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INTRODUCTION 

The Otero Junior College’s (OJC) Faculty/Staff Handbook contains policies, procedures and 
guidelines for all faculty and staff.  As a member of the CCCS, OJC is governed by the State 
Board for Community Colleges and Occupational Education (SBCCOE).  The SBCCOE sets policy 
for member colleges.  For up-to-date SBCCOE policy on college-related subjects refer to 
https://www.cccs.edu/about-cccs/state-board/policies-procedures/.  Consult your department 
chairs or vice president if you have a question about system policy. 

The governing board employs a System President to carry out the policies and directives for 
CCCS. The Board’s policies take precedence over college policies and procedures when there is 
a conflict.  State Board and System President Policies can be found at 
www.cccs.edu/SBCCOE/Policies.html 

The general operating procedures in this document are formulated from past and present 
practices at OJC and are intended to implement State Board Policy and State Fiscal Rules and 
Regulations.  Concerns or questions not covered in this document should be directed to the 
appropriate vice president. 

INSTITUTIONAL MISSION 

To provide quality higher education that is accessible, transforms lives, expands employment 
opportunities, enriches our communities, promotes individual and global cultural diversity, and 
fosters economic development. 

VISION STATEMENT 

OJC will provide superior educational opportunities and be a valued partner with the 
communities we serve.  

VALUE STATEMENT 

The special spirit of OJC celebrates learning as the process that changes and improves lives. By 
setting standards of excellence for ourselves and by placing a high value on integrity, honesty, 
teamwork, communication and innovation, we assist students in realizing their greatest 
potential. We hold ourselves personally accountable for our stated values and the public trust 
placed in us. 

STRATEGIC PLAN PRIORITIES 

GOAL A: STUDENT SUCCESS: ACCESS, RETENTION AND COMPLETION – Provide accessible 
higher education opportunities that transform lives by expanding students’ engagement in 
learning, providing greater transfer options and paving the way for future employment 
opportunities. 



5 
 

GOAL B: FISCAL STABILITY AND HUMAN RESOURCES – Maintain solid business practices and 
prudently manage state resources in support of mission fulfillment while continuing to seek 
additional resources.  

GOAL C: COMMUNICATION, CAMPUS CULTURE AND DIVERSITY, AND COMMUNITY 
ENGAGEMENT – This goal will foster effective communication campus-wide, create an 
environment which celebrates cultures and diversity and fosters a sense of community 
belonging, and support a healthy working environment and high employee and student 
satisfaction. 

GOAL D: FACILITIES PLANNING/CAMPUS ENVIRONMENT/ CAMPUS SAFETY AND SECURITY – 
This goal ensures that the campus’ physical environment (buildings, classrooms, offices, 
landscaping, etc.) provides access, supports the instructional process, and ensures a safe 
working environment that enables productivity. 

GOAL E: INSTITUTIONAL EFFECTIVENESS – This goal expresses the need for accountability, 
data-driven decision-making, and outcomes assessment. It is essential that we can measure 
progress and achievement in meaningful ways, and that we can demonstrate impact and 
outcomes to our internal and external stakeholders. 

ACCREDITATION 

OJC is accredited by The Higher Learning Commission. The Commission can be reached at:  230 
South LaSalle Street, Suite 7-500, Chicago, Illinois 60602-1411.  Phone: 800.621.7440 / 312-263-
0456 Fax: 312-263-7462 info@hlcommission.org 

AFFIRMATIVE ACTION/EQUAL EMPLOYMENT 

OJC does not discriminate on the basis of race, color, creed, national or ethnic origin, religion, 
sex/gender, sexual orientation, age, physical or mental disability, veteran status or pregnancy 
status in admission or access to employment, educational programs or activities. Inquiries 
concerning Title VI, Title IX Section 504, 42 U.S.C. §2000e et seq. and the Americans with 
Disabilities Act may be made in the Human Resources Office, Macdonald Hall, 1802 Colorado 
Avenue, Room 221, La Junta, CO  81050; 719-384-6824 or the Office of Civil Rights at the US 
Department of Education, Region VII, Federal Office Building, 1244 North Speer Blvd., Suite 310, 
Denver, CO 80204; 303-844-5695.  
 
OJC is committed to the Equal Employment Opportunity policies established by the SBCCOE as 
detailed in Board Policy BP 3-120 as well as with the associated goals and procedures specified 
in CCCS President’s Procedure SP 3-120b.  
  

mailto:info@hlcommission.org
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QUICK REFERENCE GUIDE FOR SEMESTER 

DEADLINES AND RESPONSIBILITIES: FACULTY MEMBERS 

Once employment 
paperwork is complete (if 
applicable); or instructor is 
approved to teach 

 Obtain S# and 
establish portal 
password, if necessary 

Contact Computer Services at 
719-384-6970 if your 
password requires a reset 

Before the beginning of the 
semester 

 Submit syllabus to 
department chair for 
approval 

 Coordinate e-Campus 
textbook order with 
the Business Office. 

The course syllabus must 
follow the ADA-compliant 
template. 

 

Book requests should be 
coordinated with full-time 
faculty and submitted on 
eCampus. 

As scheduled  Attend All Faculty 
Meeting 

Attendance at this “back-to-
school” meeting is 
mandatory... 

Friday before course begins  Activate course in D2L 

 Post Syllabus under 
Content/Overview 

Instructions for activating a 
course and posting syllabi are 
available in the D2L 
handbook. 

1st Day of Class  Distribute and/or 
review posted syllabus 

 Maintain a process for 
keeping attendance 
records 

 Students sign 
withdrawal form 

Paper copies of the syllabus 
are not required; be sure to 
read aloud the policy 
regarding mandatory 
reporting, as well as 
emphasize drop and 
withdrawal dates. The 
syllabus is the contract 
between you and the student.  

By Friday of the 1st week  Review class roster 

 Print a copy and 
identify students who 
have not attended 
and/or made no 
contact 

Students who do not attend 
class the first week of school 
and do not attempt to make 
contact with the instructor 
will be dropped from the 
course by Friday the first 
week of class.  Instructor 
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 Submit a signed copy 
of the class list 
(including “no-shows”) 
to the Registrar 

approval will be required to 
regain access to the course.   

By Friday of the 1st week (or 
established deadline) 

 Submit the completed 
OJC Tuition Refund 
Policy 
acknowledgement 
with student 
signatures to 
Instructional Services 

This is the tuition refund 
policy acknowledgement form 
that was received in your 
adjunct instructor packet. 

By 12th day of class (census)  Remind students they 
have until 5:00 p.m. to 
drop and not be 
charged for the course 

 Confirm class list and 
verify that enrollment 
is accurate 

Once verified, submit a signed 
class list to the Registrar. 

By the end of the 4th week  Post early alert grades 
(mid-term) in the 
portal and D2L 

 Post attendance in the 
portal and D2L 

Four-week grades alert staff 
of students who may need 
intervention.  An e-mail 
message will remind 
instructors to post these 
grades based on attendance 
and/or any completed 
assignments. 

By the end of the 8th week  Post mid-term grades 
in the OJC portal and 
D2L. 

 Post attendance in the 
portal and D2L. 

Mid-term grades alert the 
students of their progress and 
may indicate their ultimate 
success in the course. 
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4-9 weeks into the semester  Department chair 
observation 

 New faculty will be 
observed more 
frequently as outlined 
in the Evaluation 
Process 

 Student evaluations 
available 

Early in the semester, the 
department chair or designee 
will make arrangements to 
observe your class session 
and administer student 
evaluations.  Instructors 
remind students to complete 
online evaluations; no 
preparation from the 
instructor is required. 

By the end of the 11th week  Post early alert grades 
(mid-term) in the 
portal and D2L. 

 Post attendance in the 
portal and D2L. 

Eleven-week grades alert staff 
of students who may need 
intervention.  An e-mail 
message will remind 
instructors to post these 
grades based on attendance 
and/or any completed 
assignments. 

Before end of semester  Submit Institutional 
Student Learning 
Objective (ISLO) 
assessment 
scoresheet and 
artifacts to the 
department chair 

Not all courses are required 
to complete an ISLO 
assessment; however, if your 
course is identified for this 
requirement, assessment 
documentation must be 
submitted prior to the end of 
the semester.  Your 
department chair will provide 
you with the information 
necessary. 

Two days after the semester 
ends and no later than 5:00 
p.m. 

 Post final grades in the 
portal and D2L. 

 Post attendance in the 
portal and D2L. 

 Indicate the last date 
of attendance (LDA) 
for all F grades issued 

An e-mail with directions for 
posting final grades will be 
forthcoming from the VP of 
Student Services. 
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Throughout semester  Attends department 
meetings, college-
wide staff meetings, 
and in-
service/professional 
development offerings 
as available 

While not required, these 
meetings and training 
offerings are available to 
adjunct instructors as a 
means of communicating and 
maintaining a stimulating 
learning environment. 

FACULTY QUALIFICATIONS 

In accordance with CCCS System President Policy SP 3-10, requiring that system colleges 
establish employment practices for instructors that specify provisions for instructors’ 
credentials and qualifications, OJC has established the following minimum qualification 
requirements for OJC faculty and adjunct instructors. A copy of SP 3-10 can be found at: 
http://www.cccs.edu/SBCCOE/Policies/SP/PDF/SP3-10.pdf  
 

Regular, Full-time Faculty Minimum Qualifications: Faculty must satisfy the following minimum 

qualifications:  

1. Master’s degree, with a minimum of 18 graduate credit hours in the discipline or subfield in 
which he or she is teaching (if teaching any courses in an Associate’s Degree program).  

2. Previous teaching experience preferred; two years of full-time experience in the area/areas 
of teaching responsibility; knowledge and skills related to teaching adults, teaching 
methodology, evaluation, or willingness to plan for acquisition of these skills no later than 
the first year of teaching 

3. Must maintain current evidence based practice in the field of their expertise.  
4. If the faculty member teaches CTE courses, he or she must maintain a current CTE 

credential and professional portfolio. 
5. Demonstrate instructional quality; e.g., coursework or training in teaching methods and 

assessment of student learning. 
6. Be creative and committed to teaching excellence by demonstrating an ability to improve all 

students’ learning by assessing students, programs, and campus outcomes and adjusting 
based on the data. 

7. Experience with educational technology such as using a learning management system, 
telepresence, hybrid classes, and a willingness to continue to learn and incorporate 
educational technology. 

 

CTE CREDENTIALS  

All CTE faculty and instructors at OJC who are teaching courses in a CCCS-approved CTE 
program must hold a valid CTE credential for the applicable program area, in accordance with 
SBCCOE rules and regulations governing the credentialing of CTE instructors. Details on 

http://www.cccs.edu/SBCCOE/Policies/SP/PDF/SP3-10.pdf
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credentialing criteria and the application process can be found in the CCCS Career and Technical 
Education Administrators’ Handbook at:  
http://www.coloradostateplan.com/admin_handbook.htm.  
 
CTE credentials are the responsibility of individual faculty and instructors to obtain and renew. 
CTE Departmental Chairs will provide new faculty and instructors with the required 
credentialing paperwork. CTE faculty and instructors must renew their credential within six 
months prior to their expiration date. Any CTE instructor who fails to renew his or her 
credential prior to the expiration date will be ineligible to teach CTE courses at OJC until the 
renewal process is completed. To apply for a renewal all required criteria (i.e. classes, additional 
occupational hours, professional development etc.) must be completed prior to application. No 
renewal credential will be issued until all required conditions are met.  
 
Each postsecondary credential has specific criteria that must be met in order to receive a CTE 
credential for that area. Details on the criteria for various postsecondary credentials can be 
found at: http://www.coloradostateplan.com/criteria_postsecond.htm.  
 
Concurrent Enrollment faculty must submit a valid Colorado Department of Education (CDE) 
Secondary CTE credential issued with the required CTE endorsement to the Credentialing 
Officer. The Credentialing Officer will then issue a Post-Secondary Credential in the CTE 
endorsed area.  
 

ADJUNCT FACULTY WORKLOAD  

As defined in SBCCOE Board Policy BP 3-10, adjunct faculty members are employees hired to 
teach on an as-needed basis. Adjunct faculty members are paid based on degree, work 
experience, credit/contact hours, and the number of student in the course.  Refer to adjunct 
faculty and faculty overload salary schedule. 
 
Adjunct faculty appointments must be for teaching assignments that are less than one 
academic year. Successive appointments may be made on an unlimited basis. OJC employs and 
manages the workload of adjunct faculty members consistent with the requirements of BP 3-
10.  
 
Adjunct faculty members will be limited to teaching no more than 12 credit hours per semester. 
Any exceptions to this workload standard must be approved by the Vice President of Academic 
Affairs.  
 
Adjunct faculty members at OJC are expected perform all duties assigned by their direct 
department, which may include but are not limited to those described in the adjunct faculty job 
description.  Adjunct faculty members are encouraged to attend campus meeting and 
professional development opportunities. 
 

http://www.coloradostateplan.com/admin_handbook.htm
http://www.coloradostateplan.com/criteria_postsecond.htm
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Adjunct faculty will be paid an inconvenience fee if a course has been cancelled 14 days or less 
of start date of course. 
 
Adjunct faculty may attend any campus meetings and are encouraged to serve on select 
committees.  Attendance at meetings of the Faculty Assembly is also encouraged.  Adjunct 
faculty are also invited to take advantage of professional development opportunities, including 
tuition reductions on OJC courses. 
 
 

FULL-TIME FACULTY WORKLOAD  

The SBCCOE and CCCS recognize that the primary role of college faculty is to provide a quality 
education to those attending a CCCS college. SBCCOE and CCCS leadership also acknowledge 
that faculty’s ability to serve students and their community requires a commitment to on-going 
continuing education and development of professional expertise. SBCCOE Board Policy BP 3-80 
outlines the parameters of a fair and equitable faculty workload policy to be administered at 
the college level that balances these dual objectives. Following are OJC’s guidelines for 
managing the workload of regular faculty members consistent with SBCCOE policy 
requirements.  
 
Regular instructional faculty members at OJC are assigned a minimum of 166 work days and 
maximum of 260 days, extending an academic year, as specified in the annual Regular Faculty 
Calendar posted on the Employee tab of MyOJC in the Payroll Information section under Payroll 
Calendars. Contract work days are comprised of both teaching/class and non-class 
responsibilities, such as registration and advising, staff development, orientation, planning and 
other assignments as determined by the Vice President of Academic Affairs or department 
chair.  
Teaching assignments for regular faculty members are calculated based on direct instruction 
activities and average 28 hours per week for the academic year. Faculty teaching assignments 
(including courses, times and locations) will be made by the department chair in consultation 
with the Vice President of Academic Affairs. 
 
Full-time faculty members are expected to work a minimum of forty hours per week, as 
specified in BP 3-80. Faculty members are expected to perform all duties assigned by the 
college including meeting all class and office hour commitments, providing college and/or CCCS 
service, engaging in professional development activities and serving the community as 
delineated in the faculty work plan or as approved by department chairperson.  
 
These professional duties may be performed either on or off campus. Full-time faculty 
members must, at a minimum, be on campus on an average of five days a week and no fewer 
than 30 hours per week. "On campus" consists of actual time spent on campus for teaching, 
committee work, and other required assignments.  
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Department chairs must, at a minimum, be on campus an average of five days a week and in 
excess of 30 hours per week during standard hours of operation.  
 
Full time faculty will not be paid an inconvenience fee if the course is cancelled. 
 

SUMMER SEMESTER  

Full time faculty members are not required to teach during the summer semester; however, 
faculty members who choose to teach summer classes may teach up to 12 credit/contact hours.  
 
Course Reassignment  
Regular faculty may be given reassigned time from their teaching assignments when other 
responsibilities are assigned in excess of the normal load. Reassigned time must be approved in 
advance by the President. 
 

GENERAL INFORMATION 

 

ABSENCE/SICK LEAVE PROCEDURES 

If you know you will be absent on a specific day for reasons such as medical/dental 
appointments, jury duty, or a funeral, please follow this protocol: 
1. Complete the Leave Request form online (MyOJC Employee Tab) as soon as you know 
the date of impending absence.  Do this PRIOR to your absence.  Click the Electronic Signature 
button to sign your completed leave.  The Submit for Approval button will activate.  Once you 
click the Submit for Approval button, it will then send your request to your Department 
Chair/Supervisor. Once they have approved the leave, a notice will be sent via email.   
2. If you did not take the amount of leave approved, submit another leave request with 
negative (-) hours reflecting leave not taken.  You must enter a Start and End time.  
PLEASE NOTE:  If you have a change in your regular class schedule or posted office hours, 
contact your department chair and Donna Eddy in Instructional Services (719-384-6884) so that 
both can field inquiries appropriately and professionally.  This does include field trips.  
 
If you are too ill to report to work or have a last-minute family, home, or medical emergency, 
please follow this protocol: 
1. Call Donna Eddy in Instructional Services – 719-384-6884.  Also call your department 
chair.  Calling early enables Instructional Services to post signs in the event of an unplanned 
absence. 
2. Complete the Leave Request/Report form online the day you return.   
Request and Authorization for Leave 
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ACADEMIC CALENDAR 

The OJC academic calendar is created and approved two years in advance of the academic year 
to which the calendar applies. The office of Instructional Services is responsible for drafting the 
calendar. Instructional Services takes into account the scheduling needs and parameters of the 
college as well as the academic calendars of local school districts in the drafting process.  
 
The OJC President’s Cabinet approves the final calendar. The drafting and approval process for 
the academic calendar is completed by the end of March for the academic year two years 
hence. 
 
OJC operates on the semester system.   
https://www.ojc.edu/catalog/general/catacademiccalendar.aspx  
 

ACADEMIC CODE OF INTEGRITY  

OJC is committed to a high standard of academic integrity among its faculty and students.  
Faculty and students should maintain a spirit of honesty and honor in our academic endeavors. 
The following guidelines may help students identify what might constitute cheating, but are not 
limited to this list. 
a) As a general rule, it is using the ideas, words, and work of another (others) and passing 

them off as your own. 
b) Specific examples include, but are not limited to: 

 Copying homework of another student. 

 Failure to cite sources used in writing assignments 

 Bringing facts or any aid not allowed by the instructor to an exam situation for the 
purpose of copying or referencing them on the exam. 

 Bringing pre-written essays into an exam situation. 

 Copying another student’s work on an exam. 

 Making up sources and information for inclusion in a research paper. 

 Using research papers found online. 

 Giving or receiving information on any assignment or exam where working with others is 
not allowed by the instructor. 

 Obtaining a copy of an exam, by whatever means, before it is administered. 

 Copying from published material as it is written, copying most of the text and changing a 
few words here and there, or restructuring sentences of the text. 

 Claiming an idea is your own when it is not. 

 Having someone else take an exam for you or complete an assignment for you. 
 
 
 
 
 

https://www.ojc.edu/catalog/general/catacademiccalendar.aspx
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ACADEMIC FREEDOM AND RESPONSIBILITIES  

OJC honors its faculty, instructors and staff with the academic freedom common in other 
institutions of higher education as defined by the American Association of University 
Professors. See OJC procedures for more information.   

 

ACADEMIC INTEGRITY/PLAGIARISM   

The majority of problems with academic honesty involve plagiarism. Plagiarism is defined as the 
act of using words and/or ideas from another person or source without acknowledgment of 
debt to that person or source and is a serious academic crime. Students are expected to do 
their own work.  
 
Academic Integrity at OJC 
 
In alignment with the institutional mission, Otero Junior College values academic integrity, and 
this policy is meant to uphold quality higher education. As such, all employees and students are 
expected to comply with the standards described in this document whether or not they are 
directly involved.  In short, it is expected we follow the “see something, say something” spirit of 
quality higher education at Otero Junior College. To understand academic integrity, we must 
understand academic dishonesty.  Academic dishonesty is defined as actions that result in the 
student receiving credit for work in any academic exercise or discipline that they themselves 
did not create. The term “academic exercise” refers to any work the student submits for credit 
or hours in any course at the institution. In the descriptions below, the term “unauthorized” 
means without the express permission of the instructor. This policy outlines the types of 
academic dishonesty, levels of infractions, consequences of said infractions, and the appeals 
process.  
 
It is noted that this policy exists to protect both the student and the institution.  When an 
academic hearing--explained below--is scheduled, the student has a right to appeal.  Academic 
dishonesty is an academic matter, not a criminal one, so the institution reserves the right to 
follow the rules of “preponderance of evidence” and not “evidence beyond a reasonable 
doubt.” The spirit of this policy is to give rights to the accused student, educate students on the 
consequences of academic dishonesty, and to deter further violations. 
 
The following are examples of academic dishonesty.  This list is not exhaustive but rather 
indicative of common types of academic dishonesty with examples.  Other types or examples 
may exist and are subject to the same consequences described herein: 
 
1. Cheating--intentionally using or attempting to use unauthorized materials, information, 
or study aids in any academic exercise.   
a. Possessing unauthorized notes or additional sources of information during an exam. 
b. Possessing term papers, exams, lab reports, or other assignments for distribution, which 
were supposed to be turned in to the instructor. 
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c. Giving or receiving answers by the use of any signals or technology during an exam or 
quiz. 
2. Fabrication--intentional and unauthorized falsification or invention of any information 
or citation in an academic exercise. 
a. Inventing data or providing a false account of how the data was generated or collected, 
also known as counterfeiting data or research results. 
b. Providing a false research citation--representing an abstract or review as the primary 
source itself. 
c. Falsifying documents for the excuse of absences or missed assignments. 
3. Facilitating Academic Dishonesty--being party to any infractions of academic dishonesty 
described herein. 
a. Allowing another student to submit one’s paper as their own. 
b. Providing unauthorized copies of any previously completed coursework for distribution 
to other students. 
4. Plagiarism--deliberately reproducing another’s ideas, words, data, etc.  as one’s own 
without giving credit to the original author. 
a. One quotes another, in whole or in part, without acknowledging the original author--
this includes print, video, media, and online sources. 
b. One completely paraphrases another’s words, ideas, data, etc. without acknowledging 
the author--this includes print, video, media, and online sources. 
5. Unauthorized Collaboration--also known as “complicity.” One intentionally shares 
academic information or works in collaboration with another student in an unauthorized 
manner. 
a. Permitting another student to copy answers on an assignment, exam, etc. 
b. Taking an exam or any portion of a course for another student.  This includes allowing a 
student to copy a paper, lab report, computer program, or any other assignment for another 
student. 
6. Multiple Submissions--also known as “Self-Plagiarism.” Recycling previously completed 
work from one class to another. It is noted that a student may be allowed multiple submissions 
of an assignment if and only if all instructors involved give express permission.  
a. Submitting a paper written for one class to another. 
b. A student is retaking a class and submits the work they used in a previous section of that 
class. 
 
Special Circumstances Regarding Facilitating Academic Dishonesty 
 
Students who facilitate academic dishonesty but are no longer enrolled in the course section in 
which the academic infraction occurred are still subject to consequences.  However, because 
they are no longer enrolled in the course--due to passing, withdrawing, etc--the issue will 
become a student conduct issue and be judged by student conduct personnel. 
 
Personnel at Otero Junior College are also subject to consequences for facilitating academic 
dishonesty.  Should any personnel at Otero Junior College be found to have facilitated any level 
of academic dishonesty, the issue and evidence will be submitted to the Vice President of 
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Academic and Student Affairs and the Director of Human Resources.  The issue will then be 
considered a performance and employment issue to be dealt with by those governing bodies. 
 
Levels of Infraction 
 
It is noted that some infractions of academic dishonesty are more egregious than others.  To 
that end, this policy categorizes them from minor to egregious with consequences for each.  It 
is important to note that multiple minor infractions in the same course or across multiple 
courses can result in an automatic egregious violation with the appropriate consequences. 
Students should be aware that they may not withdraw from a course if they are receiving a 
failing grade due to academic dishonesty. 
 
1. Minor Infraction 
a. Examples include but are not limited to: 
i. Repeated improperly formatted citations. 
ii. Complete omission of references, bibliography, or Works Cited. 
iii. Patch-writing--also known as a partial paraphrase.  The student attempted to reword 
the original but still relied too much on the original wording or structure. 
iv. Cut and paste from a source without proper quotation or citation. 
b. Consequences 
i. First infraction--the student will schedule training with the Educational Resource 
Specialist or Coordinator of the Learning Commons. 
ii. Second infraction--failure of the assignment. 
iii. Third and all subsequent infractions risk automatic egregious infraction consequence 
(see “consequences” under “egregious” below). 
2. Standard Infractions 
a. Any instances of cheating, plagiarism, fabrication, or facilitating academic dishonesty as 
described above. 
b. Examples include but are not limited to: 
i. Deliberate omission of all sources. 
ii. Cheating on an exam. 
iii. Distributing answers. 
iv. Falsifying any information on an academic exercise. 
c. Consequences 
i. First infraction (or multiple minor infractions)--failure of the assignment.  
ii. Second infraction and subsequent infractions risk and automatic egregious infraction 
consequence (see “consequences” under “egregious” below). 
3. Egregious Academic Violations 
a. Above and beyond standard academic violations--what constitutes “above and beyond” 
will be decided at the discretion of the instructor, the Academic Integrity Review Board, and/or 
the Vice President of Academic and Student Affairs. 
b. Examples may include but are not limited to: 
i. Second standard academic violation. 
ii. Providing prior exams, projects, papers, or coursework for the purpose of cheating. 
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iii. Stealing and/or copying exams. 
iv. Impersonating another student in any course. 
v. Obtaining work from another student or professional service. 
vi. Widespread collusion of student violators. 
c. Consequences 
i. Failure of the course. The student may also risk expulsion from the college.  
 
Procedure 
 
If a faculty member believes any infraction of academic dishonesty has occurred, the faculty 
member is to conduct an independent investigation and gather evidence of the infraction. If the 
violation is confirmed, the faculty member must notify the chair with the evidence, report to 
the Associate Vice President of Academic Affairs, and make a reasonable effort to contact the 
student within five business days. The faculty member is required to make a reasonable effort 
to schedule a meeting with the accused student, either with or without the chair, and present 
the evidence within five business days of discovery. 
 
During the initial evidentiary meeting, the instructor will present the evidence to the student, 
tell the student of the consequence they will receive, and give them information about the 
appeals process. At the end of the meeting, both the instructor and the student will sign the 
“Academic Violations Form” as proof the student was given this information.  This form is not 
an admission of guilt on the part of the student. Rather, it is an artifact proving the student 
received evidence, notification of their consequence, and information about the appeals 
process. 
 
Upon completion of the meeting, the instructor will send digital copies of the evidence and 
completed Academic Violations Form to the Chair and the Associate Vice President of Academic 
Affairs.  If the student chooses not to appeal the decision, a violation of academic integrity will 
be placed in their student profile on Navigate in order to track multiple instances of violations 
across multiple classes.  Multiple instances of academic dishonesty across multiple classes can 
result in an “egregious violation” as described above. 
 
Appeals Process 
A student has the right to appeal the decision of the faculty member.  During the process, the 
student is expected to continue to attend class, complete work, and respect the discretion of 
the process by not sharing with other students. The Academic Integrity Review Board will 
oversee the hearing for all students.  The Academic Integrity Review Board will be made up of 
the chair of the department from where the accusation was made, the Associate Vice President 
of Academic Affairs, the Vice President of Academic and Student Affairs, and two additional 
faculty members from different departments. Should a student choose to appeal, they must 
contact the Vice President of Academic and Student Affairs within two business days of meeting 
with the instructor and signing the “Academic Violations Form.” Within five business days of 
notification, the Vice President of Academic and Student Affairs will schedule an appeals 
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meeting with the Academic Integrity Review Board and notify the student of the date of the 
appeal hearing. 
 
If the appeal is for a minor infraction, the entire Academic Integrity Review Board may not be 
obligated to meet.  One additional faculty member from another department may be called 
upon to review the evidence and support or challenge the instructor’s decision.  If the decision 
of the faculty is challenged, then the entire Academic Integrity Review Board will meet. Should 
the decision of the instructor be upheld, the consequences described above will be enacted and 
a record of the infraction will be placed on the student’s profile in Navigate to track multiple 
violations. 
 
For standard infractions, two additional people from the Academic Integrity Review Board will 
be called upon to review the evidence: it will constitute the chair of the department from 
where the accusation came, two faculty members from another department(s), and the 
Associate Vice President of Academic Affairs.  A 75% majority will be required to uphold the 
faculty member’s decision. Should the decision of the instructor be upheld, the consequences 
described above will be enacted and a record of the infraction will be placed on the student’s 
profile in Navigate to track multiple violations. 
 
Should a student appeal an accusation of an egregious violation, then the entire Academic 
Integrity Review Board will meet to review the evidence and decide whether or not to uphold 
the decision of the instructor.  A majority must support upholding the decision. Should the 
decision of the instructor be upheld, the consequences described above will be enacted and a 
record of the infraction will be placed on the student’s profile in Navigate to track multiple 
violations. The student may also risk expulsion from the college should the Academic Integrity 
Review Board deem it appropriate for the level of egregious violation. 
 
Should the decision of the faculty member be overturned in any of these instances, the student 
is absolved of guilt, the violation will not be placed on their record, and they will receive a grade 
for the work as if the accusation never took place. The student has the right to request a 
“second opinion” on the grade they receive on the work should they have evidence a prejudice 
exists on the assignment in question. 
 
Special Circumstances Regarding Timing: 
There are times when the timeline outlined in this policy may not be appropriate for college or 
life circumstances: illness, travel, scheduled breaks, etc.  In such cases, all parties involved will 
follow the “good faith” rule to comply with the timeline as closely as possible. Should the 
violation occur at the end of the semester, returning students will face the consequences 
outlined above. The issue will need to be resolved within two weeks of the end of the semester 
or wait until the beginning of the semester.  The returning student will receive an “I,” or 
“Incomplete,” grade in the interim.  For non-returning students, the same process will be 
followed as described for “returning students.”  Graduating students suspected of violation may 
walk at graduation if all other graduation requirements have been met.  However, they will not 
receive a diploma until the academic integrity matter has been resolved. 
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ASSESSMENT 

Institutional Student Learning Outcomes are statements that represent the knowledge and/or 
abilities a student should obtain and/or be able to demonstrate throughout a given course. 
Institutions of higher learning are becoming increasingly involved in conducting assessment of 
these outcomes in an effort to continually improve critical processes and teaching strategies. 
  
As full-time faculty, you agree to include Student Learning Outcomes in your syllabus that may 
be formally assessed in any given semester (not all courses are assessed each semester).  These 
include a brief statement of what students should know and be able to do, as well as how the 
outcome will be measured (i.e., include terms such as “define,” “identify,” “construct,” etc. and 
explain the method of assessment). Your department chair will provide you with the 
information and direction necessary to fulfill this responsibility.  By the designated deadline, 
you will submit an assessment scoresheet, along with three artifacts (high, medium, and low), 
to your department chair or the assessment coordinator. 
 

BEFORE FIRST CLASS MEETING 

Print Class List: 
 MyOJC Portal Log In 

 Username in S Number 

 Initial password is birthday in numeric form MM/DD/YY.  You will then be prompted to 
establish a new password that must contain at least one letter and one number.  

 Go to the Faculty tab  

 On the left hand side, you will find the Faculty Dashboard and your classes. 

 The first icon is the link to your class list. 

 Print.  You may want to use this list for attendance the first couple of days and follow up 
with students who do not show to classes. 

 
 

 ACTIVATE COURSE 

 Desire2Learn Log in 

 Username is S Number 

 Passwords should not be changed inside of D2L, only in the MyOJC portal.  The 
password will be identical to your MYOJC password.  

 In the event the MyOJC portal is not available, access to D2L is at: 
http://ojc.desire2learn.com  

 Faculty should ensure all courses are active by going to the course homepage, selecting 
Edit Course, then Course Offering Information, and checking the Course is Active box.  
 
 
 

http://ojc.desire2learn.com/
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UP-LOAD SYLLABUS TO D2L 

 Log into Desire2Learn 

 Click on the title of a course to open it 

 Click on “Content” located on the red tool bar 

 Click on “Table of Contents” on the left menu bar 

 Make a new module “Course Syllabi” 

 Go to the New Button 

 Select Upload Files 

 Click on my computer and upload 

 Find your file that you wish to upload, select the file, and select Open 

 You need to place the Syllabus in a module. If your course is empty, you will need to add 
a module first. If you already have a module, select it using the drop down menu under 
the Parent Module. To add a module, click on “add a module”. In the new window, type 
in the name of your module in the title box (ex. Course Information). Then click the Add 
button.  

 Click the “Copy” button to finish. The course syllabus is now added into the Content 
area of your course.  
 

BOOKSTORE 

OJC’s bookstore is a “virtual bookstore” and is accessed online through the “Bookstore” link on 
OJC’s website at www.ojc.edu.  Any books or material required for courses can be purchased 
and ordered through this site.  Students can buy new or used books, rent books, or purchase E-
books.  The books will be delivered to the student’s home or specific mailing address. 
 
The OJC virtual bookstore accepts traditional forms of payment, including financial 
aid/scholarship vouchers, credit/debit cards, PayPal, checks and money orders.  If a student 
intends to use financial aid for his or her books, that student must visit OJC’s financial aid office 
for consultation and approval.  Upon approval they will have access to their financial aid money 
on the virtual bookstore to pay for their books online. 
 
Used books can also be sold back through this virtual bookstore.  The student will be provided 
with a prepaid label to ship their books back for cash.   OJC will also have an on-site buyback 2-3 
times a year for students to sell their books back at the end of each semester. 
 

CANCELED OR SHORTENED CLASS SESSIONS   

Fifty minutes of classroom instruction constitute one instructional hour, and many students are 
sensitive to the length of time for which they have “contracted.”  Meet classes; meet needs.  
However, if an emergency causes cancellation of a class session, the time and coverage of 
material must be made up during the remainder of the academic term.  The Instructional 
Services Office and students need to be informed of any cancellations ahead of time when 
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possible; office personnel can assist in notifying students. If possible, please provide coverage 
for your classes. 
 

CLASSROOM PROTOCOL:  

Assigned campus classrooms will not be changed without prior approval from the Vice 
President of Academic Affairs.  If the facilities are not suitable for a particular course, every 
effort will be made to meet student needs.  Classrooms are opened prior to course starting 
times.  If a room is locked, campus security can offer assistance when called at 469-2613.  Other 
responsibilities include monitoring student behavior, turning off lights, erasing boards, locking 
smart station units, and if applicable, closing windows and doors at the end of the class period.  
Labs should remain locked and secure.  Students who present continual disruptions can be 
removed.  Early contact with Student Services is essential. 
 

CLASSROOM MANAGEMENT 

Disciplinary Procedure: 
Students are expected to adhere to the Student Code of Conduct, policies and procedures of 
the College. If students are charged with violating this College’s code, they are entitled to have 
these procedures followed in the consideration of the charge. Copies of the Student Disciplinary 
Procedure are available from the Vice President of Student Affairs. 
 
Student Complaints:  
Only after faculty has had the opportunity to work through problems is the matter referred to 
the Department Chair.  If the problem is unresolved at this level, the student may then appeal 
to the Vice President for Instruction.  The Vice President's decision on the matter is final. 
 
 
 

COMPUTER DRIVES 

When saving information on your computer, it is advisable to save to either the N: drive 
(personal drive) or the O: drive (shared drive) as these drives are backed up daily. The C: drive 
or your desktop will not be backed up. 
 
 
 

COPYING 

Copying machines can be found in Macdonald Hall (Instructional Services office), McBride Hall 
(Student Services Center, Computer Center), Life Science (Nursing office), Wheeler Hall 
(Learning Commons) and Humanities Center (Room 106 next to International Relations office).  
An account name (number) is required for machine usage. Assistance can be found in the copy 
area. Remember that copying should be held to a minimum.  
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 Canon copiers 
• Instructional Services, Student Services, Nursing, etc. 
• Enter the Department ID (a 4-digit code identifying your department) 
• Leave the password field blank 

 Konica Minoltas 
• Enter the copier code number assigned to you in the Department name field 
• Leave the password field blank 
If needed, assistance from a staff member in the area can assist with ID numbers and proper 
use of copier.  The Student Services office is available to help with copies after the normal day 
work hours. 
 

COURSE SYLLABUS 

All faculty and instructors are required to have an approved course syllabus on file in the 
Instructional Services office for each class prior to the first day of the semester.  The approval 
process consists of faculty members or instructors submitting a syllabus for each course to their 
respective Department Chair.  When the syllabus has been approved, the Chair’s initials and the 
academic year will appear in the upper right hand corner of the first page of the syllabus.  
Courses taught by Department Chairs will require approval from the Vice President of Academic 
Affairs.   For a model and samples of syllabi, refer to Appendix J. 
 

DESIRE2LEARN (D2L)/TECHNOLOGY-BASED INSTRUCTION 

Given the extent to which technology has become essential to most professions and permeates 
personal life as well, OJC strives to maximize the use of technology as a teaching and learning 
tool. Desire2Learn (D2L) is the learning management system used by all colleges in the CCCS. 
 
All faculty and instructors are required to use D2L. Minimum use expectations are described 
below. Instructors are encouraged to make use of IPads, mobile devices, Web 2.0, smart 
technologies, immersive learning strategies, and an array of multimedia applications to 
enhance learning, interactivity and the use of technology in the classroom.  

D2L EXPECTATIONS 

All instructors are required to, at minimum, use D2L in the following ways: 
• Upload a copy of the approved course syllabus in the content section for each course, 
• Upload in a ADA pdf format any written handouts or lecture notes provided in class, 
• Maintain the online grade book for each course with regular updates, 
• Create and regularly update the attendance register for each course, 
• Use the D2L e-mail system for all written correspondence with students in order to 

maintain compliance with Family Educational Rights and Privacy Act (FERPA) 
requirements. 

• Ensure that all documents in D2L comply with Web Accessibility Guidelines 
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Instructors of traditional classroom courses wishing to expand their online presence beyond 
these minimum expectations - such as by allowing students to turn in work on D2L, posting web 
links or encouraging online discussions - are invited to do so. 
 

EARLY ALERT SYSTEM 

The Early Alert System is designed to let students know how they are doing.  Faculty report 
grades three times during the semester of their progress.  As part of the early alert system, 
grades need to be submitted through the MyOJC, Faculty tab, on the 4th, 8th, and 11th weeks. 
The Department Chair or Student Services Center will send out reminders. 
 

EMAIL 

Email is available through Outlook on your computer. There are also two ways to access email 
from off campus:  
 
Option 1:  Access Email via Portal 
1. Access the OJC website via http://www.ojc.edu 
2. Click the MyOJC link in the upper right hand corner. 
3. Log in with your S number and password (not your computer password). 
4. Click the Faculty/Staff Mail Link in the upper right hand section. 
5. If this is the first time setup, you will be prompted to input your username in the 

following format: OJC (backslash and S number here:  ojc\S number) and your computer 
password.  Click Save and it will log you into the web based email system. 

 
This makes your email single sign-on from the portal (only).  During future access you should 
not have to sign in unless your computer password changes or expires, at which time, you will 
need to enter your new password and save it.  While using the email through the portal, it is 
best to just close the email window rather than logging off.  If you log off of the web based 
email while in the portal, you will have to log out of the portal and back in, in order to have 
access to your email again.  
 
Option 2: Access Email via Web 
1. Go to http://www.ojc.edu. 
2. Click About OJC -> Faculty & Staff -> Faculty/Staff Web Mail. 
3. At Domain/Username textbox type in: ojc\S number. 
4. Enter the password you use to log onto your computer. 
It will display your inbox.  To access other folders in your email, click the yellow folder above 
the word "Inbox" in the left hand pane. 
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EVALUATION PROCESS FOR FACULTY  

 

2020 - 2021 Academic Affairs Evaluation of Faculty Performance Process 

Personnel Part-time 
Instructor 

Part-time 
Instructor 

Faculty 
(Provisional) 

Faculty 
(Non-provisional) 

Number of Years 
in Position 

7 years or less 8 years or more 3 to 4 years or 
less 

 

4 or more years 

Contract Faculty Load and 
Compensation 

Faculty Load and 
Compensation 

Annual 
 

Annual 

Observation by 
Administration or 

Chair 

1 course per 
semester 

1 course per 
Spring semester 

1 course  
per semester 

1 course per year 
Fall Semester 

Rotation, 
CTE and 

Humanities 
Spring Semester 
Rotation, Health 
Professions and 
Math/Science  

Student Evaluations All courses via D2L All courses via D2L All courses via 
D2L 

All courses via D2L 

Peer Reviews Not Applicable Not Applicable 1 course,  
every other year 

1 course,  
every other year 

Evaluation/Feedback 
from VPASA 

As recommended 
by  Chair 

As recommended 
by Chair 

As recommended 
Chair 

As recommended 
by Chair 

 

BP 3-10 – Administration of Personnel 

State Board for Community College and Occupational Education Administration of Personnel 

https://www.cccs.edu/policies-and-procedures/board-policies/bp-3-10-administration-of-personnel/ 

 

FERPA (FAMILY EDUCATION RIGHTS AND PRIVACY ACT OF 1974) 

Under the Family Education Rights and Privacy Act of 1974, the information in student files may 
only be released under specific conditions. Current or former students of OJC have complete 
access to their records and may view them upon request at the Student Services Center. If 
records contain errors, appeals in writing must be submitted to the Vice President of Student 
Affairs. 
 

https://www.cccs.edu/policies-and-procedures/board-policies/bp-3-10-administration-of-personnel/
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The following are considered public information and may appear in college directories, 
publications and news releases, or be disclosed to anyone inquiring: 
• Name, Address 
• Phone Number 
• Date/Place of Birth 
• Major Field of Study 
• Participation in Officially Recognized Activities and Sports 
• Weight and Height of Athletic Team members 
• Dates of Attendance 
• Degrees and Awards Received 
Students may withhold disclosure of public information by filing a written request with the 
Student Services Center.  All other information in student records is considered private and not 
open to the public without written student consent. Only the following individuals, because of 
their official function, have access to this information: OJC officials; state or federal authorities; 
officials evaluating application for financial aid; state and local officials requesting reporting 
data; organizations conducting studies for educational institutions or agencies; accrediting 
organizations; parent of dependent students (proof of dependency required); and Veterans 
Administration staff. In case of judicial orders or emergencies in which information is needed to 
protect student safety, health or welfare or that of others, OJC may also release information 
without consent. 

 

FIELD TRIP/OFF CAMPUS CLASSROOM ACTIVITIES  

Field trips for OJC students must be designed to complement or reinforce concepts explored in 
a course or program, enhancing student learning and providing opportunities to expand 
understanding. Class field trips are those trips taken with students to off-campus locations 
during regular class time, although potentially extending beyond the regular class period. 
Student club activities are not considered field trips.  
 
Approval: 
All field trips must be approved prior to the date of the trip by the department chair. Field trip 
requests should include:  
• The purpose and rationale for the trip, identifying the course associated with the trip;  
• Number of students attending;  
• Detailed itinerary including destination, duration, departure date and time;  
• Names of people teaching and supervising the field trip;  
• Transportation plan;  
• Costs associated with the trip.  
A Student Waiver of Liability, Conduct and Medical Release form for the trip must be completed 
and signed by each student planning to attend and submitted to the department chair prior to 
the trip. A copy of the Student Waiver of Liability, Conduct and Medical Release form is 
available on the Faculty tab in MyOJC in the Faculty Forms section or from the division 
administrative assistant. A copy of the syllabus provided to the students reflecting the field trip 
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procedures and practices should be attached to the waiver and release form submitted for 
record keeping. 
  
Field Trip Description: 
The instructor must provide students with a field trip description that includes, at minimum, 
the following information:  
• Objectives of the field trip;  
• All relevant safety, physical or emotional issues that may be associated with the trip to 

ensure that students are aware of any obstacles they might encounter (e.g., strenuous 
exercise including hiking or climbing, limited oxygen at high altitudes, wild animals, 
loose rocks, chemical hazards);  

• An invitation for students to discuss personal challenges or constraints due to medical, 
physical or emotional limitations individually with the instructor prior to the field trip; 
every attempt should be made to accommodate constraints where reasonable; no 
student should be prohibited from participating unless the needed accommodations are 
beyond the capacity of the college and/or trip facilities;  

• Prohibitions of students and staff from using alcohol or drugs on any OJC-sponsored 
field trip activity as required by the Drug Free Schools Act and the Drug Free Workplace 
Act and detailed in SBCCOE Policy BP 19-30 and CCCS President’s Procedure SP 19-30;  

 
 
Attendees: 
All field trips must be accompanied by a OJC faculty or staff member, with at least one other 
responsible party identified and in attendance. The second responsible party may be a field trip 
participant. Only those people who are eligible to participate in or attend field trips are 
authorized to do so. Eligible participants include:  
• Students who have enrolled, paid for (if applicable), and signed the waiver and release 

form prior to the trip departure.  
• Faculty, staff and/or outside resource people who are contributing to the field trip 

learning experience.  
Family, friends and others who are not OJC faculty or staff members or identified resource 
people are not allowed to participate unless authorized by a responsible party from the college 
prior to the conduct of the trip.  
 
Transportation:  
Students are responsible for arranging their own transportation for field trips. 
  
Expense Reimbursement: 
Prior approval is required for any reimbursement for expenses incurred in relation to the field 
trip.  
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Conduct and Responsibilities:  
Students and staff members are expected to conduct themselves in a manner consistent with 
on-campus standards. Violators will be subject to disciplinary actions as outlined in the Student 
Code of Conduct and Human Resource procedures.  
 
When on a field trip, faculty and staff members are responsible for the safety, conduct and 
welfare of the participants from the beginning to the conclusion of the field trip. Faculty and 
staff members supervising the field trip are authorized to terminate the trip, or the 
participation of any individual, at any time during the trip, if safety and conduct expectations 
are not met. 
 
 

FITNESS CENTER  

Full-time OJC employees with an OJC ID are encouraged to use the fitness center. The center 
has free weights, tread mills, elliptical trainer, nautilus equipment, and racquetball courts.  
 

GRADES 

Tests and grading are the responsibility of the faculty member/instructor. Final examinations 
are to be administered during the last week of class.  Grades should not be posted. 
The academic standing of students at OJC is indicated by letter grades that have the following 
interpretation: 
 A Excellent or Superior (4 quality points per semester hour) 
 B Good  (3 quality points per semester hour) 
 C Average (2 quality points per semester hour) 
 D Deficient (1 quality point per semester hour) 
 F Failure  (0 quality points per semester hour) 
 I Incomplete 
 S Satisfactory 
 U Unsatisfactory 
 S/A Satisfactory  (A-level) work in a developmental course 
 S/B Satisfactory  (B-level) work in a developmental course 
 S/C Satisfactory  (C-level) work in a developmental course 
 U/D Unsatisfactory  (D-level) work in a developmental course 
 U/F Unsatisfactory  (F-level) work in a developmental course 
 W Withdrew  

AW Administrative Withdrawal  (available as an individual college option) 
 AU Audit 
Place Holders 
SP Satisfactory Progress 
Z Grade not yet reported 
R Repeat Field 
CPL Prior Learning Credit 
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CNG Conversion – No Grade 
AU- Audit  
By auditing a course, a student may participate in course activities, but does not receive a 
formal transcript grade. Students must indicate intent to audit a course at registration or by the 
deadline listed in the course schedule. Audited courses are not eligible for the College 
Opportunity Fund stipend. Students will be responsible for the full in-state or out-of-state 
tuition. Audited courses do not meet the credit hour requirements for financial aid or veteran 
benefits and may not be applied to certificates or degrees.  
 I- Incomplete  
 
The "Incomplete" grade is a temporary grade and is designed for students who because of 
documented illness or circumstances beyond their control are unable to complete their course 
work within the semester, but have completed a majority of the course work (defined as at 
least 75% of all course assignments and tests) in a satisfactory manner (grade C or better).  
If circumstances beyond the student's control prevent the student from completing a test or 
assignments at the end of the term, then it is the student's responsibility to initiate the request 
for an "Incomplete" grade from the instructor. The instructor will determine whether the 
student has a reasonable chance of satisfactorily completing the remaining course activities in a 
timely manner.  
 
In requesting an "Incomplete" grade the student must present to the instructor the 
documentation of circumstances justifying an "Incomplete" grade.  
The instructor will complete and sign an "Incomplete Grade Contract" and will submit it to 
Student Services with final grades for the semester. Student Services will send a copy of the 
"Incomplete Grade Contract" to the student. Instructor must assign an Incomplete Grade on 
the regular grade roster in a timely fashion. 
  
Incomplete Grade Contract must include the following information:  
1. Student Name (F, MI, L):  
2. Student #:  
3. Course Number and Section:  
4. Reason for assigning a grade of incomplete (statement of extenuating
 Circumstances):  
5. Work to be completed for removal of incomplete grade (instructor should be very
 specific including the work to be done and how the final grade is to be calculated):  
6. Evidence of completion of 75% of the semester course work:  
7. Completion of a work plan that includes the following:  

• What, when and how assignments and tests will be submitted to complete the 
course 
• The time period in which the work must be completed 

8. Instructor Signature and Date 
9. Student Signature and Date 
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Students are encouraged to let instructors know, as soon as possible, if they are having 
difficulties with any part of the course. In the event that a student and instructor cannot reach 
resolution concerning an Incomplete, then the student should contact the Instructional Officer 
of the college.  
 
Military personnel and emergency management officials who are required to go TDY in the 
middle of a term should contact their instructor for special consideration. Documentation of 
official TDY assignment is required and must be approved by the Vice President of Academic 
Affairs.  
Incomplete grades which are not converted to a letter grade by the instructor after one 
subsequent semester (not including summer semester) will revert to an F grade. If the student 
would have earned a letter grade higher than an F without completing the work, faculty may 
submit that higher grade before the automatic conversion to F.  
 S- Satisfactory  
The satisfactory grade is equivalent to a grade of "C or better."  The course will count in 
attempted and earned credits, but will not carry quality points.  
 U- Unsatisfactory  
The unsatisfactory grade is equivalent to a "D" or "F" grade. The course will count in attempted 
credits, but will not carry earned credits or quality points.  
 S/A, S/B, S/C 
These are satisfactory grades awarded only for developmental courses. The A, B, and C indicate 
the level of satisfactory performance. These grades are not included in the GPA calculation. The 
course will count for attempted and earned credits.  
 U/D, U/F  
These are unsatisfactory grades awarded only for developmental courses. The D and F indicate 
the level of unsatisfactory performance. These grades are not included in the GPA calculation. 
The course will count in attempted credits, but will not carry earned credits.  
W- Withdrawal  
Students withdrawing from any course after the census date (15% of class days) and prior to 
withdrawal date (80% of class days) have the grade of "W" recorded on their permanent 
record.  
 A/W- Administrative Withdrawal  
This "withdrawal" grade is assigned by the college when a student has been withdrawn 
administratively for administrative reasons. No academic credit is awarded. The course will 
count in attempted hours.  
 SP- Satisfactory Progress  
This symbol is limited to certain approved courses that extend beyond the end of a normal 
semester. No academic credit is awarded until the course is completed.  
 Z- No Grade Submitted  
The symbol of "Z" is a temporary grade entered by the Registrar when a grade is not received 
from the course instructor. This "Z" grade is replaced and credit is awarded upon the Registrar's 
receipt of the grade.  
 CPL- Prior Learning Credit  
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Within Banner there must be a symbol in the Grade column. A symbol of "CPL" indicates that 
the course and credits to which it is attached were awarded according to BP 9-42, Credit for 
Prior Learning.  
 CNG- Conversion No Grade  
In the Legacy System, courses could exist on a transcript with no grade posted. These courses 
have been migrated to Banner with a symbol of "CNG", defined as Converted No Grade.  
 R- Repeat Field  
The Repeat Field on the transcript will be marked I - Include in hours and GPA calculation, A - 
Exclude from earned hours and GPA calculation, or A Exclude from earned hours but count in 
GPA calculation.  
 

GRADE REPORTS 

The Office of Student Services will initiate an email request for a Final Grade reporting.  Final 
Grades are to be posted in Banner two days following the end of the semester at 5:00 p.m.  Any 
circumstances preventing adherence to this deadline must be communicated to the Vice 
President of Student Affairs.  
 
 

GUEST SPEAKERS  

Individual faculty and instructors have the right to invite anyone they choose as an occasional 
guest or guest speaker to their classes. This right carries with it the assumption of individual 
responsibility, as follows:  
• The appearance of an invited speaker does not signify an endorsement, either implicit 

or explicit, of the speaker’s views by the college, its faculty, administration, or governing 
bodies.  

• Speakers are subject to standard law and order considerations and to the specific 
limitations imposed by the State constitution and laws. Guest speakers must assume 
responsibility for protecting the right to free speech, including the rights of speakers to 
be heard and the rights of the college community to hear speakers. If there is significant 
potential for disruption at an event featuring a guest speaker, the college may appoint a 
chairperson to preside at the event who is empowered to ensure reasonable conduct 
and courteous treatment of all event participants. The college may also require the 
provision of security personnel for the protection of event participants and college 
property.  

• The college assumes no obligation to provide an audience for outside speakers on its 
campus.  

 
All invitations and engagements of outside speakers must be initiated from within the college 
community.  
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GUIDANCE AND COUNSELING 

Students identified with a need for guidance, counseling, or other basic needs should be 
referred to the Vice President of Student Affairs for arrangements.  
 

INSTRUCTIONAL RECORD-KEEPING   

All instructional records are the property of OJC. The completion of official records including 
the Census Date Report and Final Grade Report are the responsibility of the instructor of record 
and cannot be delegated or completed by proxy.  The Census Date Report reflecting physical 
student attendance is to be substantiated by the instructor's own attendance records which are 
to be kept on file for a period of three years.  Records of student progress used to calculate 
grade reports (grade books) are likewise to be kept on file by the Department Chair for a period 
of three years.  After the 12th day of class, print out the final class list and identify students 
who never attended classes, sign and date, and turn in the list to Student Services in McBride 
132. The Registrar will send out a reminder email.  
 

LEARNING COMMONS: WHEELER LIBRARY 

OJC’s Learning Commons is in the heart of Wheeler Hall. Wheeler Library is part of the Learning 
Commons. 
 
Just what is a Learning Commons? One definition is that it is a transformed space which blends 
the library’s traditional role as a place of books and contemplation with its emerging role as a 
place for learning and collaboration. One important concept about a Learning Commons is that 
the space is transitional and will change as user needs dictate. 
Our learning commons has been designed with the above definition in mind. Some of the 
features of the Learning Commons are: 
• Spaces for collaboration and spaces for individual study; 
• Study rooms; 
• A faculty center; 
• Video editing rooms; 

Professional and peer academic assistance 
• Hard-wired computers as well as laptops and iPads; 
• A reading terrace; 
• A variety of seating options; 
• The nursing advisor; 
• A coffee shop;  
• Last but not least, books, popular magazines, professional journals, and   newspapers. 
 
During the school year, library hours are: Sunday: 5 p.m. to 10 p.m.; Monday through Thursday: 
7:30 a.m. to 10 p.m.; Friday, 7:30 a.m. to 4 p.m. 
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To visit the library virtually, go to libguides.ojc.edu. There you will find our libguides, containing 
the library’s databases, and tutorials. To see the catalog, go to http://libguides.ojc.edu/library.  
We can custom-make libguides for your classes. All you need to do is give us a call. We can also 
keep materials on reserve for your students to use. Many of our links can be embedded in D2L, 
and we are also able to embed Films on Demand videos or segments in D2L. 
 

LIBRARY MATERIALS  

In the selection of library materials, the college and its staff are committed to providing books 
and other publications that, within the scope of the college's educational mission, will enrich 
the quality of thought and expression and make available a diversity of views and expressions. 
This may include works which are unorthodox or unpopular with the majority. The college does 
not assume responsibility for nor endorse the ideas or presentations contained in the books 
made available.  
 
Neither the college nor any staff member may establish their own political, moral or esthetic 
views as the sole standard for deciding which books should be used for instruction or otherwise 
made available to students. Similarly, the college and its staff, as guardians of OJC students' 
academic freedom, will contest encroachment upon that freedom by individuals or groups 
seeking to impose their own standards or tastes on the materials provided. 
 

MATH CENTER 

The Math Center is located in McBride Hall. The Center provides free support to students in 
regards to mathematics. There are tutors located in the center as well as the offices of the 
Mathematics faculty.  
 

OFFICE SPACE   

Faculty members are generally assigned their own office on campus through Instructional 
Services. 
 

OFFICE SUPPLIES 

Faculty should see their Department Chair for any office supplies needs.  Adjunct faculty may 
contact Instructional Services or Chairs for supply needs.  All supplies are to be ordered through 
departments, utilizing those specific budgets. 
 

OJC HELP 

OJC Help is a ticketing system where staff can submit an electronic work order to either the 
Physical Plant or Computer Services to address identified issues or concerns (i.e., broken 
furniture, malfunctioning equipment, burned out lightbulb, etc.).  The link is 
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http://ojcljaapp01/portal.  Please report any concerns immediately by submitting an electronic 
work order and/or informing Instructional Services. 
 

OVERLOAD ASSIGNMENTS  

SBCCOE BP 3-80 advises colleges to limit faculty overload assignments so as not to negatively 
impact the professionalism of faculty members. 
 
The need for an overload assignment will be determined initially by the respective department 
chair in instances of a one course overload. If the overload assignment is for more than one 
course, the request must be approved by the Vice President of Academic Affairs and president. 
Pay for overload assignments for regular faculty members will be calculated on the same pay 
scale used for adjunct faculty.  Refer to Appendix K for pay scale. 
 

PICTURE ID  

You can get your picture ID in the Office of Student Services in McBride Hall.  If you purchase 
meals from Sodexo, they will be put on your ID card. 
 

POLICIES 

Each fall, the Director of Human Resources will email out the following policies: Sexual 
Harassment, Computer Usage, Workplace Violence, Drug-Free, Workman’s Compensation and 
other policies.  For further polices refer Access OJC Procedures on the “O” drive under 
Common/OJC Procedures or MyOJC/ OJC Procedures *must use Internet Explorer to access OJC 
Procedures.  See Appendix G. 
 

POSTING CLASS AND OFFICE SCHEDULE 

A template will be emailed out the first week faculty return each semester for posting your 
schedule. Prior to the first day of class, please complete the form with class and office 
availability.  Post one on your door, send an electronic copy to Instructional Services, and send 
one to your department chair. 
  

PROFESSIONAL DEVELOPMENT 

OJC will be utilizing a single form for most professional development activities.  The form 
includes all pertinent information (activity, dates, and amounts), justification, and an 
accountability component that helps insure information is shared in the most appropriate 
setting.  This form can be found on O: /Commons/Campus Forms.  In addition, OJC provides 
instructors the opportunity to take three classes a year at no expense. This Request for 
Professional Improvement form can be found on O: /Commons/Campus Forms Appendix H. 
 

http://ojcljaapp01/portal
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SECURITY 

Campus security is available during the evening hours of 4:30pm – 3:30am Monday through 
Sunday during the fall and spring semester. During the summer semester security is available 
from 3:30pm – 1:30am Monday through Sunday. If security services are needed for any reason 
during evening hours, please call (469-2613). In the event security is not available please call 
the Director of Facilities at 384-6819 or 469-2826.  For addition Emergency information refer to 
Appendix E. 
 

SODEXO 

Faculty and staff can purchase a meal plan of 15 meal blocks from Sodexo.  
 

STUDENT ATTENDANCE REQUIREMENTS  

Students are expected to attend all class meetings and laboratory sessions for which they are 
registered unless officially excused. An attendance record verifies the information recorded on 
the Census Date Report.  A student who wishes to permanently withdraw from any class is 
required to complete a withdrawal form; students who stop coming to class and fail to officially 
withdraw from a course are to be given an "F" grade, and the last date of attendance must be 
reported.  The Vice President of Academic and Student Affairs should be notified if a student 
misses two consecutive classes so every effort can be made to contact the student. 
 
 

TEXTBOOKS 

All textbooks used in OJC classes must be approved and adopted according to the following 
process. Textbook selection for all OJC courses will be coordinated by the Department Chair 
with input from faculty in the discipline. Faculty are strongly encouraged to use the same 
textbook for the same course regardless of the section. 
 
Concurrent enrollment courses use the college-level textbook.  
 
Criteria for selecting textbooks include, but are not limited to:  
• Consistency with CCCNS content guides;  
• Currency of content;  
• Cultural and gender equity or sensitivity, as appropriate;  
• Readability, quality of organizational structure and flow, and quality of illustrations, 

graphs and charts;  
• Compatibility of supplemental resources;  
• Availability of and quality of test banks, where available;  
• Computer application and availability of other multimedia resources;  
• Cost, including materials that are bundled or sold separately;  



35 
 

• For edition changes, the extent to which substantive content differences exist between 
the current and immediate previous edition  

 
Textbook selections should be kept the same for a minimum of two academic years, unless the 
selected text is found to have serious flaws or is no longer available. Whenever possible, the 
same textbook will be used for both semesters of any course sequenced over two-semesters. 
Regular faculty or adjunct faculty who wish to order, change or recommend the adoption of a 
new or supplemental textbook should consult with the Department Chair.  
 
No faculty or other College staff member shall demand or accept any payment, loan, advance, 
good or service promised in exchange for selecting or purchasing specific course materials for 
use in one of OJC’s courses.  
 
Faculty or other College staff may, however, accept:  
Free review copies, complimentary teacher editions or instructional materials that are not 
intended to be sold by any faculty, staff or bookstore Royalties or other compensation from the 
sale of course materials that include the faculty member’s own writing or work; 
• Honoraria for peer review of course materials;  
• Training in the use of course materials and/or learning technologies.  
 
Prior to the start of every semester, the office of Administrative Services will order books for 
students as well as desk copies for instructor use. Questions regarding books or book orders 
should be directed to the Department Chair or Administrative Services. 
 

TECHNOLOGY AND WEB DELIVERY 

The use of technology is encouraged by the Coordinator of Educational Technology located in 
the Computer Center. Support for both hardware and software needs is available. Faculty 
needing support should call 384-6839.  Classroom technology support includes video, Smart 
Stations, Telepresence Units, E-beams, Smart Boards and COWs (Computers on Wheels).  
Individualized training is available for all faculty.  Faculty is encouraged to look at the room they 
will be using and determine if there are questions on the room usage.  If you have software you 
need to have loaded in a classroom, please bring it to the Computer Center at least two weeks 
in advance.  
 
Software support is available for Microsoft Office including Word, PowerPoint, Excel and 
Access.  Support includes helpdesk and training in development of classroom and guided study 
materials.  Training and support for Desire2Learn is also available.  The Coordinator of 
Educational Technology has developed D2L informational materials for faculty use including 
accessibility guides for materials developed in MS Office and assessment development.  
  

TRAINING, RESOURCES AND OTHER SUPPORT 
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All new instructors are expected to complete the online D2L Faculty Training and Web 
Accessibility Training modules prior to teaching a course at OJC. Completion of this requirement 
is tracked as part of the instructor’s faculty development hours. Additional training workshops, 
D2L resource materials, links to other instructional technology resources and other professional 
development support are available in the Instructor Toolbox inside of D2L or in the Faculty 
Development & Training section on the Faculty Tab of MyOJC under Desire2Learn.  
Hybrid Instructional Evaluation form can be found at MYOJC under the faculty tab. A Getting 
Started with Desire2Learn step-by-step form can be found in the Technology Tab.  For help, 
contact Meagan Hotchkiss-Trejo at (719) 384-6839  Meagan.Hotchkiss-Trejo@ojc.edu 
 

TRAVEL REIMBURSEMENT 

For information and guidelines regarding travel reimbursement, please contact your 
Department Chair or Instructional Services personnel.  The travel reimbursement form is found 
on MyOJC in the faculty tab under Instructional Resources, O: /Common/Campus Forms (Excel) 
see Appendix L for Campus forms. 
 

TRIO PROGRAM 

Student Support Services (SSS) is a federally-funded TRiO Program under the U.S. Department 
of Education. The goal of the program is to increase the college retention and graduation rates 
of its participants and help students make the transition from one level of higher education to 
the next.  All services are provided free of charge to TRiO SSS participants. Services provided by 
TRiO include: Financial Aid Assistance and Resources, Tutorial Services – Individual, Group, or 
Drop-In Tutoring, Workshops and cultural events – skills, budgeting, and museum tours, etc. For 
further information, call 719-384-6835. 
 

VOICE MAIL  

To access your voice mail while on campus, push the message button on your phone, enter 
your pass word followed by # key.  
 
To check your voice mail from a remote location, dial your office number.  When the voice mail 
recording starts, press the * key to access your new messages.  You will be asked for your ID 
which is the last 4 digits of your phone number, then press the # key.  Next you will need to 
enter your password followed by # key.  To bypass the recorded message on someone else's 
voice mail, press the # when their message begins, and you can immediately start recording 
your message to them.  
 

mailto:Meagan.Hotchkiss-Trejo@ojc.edu
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APPENDIX A—CAMPUS CALENDAR 

https://www.ojc.edu/catalog/general/catacademiccalendar.aspx 
 
 

APPENDIX B CAMPUS MAP 

https://www.ojc.edu/about/campus/campus_map.aspx 

 

APPENIX C – FACULTY ASSEMBLY 

 

The Faculty Assembly, under its duly authorized and approved Constitution and Bylaws, is the 
official organization of the OJC faculty. A meeting schedule is sent via email at the beginning of 
each semester. The initial fall meeting will take place during the open week. 

 

CONSTITUTION AND BYLAWS OF THE FACULTY ASSEMBLY 

INTRODUCTION 
The Faculty Assembly, under its duly authorized and approved Constitution and Bylaws, is the 
official organization of the OJC faculty. 
 
CONSTITUTION OF FACULTY ASSEMBLY 
In order to facilitate development of educational programs, efficient organization and 
communication, best conditions for instruction, and involvement in the affairs of this College, 
we the Faculty Assembly of OJC, subscribe to this document as a constitutional statement of 
our organizational responsibilities. 
 
ARTICLE I – NAME 
The organization herein defined shall be known as the Faculty Assembly of OJC. 
 
ARTICLE II – OBJECTIVES 
To give the faculty voice in the shared governance of OJC. 
 
ARTICLE III – QUALIFICATIONS FOR MEMBERSHIP 
The Faculty Assembly shall consist of those persons employed at OJC under a full-time, faculty 
contract.  Those employed under a technical, professional, or adjunct contract can be 
nonvoting members.  Faculty Assembly committee membership is not restricted to voting 
faculty. 
 
 
 

https://www.ojc.edu/catalog/general/catacademiccalendar.aspx
https://www.ojc.edu/about/campus/campus_map.aspx
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ARTICLE IV – OFFICERS AND THEIR ELECTION 
The officers shall consist of a Chair, Vice-Chair, and a Secretary.  Officers shall be elected from 
the voting membership of the Assembly. 
 
ARTICLE V – MEETINGS 
The Faculty Assembly shall hold an annual spring meeting and an organizational meeting during 
the week preceding the opening of school.  In addition, the Faculty Assembly shall meet at least 
once per semester.  Other meetings may be called by the Chair or Vice-Chair.  A special meeting 
called within ten days of a petition received by the Chair or Vice-Chair requires signatures of 
twenty-five percent of the membership.  All members shall be notified in writing of the time 
and place at least forty-eight hours in advance of meetings.  All meetings of the faculty and its 
committees shall be open to interested parties. 
 
ARTICLE VI – METHOD OF AMENDING THE CONSTITUTION 
Proposed amendments will be submitted in writing by any member of the assembly.  The 
proposal must be made at two successive meetings.  After the second presentation of the 
amendment, it will be voted on with a written ballot and a quorum present.  Two-thirds vote of 
eligible members shall confirm the amendment. 
 
BYLAWS 
ARTICLE I – ELECTION AND TENURE OF OFFICE 
A. Term of office for Chair, Vice-Chair, and Secretary of Faculty Assembly shall be from the 

beginning of summer semester to the end of spring semester.  Officers will be elected 
during the last on-campus fall meeting. 

B. Vacancies 
1. Chair – a vacancy in this office shall be filled by the Vice-Chair subject to ratification. 
2. Vice-Chair and Secretary – an election shall be held at the first regular meeting following 

the vacancy and shall be conducted according to Article I, Section C of the Bylaws. 
3. Vacancies in standing committees shall be filled at the first regular Faculty Assembly 

meeting following the vacancy and shall be conducted according to Article I, Section C of 
the Bylaws. 

C. Officers shall be elected at the spring meeting by written, preferential ballot. 
 
ARTICLE II – DUTIES OF OFFICERS 
A. Chair 
1. Preside at the Faculty Assembly meeting. 
2. Determine the priority of items for the Assembly Agenda with the assistance of all 

standing and ad hoc committee chairs. 
3. Serve as a formal liaison between the Faculty Assembly and the Administrative Council, 

and present Assembly proposals for the Council’s consideration and action. 
4. Serve as the Faculty assembly’s representative to the open meetings of the College 

Advisory Council. 
5. Coordinate the work of the standing committees. 
6. Appoint a Parliamentarian with the advice and consent of the Assembly. 
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7. Appoint ad hoc committees as necessary. 
8. Work with the Chair-elect each spring to facilitate a smooth transition of leadership. 
 
B. Vice-Chair 
1. Assume all duties of the Chair when the Chair is unable to do so. 
2. Preside as Chair of the Faculty Affairs Committee. 
C. Secretary 
1. Supervise the maintenance of all records of deliberations and actions of the Assembly. 
2. Assure distribution of these records to each Assembly member within two weeks of the 

meeting. 
3. Distribute a proposed agenda to the members of the Assembly at least three working 

days prior to a meeting. 
 
ARTICLE III – CONDUCT OF MEETINGS 
A. Agenda 
a. All members will receive written notification at least three working days prior to a 

meeting.  The agenda will include: 
1. Approval of minutes of previous meeting. 
2. Reports of Standing and Ad Hoc Committees 
3. Special orders (e.g., elections, announcements). 
4. Unfinished business. 
5. New business. 
6. Adjournment. 
B. Quorum shall consist of forty percent of the full-time faculty. 
C. Absentee Ballot  

Voting members of the Faculty Assembly who will not be present at an Assembly 
meeting and wish to vote on an agenda item, may submit the vote in writing, to the 
Chair, at least three hours prior to the meeting.  If the motion is later amended, 
absentee votes will not be counted.  
 

ARTICLE IV – PARLIAMENTARY AUTHORITY 
A. Robert’s Rules of Order, most recent edition, shall be the determiner in all issues of 

procedures. 
B.  

ARTICLE V – COMMITTEES 
A. Standing Committees 
1. Faculty Affairs Committee 
 
The membership of the Faculty Affairs Committee shall consist of the chair, six members of the 
Faculty Assembly, and one administrative representative.   Each faculty member shall serve for 
overlapping two-year terms with three members elected one year and three members the next 
year.  The administrative representative shall be appointed by the President for a one-year 
term. 
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New faculty members shall be elected by written ballot.  Election shall be conducted by the 
Faculty Assembly Chair at the fall organizational meeting of the Faculty Assembly.  In case of 
vacancies, the Faculty Assembly Chair shall present a written ballot at the next Faculty 
Assembly meeting.  The Vice Chair of the Faculty Assembly shall be the Chair of the Faculty 
Affairs Committee.  The vice-chair and secretary of the committee shall be elected from the 
membership at the organizational meeting and serve for one year. 
Areas of responsibility and concern: 

a. Professional grievances as applicable to administrative due process. 
b. Teaching and extracurricular load. 
c. Professional ethics and standards. 
d. Recommend guidelines for publicity, institutional publication and public 

relations. 
e. Proposals to be presented to the Faculty Assembly shall be distributed to faculty 

members at least three days prior to the next scheduled Faculty Assembly 
meeting. 

f. Consider all proposals in the above defined areas of responsibility made by 
faculty and students prior to action of the proposals by the Faculty Assembly. 

 

APPENDIX D--CONTACT AND CREDIT HOUR CALCULATIONS  

 
GUIDELINE  
Academic credit, or the credit hour, is used as a measure of the amount of engaged learning 
time expected of a typical student enrolled in a traditional classroom setting, laboratory, studio, 
internship and other experiential learning, and distance education. Common standards for 
measuring academic credit are used by states and the federal government to facilitate the 
transfer of students from one academic institution to another, award financial aid, and other 
purposes. 
  
A critical element in measuring academic credit is the translation of contact hours to credit 
hours. In order to establish a consistent statewide approach for reporting FTE student 
enrollment, the Colorado Department of Higher Education (CDHE), formerly the Colorado 
Commission on Higher Education or (CCHE), and the institutions and governing boards of the 
state higher education system established criteria for calculating the relationship between 
credit and contact hours for various types of instructional activities in Colorado.  
 
A copy of CDHE’s Full-time Equivalent (FTE) Reporting Guidelines and Procedures can be found 
at:  
http://highered.colorado.gov/Publications/Policies/Current/v-partb-Guidelines.pdf. The 
guideline that follows highlights key elements of these rules and regulations to assist OJC staff 
in calculating the ratio between credit and contact hours for different types of courses.  
 
Contact/Credit Hour Definitions  
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A contact hour is defined by CDHE as a minimum of 50 minutes of instruction with a least a five-
minute break between hours. According to federal regulations, a credit hour is the amount of 
work represented in intended learning outcomes and verified by evidence of student 
achievement that includes not less than one hour of direct faculty instruction and a minimum of 
two hours of out-of-class student work each week for fifteen weeks or the equivalent amount 
of work over a different time period, or the equivalent amount of work through laboratory, 
studio, internships and similar experiential learning. The federal definition is considered to be a 
minimum standard and requires institutions of higher education to determine the specific 
credit hours to be awarded for student work in its courses and programs.  
 
CDHE uses the base contact hour, which is 750 minutes of section meeting time over the course 
of a semester, as the guideline for the minimum number of weekly contact hours needed to 
receive one credit. For example, a three credit hour lecture course would need to meet the 
equivalent of three 50- minute blocks each week, for a total of 2,250 minutes per semester.  

CCCS INSTRUCTIONAL COURSE TYPE GUIDELINE 

Clinical Participation in client 
and client-related 
services that are an 
integral part of an 
academic program. 
Clinical instruction 
occurs in or outside 
an instructional 
setting and involves 
work with clients who 
receive professional 
services from 
students serving 
under direct 
supervision of a 
faculty member 
and/or approved 
member of the 
agency staff.  

 

Course 
maximum 
enrollments 
may vary 
according to 
accreditation 
standards, 
pedagogical 
limitations, level 
of offering, 
availability of 
clinical sites, etc. 

2.0 Hours = 1 
Credit (2:1) 
Contact Ratio 

4 hours 

Directed 
Study 

Faculty and student 
negotiate an 
individualized plan of 
study.  

A Directed Study 
is not to replace 
an existing 
course. If a 
course is offered 
on an 
individualized 

0.75 Hour = 1 
credit (.75:1) 
Contact Ratio  

1.5 hours  
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basis the faculty 
and student 
complete a Non-
Scheduled 
course form.  
 

Field 
Instruction  

 

Instructional activities 
conducted by the 
faculty and designed 
to supplement and/or 
extend an individual 
course or classroom 
experience.  
 

 2.5 Hours = 1 
Credit (2.5:1) 
Contact Ratio 

5 hours 

Internship  Applied and 
supervised field-
based learning 
experience where 
students gain 
practical experience 
following a 
negotiated and/or 
directed plan of 
study.  
 

Student may or 
may not be paid 
for Internship.  

3.0 Hours = 1 
Credit (3:1) 
Contact Ratio  

N/A  

Lab  Instructional activities 
conducted by the 
faculty which require 
student participation, 
experimentation, 
observation, or 
practice.  

Course 
maximum 
enrollments 
may vary 
according to 
accreditation 
standards, 
pedagogical 
limitations, level 
of offering, 
availability of 
laboratory 
stations, 
equipment, etc.  
 

2.0 Hours = 1 
Credit (2:1) 
Contact Ratio  

4 hours  

Lecture  Faculty member 
responsible for 
delivery and 
discussion of learning 

Course 
maximum 
enrollments 
may vary be 

1.0 Hours = 1 
Credit (1:1) 
Contact Ratio  

2 hours  
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material and related 
instructional 
activities.  

level, discipline, 
classroom 
availability, 
course delivery 
format (online), 
etc.  

Physical 
Educ/ 
Recreation 

Participation in or the 
performance of some 
form of physical 
activity. Knowledge 
associated with the 
proper performance 
of the activity is 
presented. 

Course 
maximum 
enrollments 
may vary by 
level of 
instruction, type 
of activity, 
safety 
consideration, 
availability of 
facilities, etc. 

2.0 Hours = 1 
Credit 
(2:1) Contact 
Ratio 

4 hours 

Practicum Practical student 
work under the 
supervision of a 
faculty member or 
under supervision of 
a professional in the 
student's field and 
regular consultation 
with faculty member. 
 

 2.0 Hours = 1 
Credit 
(2:1) Contact 
Ratio 

4 hours 

Private 
Music 
Instruction 

Formal presentation 
in a one-to-one 
relationship between 
student and 
instructor. 
 

NASM 
guidelines list .5 
= 2 
credits (.25= 1 
hours) 

0.25 Hour - 1 
Credit 
(.25:1) Contact 
Ratio 

0.5 hours 

Seminar A highly focused 
course that may 
include student 
presentations and 
discussions of reports 
based on literature, 
practice, problems, or 
research (e.g., a 
capstone course) 
 

Typically, at the 
upper division 
or graduate 
level. 

1.0 Hours = 1 
Credit 
(1:1) Contact 
Ratio 

2 hours 
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Lab/CTE Instructional activities 
involving training for 
employment with an 
active faculty 
teaching role. 
 

 1.5 Hours =1 
credit 
(1.5:1) Contact 
Ratio 

3 hours 

Student 
Classroom 
Observation 

Teacher candidates 
observe, 
participate in, 
analyze, and reflect 
on issues in 
education. 
 
 

 2.0 Hours = 1 
Credit 
(2:1) Contact 
Ratio 

4 hours 

Studio Lab-type activities 
conducted by faculty 
(e.g., music 
ensembles, art studio, 
theatrical 
productions, etc.) 
 

 2.0 Hours = 1 
Credit 
(2:1) Contact 
Ratio 

4 

Online 
Delivery 

Classroom instruction 
is delivered to 
students using the 
web as the delivery 
medium. 

Online classes 
do not have any 
face-to-face 
contact time; all 
work and 
interaction takes 
place online. 
This  

Follow same 
Guidelines 
as Traditional 
Delivery 

2 hours. Note 
that 
these two hours 
occur in 
addition to 
online 
instructional 
time 

 

APPENDIX E—EMERGENCY/SECURITY INFORMATION 

Campus security is available during the evening hours of 4:30pm – 3:30am Monday through 
Sunday during the fall and spring semester. During the summer semester security is available 
from 3:30pm – 1:30am Monday through Sunday. If security services are needed for any reason 
during evening hours, please call (469-2613). In the event security is not available please call 
the Director of Facilities at 384-6819 or 469-2826. 
 

CAMPUS SECURITY AUTHORITY 

According to federal law, OJC is required to identify campus security authorities to whom 
individuals may report a safety or security incident. Federal law defines campus security 
authorities as: “An official of an institution who has significant responsibility for student and 
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campus activities, including, but not limited to, student discipline and campus judicial 
proceedings.” Campus security authorities at OJC are as follows:  

 President’s Office staff members  

 Campus Security Office staff members  

 Any vice president  

 Any Department Chair  

 Registrar/director of admissions  

 Human resources director  

 

PREPAREDNESS 

FACULTY EMERGENCY PROCEDURES 

Classrooms and Laboratory Emergency Guidelines for Faculty/Instructors consistent with this 
guideline, instructors must: 

 Provide their classes or audience with general information relating to emergency 
procedures. This information should be shared during the first week of class or at the 
start of a seminar.   

 Know how to report an emergency from each classroom used. Call 911.  

 Assure that persons with disabilities have the information they need. The instructor 
should be familiar with disabled students' plans and also be able to direct visitors with 
disabilities.   

 Take responsible charge of the classroom and follow emergency procedures for all 
building alarms and emergencies.   

 Inform students to take their belongings with them when evacuating.  
 

EMERGENCY NOTIFICATION 

The Blackboard Connect Service allows administration and security professionals to reach all 
students and staff with information during unforeseen events or emergencies using voice, email 
and text message. During critical situations, OJC officials can use the system to broadcast 
pertinent information and provide details on appropriate response. 
 

HOW TO SIGN UP, OPT OUT, ETC.? 

Visit the OJC Welcome tab on the portal.  Click the link on the right side that says “Sign 
up/Update OJC Alert.”   Follow the same process to change the number where you wish to be 
contacted.  
 

WHAT INSTRUCTORS NEED TO KNOW ABOUT EMERGENCY PREPAREDNESS  

The instructor is an authority figure or students, whether consciously or subconsciously, and 
can influence how students respond in an emergency. Instructors who are prepared for 
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emergencies will be able to help calm students by being in control and giving calm and clear 
directions. 

 

HOW TO REPORT AN EMERGENCY 

Check each classroom, lecture hall, or laboratory for the nearest working telephone or the 
nearest fire alarm pull station. 

Fire: Activate Fire Alarm Pull Station and call 911 and Student Services at 384-6911 

Note:   Pulling the fire alarms does not automatically notify 911; it only notifies the fire 
department 

Medical/Police: Call 911 and Student Services at 384-6911 
Hazardous Material Spill: Call 911 and Student Services at 384-6911 
Explosion: Call 911 and Student Services at 384-6911 
Facility or Utility Failure: Call Student Services at 384-6911 
 

EVACUATION ROUTES  

Evacuation routes are posted in each building.  Make sure that students are aware of the 
evacuation routes for your classrooms. 

EMERGENCY ASSEMBLY POINTS 

After a class leaves the alarmed building or area, it is important for them to go to a 
predetermined area where each person's presence can be documented. This "safe area" will be 
a designated Emergency Assembly Point where the class will not interfere with responding 
emergency services nor place themselves at risk of injury from the emergency. Evacuation 
routes in most College buildings lead the occupants out of the building.  
 
Emergency Assembly Points are the nearest safe area outside the building.  
 
Accounting for all students can be very difficult, particularly with a large class. However, an 
attempt must be made. For example, it might be possible for the instructor to: wait until all the 
students have left the room/lab, use the class roster, use a head count, or have students see if 
the students seated next to them are at the assembly point. You must also account for persons 
with disabilities. 
 

EVACUATION FOR PERSONS WITH DISABILITIES 

If there is a person with a disability in the class, the instructor must know the person's response 
plan and who may be assisting him/her. Four options are available to persons with disabilities: 

 Horizontal evacuation to outside or another building, if available  

 Stairway evacuation  
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 Stay in place unless danger is imminent  

 Area of refuge if available 
 

REPORTING TO STUDENT SERVICES 
After exiting and accounting for students, the faculty member must call Student Services to 
report any missing persons.  Then Student Services will notify emergency personnel of persons 
missing, trapped or persons with disabilities that are waiting assistance in areas of refuge. 

 

FIRE ALARMS 

Fire alarms will sound and may include strobe lights for people with hearing disabilities. When 
the alarm sounds, everyone must exit the alarmed area according to the evacuation plan. 

Everyone Must Evacuate Immediately!  (Even if you suspect false alarm.)  Procedures that may 
be hazardous if left unattended should be shut down.  Verify that everyone leaves and that all 
the doors are closed. Closed doors significantly reduce fire and smoke damage.  

Call 911 and then Student Services at 384-6911, if you see smoke or fire.   Take all personal 
possessions as you go. 

POWER OUTAGE 

Most campus buildings are not provided with emergency or standby power. Consequently, if 
the power does go out during class, have the people stay in their seats for a little while and wait 
for the power to return. If the power does not return in a reasonable length of time (~ 5 
minutes), evacuate the classroom or laboratory. Evacuation should take advantage of available 
lighting unless the building is in alarm, in which case use the same evacuation procedures as 
during a fire. Caution students that there is no rush; they should take their time exiting the 
building. Emergency lighting may or may not be functioning in the room, hallway, or stairways. 

APPENDIX F—EVALUATION PROCESS 

BP 3-20 State Board for Community Colleges and Occupational Education Due Process for 
Faculty  
https://www.cccs.edu/policies-and-procedures/board-policies/bp-3-20-due-process-for-
faculty/ 

 
SP 3-20a – Peer Review Committee Appeal Process 
https://www.cccs.edu/policies-and-procedures/system-presidents-procedures/sp-3-20a-peer-
review-committee-appeal-process/ 
 
SP 3-20b – Due Process Timelines 
https://www.cccs.edu/policies-and-procedures/system-presidents-procedures/sp-3-20b-due-
process-timelines/ 

https://www.cccs.edu/policies-and-procedures/board-policies/bp-3-20-due-process-for-faculty/
https://www.cccs.edu/policies-and-procedures/board-policies/bp-3-20-due-process-for-faculty/
https://www.cccs.edu/policies-and-procedures/system-presidents-procedures/sp-3-20a-peer-review-committee-appeal-process/
https://www.cccs.edu/policies-and-procedures/system-presidents-procedures/sp-3-20a-peer-review-committee-appeal-process/
https://www.cccs.edu/policies-and-procedures/system-presidents-procedures/sp-3-20b-due-process-timelines/
https://www.cccs.edu/policies-and-procedures/system-presidents-procedures/sp-3-20b-due-process-timelines/


51 
 

 
 

APPENDIX G-- OJC PROCEDURES (TABLE OF CONTENTS) 

Access OJC Procedures on the “O” drive under Common/OJC Procedures or 
MyOJC/ OJC Procedures *must use Internet Explorer to access OJC Procedures 

 
TABLE OF CONTENTS 

ADMINISTRATIVE SERVICES 
1.0 Financial Reporting 

1.0 Accounting General 
1.1 Reconciliations 
1.2  Chart of Accounts 
1.3  State Financial Reporting 

2.0 Purchasing 
 2.0  General 
 2.1  Signature Authority 
 2.2  State Price Agreements 
 2.3  Purchasing Methods 
 2.4  Receiving Goods and Services 
 2.5  Procurement Cards (P-Cards) 
 2.6  Illegal Purchases 
 2.7  Official Functions and Trainings 
 2.8  Professional Memberships 
 2.9  Gift Cards and Incentive Items 
 2.10  Apparel with OJC Logo 
 2.11  Foreign Vendors 
 2.12  Honorarium Payments 
 2.13  Hiring an Independent Contractor 

3.0 Contracts 
 3.0  General 
 3.1  Contract Development 

4.0 Capital Construction and Controlled Maintenance 
 4.0  Capital Construction 
 4.1  Project Funding 
 4.2  Project Management 

5.0 Travel 
 5.1  Overnight Travel- Mileage 
 5.2  Airline Hotel Rental 

6.0 Financial Operations 
 6.0  Cash General 
 6.1  Cash Receipts and Deposits 
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 6.2  Change and Petty Cash Funds 
 6.3  Printing and Issuing Warrants (Checks) 
 6.4  Tuition Fee Refunds 
 6.5  Checks Returned for Insufficient Funds 
 6.6  Bad Debts 
 6.7  Student Account Holds 
 6.8  Drops for Non-Payment 

7.0 Budget 
 7.0  Budget General 
 7.1  Budget Development Process 
 7.2  State Employee Cost Savings Incentive Program 
 7.3  Budget Transfers 

8.0 Grants 
 8.1  Grant Proposal Development and Submission 
 8.2  Grant Management 

9.0 Payroll 
 9.0  General 
 9.1  Administration 
 9.2  Salary Advances 
 9.3  Method of Payroll Payments 

10.0 Tuition and Fees 
 10.1  Student Tuition Rates 
 10.2  Institutional Fee Plan 
 10.3  Deferring Payment 

 

HUMAN RESOURCES 
 
1.0 Human Resources General 

1.1  Governance HR Rules, Policies, and Procedures 
1.2  Authority for Personnel Matters 
1.3  Employee Position Classifications 
1.4  Hiring an Independent Contractor Personal Services Agreement 
1.5  Personnel Records and Files 
1.6  Outside Employment 
1.7  Loyalty Oath 
1.8  Code of Ethics and Conflict of Interest 
1.9  Disclosure of Gifts and Benefits 
1.10  Updating Personal, Benefits, Payroll Information  

2.0 Workload Standards 
 2.1  Regular Faculty Workload 
 2.2  Adjunct Faculty Workload 
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3.0 Work Schedules and Time Reporting 
 3.1  Fair Labor Standards Act (FLSA) 
 3.2  Work Schedules 
 3.3  Time Reporting 
 3.4  Overtime Compensatory Time 
 3.5  Meal and Break Periods 
 3.6  Grant Time Reporting 
 3.7  Training Travel Time 

4.0 Employment and Workplace Practices 
 4.1  Equal Employment Opportunity 
 4.2  Employee Recruitment and Selection 
 4.3  Classified Position Descriptions, Posting, and Selection 
 4.4  Employment of Relatives Significant Others 
 4.5  Consensual Amorous Relationships 
 4.6  Faculty Contracts 
 4.7  Provisional to Non-Provisional Faculty Transition 
 4.8  Administrator and Professional Technical Employment Terms 
 4.9  Temporary Appointment Project Specialist (TAPS) 
 4.10  Supplemental Pay 
 4.11  Hiring and Managing Student Hourly and Work Study Employees 
 4.12  Work Related Injuries and Illness 
 4.13  Professionalism and Appearance at Work 
 4.14  Smoking and Using Tobacco Products on Campus 
 4.15  Drug Free Workplace, Alcohol and Substance Abuse Prevention 
 4.16  Alcoholic Beverages 
 4.17  Current Employee Background Checks and Reporting Requirements 
 4.18  Employment of Children 

5.0 Employee Legal Protections, Due Processes, and Grievances 
 5.1  Sexual Harassment 
 5.2  Americans with Disabilities Act 
 5.3  Nondiscrimination 
 5.4  Faculty Service Credit and Peer Review Panel 
 5.5  Employee Grievances 

6.0 Employee Leave 
 6.1  Employee Leave Requests 
 6.2  Leave without Pay 
 6.3  Annual Leave Direct Transfer Program 

7.0 Employee Benefits 
 7.1  Classified Employee Benefits 
 7.2  Faculty, Administrator and Professional Technical Employee Benefits 
 7.3  Tuition Assistance Programs 
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 7.4  Health and Wellness 
 7.5  State Employee Discount Program 
8.0 Employee Performance Evaluation 
 8.1  Regular Faculty Evaluation Plan 
 8.2  Adjunct Faculty Evaluation 
 8.3  Administrator and Professional Technical Performance Evaluation 
 8.4  Classified Employment Performance Planning and Evaluation 
9.0 Awards 
 9.1  Employee Awards 
10.0 Compensation 
 10.1  Regular Faculty Salary Plan 
 10.2  Adjunct Faculty Compensation 
 10.3  Director and Vice President Salary Plan 
 10.4  Professional Technical Employee Salary Plan 
 10.5  Classified Employee Compensation 
11.0 Leaving Employment 
 11.1  Exit Interviews 
 11.2  Post Retirement Employment 
12.0 Authorized Volunteers 
 12.1  Volunteer Screening, Required Documents, Management 

 

INSTITUTIONAL ISSUES 

 
1.0 Institutional Planning and Effectiveness 

1.1  College Mission, Vision, and Strategic Goals 
1.2  Accreditation 

2.0 College Closure and Continuity of Operations  
2.1  Closing Campus 
2.2  Continuity of Operations Plan 

3.0 Professional Development 
3.1  Staff Development 

4.0 Data and Reporting 
4.1  Banner Access 
4.2  Data Entry and Reporting Responsibilities 
4.3  Student Outcome Data 

5.0 Committees 
5.1  College Advisory Council 
5.2  President’s Cabinet 
5.3  Department Chair Council 
5.4  Career and Technical Education (CTE) Program Advisory Committees 

6.0 College Branding, Publications, Communications 
6.1  OJC Graphic Standards 
6.2  Branding Guidelines and Publications 
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6.3  OJC Logos, Letterhead, and Templates 
6.4  Social Media 
6.5  Media Inquiries 
6.6   Social Media Application 

7.0 Records 
7.1  Colorado Open Records Act (CORA) 
7.2  Security and Confidentiality of Records 
7.3  Records Retention and Disposition 

8.0 Information Technology 
8.1  Scope of Information Technology (IT) Services 
8.2  Computer Use Guidelines 
8.3  Managing IT System User Account Access 
8.4  Computer Hardware and Software Acquisition Software License Management 
8.5  Cell Phones, Smartphones, and Mobile Broadband Cards 
8.6  E-mail Use Parameters 
8.7  Peer to Peer File Sharing and Digital Millennium Copyright Act 

9.0 Property, Plant, and Equipment 
9.1  College Facilities Master Plan 
9.2  Facilities Program Planning 
9.3  Naming College Facilities 
9.4  Use of OJC Facilities 
9.5  Posting of Signs, Flyers, Banners, and Other Materials on Campus 
9.6  Tangible Personal Property Equipment 
9.7  Abandoned Property 

10.0 Campus Security and Safety 
10.1 Security and Safety Roles and Responsibilities 
10.2 Emergency Operations Plan 
10.3 Communicable Diseases 
10.4 Campus and Workplace Violations 
10.5 Firearms, Weapons and Related Equipment on Campus 
10.6 Campus Accidents 
10.7 Campus Medical Emergencies 
10.8 Cleary Reporting 
10.9 Security Camera System 
10.10 Campus Emergency Notification Procedure 
10.11 Issuing and Retrieving Hard and Electronic Keys 

11.0 OJC Foundation 
11.1 Relationship to OJC and Role 
11.2 College Requests to the OJC Foundation 

 
 

INSTRUCTION 
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1.0 Instruction General 
1.1  Academic Freedom 
1.2  Faculty Qualifications 
1.3  CTE Credentials 
1.4  Selecting Textbooks 
1.5  Academic Calendar 
1.6  Copyrights and Intellectual Property 

2.0 Academic Issues 
2.1  Curriculum Content Guides 
2.2  Academic Issues- Course Syllabus 
2.3  Grades and Grade Reporting 
2.4  Class Attendance 
2.5  Academic Issues- Contact  
2.6  Academic Issues- Special 
2.7  Class Field Trips 
2.8  Academic Issues Substitute 
2.9  Desire2Learn (D2L) Technology 
2.10 Academic Issues- Academic 
2.11 Mid-Semester Faculty Replacement 
2.12 Academic Integrity 
2.13 Tutoring 
2.14 Student Complaints- Instructor 
2.15 Student Academic Overload 
2.16 Auditing Courses 

3.0 Course Administration 
3.1  Course Administration- Catalog 
3.2  Faculty Course Assignments 
3.3  Course Administration- Course 
3.4  Prior Learning Assessment 
3.5  Articulation Agreements 
3.6  Grade Changes 
3.7  Waivers of Substitution  
3.8  Waivers of Course 
3.9  Concurrent Enrollment 

4.0 Academic Evaluation 
4.1  Assessing Academic Achievement 
4.2  Academic Progress Monitoring, Probation, and Suspension 

5.0 Program Management and Special Programs 
5.1  Program Review 
5.2  Development of New Instructional Programs 
5.3  Program Phase Out and Teach Out 

STUDENT SERVICES 
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1.0 Student Services General 
1.1  Student Records- FERPA 
1.2  Behavioral Intervention Team  
1.3  Health Care and Insurance 
1.4  Workers Compensation Coverage 
1.5  Alcoholic Beverages 
1.6  Smoking and Using Tobacco on Campus 
1.7  Drug-Free Campus 
1.8  Sexual Harassment 
1.9  Nondiscrimination 
1.10 Student Threat Assessment 
1.11 Animal and Pet Policy 
1.12 Authorized Inspections 

2.0 Enrollment and Registration 
2.1  Admission Standards 
2.2  Admission for International Students 
2.3  Admission Waiver for Underage Students 
2.4  Catalog of Record 
2.5  Withdrawing from OJC  
2.6  Transfer of College Level Credit 
2.7  Transfer Credit Appeals 
2.8  Dropping or Withdrawing from Courses 
2.9  Drops for No Shows 
2.10 Academic Renewal 
2.11 Repeating Courses and GPA Calculation 
2.12 Student Academic Overload 

3.0 Financial Aid 
3.1  Processes and Procedures 
3.2  Satisfactory Academic Progress 

4.0 Student Rights and Conduct 
4.1  Student Rights and Responsibilities 
4.2  Student Code of Conduct 
4.3  Student Complaint Procedure 

5.0 Student Services 
5.1  Testing Center 
5.2  Transcript Requests 
5.3  Testing Center Cheating 

6.0 Student Life 
6.1  Student Government and Student Led Organizations 

 

 

 
7.0 Academic Standards and Graduation 
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7.1  Associate Degrees, Certificates and Standards 
7.2  Recognition of Academic Excellence 
7.3  Degree and Certificate Graduation Applications 
7.4  Graduation Honors 

8.0 Office of Disability and Equality 
8.1  Accommodation Procedures 
8.2  Interpreter Procedures 
8.3  Service and Support Animal Procedures 
8.4  Alternate Media Procedures 
8.5  Equipment Checkout Procedures 
8.6  Seizure Guidelines 

 

 

APPENDIX H—PROFESSIONAL DEVELOPMENT 

OTERO JUNIOR COLLEGE PROFESSIONAL DEVELOPMENT 

MISSION:  To provide quality higher education that is accessible, transforms lives, expands 
employment 

opportunities, enriches our communities, promotes individual and global cultural diversity, 
and 
fosters economic development. 

 

 GOALS & OBJECTIVES 

1.  Promote subject area currency 

2.  Provide programs to develop teaching skills and enhance classroom instruction 

3. Promote collegiality, professionalism and a sense of community within the college 

4. Address the cultural diversity of the student and staff populations 

5.  Provide opportunities for growth and upward mobility by improving technical skills and job 

competency 

Skills 

6.  Support other activities that provide opportunities for revitalization, personal enrichment, 

health and safety 

and increased job satisfaction. 

 COMMITTEE MEMBERSHIP 

President of Classified Staff & One Classified Staff Representative 

Head of Faculty Assembly & One Faculty Representative 

Director of Financial Aid, Controller and Director of Learning Resources 

Chairperson 

(Vacancies will be filled by appointment) 
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FUNDING 

1. Available to all Otero Junior College employees 
2. Limited to one event per year/ per employee 
3. All applications must be approved or denied prior to the activity 
ACTIVITIES (may include but are not limited to): 

 increase knowledge in the discipline which directly enhances teaching skills 

 improve working relationships with students and/or staff in and out of the 
classroom 

 enhance an individual’s physical and mental ability to perform on the job 

 complement departmental projects such as discipline information/training/lecture 
series but must benefit the department as a whole 

 increase effectiveness by expanding knowledge 

 refine and develop skills 

 enhance staff morale 

 provide formal training in new/expanding areas 

 relate to issues of gender, race, ethnicity or be specifically designed to improve the 
multicultural environment on campus.  

 Continuing education for licensing and/or recertification 
Cannot be used for: 

Formal study leading to a degree  

Sabbaticals or leaves  

Individual memberships to professional organizations or Actual Licensing fees 

Ordinary department activities 

  Entertainment expenses 
 

EVALUATION CRITERIA 

 How well does the activity meet the needs of the applicant, the department and the 

College? 

 

 APPLICATION PROCESS:   

COMPLETED APPLICATIONS FOR PROFESSIONAL DEVLOPMENT ACTIVITY ARE DUE NO 

LATER THAN THE LAST FRIDAY OF THE MONTH PREVIOUS TO THE ACTIVITY. 

 

 Step 1: Obtain an application for funding from your supervisor, Professional Development Chair 

or on the O drive. 

 Step2:  Complete the form and submit it to your supervisor for signature. 

 Step3:  Supervisor will forward the request to the Professional Development Committee Chair. 

 Step 4:  Applications will be submitted to the Professional Development Committee for 

approval/denial by the Chair. 



60 
 

 Step 5:  Approved applications will be forwarded to the Fiscal Officer and President for final 

approval.  

 Applications must follow the proper channels for signatures: 

Supervisor,  

Professional Development Committee 

Fiscal Officer 

President 

Step 6:  Supervisor and applicant will be notified after all signatures are obtained. 

 *Any out of state travel must be submitted for approval by the President, 30 days prior to the 

activity. 

 *Any airline reservations must be made through the college travel agency 

 

REQUIRED REPORTING 

A one-page summary of the activity must be submitted to the Committee Chairperson within 
30 days of activity completion. The report should include information gleaned and how it will 
be used or implemented into instruction and when and if the attendee felt this was a useful 
activity. 
 

Colorado Community College System 

TUITION ASSISTANCE PROGRAM APPLICATION 

EMPLOYEE AND STUDENT INFORMATION 

  Employee Name:  

 Position/Title: Employee SNumber: 

College of Employment: 

 Student Name:   Student SNumber:  

 Student’s College of Attendance:  

 Student’s Relationship to Employee* 

 (Please circle one) Self   Spouse   Domestic partner Child 

*Apps for a spouse, domestic partner or child, not currently covered on your health or dental 
plan, must include proof of dependency (e.g. birth certificate, marriage certificate, affidavit of 
domestic partnership, etc.) for HR to verify eligibility. 

  If student is employee’s child, provide the student’s date of birth:  

APPLICATION PART I 
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TO BE COMPLETED BY THE PUBLISHED CENSUS DATE OF TERM OF ATTENDANCWE AT COLLEGE 
PROVIDING THE CLASS 
Children must have completed high school or received their GED prior to the term for which 
they are applying. Children over age 26 in the month of September of the year of 
reimbursement are not eligible for reimbursement under this Program. 

 Term Registered (Please circle one): Fall 2017 Spring 2018 Summer 2018 

 Census Date at College of Attendance, per Registrar’s Schedule:  

 Student has submitted a COF application (Please circle one):  Yes No* 

*All employees and their dependents must apply for COF to participate in this Program. If you 
have exhausted your COF, you must include confirmation documentation of such with your 
final submission for reimbursement. 

Student has submitted a FAFSA for the current academic year (Please circle one):  Yes No 
Courses Requested for Reimbursement (Only list courses for which reimbursement, or partial 
reimbursement is requested –   reimbursement cannot exceed 12 credit hours per semester 
and 24 credit hours per year beginning each fall -spring-summer) 
 Course #: Course:  Course Credits:  Reimbursement Requested: 
 Course #: Course:  Course Credits:  Reimbursement Requested: 
 Course #: Course:  Course Credits:  Reimbursement Requested: 
 Course #: Course:  Course Credits:  Reimbursement Requested: 
The maximum resident rate for reimbursement for Fall 2017, Spring 2018, and Summer 2018 is 
$221.55/credit hour, less adjustments per the Tuition Assistance Program as outlined in System 
President Procedure 3-60e., 
 Less adjustments per the Tuition Assistance Program as outlined in System President 
Procedure 3 -60e. 
Approvals:  Signatures from the employee’s supervisor and HR at the college of employment 
must be obtained by the census date listed above. Signatures dated after the census date will 
result in applications being denied. 
By signing below, I confirm the courses requested for reimbursement by the employee are job 
related, applicable to a degree, or career enhancing. For dependents, the courses are for credit. 
 Employee Supervisor:   Date:  
 By signing below, I confirm the applicant is an eligible employee and that if applicable, the 
dependent has been verified as eligible under the Tuition Assistance Program procedure (SP 3 -
60e). 
 HR at College of Employment:   Date:  

 Human Resources will route completed applications to the employee’s VP for FOAP approval 
and the President or her/his designee. Human Resources will retain the original approved 
application until Part II has been submitted by the employee. 

Fund:   Org Code:   Account (circle one):   Employee – 620500 Dependent – 
620510 
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 Vice President Approval at College of Employment:   Date:  

President (or Designee) Approval at College of Employment:  Date: 

 

 

Colorado Community College System 

TUITION ASSISTANCE PROGRAM APPLICATION 

APPLICATION PART II  

Employee must submit additional application materials to human resources by submission 
deadlines 
Submission Deadlines: 

 Fall 2017: No later than 1/31/2018. 

 Spring 2018: Preferably by 5/31/2018 but no later than 6/30/2018 or within 1 week of 
the 

end of class for classes ending after 6/30. 

 Summer 2018: No later than 9/30/2018. 
Complete applications include: 

 Approved applications with all appropriate signatures, having met required deadlines. 

 Final tuition bills showing payments including any financial aid, scholarships, or grants 
applied toward the tuition. 

 Bills must be dated within 2 weeks of final submission. 

 If COF is not shown on the final tuition bill, the employee must submit confirmation 
documentation that their COF has been exhausted. 

 Record of grades for the courses listed in Part I, showing a grade of C or better. 

 Supplemental documentation required to confirm dependent eligibility. 
Date final tuition bill and transcript provided to Human Resources: 
HR Initials: 
Upon submission of final tuition bill and grades, human resources will submit approved 
application, 
dated bill, and grades for eligible student to the fiscal office. 
Delivery method to fiscal office (Select one): 
Interdepartmental Mail 
Employee Delivery 
Date delivered to fiscal office: 

APPLICATION PART III 
To be completed by the Fiscal Office at the college of employment. 

Request Part III from the System Office 
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APPENDIX I—SOCIAL MEDIA 

SOCIAL MEDIA TERMS AND CONDITIONS  

Given the prevalence of the use of social media – such as, Facebook, Twitter, LinkedIn, and 
YouTube – and the potential these sites have to significantly impact organizational and 
professional reputations and institutional public affairs, OJC has established the following social 
media guidelines as required by CCCS President’s Procedure SP 3-125f. These guidelines 
address officially-recognized social media sites for the college as well as provide parameters for 
personal pages and postings that may reference or create other associations with the college.  
 

OFFICIAL OJC SOCIAL MEDIA SITES  

Officially-recognized college social media web pages must be approved and created by the OJC 
College Access Teams for Success (CATS) committee. This committee consists of representatives 
involved with marketing, communications, recruiting, social media, website, and admissions. 
Requests to create an officially-recognized social media page must be submitted in writing to 
the CATS committee, including the reason or need for the page and identifying at least two 
college employees who will administer and monitor the page on a daily basis.  
 
Each officially-approved page will be set up in a template format by the Social Media 
Coordinator under an account administered by one or more staff persons from the requesting 
department. The Social Media Coordinator will serve as the official “owner” of the page. Those 
employees responsible for administering and monitoring the page will be assigned 
administrative rights for the page.  
 
OJC personnel are prohibited from creating social media pages that might be construed as an 
official representation of the college without advance review and approval by the CATS 
committee. All page administrators must abide by the social media rules set forth in this 
guideline. Social media users acting on behalf of OJC must adhere to all CCCS and OJC policies 
and procedures, including those pertaining to: acceptable use, copyrights, information 
technology security, records privacy and security, FERPA policies, faculty/staff/student codes of 
conduct and procurement rules.  
 

SOCIAL MEDIA ADMINISTRATION RULES  

College staff responsible for administering and monitoring officially-recognized social media 

pages for OJC must comply with the following rules: INSTITUTIONAL ISSUES College Branding, 

Publications, Communications  

• Only officially-recognized college social media pages can be linked to OJC’s website or 
other officially-recognized OJC social media pages.  

• Any official social media page must have prominently displayed language directing the 
public to the main OJC website: http://www.ojc.edu.  
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• Each officially-approved page must include a disclaimer stating that the content and 
opinions contained on the site do not necessarily represent those of the college. The 
Social Media Coordinator will post this disclaimer upon initial set up of the page. The 
page administrators are responsible for ensuring the disclaimer remains visible over the 
life of the page.  

• CCCS and OJC have the right to remove or direct the removal of any content for any 
lawful reason including, but not limited to, content deemed threatening, obscene, a 
violation of intellectual property rights or privacy laws, or otherwise injurious or illegal. 
Inappropriate, offensive, injurious and illegal content may be removed by college 
employees identified as account administrators at their discretion or at the direction of 
college or CCCS management.  

• All official social media pages must have at least two employees assigned to the role of 
administrator at all times. If a page administrator leaves the college or no longer wishes 
to serve in that capacity, the sponsoring department or division must designate another 
college employee to serve as a page administrator. The department must contact the 
Social Media Coordinator to request the removal and/or addition of all page 
administrators.  

• The Social Media Coordinator will assign and share the passwords to the sites with site 
administrators. Site administrators do not have the privilege of changing or altering 
those passwords.  

• To ensure the security and authorized administration of college Facebook pages, 
account administrators must check the box for "secure browsing" that is found in the 
Account Security section on Facebook.  

• OJC employees, other than the Enrollment Management Department, are prohibited 
from entering into advertising agreements with social media sites.  

 

EDUCATIONAL USE, PERSONAL PAGES AND POSTINGS  

While faculty may have students use various social media tools as an educational activity, 
faculty are required to use the official learning management system, D2L, instead of social 
media sites to post or exchange course work or for other teaching purposes.  
College employees are expected to adhere to the same standards of conduct online as in the 
workplace and are encouraged to consider the ethical ramifications of their interactions with 
students on social media sites.  
 
Students are expected to adhere to the Student Code of Conduct. Laws, policies and procedures 
relating to confidentiality, conflict of interest, discrimination, harassment and related standards 
apply online and with social media, as with in-person interactions. Employees and students are 
responsible for any content posted on social media sites and may be subject to disciplinary 
actions if violations of law, SBCCOE policy, CCCS procedures or OJC processes occur.  
 
By posting content to any social media site, the poster represents that he or she owns or 
otherwise has the rights necessary to lawfully use that content or that the use of the content is 
permitted by fair use. Persons posting information also agree that they will not knowingly 
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provide misleading or false information and that they will indemnify and hold CCCS and the 
college harmless for any claims resulting from the content. 

INSTITUTIONAL  

 
OJC employees maintaining personal social media accounts should avoid creating confusion as 
to whether the account is officially associated with the college. If a staff member identifies 
themselves as an OJC faculty or staff member online, it should be made clear that the views 
expressed on their site are not those of the college and they are not acting in their capacity as a 
college employee. 

 
While not a requirement, college employees may consider adding the following disclaimer to 
personal social media accounts:  
"While I am an employee at OJC, comments made on this account are my own and do not 
represent the views or opinions of the college.”  
College employees are expected to use good judgment about the content of pages and 
postings, and respect privacy and related laws. In general, postings should not:  
• Include confidential information about the college, staff, or students.  
• Include content that is threatening, obscene, a violation of intellectual property rights or 

privacy laws, or otherwise injurious or illegal. Employees should refrain from using 
information and conducting activities that may violate local, state, or federal laws and 
regulations. Questions about protected content or intellectual property laws, should be 
directed to the CCCS Legal Affairs Office.  

• Represent personal opinions as being endorsed by the CCCS, the college or any affiliated 
group or organization. The college’s name, logo or other branding materials may not be 
used to endorse any opinion, product, private business, cause or political candidate  

 
OJC, hereby, affirms that the content and opinions on this site do not necessarily represent 
those of the college. Inappropriate, injurious, or illegal content may be removed at the college’s 
discretion. 
 
All social media accounts must have at least two primary faculty/staff as acting administrators 
at all times. In addition, one full-time administrative person will be assigned to the account to 
act as a secondary administrator only. Primary administrators will have the sole express duty of 
monitoring, managing, and updating their social media sites. This includes removing any or all 
content that may violate law, site’s user terms and conditions, be inappropriate, or that 
significantly harms the reputation of OJC or CCCS.   
Should a College employee administrator of an account leave the College for any reason or no 
longer wishes to be an account administrator, it is their department/division's responsibility to 
designate another college employee to be an account administrator and remove the former 
employee's administrative permissions to the site. 
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The applicant and any additional administrators listed are expected to adhere to the same 
standards of conduct online as they would in the workplace. Laws and procedures respecting 
contracting and conflict of interest, as well as applicable policies and guidelines for interacting 
with students, parents, alumni, donors, media, and all other college constituents apply online 
and in the social media context just as they do in personal interactions. Employees are fully 
responsible for what they post to social media sites. 
  
All social media applications must be signed by the Department Chair of the department that 
will be represented by the social media account. In the event that an assigned administrator 
leaves, it will be the department’s responsibility to assign a replacement administrator.  
Social media applicants will not:  
a. Include confidential information about the college, staff or students.  
b. Post content that is threatening, obscene, violation of intellectual property rights or 

privacy laws, or otherwise injurious or illegal. 
c. Represent personal opinions as being endorsed by OJC or CCCS. The college’s name, 

marks or logos may not be used to endorse any opinion, product, private business, 
cause, political candidate or ideology. 

d. Enter into any advertising agreement with a social media site.  
Social media applicants should consider that by posting to any social media site, the poster 
owns or otherwise has all the rights necessary to lawfully use that content as permitted by fair 
use. They will indemnify and hold harmless CCCS and OJC for any claims resulting from content 
posted. Social media applicants who have students or community adding content or material to 
their site are not responsible for that material except in regards to managing or removing it 
when it violates steps 7 or 9 of application. 
 
Social media applicants who maintain their own personal social media accounts shall avoid 
creating confusion over whether or not the account is associated with their college. This 
includes using personal accounts to act in an official capacity on a non-college approved site.  
Social media applicants acting on behalf of their college must adhere to all CCCS/OJC policies 
and procedures, including those pertaining to: acceptable use, copyright, IT security, personal 
records, privacy, security; FERPA/privacy policies, faculty/staff/student codes of conduct, and 
procurement rules. 
 
FACEBOOK applicants are required on any official OJC Facebook page to have prominently 
displayed language that directs visitors to the official OJC website: http://www.ojc.edu. They 
are also required to set the security of their site to preventing hacking and abuse of the site by 
going to Account -> Account Settings -> click Change on Account Security -> select the checkbox 
for Secure Browsing -> Click Save.  
 
All social media sites will undergo bi-annual review for activity. Social media site effectiveness is 
only achieved if the site is kept relatively up-to-date with items of interest to the target 
audience. Allowances will be made for the summer period in which most contract faculty/staff 
are not on campus.  
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The social media application, should be turned into the Technology Committee for review. You 
will be contacted to attend the next occurring Technology Committee meeting at which time 
your application will be discussed and reviewed for approval. 
 

SOCIAL MEDIA TERMS AND CONDITIONS 

1) All social media applications must have a clearly defined purpose. While faculty are not 

prohibited from having students use social media to learn about it, faculty must use CCCS’ 

official learning management system (e.g., Desire 2 Learn) instead of social media sites for 

facilitating coursework and teaching. Use of social media should make sure that it does not 

violate FERPA conditions. 

2) College employees wishing to establish a social media destination (e.g., Facebook page, You 

Tube channel, etc.) that is tied to the college-related endeavors of themselves or others 

affiliated with the college shall be subject to college’s application process and procedures 

governing social media. 

3) All social media sites must include a disclaimer statement that reads as follows for 

official Otero Junior College sites: 

Otero Junior College, hereby, affirms that the content and opinions on this 

site do not necessarily represent those of the college. Inappropriate, 

injurious, or illegal content may be removed at the college’s discretion. 

4) All social media accounts must have at least one primary faculty/staff as acting 

administrators at all times. In addition, that employee’s direct supervisor and/or 

department chair will be assigned to the account to act as a secondary administrator only. 

Primary administrators will have the sole express duty of monitoring, managing, and 

updating their social media sites. This includes removing any or all content that may 

violate law, site’s user terms and conditions, be inappropriate, or that significantly harms 

the reputation of OJC or CCCS.  Should a college employee administrator of an account 

leave the college for any reason or no longer wishes to be an account administrator, it is 

their department/division's responsibility to designate another college employee to be an 

account administrator and remove the former employee's administrative permissions to 

the site. 

5) The applicant and any additional administrators listed are expected to adhere to the same 

standards of conduct online as they would in the workplace. Laws and procedures respecting 

contracting and conflict of interest, as well as applicable policies and guidelines for interacting 

with students, parents, alumni, donors, media, and all other college constituents apply online 

and in the social media context just as they do in personal interactions. Employees are fully 

responsible for what they post to social media sites. 

6) All social media applications must be signed by the Department Chair of the department 

that will be represented by the social media account. In the event that an assigned 
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administrator leaves, it will be the department’s responsibility to assign a replacement 

administrator. 

7) Social media applicants will not: 
a. Include confidential information about the college, staff or students. 

b. Post content that is threatening, obscene, violation of intellectual property 

rights or privacy laws, or otherwise injurious or illegal. 

c. Represent personal opinions as being endorsed by OJC or CCCS. The college’s 

name, marks or logos may not be used to endorse any opinion, product, 

private business, cause, political candidate or ideology. 

d. Enter into any advertising agreement with a social media site. 

8) Social media applicants should consider that by posting to any social media site, the poster 

owns or otherwise has all the rights necessary to lawfully use that content as permitted by fair 

use. They will indemnify and hold harmless CCCS and OJC for any claims resulting from content 

posted. Social media applicants who have students or community adding content or material 

to their site are not responsible for that material except in regards to managing or removing 

it when it violates steps 7 or 9. 

9) Social media applicants who maintain their own personal social media accounts shall avoid 

creating confusion over whether or not the account is associated with their college. This is 

includes using personal accounts to act in an official capacity on a non-college approved site. 

10) Social media applicants acting on behalf of their college must adhere to all CCCS/OJC policies 

and procedures; including those pertaining to: acceptable use, copyright, IT security; personal 

records privacy and security; FERPA/privacy policies; faculty/staff/student codes of conduct 

and procurement rules. 

11) FACEBOOK applicants are required on any official OJC Facebook page to have prominently 

displayed language that directs visitors to the official OJC website: http://www.ojc.edu. They 

are also required to set the security of their site to preventing hacking and abuse of the site by 

going to Account-> Account Settings -> click Change on Account Security -> select the 

checkbox for Secure Browsing -> Click Save. 

12) All social media sites will undergo bi-annual review for activity. Social media site effectiveness 

is only achieved if the site is kept relatively up-to-date with items of interest to the target 

audience. Allowances will be made for the summer period in which most contract faculty/staff 

are not on campus. 

13) The social media application should be turned into the College Access Teams for 

Success (CATS) for review. The person submitting the application will be contacted 

when the application has been reviewed and informed if the application has been 

approved. 

NOTE: Terms and conditions are to be kept by the applicant for their records and information. 

 

http://www.ojc.edu/
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SOCIAL MEDIA APPLICATION 

The purpose of this application is to apply for and establish a social media account (e.g. 
Facebook, Twitter, LinkedIn, SnapChat, etc.) that will be used to promote the interest and 
activities of Otero Junior College, its faculty, students and staff. 
1) What type of Social Media account are you applying for? (Please check all that apply.) 
 
Facebook  Blogs   Name: ________ 
Twitter   Wikis   Name: ________ 
LinkedIn  YouTube__________   
Flickr   Other   Name: ________  
2) PURPOSE. Please state the purpose or goal of the social media account for which you 
are applying. 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
3) All social media accounts are required to have at least two administrators (faculty or 
staff). Please have both individuals write their names and sign below. 
Primary Administrator 
I, ____________________________________________, acknowledge that I have read the 
Otero Junior College Social Media Terms and Conditions and do hereby agree to administer and 
moderate the site in accordance with the terms and conditions as stated. 
________________________ 
Signed 
 
Secondary Administrator 
I, _________________________________________________, acknowledge that I have read 
the Otero Junior College Social Media Terms and Conditions and do hereby agree to administer 
and moderate the site in accordance with the terms and conditions as stated. 
____________________________________ 
 Signed 
In signing this application, you are indicating that you have read the terms and conditions of 
this application and agree to items listed therein. Submit this form to the College Access Teams 
for Success (CATS) Committee for review and acceptance. 
________________________________ ________________________________________ 
Signature of Applicant  Date College Access Teams for Success Representative 
_______________________________ _____________ _______________________ 
Signature of Department Chair  Date   Date Approved 
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APPENDIX J-SYLLABI 

 

COURSE TITLE 
COURSE NUMBER-SECTION 

SEMESTER 

INSTRUCTOR INFORMATION 

 

Name:      Instructor Name 

Phone:      719-384-XXXX 

Office Hours:     MTuWThF 

Email:      xxxx.xxxx@ojc.edu 

Best Way to Contact:    EMAIL 

 

Student/Instructor email will only occur between OJC email accounts. Please allow 24 hours for a 

response to email messages (excluding weekends/holidays). Please do not sent duplicate emails within a 

24-hour period. 

 

COURSE INFORMATION 

GENERAL INFORMATION 

 Lecture Meeting Time(s):  X:00-X:XX 

 Lecture Meeting Day(s):   MTuWThF 

 Location:    BuildingName Room# 

 Lab Meeting Time(s):   X:00-X:XX 

 Lab Meeting Day(s):   MTuWThF 

 Contact Hours:    XX 

 Credits:     X 
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COURSE DESCRIPTION 

Copy/Paste from the correct course at 

https://erpdnssb.cccs.edu/PRODCCCS/ccns_pub_controller.p_command_processor 

 

 

COURSE PRE-REQUISITE(S) OR CO-REQUISITE 

List pre/co-requisites here…or NONE. 

IMPORTANT DATES 

 Date Course Begins:      XXXXX, XXXX XX 

 Date Course Ends:      XXXXX, XXXX XX 

 Last Date to Drop with a Refund:    XXXXX, XXXX XX 

- It is the student’s responsibility to contact Student Services by 5:00pm to request to 
be dropped from a course. 

Last Date to Withdraw (“W” Grade, no Refund):  XXXXX, XXXX XX 

- It is the student’s responsibility to contact Student Services by 5:00pm to request to 
be withdrawn from a course 

 

COURSE MATERIALS 

 Textbook:   XXXXXXXXXXXX 

 Author:    XXXXXXXXXXXX 

 Additional Materials:  XXXXXXXXXXXX 

COURSE POLICIES 

ATTENDANCE 

Instructor Created but… 

 

Must include the official absences list from new OJC Attendance Policy 

COURSE CONDUCT/CLASSROOM MANAGEMENT 

https://erpdnssb.cccs.edu/PRODCCCS/ccns_pub_controller.p_command_processor
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Instructor Created 

 

LATE & MAKE-UP WORK 

Instructor Created 

GRADING/EVALUATION 

    

Grade Percentage 

A 90 – 100% 

B 80 – 89% 

C 70 – 79% 

D 60 – 69% 

F 0 – 59% 

 

Points will be earned from the following assignments (instructors have the right to change this during 

the course of the semester): 
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Assignment Percentage of Grade 

Exams 38 

Quizzes 9.5 

Attendance 17 

Clicker Points 5 

Pre-Labs 7 

Labs 17.5 

Research Paper 6 

 

TENTATIVE SCHEDULE  

Instructors have the right to change the schedule, if needed. 

Feel free to delete this box and/or create your schedule from scratch. 

Wee

k 
Tu Lab W Topic Th Topic F Topic 

1 1/14 
Intro & The 

Metric System 
1/15 

Syllabus; 1 - A 

View of Life 
1/16 1 - (continued) 1/17 

2 - Basic 

Chemistry 

2 1/21 Microscopy 1/22 2 - (continued) 1/23 

3 - Chemistry 

of Organic 

Molecules 

1/24 3 - (continued) 

3 1/28 
The Scientific 

Method 
1/29 3 - (continued) 1/30 EXAM I 1/31 

4 - Cell Struct 

and Function 
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4 2/4 
Biomolecules 

of Cells 
2/5 4 - (continued) 2/6 4 - (continued) 2/7 

NO CLASS – 

Science Fair 

5 2/11 
The Cell and 

The Egg 
2/12 

5 - Membrane 

Structure and 

Fx 

2/13 5 - (continued) 2/14 5 - (continued) 

6 2/18 
Enzyme 

Action I 
2/19 EXAM II 2/20 6 - Metabolism 2/21 6 - (continued) 

7 2/25 
Enzyme 

Action II 
2/26 

8 - Cellular 

Respiration 
2/27 8 - (continued) 2/28 8 - (continued) 

8 3/3 
Paper 

Analysis 
3/4 

7 - 

Photosynthesis 
3/5 7 - (continued) 3/6 7 - (continued) 

9 3/10 Fermentation 3/11 EXAM III 3/12 9 - Cell Cyle 3/13 9 - (continued) 

10 3/17 NO CLASS 3/18 NO CLASS 3/19 NO CLASS 3/20 NO CLASS 

10 3/24 

Respiration & 

Photosynthesi

s 

3/25 9 - (continued) 3/26 10 - Meiosis 3/27 10 - (continued) 

11 3/31 
Mitosis & 

Meiosis 
4/1 

10 - 

(continued) 
4/2 10 (continued) 4/3 EXAM IV 

12 4/7 
Research 

Project Prep 
4/8 

11 - Mendelian 

Inheritance 
4/9 

11 - 

(continued) 
4/10 12 - Gene Biology 

13 4/14 
Conduct 

Research 
4/15 

12 - 

(continued) 
4/16 

13 - Gene 

Regulation 
4/17 13 - (continued) 

14 4/21 
Project 

Write-Up 
4/22 EXAM V 4/23 

14 - 

Biotechnology 

& Genomics 

4/24 14 - (continued) 

15 4/28 
Mendelian 

Genetics 
4/29 

15 - Darwin & 

Evolution 
4/30 

15 - 

(continued) 
5/1 FINAL EXAM 

COLORADO COMMUNITY COLLEGE SYSTEM COURSE REQUIREMENTS 

GUARANTEED TRANSFER (GT) PATHWAYS COURSE STATEMENT 

Copy/Paste from corresponding document at https://internal.cccs.edu/academic-affairs/common-

course-numbering-system/required-course-syllabi-language/ 

https://internal.cccs.edu/academic-affairs/common-course-numbering-system/required-course-syllabi-language/
https://internal.cccs.edu/academic-affairs/common-course-numbering-system/required-course-syllabi-language/
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GT-XXX: XXXXX CONTENT CRITERIA 

Copy/Paste from corresponding document at https://internal.cccs.edu/academic-affairs/common-

course-numbering-system/required-course-syllabi-language/ 

 

GT-XXX COMPETENCY AND STUDENT LEARNING OUTCOMES 

Copy/Paste from corresponding document at https://internal.cccs.edu/academic-affairs/common-

course-numbering-system/required-course-syllabi-language/ 

 

REQUIRED COURSE LEARNING OUTCOMES 

Copy/Paste from the correct course at 

https://erpdnssb.cccs.edu/PRODCCCS/ccns_pub_controller.p_command_processor 

 

REQUIRED TOPICAL OUTLINE 

Copy/Paste from the correct course at 

https://erpdnssb.cccs.edu/PRODCCCS/ccns_pub_controller.p_command_processor 

COLLEGE-WIDE POLICIES 

PROGRAM STUDENT LEARNING OUTCOMES 

OJC has identified Career and Technical Education (CTE) programs and four academic programs: Arts and 

Humanities, Mathematics, Social and Behavioral Science, and Natural and Physical Science. The CTE 

programs are: Ag-Business Management, Agricultural Science, Cosmetology, Business, Nursing, Medical 

laboratory Technician and Community Health Worker/Health Navigator. Each program developed 

outcomes and criteria and mapped outcomes and criteria to courses within the program. 

 

INSTITUTIONAL STUDENT LEARNING OUTCOMES 

Specific to Department and CCC designations. See Department Chair for this information. 

 

 

https://internal.cccs.edu/academic-affairs/common-course-numbering-system/required-course-syllabi-language/
https://internal.cccs.edu/academic-affairs/common-course-numbering-system/required-course-syllabi-language/
https://internal.cccs.edu/academic-affairs/common-course-numbering-system/required-course-syllabi-language/
https://internal.cccs.edu/academic-affairs/common-course-numbering-system/required-course-syllabi-language/
https://erpdnssb.cccs.edu/PRODCCCS/ccns_pub_controller.p_command_processor
https://erpdnssb.cccs.edu/PRODCCCS/ccns_pub_controller.p_command_processor
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COURSE COMPETENCY ASSESSMENT 

Instructor Created to address the assessment strategies/tools that appropriately measure student 

competency in that course. Assessment should tie directly to EACH of the student learning outcomes 

prescribed for each course. Assessments MUST be measurable (quantifiable) 

 

SERVICES FOR STUDENTS WITH DISABILITIES  

Students with documented disabilities should contact the Disabilities Services Coordinator located in 

McBride Room 132, or call 719-384-6931 in the first two weeks of the semester about free services to 

assist them. Services include: tutoring, note-takers, readers/writers for tests, in-class aide for 

reading/writing, accommodation of physical setting in classroom, tape recorded lectures, enlarged print 

on handouts/tests, tests in the testing center, sign language and oral interpreting, adaptive equipment, 

alternative testing, software/hardware accommodations and other special academic procedures.  

 

ACADEMIC INTEGRITY POLICY 

As of December 2019, Otero Junior College approved a new Academic Integrity Policy. In alignment 

with the institutional mission, Otero Junior College values academic integrity, and this policy is meant 

to uphold quality higher education. As such, all employees and students are expected to comply with 

the policy, whether or not they are directly involved. 

 

As a general rule, using the ideas, words, and work of another (others) and passing them off as your own 

violates this code, as is sharing work across classes.  Other specific examples can be found in the 

complete policy. Students are hereby notified they will be held accountable to this policy for all 

infractions.  

 

Students found to have committed a violation will have a report of the violation kept on file.  Infractions 

described above can range from minor to egregious with appropriate consequences.  The complete 

policy describing the rights of OJC and the students can be found on Desire2Learn. 

 

D2L INSTRUCTIONAL TE CHNOLOGY 

Any technical issues with D2L can be resolved by calling OJC’s IT help desk at 384-6970 or CCCS’s IT help 

desk at 800-583-4081.  If MyOJC is down, you can access D2L directly at OJC desire2learn website 

 

https://ojc.desire2learn.com/


77 
 

AUDIO/VIDEO RECORDING OF CLASS LECTURES 

Except where a student is entitled to make an audio or video recording of class lectures and discussions 

as an educational accommodation determined through the student's interactive process with college 

disability services, a student may not record lectures or classroom discussions unless written permission 

from the class instructor has been obtained and all students in the class as well as guest speakers have 

been informed that audio/video recording may occur. A student granted permission to record may use 

the recording only for his or her own study and may not publish or post the recording on YouTube or 

any other medium or venue without the instructor's explicit written authorization. 

 

MANDATORY REPORTING 

Our College is committed to preserving a safe and welcome educational environment for all students.  

As part of this effort, I have an obligation to report certain issues relating to the health and safety of 

campus community members.  I must report to the appropriate College officials any allegation of 

discrimination or harassment.  Sexual misconduct, which includes sexual harassment, non-consensual 

sexual contact, non-consensual sexual intercourse, and sexual exploitation, is considered a form of 

discrimination. 

 

In addition to reporting all discrimination and harassment claims, I must report all allegations of 

dating violence or domestic violence, child abuse or neglect, and/or credible threats of harm to 

yourself or others.  Such reports may trigger contact from a College official who will want to talk with 

you about the incident that you have shared.  In almost all cases, it will be your decision whether you 

wish to speak with that individual.  If you would like more information, you may reach the Title IX/EO 

Coordinator at 719-384-6824.  Reports to law enforcement can be made to 719-384-2525. 

 

If you would like a confidential resource, please contact 719-384-6824. 

Further information may be found on the College website:  OJC website 

 

OTERO JUNIOR COLLEGE MISSION STATEMENT 

“To provide quality higher education that is accessible, transforms lives, expands 

employment opportunities, enriches our communities, promotes individual and global 

cultural diversity, and fosters economic development.” 

 

http://www.ojc.edu/
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APPENDIX K--TECHNOLOGY CHEAT SHEET 

COMPUTER, WIRELESS, & OWA E-MAIL LOG IN 

 Domain and Username should always be entered as: ojc\S Number 
 Passwords must be at least 8 characters long and contain an uppercase letter, lower 

case letter, and one number or symbol. Do not use your name or S Number or the password 
will be rejected. 

 Applies to on campus computers, wireless or to web-based e-mail which can be 
accessed at http//owa.cccs.edu 

 Wireless access on non-campus equipment is on OJCNET, access on campus owned 
equipment is via PRODNET. 

 

MYOJC PORTAL LOG IN 

 Username is S Number 
 Initial password is birthday in numeric form MM/DD/YY.  Afterword, password must 

contain at least one letter and one number.  
 E-mail can be accessed through Faculty/Staff E-mail icon located in the upper right 

corner of the screen.  
 Employee tab contains your access to time/leave forms and employee information. 
 Faculty tab contains D2L, class and Self Service Banner access. 
 

DESIRE2LEARN LOG IN OUTSIDE OF MYOJC 

 Username is S Number 
 The password will be identical to your MYOJC password.  
 In the event the MyOJC portal is not available, access to D2L is at: 

http://ojc.desire2learn.com 
 Faculty must ensure all courses are active by going to the course homepage, selecting 

Course Information link, and checking the active box.  

TELEPHONE SERVICES/VOICEMAIL SETUP 

 Click the messages button, the default voicemail password is 635241 
 At the automated menu, follow the instructions as given to setup the mailbox.   
 When accessing voicemail, the following options are useful: 

1.  Play messages 
2. Delete messages 
3. Forward messages 

 Voicemail can all be accessed from outside the campus by calling your number directly, 
waiting for voicemail to start then pressing the * key.  Enter your ID which is your extension 
number (e.g. 6970), then access your voicemail as normal.  

 Voicemail can also be accessed through your OJC e-mail. 
 

http://ojc.desire2learn.com/
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CANON PRINTERS 

 Go to Start -> Devices and Printers (right side menu) 
 Find your Canon printer in the list and go to Printing Preferences 
 When printing: 

 Enter the copier code number assigned to you in the Department name field 
 Leave the password field blank 

 If available, click the Verify button.  
 Click OK until all the windows are closed.  Printing should be enabled now.  

New faculty should contact the Computer Center at Ext. 6970 for additional classroom or 
Desire2Learn training.  

New employees in general should contact the Computer Center at Ext. 6970 for additional 
access to services, department information (O:\drive access) or specialized program needs.  

GETTING STARTED WITH DESIRE2LEARN (D2L) 

Desire2Learn is accessed through the MyOJC Portal on the OJC website. (www.ojc.edu) You can 
click on the MyOJC portal link in the upper right hand corner. Once you are inside the portal, 
click on the faculty tab. The access link to your D2L classes is on the right side of the page. 

Initially, you are taken to your user (My Home) homepage. You may want to explore the profile 
settings. This is where you can leave office and other information for your students. Your 
courses are listed in the My Courses widget. These are organized by semester and subject. If 
you have a large number of courses, you will see a search box. If this is the case, contact your 
trainer for clarification. Click on the course you wish to work on. 

 For reference, these are the most often used tools. 

 Content: Add syllabus, reference materials, internet resources, etc. 

 Discussions:  Use this like an on-line classroom where you hold conversations. 

 Dropbox: Used to make assignments and collect student work. 

 Quizzes: Quiz and exam area. 

 Grades: This is the gradebook. 

 Classlist: Tells you who is in the class. The fastest way to email the class is 
through here. 

 

CONTENT 

When adding content, you must first create a module, then you will be able to add a topic. 
Think of the module as a filing folder and the topics as the pieces of paper in it.  In a module, 
you may add links to documents or files, websites, or links to other pieces of content such as 
the appropriate assignment or test. 
 
 

http://www.ojc.edu/
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DISCUSSIONS 

This tool is useful for organizing exchanges between yourself and your students. Many faculty 
use this function as an online question and answer session or to spur thinking through graded 
discussions. When creating a discussion thread, you must first add a forum. After creating the 
forum, the topic (discussion thread) may be added. 
 

DROPBOX 

This tool collects online assignments. To create an assignment, the instructor adds a New 
Folder. The instructor may just add directions in the folder or may also add a file by attaching it 
to the folder. Best practices are to add this file as a plain text or rich text file. Unless there is a 
need for Word formatting, using a .txt or. rft format will allow all students access to the file 
without special software.  

QUIZZES 

This tool contains all quizzes, exams or test. Questions may be added directly through the tool 
or through Respondus. Respondus is software that allows old quizzes produced in Word or by 
other electronic means to be loaded into the online environment. Respondus, as a company has 
also created test banks for many books that can be pushed to your course through Respondus. 
 

GRADES 

This is the grade book. Grades entered in the grade book and released to the students will give 
students immediate access to monitoring their progress in your course. Grades may be done in 
two ways. You may use a points grade system or weighted grades system. The grade book 
wizard will walk you through setup. Setup will be easier if you have first identified the 
assessment pieces that will be used throughout the course. Items can be added to the grade 
book by either adding the item when adding a graded item (through add grade item link) such 
as a Quiz or by adding items through Manage Grades. Manage Grades allows you to add either 
a category or an item. Categories are containers for items and are used particularly in a 
weighted grades setup.  
 

CLASSLIST 

The Classlist is a useful tool. Your students are listed in the Student tab. By Clicking the All tab, 
you can also get access to the Test Student as well as other instructors if you are team teaching 
the course. To test how your course looks to a student, Impersonate the test student. Across to 
Impersonate can be found in the dropdown list at the right on the Test Student name.  

You may also need to impersonate other students from time to time. A green dot next to a 
student’s name means they are logged into D2L right now. If you need to Page them, you can 
also do this from Classlist. If a student has been dropped from your class, you can check this. 
Click the Enrollment Statistics link at the top. It lists the student’s drop date. 
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PAGE AND EMAIL ICONS 

These are in the upper right hand corner. They are universal, meaning you will see these for all 
classes, regardless of where you are currently working. Your Pager may also beep at you when 
you receive a page, depending on what settings you have used. You may also page or email 
from the course classlist. 

ONE LAST WORD 

When your class is ready, you must activate it. Go to the Course Offering Information link on 
the left hand side of the course homepage. Clicking the link will bring up a new page. Midway 
down on the page there is a Course is Active checkbox. This must be checked before the 
student has access. 

Anywhere in D2L that you see a pencil, there is opportunity to edit something. Always hit the 
save button when it is available. It frequently is found when creating something and in the 
grading area of the dropbox.  

APPENDIX L—TEACHING LOADS 

TEACHING LOADS FOR FULL TIME FACULTY 

Faculty teaching loads during the academic year shall include such combinations of day, 
evening, weekend and distance learning classes as the needs of the college require.  Faculty 
members are employed to perform instruction and other instruction related duties that meet 
the needs of the institution and the students it serves. 
 
CCCS Board Policy defines the responsibilities of faculty as follows: “Basic components of the 
workload include classroom instruction and advising of students.  Appropriate activities for 
professional educators may also include serving on institution-wide committees and statewide 
task forces; student recruitment; sponsorship of student activities; job placement and 
community outreach services; participating in professional organizations which enhance the 
educational mission of the college; and developing innovative approaches to learning.”  BP 3-80 
 
The basic unit of measure for teaching load is the contact hour.  The total teaching load is 
derived by adding the contact hours of the scheduled courses that meet the college’s 
enrollment targets and in which the full-time faculty member is the sole instructor.  CTE 
disciplines and other disciplines have teaching loads that reflect the nature of the structure and 
delivery of those various curricula.  Due to those differences OJC has generated the following 
minimum contact hour teaching load scale. 
 
 OTERO JUNIOR COLLEGE TEACHING LOAD SCALE 
 PREFIX  DISCIPLINE    CONTACT HOURS PER SEMESTER 
 ABM  AGRA-BUSINESS MANAGEMENT 18* 
ASC/AGP/AGE/AGY AGRICULTURAL SCIENCE  15-18* 
 ANT  ANTHROPOLOGY   15 
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 ART  ART     18 
AST  ASTRONOMY    18 

 BIO  BIOLOGY    18 
 BTE/BUS BUSINESS    15-18* 
 CHE  CHEMISTRY    18 

CHW  COMMUNITY HEALTH WORKER 15-18* 
 CIS/CWB COMPUTER SCIENCES   18 
 COM  COMMUNICATIONS   15 
 COS  COSMETOLOGY   30 
 ECO  ECONOMICS    15 
 ENG  ENGLISH    15** 
 GEO  GEOLOGY    18 
 HIS  HISTORY    15 
 HUM  HUMANITIES    15 
 LIT  LITERATURE    15 
 MAT  MATHEMATICS   15 
 MLT  MEDICAL LAB TECHNICIAN  18* 

NUR  NURSING    18* 
PBH   PUBLIC HEALTH WORKER  15-18* 

 PHI  PHILOSOPHY    15 
 PHY  PHYSICS    18 
 POS  POLITICAL SCIENCE   15 
 PSY  PSYCHOLOGY    15 
 SCI  GENERAL SCIENCE   18 
 SOC  SOCIOLOGY    15 
 SPA  SPANISH [FOREIGN LANGUAGES] 15-18* 
 THE  THEATER    15 
 WEL  WELDING    30 
NUR, ABM, COSMO, LEA, MUS instructors are compensated using additional formula variables, 
due to the nature of their curriculum and non-traditional schedule. 
 
Personal wellness PED course instructors will be compensated for 2 contact hours.  The 
instructor may choose to meet more than 2 contact hours but will not be compensated for the 
additional contact hours. 
 
*A range in the number of contact hours is identified due to the variations in instructional 
design for lecture/laboratory courses within these disciplines.  This practice is based on 
longstanding national standards for assigning load in academic lecture, lecture/lab, and CTE 
courses. 
 
**The maximum number of contact hours for English Composition in any semester for one 
instructor will not exceed 9 hours (three sections).  Special circumstances may set aside this 
standard. 
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Adjunct instructors contact hours will be limited to no more than 29 hours per week using the 
following formula:  2-1/4 hours’ x each contact hour, plus actual hours required for office time, 
faculty meetings, etc.  Dual rolls or multiple assignments will be reviewed on a case by case 
basis to ensure limit compliance. 
 
In addition to the maximum number of instructional contact hours per week, an instructor 
normally will be required to teach no more than four (4) instructional preparations in each of 
the Fall and Spring semesters.  Exceptions to this rule require a good faith effort to meet the 
full-time load as prescribed above and/or the approval of the instructor, Department Chair, and 
Vice President of Academic Affairs. 
 
Two or more low enrollment courses will be bundled creating a total of ten or more students to 
be considered part of load. 
 
Department Chairs who are faculty will be provided a minimum of 20-25% teaching load release 
(usually one three or four-hour course) each fall and spring.  In addition, Department Chairs will 
receive a stipend for the duties identified in the Department Chair job description. 
Should the need arise for exceptional instruction duties, teaching load release may be granted 
by the Vice President of Academic Affairs with the concurrence of the OJC President. 
 

OVERLOAD 

Overload is to be paid to full-time OJC faculty in a fair and equitable manner.  The process 
should be clear and explicable, facilitating confidence in all parties that the parameters of the 
overload are without question.  The course(s) designated for overload compensation will be the 
course(s) that meet the overload criteria. 
 
Overloads are defined as contact hours beyond load.  When the number of contact hours 
reaches load, the full-time faculty person will be compensated for each additional contact hour 
over load.  
 
Most faculty run 15-18 contact hours, and some CTE programs may run 20 or 30 contact hours 
per week.  Contact hours may mirror each other in lecture course with a 1:1 ratio.  A three 
credit English lecture meets three hours, but a computer course may earn three credits but 
require four hours with the lab.  If enrollments are low for a particular full-time faculty 
member, that faculty member will be asked to teach an additional course without overload 
compensation.  Two or more low enrollment courses will be bundled creating a total of ten or 
more students to be considered for overload compensation.  These bundles will be 
compensated as a single course.  Single student, faculty/chair approved independent study 
courses are not subject to overload compensation.  Courses with enrollments under six may be 
cancelled.  All full time faculty loads by department must be met before overloads will be 
assigned. 
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Overloads are to be identified between the faculty, the department chairperson, and the Vice 
President of Academic Affairs prior to the start of the semester.  Overload assignments may be 
proposed by any of these parties. A course that is added after the assigned schedule will be the 
overload unless another course was cancelled. “An overload assignment must be in writing and 
approved by the college president.”  (BP 3-80) 
 
The course(s) designated for overload compensation will be identified in the following manner.   
The department chair and the full-time faculty member will examine the teaching assignment 
put forth by the department chair.  When the full-time faculty load threshold has been reached, 
contact hours above load will be documented and assigned as an overload.  Guidelines to use 
but not limited would be: 
1. A hybrid or online course 
2. A night section 
3. A second, third, fourth section of the same course. 
4. A new course an instructor would like to offer or is not an elective 
5. A course offered out of its normal fall/spring sequence 
 
Determination of overload must be in writing and approved by the OJC Vice President of 
Academic Affairs and President. 
 
Student headcount will be determined the day after census date. 
 

UNDER-LOAD 

When faculty load that does not meet the contact hours designated as load, a state of under-
load exists.  The full-time faculty person will then be required to teach an additional course 
assigned by the department chair in order to remedy the under-load.  When the number of 
contact hours reaches load, the full-time faculty person will be compensated for each additional 
hour overload.  Low numbers in the courses considered a part of load may result in no 
additional compensation. 
 
When a course is cancelled resulting in under-load, adjustments are to be made in the 
instructional assignment of the full-time faculty member.  A course cancellation may result in a 
modification of projected full-time faculty compensation.  Overload, identified earlier, may no 
longer be present.  Under-load may result.  The requisite modifications must occur.   
If no additional course is taught and the full-time faculty person remains at under-load, the 
faculty person will be required to assist with additional instruction-related tasks as defined by 
the chair/director and Instructional Services.  This assignment should be negotiated fairly, in the 
best interest of the college and the students it serves. 
 
The OJC Vice President of Academic Affairs is the final authority for canceling scheduled courses 
and approving alternative assignments, with the concurrence of the OJC President. 
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When enrollment figures become firm (after census date) and Census Date Report has been 
signed and returned to the Office of Student Services, instructors and faculty teaching 
overloads will be processed through Instructional Services and finalized in Human Resources.  
Faculty members teaching overloads and instructors will be paid by direct deposit into your 
bank account. 
 
 

PAY SCHEDULE 

 

2020-2021 NSTRUCTOR AND FACULTY OVERLOAD SALARY SCHEDULE  

                

                

                

BACHELOR'S DEGREE OR WORK EXPERIENCE              

AND COLLEGE TEACHING EXPERIENCE              

                               

  
60 & 

Above 
50 & 

Above 
40 & 

Above 30 to 39 
20 to 

29 19  18  17  16  15  14  13  12  11   

1:1 
 $  

1,375.80  
 $    

1,220.31  
 $ 

1,064.82  
 $   

904.95  
 $     

807.28  
 $    

707.86  
 $     

670.63  
 $   

633.40  
 $   

596.17  
 $   

558.96  
 $   

521.43  
 $    

484.21  
 $   

447.26  
 $     

410.04   

                      

                      

MASTER'S DEGREE OR HIGHER 
   

      
  

 

AND NO COLLEGE TEACHING EXPERIENCE 
  

      
  

 

                             

  
60 & 

Above 
50 & 

Above 
40 & 

Above 30 to 39 
20 to 

29 19  18  17  16  15  14  13     

1:1 
 $  

1,318.62  
 $    

1,163.05  
 $ 

1,007.56  
 $   

847.69  
 $     

750.03  
 $    

653.71  
 $     

618.17  
 $   

584.88  
 $   

550.23  
 $   

516.05  
 $   

481.66  
 $    

447.26     

                

                

MASTER'S DEGREE OR HIGHER 
       

 

AND COLLEGE TEACHING EXPERIENCE 
       

 

                               

  
60 & 

Above 
50 & 

Above 
40 & 

Above 30 to 39 
20 to 

29 19  18  17  16  15  14  13  12  11   

1:1 
 $  

1,490.87  
 $    

1,335.37  
 $ 

1,179.88  
 $ 

1,020.00  
 $     

922.32  
 $    

817.27  
 $     

774.16  
 $   

730.97  
 $   

687.83  
 $   

644.95  
 $   

601.81  
 $    

558.96  
 $   

516.05  
 $     

473.23   

NOTE: This schedule is based on the parameter that all students enrolled in a course are being taught concurrently  -     
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APPENDIX M—OTHER ITEMS 

OJC TUITION REFUND POLICY 

 No tuition and fees are refunded after twelve class days from the first day of the Fall Semester.  
If you officially drop classes and present a Drop Form to the Student Services in McBride Hall (Room 132) 
within the first twelve class days of the semester, full refund will be made.  There will be no refund for 
any reason if you drop after the twelfth day of classes. 
 
 The last day to submit a Drop Form to the Student Services Center for Fall Semester 2017 classes 
for courses running from August 20, 2018 through December 12, 2018 and receive a refund is 
Wednesday, September 5, 2018.   

**Courses with beginning or ending dates other than normal term require calculating 15% of 
total week days, excluding non-class days and weekends (unless hybrid), to determine drop day. 

 
 I have read this official policy and will comply if I drop this course. 
 
Course Number and Title: 
 
Instructor: __________________________   Date: _____________________________ 
Student Signature:  
 
____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________ 

Student Signatures: 

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________ 

Please return this form to Instructional Services 
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STUDENT WAIVER OF LIABILITY, CONDUCT, AND MEDICAL RELEASE FORM 

FIELD ACTIVITY _____________________________________________________________  

Otero Junior College is an Institution of Higher Education in the State of Colorado and, as such, 
is covered by the Colorado Governmental Immunity Act, C.R.S. 24-20-101 et seq. This law 
provides that the State and its institutions are immune from lawsuits for injuries suffered by 
private persons, except, in specific situations listed in the law, where immunity is specifically 
waived. In other words, by law, if a student suffers an injury as a result of participation in 
instructional activities of the college, the college is immune from fiscal liability for such injury. 
For this reason, students are strongly encouraged to obtain medical insurance coverage, if they 
do not already have coverage, before participating in activities that present a risk of physical 
injury.  

I am exercising my own free choice to participate voluntarily in educational field trips 
sponsored by OJC, and promise to take due care during such participation.  I have been 
informed of the nature of these activities, and I am aware of the hazards and risks that may be 
associated with my participation in these activities, including the risks of bodily injury, death or 
damage to property from known or unknown causes. 

In consideration of the privilege of participating in instruction offered by employees of OJC, I 
have and do hereby assume all risks and will hold OJC and its employees and agents harmless 
from any and all liability, actions, causes of action, debts, claims and demands of every kind and 
nature whatsoever which I now have or which may arise from or in connection with 
participation in instructional activities arranged for me by OJC or its employees or agents. The 
terms hereof shall serve as a release and assumption of risk for my heirs, executors and 
administrators and all members of my family.  

Field activities are a supplementary classroom instructional tool in certain courses offered at 
OJC.  The nature of such activities requires students and their instructors to travel away from 
the physical premises of OJC’s campus. I understand that by participating in such activities I am 
a representative of OJC and its student body. I am also aware that these activities are still 
considered as in-classroom instruction and all OJC Regulations, and General Regulations of the 
College as referenced in OJC’s current Catalog; and OJC’s current Student Handbook apply. I 
understand that violation of OJC’s code of conduct may result in disciplinary action as stated in 
the documents previously mentioned. 

 

(Please sign back page after reading this document) 
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 EMERGENCY TREATMENT 

I further give my consent for any College Personnel to admit 

me____________________________________________ (student's name) to a hospital for 

emergency treatment (including surgery as deemed necessary for my well-being). 

Please list any special conditions of the student that would be necessary for us to know in an 

emergency: 

1. Any drug or other allergies _____________________________________________ 

2. Any medication the student takes regularly (including dosage) ________________ 

3. Any chronic conditions, such as diabetes, asthma, high blood pressure, seizures or other: 

 ___________________________________________________________________ 

4. Date of last tetanus immunization________________________________________ 

 

In signing below, I hereby assert that:  

1. I have read the front and back pages of this document;  

2.  I understand that Otero Junior College is covered by the Colorado Governmental 

Immunity Act;  

3. I am personally liable for injuries that I may suffer as a result of participation in this 

activity.  

 

Student Signature __________________________________________________________ 

Date ______________ 

Parent or Guardian (if student is under 18 years old) _______________________________  

Date______________ 

OJC Staff Signature___________________________________________________________ 

Date______________ 
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OTERO JUNIOR COLLEGE 

TRAVEL REIMBURSEMENT FORM 
              

 
Payee Name:   S#   

 
Month:   

 

              

 
Charged to Org #:   

 
Department:   

 

       
  

      

  Travel     Mileage Meals & Lodging   

      
 

  
 

Rate             Total 

  Location Time Time No. Per Total 
  

      Reimbursed 

Date From To Depart Return Miles Mile Mileage Breakfast Lunch Dinner Lodg. Total Items 

             0.52  $0.00         $0.00 $0.00 

             0.52 $0.00         $0.00 $0.00 

             0.52 $0.00         $0.00 $0.00 

             0.52 $0.00         $0.00 $0.00 

             0.52  $0.00         $0.00 $0.00 

                -    -    -    -    -    $0.00 

Individual Line Totals           $0.00     Add:  Misc Expense   

  
  

    
 

        Less:  Travel Adv.   

  Miscellaneous Expenses (Please List): 
  

  
 

  
    

    

                            

  
       

  
   

    

               TOTAL REIMBURSEMENT CLAIMED     $0.00 
              

PURPOSE OF TRIP:   
              

PERSONS AND AGENCIES CONTACTED:   

              

I certify that the statements in the above schedule are true and just in all respects; that payment of the amounts claimed herein has   

not and will not be reimbursed to me from any other sources; that my schedule of travel performed consists entirely of travel    

performed by me on official State business and not for personal or political purposes; and or contrary to State Fiscal Rules;      

and that I actually incurred or paid the operating expenses of the motor vehicle for which reimbursement is claimed on a mileage basis.   
              
              

Payee   
 

Title:   
 

(Signature Required) 
        

Date: 
             

                            

Recommended for Approval 
           

              

      
     

            

Fiscal Officer 
     

Supervisor 

 

 **Rate changes January of every year** 
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	INTRODUCTION 
	The Otero Junior College’s (OJC) Faculty/Staff Handbook contains policies, procedures and guidelines for all faculty and staff.  As a member of the CCCS, OJC is governed by the State Board for Community Colleges and Occupational Education (SBCCOE).  The SBCCOE sets policy for member colleges.  For up-to-date SBCCOE policy on college-related subjects refer to https://www.cccs.edu/about-cccs/state-board/policies-procedures/.  Consult your department chairs or vice president if you have a question about system
	The governing board employs a System President to carry out the policies and directives for CCCS. The Board’s policies take precedence over college policies and procedures when there is a conflict.  State Board and System President Policies can be found at www.cccs.edu/SBCCOE/Policies.html 
	The general operating procedures in this document are formulated from past and present practices at OJC and are intended to implement State Board Policy and State Fiscal Rules and Regulations.  Concerns or questions not covered in this document should be directed to the appropriate vice president. 
	INSTITUTIONAL MISSION 
	To provide quality higher education that is accessible, transforms lives, expands employment opportunities, enriches our communities, promotes individual and global cultural diversity, and fosters economic development. 
	VISION STATEMENT 
	OJC will provide superior educational opportunities and be a valued partner with the communities we serve.  
	VALUE STATEMENT 
	The special spirit of OJC celebrates learning as the process that changes and improves lives. By setting standards of excellence for ourselves and by placing a high value on integrity, honesty, teamwork, communication and innovation, we assist students in realizing their greatest potential. We hold ourselves personally accountable for our stated values and the public trust placed in us. 
	STRATEGIC PLAN PRIORITIES 
	GOAL A: STUDENT SUCCESS: ACCESS, RETENTION AND COMPLETION – Provide accessible higher education opportunities that transform lives by expanding students’ engagement in learning, providing greater transfer options and paving the way for future employment opportunities. 
	GOAL B: FISCAL STABILITY AND HUMAN RESOURCES – Maintain solid business practices and prudently manage state resources in support of mission fulfillment while continuing to seek additional resources.  
	GOAL C: COMMUNICATION, CAMPUS CULTURE AND DIVERSITY, AND COMMUNITY ENGAGEMENT – This goal will foster effective communication campus-wide, create an environment which celebrates cultures and diversity and fosters a sense of community belonging, and support a healthy working environment and high employee and student satisfaction. 
	GOAL D: FACILITIES PLANNING/CAMPUS ENVIRONMENT/ CAMPUS SAFETY AND SECURITY – This goal ensures that the campus’ physical environment (buildings, classrooms, offices, landscaping, etc.) provides access, supports the instructional process, and ensures a safe working environment that enables productivity. 
	GOAL E: INSTITUTIONAL EFFECTIVENESS – This goal expresses the need for accountability, data-driven decision-making, and outcomes assessment. It is essential that we can measure progress and achievement in meaningful ways, and that we can demonstrate impact and outcomes to our internal and external stakeholders. 
	ACCREDITATION 
	OJC is accredited by The Higher Learning Commission. The Commission can be reached at:  230 South LaSalle Street, Suite 7-500, Chicago, Illinois 60602-1411.  Phone: 800.621.7440 / 312-263-0456 Fax: 312-263-7462 
	OJC is accredited by The Higher Learning Commission. The Commission can be reached at:  230 South LaSalle Street, Suite 7-500, Chicago, Illinois 60602-1411.  Phone: 800.621.7440 / 312-263-0456 Fax: 312-263-7462 
	info@hlcommission.org
	info@hlcommission.org

	 

	AFFIRMATIVE ACTION/EQUAL EMPLOYMENT 
	OJC does not discriminate on the basis of race, color, creed, national or ethnic origin, religion, sex/gender, sexual orientation, age, physical or mental disability, veteran status or pregnancy status in admission or access to employment, educational programs or activities. Inquiries concerning Title VI, Title IX Section 504, 42 U.S.C. §2000e et seq. and the Americans with Disabilities Act may be made in the Human Resources Office, Macdonald Hall, 1802 Colorado Avenue, Room 221, La Junta, CO  81050; 719-38
	 
	OJC is committed to the Equal Employment Opportunity policies established by the SBCCOE as detailed in Board Policy BP 3-120 as well as with the associated goals and procedures specified in CCCS President’s Procedure SP 3-120b.  
	  
	QUICK REFERENCE GUIDE FOR SEMESTER 
	DEADLINES AND RESPONSIBILITIES: FACULTY MEMBERS 
	Table
	TBody
	TR
	Span
	Once employment paperwork is complete (if applicable); or instructor is approved to teach 
	Once employment paperwork is complete (if applicable); or instructor is approved to teach 

	 Obtain S# and establish portal password, if necessary 
	 Obtain S# and establish portal password, if necessary 
	 Obtain S# and establish portal password, if necessary 
	 Obtain S# and establish portal password, if necessary 



	Contact Computer Services at 719-384-6970 if your password requires a reset 
	Contact Computer Services at 719-384-6970 if your password requires a reset 


	TR
	Span
	Before the beginning of the semester 
	Before the beginning of the semester 

	 Submit syllabus to department chair for approval 
	 Submit syllabus to department chair for approval 
	 Submit syllabus to department chair for approval 
	 Submit syllabus to department chair for approval 

	 Coordinate e-Campus textbook order with the Business Office. 
	 Coordinate e-Campus textbook order with the Business Office. 



	The course syllabus must follow the ADA-compliant template. 
	The course syllabus must follow the ADA-compliant template. 
	 
	Book requests should be coordinated with full-time faculty and submitted on eCampus. 


	TR
	Span
	As scheduled 
	As scheduled 

	 Attend All Faculty Meeting 
	 Attend All Faculty Meeting 
	 Attend All Faculty Meeting 
	 Attend All Faculty Meeting 



	Attendance at this “back-to-school” meeting is mandatory... 
	Attendance at this “back-to-school” meeting is mandatory... 


	TR
	Span
	Friday before course begins 
	Friday before course begins 

	 Activate course in D2L 
	 Activate course in D2L 
	 Activate course in D2L 
	 Activate course in D2L 

	 Post Syllabus under Content/Overview 
	 Post Syllabus under Content/Overview 



	Instructions for activating a course and posting syllabi are available in the D2L handbook. 
	Instructions for activating a course and posting syllabi are available in the D2L handbook. 


	TR
	Span
	1st Day of Class 
	1st Day of Class 

	 Distribute and/or review posted syllabus 
	 Distribute and/or review posted syllabus 
	 Distribute and/or review posted syllabus 
	 Distribute and/or review posted syllabus 

	 Maintain a process for keeping attendance records 
	 Maintain a process for keeping attendance records 

	 Students sign withdrawal form 
	 Students sign withdrawal form 



	Paper copies of the syllabus are not required; be sure to read aloud the policy regarding mandatory reporting, as well as emphasize drop and withdrawal dates. The syllabus is the contract between you and the student.  
	Paper copies of the syllabus are not required; be sure to read aloud the policy regarding mandatory reporting, as well as emphasize drop and withdrawal dates. The syllabus is the contract between you and the student.  


	TR
	Span
	By Friday of the 1st week 
	By Friday of the 1st week 

	 Review class roster 
	 Review class roster 
	 Review class roster 
	 Review class roster 

	 Print a copy and identify students who have not attended and/or made no contact 
	 Print a copy and identify students who have not attended and/or made no contact 



	Students who do not attend class the first week of school and do not attempt to make contact with the instructor will be dropped from the course by Friday the first week of class.  Instructor 
	Students who do not attend class the first week of school and do not attempt to make contact with the instructor will be dropped from the course by Friday the first week of class.  Instructor 




	Table
	TBody
	TR
	Span
	 Submit a signed copy of the class list (including “no-shows”) to the Registrar 
	 Submit a signed copy of the class list (including “no-shows”) to the Registrar 
	 Submit a signed copy of the class list (including “no-shows”) to the Registrar 
	 Submit a signed copy of the class list (including “no-shows”) to the Registrar 



	approval will be required to regain access to the course.   
	approval will be required to regain access to the course.   


	TR
	Span
	By Friday of the 1st week (or established deadline) 
	By Friday of the 1st week (or established deadline) 

	 Submit the completed OJC Tuition Refund Policy acknowledgement with student signatures to Instructional Services 
	 Submit the completed OJC Tuition Refund Policy acknowledgement with student signatures to Instructional Services 
	 Submit the completed OJC Tuition Refund Policy acknowledgement with student signatures to Instructional Services 
	 Submit the completed OJC Tuition Refund Policy acknowledgement with student signatures to Instructional Services 



	This is the tuition refund policy acknowledgement form that was received in your adjunct instructor packet. 
	This is the tuition refund policy acknowledgement form that was received in your adjunct instructor packet. 


	TR
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	By 12th day of class (census) 
	By 12th day of class (census) 

	 Remind students they have until 5:00 p.m. to drop and not be charged for the course 
	 Remind students they have until 5:00 p.m. to drop and not be charged for the course 
	 Remind students they have until 5:00 p.m. to drop and not be charged for the course 
	 Remind students they have until 5:00 p.m. to drop and not be charged for the course 

	 Confirm class list and verify that enrollment is accurate 
	 Confirm class list and verify that enrollment is accurate 



	Once verified, submit a signed class list to the Registrar. 
	Once verified, submit a signed class list to the Registrar. 


	TR
	Span
	By the end of the 4th week 
	By the end of the 4th week 

	 Post early alert grades (mid-term) in the portal and D2L 
	 Post early alert grades (mid-term) in the portal and D2L 
	 Post early alert grades (mid-term) in the portal and D2L 
	 Post early alert grades (mid-term) in the portal and D2L 

	 Post attendance in the portal and D2L 
	 Post attendance in the portal and D2L 



	Four-week grades alert staff of students who may need intervention.  An e-mail message will remind instructors to post these grades based on attendance and/or any completed assignments. 
	Four-week grades alert staff of students who may need intervention.  An e-mail message will remind instructors to post these grades based on attendance and/or any completed assignments. 


	TR
	Span
	By the end of the 8th week 
	By the end of the 8th week 

	 Post mid-term grades in the OJC portal and D2L. 
	 Post mid-term grades in the OJC portal and D2L. 
	 Post mid-term grades in the OJC portal and D2L. 
	 Post mid-term grades in the OJC portal and D2L. 

	 Post attendance in the portal and D2L. 
	 Post attendance in the portal and D2L. 



	Mid-term grades alert the students of their progress and may indicate their ultimate success in the course. 
	Mid-term grades alert the students of their progress and may indicate their ultimate success in the course. 




	Table
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	TR
	Span
	4-9 weeks into the semester 
	4-9 weeks into the semester 

	 Department chair observation 
	 Department chair observation 
	 Department chair observation 
	 Department chair observation 

	 New faculty will be observed more frequently as outlined in the Evaluation Process 
	 New faculty will be observed more frequently as outlined in the Evaluation Process 

	 Student evaluations available 
	 Student evaluations available 



	Early in the semester, the department chair or designee will make arrangements to observe your class session and administer student evaluations.  Instructors remind students to complete online evaluations; no preparation from the instructor is required. 
	Early in the semester, the department chair or designee will make arrangements to observe your class session and administer student evaluations.  Instructors remind students to complete online evaluations; no preparation from the instructor is required. 


	TR
	Span
	By the end of the 11th week 
	By the end of the 11th week 

	 Post early alert grades (mid-term) in the portal and D2L. 
	 Post early alert grades (mid-term) in the portal and D2L. 
	 Post early alert grades (mid-term) in the portal and D2L. 
	 Post early alert grades (mid-term) in the portal and D2L. 

	 Post attendance in the portal and D2L. 
	 Post attendance in the portal and D2L. 



	Eleven-week grades alert staff of students who may need intervention.  An e-mail message will remind instructors to post these grades based on attendance and/or any completed assignments. 
	Eleven-week grades alert staff of students who may need intervention.  An e-mail message will remind instructors to post these grades based on attendance and/or any completed assignments. 


	TR
	Span
	Before end of semester 
	Before end of semester 

	 Submit Institutional Student Learning Objective (ISLO) assessment scoresheet and artifacts to the department chair 
	 Submit Institutional Student Learning Objective (ISLO) assessment scoresheet and artifacts to the department chair 
	 Submit Institutional Student Learning Objective (ISLO) assessment scoresheet and artifacts to the department chair 
	 Submit Institutional Student Learning Objective (ISLO) assessment scoresheet and artifacts to the department chair 



	Not all courses are required to complete an ISLO assessment; however, if your course is identified for this requirement, assessment documentation must be submitted prior to the end of the semester.  Your department chair will provide you with the information necessary. 
	Not all courses are required to complete an ISLO assessment; however, if your course is identified for this requirement, assessment documentation must be submitted prior to the end of the semester.  Your department chair will provide you with the information necessary. 


	TR
	Span
	Two days after the semester ends and no later than 5:00 p.m. 
	Two days after the semester ends and no later than 5:00 p.m. 

	 Post final grades in the portal and D2L. 
	 Post final grades in the portal and D2L. 
	 Post final grades in the portal and D2L. 
	 Post final grades in the portal and D2L. 

	 Post attendance in the portal and D2L. 
	 Post attendance in the portal and D2L. 

	 Indicate the last date of attendance (LDA) for all F grades issued 
	 Indicate the last date of attendance (LDA) for all F grades issued 



	An e-mail with directions for posting final grades will be forthcoming from the VP of Student Services. 
	An e-mail with directions for posting final grades will be forthcoming from the VP of Student Services. 
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	Span
	Throughout semester 
	Throughout semester 

	 Attends department meetings, college-wide staff meetings, and in-service/professional development offerings as available 
	 Attends department meetings, college-wide staff meetings, and in-service/professional development offerings as available 
	 Attends department meetings, college-wide staff meetings, and in-service/professional development offerings as available 
	 Attends department meetings, college-wide staff meetings, and in-service/professional development offerings as available 



	While not required, these meetings and training offerings are available to adjunct instructors as a means of communicating and maintaining a stimulating learning environment. 
	While not required, these meetings and training offerings are available to adjunct instructors as a means of communicating and maintaining a stimulating learning environment. 




	FACULTY QUALIFICATIONS 
	In accordance with CCCS System President Policy SP 3-10, requiring that system colleges establish employment practices for instructors that specify provisions for instructors’ credentials and qualifications, OJC has established the following minimum qualification requirements for OJC faculty and adjunct instructors. A copy of SP 3-10 can be found at: 
	In accordance with CCCS System President Policy SP 3-10, requiring that system colleges establish employment practices for instructors that specify provisions for instructors’ credentials and qualifications, OJC has established the following minimum qualification requirements for OJC faculty and adjunct instructors. A copy of SP 3-10 can be found at: 
	http://www.cccs.edu/SBCCOE/Policies/SP/PDF/SP3-10.pdf
	http://www.cccs.edu/SBCCOE/Policies/SP/PDF/SP3-10.pdf

	  

	 
	Regular, Full-time Faculty Minimum Qualifications: Faculty must satisfy the following minimum qualifications:  
	1. Master’s degree, with a minimum of 18 graduate credit hours in the discipline or subfield in which he or she is teaching (if teaching any courses in an Associate’s Degree program).  
	1. Master’s degree, with a minimum of 18 graduate credit hours in the discipline or subfield in which he or she is teaching (if teaching any courses in an Associate’s Degree program).  
	1. Master’s degree, with a minimum of 18 graduate credit hours in the discipline or subfield in which he or she is teaching (if teaching any courses in an Associate’s Degree program).  

	2. Previous teaching experience preferred; two years of full-time experience in the area/areas of teaching responsibility; knowledge and skills related to teaching adults, teaching methodology, evaluation, or willingness to plan for acquisition of these skills no later than the first year of teaching 
	2. Previous teaching experience preferred; two years of full-time experience in the area/areas of teaching responsibility; knowledge and skills related to teaching adults, teaching methodology, evaluation, or willingness to plan for acquisition of these skills no later than the first year of teaching 

	3. Must maintain current evidence based practice in the field of their expertise.  
	3. Must maintain current evidence based practice in the field of their expertise.  

	4. If the faculty member teaches CTE courses, he or she must maintain a current CTE credential and professional portfolio. 
	4. If the faculty member teaches CTE courses, he or she must maintain a current CTE credential and professional portfolio. 

	5. Demonstrate instructional quality; e.g., coursework or training in teaching methods and assessment of student learning. 
	5. Demonstrate instructional quality; e.g., coursework or training in teaching methods and assessment of student learning. 

	6. Be creative and committed to teaching excellence by demonstrating an ability to improve all students’ learning by assessing students, programs, and campus outcomes and adjusting based on the data. 
	6. Be creative and committed to teaching excellence by demonstrating an ability to improve all students’ learning by assessing students, programs, and campus outcomes and adjusting based on the data. 

	7. Experience with educational technology such as using a learning management system, telepresence, hybrid classes, and a willingness to continue to learn and incorporate educational technology. 
	7. Experience with educational technology such as using a learning management system, telepresence, hybrid classes, and a willingness to continue to learn and incorporate educational technology. 


	 
	CTE CREDENTIALS  
	All CTE faculty and instructors at OJC who are teaching courses in a CCCS-approved CTE program must hold a valid CTE credential for the applicable program area, in accordance with SBCCOE rules and regulations governing the credentialing of CTE instructors. Details on 
	credentialing criteria and the application process can be found in the CCCS Career and Technical Education Administrators’ Handbook at:  
	http://www.coloradostateplan.com/admin_handbook.htm
	http://www.coloradostateplan.com/admin_handbook.htm
	http://www.coloradostateplan.com/admin_handbook.htm

	.  

	 
	CTE credentials are the responsibility of individual faculty and instructors to obtain and renew. CTE Departmental Chairs will provide new faculty and instructors with the required credentialing paperwork. CTE faculty and instructors must renew their credential within six months prior to their expiration date. Any CTE instructor who fails to renew his or her credential prior to the expiration date will be ineligible to teach CTE courses at OJC until the renewal process is completed. To apply for a renewal a
	 
	Each postsecondary credential has specific criteria that must be met in order to receive a CTE credential for that area. Details on the criteria for various postsecondary credentials can be found at: 
	Each postsecondary credential has specific criteria that must be met in order to receive a CTE credential for that area. Details on the criteria for various postsecondary credentials can be found at: 
	http://www.coloradostateplan.com/criteria_postsecond.htm
	http://www.coloradostateplan.com/criteria_postsecond.htm

	.  

	 
	Concurrent Enrollment faculty must submit a valid Colorado Department of Education (CDE) Secondary CTE credential issued with the required CTE endorsement to the Credentialing Officer. The Credentialing Officer will then issue a Post-Secondary Credential in the CTE endorsed area.  
	 
	ADJUNCT FACULTY WORKLOAD  
	As defined in SBCCOE Board Policy BP 3-10, adjunct faculty members are employees hired to teach on an as-needed basis. Adjunct faculty members are paid based on degree, work experience, credit/contact hours, and the number of student in the course.  Refer to adjunct faculty and faculty overload salary schedule. 
	 
	Adjunct faculty appointments must be for teaching assignments that are less than one academic year. Successive appointments may be made on an unlimited basis. OJC employs and manages the workload of adjunct faculty members consistent with the requirements of BP 3-10.  
	 
	Adjunct faculty members will be limited to teaching no more than 12 credit hours per semester. Any exceptions to this workload standard must be approved by the Vice President of Academic Affairs.  
	 
	Adjunct faculty members at OJC are expected perform all duties assigned by their direct department, which may include but are not limited to those described in the adjunct faculty job description.  Adjunct faculty members are encouraged to attend campus meeting and professional development opportunities. 
	 
	Adjunct faculty will be paid an inconvenience fee if a course has been cancelled 14 days or less of start date of course. 
	 
	Adjunct faculty may attend any campus meetings and are encouraged to serve on select committees.  Attendance at meetings of the Faculty Assembly is also encouraged.  Adjunct faculty are also invited to take advantage of professional development opportunities, including tuition reductions on OJC courses. 
	 
	 
	FULL-TIME FACULTY WORKLOAD  
	The SBCCOE and CCCS recognize that the primary role of college faculty is to provide a quality education to those attending a CCCS college. SBCCOE and CCCS leadership also acknowledge that faculty’s ability to serve students and their community requires a commitment to on-going continuing education and development of professional expertise. SBCCOE Board Policy BP 3-80 outlines the parameters of a fair and equitable faculty workload policy to be administered at the college level that balances these dual obje
	 
	Regular instructional faculty members at OJC are assigned a minimum of 166 work days and maximum of 260 days, extending an academic year, as specified in the annual Regular Faculty Calendar posted on the Employee tab of MyOJC in the Payroll Information section under Payroll Calendars. Contract work days are comprised of both teaching/class and non-class responsibilities, such as registration and advising, staff development, orientation, planning and other assignments as determined by the Vice President of A
	Teaching assignments for regular faculty members are calculated based on direct instruction activities and average 28 hours per week for the academic year. Faculty teaching assignments (including courses, times and locations) will be made by the department chair in consultation with the Vice President of Academic Affairs. 
	 
	Full-time faculty members are expected to work a minimum of forty hours per week, as specified in BP 3-80. Faculty members are expected to perform all duties assigned by the college including meeting all class and office hour commitments, providing college and/or CCCS service, engaging in professional development activities and serving the community as delineated in the faculty work plan or as approved by department chairperson.  
	 
	These professional duties may be performed either on or off campus. Full-time faculty members must, at a minimum, be on campus on an average of five days a week and no fewer than 30 hours per week. "On campus" consists of actual time spent on campus for teaching, committee work, and other required assignments.  
	 
	Department chairs must, at a minimum, be on campus an average of five days a week and in excess of 30 hours per week during standard hours of operation.  
	 
	Full time faculty will not be paid an inconvenience fee if the course is cancelled. 
	 
	SUMMER SEMESTER  
	Full time faculty members are not required to teach during the summer semester; however, faculty members who choose to teach summer classes may teach up to 12 credit/contact hours.  
	 
	Course Reassignment  
	Regular faculty may be given reassigned time from their teaching assignments when other responsibilities are assigned in excess of the normal load. Reassigned time must be approved in advance by the President. 
	 
	GENERAL INFORMATION 
	 
	ABSENCE/SICK LEAVE PROCEDURES 
	If you know you will be absent on a specific day for reasons such as medical/dental appointments, jury duty, or a funeral, please follow this protocol: 
	1. Complete the Leave Request form online (MyOJC Employee Tab) as soon as you know the date of impending absence.  Do this PRIOR to your absence.  Click the Electronic Signature button to sign your completed leave.  The Submit for Approval button will activate.  Once you click the Submit for Approval button, it will then send your request to your Department Chair/Supervisor. Once they have approved the leave, a notice will be sent via email.   
	2. If you did not take the amount of leave approved, submit another leave request with negative (-) hours reflecting leave not taken.  You must enter a Start and End time.  
	PLEASE NOTE:  If you have a change in your regular class schedule or posted office hours, contact your department chair and Donna Eddy in Instructional Services (719-384-6884) so that both can field inquiries appropriately and professionally.  This does include field trips.  
	 
	If you are too ill to report to work or have a last-minute family, home, or medical emergency, please follow this protocol: 
	1. Call Donna Eddy in Instructional Services – 719-384-6884.  Also call your department chair.  Calling early enables Instructional Services to post signs in the event of an unplanned absence. 
	2. Complete the Leave Request/Report form online the day you return.   
	Request and Authorization for Leave 
	 
	 
	 
	ACADEMIC CALENDAR 
	The OJC academic calendar is created and approved two years in advance of the academic year to which the calendar applies. The office of Instructional Services is responsible for drafting the calendar. Instructional Services takes into account the scheduling needs and parameters of the college as well as the academic calendars of local school districts in the drafting process.  
	 
	The OJC President’s Cabinet approves the final calendar. The drafting and approval process for the academic calendar is completed by the end of March for the academic year two years hence. 
	 
	OJC operates on the semester system.   
	https://www.ojc.edu/catalog/general/catacademiccalendar.aspx
	https://www.ojc.edu/catalog/general/catacademiccalendar.aspx
	https://www.ojc.edu/catalog/general/catacademiccalendar.aspx

	  

	 
	ACADEMIC CODE OF INTEGRITY  
	OJC is committed to a high standard of academic integrity among its faculty and students.  Faculty and students should maintain a spirit of honesty and honor in our academic endeavors. 
	The following guidelines may help students identify what might constitute cheating, but are not limited to this list. 
	a) As a general rule, it is using the ideas, words, and work of another (others) and passing them off as your own. 
	b) Specific examples include, but are not limited to: 
	 Copying homework of another student. 
	 Copying homework of another student. 
	 Copying homework of another student. 

	 Failure to cite sources used in writing assignments 
	 Failure to cite sources used in writing assignments 

	 Bringing facts or any aid not allowed by the instructor to an exam situation for the purpose of copying or referencing them on the exam. 
	 Bringing facts or any aid not allowed by the instructor to an exam situation for the purpose of copying or referencing them on the exam. 

	 Bringing pre-written essays into an exam situation. 
	 Bringing pre-written essays into an exam situation. 

	 Copying another student’s work on an exam. 
	 Copying another student’s work on an exam. 

	 Making up sources and information for inclusion in a research paper. 
	 Making up sources and information for inclusion in a research paper. 

	 Using research papers found online. 
	 Using research papers found online. 

	 Giving or receiving information on any assignment or exam where working with others is not allowed by the instructor. 
	 Giving or receiving information on any assignment or exam where working with others is not allowed by the instructor. 

	 Obtaining a copy of an exam, by whatever means, before it is administered. 
	 Obtaining a copy of an exam, by whatever means, before it is administered. 

	 Copying from published material as it is written, copying most of the text and changing a few words here and there, or restructuring sentences of the text. 
	 Copying from published material as it is written, copying most of the text and changing a few words here and there, or restructuring sentences of the text. 

	 Claiming an idea is your own when it is not. 
	 Claiming an idea is your own when it is not. 

	 Having someone else take an exam for you or complete an assignment for you. 
	 Having someone else take an exam for you or complete an assignment for you. 


	 
	 
	 
	 
	 
	ACADEMIC FREEDOM AND RESPONSIBILITIES  
	OJC honors its faculty, instructors and staff with the academic freedom common in other institutions of higher education as defined by the American Association of University Professors. See OJC procedures for more information.   
	 
	ACADEMIC INTEGRITY/PLAGIARISM  
	The majority of problems with academic honesty involve plagiarism. Plagiarism is defined as the act of using words and/or ideas from another person or source without acknowledgment of debt to that person or source and is a serious academic crime. Students are expected to do their own work.  
	 
	Academic Integrity at OJC 
	 
	In alignment with the institutional mission, Otero Junior College values academic integrity, and this policy is meant to uphold quality higher education. As such, all employees and students are expected to comply with the standards described in this document whether or not they are directly involved.  In short, it is expected we follow the “see something, say something” spirit of quality higher education at Otero Junior College. To understand academic integrity, we must understand academic dishonesty.  Acad
	 
	It is noted that this policy exists to protect both the student and the institution.  When an academic hearing--explained below--is scheduled, the student has a right to appeal.  Academic dishonesty is an academic matter, not a criminal one, so the institution reserves the right to follow the rules of “preponderance of evidence” and not “evidence beyond a reasonable doubt.” The spirit of this policy is to give rights to the accused student, educate students on the consequences of academic dishonesty, and to
	 
	The following are examples of academic dishonesty.  This list is not exhaustive but rather indicative of common types of academic dishonesty with examples.  Other types or examples may exist and are subject to the same consequences described herein: 
	 
	1. Cheating--intentionally using or attempting to use unauthorized materials, information, or study aids in any academic exercise.   
	a. Possessing unauthorized notes or additional sources of information during an exam. 
	b. Possessing term papers, exams, lab reports, or other assignments for distribution, which were supposed to be turned in to the instructor. 
	c. Giving or receiving answers by the use of any signals or technology during an exam or quiz. 
	2. Fabrication--intentional and unauthorized falsification or invention of any information or citation in an academic exercise. 
	a. Inventing data or providing a false account of how the data was generated or collected, also known as counterfeiting data or research results. 
	b. Providing a false research citation--representing an abstract or review as the primary source itself. 
	c. Falsifying documents for the excuse of absences or missed assignments. 
	3. Facilitating Academic Dishonesty--being party to any infractions of academic dishonesty described herein. 
	a. Allowing another student to submit one’s paper as their own. 
	b. Providing unauthorized copies of any previously completed coursework for distribution to other students. 
	4. Plagiarism--deliberately reproducing another’s ideas, words, data, etc.  as one’s own without giving credit to the original author. 
	a. One quotes another, in whole or in part, without acknowledging the original author--this includes print, video, media, and online sources. 
	b. One completely paraphrases another’s words, ideas, data, etc. without acknowledging the author--this includes print, video, media, and online sources. 
	5. Unauthorized Collaboration--also known as “complicity.” One intentionally shares academic information or works in collaboration with another student in an unauthorized manner. 
	a. Permitting another student to copy answers on an assignment, exam, etc. 
	b. Taking an exam or any portion of a course for another student.  This includes allowing a student to copy a paper, lab report, computer program, or any other assignment for another student. 
	6. Multiple Submissions--also known as “Self-Plagiarism.” Recycling previously completed work from one class to another. It is noted that a student may be allowed multiple submissions of an assignment if and only if all instructors involved give express permission.  
	a. Submitting a paper written for one class to another. 
	b. A student is retaking a class and submits the work they used in a previous section of that class. 
	 
	Special Circumstances Regarding Facilitating Academic Dishonesty 
	 
	Students who facilitate academic dishonesty but are no longer enrolled in the course section in which the academic infraction occurred are still subject to consequences.  However, because they are no longer enrolled in the course--due to passing, withdrawing, etc--the issue will become a student conduct issue and be judged by student conduct personnel. 
	 
	Personnel at Otero Junior College are also subject to consequences for facilitating academic dishonesty.  Should any personnel at Otero Junior College be found to have facilitated any level of academic dishonesty, the issue and evidence will be submitted to the Vice President of 
	Academic and Student Affairs and the Director of Human Resources.  The issue will then be considered a performance and employment issue to be dealt with by those governing bodies. 
	 
	Levels of Infraction 
	 
	It is noted that some infractions of academic dishonesty are more egregious than others.  To that end, this policy categorizes them from minor to egregious with consequences for each.  It is important to note that multiple minor infractions in the same course or across multiple courses can result in an automatic egregious violation with the appropriate consequences. Students should be aware that they may not withdraw from a course if they are receiving a failing grade due to academic dishonesty. 
	 
	1. Minor Infraction 
	a. Examples include but are not limited to: 
	i. Repeated improperly formatted citations. 
	ii. Complete omission of references, bibliography, or Works Cited. 
	iii. Patch-writing--also known as a partial paraphrase.  The student attempted to reword the original but still relied too much on the original wording or structure. 
	iv. Cut and paste from a source without proper quotation or citation. 
	b. Consequences 
	i. First infraction--the student will schedule training with the Educational Resource Specialist or Coordinator of the Learning Commons. 
	ii. Second infraction--failure of the assignment. 
	iii. Third and all subsequent infractions risk automatic egregious infraction consequence (see “consequences” under “egregious” below). 
	2. Standard Infractions 
	a. Any instances of cheating, plagiarism, fabrication, or facilitating academic dishonesty as described above. 
	b. Examples include but are not limited to: 
	i. Deliberate omission of all sources. 
	ii. Cheating on an exam. 
	iii. Distributing answers. 
	iv. Falsifying any information on an academic exercise. 
	c. Consequences 
	i. First infraction (or multiple minor infractions)--failure of the assignment.  
	ii. Second infraction and subsequent infractions risk and automatic egregious infraction consequence (see “consequences” under “egregious” below). 
	3. Egregious Academic Violations 
	a. Above and beyond standard academic violations--what constitutes “above and beyond” will be decided at the discretion of the instructor, the Academic Integrity Review Board, and/or the Vice President of Academic and Student Affairs. 
	b. Examples may include but are not limited to: 
	i. Second standard academic violation. 
	ii. Providing prior exams, projects, papers, or coursework for the purpose of cheating. 
	iii. Stealing and/or copying exams. 
	iv. Impersonating another student in any course. 
	v. Obtaining work from another student or professional service. 
	vi. Widespread collusion of student violators. 
	c. Consequences 
	i. Failure of the course. The student may also risk expulsion from the college.  
	 
	Procedure 
	 
	If a faculty member believes any infraction of academic dishonesty has occurred, the faculty member is to conduct an independent investigation and gather evidence of the infraction. If the violation is confirmed, the faculty member must notify the chair with the evidence, report to the Associate Vice President of Academic Affairs, and make a reasonable effort to contact the student within five business days. The faculty member is required to make a reasonable effort to schedule a meeting with the accused st
	 
	During the initial evidentiary meeting, the instructor will present the evidence to the student, tell the student of the consequence they will receive, and give them information about the appeals process. At the end of the meeting, both the instructor and the student will sign the “Academic Violations Form” as proof the student was given this information.  This form is not an admission of guilt on the part of the student. Rather, it is an artifact proving the student received evidence, notification of their
	 
	Upon completion of the meeting, the instructor will send digital copies of the evidence and completed Academic Violations Form to the Chair and the Associate Vice President of Academic Affairs.  If the student chooses not to appeal the decision, a violation of academic integrity will be placed in their student profile on Navigate in order to track multiple instances of violations across multiple classes.  Multiple instances of academic dishonesty across multiple classes can result in an “egregious violation
	 
	Appeals Process 
	A student has the right to appeal the decision of the faculty member.  During the process, the student is expected to continue to attend class, complete work, and respect the discretion of the process by not sharing with other students. The Academic Integrity Review Board will oversee the hearing for all students.  The Academic Integrity Review Board will be made up of the chair of the department from where the accusation was made, the Associate Vice President of Academic Affairs, the Vice President of Acad
	meeting with the Academic Integrity Review Board and notify the student of the date of the appeal hearing. 
	 
	If the appeal is for a minor infraction, the entire Academic Integrity Review Board may not be obligated to meet.  One additional faculty member from another department may be called upon to review the evidence and support or challenge the instructor’s decision.  If the decision of the faculty is challenged, then the entire Academic Integrity Review Board will meet. Should the decision of the instructor be upheld, the consequences described above will be enacted and a record of the infraction will be placed
	 
	For standard infractions, two additional people from the Academic Integrity Review Board will be called upon to review the evidence: it will constitute the chair of the department from where the accusation came, two faculty members from another department(s), and the Associate Vice President of Academic Affairs.  A 75% majority will be required to uphold the faculty member’s decision. Should the decision of the instructor be upheld, the consequences described above will be enacted and a record of the infrac
	 
	Should a student appeal an accusation of an egregious violation, then the entire Academic Integrity Review Board will meet to review the evidence and decide whether or not to uphold the decision of the instructor.  A majority must support upholding the decision. Should the decision of the instructor be upheld, the consequences described above will be enacted and a record of the infraction will be placed on the student’s profile in Navigate to track multiple violations. The student may also risk expulsion fr
	 
	Should the decision of the faculty member be overturned in any of these instances, the student is absolved of guilt, the violation will not be placed on their record, and they will receive a grade for the work as if the accusation never took place. The student has the right to request a “second opinion” on the grade they receive on the work should they have evidence a prejudice exists on the assignment in question. 
	 
	Special Circumstances Regarding Timing: 
	There are times when the timeline outlined in this policy may not be appropriate for college or life circumstances: illness, travel, scheduled breaks, etc.  In such cases, all parties involved will follow the “good faith” rule to comply with the timeline as closely as possible. Should the violation occur at the end of the semester, returning students will face the consequences outlined above. The issue will need to be resolved within two weeks of the end of the semester or wait until the beginning of the se
	 
	ASSESSMENT 
	Institutional Student Learning Outcomes are statements that represent the knowledge and/or abilities a student should obtain and/or be able to demonstrate throughout a given course. Institutions of higher learning are becoming increasingly involved in conducting assessment of these outcomes in an effort to continually improve critical processes and teaching strategies. 
	  
	As full-time faculty, you agree to include Student Learning Outcomes in your syllabus that may be formally assessed in any given semester (not all courses are assessed each semester).  These include a brief statement of what students should know and be able to do, as well as how the outcome will be measured (i.e., include terms such as “define,” “identify,” “construct,” etc. and explain the method of assessment). Your department chair will provide you with the information and direction necessary to fulfill 
	 
	BEFORE FIRST CLASS MEETING 
	Print Class List: 
	 MyOJC Portal Log In 
	 Username in S Number 
	 Username in S Number 
	 Username in S Number 

	 Initial password is birthday in numeric form MM/DD/YY.  You will then be prompted to establish a new password that must contain at least one letter and one number.  
	 Initial password is birthday in numeric form MM/DD/YY.  You will then be prompted to establish a new password that must contain at least one letter and one number.  

	 Go to the Faculty tab  
	 Go to the Faculty tab  

	 On the left hand side, you will find the Faculty Dashboard and your classes. 
	 On the left hand side, you will find the Faculty Dashboard and your classes. 

	 The first icon is the link to your class list. 
	 The first icon is the link to your class list. 

	 Print.  You may want to use this list for attendance the first couple of days and follow up with students who do not show to classes. 
	 Print.  You may want to use this list for attendance the first couple of days and follow up with students who do not show to classes. 


	 
	 
	 ACTIVATE COURSE 
	 Desire2Learn Log in 
	 Username is S Number 
	 Username is S Number 
	 Username is S Number 

	 Passwords should not be changed inside of D2L, only in the MyOJC portal.  The password will be identical to your MYOJC password.  
	 Passwords should not be changed inside of D2L, only in the MyOJC portal.  The password will be identical to your MYOJC password.  

	 In the event the MyOJC portal is not available, access to D2L is at: 
	 In the event the MyOJC portal is not available, access to D2L is at: 
	 In the event the MyOJC portal is not available, access to D2L is at: 
	http://ojc.desire2learn.com
	http://ojc.desire2learn.com

	  


	 Faculty should ensure all courses are active by going to the course homepage, selecting Edit Course, then Course Offering Information, and checking the Course is Active box.  
	 Faculty should ensure all courses are active by going to the course homepage, selecting Edit Course, then Course Offering Information, and checking the Course is Active box.  


	 
	 
	 
	UP-LOAD SYLLABUS TO D2L 
	 Log into Desire2Learn 
	 Click on the title of a course to open it 
	 Click on the title of a course to open it 
	 Click on the title of a course to open it 

	 Click on “Content” located on the red tool bar 
	 Click on “Content” located on the red tool bar 

	 Click on “Table of Contents” on the left menu bar 
	 Click on “Table of Contents” on the left menu bar 

	 Make a new module “Course Syllabi” 
	 Make a new module “Course Syllabi” 

	 Go to the New Button 
	 Go to the New Button 

	 Select Upload Files 
	 Select Upload Files 

	 Click on my computer and upload 
	 Click on my computer and upload 

	 Find your file that you wish to upload, select the file, and select Open 
	 Find your file that you wish to upload, select the file, and select Open 

	 You need to place the Syllabus in a module. If your course is empty, you will need to add a module first. If you already have a module, select it using the drop down menu under the Parent Module. To add a module, click on “add a module”. In the new window, type in the name of your module in the title box (ex. Course Information). Then click the Add button.  
	 You need to place the Syllabus in a module. If your course is empty, you will need to add a module first. If you already have a module, select it using the drop down menu under the Parent Module. To add a module, click on “add a module”. In the new window, type in the name of your module in the title box (ex. Course Information). Then click the Add button.  

	 Click the “Copy” button to finish. The course syllabus is now added into the Content area of your course.  
	 Click the “Copy” button to finish. The course syllabus is now added into the Content area of your course.  


	 
	BOOKSTORE 
	OJC’s bookstore is a “virtual bookstore” and is accessed online through the “Bookstore” link on OJC’s website at www.ojc.edu.  Any books or material required for courses can be purchased and ordered through this site.  Students can buy new or used books, rent books, or purchase E-books.  The books will be delivered to the student’s home or specific mailing address. 
	 
	The OJC virtual bookstore accepts traditional forms of payment, including financial aid/scholarship vouchers, credit/debit cards, PayPal, checks and money orders.  If a student intends to use financial aid for his or her books, that student must visit OJC’s financial aid office for consultation and approval.  Upon approval they will have access to their financial aid money on the virtual bookstore to pay for their books online. 
	 
	Used books can also be sold back through this virtual bookstore.  The student will be provided with a prepaid label to ship their books back for cash.   OJC will also have an on-site buyback 2-3 times a year for students to sell their books back at the end of each semester. 
	 
	CANCELED OR SHORTENED CLASS SESSIONS   
	Fifty minutes of classroom instruction constitute one instructional hour, and many students are sensitive to the length of time for which they have “contracted.”  Meet classes; meet needs.  However, if an emergency causes cancellation of a class session, the time and coverage of material must be made up during the remainder of the academic term.  The Instructional Services Office and students need to be informed of any cancellations ahead of time when 
	possible; office personnel can assist in notifying students. If possible, please provide coverage for your classes. 
	 
	CLASSROOM PROTOCOL: 
	Assigned campus classrooms will not be changed without prior approval from the Vice President of Academic Affairs.  If the facilities are not suitable for a particular course, every effort will be made to meet student needs.  Classrooms are opened prior to course starting times.  If a room is locked, campus security can offer assistance when called at 469-2613.  Other responsibilities include monitoring student behavior, turning off lights, erasing boards, locking smart station units, and if applicable, clo
	 
	CLASSROOM MANAGEMENT 
	Disciplinary Procedure: 
	Students are expected to adhere to the Student Code of Conduct, policies and procedures of the College. If students are charged with violating this College’s code, they are entitled to have these procedures followed in the consideration of the charge. Copies of the Student Disciplinary Procedure are available from the Vice President of Student Affairs. 
	 
	Student Complaints:  
	Only after faculty has had the opportunity to work through problems is the matter referred to the Department Chair.  If the problem is unresolved at this level, the student may then appeal to the Vice President for Instruction.  The Vice President's decision on the matter is final. 
	 
	 
	 
	COMPUTER DRIVES 
	When saving information on your computer, it is advisable to save to either the N: drive (personal drive) or the O: drive (shared drive) as these drives are backed up daily. The C: drive or your desktop will not be backed up. 
	 
	 
	 
	COPYING 
	Copying machines can be found in Macdonald Hall (Instructional Services office), McBride Hall (Student Services Center, Computer Center), Life Science (Nursing office), Wheeler Hall (Learning Commons) and Humanities Center (Room 106 next to International Relations office).  An account name (number) is required for machine usage. Assistance can be found in the copy area. Remember that copying should be held to a minimum.  
	 Canon copiers 
	 Canon copiers 
	 Canon copiers 


	• Instructional Services, Student Services, Nursing, etc. 
	• Enter the Department ID (a 4-digit code identifying your department) 
	• Leave the password field blank 
	 Konica Minoltas 
	 Konica Minoltas 
	 Konica Minoltas 


	• Enter the copier code number assigned to you in the Department name field 
	• Leave the password field blank 
	If needed, assistance from a staff member in the area can assist with ID numbers and proper use of copier.  The Student Services office is available to help with copies after the normal day work hours. 
	 
	COURSE SYLLABUS 
	All faculty and instructors are required to have an approved course syllabus on file in the Instructional Services office for each class prior to the first day of the semester.  The approval process consists of faculty members or instructors submitting a syllabus for each course to their respective Department Chair.  When the syllabus has been approved, the Chair’s initials and the academic year will appear in the upper right hand corner of the first page of the syllabus.  Courses taught by Department Chair
	 
	DESIRE2LEARN (D2L)/TECHNOLOGY-BASED INSTRUCTION 
	Given the extent to which technology has become essential to most professions and permeates personal life as well, OJC strives to maximize the use of technology as a teaching and learning tool. Desire2Learn (D2L) is the learning management system used by all colleges in the CCCS. 
	 
	All faculty and instructors are required to use D2L. Minimum use expectations are described below. Instructors are encouraged to make use of IPads, mobile devices, Web 2.0, smart technologies, immersive learning strategies, and an array of multimedia applications to enhance learning, interactivity and the use of technology in the classroom.  
	D2L EXPECTATIONS 
	All instructors are required to, at minimum, use D2L in the following ways: 
	• Upload a copy of the approved course syllabus in the content section for each course, 
	• Upload in a ADA pdf format any written handouts or lecture notes provided in class, 
	• Maintain the online grade book for each course with regular updates, 
	• Create and regularly update the attendance register for each course, 
	• Use the D2L e-mail system for all written correspondence with students in order to maintain compliance with Family Educational Rights and Privacy Act (FERPA) requirements. 
	• Ensure that all documents in D2L comply with Web Accessibility Guidelines 
	 
	Instructors of traditional classroom courses wishing to expand their online presence beyond these minimum expectations - such as by allowing students to turn in work on D2L, posting web links or encouraging online discussions - are invited to do so. 
	 
	EARLY ALERT SYSTEM 
	The Early Alert System is designed to let students know how they are doing.  Faculty report grades three times during the semester of their progress.  As part of the early alert system, grades need to be submitted through the MyOJC, Faculty tab, on the 4th, 8th, and 11th weeks. The Department Chair or Student Services Center will send out reminders. 
	 
	EMAIL 
	Email is available through Outlook on your computer. There are also two ways to access email from off campus:  
	 
	Option 1:  Access Email via Portal 
	1. Access the OJC website via http://www.ojc.edu 
	2. Click the MyOJC link in the upper right hand corner. 
	3. Log in with your S number and password (not your computer password). 
	4. Click the Faculty/Staff Mail Link in the upper right hand section. 
	5. If this is the first time setup, you will be prompted to input your username in the following format: OJC (backslash and S number here:  ojc\S number) and your computer password.  Click Save and it will log you into the web based email system. 
	 
	This makes your email single sign-on from the portal (only).  During future access you should not have to sign in unless your computer password changes or expires, at which time, you will need to enter your new password and save it.  While using the email through the portal, it is best to just close the email window rather than logging off.  If you log off of the web based email while in the portal, you will have to log out of the portal and back in, in order to have access to your email again.  
	 
	Option 2: Access Email via Web 
	1. Go to http://www.ojc.edu. 
	2. Click About OJC -> Faculty & Staff -> Faculty/Staff Web Mail. 
	3. At Domain/Username textbox type in: ojc\S number. 
	4. Enter the password you use to log onto your computer. 
	It will display your inbox.  To access other folders in your email, click the yellow folder above the word "Inbox" in the left hand pane. 
	 
	 
	 
	 
	EVALUATION PROCESS FOR FACULTY  
	 
	2020 - 2021 Academic Affairs Evaluation of Faculty Performance Process 
	Table
	TBody
	TR
	Span
	Personnel 
	Personnel 

	Part-time 
	Part-time 
	Instructor 

	Part-time Instructor 
	Part-time Instructor 

	Faculty 
	Faculty 
	(Provisional) 

	Faculty 
	Faculty 
	(Non-provisional) 


	TR
	Span
	Number of Years 
	Number of Years 
	in Position 

	7 years or less 
	7 years or less 

	8 years or more 
	8 years or more 

	3 to 4 years or less 
	3 to 4 years or less 
	 

	4 or more years 
	4 or more years 


	TR
	Span
	Contract 
	Contract 

	Faculty Load and Compensation 
	Faculty Load and Compensation 

	Faculty Load and Compensation 
	Faculty Load and Compensation 

	Annual 
	Annual 
	 

	Annual 
	Annual 


	TR
	Span
	Observation by Administration or Chair 
	Observation by Administration or Chair 

	1 course per semester 
	1 course per semester 

	1 course per Spring semester 
	1 course per Spring semester 

	1 course  
	1 course  
	per semester 

	1 course per year 
	1 course per year 
	Fall Semester Rotation, 
	CTE and Humanities 
	Spring Semester Rotation, Health Professions and Math/Science  


	TR
	Span
	Student Evaluations 
	Student Evaluations 

	All courses via D2L 
	All courses via D2L 

	All courses via D2L 
	All courses via D2L 

	All courses via D2L 
	All courses via D2L 

	All courses via D2L 
	All courses via D2L 


	TR
	Span
	Peer Reviews 
	Peer Reviews 

	Not Applicable 
	Not Applicable 

	Not Applicable 
	Not Applicable 

	1 course,  
	1 course,  
	every other year 

	1 course,  
	1 course,  
	every other year 


	TR
	Span
	Evaluation/Feedback from VPASA 
	Evaluation/Feedback from VPASA 

	As recommended by  Chair 
	As recommended by  Chair 

	As recommended by Chair 
	As recommended by Chair 

	As recommended Chair 
	As recommended Chair 

	As recommended by Chair 
	As recommended by Chair 




	 
	BP 3-10 – Administration of Personnel 
	State Board for Community College and Occupational Education Administration of Personnel 
	https://www.cccs.edu/policies-and-procedures/board-policies/bp-3-10-administration-of-personnel/
	https://www.cccs.edu/policies-and-procedures/board-policies/bp-3-10-administration-of-personnel/
	https://www.cccs.edu/policies-and-procedures/board-policies/bp-3-10-administration-of-personnel/

	 

	 
	FERPA (FAMILY EDUCATION RIGHTS AND PRIVACY ACT OF 1974) 
	Under the Family Education Rights and Privacy Act of 1974, the information in student files may only be released under specific conditions. Current or former students of OJC have complete access to their records and may view them upon request at the Student Services Center. If records contain errors, appeals in writing must be submitted to the Vice President of Student Affairs. 
	 
	The following are considered public information and may appear in college directories, publications and news releases, or be disclosed to anyone inquiring: 
	• Name, Address 
	• Phone Number 
	• Date/Place of Birth 
	• Major Field of Study 
	• Participation in Officially Recognized Activities and Sports 
	• Weight and Height of Athletic Team members 
	• Dates of Attendance 
	• Degrees and Awards Received 
	Students may withhold disclosure of public information by filing a written request with the Student Services Center.  All other information in student records is considered private and not open to the public without written student consent. Only the following individuals, because of their official function, have access to this information: OJC officials; state or federal authorities; officials evaluating application for financial aid; state and local officials requesting reporting data; organizations conduc
	 
	FIELD TRIP/OFF CAMPUS CLASSROOM ACTIVITIES  
	Field trips for OJC students must be designed to complement or reinforce concepts explored in a course or program, enhancing student learning and providing opportunities to expand understanding. Class field trips are those trips taken with students to off-campus locations during regular class time, although potentially extending beyond the regular class period. Student club activities are not considered field trips.  
	 
	Approval: 
	All field trips must be approved prior to the date of the trip by the department chair. Field trip requests should include:  
	• The purpose and rationale for the trip, identifying the course associated with the trip;  
	• Number of students attending;  
	• Detailed itinerary including destination, duration, departure date and time;  
	• Names of people teaching and supervising the field trip;  
	• Transportation plan;  
	• Costs associated with the trip.  
	A Student Waiver of Liability, Conduct and Medical Release form for the trip must be completed and signed by each student planning to attend and submitted to the department chair prior to the trip. A copy of the Student Waiver of Liability, Conduct and Medical Release form is available on the Faculty tab in MyOJC in the Faculty Forms section or from the division administrative assistant. A copy of the syllabus provided to the students reflecting the field trip 
	procedures and practices should be attached to the waiver and release form submitted for record keeping. 
	  
	Field Trip Description: 
	The instructor must provide students with a field trip description that includes, at minimum, the following information:  
	• Objectives of the field trip;  
	• All relevant safety, physical or emotional issues that may be associated with the trip to ensure that students are aware of any obstacles they might encounter (e.g., strenuous exercise including hiking or climbing, limited oxygen at high altitudes, wild animals, loose rocks, chemical hazards);  
	• An invitation for students to discuss personal challenges or constraints due to medical, physical or emotional limitations individually with the instructor prior to the field trip; every attempt should be made to accommodate constraints where reasonable; no student should be prohibited from participating unless the needed accommodations are beyond the capacity of the college and/or trip facilities;  
	• Prohibitions of students and staff from using alcohol or drugs on any OJC-sponsored field trip activity as required by the Drug Free Schools Act and the Drug Free Workplace Act and detailed in SBCCOE Policy BP 19-30 and CCCS President’s Procedure SP 19-30;  
	 
	 
	Attendees: 
	All field trips must be accompanied by a OJC faculty or staff member, with at least one other responsible party identified and in attendance. The second responsible party may be a field trip participant. Only those people who are eligible to participate in or attend field trips are authorized to do so. Eligible participants include:  
	• Students who have enrolled, paid for (if applicable), and signed the waiver and release form prior to the trip departure.  
	• Faculty, staff and/or outside resource people who are contributing to the field trip learning experience.  
	Family, friends and others who are not OJC faculty or staff members or identified resource people are not allowed to participate unless authorized by a responsible party from the college prior to the conduct of the trip.  
	 
	Transportation:  
	Students are responsible for arranging their own transportation for field trips. 
	  
	Expense Reimbursement: 
	Prior approval is required for any reimbursement for expenses incurred in relation to the field trip.  
	 
	 
	 
	 
	Conduct and Responsibilities:  
	Students and staff members are expected to conduct themselves in a manner consistent with on-campus standards. Violators will be subject to disciplinary actions as outlined in the Student Code of Conduct and Human Resource procedures.  
	 
	When on a field trip, faculty and staff members are responsible for the safety, conduct and welfare of the participants from the beginning to the conclusion of the field trip. Faculty and staff members supervising the field trip are authorized to terminate the trip, or the participation of any individual, at any time during the trip, if safety and conduct expectations are not met. 
	 
	 
	FITNESS CENTER  
	Full-time OJC employees with an OJC ID are encouraged to use the fitness center. The center has free weights, tread mills, elliptical trainer, nautilus equipment, and racquetball courts.  
	 
	GRADES 
	Tests and grading are the responsibility of the faculty member/instructor. Final examinations are to be administered during the last week of class.  Grades should not be posted. 
	The academic standing of students at OJC is indicated by letter grades that have the following interpretation: 
	 A Excellent or Superior (4 quality points per semester hour) 
	 B Good  (3 quality points per semester hour) 
	 C Average (2 quality points per semester hour) 
	 D Deficient (1 quality point per semester hour) 
	 F Failure  (0 quality points per semester hour) 
	 I Incomplete 
	 S Satisfactory 
	 U Unsatisfactory 
	 S/A Satisfactory  (A-level) work in a developmental course 
	 S/B Satisfactory  (B-level) work in a developmental course 
	 S/C Satisfactory  (C-level) work in a developmental course 
	 U/D Unsatisfactory  (D-level) work in a developmental course 
	 U/F Unsatisfactory  (F-level) work in a developmental course 
	 W Withdrew  
	AW Administrative Withdrawal  (available as an individual college option) 
	 AU Audit 
	Place Holders 
	SP Satisfactory Progress 
	Z Grade not yet reported 
	R Repeat Field 
	CPL Prior Learning Credit 
	CNG Conversion – No Grade 
	AU- Audit  
	By auditing a course, a student may participate in course activities, but does not receive a formal transcript grade. Students must indicate intent to audit a course at registration or by the deadline listed in the course schedule. Audited courses are not eligible for the College Opportunity Fund stipend. Students will be responsible for the full in-state or out-of-state tuition. Audited courses do not meet the credit hour requirements for financial aid or veteran benefits and may not be applied to certific
	 I- Incomplete  
	 
	The "Incomplete" grade is a temporary grade and is designed for students who because of documented illness or circumstances beyond their control are unable to complete their course work within the semester, but have completed a majority of the course work (defined as at least 75% of all course assignments and tests) in a satisfactory manner (grade C or better).  
	If circumstances beyond the student's control prevent the student from completing a test or assignments at the end of the term, then it is the student's responsibility to initiate the request for an "Incomplete" grade from the instructor. The instructor will determine whether the student has a reasonable chance of satisfactorily completing the remaining course activities in a timely manner.  
	 
	In requesting an "Incomplete" grade the student must present to the instructor the documentation of circumstances justifying an "Incomplete" grade.  
	The instructor will complete and sign an "Incomplete Grade Contract" and will submit it to Student Services with final grades for the semester. Student Services will send a copy of the "Incomplete Grade Contract" to the student. Instructor must assign an Incomplete Grade on the regular grade roster in a timely fashion. 
	  
	Incomplete Grade Contract must include the following information:  
	1. Student Name (F, MI, L):  
	2. Student #:  
	3. Course Number and Section:  
	4. Reason for assigning a grade of incomplete (statement of extenuating Circumstances):  
	5. Work to be completed for removal of incomplete grade (instructor should be very specific including the work to be done and how the final grade is to be calculated):  
	6. Evidence of completion of 75% of the semester course work:  
	7. Completion of a work plan that includes the following:  
	• What, when and how assignments and tests will be submitted to complete the course 
	• The time period in which the work must be completed 
	8. Instructor Signature and Date 
	9. Student Signature and Date 
	 
	Students are encouraged to let instructors know, as soon as possible, if they are having difficulties with any part of the course. In the event that a student and instructor cannot reach resolution concerning an Incomplete, then the student should contact the Instructional Officer of the college.  
	 
	Military personnel and emergency management officials who are required to go TDY in the middle of a term should contact their instructor for special consideration. Documentation of official TDY assignment is required and must be approved by the Vice President of Academic Affairs.  
	Incomplete grades which are not converted to a letter grade by the instructor after one subsequent semester (not including summer semester) will revert to an F grade. If the student would have earned a letter grade higher than an F without completing the work, faculty may submit that higher grade before the automatic conversion to F.  
	 S- Satisfactory  
	The satisfactory grade is equivalent to a grade of "C or better."  The course will count in attempted and earned credits, but will not carry quality points.  
	 U- Unsatisfactory  
	The unsatisfactory grade is equivalent to a "D" or "F" grade. The course will count in attempted credits, but will not carry earned credits or quality points.  
	 S/A, S/B, S/C 
	These are satisfactory grades awarded only for developmental courses. The A, B, and C indicate the level of satisfactory performance. These grades are not included in the GPA calculation. The course will count for attempted and earned credits.  
	 U/D, U/F  
	These are unsatisfactory grades awarded only for developmental courses. The D and F indicate the level of unsatisfactory performance. These grades are not included in the GPA calculation. The course will count in attempted credits, but will not carry earned credits.  
	W- Withdrawal  
	Students withdrawing from any course after the census date (15% of class days) and prior to withdrawal date (80% of class days) have the grade of "W" recorded on their permanent record.  
	 A/W- Administrative Withdrawal  
	This "withdrawal" grade is assigned by the college when a student has been withdrawn administratively for administrative reasons. No academic credit is awarded. The course will count in attempted hours.  
	 SP- Satisfactory Progress  
	This symbol is limited to certain approved courses that extend beyond the end of a normal semester. No academic credit is awarded until the course is completed.  
	 Z- No Grade Submitted  
	The symbol of "Z" is a temporary grade entered by the Registrar when a grade is not received from the course instructor. This "Z" grade is replaced and credit is awarded upon the Registrar's receipt of the grade.  
	 CPL- Prior Learning Credit  
	Within Banner there must be a symbol in the Grade column. A symbol of "CPL" indicates that the course and credits to which it is attached were awarded according to BP 9-42, Credit for Prior Learning.  
	 CNG- Conversion No Grade  
	In the Legacy System, courses could exist on a transcript with no grade posted. These courses have been migrated to Banner with a symbol of "CNG", defined as Converted No Grade.  
	 R- Repeat Field  
	The Repeat Field on the transcript will be marked I - Include in hours and GPA calculation, A - Exclude from earned hours and GPA calculation, or A Exclude from earned hours but count in GPA calculation.  
	 
	GRADE REPORTS 
	The Office of Student Services will initiate an email request for a Final Grade reporting.  Final Grades are to be posted in Banner two days following the end of the semester at 5:00 p.m.  Any circumstances preventing adherence to this deadline must be communicated to the Vice President of Student Affairs.  
	 
	 
	GUEST SPEAKERS  
	Individual faculty and instructors have the right to invite anyone they choose as an occasional guest or guest speaker to their classes. This right carries with it the assumption of individual responsibility, as follows:  
	• The appearance of an invited speaker does not signify an endorsement, either implicit or explicit, of the speaker’s views by the college, its faculty, administration, or governing bodies.  
	• Speakers are subject to standard law and order considerations and to the specific limitations imposed by the State constitution and laws. Guest speakers must assume responsibility for protecting the right to free speech, including the rights of speakers to be heard and the rights of the college community to hear speakers. If there is significant potential for disruption at an event featuring a guest speaker, the college may appoint a chairperson to preside at the event who is empowered to ensure reasonabl
	• The college assumes no obligation to provide an audience for outside speakers on its campus.  
	 
	All invitations and engagements of outside speakers must be initiated from within the college community.  
	 
	 
	GUIDANCE AND COUNSELING 
	Students identified with a need for guidance, counseling, or other basic needs should be referred to the Vice President of Student Affairs for arrangements.  
	 
	INSTRUCTIONAL RECORD-KEEPING   
	All instructional records are the property of OJC. The completion of official records including the Census Date Report and Final Grade Report are the responsibility of the instructor of record and cannot be delegated or completed by proxy.  The Census Date Report reflecting physical student attendance is to be substantiated by the instructor's own attendance records which are to be kept on file for a period of three years.  Records of student progress used to calculate grade reports (grade books) are likewi
	 
	LEARNING COMMONS: WHEELER LIBRARY 
	OJC’s Learning Commons is in the heart of Wheeler Hall. Wheeler Library is part of the Learning Commons. 
	 
	Just what is a Learning Commons? One definition is that it is a transformed space which blends the library’s traditional role as a place of books and contemplation with its emerging role as a place for learning and collaboration. One important concept about a Learning Commons is that the space is transitional and will change as user needs dictate. 
	Our learning commons has been designed with the above definition in mind. Some of the features of the Learning Commons are: 
	• Spaces for collaboration and spaces for individual study; 
	• Study rooms; 
	• A faculty center; 
	• Video editing rooms; 
	Professional and peer academic assistance 
	• Hard-wired computers as well as laptops and iPads; 
	• A reading terrace; 
	• A variety of seating options; 
	• The nursing advisor; 
	• A coffee shop;  
	• Last but not least, books, popular magazines, professional journals, and   newspapers. 
	 
	During the school year, library hours are: Sunday: 5 p.m. to 10 p.m.; Monday through Thursday: 7:30 a.m. to 10 p.m.; Friday, 7:30 a.m. to 4 p.m. 
	 
	To visit the library virtually, go to libguides.ojc.edu. There you will find our libguides, containing the library’s databases, and tutorials. To see the catalog, go to http://libguides.ojc.edu/library.  We can custom-make libguides for your classes. All you need to do is give us a call. We can also keep materials on reserve for your students to use. Many of our links can be embedded in D2L, and we are also able to embed Films on Demand videos or segments in D2L. 
	 
	LIBRARY MATERIALS  
	In the selection of library materials, the college and its staff are committed to providing books and other publications that, within the scope of the college's educational mission, will enrich the quality of thought and expression and make available a diversity of views and expressions. This may include works which are unorthodox or unpopular with the majority. The college does not assume responsibility for nor endorse the ideas or presentations contained in the books made available.  
	 
	Neither the college nor any staff member may establish their own political, moral or esthetic views as the sole standard for deciding which books should be used for instruction or otherwise made available to students. Similarly, the college and its staff, as guardians of OJC students' academic freedom, will contest encroachment upon that freedom by individuals or groups seeking to impose their own standards or tastes on the materials provided. 
	 
	MATH CENTER 
	The Math Center is located in McBride Hall. The Center provides free support to students in regards to mathematics. There are tutors located in the center as well as the offices of the Mathematics faculty.  
	 
	OFFICE SPACE   
	Faculty members are generally assigned their own office on campus through Instructional Services. 
	 
	OFFICE SUPPLIES 
	Faculty should see their Department Chair for any office supplies needs.  Adjunct faculty may contact Instructional Services or Chairs for supply needs.  All supplies are to be ordered through departments, utilizing those specific budgets. 
	 
	OJC HELP 
	OJC Help is a ticketing system where staff can submit an electronic work order to either the Physical Plant or Computer Services to address identified issues or concerns (i.e., broken furniture, malfunctioning equipment, burned out lightbulb, etc.).  The link is 
	http://ojcljaapp01/portal
	http://ojcljaapp01/portal
	http://ojcljaapp01/portal

	.  Please report any concerns immediately by submitting an electronic work order and/or informing Instructional Services. 

	 
	OVERLOAD ASSIGNMENTS  
	SBCCOE BP 3-80 advises colleges to limit faculty overload assignments so as not to negatively impact the professionalism of faculty members. 
	 
	The need for an overload assignment will be determined initially by the respective department chair in instances of a one course overload. If the overload assignment is for more than one course, the request must be approved by the Vice President of Academic Affairs and president. Pay for overload assignments for regular faculty members will be calculated on the same pay scale used for adjunct faculty.  Refer to Appendix K for pay scale. 
	 
	PICTURE ID  
	You can get your picture ID in the Office of Student Services in McBride Hall.  If you purchase meals from Sodexo, they will be put on your ID card. 
	 
	POLICIES 
	Each fall, the Director of Human Resources will email out the following policies: Sexual Harassment, Computer Usage, Workplace Violence, Drug-Free, Workman’s Compensation and other policies.  For further polices refer Access OJC Procedures on the “O” drive under Common/OJC Procedures or MyOJC/ OJC Procedures *must use Internet Explorer to access OJC Procedures.  See Appendix G. 
	 
	POSTING CLASS AND OFFICE SCHEDULE 
	A template will be emailed out the first week faculty return each semester for posting your schedule. Prior to the first day of class, please complete the form with class and office availability.  Post one on your door, send an electronic copy to Instructional Services, and send one to your department chair. 
	  
	PROFESSIONAL DEVELOPMENT 
	OJC will be utilizing a single form for most professional development activities.  The form includes all pertinent information (activity, dates, and amounts), justification, and an accountability component that helps insure information is shared in the most appropriate setting.  This form can be found on O: /Commons/Campus Forms.  In addition, OJC provides instructors the opportunity to take three classes a year at no expense. This Request for Professional Improvement form can be found on O: /Commons/Campus
	 
	SECURITY 
	Campus security is available during the evening hours of 4:30pm – 3:30am Monday through Sunday during the fall and spring semester. During the summer semester security is available from 3:30pm – 1:30am Monday through Sunday. If security services are needed for any reason during evening hours, please call (469-2613). In the event security is not available please call the Director of Facilities at 384-6819 or 469-2826.  For addition Emergency information refer to Appendix E. 
	 
	SODEXO 
	Faculty and staff can purchase a meal plan of 15 meal blocks from Sodexo.  
	 
	STUDENT ATTENDANCE REQUIREMENTS  
	Students are expected to attend all class meetings and laboratory sessions for which they are registered unless officially excused. An attendance record verifies the information recorded on the Census Date Report.  A student who wishes to permanently withdraw from any class is required to complete a withdrawal form; students who stop coming to class and fail to officially withdraw from a course are to be given an "F" grade, and the last date of attendance must be reported.  The Vice President of Academic an
	 
	 
	TEXTBOOKS 
	All textbooks used in OJC classes must be approved and adopted according to the following process. Textbook selection for all OJC courses will be coordinated by the Department Chair with input from faculty in the discipline. Faculty are strongly encouraged to use the same textbook for the same course regardless of the section. 
	 
	Concurrent enrollment courses use the college-level textbook.  
	 
	Criteria for selecting textbooks include, but are not limited to:  
	• Consistency with CCCNS content guides;  
	• Currency of content;  
	• Cultural and gender equity or sensitivity, as appropriate;  
	• Readability, quality of organizational structure and flow, and quality of illustrations, graphs and charts;  
	• Compatibility of supplemental resources;  
	• Availability of and quality of test banks, where available;  
	• Computer application and availability of other multimedia resources;  
	• Cost, including materials that are bundled or sold separately;  
	• For edition changes, the extent to which substantive content differences exist between the current and immediate previous edition  
	 
	Textbook selections should be kept the same for a minimum of two academic years, unless the selected text is found to have serious flaws or is no longer available. Whenever possible, the same textbook will be used for both semesters of any course sequenced over two-semesters. Regular faculty or adjunct faculty who wish to order, change or recommend the adoption of a new or supplemental textbook should consult with the Department Chair.  
	 
	No faculty or other College staff member shall demand or accept any payment, loan, advance, good or service promised in exchange for selecting or purchasing specific course materials for use in one of OJC’s courses.  
	 
	Faculty or other College staff may, however, accept:  
	Free review copies, complimentary teacher editions or instructional materials that are not intended to be sold by any faculty, staff or bookstore Royalties or other compensation from the sale of course materials that include the faculty member’s own writing or work; 
	• Honoraria for peer review of course materials;  
	• Training in the use of course materials and/or learning technologies.  
	 
	Prior to the start of every semester, the office of Administrative Services will order books for students as well as desk copies for instructor use. Questions regarding books or book orders should be directed to the Department Chair or Administrative Services. 
	 
	TECHNOLOGY AND WEB DELIVERY 
	The use of technology is encouraged by the Coordinator of Educational Technology located in the Computer Center. Support for both hardware and software needs is available. Faculty needing support should call 384-6839.  Classroom technology support includes video, Smart Stations, Telepresence Units, E-beams, Smart Boards and COWs (Computers on Wheels).  Individualized training is available for all faculty.  Faculty is encouraged to look at the room they will be using and determine if there are questions on t
	 
	Software support is available for Microsoft Office including Word, PowerPoint, Excel and Access.  Support includes helpdesk and training in development of classroom and guided study materials.  Training and support for Desire2Learn is also available.  The Coordinator of Educational Technology has developed D2L informational materials for faculty use including accessibility guides for materials developed in MS Office and assessment development.  
	  
	TRAINING, RESOURCES AND OTHER SUPPORT 
	All new instructors are expected to complete the online D2L Faculty Training and Web Accessibility Training modules prior to teaching a course at OJC. Completion of this requirement is tracked as part of the instructor’s faculty development hours. Additional training workshops, D2L resource materials, links to other instructional technology resources and other professional development support are available in the Instructor Toolbox inside of D2L or in the Faculty Development & Training section on the Facult
	Hybrid Instructional Evaluation form can be found at MYOJC under the faculty tab. A Getting Started with Desire2Learn step-by-step form can be found in the Technology Tab.  For help, contact Meagan Hotchkiss-Trejo at (719) 384-6839  
	Hybrid Instructional Evaluation form can be found at MYOJC under the faculty tab. A Getting Started with Desire2Learn step-by-step form can be found in the Technology Tab.  For help, contact Meagan Hotchkiss-Trejo at (719) 384-6839  
	Meagan.Hotchkiss-Trejo@ojc.edu
	Meagan.Hotchkiss-Trejo@ojc.edu

	 

	 
	TRAVEL REIMBURSEMENT 
	For information and guidelines regarding travel reimbursement, please contact your Department Chair or Instructional Services personnel.  The travel reimbursement form is found on MyOJC in the faculty tab under Instructional Resources, O: /Common/Campus Forms (Excel) see Appendix L for Campus forms. 
	 
	TRIO PROGRAM 
	Student Support Services (SSS) is a federally-funded TRiO Program under the U.S. Department of Education. The goal of the program is to increase the college retention and graduation rates of its participants and help students make the transition from one level of higher education to the next.  All services are provided free of charge to TRiO SSS participants. Services provided by TRiO include: Financial Aid Assistance and Resources, Tutorial Services – Individual, Group, or Drop-In Tutoring, Workshops and c
	 
	VOICE MAIL  
	To access your voice mail while on campus, push the message button on your phone, enter your pass word followed by # key.  
	 
	To check your voice mail from a remote location, dial your office number.  When the voice mail recording starts, press the * key to access your new messages.  You will be asked for your ID which is the last 4 digits of your phone number, then press the # key.  Next you will need to enter your password followed by # key.  To bypass the recorded message on someone else's voice mail, press the # when their message begins, and you can immediately start recording your message to them.  
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	APPENIX C – FACULTY ASSEMBLY 
	 
	The Faculty Assembly, under its duly authorized and approved Constitution and Bylaws, is the official organization of the OJC faculty. A meeting schedule is sent via email at the beginning of each semester. The initial fall meeting will take place during the open week. 
	 
	CONSTITUTION AND BYLAWS OF THE FACULTY ASSEMBLY 
	INTRODUCTION 
	The Faculty Assembly, under its duly authorized and approved Constitution and Bylaws, is the official organization of the OJC faculty. 
	 
	CONSTITUTION OF FACULTY ASSEMBLY 
	In order to facilitate development of educational programs, efficient organization and communication, best conditions for instruction, and involvement in the affairs of this College, we the Faculty Assembly of OJC, subscribe to this document as a constitutional statement of our organizational responsibilities. 
	 
	ARTICLE I – NAME 
	The organization herein defined shall be known as the Faculty Assembly of OJC. 
	 
	ARTICLE II – OBJECTIVES 
	To give the faculty voice in the shared governance of OJC. 
	 
	ARTICLE III – QUALIFICATIONS FOR MEMBERSHIP 
	The Faculty Assembly shall consist of those persons employed at OJC under a full-time, faculty contract.  Those employed under a technical, professional, or adjunct contract can be nonvoting members.  Faculty Assembly committee membership is not restricted to voting faculty. 
	 
	 
	 
	ARTICLE IV – OFFICERS AND THEIR ELECTION 
	The officers shall consist of a Chair, Vice-Chair, and a Secretary.  Officers shall be elected from the voting membership of the Assembly. 
	 
	ARTICLE V – MEETINGS 
	The Faculty Assembly shall hold an annual spring meeting and an organizational meeting during the week preceding the opening of school.  In addition, the Faculty Assembly shall meet at least once per semester.  Other meetings may be called by the Chair or Vice-Chair.  A special meeting called within ten days of a petition received by the Chair or Vice-Chair requires signatures of twenty-five percent of the membership.  All members shall be notified in writing of the time and place at least forty-eight hours
	 
	ARTICLE VI – METHOD OF AMENDING THE CONSTITUTION 
	Proposed amendments will be submitted in writing by any member of the assembly.  The proposal must be made at two successive meetings.  After the second presentation of the amendment, it will be voted on with a written ballot and a quorum present.  Two-thirds vote of eligible members shall confirm the amendment. 
	 
	BYLAWS 
	ARTICLE I – ELECTION AND TENURE OF OFFICE 
	A. Term of office for Chair, Vice-Chair, and Secretary of Faculty Assembly shall be from the beginning of summer semester to the end of spring semester.  Officers will be elected during the last on-campus fall meeting. 
	B. Vacancies 
	1. Chair – a vacancy in this office shall be filled by the Vice-Chair subject to ratification. 
	2. Vice-Chair and Secretary – an election shall be held at the first regular meeting following the vacancy and shall be conducted according to Article I, Section C of the Bylaws. 
	3. Vacancies in standing committees shall be filled at the first regular Faculty Assembly meeting following the vacancy and shall be conducted according to Article I, Section C of the Bylaws. 
	C. Officers shall be elected at the spring meeting by written, preferential ballot. 
	 
	ARTICLE II – DUTIES OF OFFICERS 
	A. Chair 
	1. Preside at the Faculty Assembly meeting. 
	2. Determine the priority of items for the Assembly Agenda with the assistance of all standing and ad hoc committee chairs. 
	3. Serve as a formal liaison between the Faculty Assembly and the Administrative Council, and present Assembly proposals for the Council’s consideration and action. 
	4. Serve as the Faculty assembly’s representative to the open meetings of the College Advisory Council. 
	5. Coordinate the work of the standing committees. 
	6. Appoint a Parliamentarian with the advice and consent of the Assembly. 
	7. Appoint ad hoc committees as necessary. 
	8. Work with the Chair-elect each spring to facilitate a smooth transition of leadership. 
	 
	B. Vice-Chair 
	1. Assume all duties of the Chair when the Chair is unable to do so. 
	2. Preside as Chair of the Faculty Affairs Committee. 
	C. Secretary 
	1. Supervise the maintenance of all records of deliberations and actions of the Assembly. 
	2. Assure distribution of these records to each Assembly member within two weeks of the meeting. 
	3. Distribute a proposed agenda to the members of the Assembly at least three working days prior to a meeting. 
	 
	ARTICLE III – CONDUCT OF MEETINGS 
	A. Agenda 
	a. All members will receive written notification at least three working days prior to a meeting.  The agenda will include: 
	1. Approval of minutes of previous meeting. 
	2. Reports of Standing and Ad Hoc Committees 
	3. Special orders (e.g., elections, announcements). 
	4. Unfinished business. 
	5. New business. 
	6. Adjournment. 
	B. Quorum shall consist of forty percent of the full-time faculty. 
	C. Absentee Ballot  
	Voting members of the Faculty Assembly who will not be present at an Assembly meeting and wish to vote on an agenda item, may submit the vote in writing, to the Chair, at least three hours prior to the meeting.  If the motion is later amended, absentee votes will not be counted.  
	 
	ARTICLE IV – PARLIAMENTARY AUTHORITY 
	A. Robert’s Rules of Order, most recent edition, shall be the determiner in all issues of procedures. 
	A. Robert’s Rules of Order, most recent edition, shall be the determiner in all issues of procedures. 
	A. Robert’s Rules of Order, most recent edition, shall be the determiner in all issues of procedures. 

	B.  
	B.  


	ARTICLE V – COMMITTEES 
	A. Standing Committees 
	1. Faculty Affairs Committee 
	 
	The membership of the Faculty Affairs Committee shall consist of the chair, six members of the Faculty Assembly, and one administrative representative.   Each faculty member shall serve for overlapping two-year terms with three members elected one year and three members the next year.  The administrative representative shall be appointed by the President for a one-year term. 
	 
	New faculty members shall be elected by written ballot.  Election shall be conducted by the Faculty Assembly Chair at the fall organizational meeting of the Faculty Assembly.  In case of vacancies, the Faculty Assembly Chair shall present a written ballot at the next Faculty Assembly meeting.  The Vice Chair of the Faculty Assembly shall be the Chair of the Faculty Affairs Committee.  The vice-chair and secretary of the committee shall be elected from the membership at the organizational meeting and serve f
	Areas of responsibility and concern: 
	a. Professional grievances as applicable to administrative due process. 
	b. Teaching and extracurricular load. 
	c. Professional ethics and standards. 
	d. Recommend guidelines for publicity, institutional publication and public relations. 
	e. Proposals to be presented to the Faculty Assembly shall be distributed to faculty members at least three days prior to the next scheduled Faculty Assembly meeting. 
	f. Consider all proposals in the above defined areas of responsibility made by faculty and students prior to action of the proposals by the Faculty Assembly. 
	 
	APPENDIX D--CONTACT AND CREDIT HOUR CALCULATIONS  
	 
	GUIDELINE  
	Academic credit, or the credit hour, is used as a measure of the amount of engaged learning time expected of a typical student enrolled in a traditional classroom setting, laboratory, studio, internship and other experiential learning, and distance education. Common standards for measuring academic credit are used by states and the federal government to facilitate the transfer of students from one academic institution to another, award financial aid, and other purposes. 
	  
	A critical element in measuring academic credit is the translation of contact hours to credit hours. In order to establish a consistent statewide approach for reporting FTE student enrollment, the Colorado Department of Higher Education (CDHE), formerly the Colorado Commission on Higher Education or (CCHE), and the institutions and governing boards of the state higher education system established criteria for calculating the relationship between credit and contact hours for various types of instructional ac
	 
	A copy of CDHE’s Full-time Equivalent (FTE) Reporting Guidelines and Procedures can be found at:  
	http://highered.colorado.gov/Publications/Policies/Current/v-partb-Guidelines.pdf. The guideline that follows highlights key elements of these rules and regulations to assist OJC staff in calculating the ratio between credit and contact hours for different types of courses.  
	 
	Contact/Credit Hour Definitions  
	A contact hour is defined by CDHE as a minimum of 50 minutes of instruction with a least a five-minute break between hours. According to federal regulations, a credit hour is the amount of work represented in intended learning outcomes and verified by evidence of student achievement that includes not less than one hour of direct faculty instruction and a minimum of two hours of out-of-class student work each week for fifteen weeks or the equivalent amount of work over a different time period, or the equival
	 
	CDHE uses the base contact hour, which is 750 minutes of section meeting time over the course of a semester, as the guideline for the minimum number of weekly contact hours needed to receive one credit. For example, a three credit hour lecture course would need to meet the equivalent of three 50- minute blocks each week, for a total of 2,250 minutes per semester.  
	CCCS INSTRUCTIONAL COURSE TYPE GUIDELINE 
	Table
	TBody
	TR
	Span
	Clinical 
	Clinical 

	Participation in client and client-related services that are an integral part of an academic program. Clinical instruction occurs in or outside an instructional setting and involves work with clients who receive professional services from students serving under direct supervision of a faculty member and/or approved member of the agency staff.  
	Participation in client and client-related services that are an integral part of an academic program. Clinical instruction occurs in or outside an instructional setting and involves work with clients who receive professional services from students serving under direct supervision of a faculty member and/or approved member of the agency staff.  
	 

	Course maximum enrollments may vary according to accreditation standards, pedagogical limitations, level of offering, availability of clinical sites, etc. 
	Course maximum enrollments may vary according to accreditation standards, pedagogical limitations, level of offering, availability of clinical sites, etc. 

	2.0 Hours = 1 Credit (2:1) Contact Ratio 
	2.0 Hours = 1 Credit (2:1) Contact Ratio 

	4 hours 
	4 hours 


	TR
	Span
	Directed Study 
	Directed Study 

	Faculty and student negotiate an individualized plan of study.  
	Faculty and student negotiate an individualized plan of study.  

	A Directed Study is not to replace an existing course. If a course is offered on an individualized 
	A Directed Study is not to replace an existing course. If a course is offered on an individualized 

	0.75 Hour = 1 credit (.75:1) Contact Ratio  
	0.75 Hour = 1 credit (.75:1) Contact Ratio  

	1.5 hours  
	1.5 hours  




	Table
	TBody
	TR
	Span
	basis the faculty and student complete a Non-Scheduled course form.  
	basis the faculty and student complete a Non-Scheduled course form.  
	 


	TR
	Span
	Field Instruction  
	Field Instruction  
	 

	Instructional activities conducted by the faculty and designed to supplement and/or extend an individual course or classroom experience.  
	Instructional activities conducted by the faculty and designed to supplement and/or extend an individual course or classroom experience.  
	 

	 
	 

	2.5 Hours = 1 Credit (2.5:1) Contact Ratio 
	2.5 Hours = 1 Credit (2.5:1) Contact Ratio 

	5 hours 
	5 hours 


	TR
	Span
	Internship  
	Internship  

	Applied and supervised field-based learning experience where students gain practical experience following a negotiated and/or directed plan of study.  
	Applied and supervised field-based learning experience where students gain practical experience following a negotiated and/or directed plan of study.  
	 

	Student may or may not be paid for Internship.  
	Student may or may not be paid for Internship.  

	3.0 Hours = 1 Credit (3:1) Contact Ratio  
	3.0 Hours = 1 Credit (3:1) Contact Ratio  

	N/A  
	N/A  


	TR
	Span
	Lab  
	Lab  

	Instructional activities conducted by the faculty which require student participation, experimentation, observation, or practice.  
	Instructional activities conducted by the faculty which require student participation, experimentation, observation, or practice.  

	Course maximum enrollments may vary according to accreditation standards, pedagogical limitations, level of offering, availability of laboratory stations, equipment, etc.  
	Course maximum enrollments may vary according to accreditation standards, pedagogical limitations, level of offering, availability of laboratory stations, equipment, etc.  
	 

	2.0 Hours = 1 Credit (2:1) Contact Ratio  
	2.0 Hours = 1 Credit (2:1) Contact Ratio  

	4 hours  
	4 hours  


	TR
	Span
	Lecture  
	Lecture  

	Faculty member responsible for delivery and discussion of learning 
	Faculty member responsible for delivery and discussion of learning 

	Course maximum enrollments may vary be 
	Course maximum enrollments may vary be 

	1.0 Hours = 1 Credit (1:1) Contact Ratio  
	1.0 Hours = 1 Credit (1:1) Contact Ratio  

	2 hours  
	2 hours  




	Table
	TBody
	TR
	Span
	material and related instructional activities.  
	material and related instructional activities.  

	level, discipline, classroom availability, course delivery format (online), etc.  
	level, discipline, classroom availability, course delivery format (online), etc.  


	TR
	Span
	Physical Educ/ Recreation 
	Physical Educ/ Recreation 

	Participation in or the performance of some form of physical activity. Knowledge associated with the proper performance of the activity is presented. 
	Participation in or the performance of some form of physical activity. Knowledge associated with the proper performance of the activity is presented. 

	Course maximum enrollments 
	Course maximum enrollments 
	may vary by level of instruction, type of activity, safety consideration, availability of facilities, etc. 

	2.0 Hours = 1 Credit 
	2.0 Hours = 1 Credit 
	(2:1) Contact Ratio 

	4 hours 
	4 hours 


	TR
	Span
	Practicum 
	Practicum 

	Practical student work under the supervision of a faculty member or under supervision of a professional in the student's field and regular consultation with faculty member. 
	Practical student work under the supervision of a faculty member or under supervision of a professional in the student's field and regular consultation with faculty member. 
	 

	 
	 

	2.0 Hours = 1 Credit 
	2.0 Hours = 1 Credit 
	(2:1) Contact Ratio 

	4 hours 
	4 hours 


	TR
	Span
	Private Music Instruction 
	Private Music Instruction 

	Formal presentation in a one-to-one relationship between student and instructor. 
	Formal presentation in a one-to-one relationship between student and instructor. 
	 

	NASM guidelines list .5 = 2 
	NASM guidelines list .5 = 2 
	credits (.25= 1 hours) 

	0.25 Hour - 1 Credit 
	0.25 Hour - 1 Credit 
	(.25:1) Contact Ratio 

	0.5 hours 
	0.5 hours 


	TR
	Span
	Seminar 
	Seminar 

	A highly focused course that may include student presentations and 
	A highly focused course that may include student presentations and 
	discussions of reports based on literature, practice, problems, or research (e.g., a capstone course) 
	 

	Typically, at the upper division 
	Typically, at the upper division 
	or graduate level. 

	1.0 Hours = 1 Credit 
	1.0 Hours = 1 Credit 
	(1:1) Contact Ratio 

	2 hours 
	2 hours 




	Table
	TBody
	TR
	Span
	Lab/CTE 
	Lab/CTE 

	Instructional activities involving training for employment with an active faculty teaching role. 
	Instructional activities involving training for employment with an active faculty teaching role. 
	 

	 
	 

	1.5 Hours =1 credit 
	1.5 Hours =1 credit 
	(1.5:1) Contact Ratio 

	3 hours 
	3 hours 


	TR
	Span
	Student 
	Student 
	Classroom Observation 

	Teacher candidates observe, 
	Teacher candidates observe, 
	participate in, analyze, and reflect on issues in education. 
	 
	 

	 
	 

	2.0 Hours = 1 Credit 
	2.0 Hours = 1 Credit 
	(2:1) Contact Ratio 

	4 hours 
	4 hours 


	TR
	Span
	Studio 
	Studio 

	Lab-type activities conducted by faculty (e.g., music ensembles, art studio, theatrical productions, etc.) 
	Lab-type activities conducted by faculty (e.g., music ensembles, art studio, theatrical productions, etc.) 
	 

	 
	 

	2.0 Hours = 1 Credit 
	2.0 Hours = 1 Credit 
	(2:1) Contact Ratio 

	4 
	4 


	TR
	Span
	Online Delivery 
	Online Delivery 

	Classroom instruction is delivered to students using the web as the delivery medium. 
	Classroom instruction is delivered to students using the web as the delivery medium. 

	Online classes do not have any 
	Online classes do not have any 
	face-to-face contact time; all work and interaction takes place online. This  

	Follow same Guidelines 
	Follow same Guidelines 
	as Traditional Delivery 

	2 hours. Note that 
	2 hours. Note that 
	these two hours occur in addition to online instructional time 




	 
	APPENDIX E—EMERGENCY/SECURITY INFORMATION 
	Campus security is available during the evening hours of 4:30pm – 3:30am Monday through Sunday during the fall and spring semester. During the summer semester security is available from 3:30pm – 1:30am Monday through Sunday. If security services are needed for any reason during evening hours, please call (469-2613). In the event security is not available please call the Director of Facilities at 384-6819 or 469-2826. 
	 
	CAMPUS SECURITY AUTHORITY 
	According to federal law, OJC is required to identify campus security authorities to whom individuals may report a safety or security incident. Federal law defines campus security authorities as: “An official of an institution who has significant responsibility for student and 
	campus activities, including, but not limited to, student discipline and campus judicial proceedings.” Campus security authorities at OJC are as follows:  
	 President’s Office staff members  
	 President’s Office staff members  
	 President’s Office staff members  

	 Campus Security Office staff members  
	 Campus Security Office staff members  

	 Any vice president  
	 Any vice president  

	 Any Department Chair  
	 Any Department Chair  

	 Registrar/director of admissions  
	 Registrar/director of admissions  

	 Human resources director  
	 Human resources director  


	 
	PREPAREDNESS 
	FACULTY EMERGENCY PROCEDURES 
	Classrooms and Laboratory Emergency Guidelines for Faculty/Instructors consistent with this guideline, instructors must: 
	 Provide their classes or audience with general information relating to emergency procedures. This information should be shared during the first week of class or at the start of a seminar.   
	 Provide their classes or audience with general information relating to emergency procedures. This information should be shared during the first week of class or at the start of a seminar.   
	 Provide their classes or audience with general information relating to emergency procedures. This information should be shared during the first week of class or at the start of a seminar.   

	 Know how to report an emergency from each classroom used. Call 911.  
	 Know how to report an emergency from each classroom used. Call 911.  

	 Assure that persons with disabilities have the information they need. The instructor should be familiar with disabled students' plans and also be able to direct visitors with disabilities.   
	 Assure that persons with disabilities have the information they need. The instructor should be familiar with disabled students' plans and also be able to direct visitors with disabilities.   

	 Take responsible charge of the classroom and follow emergency procedures for all building alarms and emergencies.   
	 Take responsible charge of the classroom and follow emergency procedures for all building alarms and emergencies.   

	 Inform students to take their belongings with them when evacuating.  
	 Inform students to take their belongings with them when evacuating.  


	 
	EMERGENCY NOTIFICATION 
	The Blackboard Connect Service allows administration and security professionals to reach all students and staff with information during unforeseen events or emergencies using voice, email and text message. During critical situations, OJC officials can use the system to broadcast pertinent information and provide details on appropriate response. 
	 
	HOW TO SIGN UP, OPT OUT, ETC.? 
	Visit the OJC Welcome tab on the portal.  Click the link on the right side that says “Sign up/Update OJC Alert.”   Follow the same process to change the number where you wish to be contacted.  
	 
	WHAT INSTRUCTORS NEED TO KNOW ABOUT EMERGENCY PREPAREDNESS  
	The instructor is an authority figure or students, whether consciously or subconsciously, and can influence how students respond in an emergency. Instructors who are prepared for 
	emergencies will be able to help calm students by being in control and giving calm and clear directions. 
	 
	HOW TO REPORT AN EMERGENCY 
	Check each classroom, lecture hall, or laboratory for the nearest working telephone or the nearest fire alarm pull station. 
	Fire: Activate Fire Alarm Pull Station and call 911 and Student Services at 384-6911 
	Note:   Pulling the fire alarms does not automatically notify 911; it only notifies the fire department 
	Medical/Police: Call 911 and Student Services at 384-6911 
	Hazardous Material Spill: Call 911 and Student Services at 384-6911 
	Explosion: Call 911 and Student Services at 384-6911 
	Facility or Utility Failure: Call Student Services at 384-6911 
	 
	EVACUATION ROUTES 
	Evacuation routes are posted in each building.  Make sure that students are aware of the evacuation routes for your classrooms. 
	EMERGENCY ASSEMBLY POINTS 
	After a class leaves the alarmed building or area, it is important for them to go to a predetermined area where each person's presence can be documented. This "safe area" will be a designated Emergency Assembly Point where the class will not interfere with responding emergency services nor place themselves at risk of injury from the emergency. Evacuation routes in most College buildings lead the occupants out of the building.  
	 
	Emergency Assembly Points are the nearest safe area outside the building.  
	 
	Accounting for all students can be very difficult, particularly with a large class. However, an attempt must be made. For example, it might be possible for the instructor to: wait until all the students have left the room/lab, use the class roster, use a head count, or have students see if the students seated next to them are at the assembly point. You must also account for persons with disabilities. 
	 
	EVACUATION FOR PERSONS WITH DISABILITIES 
	If there is a person with a disability in the class, the instructor must know the person's response plan and who may be assisting him/her. Four options are available to persons with disabilities: 
	 Horizontal evacuation to outside or another building, if available  
	 Stairway evacuation  
	 Stairway evacuation  
	 Stairway evacuation  


	 Stay in place unless danger is imminent  
	 Stay in place unless danger is imminent  
	 Stay in place unless danger is imminent  

	 Area of refuge if available 
	 Area of refuge if available 


	 
	REPORTING TO STUDENT SERVICES After exiting and accounting for students, the faculty member must call Student Services to report any missing persons.  Then Student Services will notify emergency personnel of persons missing, trapped or persons with disabilities that are waiting assistance in areas of refuge. 
	 
	FIRE ALARMS 
	Fire alarms will sound and may include strobe lights for people with hearing disabilities. When the alarm sounds, everyone must exit the alarmed area according to the evacuation plan. 
	Everyone Must Evacuate Immediately!  (Even if you suspect false alarm.)  Procedures that may be hazardous if left unattended should be shut down.  Verify that everyone leaves and that all the doors are closed. Closed doors significantly reduce fire and smoke damage.  
	Call 911 and then Student Services at 384-6911, if you see smoke or fire.   Take all personal possessions as you go. 
	POWER OUTAGE 
	Most campus buildings are not provided with emergency or standby power. Consequently, if the power does go out during class, have the people stay in their seats for a little while and wait for the power to return. If the power does not return in a reasonable length of time (~ 5 minutes), evacuate the classroom or laboratory. Evacuation should take advantage of available lighting unless the building is in alarm, in which case use the same evacuation procedures as during a fire. Caution students that there is
	APPENDIX F—EVALUATION PROCESS 
	BP 3-20 State Board for Community Colleges and Occupational Education Due Process for Faculty  
	https://www.cccs.edu/policies-and-procedures/board-policies/bp-3-20-due-process-for-faculty/
	https://www.cccs.edu/policies-and-procedures/board-policies/bp-3-20-due-process-for-faculty/
	https://www.cccs.edu/policies-and-procedures/board-policies/bp-3-20-due-process-for-faculty/

	 

	 
	SP 3-20a – Peer Review Committee Appeal Process 
	https://www.cccs.edu/policies-and-procedures/system-presidents-procedures/sp-3-20a-peer-review-committee-appeal-process/
	https://www.cccs.edu/policies-and-procedures/system-presidents-procedures/sp-3-20a-peer-review-committee-appeal-process/
	https://www.cccs.edu/policies-and-procedures/system-presidents-procedures/sp-3-20a-peer-review-committee-appeal-process/

	 

	 
	SP 3-20b – Due Process Timelines 
	https://www.cccs.edu/policies-and-procedures/system-presidents-procedures/sp-3-20b-due-process-timelines/
	https://www.cccs.edu/policies-and-procedures/system-presidents-procedures/sp-3-20b-due-process-timelines/
	https://www.cccs.edu/policies-and-procedures/system-presidents-procedures/sp-3-20b-due-process-timelines/

	 

	 
	 
	APPENDIX G-- OJC PROCEDURES (TABLE OF CONTENTS) 
	Access OJC Procedures on the “O” drive under Common/OJC Procedures or 
	MyOJC/ OJC Procedures *must use Internet Explorer to access OJC Procedures 
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	APPENDIX H—PROFESSIONAL DEVELOPMENT 
	OTERO JUNIOR COLLEGE PROFESSIONAL DEVELOPMENT 
	MISSION:  To provide quality higher education that is accessible, transforms lives, expands employment 
	opportunities, enriches our communities, promotes individual and global cultural diversity, and 
	fosters economic development. 
	 
	 GOALS & OBJECTIVES 
	1.  Promote subject area currency 
	2.  Provide programs to develop teaching skills and enhance classroom instruction 
	3. Promote collegiality, professionalism and a sense of community within the college 
	4. Address the cultural diversity of the student and staff populations 
	5.  Provide opportunities for growth and upward mobility by improving technical skills and job competency 
	Skills 
	6.  Support other activities that provide opportunities for revitalization, personal enrichment, health and safety 
	and increased job satisfaction. 
	 COMMITTEE MEMBERSHIP 
	President of Classified Staff & One Classified Staff Representative 
	Head of Faculty Assembly & One Faculty Representative 
	Director of Financial Aid, Controller and Director of Learning Resources 
	Chairperson 
	(Vacancies will be filled by appointment) 
	FUNDING 
	1. Available to all Otero Junior College employees 
	1. Available to all Otero Junior College employees 
	1. Available to all Otero Junior College employees 

	2. Limited to one event per year/ per employee 
	2. Limited to one event per year/ per employee 

	3. All applications must be approved or denied prior to the activity 
	3. All applications must be approved or denied prior to the activity 


	ACTIVITIES (may include but are not limited to): 
	 increase knowledge in the discipline which directly enhances teaching skills 
	 increase knowledge in the discipline which directly enhances teaching skills 
	 increase knowledge in the discipline which directly enhances teaching skills 

	 improve working relationships with students and/or staff in and out of the classroom 
	 improve working relationships with students and/or staff in and out of the classroom 

	 enhance an individual’s physical and mental ability to perform on the job 
	 enhance an individual’s physical and mental ability to perform on the job 

	 complement departmental projects such as discipline information/training/lecture series but must benefit the department as a whole 
	 complement departmental projects such as discipline information/training/lecture series but must benefit the department as a whole 

	 increase effectiveness by expanding knowledge 
	 increase effectiveness by expanding knowledge 

	 refine and develop skills 
	 refine and develop skills 

	 enhance staff morale 
	 enhance staff morale 

	 provide formal training in new/expanding areas 
	 provide formal training in new/expanding areas 

	 relate to issues of gender, race, ethnicity or be specifically designed to improve the multicultural environment on campus.  
	 relate to issues of gender, race, ethnicity or be specifically designed to improve the multicultural environment on campus.  

	 Continuing education for licensing and/or recertification 
	 Continuing education for licensing and/or recertification 


	Cannot be used for: 
	Formal study leading to a degree  
	Sabbaticals or leaves  
	Individual memberships to professional organizations or Actual Licensing fees 
	Ordinary department activities 
	  Entertainment expenses 
	 
	EVALUATION CRITERIA 
	 How well does the activity meet the needs of the applicant, the department and the College? 
	 
	 APPLICATION PROCESS:  
	COMPLETED APPLICATIONS FOR PROFESSIONAL DEVLOPMENT ACTIVITY ARE DUE NO LATER THAN THE LAST FRIDAY OF THE MONTH PREVIOUS TO THE ACTIVITY. 
	 
	 Step 1: Obtain an application for funding from your supervisor, Professional Development Chair or on the O drive. 
	 Step2:  Complete the form and submit it to your supervisor for signature. 
	 Step3:  Supervisor will forward the request to the Professional Development Committee Chair. 
	 Step 4:  Applications will be submitted to the Professional Development Committee for approval/denial by the Chair. 
	 Step 5:  Approved applications will be forwarded to the Fiscal Officer and President for final approval.  
	 Applications must follow the proper channels for signatures: 
	Supervisor,  
	Professional Development Committee 
	Fiscal Officer 
	President 
	Step 6:  Supervisor and applicant will be notified after all signatures are obtained. 
	 *Any out of state travel must be submitted for approval by the President, 30 days prior to the activity. 
	 *Any airline reservations must be made through the college travel agency 
	 
	REQUIRED REPORTING 
	A one-page summary of the activity must be submitted to the Committee Chairperson within 30 days of activity completion. The report should include information gleaned and how it will be used or implemented into instruction and when and if the attendee felt this was a useful activity. 
	 
	Colorado Community College System 
	TUITION ASSISTANCE PROGRAM APPLICATION 
	EMPLOYEE AND STUDENT INFORMATION 
	  Employee Name:  
	 Position/Title: Employee SNumber: 
	College of Employment: 
	 Student Name:   Student SNumber:  
	 Student’s College of Attendance:  
	 Student’s Relationship to Employee* 
	 (Please circle one) Self   Spouse   Domestic partner Child 
	*Apps for a spouse, domestic partner or child, not currently covered on your health or dental plan, must include proof of dependency (e.g. birth certificate, marriage certificate, affidavit of domestic partnership, etc.) for HR to verify eligibility. 
	  If student is employee’s child, provide the student’s date of birth:  
	APPLICATION PART I 
	TO BE COMPLETED BY THE PUBLISHED CENSUS DATE OF TERM OF ATTENDANCWE AT COLLEGE PROVIDING THE CLASS 
	Children must have completed high school or received their GED prior to the term for which they are applying. Children over age 26 in the month of September of the year of reimbursement are not eligible for reimbursement under this Program. 
	 Term Registered (Please circle one): Fall 2017 Spring 2018 Summer 2018 
	 Census Date at College of Attendance, per Registrar’s Schedule:  
	 Student has submitted a COF application (Please circle one):  Yes No* 
	*All employees and their dependents must apply for COF to participate in this Program. If you have exhausted your COF, you must include confirmation documentation of such with your final submission for reimbursement. 
	Student has submitted a FAFSA for the current academic year (Please circle one):  Yes No 
	Courses Requested for Reimbursement (Only list courses for which reimbursement, or partial reimbursement is requested –   reimbursement cannot exceed 12 credit hours per semester and 24 credit hours per year beginning each fall -spring-summer) 
	 Course #: Course:  Course Credits:  Reimbursement Requested: 
	 Course #: Course:  Course Credits:  Reimbursement Requested: 
	 Course #: Course:  Course Credits:  Reimbursement Requested: 
	 Course #: Course:  Course Credits:  Reimbursement Requested: 
	The maximum resident rate for reimbursement for Fall 2017, Spring 2018, and Summer 2018 is $221.55/credit hour, less adjustments per the Tuition Assistance Program as outlined in System President Procedure 3-60e., 
	 Less adjustments per the Tuition Assistance Program as outlined in System President Procedure 3 -60e. 
	Approvals:  Signatures from the employee’s supervisor and HR at the college of employment must be obtained by the census date listed above. Signatures dated after the census date will result in applications being denied. 
	By signing below, I confirm the courses requested for reimbursement by the employee are job related, applicable to a degree, or career enhancing. For dependents, the courses are for credit. 
	 Employee Supervisor:   Date:  
	 By signing below, I confirm the applicant is an eligible employee and that if applicable, the dependent has been verified as eligible under the Tuition Assistance Program procedure (SP 3 -60e). 
	 HR at College of Employment:   Date:  
	 Human Resources will route completed applications to the employee’s VP for FOAP approval and the President or her/his designee. Human Resources will retain the original approved application until Part II has been submitted by the employee. 
	Fund:   Org Code:   Account (circle one):   Employee – 620500 Dependent – 620510 
	 Vice President Approval at College of Employment:   Date:  
	President (or Designee) Approval at College of Employment:  Date: 
	 
	 
	Colorado Community College System 
	TUITION ASSISTANCE PROGRAM APPLICATION 
	APPLICATION PART II 
	Employee must submit additional application materials to human resources by submission deadlines 
	Submission Deadlines: 
	 Fall 2017: No later than 1/31/2018. 
	 Fall 2017: No later than 1/31/2018. 
	 Fall 2017: No later than 1/31/2018. 

	 Spring 2018: Preferably by 5/31/2018 but no later than 6/30/2018 or within 1 week of the 
	 Spring 2018: Preferably by 5/31/2018 but no later than 6/30/2018 or within 1 week of the 


	end of class for classes ending after 6/30. 
	 Summer 2018: No later than 9/30/2018. 
	 Summer 2018: No later than 9/30/2018. 
	 Summer 2018: No later than 9/30/2018. 


	Complete applications include: 
	 Approved applications with all appropriate signatures, having met required deadlines. 
	 Approved applications with all appropriate signatures, having met required deadlines. 
	 Approved applications with all appropriate signatures, having met required deadlines. 

	 Final tuition bills showing payments including any financial aid, scholarships, or grants 
	 Final tuition bills showing payments including any financial aid, scholarships, or grants 


	applied toward the tuition. 
	 Bills must be dated within 2 weeks of final submission. 
	 Bills must be dated within 2 weeks of final submission. 
	 Bills must be dated within 2 weeks of final submission. 

	 If COF is not shown on the final tuition bill, the employee must submit confirmation 
	 If COF is not shown on the final tuition bill, the employee must submit confirmation 


	documentation that their COF has been exhausted. 
	 Record of grades for the courses listed in Part I, showing a grade of C or better. 
	 Record of grades for the courses listed in Part I, showing a grade of C or better. 
	 Record of grades for the courses listed in Part I, showing a grade of C or better. 

	 Supplemental documentation required to confirm dependent eligibility. 
	 Supplemental documentation required to confirm dependent eligibility. 


	Date final tuition bill and transcript provided to Human Resources: 
	HR Initials: 
	Upon submission of final tuition bill and grades, human resources will submit approved application, 
	dated bill, and grades for eligible student to the fiscal office. 
	Delivery method to fiscal office (Select one): 
	Interdepartmental Mail 
	Employee Delivery 
	Date delivered to fiscal office: 
	APPLICATION PART III 
	To be completed by the Fiscal Office at the college of employment. 
	Request Part III from the System Office 
	 
	 
	APPENDIX I—SOCIAL MEDIA 
	SOCIAL MEDIA TERMS AND CONDITIONS  
	Given the prevalence of the use of social media – such as, Facebook, Twitter, LinkedIn, and YouTube – and the potential these sites have to significantly impact organizational and professional reputations and institutional public affairs, OJC has established the following social media guidelines as required by CCCS President’s Procedure SP 3-125f. These guidelines address officially-recognized social media sites for the college as well as provide parameters for personal pages and postings that may reference
	 
	OFFICIAL OJC SOCIAL MEDIA SITES  
	Officially-recognized college social media web pages must be approved and created by the OJC College Access Teams for Success (CATS) committee. This committee consists of representatives involved with marketing, communications, recruiting, social media, website, and admissions. Requests to create an officially-recognized social media page must be submitted in writing to the CATS committee, including the reason or need for the page and identifying at least two college employees who will administer and monito
	 
	Each officially-approved page will be set up in a template format by the Social Media Coordinator under an account administered by one or more staff persons from the requesting department. The Social Media Coordinator will serve as the official “owner” of the page. Those employees responsible for administering and monitoring the page will be assigned administrative rights for the page.  
	 
	OJC personnel are prohibited from creating social media pages that might be construed as an official representation of the college without advance review and approval by the CATS committee. All page administrators must abide by the social media rules set forth in this guideline. Social media users acting on behalf of OJC must adhere to all CCCS and OJC policies and procedures, including those pertaining to: acceptable use, copyrights, information technology security, records privacy and security, FERPA poli
	 
	SOCIAL MEDIA ADMINISTRATION RULES  
	College staff responsible for administering and monitoring officially-recognized social media pages for OJC must comply with the following rules: INSTITUTIONAL ISSUES College Branding, Publications, Communications  
	• Only officially-recognized college social media pages can be linked to OJC’s website or other officially-recognized OJC social media pages.  
	• Any official social media page must have prominently displayed language directing the public to the main OJC website: http://www.ojc.edu.  
	• Each officially-approved page must include a disclaimer stating that the content and opinions contained on the site do not necessarily represent those of the college. The Social Media Coordinator will post this disclaimer upon initial set up of the page. The page administrators are responsible for ensuring the disclaimer remains visible over the life of the page.  
	• CCCS and OJC have the right to remove or direct the removal of any content for any lawful reason including, but not limited to, content deemed threatening, obscene, a violation of intellectual property rights or privacy laws, or otherwise injurious or illegal. Inappropriate, offensive, injurious and illegal content may be removed by college employees identified as account administrators at their discretion or at the direction of college or CCCS management.  
	• All official social media pages must have at least two employees assigned to the role of administrator at all times. If a page administrator leaves the college or no longer wishes to serve in that capacity, the sponsoring department or division must designate another college employee to serve as a page administrator. The department must contact the Social Media Coordinator to request the removal and/or addition of all page administrators.  
	• The Social Media Coordinator will assign and share the passwords to the sites with site administrators. Site administrators do not have the privilege of changing or altering those passwords.  
	• To ensure the security and authorized administration of college Facebook pages, account administrators must check the box for "secure browsing" that is found in the Account Security section on Facebook.  
	• OJC employees, other than the Enrollment Management Department, are prohibited from entering into advertising agreements with social media sites.  
	 
	EDUCATIONAL USE, PERSONAL PAGES AND POSTINGS  
	While faculty may have students use various social media tools as an educational activity, faculty are required to use the official learning management system, D2L, instead of social media sites to post or exchange course work or for other teaching purposes.  
	College employees are expected to adhere to the same standards of conduct online as in the workplace and are encouraged to consider the ethical ramifications of their interactions with students on social media sites.  
	 
	Students are expected to adhere to the Student Code of Conduct. Laws, policies and procedures relating to confidentiality, conflict of interest, discrimination, harassment and related standards apply online and with social media, as with in-person interactions. Employees and students are responsible for any content posted on social media sites and may be subject to disciplinary actions if violations of law, SBCCOE policy, CCCS procedures or OJC processes occur.  
	 
	By posting content to any social media site, the poster represents that he or she owns or otherwise has the rights necessary to lawfully use that content or that the use of the content is permitted by fair use. Persons posting information also agree that they will not knowingly 
	provide misleading or false information and that they will indemnify and hold CCCS and the college harmless for any claims resulting from the content. 
	INSTITUTIONAL  
	 
	OJC employees maintaining personal social media accounts should avoid creating confusion as to whether the account is officially associated with the college. If a staff member identifies themselves as an OJC faculty or staff member online, it should be made clear that the views expressed on their site are not those of the college and they are not acting in their capacity as a college employee. 
	 
	While not a requirement, college employees may consider adding the following disclaimer to personal social media accounts:  
	"While I am an employee at OJC, comments made on this account are my own and do not represent the views or opinions of the college.”  
	College employees are expected to use good judgment about the content of pages and postings, and respect privacy and related laws. In general, postings should not:  
	• Include confidential information about the college, staff, or students.  
	• Include content that is threatening, obscene, a violation of intellectual property rights or privacy laws, or otherwise injurious or illegal. Employees should refrain from using information and conducting activities that may violate local, state, or federal laws and regulations. Questions about protected content or intellectual property laws, should be directed to the CCCS Legal Affairs Office.  
	• Represent personal opinions as being endorsed by the CCCS, the college or any affiliated group or organization. The college’s name, logo or other branding materials may not be used to endorse any opinion, product, private business, cause or political candidate  
	 
	OJC, hereby, affirms that the content and opinions on this site do not necessarily represent those of the college. Inappropriate, injurious, or illegal content may be removed at the college’s discretion. 
	 
	All social media accounts must have at least two primary faculty/staff as acting administrators at all times. In addition, one full-time administrative person will be assigned to the account to act as a secondary administrator only. Primary administrators will have the sole express duty of monitoring, managing, and updating their social media sites. This includes removing any or all content that may violate law, site’s user terms and conditions, be inappropriate, or that significantly harms the reputation o
	Should a College employee administrator of an account leave the College for any reason or no longer wishes to be an account administrator, it is their department/division's responsibility to designate another college employee to be an account administrator and remove the former employee's administrative permissions to the site. 
	 
	The applicant and any additional administrators listed are expected to adhere to the same standards of conduct online as they would in the workplace. Laws and procedures respecting contracting and conflict of interest, as well as applicable policies and guidelines for interacting with students, parents, alumni, donors, media, and all other college constituents apply online and in the social media context just as they do in personal interactions. Employees are fully responsible for what they post to social m
	  
	All social media applications must be signed by the Department Chair of the department that will be represented by the social media account. In the event that an assigned administrator leaves, it will be the department’s responsibility to assign a replacement administrator.  
	Social media applicants will not:  
	a. Include confidential information about the college, staff or students.  
	b. Post content that is threatening, obscene, violation of intellectual property rights or privacy laws, or otherwise injurious or illegal. 
	c. Represent personal opinions as being endorsed by OJC or CCCS. The college’s name, marks or logos may not be used to endorse any opinion, product, private business, cause, political candidate or ideology. 
	d. Enter into any advertising agreement with a social media site.  
	Social media applicants should consider that by posting to any social media site, the poster owns or otherwise has all the rights necessary to lawfully use that content as permitted by fair use. They will indemnify and hold harmless CCCS and OJC for any claims resulting from content posted. Social media applicants who have students or community adding content or material to their site are not responsible for that material except in regards to managing or removing it when it violates steps 7 or 9 of applicat
	 
	Social media applicants who maintain their own personal social media accounts shall avoid creating confusion over whether or not the account is associated with their college. This includes using personal accounts to act in an official capacity on a non-college approved site.  
	Social media applicants acting on behalf of their college must adhere to all CCCS/OJC policies and procedures, including those pertaining to: acceptable use, copyright, IT security, personal records, privacy, security; FERPA/privacy policies, faculty/staff/student codes of conduct, and procurement rules. 
	 
	FACEBOOK applicants are required on any official OJC Facebook page to have prominently displayed language that directs visitors to the official OJC website: http://www.ojc.edu. They are also required to set the security of their site to preventing hacking and abuse of the site by going to Account -> Account Settings -> click Change on Account Security -> select the checkbox for Secure Browsing -> Click Save.  
	 
	All social media sites will undergo bi-annual review for activity. Social media site effectiveness is only achieved if the site is kept relatively up-to-date with items of interest to the target audience. Allowances will be made for the summer period in which most contract faculty/staff are not on campus.  
	 
	The social media application, should be turned into the Technology Committee for review. You will be contacted to attend the next occurring Technology Committee meeting at which time your application will be discussed and reviewed for approval. 
	 
	SOCIAL MEDIA TERMS AND CONDITIONS 
	1) All social media applications must have a clearly defined purpose. While faculty are not prohibited from having students use social media to learn about it, faculty must use CCCS’ official learning management system (e.g., Desire 2 Learn) instead of social media sites for facilitating coursework and teaching. Use of social media should make sure that it does not violate FERPA conditions. 
	1) All social media applications must have a clearly defined purpose. While faculty are not prohibited from having students use social media to learn about it, faculty must use CCCS’ official learning management system (e.g., Desire 2 Learn) instead of social media sites for facilitating coursework and teaching. Use of social media should make sure that it does not violate FERPA conditions. 
	1) All social media applications must have a clearly defined purpose. While faculty are not prohibited from having students use social media to learn about it, faculty must use CCCS’ official learning management system (e.g., Desire 2 Learn) instead of social media sites for facilitating coursework and teaching. Use of social media should make sure that it does not violate FERPA conditions. 

	2) College employees wishing to establish a social media destination (e.g., Facebook page, You Tube channel, etc.) that is tied to the college-related endeavors of themselves or others affiliated with the college shall be subject to college’s application process and procedures governing social media. 
	2) College employees wishing to establish a social media destination (e.g., Facebook page, You Tube channel, etc.) that is tied to the college-related endeavors of themselves or others affiliated with the college shall be subject to college’s application process and procedures governing social media. 

	3) All social media sites must include a disclaimer statement that reads as follows for official Otero Junior College sites: 
	3) All social media sites must include a disclaimer statement that reads as follows for official Otero Junior College sites: 


	Otero Junior College, hereby, affirms that the content and opinions on this site do not necessarily represent those of the college. Inappropriate, injurious, or illegal content may be removed at the college’s discretion. 
	4) All social media accounts must have at least one primary faculty/staff as acting administrators at all times. In addition, that employee’s direct supervisor and/or department chair will be assigned to the account to act as a secondary administrator only. Primary administrators will have the sole express duty of monitoring, managing, and updating their social media sites. This includes removing any or all content that may violate law, site’s user terms and conditions, be inappropriate, or that significant
	4) All social media accounts must have at least one primary faculty/staff as acting administrators at all times. In addition, that employee’s direct supervisor and/or department chair will be assigned to the account to act as a secondary administrator only. Primary administrators will have the sole express duty of monitoring, managing, and updating their social media sites. This includes removing any or all content that may violate law, site’s user terms and conditions, be inappropriate, or that significant
	4) All social media accounts must have at least one primary faculty/staff as acting administrators at all times. In addition, that employee’s direct supervisor and/or department chair will be assigned to the account to act as a secondary administrator only. Primary administrators will have the sole express duty of monitoring, managing, and updating their social media sites. This includes removing any or all content that may violate law, site’s user terms and conditions, be inappropriate, or that significant

	5) The applicant and any additional administrators listed are expected to adhere to the same standards of conduct online as they would in the workplace. Laws and procedures respecting contracting and conflict of interest, as well as applicable policies and guidelines for interacting with students, parents, alumni, donors, media, and all other college constituents apply online and in the social media context just as they do in personal interactions. Employees are fully responsible for what they post to socia
	5) The applicant and any additional administrators listed are expected to adhere to the same standards of conduct online as they would in the workplace. Laws and procedures respecting contracting and conflict of interest, as well as applicable policies and guidelines for interacting with students, parents, alumni, donors, media, and all other college constituents apply online and in the social media context just as they do in personal interactions. Employees are fully responsible for what they post to socia

	6) All social media applications must be signed by the Department Chair of the department that will be represented by the social media account. In the event that an assigned 
	6) All social media applications must be signed by the Department Chair of the department that will be represented by the social media account. In the event that an assigned 


	administrator leaves, it will be the department’s responsibility to assign a replacement administrator. 
	administrator leaves, it will be the department’s responsibility to assign a replacement administrator. 
	administrator leaves, it will be the department’s responsibility to assign a replacement administrator. 

	7) Social media applicants will not: 
	7) Social media applicants will not: 

	a. Include confidential information about the college, staff or students. 
	a. Include confidential information about the college, staff or students. 
	a. Include confidential information about the college, staff or students. 

	b. Post content that is threatening, obscene, violation of intellectual property rights or privacy laws, or otherwise injurious or illegal. 
	b. Post content that is threatening, obscene, violation of intellectual property rights or privacy laws, or otherwise injurious or illegal. 

	c. Represent personal opinions as being endorsed by OJC or CCCS. The college’s name, marks or logos may not be used to endorse any opinion, product, private business, cause, political candidate or ideology. 
	c. Represent personal opinions as being endorsed by OJC or CCCS. The college’s name, marks or logos may not be used to endorse any opinion, product, private business, cause, political candidate or ideology. 

	d. Enter into any advertising agreement with a social media site. 
	d. Enter into any advertising agreement with a social media site. 


	8) Social media applicants should consider that by posting to any social media site, the poster owns or otherwise has all the rights necessary to lawfully use that content as permitted by fair use. They will indemnify and hold harmless CCCS and OJC for any claims resulting from content posted. Social media applicants who have students or community adding content or material to their site are not responsible for that material except in regards to managing or removing it when it violates steps 7 or 9. 
	8) Social media applicants should consider that by posting to any social media site, the poster owns or otherwise has all the rights necessary to lawfully use that content as permitted by fair use. They will indemnify and hold harmless CCCS and OJC for any claims resulting from content posted. Social media applicants who have students or community adding content or material to their site are not responsible for that material except in regards to managing or removing it when it violates steps 7 or 9. 

	9) Social media applicants who maintain their own personal social media accounts shall avoid creating confusion over whether or not the account is associated with their college. This is includes using personal accounts to act in an official capacity on a non-college approved site. 
	9) Social media applicants who maintain their own personal social media accounts shall avoid creating confusion over whether or not the account is associated with their college. This is includes using personal accounts to act in an official capacity on a non-college approved site. 

	10) Social media applicants acting on behalf of their college must adhere to all CCCS/OJC policies and procedures; including those pertaining to: acceptable use, copyright, IT security; personal records privacy and security; FERPA/privacy policies; faculty/staff/student codes of conduct and procurement rules. 
	10) Social media applicants acting on behalf of their college must adhere to all CCCS/OJC policies and procedures; including those pertaining to: acceptable use, copyright, IT security; personal records privacy and security; FERPA/privacy policies; faculty/staff/student codes of conduct and procurement rules. 

	11) FACEBOOK applicants are required on any official OJC Facebook page to have prominently displayed language that directs visitors to the official OJC website: 
	11) FACEBOOK applicants are required on any official OJC Facebook page to have prominently displayed language that directs visitors to the official OJC website: 
	11) FACEBOOK applicants are required on any official OJC Facebook page to have prominently displayed language that directs visitors to the official OJC website: 
	http://www.ojc.edu. 
	http://www.ojc.edu. 

	They are also required to set the security of their site to preventing hacking and abuse of the site by going to Account-> Account Settings -> click Change on Account Security -> select the checkbox for Secure Browsing -> Click Save. 


	12) All social media sites will undergo bi-annual review for activity. Social media site effectiveness is only achieved if the site is kept relatively up-to-date with items of interest to the target audience. Allowances will be made for the summer period in which most contract faculty/staff are not on campus. 
	12) All social media sites will undergo bi-annual review for activity. Social media site effectiveness is only achieved if the site is kept relatively up-to-date with items of interest to the target audience. Allowances will be made for the summer period in which most contract faculty/staff are not on campus. 

	13) The social media application should be turned into the College Access Teams for Success (CATS) for review. The person submitting the application will be contacted when the application has been reviewed and informed if the application has been approved. 
	13) The social media application should be turned into the College Access Teams for Success (CATS) for review. The person submitting the application will be contacted when the application has been reviewed and informed if the application has been approved. 


	NOTE: Terms and conditions are to be kept by the applicant for their records and information. 
	 
	SOCIAL MEDIA APPLICATION 
	The purpose of this application is to apply for and establish a social media account (e.g. Facebook, Twitter, LinkedIn, SnapChat, etc.) that will be used to promote the interest and activities of Otero Junior College, its faculty, students and staff. 
	1) What type of Social Media account are you applying for? (Please check all that apply.) 
	 
	Facebook  Blogs   Name: ________ 
	Twitter   Wikis   Name: ________ 
	LinkedIn  YouTube__________   
	Flickr   Other   Name: ________  
	2) PURPOSE. Please state the purpose or goal of the social media account for which you are applying. __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
	3) All social media accounts are required to have at least two administrators (faculty or staff). Please have both individuals write their names and sign below. 
	Primary Administrator 
	I, ____________________________________________, acknowledge that I have read the Otero Junior College Social Media Terms and Conditions and do hereby agree to administer and moderate the site in accordance with the terms and conditions as stated. 
	________________________ 
	Signed 
	 
	Secondary Administrator 
	I, _________________________________________________, acknowledge that I have read the Otero Junior College Social Media Terms and Conditions and do hereby agree to administer and moderate the site in accordance with the terms and conditions as stated. 
	____________________________________ 
	 Signed 
	In signing this application, you are indicating that you have read the terms and conditions of this application and agree to items listed therein. Submit this form to the College Access Teams for Success (CATS) Committee for review and acceptance. 
	________________________________ ________________________________________ 
	Signature of Applicant  Date College Access Teams for Success Representative 
	_______________________________ _____________ _______________________ 
	Signature of Department Chair  Date   Date Approved 
	APPENDIX J-SYLLABI 
	 
	Figure
	COURSE TITLE 
	COURSE NUMBER-SECTION 
	SEMESTER 
	INSTRUCTOR INFORMATION 
	 
	Name:      Instructor Name 
	Phone:      719-384-XXXX 
	Office Hours:     MTuWThF 
	Email:      xxxx.xxxx@ojc.edu 
	Best Way to Contact:    EMAIL 
	 
	Student/Instructor email will only occur between OJC email accounts. Please allow 24 hours for a response to email messages (excluding weekends/holidays). Please do not sent duplicate emails within a 24-hour period. 
	 
	COURSE INFORMATION 
	GENERAL INFORMATION 
	 Lecture Meeting Time(s):  X:00-X:XX 
	 Lecture Meeting Day(s):   MTuWThF 
	 Location:    BuildingName Room# 
	 Lab Meeting Time(s):   X:00-X:XX 
	 Lab Meeting Day(s):   MTuWThF 
	 Contact Hours:    XX 
	 Credits:     X 
	COURSE DESCRIPTION 
	Copy/Paste from the correct course at 
	https://erpdnssb.cccs.edu/PRODCCCS/ccns_pub_controller.p_command_processor
	https://erpdnssb.cccs.edu/PRODCCCS/ccns_pub_controller.p_command_processor
	https://erpdnssb.cccs.edu/PRODCCCS/ccns_pub_controller.p_command_processor

	 

	 
	 
	COURSE PRE-REQUISITE(S) OR CO-REQUISITE 
	List pre/co-requisites here…or NONE. 
	IMPORTANT DATES 
	 Date Course Begins:      XXXXX, XXXX XX 
	 Date Course Ends:      XXXXX, XXXX XX 
	 Last Date to Drop with a Refund:    XXXXX, XXXX XX 
	- It is the student’s responsibility to contact Student Services by 5:00pm to request to be dropped from a course. 
	- It is the student’s responsibility to contact Student Services by 5:00pm to request to be dropped from a course. 
	- It is the student’s responsibility to contact Student Services by 5:00pm to request to be dropped from a course. 


	Last Date to Withdraw (“W” Grade, no Refund):  XXXXX, XXXX XX 
	- It is the student’s responsibility to contact Student Services by 5:00pm to request to be withdrawn from a course 
	- It is the student’s responsibility to contact Student Services by 5:00pm to request to be withdrawn from a course 
	- It is the student’s responsibility to contact Student Services by 5:00pm to request to be withdrawn from a course 


	 
	COURSE MATERIALS 
	 Textbook:   XXXXXXXXXXXX 
	 Author:    XXXXXXXXXXXX 
	 Additional Materials:  XXXXXXXXXXXX 
	COURSE POLICIES 
	ATTENDANCE 
	Instructor Created but… 
	 
	Must include the official absences list from new OJC Attendance Policy 
	COURSE CONDUCT/CLASSROOM MANAGEMENT 
	Instructor Created 
	 
	LATE & MAKE-UP WORK 
	Instructor Created 
	GRADING/EVALUATION 
	    
	Table
	TBody
	TR
	Span
	TH
	Span
	Grade 

	TH
	Span
	Percentage 


	TR
	Span
	A 
	A 

	90 – 100% 
	90 – 100% 


	TR
	Span
	B 
	B 

	80 – 89% 
	80 – 89% 


	TR
	Span
	C 
	C 

	70 – 79% 
	70 – 79% 


	TR
	Span
	D 
	D 

	60 – 69% 
	60 – 69% 


	TR
	Span
	F 
	F 

	0 – 59% 
	0 – 59% 




	 
	Points will be earned from the following assignments (instructors have the right to change this during the course of the semester): 
	Table
	TBody
	TR
	Span
	TH
	Span
	Assignment 

	TH
	Span
	Percentage of Grade 


	TR
	Span
	Exams 
	Exams 

	38 
	38 


	TR
	Span
	Quizzes 
	Quizzes 

	9.5 
	9.5 


	TR
	Span
	Attendance 
	Attendance 

	17 
	17 


	TR
	Span
	Clicker Points 
	Clicker Points 

	5 
	5 


	TR
	Span
	Pre-Labs 
	Pre-Labs 

	7 
	7 


	TR
	Span
	Labs 
	Labs 

	17.5 
	17.5 


	TR
	Span
	Research Paper 
	Research Paper 

	6 
	6 




	 
	TENTATIVE SCHEDULE 
	Instructors have the right to change the schedule, if needed. 
	Feel free to delete this box and/or create your schedule from scratch. 
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	COLORADO COMMUNITY COLLEGE SYSTEM COURSE REQUIREMENTS 
	GUARANTEED TRANSFER (GT) PATHWAYS COURSE STATEMENT 
	Copy/Paste from corresponding document at 
	Copy/Paste from corresponding document at 
	https://internal.cccs.edu/academic-affairs/common-course-numbering-system/required-course-syllabi-language/
	https://internal.cccs.edu/academic-affairs/common-course-numbering-system/required-course-syllabi-language/

	 

	 
	GT-XXX: XXXXX CONTENT CRITERIA 
	Copy/Paste from corresponding document at 
	Copy/Paste from corresponding document at 
	https://internal.cccs.edu/academic-affairs/common-course-numbering-system/required-course-syllabi-language/
	https://internal.cccs.edu/academic-affairs/common-course-numbering-system/required-course-syllabi-language/

	 

	 
	GT-XXX COMPETENCY AND STUDENT LEARNING OUTCOMES 
	Copy/Paste from corresponding document at 
	Copy/Paste from corresponding document at 
	https://internal.cccs.edu/academic-affairs/common-course-numbering-system/required-course-syllabi-language/
	https://internal.cccs.edu/academic-affairs/common-course-numbering-system/required-course-syllabi-language/

	 

	 
	REQUIRED COURSE LEARNING OUTCOMES 
	Copy/Paste from the correct course at 
	https://erpdnssb.cccs.edu/PRODCCCS/ccns_pub_controller.p_command_processor
	https://erpdnssb.cccs.edu/PRODCCCS/ccns_pub_controller.p_command_processor
	https://erpdnssb.cccs.edu/PRODCCCS/ccns_pub_controller.p_command_processor

	 

	 
	REQUIRED TOPICAL OUTLINE 
	Copy/Paste from the correct course at 
	https://erpdnssb.cccs.edu/PRODCCCS/ccns_pub_controller.p_command_processor
	https://erpdnssb.cccs.edu/PRODCCCS/ccns_pub_controller.p_command_processor
	https://erpdnssb.cccs.edu/PRODCCCS/ccns_pub_controller.p_command_processor

	 

	COLLEGE-WIDE POLICIES 
	PROGRAM STUDENT LEARNING OUTCOMES 
	OJC has identified Career and Technical Education (CTE) programs and four academic programs: Arts and Humanities, Mathematics, Social and Behavioral Science, and Natural and Physical Science. The CTE programs are: Ag-Business Management, Agricultural Science, Cosmetology, Business, Nursing, Medical laboratory Technician and Community Health Worker/Health Navigator. Each program developed outcomes and criteria and mapped outcomes and criteria to courses within the program. 
	 
	INSTITUTIONAL STUDENT LEARNING OUTCOMES 
	Specific to Department and CCC designations. See Department Chair for this information. 
	 
	 
	COURSE COMPETENCY ASSESSMENT 
	Instructor Created to address the assessment strategies/tools that appropriately measure student competency in that course. Assessment should tie directly to EACH of the student learning outcomes prescribed for each course. Assessments MUST be measurable (quantifiable) 
	 
	SERVICES FOR STUDENTS WITH DISABILITIES 
	Students with documented disabilities should contact the Disabilities Services Coordinator located in McBride Room 132, or call 719-384-6931 in the first two weeks of the semester about free services to assist them. Services include: tutoring, note-takers, readers/writers for tests, in-class aide for reading/writing, accommodation of physical setting in classroom, tape recorded lectures, enlarged print on handouts/tests, tests in the testing center, sign language and oral interpreting, adaptive equipment, a
	 
	ACADEMIC INTEGRITY POLICY 
	As of December 2019, Otero Junior College approved a new Academic Integrity Policy. In alignment with the institutional mission, Otero Junior College values academic integrity, and this policy is meant to uphold quality higher education. As such, all employees and students are expected to comply with the policy, whether or not they are directly involved. 
	 
	As a general rule, using the ideas, words, and work of another (others) and passing them off as your own violates this code, as is sharing work across classes.  Other specific examples can be found in the complete policy. Students are hereby notified they will be held accountable to this policy for all infractions.  
	 
	Students found to have committed a violation will have a report of the violation kept on file.  Infractions described above can range from minor to egregious with appropriate consequences.  The complete policy describing the rights of OJC and the students can be found on Desire2Learn. 
	 
	D2L INSTRUCTIONAL TECHNOLOGY 
	Any technical issues with D2L can be resolved by calling OJC’s IT help desk at 384-6970 or CCCS’s IT help desk at 800-583-4081.  If MyOJC is down, you can access D2L directly at 
	Any technical issues with D2L can be resolved by calling OJC’s IT help desk at 384-6970 or CCCS’s IT help desk at 800-583-4081.  If MyOJC is down, you can access D2L directly at 
	OJC desire2learn website
	OJC desire2learn website

	 

	 
	AUDIO/VIDEO RECORDING OF CLASS LECTURES 
	Except where a student is entitled to make an audio or video recording of class lectures and discussions as an educational accommodation determined through the student's interactive process with college disability services, a student may not record lectures or classroom discussions unless written permission from the class instructor has been obtained and all students in the class as well as guest speakers have been informed that audio/video recording may occur. A student granted permission to record may use
	 
	MANDATORY REPORTING 
	Our College is committed to preserving a safe and welcome educational environment for all students.  As part of this effort, I have an obligation to report certain issues relating to the health and safety of campus community members.  I must report to the appropriate College officials any allegation of discrimination or harassment.  Sexual misconduct, which includes sexual harassment, non-consensual sexual contact, non-consensual sexual intercourse, and sexual exploitation, is considered a form of discrimin
	 
	In addition to reporting all discrimination and harassment claims, I must report all allegations of dating violence or domestic violence, child abuse or neglect, and/or credible threats of harm to yourself or others.  Such reports may trigger contact from a College official who will want to talk with you about the incident that you have shared.  In almost all cases, it will be your decision whether you wish to speak with that individual.  If you would like more information, you may reach the Title IX/EO Coo
	 
	If you would like a confidential resource, please contact 719-384-6824. 
	Further information may be found on the College website:  
	Further information may be found on the College website:  
	OJC website
	OJC website

	 

	 
	OTERO JUNIOR COLLEGE MISSION STATEMENT 
	“To provide quality higher education that is accessible, transforms lives, expands employment opportunities, enriches our communities, promotes individual and global cultural diversity, and fosters economic development.” 
	 
	APPENDIX K--TECHNOLOGY CHEAT SHEET 
	COMPUTER, WIRELESS, & OWA E-MAIL LOG IN 
	 Domain and Username should always be entered as: ojc\S Number 
	 Domain and Username should always be entered as: ojc\S Number 
	 Domain and Username should always be entered as: ojc\S Number 

	 Passwords must be at least 8 characters long and contain an uppercase letter, lower case letter, and one number or symbol. Do not use your name or S Number or the password will be rejected. 
	 Passwords must be at least 8 characters long and contain an uppercase letter, lower case letter, and one number or symbol. Do not use your name or S Number or the password will be rejected. 

	 Applies to on campus computers, wireless or to web-based e-mail which can be accessed at http//owa.cccs.edu 
	 Applies to on campus computers, wireless or to web-based e-mail which can be accessed at http//owa.cccs.edu 

	 Wireless access on non-campus equipment is on OJCNET, access on campus owned equipment is via PRODNET. 
	 Wireless access on non-campus equipment is on OJCNET, access on campus owned equipment is via PRODNET. 


	 
	MYOJC PORTAL LOG IN 
	 Username is S Number 
	 Username is S Number 
	 Username is S Number 

	 Initial password is birthday in numeric form MM/DD/YY.  Afterword, password must contain at least one letter and one number.  
	 Initial password is birthday in numeric form MM/DD/YY.  Afterword, password must contain at least one letter and one number.  

	 E-mail can be accessed through Faculty/Staff E-mail icon located in the upper right corner of the screen.  
	 E-mail can be accessed through Faculty/Staff E-mail icon located in the upper right corner of the screen.  

	 Employee tab contains your access to time/leave forms and employee information. 
	 Employee tab contains your access to time/leave forms and employee information. 

	 Faculty tab contains D2L, class and Self Service Banner access. 
	 Faculty tab contains D2L, class and Self Service Banner access. 


	 
	DESIRE2LEARN LOG IN OUTSIDE OF MYOJC 
	 Username is S Number 
	 Username is S Number 
	 Username is S Number 

	 The password will be identical to your MYOJC password.  
	 The password will be identical to your MYOJC password.  

	 In the event the MyOJC portal is not available, access to D2L is at: 
	 In the event the MyOJC portal is not available, access to D2L is at: 
	 In the event the MyOJC portal is not available, access to D2L is at: 
	http://ojc.desire2learn.com
	http://ojc.desire2learn.com

	 


	 Faculty must ensure all courses are active by going to the course homepage, selecting Course Information link, and checking the active box.  
	 Faculty must ensure all courses are active by going to the course homepage, selecting Course Information link, and checking the active box.  


	TELEPHONE SERVICES/VOICEMAIL SETUP 
	 Click the messages button, the default voicemail password is 635241 
	 Click the messages button, the default voicemail password is 635241 
	 Click the messages button, the default voicemail password is 635241 

	 At the automated menu, follow the instructions as given to setup the mailbox.   
	 At the automated menu, follow the instructions as given to setup the mailbox.   

	 When accessing voicemail, the following options are useful: 
	 When accessing voicemail, the following options are useful: 

	1.  Play messages 
	1.  Play messages 

	2. Delete messages 
	2. Delete messages 

	3. Forward messages 
	3. Forward messages 

	 Voicemail can all be accessed from outside the campus by calling your number directly, waiting for voicemail to start then pressing the * key.  Enter your ID which is your extension number (e.g. 6970), then access your voicemail as normal.  
	 Voicemail can all be accessed from outside the campus by calling your number directly, waiting for voicemail to start then pressing the * key.  Enter your ID which is your extension number (e.g. 6970), then access your voicemail as normal.  

	 Voicemail can also be accessed through your OJC e-mail. 
	 Voicemail can also be accessed through your OJC e-mail. 


	 
	CANON PRINTERS 
	 Go to Start -> Devices and Printers (right side menu) 
	 Go to Start -> Devices and Printers (right side menu) 
	 Go to Start -> Devices and Printers (right side menu) 

	 Find your Canon printer in the list and go to Printing Preferences 
	 Find your Canon printer in the list and go to Printing Preferences 

	 When printing: 
	 When printing: 

	 Enter the copier code number assigned to you in the Department name field 
	 Enter the copier code number assigned to you in the Department name field 
	 Enter the copier code number assigned to you in the Department name field 
	 Enter the copier code number assigned to you in the Department name field 

	 Leave the password field blank 
	 Leave the password field blank 



	 If available, click the Verify button.  
	 If available, click the Verify button.  

	 Click OK until all the windows are closed.  Printing should be enabled now.  
	 Click OK until all the windows are closed.  Printing should be enabled now.  


	New faculty should contact the Computer Center at Ext. 6970 for additional classroom or Desire2Learn training.  
	New employees in general should contact the Computer Center at Ext. 6970 for additional access to services, department information (O:\drive access) or specialized program needs.  
	GETTING STARTED WITH DESIRE2LEARN (D2L) 
	Desire2Learn is accessed through the MyOJC Portal on the OJC website. (
	Desire2Learn is accessed through the MyOJC Portal on the OJC website. (
	www.ojc.edu
	www.ojc.edu

	) You can click on the MyOJC portal link in the upper right hand corner. Once you are inside the portal, click on the faculty tab. The access link to your D2L classes is on the right side of the page. 

	Initially, you are taken to your user (My Home) homepage. You may want to explore the profile settings. This is where you can leave office and other information for your students. Your courses are listed in the My Courses widget. These are organized by semester and subject. If you have a large number of courses, you will see a search box. If this is the case, contact your trainer for clarification. Click on the course you wish to work on. 
	 For reference, these are the most often used tools. 
	 Content: Add syllabus, reference materials, internet resources, etc. 
	 Content: Add syllabus, reference materials, internet resources, etc. 
	 Content: Add syllabus, reference materials, internet resources, etc. 

	 Discussions:  Use this like an on-line classroom where you hold conversations. 
	 Discussions:  Use this like an on-line classroom where you hold conversations. 

	 Dropbox: Used to make assignments and collect student work. 
	 Dropbox: Used to make assignments and collect student work. 

	 Quizzes: Quiz and exam area. 
	 Quizzes: Quiz and exam area. 

	 Grades: This is the gradebook. 
	 Grades: This is the gradebook. 

	 Classlist: Tells you who is in the class. The fastest way to email the class is through here. 
	 Classlist: Tells you who is in the class. The fastest way to email the class is through here. 


	 
	CONTENT 
	When adding content, you must first create a module, then you will be able to add a topic. Think of the module as a filing folder and the topics as the pieces of paper in it.  In a module, you may add links to documents or files, websites, or links to other pieces of content such as the appropriate assignment or test. 
	 
	 
	DISCUSSIONS 
	This tool is useful for organizing exchanges between yourself and your students. Many faculty use this function as an online question and answer session or to spur thinking through graded discussions. When creating a discussion thread, you must first add a forum. After creating the forum, the topic (discussion thread) may be added. 
	 
	DROPBOX 
	This tool collects online assignments. To create an assignment, the instructor adds a New Folder. The instructor may just add directions in the folder or may also add a file by attaching it to the folder. Best practices are to add this file as a plain text or rich text file. Unless there is a need for Word formatting, using a .txt or. rft format will allow all students access to the file without special software.  
	QUIZZES 
	This tool contains all quizzes, exams or test. Questions may be added directly through the tool or through Respondus. Respondus is software that allows old quizzes produced in Word or by other electronic means to be loaded into the online environment. Respondus, as a company has also created test banks for many books that can be pushed to your course through Respondus. 
	 
	GRADES 
	This is the grade book. Grades entered in the grade book and released to the students will give students immediate access to monitoring their progress in your course. Grades may be done in two ways. You may use a points grade system or weighted grades system. The grade book wizard will walk you through setup. Setup will be easier if you have first identified the assessment pieces that will be used throughout the course. Items can be added to the grade book by either adding the item when adding a graded item
	 
	CLASSLIST 
	The Classlist is a useful tool. Your students are listed in the Student tab. By Clicking the All tab, you can also get access to the Test Student as well as other instructors if you are team teaching the course. To test how your course looks to a student, Impersonate the test student. Across to Impersonate can be found in the dropdown list at the right on the Test Student name.  
	You may also need to impersonate other students from time to time. A green dot next to a student’s name means they are logged into D2L right now. If you need to Page them, you can also do this from Classlist. If a student has been dropped from your class, you can check this. Click the Enrollment Statistics link at the top. It lists the student’s drop date. 
	PAGE AND EMAIL ICONS 
	These are in the upper right hand corner. They are universal, meaning you will see these for all classes, regardless of where you are currently working. Your Pager may also beep at you when you receive a page, depending on what settings you have used. You may also page or email from the course classlist. 
	ONE LAST WORD 
	When your class is ready, you must activate it. Go to the Course Offering Information link on the left hand side of the course homepage. Clicking the link will bring up a new page. Midway down on the page there is a Course is Active checkbox. This must be checked before the student has access. 
	Anywhere in D2L that you see a pencil, there is opportunity to edit something. Always hit the save button when it is available. It frequently is found when creating something and in the grading area of the dropbox.  
	APPENDIX L—TEACHING LOADS 
	TEACHING LOADS FOR FULL TIME FACULTY 
	Faculty teaching loads during the academic year shall include such combinations of day, evening, weekend and distance learning classes as the needs of the college require.  Faculty members are employed to perform instruction and other instruction related duties that meet the needs of the institution and the students it serves. 
	 
	CCCS Board Policy defines the responsibilities of faculty as follows: “Basic components of the workload include classroom instruction and advising of students.  Appropriate activities for professional educators may also include serving on institution-wide committees and statewide task forces; student recruitment; sponsorship of student activities; job placement and community outreach services; participating in professional organizations which enhance the educational mission of the college; and developing in
	 
	The basic unit of measure for teaching load is the contact hour.  The total teaching load is derived by adding the contact hours of the scheduled courses that meet the college’s enrollment targets and in which the full-time faculty member is the sole instructor.  CTE disciplines and other disciplines have teaching loads that reflect the nature of the structure and delivery of those various curricula.  Due to those differences OJC has generated the following minimum contact hour teaching load scale. 
	 
	 OTERO JUNIOR COLLEGE TEACHING LOAD SCALE 
	 PREFIX  DISCIPLINE    CONTACT HOURS PER SEMESTER 
	 ABM  AGRA-BUSINESS MANAGEMENT 18* 
	ASC/AGP/AGE/AGY AGRICULTURAL SCIENCE  15-18* 
	 ANT  ANTHROPOLOGY   15 
	 ART  ART     18 
	AST  ASTRONOMY    18 
	 BIO  BIOLOGY    18 
	 BTE/BUS BUSINESS    15-18* 
	 CHE  CHEMISTRY    18 
	CHW  COMMUNITY HEALTH WORKER 15-18* 
	 CIS/CWB COMPUTER SCIENCES   18 
	 COM  COMMUNICATIONS   15 
	 COS  COSMETOLOGY   30 
	 ECO  ECONOMICS    15 
	 ENG  ENGLISH    15** 
	 GEO  GEOLOGY    18 
	 HIS  HISTORY    15 
	 HUM  HUMANITIES    15 
	 LIT  LITERATURE    15 
	 MAT  MATHEMATICS   15 
	 MLT  MEDICAL LAB TECHNICIAN  18* 
	NUR  NURSING    18* 
	PBH   PUBLIC HEALTH WORKER  15-18* 
	 PHI  PHILOSOPHY    15 
	 PHY  PHYSICS    18 
	 POS  POLITICAL SCIENCE   15 
	 PSY  PSYCHOLOGY    15 
	 SCI  GENERAL SCIENCE   18 
	 SOC  SOCIOLOGY    15 
	 SPA  SPANISH [FOREIGN LANGUAGES] 15-18* 
	 THE  THEATER    15 
	 WEL  WELDING    30 
	NUR, ABM, COSMO, LEA, MUS instructors are compensated using additional formula variables, due to the nature of their curriculum and non-traditional schedule. 
	 
	Personal wellness PED course instructors will be compensated for 2 contact hours.  The instructor may choose to meet more than 2 contact hours but will not be compensated for the additional contact hours. 
	 
	*A range in the number of contact hours is identified due to the variations in instructional design for lecture/laboratory courses within these disciplines.  This practice is based on longstanding national standards for assigning load in academic lecture, lecture/lab, and CTE courses. 
	 
	**The maximum number of contact hours for English Composition in any semester for one instructor will not exceed 9 hours (three sections).  Special circumstances may set aside this standard. 
	 
	Adjunct instructors contact hours will be limited to no more than 29 hours per week using the following formula:  2-1/4 hours’ x each contact hour, plus actual hours required for office time, faculty meetings, etc.  Dual rolls or multiple assignments will be reviewed on a case by case basis to ensure limit compliance. 
	 
	In addition to the maximum number of instructional contact hours per week, an instructor normally will be required to teach no more than four (4) instructional preparations in each of the Fall and Spring semesters.  Exceptions to this rule require a good faith effort to meet the full-time load as prescribed above and/or the approval of the instructor, Department Chair, and Vice President of Academic Affairs. 
	 
	Two or more low enrollment courses will be bundled creating a total of ten or more students to be considered part of load. 
	 
	Department Chairs who are faculty will be provided a minimum of 20-25% teaching load release (usually one three or four-hour course) each fall and spring.  In addition, Department Chairs will receive a stipend for the duties identified in the Department Chair job description. 
	Should the need arise for exceptional instruction duties, teaching load release may be granted by the Vice President of Academic Affairs with the concurrence of the OJC President. 
	 
	OVERLOAD 
	Overload is to be paid to full-time OJC faculty in a fair and equitable manner.  The process should be clear and explicable, facilitating confidence in all parties that the parameters of the overload are without question.  The course(s) designated for overload compensation will be the course(s) that meet the overload criteria. 
	 
	Overloads are defined as contact hours beyond load.  When the number of contact hours reaches load, the full-time faculty person will be compensated for each additional contact hour over load.  
	 
	Most faculty run 15-18 contact hours, and some CTE programs may run 20 or 30 contact hours per week.  Contact hours may mirror each other in lecture course with a 1:1 ratio.  A three credit English lecture meets three hours, but a computer course may earn three credits but require four hours with the lab.  If enrollments are low for a particular full-time faculty member, that faculty member will be asked to teach an additional course without overload compensation.  Two or more low enrollment courses will be
	 
	Overloads are to be identified between the faculty, the department chairperson, and the Vice President of Academic Affairs prior to the start of the semester.  Overload assignments may be proposed by any of these parties. A course that is added after the assigned schedule will be the overload unless another course was cancelled. “An overload assignment must be in writing and approved by the college president.”  (BP 3-80) 
	 
	The course(s) designated for overload compensation will be identified in the following manner.   The department chair and the full-time faculty member will examine the teaching assignment put forth by the department chair.  When the full-time faculty load threshold has been reached, contact hours above load will be documented and assigned as an overload.  Guidelines to use but not limited would be: 
	1. A hybrid or online course 
	2. A night section 
	3. A second, third, fourth section of the same course. 
	4. A new course an instructor would like to offer or is not an elective 
	5. A course offered out of its normal fall/spring sequence 
	 
	Determination of overload must be in writing and approved by the OJC Vice President of Academic Affairs and President. 
	 
	Student headcount will be determined the day after census date. 
	 
	UNDER-LOAD 
	When faculty load that does not meet the contact hours designated as load, a state of under-load exists.  The full-time faculty person will then be required to teach an additional course assigned by the department chair in order to remedy the under-load.  When the number of contact hours reaches load, the full-time faculty person will be compensated for each additional hour overload.  Low numbers in the courses considered a part of load may result in no additional compensation. 
	 
	When a course is cancelled resulting in under-load, adjustments are to be made in the instructional assignment of the full-time faculty member.  A course cancellation may result in a modification of projected full-time faculty compensation.  Overload, identified earlier, may no longer be present.  Under-load may result.  The requisite modifications must occur.   
	If no additional course is taught and the full-time faculty person remains at under-load, the faculty person will be required to assist with additional instruction-related tasks as defined by the chair/director and Instructional Services.  This assignment should be negotiated fairly, in the best interest of the college and the students it serves. 
	 
	The OJC Vice President of Academic Affairs is the final authority for canceling scheduled courses and approving alternative assignments, with the concurrence of the OJC President. 
	 
	When enrollment figures become firm (after census date) and Census Date Report has been signed and returned to the Office of Student Services, instructors and faculty teaching overloads will be processed through Instructional Services and finalized in Human Resources.  Faculty members teaching overloads and instructors will be paid by direct deposit into your bank account. 
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	 $  1,490.87  
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	APPENDIX M—OTHER ITEMS 
	OJC TUITION REFUND POLICY 
	 No tuition and fees are refunded after twelve class days from the first day of the Fall Semester.  If you officially drop classes and present a Drop Form to the Student Services in McBride Hall (Room 132) within the first twelve class days of the semester, full refund will be made.  There will be no refund for any reason if you drop after the twelfth day of classes. 
	 
	 The last day to submit a Drop Form to the Student Services Center for Fall Semester 2017 classes for courses running from August 20, 2018 through December 12, 2018 and receive a refund is Wednesday, September 5, 2018.   
	**Courses with beginning or ending dates other than normal term require calculating 15% of total week days, excluding non-class days and weekends (unless hybrid), to determine drop day. 
	 
	 I have read this official policy and will comply if I drop this course. 
	 
	Course Number and Title: 
	 
	Instructor: __________________________   Date: _____________________________ 
	Student Signature:  
	 
	____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
	Student Signatures: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
	Please return this form to Instructional Services 
	STUDENT WAIVER OF LIABILITY, CONDUCT, AND MEDICAL RELEASE FORM 
	FIELD ACTIVITY _____________________________________________________________  
	Otero Junior College is an Institution of Higher Education in the State of Colorado and, as such, is covered by the Colorado Governmental Immunity Act, C.R.S. 24-20-101 et seq. This law provides that the State and its institutions are immune from lawsuits for injuries suffered by private persons, except, in specific situations listed in the law, where immunity is specifically waived. In other words, by law, if a student suffers an injury as a result of participation in instructional activities of the colleg
	I am exercising my own free choice to participate voluntarily in educational field trips sponsored by OJC, and promise to take due care during such participation.  I have been informed of the nature of these activities, and I am aware of the hazards and risks that may be associated with my participation in these activities, including the risks of bodily injury, death or damage to property from known or unknown causes. 
	In consideration of the privilege of participating in instruction offered by employees of OJC, I have and do hereby assume all risks and will hold OJC and its employees and agents harmless from any and all liability, actions, causes of action, debts, claims and demands of every kind and nature whatsoever which I now have or which may arise from or in connection with participation in instructional activities arranged for me by OJC or its employees or agents. The terms hereof shall serve as a release and assu
	Field activities are a supplementary classroom instructional tool in certain courses offered at OJC.  The nature of such activities requires students and their instructors to travel away from the physical premises of OJC’s campus. I understand that by participating in such activities I am a representative of OJC and its student body. I am also aware that these activities are still considered as in-classroom instruction and all OJC Regulations, and General Regulations of the College as referenced in OJC’s cu
	 
	(Please sign back page after reading this document) 
	 EMERGENCY TREATMENT 
	I further give my consent for any College Personnel to admit me____________________________________________ (student's name) to a hospital for emergency treatment (including surgery as deemed necessary for my well-being). 
	Please list any special conditions of the student that would be necessary for us to know in an emergency: 
	1. Any drug or other allergies _____________________________________________ 
	2. Any medication the student takes regularly (including dosage) ________________ 
	3. Any chronic conditions, such as diabetes, asthma, high blood pressure, seizures or other: 
	 ___________________________________________________________________ 
	4. Date of last tetanus immunization________________________________________ 
	 
	In signing below, I hereby assert that:  
	1. I have read the front and back pages of this document;  
	2.  I understand that Otero Junior College is covered by the Colorado Governmental Immunity Act;  
	3. I am personally liable for injuries that I may suffer as a result of participation in this activity.  
	 
	Student Signature __________________________________________________________ 
	Date ______________ 
	Parent or Guardian (if student is under 18 years old) _______________________________  
	Date______________ 
	OJC Staff Signature___________________________________________________________ 
	Date______________ 
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	I certify that the statements in the above schedule are true and just in all respects; that payment of the amounts claimed herein has 
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	and that I actually incurred or paid the operating expenses of the motor vehicle for which reimbursement is claimed on a mileage basis. 

	 
	 

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	Payee 
	Payee 
	Payee 

	  
	  

	 
	 

	Title: 
	Title: 

	TD
	Span
	  


	TR
	Span
	 
	 

	(Signature Required) 
	(Signature Required) 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	Date: 
	Date: 
	Date: 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	  
	  
	  

	  
	  

	  
	  

	  
	  

	  
	  

	  
	  

	  
	  

	  
	  

	  
	  

	  
	  

	  
	  

	  
	  

	  
	  

	  
	  


	TR
	Span
	Recommended for Approval 
	Recommended for Approval 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	  
	  
	  

	  
	  

	  
	  

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	  
	  

	  
	  

	  
	  

	  
	  

	  
	  

	  
	  


	TR
	Span
	Fiscal Officer 
	Fiscal Officer 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	Supervisor 
	Supervisor 




	 
	 **Rate changes January of every year** 
	 



