at
the bottom, “Board of Trustees Policy Manual.” Professional development goals should be
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congruent with the Division’s goals and the College’s strategic plan. Any goal for which
institutional financial support is expected must include a budget estimate. In Section 3, the
rationale for each goal is presented.

The relationship between each faculty goal, the division’s goals, and the HCC Strategic Plan is
presented. In Section 4, the faculty member signs the Plan and submits it to the Division
Chair/Director for discussion and approval. When approved and signed at the Division level, the
form is submitted to the VPAA for review and approval. Once signed, the form is forwarded to
the President for a final review and approval.

Prior to the expenditure of funds for professional development listed on a signed PDP, a
Professional Development Request Form must be completed and approved by the Division Chair
and the VPAA. This form requires the listing of specific expenses for a PD activity such as a
conference (registration, transportation, lodging, meals, etc.). When the actual expenditure of
funds by finance is requested, either before or after the event, this approved PD Request form
must be attached to the paperwork.

No later than January, at the beginning of the Spring semester, the faculty member should review
the PDP and complete Section 5 to provide a progress report to the Division Chair. The Division
Chair may schedule a meeting in January or February to discuss progress on the PDP. This
meeting is required for faculty who are applying for promotion or tenure. Additional updates to
Section 5 can be added as the semester progresses. As a goal is completed, the date is entered as
well as a short explanation of whether all the outcomes were achieved. Goals listed at the end of
the year as not met must include an explanation of why the goal could not be accomplished.

In Section 6, faculty can enter a short explanation of any additional accomplishments (not
included in the original plan) they have achieved over the year covered by the PD Plan. All
Division Chairs/Directors will meet individually with division faculty by May 30 to conduct a
formal review of a faculty member’s professional accomplishments and performance during the
academic year. A short summary or specific comments can be written in section 7. This may
include topics related, for example, to the faculty member’s goals and accomplishments, student
evaluations, classroom observations, or the faculty member’s general performance as a team
member in the division.

After the individual meeting is completed, both the faculty member and the Division
Chair/Director sign and date the form. A copy is given to the faculty member and the original is

placed in the faculty member’s employee file in the division office.

For additional information related to professional development, including the application
process, consult the HCC Employee Handbook.

Faculty Evaluation

Policy Procedures 220-D.14
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Student evaluations of faculty are conducted, which offers useful assessment of teaching
effectiveness, and offers comparative data with other faculty within a department, a division, and
college-wide (see Appendix A).

Student evaluations are connected to faculty promotion and tenure decisions. The recommended
level of minimum acceptable performance should be 75%. All classes, including labs and
clinicals, are to be evaluated using the appropriate instrument, every semester. This would
include part-time as well as full-time instructors. On all of the instruments, the minimum
acceptable level of performance should be 75%.

Faculty members receiving less than acceptable student evaluations will be counseled and given
advice by his/her Division Chairs/Directors to improve his/her evaluation scores. Division
Chairs/Directors should perform a formal supervisory evaluation of their faculty members on an
annual basis. This may be reduced if the faculty member is tenured and receives consistently
high student evaluations. All faculty evaluations are official personnel documents and must be
retained in the employee’s official personnel file in Human Resources.

Supervisory Evaluation

Division Chairs and Directors are required to perform an annual supervisory evaluation of their
full-time faculty members. The purpose of this evaluation is to provide the faculty member with
information from a supervisory perspective, synthesize information from various components of
the evaluation process, and assist in the development and implementation of a faculty
professional development plan. This evaluation will include: a written report based on a
classroom observation, annually for non-tenured faculty, and every three years for tenured
faculty; a listing of the prior two semesters’ of student evaluations of teaching; and the
supervisor’s assessment of the faculty member’s performance in meeting the full range of faculty
duties, including professional development, as well as an assessment of college and community
service.

Student Evaluation of Faculty (SEOF)

Purpose

The College is committed to providing the most effective instruction for all students and is
strong in the belief that, through classroom evaluation instruments, students can provide essential
feedback to improve teaching and learning at HCC. Purposes include:

A. To furnish information for the individual faculty member to use in assessing his/her course
content and presentation;

B. To provide the individual student with an opportunity to offer constructive criticism to
his/her instructor;

C. To provide the individual faculty member with comparable data that may be used in support
of his/her considerations for promotion, tenure, and salary increments;
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To provide the student body with a voice in developing and maintaining an effective faculty
and curriculum;

To provide data that may assist in making instructional design and curricular decisions; and

To provide the College administration with information that is considered in making
retention, promotion, and tenure decisions.

Uses of Course Evaluations

A.

Student evaluation of faculty (SEOF) shall be administered to both support faculty self-
improvement as well as to make administrative decisions (i.e., for mandated professional
development, reappointment/dismissal, promotion, and tenure);

Student evaluations shall be used for administrative purposes only in combination with other
measures of teaching effectiveness, including classroom observation of teaching normally
conducted by the Division Chair, Division Director or Academic Vice President. Scores of
SEOF in online courses will be provided to the faculty member and to the Division Chair or
Director and Academic Vice President, and, as of Fall 2009, are counted toward the average
SEOF score;

. The SEOF instrument shall consist of a College-wide form that is compulsory;

The completed instrument shall be collected, tabulated, and the scores returned to the faculty
member by the Division Chair or Director. The summary reports shall include the scores on
each survey item, plus comparison data on other sections of the course. Copies of the
tabulations shall be retained by the Chair of the Division and by the Vice President of
Academic Affairs who will consider those scores when making decisions regarding
reappointment, tenure, promotion and salary increases; and

The student evaluation of faculty may be reduced to every other year if the faculty member is
tenured and receives consistently high student evaluations (average of course sections taught
must be in the upper 20% of full-time faculty average scores and average scores >= 95) for 5
out of the 6 past semesters. In order to be on an every other year cycle, approval is needed
by both the Division Chair or Director and the Vice President of Academic Affairs. Those
faculty who satisfy the above criteria who wish to have student evaluations of their teaching
conducted every year may choose that option.

Use of Student Evaluation of Faculty to Improve Instruction
The primary use of student evaluation of instruction is as a source of information to maintain
quality instruction in all the College’s courses. As stated in the College’s Employee

Handbook, Chairs and Directors are expected to review the scores of student evaluations with
faculty in their divisions. Scores on individual items can offer specific information on areas
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where faculty may need to make changes in course methodology, course delivery, etc.
Student comments can also be a source of valuable feedback.

. Use of Student Evaluation of Faculty in Retention, Promotion and Tenure Decisions

Recommendation of faculty for retention, promotion, and tenure is a complex process that
involves the synthesis of a variety of information such as supervisor classroom observation,
college and community service, meeting the full range of faculty duties, professional
development, as well as student evaluations of faculty. The College’s administration is
committed to the belief that student evaluations of faculty are an important and useful source
of evidence that should be explicitly considered in reaching judgments on the above.

Student evaluations of faculty will be considered in promotion and tenure decisions. The
occasional individual class score below 75, however, will not have an impact on one’s
application for tenure or promotion.

In the decision-making process, average scores from the prior 6 semesters will be considered.
The other items that will factor into promotion and tenure decisions are supervisor classroom
observations, meeting the full range of faculty duties, professional development, and College
and community service. To receive tenure or promotion, the following are applicable
beginning in the fall 2008 semester:

1. Supervisor classroom observations: Satisfactory in 6 prior semesters

2. Student evaluations of faculty: Average scores 75 or more in prior 6
semesters, with no more than 3 classes with
scores below 75

3. Meeting full range of faculty duties, Satisfactory in 3 prior academic years
including professional development:
4. College and community service: Satisfactory in 3 prior academic years

If a judgment is made that a faculty member is unsatisfactory in one of these areas, written
feedback must be given to the individual.

Initial Faculty Probationary Period

Policy Procedures 220-D.03

Chairs and Directors need to work closely with tenure track faculty who are serving in their
initial probationary period (generally two years).

1. Length of probationary period — All new faculty members must serve an initial two-year
probationary period during which the faculty member will be evaluated each semester.

2. Evaluation criteria may include student evaluations, classroom visitations, peer review,
college and community service recognition, and an annual review by academic
supervisors including Division Chairs/Directors and the Vice President of Academic
Affairs.
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3.

Extension of probation — The initial probationary period may be extended from one year
at the discretion of the Vice President of Academic Affairs due to unsatisfactory
performance. At the conclusion of the extended evaluation period, the Division
Chair/Director and the VPAA will make a decision to either retain or not retain the
faculty member. The President must concur with the decision and recommend a Board of
Trustees’ personnel action.

Completion of probation — The faculty member will be placed into the tenure track
probationary period upon successful completion of the initial or extended probationary
period. The faculty member will receive a faculty contract.

Faculty progression — There is a three stage progression for full-time faculty members:
(1) initial probationary period (first two years), (2) non-tenured, and (3) tenured.

Tenure Track Probationary Period

Policy Procedures 220-D.04

1.

2.

After successful completion of the initial probationary period faculty members will serve
a tenured track probationary period prior to becoming eligible for tenure.
During the tenure track probationary period, a faculty member will participate with the
Division Chair/Director in a series of annual performance reviews in the areas of:

a. Teaching Competence;

b. Professional Growth; and

c. Participation in College/Division service.
These reviews will be completed after the required classroom evaluation, but prior to
March 15 of each academic year.

Tenure Track Performance Evaluations

Policy Procedures 220-D.05

1.

2.

During the annual performance evaluation meetings, the Division Chair/Director will
review, with the faculty member, the accomplishments in the three areas identified above.
The faculty member must also complete a self-evaluation and portfolio in which
accomplishments are noted and goals are stated for the next academic year.
In the Division Chair/Director’s evaluation, problems in any of the three areas will be
described and corrective measures will be identified.
The Vice President of Academic Affairs will conduct a performance review with the
faculty member and Division Chair/Director. At the end of the performance review, one
of the following actions occur for the next academic year:
a. Performance is Acceptable — Renewal of the faculty member’s contract.
o Division Chair/Director recommends renewal of contract to the Vice
President of Academic Affairs;
o The VPAA recommends renewal of contract to the President; and
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o If the President concurs, the faculty member shall be notified by the
President concerning the contract renewal for the next academic year,
pending the Board of Trustees action to support the recommendation.

b. Performance is generally acceptable, but certain problem areas are identified —
Offer the faculty member a provisional contract.

o Provisional contract will include a statement of concern regarding the
problem areas and steps to be taken by the faculty member to correct
them. The faculty member must agree in writing to these corrective steps;

o Division Chair/Director recommends the offer of a provisional contract to
the VPAA;

o The VPAA recommends the offer of a provisional contract to the
President;

o The faculty member may appeal the offer of a provisional contract to the
President. If the appeal is denied, the faculty must accept the corrective
steps or a contract will not be issued;

o If the President concurs, the faculty member shall be notified by the
President concerning the provisional contract for the next academic year,
pending the Board of Trustees action to support the recommendation;

o The maximum number of times a faculty member may be awarded a
provisional contract is two. These may or may not be consecutive years.

c. Performance is Unacceptable — Non-renewal of the faculty member’s contract.

o Division Chair/Director recommends the non-renewal of contract to the
Vice President of Academic Affairs;

o The VPAA has the prerogative to disagree with the Division
Chair/Director’s recommendation and reverse the recommendation. The
reasons for this reversal must be in writing;

o Ifthe VPAA concurs with the recommendation of non-renewal contract,
the VPAA recommends the non-renewal to the President;

o The faculty member may appeal the non-renewal of a contract or a
recommended denial of tenure to the President; and

o If the President concurs with the recommendation, the faculty member
shall be notified by the President of the non-renewal of contract pending
the Board of Trustees action to support the recommendation.

Accelerated Tenure Track

Policy Procedures 220-D.06

1. The accelerated tenure track will consist of a probationary period and a tenure track
period.
2. Eligibility:
a. A previously tenured faculty member at full professor rank;
b. Minimum of ten years of full-time relevant teaching experience; and/or
c. Leaving a previous accredited institution recognized by the U.S. Department of
Education and in good standing.
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3. After a successful completion of the tenure track probationary period, the faculty member
will submit a letter requesting tenure to the Division Chair/Director who will forward it to
the Vice President of Academic Affairs. The VPAA will provide a recommendation to
the President.

Performance Improvement Plan (Tenured Faculty)

On occasion, a tenured faculty member’s performance may be found to be unsatisfactory. A
combination of supervisor classroom evaluations, SEOF scores, meeting the full range of faculty
duties and College/community service could impact an overall unsatisfactory performance
assessment. Beginning in the fall 2008 semester, a 3-year cycle will commence in which all full-
time faculty members will be subject to an overall evaluation review process. During this 3-year
cycle, faculty must:

e Receive satisfactory supervisor classroom evaluations in each of 6 consecutive semesters;

e Achieve average SEOF scores above 75% for at least 80% of their classes taught; and

e Receive satisfactory evaluation in meeting the full range of faculty duties and College
and community service.

If a faculty member fails to satisfy the above criteria, the deficiency will need to be addressed. A
remedy to correct the deficiency will be determined by the Vice President of Academic Affairs
in collaboration with the Division Chair or Director, and may require that a performance
improvement plan be established.

The plan must provide for a clear set of expectations and timetable for improvement of
performance of faculty found deficient, and

A. For those whose performance remains deficient, provide for the imposition of serious
sanctions, and

B. Be signed by the faculty member (signature only denotes receipt of the plan and not
necessarily agreement), the Division Chair or Director, and the Vice President of Academic
Affairs.

The process to establish a performance improvement plan must:

e Be fair and consistent;

e Contain clearly stated criteria and define minimal standards of performance, including
definitions of expectations in teaching and College/community service;

e Complement existing faculty evaluation procedures;

e Respect and recognize differences in discipline-related pedagogy; and

e Include regular written feedback to the faculty member as well as a mechanism for
faculty response to the evaluation.

The faculty member who has received an overall unsatisfactory evaluation:
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e Is required to submit an annual progress report to the Division Chair or Director for three
successive years after the plan has been initiated. The Division Chair or Director will
review the report and provide a written annual evaluation to the Vice President of
Academic Affairs on the progress of the faculty member toward the objectives stated in
the development plan. The Division Chair or Director and Vice President of Academic
Affairs must find that the faculty member has achieved satisfactory progress for two
consecutive years in order for the mandated professional process to cease; and

e If the Division Chair or Director and the Vice President of Academic Affairs do not find
satisfactory progress then the following possibilities may occur: 1) an additional
development plan be written and implemented in consultation with the faculty member
and the Division Chair or Director, or 2) the faculty member be recommended to the
College President for a performance dismissal.

Hagerstown Community College recognizes the importance of providing employees with a
disposition of grievances that may arise out of the application of a Performance Improvement
Plan. As such, please review HR Policy #305, Board approved on September 21, 2004, as Board
Approved Action #5007 as found in the HCC Employee Handbook.

Promotion and Tenure

Tenure and Promotion Criteria

Policy Procedures 220-D.07

Faculty Tenure Criteria — To attain tenure, successful completion of a probationary period and a
minimum number of service years at the College are required. Below is a table indicating the
minimum criteria for promotion and tenure:

Faculty Ranks Promotion Criteria* Tenure
Instructor 3 years (2 probation + 2 years probation + 4 tenure
1 additional) track™**
Assistant 3 years at Assistant Rank | 2 years probation + 3 tenure track
Associate 5 years at Associate Rank | 2 years probation + 2 tenure track
Professor N/A 1 year probation + 1 tenure track

* Minimum years in current position to be promoted to a higher academic rank.
**After successfully completing a probationary period, faculty members are offered a tenure
track faculty contract.

Most faculty will need more than eleven years (the minimum) to move through the ranks of
instructor to full professor.

Promotion Criteria by Academic Rank — The following tables indicate the minimum criteria for
promotion and tenure by academic rank:
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Assistant Professor:

Degrees Initial placement: Master’s degree, its equivalent, or 30
graduate credit equivalents for technology fields with
specialization in teaching field.

Experience One year at Instructor rank, plus two years probationary
period at HCC.

Teaching Demonstrated teaching excellence based on College student

evaluation system. Minimum 75% positive rating or better.

Professional Development Plan

An approved professional development plan.

Associate Professor:

Degrees Master’s degree, its equivalent®, plus 30 additional graduate
semester hours or their equivalent; in the technologies, 60
graduate credit equivalents will be accepted.

Experience Three years at the Assistant rank

Teaching Demonstrated teaching excellence based on College student

evaluation system. Minimum 75% positive rating or better.

Professional Development Plan

An approved professional development plan.

Professor:

Degrees Master’s degree, its equivalent®, plus 30 additional graduate
semester hours or their equivalent; in the technologies, 60
graduate credit equivalents will be accepted.

Experience Five years at the Associate rank

Teaching Demonstrated teaching excellence based on College student

evaluation system. Minimum 75% positive rating or better.

Professional Development Plan

An approved professional development plan.

*Nationally recognized technology certifications where clock hours can be converted to credit
hour equivalents, Certified Public Accountant, Juris Doctorate, and Professional Engineer may

be used for promotion.

Board of Trustees’ Action — In all cases of contract renewal or denial, granting of tenure, or
promotion in rank, final actions rest with the Board of Trustees, acting to approve or not approve
a recommendation from the President.

Administrators are not eligible for tenure. Part-time or adjunct faculty members are hired on a
semester basis as needed and are not eligible for tenure or promotion.

Promotion and Earning Credits

To earn credits toward promotion, full-time faculty members have a number of options available.
In each option outlined below, the activities must be relevant to their professional assignments,
especially classroom teaching, instructional design, or curriculum development.

There are four options to earn credits towards promotion at HCC. These options are:
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1. Academic graduate credits from coursework completed at an accredited graduate
school that are relevant and appropriate for professional development in the discipline or
curriculum. Most credits applied toward promotion requirements should fall into this
category. The credits may be part of an appropriate graduate degree or independent of a
degree.

2. Academic graduate credit equivalents may be earned from time to time when HCC
offers an academic course on campus at the graduate level for faculty/staff in a content
area appropriate for their professional development. The course must meet the established
criteria which include: 45 clock hours for a 3-credit course with twice as much study time
required as class contact time; rigorous assessment of course outcomes; and a minimum
passing grade of C. If the course is offered in a hybrid format, the face-to-face meeting
time may be reduced and the remainder of the required course time will be devoted to
work completed through the official HCC course management system.

The instructor teaching the course must be qualified to teach graduate level coursework
in the course discipline. Adequate record keeping for attendance and grades must be kept
by the instructor and grading criteria must be clearly defined. Student grade reports will
be created and submitted to the VPAA who will forward them to Human Resources to be
filed with the employee’s academic record materials.

3. Continuing Education Units (CEUs) from a noncredit continuing education program
which are documented with a certificate or letter from the organization sponsoring the
program. The CEU credit award must be clearly stated in the documentation. Nationally,
CEU programs must include 10 contact hours of participation in an organized continuing
education experience under responsible sponsorship, capable direction, and qualified
instruction. These CEUs are often awarded in occupational program fields such as health
and computer studies.

4. Continuing Education Unit Equivalents (CEU equivalents) may be earned by
participation in conferences, workshops, seminars, short courses, etc., when official CEU
credits from the sponsoring organization are not documented as in #2 above. To receive
one CEU equivalent credit, the faculty member must document 20 hours of participation
in a relevant educational experience (or series of experiences) with printed materials from
the sponsoring organization, a comprehensive report of what was learned, how it is
relevant to professional development, and how it will impact learning for HCC students.
Academic Officers and Division Chairs or Directors may request the assistance of an
impartial committee to evaluate the appropriateness of the CEU experiences for CEU
equivalents. The Vice President of Academic Affairs is responsible for making the final
decisions for CEU equivalent credit.

Most of the credits applied toward a requirement for promotion should be the traditional
academic graduate credits or academic graduate credit equivalents (#1 and #2 above). No more
than 20% of the promotion requirement (6 credits) can be from the CEU or CEU equivalent
categories (#3 or #4) for arts and sciences and business faculty and no more than 40% of the
promotion requirement (12 credits) can be from the CEU or CEU equivalent categories (#3 or
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#4) for health occupations and industrial and engineering technology faculty (see the VPAA for a
master list of faculty positions by category). No more than 4 CEUs or CEU equivalents can be
earned in a single academic year.

Section 3: Teaching Classes: Instructional Practices and
Procedures

Academic Calendar

The HCC Academic Calendar is located inside the back cover of the current College Catalog and
on the HCC Web site.

Academic Freedom

Policy Procedures 220-D.19

Based upon a statement of Principles on Academic Freedom from the American Association of
University Professors (1940):

1. Academic freedom is essential and applies to both teaching and research. Freedom in
research is fundamental to the advancement of truth. Academic freedom in its teaching
aspect is fundamental for the protection of the rights of the teacher in teaching and of the
student to freedom in learning. It carries with it duties correlative with rights.

2. College faculty are entitled to full freedom in research and in the publication of the
results, subject to the adequate performance of their other academic duties; but research
for pecuniary return should be based upon an understanding with the authorities of the
institution.

3. College faculty are entitled to freedom in the classroom in discussing their subject, but
they should be careful not to introduce into their teaching controversial matter which has
no relation to their subject. Limitations of academic freedom because of religious or other
aims of the institution should be clearly stated in writing at the time of the appointment.

4. College faculty are citizens, members of a learned profession, and employees of an
educational institution. When they speak or write as citizens, they should be free from
institutional censorship or discipline, but their special position in the community imposes
special obligations. As scholars and professionals, they should remember that the public
may judge their profession and their institution by their utterances. Hence they should at
all times be accurate, should exercise appropriate restraint, should allow respect for the
opinion of others, and should make every effort to indicate that they are not speaking for
the institution.

Books and Course Materials

Lead faculty and Division Chairs/Directors make decisions on the official textbook for all
sections of a given course. Textbooks should be ordered well in advance, normally at least three
months before the start of the next semester. Consult your supervisor and/or Division Office
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Associate for additional information. Course books, school supplies, laboratory materials, and
other items may be purchased by students at the College Bookstore, located in the Student
Center. Store hours are posted on the College’s Web site. The bookstore may also be reached at
extension 271.

Desk Copies: Instructors are required to obtain desk copies from the book publisher. The
College Bookstore will not provide free textbooks to divisions or instructors. Desk copies may
be obtained using the following procedure:

1. Faculty are to provide the textbook information to the Division Office Associate who will
contact the publisher’s sales representative to order a desk copy and ancillaries for the
instructor. This contact may be done electronically or in writing using college letterhead.

2. Desk copies and ancillaries should be requested from the publisher when the division book
order is turned in to the bookstore (well in advance of the semester when they are to be used).
In emergencies, the Division Chair/Director may authorize the purchase of an interim copy of
a text from the bookstore using a transfer of funds from the division budget. The interim
copy is replaced by the publisher’s desk copy when it arrives and the funds are transferred
back into the division budget.

Cancellation of Courses

It is sometimes necessary to cancel scheduled courses when student enrollment does not reach
minimum levels. The decision for course cancellation resides in the Office of the Vice President
of Academic Affairs in consultation with the Director of Instruction, and the Division Chairs and
Directors. Faculty members are not paid for courses which must be canceled. When a class is
canceled, students who enrolled in that class will be notified by phone that the class is canceled
and receive a full refund. Any fees directly applicable to the canceled class will also be refunded.

Class Cancellations Due to Absence

Policy Procedures 220-D.18

Instructors are to notify Division Chairs/Directors of the Office of the Vice President of
Academic Affairs (if the Chairperson is unavailable) as soon as possible whenever there is an
illness or a later arrival.

The Division Chair/Director should provide class coverage whenever possible with another
Division faculty member substituting during the absence of a faculty member, or provide timely
information to the students concerning the cancellation of the class.

Class cancellation due to absence can be authorized only in an emergency by the appropriate
Division Chair or Director. The instructor may not cancel class(es) without the appropriate
authorization. Instructors may not post signs on classroom doors announcing the cancellation of
classes. The posting must be done by the Division Chair/Director or Division Office Associate.
All classes should meet their full, scheduled times.
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When a faculty member is ill, it is imperative that the faculty member notify his or her
immediate supervisor as early as possible so that appropriate arrangements can be made. The
instructor should make every effort to provide his or her immediate supervisor with the
appropriate course/class materials to be used by the substitute instructor so students will not be
unduly affected by the instructor's absence.

When faculty members find it necessary to be absent for any reason other than illness, they
must secure approval from their respective Division Chair or Director. There is an
expectation that faculty will meet with their classes as scheduled. On the rare occasion that
a faculty member must be absent from campus for a professional development opportunity
such as making a conference presentation, a substitute faculty member may be emplovyed to
cover the class(es). Faculty are encouraged not to schedule medical appointments during
teaching time unless no other time can be arranged. In this event, a Division Chair or
Director must approve the request for a substitute teacher, and the Office of the Vice
President of Academic Affairs must be notified in this regard. Faculty may not schedule
vacations or extended professional development sessions during a time when they are
scheduled to teach.

A faculty member who arranges for a replacement instructor for his/her class for whatever reason
(e.g., substitute instructor, guest lecture, test proctor, etc.) MUST notify his/her Division Chair or
Director. Only an individual approved by the Division should be invited to the classroom; this
process will ensure that proper credentials, remuneration, and liability concerns are addressed.

In the event an emergency occurs and it is impossible to reach the Division Chair or Director or
Division Office Associate, the instructor should contact the Office of the Vice President of
Academic Affairs. It is imperative that notice is given as soon as possible so that arrangements
may be made regarding teaching the classes.

All faculty absences must be recorded on the HCC Employee timesheet that is submitted
monthly by Division Chairs and Directors to the College’s Finance Office.

It is a Division Chair/Director's responsibility to file any request for payment to a substitute
instructor with the Office of the Vice President of Academic Affairs.

Class Rosters

Class rosters comprise the official attendance record for every class and include the names,
student identification numbers, and campus e-mail addresses of all students enrolled.

Because the College continues to drop students for nonpayment and for not completing financial
aid processes, it is imperative that faculty check their WebAdvisor class rosters once a week.
Updated class rosters are distributed through e-mail by the Registrar’s Office every Saturday
night during the semester but may also be obtained at any time through WebAdvisor, which can
be accessed through the HCC home page.
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Faculty should pay careful attention to attendance during the first two weeks of classes and are
expected to submit a corrected roster to the student Records’ Office by the announced deadline
for the semester. The roster due dates for Fall 2011 follow:

First 5 & 7.5 Weeks Thursday, September 1 By Noon 12:00 p.m.
First 10 Week Friday, September 2 By Noon 12:00 p.m.
15 Week Friday, September 9 By Noon 12:00 p.m.
Second 5 Week Friday, October 7 By Noon 12:00 p.m.
Second 10 Week Tuesday, October 11 By Noon 12:00 p.m.
Second 7.5 Week Wednesday, October 26 By Noon 12:00 p.m.
Third 5 Week Monday, November 14 By Noon 12:00 p.m.

If a student is not on the roster, they are not allowed to be attending class. Faculty need to send
the student to the Office of Admissions and Registration immediately and should not let them
return to the classroom until the student appears on the roster.

Please make sure you check your roster at least once a week during the entire semester. If a
student is attending class and is NOT on your roster, they should NOT be attending class. Send
them to the Office of Admissions and Registration immediately regarding his/her registration in
your class.

Student No-Show Submission Requirements

Each semester, faculty are required to indicate on WebAdvisor (see Print Screen instructions as
Appendix C) which students have never attended class. Submission is required for all sessions
during the term. It is imperative that we have 100% compliance based on federal financial aid
reporting requirements. Faculty are sent instructions/due dates to only their HCC email account
prior to each session.

The goal of this process is to indicate those students who have never attended your class. If they
have attended even one class, they are not considered a no show.

To submit your “no-shows,” follow these steps:
1. Logon to WebAdvisor;
Click on the Faculty Menu;
Click on Grading;
Select the Credit Fall 2011 term;
Select Midterm Grading and select the course from the list below; and
Your class roster will appear. Check the box “Never Attended” for those no-show
students.
7. Make sure to go into each class individually to indicate your no shows.

AN

If everyone is attending class, please email Alex Zombro in the Office of Admissions, Records
and Registration at abzombro@hagerstowncc.edu. For the subject of the email, please state “All
Attending.” In the body of the email, please include your name and course/section number.
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*For on-line courses, please report students as no shows who meet all of the following criteria:
did not attend orientation (if applicable), have not participated in the online classroom, and have
not responded to contact from the faculty (email/phone calls).

Because the federal regulations have become stricter, Admissions, Records and Registration

(ARR) will be informing Division Chairs/Directors if rosters are not submitted by the deadline.
Please adhere to the deadlines.

Classroom Assignments

Classes are scheduled in specific rooms at specific hours based upon availability. Faculty will
receive their classroom assignments as a part of their teaching schedule. Changing classrooms
after the semester has begun is difficult because of limited classroom space. Faculty may not
arbitrarily change their room assignments simply because another room appears available. If a
faculty member believes that an assigned room is not sufficient for his/her needs, they may
address the issue with his/her Division Chair or Director.

Confidentiality

Each faculty member is accountable for ensuring the confidentiality of all student educational
records in accordance with the Family Educational Rights and Privacy Act of 1974 (FERPA), as
amended. In accordance with this responsibility, faculty of Hagerstown Community College will
not post or display, either electronically or in hard copy, lists of students’ grades in personally
identifiable forms, including the students’ names or any four consecutive digits of the students’
Social Security numbers or student identification numbers.

Student work, grades, attendance, and conferences are to be kept strictly confidential. Faculty
may not disclose or discuss information about a student’s educational record or classroom
performance to anyone, including parents, spouses or employers, without the written consent of
the student, unless this information has been requested by HCC personnel performing an
assigned college responsibility or activity. If the student is a minor, information may be released
to a parent or guardian, but only if the student has completed an “Authorization to Release
Information” form which can be obtained from the Records Office. Faculty should check with
the Records Office to confirm that this has been completed before releasing any information. If
there are any questions regarding this policy or specific incidents related to this policy, contact
the Dean of Student Affairs.

Course Syllabi and Course Guides

Faculty must submit these course guides to the Division Office Associate for each course taught.
These guides are due before the end of the first week of class. Each credit course has an official
course syllabus (see Appendix D) maintained by the Division Chairs/Directors with copies also
provided to the Vice President of Academic Affairs. All sections of a course must follow the
official syllabus. Faculty teaching a particular section of a course are to develop course guides
for students that detail how they will address the course including their grading procedures.
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Field Trips

Instructors are permitted to take students on field trips. Please contact your office associate or the
Executive Assistant to the Vice President of Academic Affairs to get a copy of the “trip
permission” form so that you may obtain the required approval signatures at least 2 weeks in
advance of the trip.

Final Exam Week

A final examination is considered to be a necessary part of the evaluation for each course. For
non-15 week classes, final examinations are administered during the last class. For 15-week
classes, the last week of the semester is set aside for final exams and the normal class schedule
will be replaced with a final exam schedule of two hour-time blocks. During the time block
scheduled for each class, all faculty members are expected to administer an examination or
appropriate alternative outcomes assessment activity. Rescheduling an exam during a different
time block is not acceptable. An appropriate alternative outcomes assessment activity should be
cleared with the Division Chair/Director.

The final examination schedule will be published on the College’s Web site for each semester.
Every effort will be made to develop a schedule in which no student is required to take more than
two final exams in one day. When the schedule requires a student to take more than two final
exams in one day, or if a student’s final exam conflicts with a class in a non-15 week session, a
final exam may be administered in the Testing Center during final exam week at a time mutually
agreed on by the student and instructor.

The final examination week is considered a contractual responsibility of all faculty members,
both full-time and adjunct. The normal full-time workload during this week is five two-hour time
blocks during which assessment will be conducted. Overload courses and laboratory
responsibilities may modify the “examination week” workload. A faculty member faced with
extraordinary circumstances may petition the appropriate Division Chair/Director for release
from the final examination regulation.

Grading /Grade Changes

Assessment procedures and a grading policy must be outlined in the course syllabus or course
guide, and faculty members must maintain grade reports for each student assessment. Acceptable
grades recognized by the College can be found within the HCC catalog. Final grades will be
reported through WebAdvisor and should be submitted by the deadline that has been established
for the semester. The Records Office will e-mail a reminder notice and online instructions at
least a week before the due date.

Faculty will also be asked to submit an interim progress report for their courses, typically at the
end of the sixth week of the semester. The names of students who are not passing the course are
submitted and faculty should prepare to meet with these students to discuss their progress and
course expectations.
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Normally, grades may be changed only by the instructor who assigned the original grade. If a
grade needs to be changed, a “Request for Change of Grade” form (which can be obtained from
the Records Office) must be completed by the instructor, and submitted to the Vice President of
Academic Affairs for approval. Students may appeal their grade within fifteen working days of
the grade submission deadline. The process for grade appeal can be found in the HCC College
Guide: A Handbook Planner for Students. Faculty should keep careful records of all grades
given for student assessments during the course of the semester as validation of the student’s
final grade.

Incomplete Grades

The grade of “I”’ (Incomplete) is awarded only when the instructor has determined that illness or
unforeseen circumstances prevented the student from completing all course requirements. The
student should have completed most of the course requirements (80%) and be beyond the
deadline for receiving a “W” grade.

It is the faculty’s responsibility to complete a form entitled “Request for Grade of Incomplete,”
which requires signatures of the student, instructor and Chair or Director of the respective
academic division. Also, the form must be delivered to the Records Office before the final exam
week. Once the form is received, the Records Office will input the “I”” grade into the student’s
record.

The student is not required to register for the course again, but must make up the work before the
instructor’s deadline. If the student takes the course again, the “I” grade will become an “F”
grade. The deadline for completing the work will not extend beyond the end of the next semester
or the instructor will assign an “F” as the official grade. The instructor will change the “I”’ to a
letter grade within fifteen working days from the date that the student completes all remaining
course requirements.

Forms to request an Incomplete grade are available from the Records Office or from Division
Office Associates.

Grading Systems/Scales

HCC uses the letter grading system (A, B, C, D and F) for credit and developmental courses. The
current catalog defines each of these grades and explains how they are applied to the students’
grade point averages. Other actions such as MP, W, AU and I are also explained in the catalog.

Faculty must use HCC’s standard grading system, and it is recommended that faculty include the
grading system in each course syllabus/course guide. Please note that some programs have
established a different grading system, e.g. Medical Imaging. Any faculty member who
contemplates modifying the standard grading scale for their courses must have the approval of
the Division Chair/Director.
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Grading Scales

The standard grading scale for credit and developmental courses is A (90-100), B (80-89), C (70-
79), D (60-69) and F (59 or below). Faculty must include the grading scale on their course guide.

Sample Points and Grading Scale

Assignment 1: 50 points
Assignment 2: 50 points
Assignment 3: 50 points
Assignment 4: 50 points
Project: 60 points
Attendance: 40 points
Midterm Exam: 100 points
Final Exam: 100 points
Total points: 500 points

Using the above points and a grading scale based on 90, 80, 70, and 60 percentages, a student’s
grade will be determined based on the total number of points he/she accumulates during the
semester:

450-500 points
400-449 points
350-399 points
300-349 points
0-299 points

sliwli@livel g

Submission of Grades

Policy Procedures 220-D.16

All instructors must submit their electronic grades on time, and prior to their departure for any
approved leave or academic breaks.

Records of class grades and any documentation that supports the determination of students’

grades must be accurately maintained by instructors, and may be used during a grade appeal
procedure.

Developmental Education Grading Systems/Scales

A student enrolled in HCC’s developmental education courses shall be eligible to earn grades of
A, B, C, and F. However, students who earn a grade of F in developmental education courses
shall be required to repeat these courses. The hours and quality points earned in developmental
education courses shall be included in the computation of the semester grade point average as
applied to determining good academic standing for financial aid and for athletic membership.
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However, the hours and quality points related to such courses shall not be applicable toward
meeting requirements for a degree by an institution within HCC’s System.

Faculty teaching developmental courses must use HCC’s developmental education grading
system, and it is required that faculty include the grading system in each course guide.

Grading Scales

The grading scale for developmental math follows the standard grading scale of A (90-100), B
(80-89), C (70-79), and F (below 70). Faculty must include the grading scale on their course
guide.

The grading scale for developmental English and ESL follows the grading scale of A (94-100), B
(87-93), C (80-86), and F (below 80). Faculty must include the grading scale on their course
guide.

Sample Points and Grading Scale

Attendance: 100 points
Homework: 100 points
Journal: 100 points
Quizzes: 100 points
Tests: 250 points

Final Exam: 150 points

Using the above points and the developmental math grading scale, a student’s grade will be as
follows:

720 — A
800
640 — B
719
560 — C
639
0—-559 F

Using the above points and the developmental English and ESL grading scale, a student’s grade
will be as follows:

752 — A
800
696 — B
751
640 — C
695
0-639 F
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Intellectual Property

Intellectual property refers to creations of the mind or intellect. Such creations can be patented or
copyrighted and can be owned by the creator of the property or by a purchaser of that property.
According to the United States Copyright Office, “Copyright is a form of protection provided by
the laws of the United States (Title 17, U. S. Code) to the authors of “original works of
authorship,” including literary, dramatic, musical, artistic, and certain other intellectual works.
This protection is available to both published and unpublished works. Section 106 of the 1976
Copyright Act generally gives the owner of copyright the exclusive right to do and to authorize
others to do the following:

e To reproduce the work in copies or phonorecords;

e To prepare derivative works based upon the work;

e To distribute copies or phonorecords of the work to the public by sale or other transfer of
ownership, or by rental, lease, or lending;

e To perform the work publicly, in the case of literary, musical, dramatic, and
choreographic works, pantomimes, and motion pictures and other audiovisual works;

e To display the work publicly, in the case of literary, musical, dramatic, and
choreographic works, pantomimes, and pictorial, graphic, or sculptural works, including
the individual images of a motion picture or other audiovisual work; and

e In the case of sound recordings, to perform the work publicly by means of a digital audio
transmission.

For further details about copyright, consult http://www.copyright.gov/. For HCC policies
concerning the use of copyrighted material, go to

http://www.hagerstowncc.edu/library/services and click on the plagiarism link.

Make-up Examinations

Students absent from an announced (major) test or examination may be given an equivalent
examination at a later date at the discretion of the instructor.

Office Supplies

Faculty should contact the Division Office Associate for directions to obtain general classroom
supplies.

Reprographics

HCC Reprographics can provide support in the areas of graphic design, copying, printing and
CD replication. Project requests may be submitted through e-mail.

In addition, for small photocopying jobs (under 100 copies), copiers are located across the

campus. Your HCC ID number is your access code. Division Office Associates can provide you
with instructional support for the individual photocopiers. For additional information about
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services provided by Reprographics, see Section 5, Instructional Support, Services, and
Additional Programs.

Student Behavior Issues and Procedures

As a faculty member you have the right to expect that students will not:

e Disrupt the educational process in your classroom;
e Engage in academic dishonesty;

e Infringe on the rights of others; and

e Commit unlawful acts or violations of college rules.

If you believe that any of these things are occurring, the student is subject to disciplinary action.
The first step in remedying the situation is to speak with the offending student(s). If the situation
does not improve, formal disciplinary procedures should be pursued through the Dean of Student
Affairs (for behavior violations) or the Vice President of Academic Affairs (for academic
integrity violations).

The standards for student behavior and procedures for filing an incident report are listed in the
Code of Student Conduct which is published in the HCC College Guide: A Handbook Planner
for Students, available from the Student Affairs Office.

Plagiarism is the use of ideas or work of another without sufficient acknowledgment that the
material is not one’s own. Plagiarism is considered prohibited conduct and an academic integrity
violation, and students found guilty of plagiarism will be subject to sanctions as defined in the
HCC College Guide.

For issues involving academic integrity (academic dishonesty), the Academic Integrity Incident
Form found in the HCC College Guide may be used. When an academic integrity issue arises,
instructors should follow the procedures in the handbook including filling out the form. If a
student is found to have committed a violation of academic integrity, a letter of reprimand from
the Vice President of Academic Affairs and a copy of the form are placed in the student’s file, so
that if another academic integrity issue arises, further steps may be taken regarding that student’s
suitability for college work.

Pre-Requisites and Co-Requisites

Pre-requisites are preparatory courses or placement tests that must be successfully completed
before students are allowed to enroll in a course. These requirements are enforced by the
registration system; students attempting to register for a class will not be allowed to register if
they are missing these pre-requisites. The course description, located in the catalog or in
WebAdvisor, will dictate the pre-requisite course(s) or required placement level. Some course
descriptions list co-requisites. These are classes the students must take concurrently. Student
must take the courses in the same semester.
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There may be occasions when faculty wish to allow a student to register for a class in which the
student does not meet a pre-requisite or co-requisite. The instructor must provide written
permission to the Registration Office via the override form or by emailing the Registration
Office at register@hagerstowncc.edu.

Registration Deadlines

Registration deadlines vary depending on the term in each semester. For an up-to-date list,
consult the current class schedule or WebAdvisor.

Student Attendance of Class

In compliance with Federal Regulations (34 CFR Parts 668), instructors must maintain accurate
attendance records, specifically to determine a student’s class withdrawal date for a student’s
financial aid liability.

Student Withdrawal from a Course

A student may withdraw from a course until one day before 20% of the semester is completed
and receive no grade. After that point, the student may withdraw until 66% of the course is
completed and incur a “W” grade. Faculty will be emailed if a student withdraws from a class
after the census date.

Administrative Withdrawal

Students can be involuntarily withdrawn from their courses by the administration:

e To protect the safety of the student and/or others or to protect the integrity of the
College’s learning environment when the student is not able or willing to withdraw from
courses;

e Under extraordinary and/or unforeseen circumstances; and/or

e After academic or disciplinary action that has a specified return date and the student has
not returned by the specified time.

Students can appeal the Involuntary Withdrawal through the Student Code of Conduct due
process procedures within ten work days after the withdrawal was completed. The President will
designate in administrative job descriptions those positions with the authority to administratively
withdraw students from their courses, including both the chief student services and academic
officers of the College.

Policy No.: 4011, Board Approved: April 27, 2010
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Waitlists or Overrides

Course section capacity can vary according to classroom size and/or course requirements. Class
capacities are set and changed only by the Division Chair/Director. When a class reaches its
maximum capacity, a faculty member can elect to have the Registration Office start a waitlist.
The faculty member would need to call x238 or email register@hagerstowncc.edu to request the
list. The waitlist is checked by a Registration staff member each day and students are added into
the class as others drop it.

If the faculty member does not want to start a waitlist, he or she may grant written permission to
allow a student into a closed class. This can be done by the yellow override form (available from
the Registration Office). Faculty can also email permission to the Registration Office at
register@hagerstowncc.edu. Instructors are not required to oversubscribe their sections, but may
do so at their own discretion. Instructors should work closely with the Division Chair/Director to
manage overrides.

Cautionaries

College Letterhead Stationery and Logo

Hagerstown Community College letterhead stationery and logo is an official emblem of the
College and should be used only for approved or authorized college business. Neither the
College letterhead nor logo may be altered. Use of college letterhead stationery in conducting
correspondence, for example, implies that the College has endorsed any ideas or actions
contained therein. To avoid legal responsibility for unauthorized use of its letterhead stationery
and logo, the College has provided the following directives. College letterhead stationery may
not be used as:

e Personal stationery by an employee.

e An implication that an action or activity has College approval when it does not.

e A conveyance for an outside remunerative or non-remunerative activity.

e An espousal of personal or professional belief, opinion, or cause not held by the College.
e An attempt to represent or imply a position by the College on any social, political, or

professional issue not approved by the College.

Conducting Surveys

Individuals or groups wishing to administer research and opinion surveys to college faculty,
staff, student body and/or the public at large must comply with guidelines published by the
Office of Planning and Institutional Effectiveness (PIE), available from that Office or the HCC
Web site.
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Section 4: Money Matters

Getting Paid

It is the policy of Hagerstown Community College that the College will maintain a competitive
compensation program consistent with available fiscal resources and in compliance with federal
and state laws and regulations pertaining to wage and hour practices. The College Board of
Trustees reviews and establishes the annual salary scales for all employees and is committed to
maintaining competitive compensation for all employee groups as compared to similar public
institutions in the state and region. To establish fair and competitive compensation, the College
will periodically review salaries internally and externally.

Full-time Faculty Overload in Base Load Semesters

Faculty overload would apply in base load semesters, normally in fall and spring. This provision
would also apply to 11 month faculty during summer terms. These faculty by contract have a
third semester as part of their base load. For more information concerning overload
compensation, consult the Office of the Vice President of Academic Affairs.

Adjunct Credit Faculty

There are two compensation levels:

Level 1 = $670 per course credit for the first 12 credits taught (current pay rate)
Level 2 = $700 per course credit after having taught 12 credits
(NOTE: only past credit course instruction at HCC would apply to this differential in

pay)

The College will annually review the above listed pay rates and adjust them along with all other
employee compensation provisions as may be suggested through market studies and approved by
the Board of Trustees, consistent with available operating funds.

Third Semester Compensation

Full-time faculty who teach credit courses during a third semester (normally summer), beyond
their contractual requirements, would be paid according to their academic rank as follows:

Professor $855.00 per course credit
Associate Professor $805.00 per course credit
Assistant Professor $755.00 per credit
Instructor $705.00 per credit

(Note: These figures reflect FY'12 funding and are subject to change)
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Note that the above provisions would not apply to 11 month faculty, since their base salary at the
time of hire is established to cover three semesters of teaching.

Also, as applies to third semester compensation:

There will be no prescribed upper limit to the number of credits taught per faculty during the
third semester, but the academic officers are authorized to limit teaching loads, on a case by case
basis, as may be necessary in their judgment to assure quality instruction.

The criteria for management of class sizes, course cancellations, and running tutorial sections of
classes would be the same for fall, spring, and summer classes, and would not vary based on
higher compensation rates in the third semester. These criteria are to be established and adjusted
as needed by the Vice President of Academic Affairs.

Faculty who work in student services (usually academic advising), or in other areas of the
College outside of academic affairs during their third semester (normally summer) as part of an
approved alternative assignment, would continue to receive the prescribed hourly rates of pay for
the particular work.

Nothing in this policy would negatively impact faculty alternative assignment past practices and
related compensation during third semester time periods. The compensation for alternative
assignments in academic affairs (as distinct from student services, for example) would continue
to be established on a credit basis, either load reductions in base load semesters or by the credit
overload rate (here listed as $700.00 per credit) for fall, spring, or summer terms.

Tuition Assistance

Please refer to the HCC Employee Handbook, October 2004: HR Policy #700 Professional
Development, Tuition Assistance and Tuition Waiver; Approved by the Board of Trustees
September 21, 2004, Board Policy #5091

Tuition Reimbursement (Credit Bearing)

Tuition Reimbursement applies to an approved program or course of study at an accredited
college or university for eligible employees (subject to maximums per fiscal year listed herein).
However if courses are available at Hagerstown Community College the employee may not
request to take the equivalent transferable course at another college or university. Course(s) or
curriculum must be beyond the associate level and must be relevant to the employees’ job
or profession. The immediate supervisor and the area Dean or Vice President must approve the
employee request to take a course or enroll into a degree program.

Reimbursements will not exceed the in-state tuition rate per credit hour (excluding fees) for
equivalent academic courses at Frostburg University, Bowie State University, University
Maryland University College, University of Maryland, Salisbury University and Towson
University. Mathematical average for the fall semester of the listed institutions will determine the
rate for the following Fiscal Year. Hagerstown Community College will limit reimbursement to
one undergraduate degree and one graduate degree per employee. In the case where the
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employee is requesting approval for a second degree the individual’s current credentials should
be reviewed as should the impact of the requested program as it pertains to the employee’s
current job responsibilities and will be approved by the President of the College.

e Employee Eligibility. Tuition Assistance applies to regular full time employees. The
employee must have successfully completed one (1) year of satisfactory performance in
his/her current role.

e Up to and including six (6) Credit Hours per Fiscal Year. Tuition only (no fees) will be
reimbursed at the actual per credit hour rate (excluding fees), not to exceed the in-state
tuition rate per credit hour for equivalent academic courses at Frostburg University,
Bowie State University, University Maryland University College, University of
Maryland, Salisbury University and Towson University.

e Other. Approval of the supervisor and the Human Resources Office is required in
advance each semester, and a grade of “C” or better is required for reimbursement.
Approval will be contingent upon satisfactory job performance. The Human Resources
Office will provide application forms for this benefit.

e As part of the sabbatical leave approval process any applicable concurrent tuition
assistance request will be reviewed and approved by the President’s Office on a case by

case basis.
The College Budget
Budget Reports

Funds allocated to College units can be found in the Annual Plan and Budget, prepared at the
beginning of every fiscal year by the Vice President of Administration and Finance and the Dean
of Planning and Institutional Effectiveness. During the fiscal year, although budget reports are
not routinely provided by the Finance Office, individuals responsible for budgets may request
copies of expenditure reports from Datatel.

Budget Revisions

At the midpoint of each fiscal year, the Vice President of Administration and Finance requests
budget revision requests from every College cost center. Division Chairs/Directors are
responsible for preparing a list of needed revisions, for example, an increase in student aide
hours. Division Chairs/Directors are responsible for discussing their requests with the VPAA,
who will submit all requests from Academic Affairs.
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Expenditure of College Funds

College monies may be expended only by authorized College personnel through completion and
approval of a Purchase Requisition, a Request for Check, an Expense Voucher, or Petty Cash.

Expense Voucher

An Expense Voucher is completed when employees return from conferences or trips. Employees
should attach receipts and, if applicable, a copy of the approved Professional Development
request. The Expense Voucher must be signed by the direct supervisor, cost center manager, and
the VPAA.

Purchasing Goods and Services

With the exception of some resalable items for the bookstore, dues, subscriptions, travel,
refreshments, and lodging, a// requests for purchases must be submitted to the Purchasing Office
on the standard college requisition form, which is available on the HCC Web site. Before you
begin this process you should determine if additional requirements may be needed based on the
estimated price of the item you are purchasing. Refer to the chart, ‘Dollar Limitations,’ at
http://www.hagerstowncc.edu/faculty-staff/dollar-limitations.

To complete a purchase, an academic division prepares a Purchase Requisition. The completed
form (with or without an identified vendor) is approved and signed by the cost center manager
(for academic divisions, the Division Chair/Director). If the Purchase Requisition amount is
greater than $1,000, it must be approved and signed by the VPAA. The Purchase Requisition is
sent to the Director of Business and Procurement Services. That office will search for the best
price and may solicit bids.

Requests for new equipment, furniture, and technology are made as part of the unit planning
process. Once all requests are assembled, the VPAA, together with the academic officers, set
priorities. Tentative decisions concerning these purchases are made at the executive retreat held
each January. When the budget is set, an equipment, furniture, and technology list is prepared
and included in the Annual Plan and Budget. The list also includes items for which outside
funding, e.g. the Perkins Basic Grant, will be used.

Petty Cash

Employees may be reimbursed from Petty Cash for expenses that are less than $25. The cost
center manager must sign the Petty Cash voucher and enter the appropriate account number.
Vouchers may be taken to the Finance Office for reimbursement between 9:00 a.m. and 11:00
a.m., Monday through Friday. Sales tax will not be reimbursed, so employees should request a
Maryland tax exempt card to show to a vendor before making a purchase.

Request for Check

This form may be used:
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e To reimburse College employees for College-related expenses. Employees who make a
purchase within Maryland should take with them a Maryland tax exempt card (available
in the Finance Office) since they will not be reimbursed for Maryland taxes; and

e To pay for contracted services and vendor purchases for which Purchase Requisitions
have not been prepared in advance.

Requests for Check must be signed by the cost center manager. If the amount of a Request for
Check exceeds $1,000, it must be signed by the VPAA.

Supplies for Office and Classroom

Each academic division has an annual budget for supplies. Supplies may be obtained from items
kept on hand by the division, or through completion of a Central Stores form, available from the
Division Office Associate. If the College’s Central Stores does not stock the needed supplies, a
Purchase Requisition should be completed.

Section 5: Instructional Support, Services, and Additional
Programs

Faculty Resources

The services, information, and resources listed below will aid you in carrying out your teaching
responsibilities. In addition, advice from faculty colleagues on best teaching practices (regarding
issues as varied as handouts to pedagogy) may be extremely beneficial.

Information Technology Services

The Information Technology Department provides instructional technology support for the
College. This includes the College’s electronic communication infrastructure, classroom
technology, academic servers and software, and desktop computing support. Additionally, the IT
Department facilitates centralized technology purchasing and manages software licensing for the
College.

Located in the lo