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SECTION ONE
INTRODUCTION

1.1 INTRODUCTION

The Community College of Southern Nevada (CCSN) has published this handbook for informationd
purposes only. The information contained herein reflects some of the policies and procedures of the
college. More information regarding employment and benefits may be found in the CCSN
Adminigrative Manud. Detailed information regarding UCCSN poalicies and procedures may be
found in the Board of Regents Handbook.

The collegeis afully accredited member of the Northwest Association of Schools and Colleges. This
dtatus assures that the college's organization, structure, saffing and funding are equa to its objectives,
that its governing board is functioning properly and that dl academic and financid plans are well
designed to provideits students at a high level of excellence.

1.2 NON-DISCRIMINATION POLICY

The Community College of Southern Nevada does not discriminate on the basis of, race, color,
nationd origin, sex, disability, religion, marital status, sexud orientation, pregnancy, or agein any of its
policies, procedures or practices, in compliance with title V1 of the Civil Rights Act of 1964 (pertaining
to race, color and nationa origin), Title VIl (pertaining to employment), Title IX of the Education
Amendments of 1972 (pertaining to sex), Section 504 of the Rehahilitation Act of 1973, and the
Americans with Disahilities Act of 1990 (pertaining to disability) and the Age Discrimination Act of
1975 (pertaining to age). This nondiscrimination policy covers admisson, access to and treatment and
employment in the College' s programs and activities, including vocationd education. Inquiries
regarding equa opportunity policies, thefiling of grievances or grievance procedures covering
discrimination complaints should be directed to the College Affirmative Action Officer at
(702)651-4002. Federd or State agencies are also available to answer any complaints.

13 PROCESSFOR CHANGESTO PROFESS ONAL STAFF HANDBOOK

1. Changes to the Professional Staff Handbook may be proposed by:
a The Faculty Senate
b. The Adminigrative Council
C. The College Presdent

The Faculty Senate and the Adminidirative Council shal develop their interna process for
proposing changes. Proposals shdl be submitted to the College President or his’her designee.
The President or designee shdll refer dl proposed changes to the Faculty Senate and the
Adminigrative Council within 20 working days of his’her receipt of them.



Proposed changes shdl be reviewed by the Faculty Senate and the Adminigtrative Council
within 60 calendar days of receipt. The Faculty Senate and the Adminigtrative Council shall
indicate their gpprova or rgection of the proposed changes, or suggest modification. The
proposed changes shall be submitted to the College President or designee after the Faculty
Senate and the Administrative Council have had an opportunity to respond.

The President or designee shdl have the find authority for approva or rgjection of the
proposed changes. Approva of the proposed changes shdl be consstent with the provisions
of the UCCSN Code. Approved changesin the Professiona Staff Handbook must be
digtributed by the President or designee to the Human Resources Office, who will be
responsible for updating the Professiond Staff Handbook Web Page and notifying the entire
faculty within 20 working days. If the President or designee regjects a proposed change, he/she
will 0 inform the Faculty Senate and the Adminigtrative Council and explain the reasons for
rejection within 20 working days of his’her receipt of the recommendations. Any changes
which do not follow this process shal not be officid and are nonbinding to members of the
Coallege community.



SECTION TWO
MISSION STATEMENT, GOVERNANCE AND ORGANIZATION

21 ADMINISTRATION

21A MISSION STATEMENT AND GENERAL EDUCATION REVIEW

The misson statement for the College was developed with broad input from al congtituencies. The
statement reflects the commitment of the College community to provide opportunities for people to
change their lives.

The mission of the Community College of Southern Nevadais to implement the UCCSN
mission by identifying the needs of the citizens of Southern Nevada and providing educetiond
and support services to meet those needs in the areas of generd education, transfer

preparation, vocationa education, basic skills development, adult education, and community
service. In meeting the needs of the community it serves, the College provides student centered
services that recognize the uniqueness of the individua, demondirate excdllence, utilize up-to-
date facilities, emphasize comprehensive uses of technology, and rely upon the collaborative
efforts of the College, the sudents, and the community.

Inareview of the genera education commitment of the College, the faculty have identified the following
core performance e ements to serve as a guide to prepare students to enter the workforce and
contribute congtructively to society. These core dements will be emphasized in al classes, and students
who complete a course of study at CCSN will have devel oped competency in these areas. These core
performance e ements have been added to dl of CCSN'’s curriculum forms. All courses include one or
more of the following core dements.

. Communication

. Criticd Thinking

. Quantitative Reasoning

. Technological Competency
. Diversty Appreciation

. Life Enhancement

21B CONSTITUTION HISTORY & GOVERNING BODY

Refer to Board of Regents Handbook, Chapter 1, Title 2, Section 1.2, Condtitutiond Authority and the
Board of Regents through Chapter 1, Title 2, Section 1.7.




21C CCSN ADMINISTRATION/ORGANIZATIONAL CHART

Position descriptions are located in the Human Resources Office and may be reviewed upon request.

CCSN Organizational Chart to be placed in this section:




22 EACULTY

22A FACULTY SENATE MANUAL
Refer to CCSN Faculty Senate Manual, 1996-1997 Edition

22B FACULTY SENATE BY-LAWS

23 DEPARTMENT CHAIR SELECTION PROCESS

23A QUALIFICATIONS OF OFFICE

The Department Chair must be a full-time academic faculty member in the subject department. Any
individua serving or desiring to serve as a Department Chair shal resgn from said position upon
commencement of sabbatica leave. In cases of resgnation remova of a Department Chair, see
Paragraph 111 herein below. Faculty wishing nomination for the role of Department Chair must have a
preponderance of their assgnment in the subject department.

23B QUALIFICATIONSFOR VOTING

Theright to vote for a Department Chair shdl be limited to full-time academic faculty members within
the subject department (tenure track or continuing contract employees).

23C LENGTH OF TERM

Depatment Chairs shdl servefor aterm of three (3) years. In Stuations in which amid-term eection is
held due to ether the resignation or remova of the Department Chair, or in which the Chair-Designate
is gppointed by the President, the newly dected or appointed Chair shall serve for the remainder of the
three (3) year term. There shal be no limitation on the number of terms an

individual may serve as Department Chair.

23D CHAIRELECTION PROCESS

1 During the second week in March during an election year, the process of sdlecting the
Department Chair will begin. Faculty in the gppropriate department will be given notice from
the Faculty Senate Chair or designee a least 10 working days prior to the meeting to discuss
the selection.

2. Faculty who have an interest in serving in the role of Department Chair will make their interest
known in writing to the President or designee and the Faculty Senate Chair at least five (5)
working days prior to the meeting. Specia consderation for selection of Department Chair
may occur in certain programs due to outside accreditation requirements. Faculty who are
interested in serving as Department Chair must meet the quaifications Sated herein if they wish

to apply.



If there are no faculty members within the subject department interested in serving as
Department Chair, the Faculty Senate Chair shal so advise the College's President. The
Presdent shdl thereafter sdlect a full-time academic faculty member from the college a large, to
serve as Department Chair for said department during the current term thereof.

Upon the Faculty Senate Chair's receipt of the nominations for the position of Department
Chair, said Chair shdl inform the faculty in the subject department of the candidates wishing
consderation as Department Chair in that department.

At a predetermined announced meting, al faculty in the department will be invited to ameeting
with the Faculty Senate Chair or designee for purposes of holding an eection.

At the meeting set forth in paragraph five (5) above, an dection will take place. It will be
conducted by secret bdlot. The candidate with the mgority of votes of those voting in the
election will be recommended to the President for appointment as Department Chair. If no
candidate receives amgority of votesin theinitia baloting, arun-off eection by secret balot
will be held immediately thereafter between the two (2) candidates receiving the most votes.
The candidate with the mgjority of votes will be recommended to the President for
gppointment. In the case of atie vote between the run-off candidates, a second vote involving
said candidates shal be held on the third working day thereafter. If the vote should again result
in atie between the candidates, the process shal be reopened for purposes of accepting new
nominations. Those previoudy nominated may be denominated. Nominations shal close within
five (5) working days of the reopening of the nomination process. The Faculty Senate Chair
shdl inform the faculty in the department of the candidates wishing consderation as Department
Chair in the department. On the tenth day thereafter, the Faculty Senate Chair shdl cdl a
meseting of the department faculty for purposes of holding the eection. At the meeting, an
election shdl he held. It will be conducted by secret balot. The person with amgority of votes
will be recommended to the President for appointment. In the case of atie vote, the President
ghall select amember of the department to serve as Department Chair for the current term of
office.

Within five (5) working days, the President will announce hisher decison.

If the President does not confirm the choice of the department as evidenced by the vote of the
department, the Presdent will give arationde to the department's faculty and will order another
election. Within five (5) working days of the receipt of the Presdent's decision not to confirm
the department vote, dl nominations for the office of Department Chair must be received by the
Faculty Senate Chair. The Faculty Senate Chair will inform the faculty in the department of the
candidates wishing consideration as Department Chair in that department. Within 10 working
days thereof, the Faculty Senate Chair shdl invite dl qudified members of the department to a
meeting for purposes of conducting an dection. At the meeting an dection shdl be hdd. It will
be conducted by secret balot. The person with the mgority of votes of those voting in the
election will be recommended to the President for gppointment. In the case of atie vote, the



President shall select one (1) of the nominated candidates to serve as Department Chair for the
current term of office.

231 RECALL OF DEPARTMENT CHAIRS: PROCEDURES

2.3.1 APROCEDURESTO BE FOLL OWED PRIOR TO INSTITUTING FORMAL
RECALL PROCEDURES: INFORMAL RESOLUTION

If problems occur within a department, al reasonable efforts should be made to resolve them informaly
with the Department Chair. If faculty are unsuccessful in their efforts to resolve such problems, the
following procedures must be followed prior to ingtituting forma recal procedures:

A. Upon petition in writing from at least 1/3 of the faculty, the Faculty Senate Chair shall
cal agpecid meeting of the full-time faculty of that department for purposes of resolving
any and dl outstanding disputes, problems or issues. This specid meeting shdl occur
pursuant to the Faculty Senate Chair's receipt of the signed written petition of at least
1/3 of the department faculty. The petition must be addressed to the Faculty Senate
Chair with a copy thereof to be ddlivered by the Faculty Senate Chair to the
Department Chair.

B. The specid meeting shal occur within 10 working days of the Faculty Senate Chair's
receipt of the petition. At the specia meeting, the Faculty Senate Chair shall preside.
The faculty and the Department Chair shall reasonably attempt to resolve the issues.
Upon conclusion of the meseting, the Faculty Senate Chair shdl render awritten report
and forward a copy of the same to the Department Chair, the faculty members within
the subject department, and to the gppropriate Vice President. Any such specid
meeting shal occur no more than once each semester (Fall/Spring). There shdl be no
gpecid mesting during the Summer Session.

2.3.1B FORMAL RECALL PROCEDURES: INSTITUTING THE RECALL OF A
DEPARTMENT CHAIR

The formal recal of a Department Chair may not commence any earlier than the beginning of the
second regular (Fall/Spring) semester of the current term of office, or in the case of amid-term
gppointment or dection, no earlier than the beginning of the second regular (Fall/Spring) semedter after
sad eection or gppointment. The procedures to be followed by members of a department seeking the
reca| of their Department Chair are asfollows.

A. A specid meeting of the department faculty shall be caled by the Faculty Senate Chair
pursuant to said Chair's receipt of aformal Petition for Recall of Department Chair. At
least 1/3 of the faculty of the subject department must put the concerns of the faculty
and the reasons for caling the specid meeting in writing. The Petition must contain
pertinent information regarding the reasons for caling the meeting. The Petition must be



addressed to the Department Chair with a copy to the Faculty Senate Chair. The
reasons for calling the specid meeting include, but are not limited to, failure to
communicate with faculty, fallure to perform duties, sufficient injury to the department or
indtitution.

B. Within five (5) working days of receipt of the Petition, the Faculty Senate Chair shall
convene a department meeting for purposes of resolving the issues so stated. At said
gpecid meeting, the faculty and Department Chair shdl attempt, in good faith, to resolve
the outstanding issues. If the Faculty Senate Chair determines that such resolution is
unsuccessful, avote of confidence/no confidence shall be held by secret ballot. If at
least 2/3 of the department faculty express no-confidence in the Department Chair, the
results thereof shal be forwarded to the President.

C. In the case of a no-confidence vote, the President will rule on the vote and notify the
department faculty, Faculty Senate Chair, and the Department Chair within five (5)
working days. If, in the opinion of the President the problems are resolvable, the
Department Chair will be given an opportunity to remedy the concerns of the faculty. If
the concerns are grave and cannot be resolved, the President shal inform the
department faculty, Faculty Senate Chair, and Department Chair and a new dection
shall be held in accordance with the procedures set forth herein for the eection of
Department Chairs.

24  ADJUNCT FACULTY

Information regarding Adjunct Faculty may be found in the CCSN Human Resources Department as
well asin the Refer to the CCSN web page, Support Services, Faculty/Staff Resources: Adjunct Staff
Handbook.

25 COLLECTIVE BARGAINING

Refer to Board of Regents Handbook, Title 4, Chapter 4.



SECTION THREE
FACULTY, ACADEMIC PRACTICES AND POLICIES

31

1.

TENURE PROCESS - TENURE ASACADEMIC FACULTY

The Peer Committee will be condtituted of three (3) tenured academic faculty members.

The department chair will select afaculty member, the candidate for tenure will sdect afaculty

member, the department chair and faculty member will mutualy agree on a committee member.
The third member shal be from the candidate's discipline, if possble. If afaculty member from
the candidate's discipline is not available, the third member shal be from a cognate discipline.

The department chair will notify in writing the gppropriate Vice Presdent about the officia
composition of the committee. The Department chair will notify the proposed committee
members of their committee membership.

The members of the Peer Committee will choose a chairperson.

The candidate for tenure will complete a Tenure Application form to be submitted to the Peer
Committee.

The Associate-Vice Presdent of Human Resources will notify members of the department of a
faculty member currently serving as an administrator, who will be consdered for tenure when
he or she is placed on tenure track by the President.

An evauation (including recommendetions) of the tenure candidate will be made in writing by
the Peer Committee and will then be forwarded to the department chair.

The evauation of the Peer Committee will include:

a Student evauations from the previous three (3) years, recipient of service evauations or
other evauations by the candidate's service population. (The committee will be given
accessto al service population evauations of the tenure candidate);

b. Peer investigation (input from the tenure candidate's peers) will be solicited;

C. Classroom vigtation or workplace visitation by the Peer Committee (Peer Committee

members will vigt the tenure candidate's classes or workplace at a mutually agreegble
time);



Review of syllabi, course outlines, and other course materid developed by the
candidate for tenure if she or he teaches, or materias developed in support of library
development if she or heisalibrarian; or the counsding/advisng of sudentsif she or he
isacounsgor;

Review of documentation of the service provided by the candidate for tenure.

In the case of an eigible adminigrative faculty (as defined by sections4.2.1 and 4.4.6
of the UCCSN Code) gpplying for tenure as academic faculty, the credentias of the
candidate must meet the norma criteria gpplied by the recelving department when
recruiting for a professond pogtion.

Adminigrative faculty who are aready on tenure track for tenure as academic faculty
during the spring semester, 1995, may apply for tenure using the tenure gpplication rules
that applied at the time they were placed on tenure track.

The Peer Committee will forward the completed evauation with al documentation atached in
the form of the Tenure Committee Report to the department chair. The signatures of all
committee members as well as that of the candidate for tenure are to appear on the evauation.

Tenure evaluations will be based upon the UCCSN Code, Title 2, Chapter 4, Section 4.4.2
Standards for Recommending Appointment with Tenure.

Refer to Board of Regents Handbook, Title 2, Chapter 4, Section 4.4.2.

The department chair will review the Tenure Committee Report and will transfer dl necessary
information to the UCCSN Recommendation for Tenure or Promotion form. The department
chair will evauate the staff member and will consider:

a

Student evauations; recipient of service evauation; or other evauation by the
candidate's service population;

Evauation by Peer Committee;

Evauation of teaching or performance of professona activities by means of classroom
vigtaion;

Review of the Application for Tenure as academic faculty submitted by the candidate;

Review of syllabi, course outlines and other course materials developed by the
candidate;



10.

11.

12.

13.

f. Service contributions to the college through System or college committee work, student
advisng, specia projects and any other specid support activities; and

. Service contributions to the community and/or state or nationwide activities.

The department chair will forward the completed Recommendation for Tenure or Promotion
form to the appropriate Vice-President.

The Vice-Presdent will submit arecommendation in writing to the President on the
Recommendation for Tenure or Promotion form.

The officid recommendation regarding tenure will be made to the Board of Regents by the
Presdent through the Chancdlor's Office. The President will inform the faculty member in
writing by January 30th of the academic year.

The following schedule of deadlines for activities is established for atypica academic year:
a End of second week in October Appointment of Peer Committee.

b. End of third week in October Candidate submits gpplication to the Peer Committee.

C. End of the second week in November Submission of Peer Commiittee reports to the

department chair.
d. December 1 Submission of recommendations from department chair to Vice-President.
e End of first week in December Submission of recommendations from Vice-President to
President.
f. End of second week in December Submission of recommendations from President to

Board of Regents.

g. January 30 of the academic year Presdent informs gpplicant in writing of the progress
of the application.

(Amended by Faculty Senate on 3/21/97 and approved by Dr. Moore on 4/16/97)



32 FEACULTY RIGHTSAND RESPONSIBILITIES

32A ACADEMIC FREEDOM AND RESPONSIBILITIES

Refer to Board of Regents Handbook, Title 2, Chapter 2

3.2B PROFESSIONAL ETHICS

1 Urge spouses, children, and other close family members to avoid registering for classes you
teach. The presence of such individualsin the classroom may create a perception that the
grading process may be unfair.

2. Urge those with whom you have a business or professond reationship which may make it
difficult for you to grade them fairly to avoid registering for classes you teach.

3. In those rare ingtances in which the class that only you teach is an absolute requirement for
certificate, degree, or persona enrichment of someone in the categories mentioned above,
discuss this matter with your department chair or program coordinator with the god of finding a
way to avoid both unfairness and the appearance thereof. Share the results of such discussion
with the person impacted.

(Approved by Faculty Senate 10/18/99)

321 FACULTY OFFICESPOLICY

1. The Adminigration a CCSN will provide one (1) faculty office per ingtructor.

2. The Provog a each campus in consultation with Department Chairs* would identify and alot
one (1) or more office complexes to each department close to the actual teaching aress.

3. Allotment of avallable officesin each office complex will be determined by seniority as below.

4, In an office complex which is shared by different departments, individua offices will be
identified as being under the domain of a specific department and Department Chairs* will have
complete control over how they are dlotted.

5. If apermanent transfer of faculty from one campus to another is necessitated.

A. If no office spaceis available, the Department Chair* will consult with the Provost to
acquire suitable office space.



B. The faculty of the concerned department will have first preference for the vacated
office. If no faculty within the department needs that office, the Chair* can dlot it to
faculty outside of the department at the request of the Provost.

C. If the faculty from one (1) department is moving from campus A to B and faculty from
another department is moving from campus B to A, an exchange can be made by
mutua consent of the existing Chairs*.

6. No adminigiration officid will move into the faculty office without the Chair's® consent.

7. Each office should be adequatdly furnished with al necessary equipment.

8. Prior to reassgnment of an office, the current faculty member or hisher next of kin or person
designated to be contacted in case of an emergency will be permitted initia accessto the office
to gather persona belongings.

3.2.1 AGENERAL GUIDELINESFOR DEPARTMENT POLICY

Seniority will begin on the faculty members Sgn tharr firgt full-time contract. In the event that a new
faculty member has not yet moved to Las Vegas when the contract is available for sgning, Human
Resources will fax a copy of the contract to the faculty member and send the origind via express mall
with atracking date. The faculty member may sign the fax copy and return it to Human Resources via
fax and the date will be used for seniority purposes provided the origind is Sgned and returned within
two weeks of receipt. Seniority for exigting faculty will be based on the date they sgned ther first full-
time contract.

If offered an office, afaculty member may waive seniority for thet office in favor of remaining in close
proximity to her/her actud teaching areas. Once seniority iswaived for a specific office, it cannot be
changed. However, if adifferent office becomes available at alater date, seniority for available offices
dill applies.

Thereis no gpped process except for offices assgned in a manner not listed above.

*|f there is no Department Chair then the responsbility will go to the coordinator, if thereis no
coordinator, then the respongbility will go to the senior member in the area

322 FEACULTY SALARIES

3.2.2 ADEVELOPMENT AND REVIEW OF SALARY SCHEDULES

Refer to Board of Regents Handbook, Title 2, Chapter 5, Section 5.5.1.



3.22B SALARIESFOR FACULTY IN RANK OAND RANGE 0
Refer to Board of Regents Handbook, Title 2, Chapter 5, Section 5.5.3.

3.22C SUMMER SESSION SALARY SCHEDULES
Refer to Board of Regents Handbook, Title 4, Chapter 3, Section 26.3.

3.2.2D SALARY SCHEDULES
Refer to Board of Regents Handbook, Title 4, Chapter 3, Section 22.

Community Colleges - Executive Sdaries
Community College - Faculty
Community College - Faculty (Merit Schedule)

3.22E COMMUNITY COLLEGE SALARY PLAN (BASIC CONCEPTS)
Refer to Board of Regents Handbook, Title 4, Chapter 3, Section 24.

323 FEACULTY WORKLOAD POLICY

3.2.3A WORKLOAD FOR INSTRUCTIONAL FACULTY

The workload for ingructiond faculty shal be based on Ingtructiona Units (IU). Each ingtructiona
faculty member shal be expected to be assgned fifteen (15) indructiond units per semester. At the
beginning of each semester each faculty member shdl, in conjunction with the Department Chair,
determine the number of ingtructiond units to be assgned to each activity. The workload must also be
goproved by the Vice Presdent for Academic Affairs. In case of the lack of an agreement, the faculty
member may gpped to the Faculty Wdfare Committee which will make a recommendation to the Vice
Presdent for Academic Affairs. Sinceit is recognized that faculty assgned to ingtruction spend
consderable time off campusin preparation and evauation of student work, there shall be some
flexibility in "on-campus' time requirements.

3.2.3BEULL-TIME INSTRUCTIONAL FACULTY

1. "A" Contract
a Fifteen (15) Ingructiond Units/ Spring, Fall semedter.

b. Thirty-eight (38) Ingtructiona Units/ Y ear, including no more than eight (8) 1U's during
SuUmmer*.

C. Minimum five (5) hours per week scheduled office hours and/or scheduled contact
hours.

d. Minimum five (5) hours per week flexible inditutiona service, staff development, etc.



2.

NOTE:

Note:

"B" Contract

a Fifteen (15) Ingtructiond Units each Spring and Fall Semester.
b. Thirty (30) Ingtructiona Units per Year**.

C. Minimum five (5) hours per week scheduled office hours and/or scheduled contact
hours.

A. Minimum five (5) hours per week flexible inditutiona service, staff development, etc.

Faculty who cannot achieve afull workload during a contract year, must make up the
deficiency during the next contract year.

Laboratory Assistants

a No ingtitutional service required.
b. Forty (40) hours per week with 35 hours student contact.

Optional Added Assignments (T eaching Overload, Special Assignments, I nternal
Grants

a Requedts for additiona overloads must be submitted in writing and may be approved
for the following reasons or if made at the request of the adminigtration:

1 Purchase of anew home
2. Educational purposes
3. Severe financid problems or extensve hedth care expenses

Overloads up to and including 19 1U’swill be considered and approved by the Department
Chair and/or Dean. Overloadsin excess of 19 IU’s mug be approved by the Vice President of
Academic Affairs

It is preferred that such arequest be made at the time of schedule submission. No requests will
be accepted after the Friday immediately preceding the start of that semedter.

* "A" Contract: No summer overload

** "B" Contract: Maximum eight (8) Instructional Units each Summer
(see 7/8 rule below)



3.23 CPART-TIME (ADJUNCT) INSTRUCTIONAL FACULTY - 7/8RULE

Maximum seven (7) IU's each Fdl, Spring and Summer Semedter.
(Eight (8) IU's may be allowed if thereis only one (1) preparation)

3.2.3 D INSTRUCTIONAL UNIT OF EQUIVALENCIES

The following are guideines for determining Ingtructional Unit equivalencies. It isrecognized that al
possible Stuations and activities may not be included. Faculty and adminigtrators should negotiate
activities not mentioned:

1. Teaching Activities:

Class sze will be consdered on a departmenta basis consistent with the financia restraints
imposed on the college by the legidature and with due concern for the qudity of education. The
process will include dl full-time faculty of the department and the Department Chair, and will be
approved by the appropriate Vice President.

2. L ectur e/Recitation Hour

One (1) Ingructiona Unit shal be granted for each credit of lecture or recitation instruction.
Lecture or Recitation Hour (per credit) - 1.00

3. L aboratory/Clinic/Studio

Clinics, Labs, and Studios shdl be rated by rigor and the assgned Ingtructiond Units adjusted
accordingly. Degree of rigor shdl be determined by level of judgment, level of independence, leve of
participation, breadth of theory and skills, and amount of externd work required of students. Labs,
clinics or studios shal receive from .50-.75 1U's per hour of contact.

Laboratory, Clinic and Studio (per hour) - 0.50-0.75

High Rigor - 0.75 (3 1U's 4 hr contact)

Moderate Rigor - 0.67 (2 1U's 3 hr contact)

Low Rigor - 0.50 (11U 2 hr contact)

Adjunct Lab Instructors (per hour) - 0.045 per hour



4. Practicum, | ndependent Study and Co-op

Practicum, work experience, co-op, field experience, etc., shdl be rated by the amount and time of
student contact and supervision required.

Practicum, Independent Study and Co-op (per student per credit) - 0.04-0.12
High contact - .12 per student per credit - ( 8 students x 1 credit = 1 1U)
Medium contact - .08 per student per credit - ( 12 students x 1 credit = 1 1U)
Low contact - .04 per student per credit - (25 students x 1 credit = 1 1U)

5. Clinical Supervision

Faculty shal be granted Ingtructiona Unit credit based on the number of Site ingtructors (preceptors)
supervised.

Clinicd Supervison (per preceptor) - 0.40

6. Lab Supervision

Faculty shal be granted Ingtructiond Unit credit for coordination or supervison of labs and clinics
based on the tota amount of management and planning required and the total number of additiond |ab
instructors supervised.

Lab Supervison (per lecture/lab course)

Basic Course Management - 0.25-.50

Supervision (per ingtructor) - 0.20

7. Dental Supervision

Supervisng dentist of record in Dentd Hygiene Clinic shdl be granted ingructiona credit only when no
other duties are required.

Denta Supervison (per hour) - 0.07

324 OTHERINSTRUCTIONAL ACTIVITIES




3.24 A VIDEO INSTRUCTION PROGRAM (VIP)

The VIP Program courses will be paid the same rate as aregular course. Five (5) factors must be
satisfied by the ingtructor of the VIP:

Require a student orientation.

Construct an appropriate syllabus.

Use norma grading/record keeping.

Establish periodic contact between instructor and student.

Maintain office hours dedicated to sudents who cdl in. The minimum student
enrollment is 10.

s owdE

3.24B EXTENSION SITE MANAGERS, FACILITATORS & COORDINATORS

1 Metropolitan High School Coordinator - First Course: 1.00 1U*
Metropolitan High School - Additional Courses (per course): .050 U

2. Taped Course Monitor (minimum ten students) - First Course: 1.00 U
Taped Course Monitor - Additional Courses (per course): .025 1U

3. Compressed Video Facilitator (per hour): $10.00 - $20.00
4, Extenson Site Managers (per hour): $15.00

5. Audio/Visud Fecilitators (per hour): $8.00

6. Prison Coordinators. $25.00 - $50.00

* NOTE: Maximum 7.5 1U's per person, per semester.

3.24C VIDEO/DISTANCE PRODUCTION - ONE SEMESTER ONLY

During the course production the workload is equa to the teaching |U for the same course. Example:
Three (3) IU'sfor athree (3) credit course or four (4) IU'sfor afour (4) credit course. After the
production semester, the workload for teaching the course will revert to a standard value.

324D SUBSTITUTE TEACHERS
(PRIOR APPROVAL FROM APPROPRIATE VICE PRESIDENT

REQUIRED)

There shdl be aminimum per hour rate of pay established for subgtitute instructors.

Substitute Faculty per hour - 0.06



3.24E. GUEST LECTURERS

Guest Lecturers (mandated by course) shal be paid on aper hour basis depending on the degree of
training and expertise required.

Guest Lecturers mandated by course (per hour): 0.04-0.13
Physcian: 0.13

Registered Nurse : 0.07

Paramedic: 0.07

EMT II: 0.04

Other guest lecturer (prior approva required): 0.10

oSubkwhNE

3.24F CLINICAL TEACHING

There shdl be aminimum per hour rate of pay established for ingructorsin adlinica setting. The setting
must be hedth related and in a patient ddlivery setting and provide supervison of students.

1. Clinica Teaching (per hour): 0.05

325 ALTERNATE ASSIGNMENTS

3.25A DEPARTMENT CHAIRS'PROGRAM DIRECTORS/COORDINATORS

The granting of Ingructiona Unit credit for Department Chairs shal be determined by the number of
sections offered, complexity of schedule development, number of full-time and adjunct faculty, demand
for sudent advising and amount of community service, etc., required by department.

1. Department Chair: 6.00
2. Program Directors. 6.00
3. Coordinators: 3.00

3.25B FACULTY SENATE CHAIR

A minimum of sx (6) Ingtructiona Unit credits shal be granted to the Faculty Senate Chair each
semester. A maximum of 15 Ingructiona Unit credits shdl be granted in any (1) one year.

1 Faculty Senate Chair: 6.00 -9.00
A maximum of seven (7) Ingructiond Units may be granted by the Faculty Senate
Chair eech semedter at hisher discretion. A maximum of 12 Ingructiona Units may be

granted in any one academic year.

2. Faculty Senate Chair Discretionary: 0.00-7.00



3.25C SPECIALIZED ACCREDITATION/LIMITED ENTRY PROGRAMS

Any faculty member who is responsible for preparing specidized accreditation materids
may, during that year, be granted Ingtructiond Unit credits for an dternative assgnmern.

1. Specialized Accreditation: 0.00 - 3.00

3.25D CHAIR OF COUNCIL OF CHAIRS

An additiond three (3) Ingtructiona Units shdl be granted to the Chair of the Council of Chairs each
academic year. The three (3) Ingtructiona Units may be granted in ether the Fall or Spring semedter,
but not both.

1 Chair of Council of Chairs (per year): 3.00

3.25E OTHER SPECIALIZED ASSIGNMENTS

Supervisors of community service facilities such as the theater, planetarium, denta hygiene lab, child
development lab, art gdlery, etc., as well as those with other specialized assgnments may be granted
Ingtructiond Unit credit for these assgnments. Specidized Assgnments may include specid projects
which develop or improve courses or ingtructiona programs.

1. Other Speciadized Assgnments: 0.00 - 6.00

326 WORKLOAD FOR NON-INSTRUCTIONAL FACULTY

***nder Revision***,

3.2.7 NON-INSTRUCTIONAL FACULTY

1 "A" and "B" Contract:

a Assgned activities shal occur within a 35 hour work week.
b. Minimum five (5) hours per week flexible inditutiona service, staff development, etc.

2. Optional Added Assgnments (Teaching Overload, Specid Assignments, Internal Grants):

a Maximum four (4) Ingtructiond Units each Fal and Spring semedter.
b. "B" Contract: Maximum eght (8) Ingtructiona Units each Summer.
C. "A" Contract: No Summer overload.



3.3 ANTI-DRUG STATEMENT

Refer to Board of Regents Handbook, Title 4, Chapter 3

34 EMPLOYEE ASSISTANCE PROGRAM

A. ThereésHelp When You Need It.

There may be timesin your life when you fed out of control and overwhemed. Maybe you have a
persona or workplace problem that consumes your thoughts. Or maybe you need help finding
resources to help you ded with everyday issues, like locating quality childcare.

Whatever the problem, you do not need to handle it done. The State of Nevada provides Employee
Assistlance Program (EAP) services to you and your household members.

B. How can the EAP hdp?

Experienced dinicd gaff isavailable to help with most persond concerns.

Emotiond distress
Co-worker conflicts
Divorce or separation
Custody issues

Financid or legd problems
Grief and loss

Alcohol and substance abuse
Child and adolescent issues
Aging family members
Domedtic violence
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C. What is an Employee Assistance Program (EAP)?

An EAPisafree, confidentid counsding and referrd service desgned to help you and your household
members resolve persond problems that may be interfering with your work or homelife. Y ou can
access your EAP by cdling (702) 486-2929. One cdl to your EAP connects you with awide range of
gpecial services and resources close to your home.



D. How Can the EAP Help Me With Child and Aging Adult |ssues?

The EAP can hdp you find qudified care givers and programs for your children and aging family
members. For example, the EAP can help you find daycare, camps, and schools for your children, or
home hedlth care providers and housing options for your aging family members or patients of any age.

The EAP can dso hep you locate colleges or vocationa schools, dong with gppropriate housing and
support systems.

E. What if | Have L egal or Financial Concer ns?

Through the EAP, you are entitled to afree, confidentia one-haf hour legd consultation through a
nationwide network of attorneys. In most cases, further legd representation is available at reduced
rates.

The EAP can dso help you with issues concerning family budget planning or managing your debt. Y our
EAP counsdor will refer you to acommunity-based, financid counsding agency, such as Consumer
Credit Counseling. Counsgors do not make investment recommendations.

F. How Do | Access my EAP Services?

Onecdl isdl it takesto access your EAP services. Just cal the State of Nevada EAP office at (702)
486.2929 or State Menta Health at (702) 486.0820, 24 hours aday, 7 days aweek. The phone
counsdor will listen carefully to your concern or issue and help you assess the Situation, then suggest
ways to help.

Y our phone counselor may then refer you to alicensed/certified counselor who will help to resolve your
issue. You may also be referred to community resources, such as a support group. If ahedth problem
may be contributing to your Stuation, you could be referred to amedica professond.

G. Who s Eligible?

Y ou and any member of your household may call the 800 number for EAP services. Dependents living
away from home may aso accessthe EAP.

H. Are These Services Confidential ?

Yes, dl servicesare drictly confidentia. Y our identity is protected at al stages of the program.



35 PROFESSIONAL GRANT-IN-AID

3.5A Board of Regents Policy

Refer to Board of Regents Handbook, Title 4, Chapter 18, Page 2, Section 5

36 EMERITUSSTATUS

3.6 A EMERITUSEMERITI STATUS

Refer to Board of Regents Handbook, Title 4, Chapter 3, Section 29.

3.6B GUIDELINESFOR AWARDING EMERITUSSTATUS

The attendant rights and privileges ensure opportunities for senior colleagues to continue the pursuit of
scholarly interests and other professona activities within the academic community which they
previoudy served. The awarding of thetitle"Emeritus’ includes the recognition of outstanding
performance, continued professona growth, demongtrated ability to work in harmony with colleagues
in the best interests of the college and the peopleit serves, and participation in worthy community, sate
or nationd activities. The qudifications for thistitle are measured in terms of the person'stota
contribution to the college based upon both achievement and service.

Recommendations for emeritus status are voted upon by the faculty of an individud department and
forwarded to the appropriate Department Chair. The Department Chair, upon receiving the
recommendation of the faculty of the department, then makes hisher recommendation and forwards it
aong with the faculty recommendation to the appropriate Vice President. If the appropriate Vice
Presdent agrees with the Department Chair, and the faculty that the nominated person should be
consdered for emeritus standing, the appropriate Vice President will send a memorandum to the
President endorsing the request. If the gppropriate Vice President disagrees with the recommendation,
the department is notified.

The President considers the requests as presented by the appropriate Vice President. If the President
agrees with the recommendation, it is forwarded to the Board of Regents for consideration and
goproval. If the President disagrees with the recommendation, notification is provided to the
appropriate persons.

Nothing shdl preclude the Faculty Senate from making recommendations to the President on any
emeritus matter. The President shdl have fina authority to recommend emeritus satus to the Board of
Regents.



Find action on the recommendation is taken by the Board of Regents a one (1) of its regularly
scheduled meetings. The appropriate Vice President's office then officidly notifies the honored faculty
and informs the person of the privileges available.

3.6C PRIVILEGESFOREMERITUSACADEMIC FACULTY

Grants-in-aid for emeriti faculty, spouses and financidly dependent children.

Faculty library privileges.

Lifetime faculty identification card.

The use of specid laboratories on a space available basis for emeriti faculty who may

be involved in on going research projects.

Requested inclusion on mailing lists for specid performances, lectures and other college

events.

Requested inclusion on invitation lists to departmenta, division and college meetings.

Requested ligting in the college telephone directory.

Automatic ligting in the college cataog and other selected campus publications.

Eligibility for faculty discounts for computer purchase.

10. Eligibility to ingruct alimited number of classes on an adjunct bas's subject to such
limitations as are placed upon adjunct ingruction. The ingtitution shall make the fina
determination regarding the need for the services of emeritus faculty during any given
semester. Compensation for such ingtruction isto be based on the emeritus faculty's
summer rate of pay at the time of retirement or a current adjunct rate whichever is
higher. It isthe individud emerituss responghbility to be cognizant of the provisons of
his/her retirement programs.

11.  Office gpace on an available basis.

12. Upon request, business cards sgnifying emeritus satus.

13. A plague honoring the emeritus status will be commissioned and displayed on the

gppropriate campus, and another identical plaque will be provided for persona use.
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3.7 NOTICE OF NON-REAPPOINTMENT

Refer to Board of Regents Handbook, Title 2, Chapter 5, Section 5.9

A. Denial of Appointment with Tenure, Salary | ncreases, Promotion or Reappointment

Refer to Board of Regents, Title 2, Chapter 5, Section 5.2.3.

B. Reconsider ation of Non-Reappointment of Non-Tenured Faculty

Refer to Board of Regents Handbook, Title 2, Chapter 5, Section 5.2.4.



C. Annual Performance Evaluation of Tenured Faculty

Refer to Board of Regents Handbook, Title 2, Chapter 5, Section 5.12

D. Prohibited Activity - Faculty Only

Refer to Board of Regents Handbook, Title 2, Chapter 6, Section 6.2.1.

E. Prohibited Activity - Sysem Community

Refer to Board of Regents Handbook, Title 2, Chapter 6, Section 6.2.2.

F. Mental or Physical | ncapacity

Refer to Board of Regents Handbook, Title 2, Chapter 6, Section 6.2.3.

G. Sexual Har assment
Refer to Board of Regents Handbook, Title 2, Chapter 6, Section 6.2.4.

H. Disciplinary Sanctions

Refer to Board of Regents Handbook, Title 2, Chapter 6, Section 6.3

[ Termination Because of Financial Exigency Curricular Reasons

Refer to Board of Regents Handbook, Title 2, Chapter 5.
Section 5.4.5
Section 5.4.6
Section 5.4.7

3.8 INTELLECTUAL PROPERTY POLICY

Refer to Board of Regents Handbook, Title 4, Chapter 12

3.8A CCSN COPYRIGHT POLICY

The purpose of the copyright policy isto develop fair and equitable standards regarding ownership of
work produced by employees and/or contractors of the Community College of Southern Nevada and
to encourage creative work by employees.



These efforts increase the prestige and visibility, aswell as, better the educationa environment for dl
segments of the College community. The originator should then be able to directly benefit from hisher
efforts while the College regps the indirect benefits.

3.9

1.

The originator shdl maintain dl rights to hisher creetive efforts when thiswork is done
without expending any direct College resources.

When the College has contracted with an individud to creete a certain body of work,
the College, then should maintain the rights to, and benefits of , that work to the extent
of the contract.

For certain projects, and/or creative works, the resources available to an individua
may not be sufficient. In these cases, a proposal may be submitted to the President or
his’her designee (such proposa to be similar to the Sabbatica Leave Form) requesting
use of those College resources. Since both the originator and the College expend
resources, both the College and the originator should share the direct benefits of such
cregtive work.

The actua proportion of benefits to be derived by each shal be considered on a
case-by-case basi's, taking into account the resources expended by each.

In those cases where direct college expenses are incurred in the creation of such works, a

contractua agreement between the originator and the President or hisher designee, will
enumerate the rights of both the College and the originator prior to the beginning of such work.

TRANSFER POLICIES

Community College of Southern Nevadais committed to affirmative action and equa opportunity in
employment and access to its programs and activities. The college, through responsible managers, shall
recruit, hire, upgrade, train, and promote in al job titles.

The Associate Vice Presdent of Human Resourcesis responsible for developing and implementing
programs and monitoring the college's progress towards meeting its goa. He/she shdl inform dll
members of the college's professond saff of those vacant or new positions which, consstent with the
college's affirmative action plan, may be filled by the transfer of faculty from one position to another. No
transfer, temporary or permanent, shal be made without such natification. While the college hasthe
contractud right to involuntarily transfer adminidtrative faculty, it prefers not to use this method of filling
avacant or new position.

39A. DEPARTMENT/DISCIPLINE TRANSFER

Full-time faculty who wish to transfer from one department to another department shal make
gpplication to the Department Chair/Program Director or Coordinator of the recelving department and
to the Associate Vice President of Human Resources who shall confer with the gppropriate Vice



Presidents and Provosts to determine that a vacancy exits, the Associate Vice Presdent of Human
Resources shdl notify dl professond staff that they may gpply within 14 cdendar days of the date the
notice is sent. The recelving Department Chair/Program Director or Coordinator shdl be given access
to the personne file of the faculty member seeking transfer. The Department Chair/Program Director or
Coordinator shal consult with the department colleagues and then make a written recommendetion,
which shal reflect the mgority viewpoint of the colleagues, to the gppropriate Vice Presdent. The
Department Chair/Program Director or Coordinator will share the written recommendation with the
gpplicant, who shdl have the opportunity to write a response to the recommendation and submit it to
the appropriate Vice President .

The Provogt shdl be given access to the personne file of the faculty member seeking transfer. He/she
shal then make awritten decision, which shdl be sent to the applicant and department Chair/Program
Director or Coordinator of the recelving department and the appropriate Vice President. Should the
gpplicant not agree with the recommendations the gpplicant may gpped the decison by utilizing the
grievance procedure set forth in the bylaws of the Community College of Southern Nevada.

The Department Chair/Program Director or Coordinator of the receiving department and the
adminigtrators mentioned above may make recommendations or decisions that support or deny the
goplicant's request or, they may make recommendations and decisions that provide for atria period of
no longer than one (1) academic year wherein the gpplicant teaches courses within the receiving
department or performs service with the recelving department. At the conclusion of the trid period, the
above mentioned process may again beinitiated to fill the position. Should the transferring faculty
member choose during the tria period not to continue in the new position, he/she may return to hisher
previous position at the end of the tria period.

39B CAMPUSTRANSFER

Opportunities for afaculty member to move from one (1) campus to another may come about as a
result of afaculty member terminating employment &t the ingtitution, an expansion or a contraction of
particular course offerings or services a a particular campus or a shifting of courses or services from
one (1) campus to another. These vacancies or needs will be determined by the cooperative efforts of
the Provost and Department Chair/Program Director or Coordinator. Notice of the vacancies will be
published by the Associate Vice President of Human Resources utilizing the procedures set forth in
Part A.

Interested faculty may apply for the vacancies. The applications will be screened by the Department
Chair/Program Director or Coordinator. Criteriafor the positions may include: experience related to the
position, seniority, ingtruction, student needs or college needs. The Department Chair/Program Director
or Coordinator will submit awritten report to the appropriate Vice President regarding an evauation of
the applicant's capacity to contribute to the development of said campus. The applicant isaso to
receive a copy of this report.



Recommendations will be a cooperative effort of the Department Chair/Program Director or
Coordinator and the Provost. The gpplicant(s) isare to be notified in the bylaws of Community College
of Southern Nevada.

Recommendations are to be submitted to the appropriate Vice President for approvdl.

3.9C APPOINTMENT TRANSFER

In those Stuations where no faculty member of a particular department may respond to a position
vacancy at acampus, the Provost with the campus vacancy may request of the gppropriate Department
Chair/Program Director or Coordinator to hold ameeting of the faculty and designate a faculty member
to be transferred to serve in the campus vacancy.

The appropriate Department Chair/Program Director or Coordinator will forward written
recommendations to the appropriate Vice Presdent. A copy will aso be sent to the gpplicant and the
receiving Provost. The faculty member may apped the decision by utilizing the grievance procedures set
forth in the bylaws of the Community College of Southern Nevada.

Nothing in the foregoing shall impact a faculty member's right to work part of hisher load on a
particular campus. These maiters have been handled informaly and may so continue.

The fina decison will be made by the appropriate Vice Presidents.
39D NEW HIRES

Findly, the Associate Vice Presdent of Human Resources must inform in writing dl new hires that until
the beginning of their second semester they may be subject to transfer from one (1) campus to another.

3.10 SABBATICAL LEAVE

"Sabbatica leave requests shdl be solicited each year from faculty by a duly appointed committee of
the Faculty Senate. Said committee shall make recommendations to the Presdent who in turn will make
recommendations to the Board of Regents. Faculty will be granted sabbatica subject to the
requirements of the Nevada Revised Statutes, the University and Community College System of
Nevada Code, the policies of the Board of Regents, and the Community College of Southern Nevada
bylaws." (College

bylaws11.2.3.3)

Any faculty member who has served full time on ether a 10-month or 12-month contract for Six (6) or
more salaried years, is digible for sabbetica leave. Eligible gpplicants for sabbeticd leave shdl have
two (2) aternatives. one (1) year'sleave at two-thirds

sdary or one-hdf year'sleave a full sdary.



The number of leaves available islimited by law and availability of budgeted monies. Application should
be submitted to the Office of Human Resources by October 1 of the year prior to the year for which
sabbatica leaveis requested. All sabbatical leave requests

will be reviewed by the Faculty Senate Sabbatical Leave Committee, and the names of accepted,
ranked candidates will be submitted to the President by October 15 of the year prior to the year for
which leave is requested. Based upon the President’s recommendation, sabbatical |eaves are approved
by the Board of Regents.

Complete procedures, policies and forms concer ning sabbatical leave are availablein the
Office of Human Resour ces.

3.10A.COMMITTEE ON SABBATICAL LEAVE

Chair: Appointed by Faculty senate Chair subject to Senate confirmation.

Goal: To read and rate the applications for Sabbatical Leave.

Guidesfor Action:

1.

Chair cdlsthe first meeting within one-two weeks of the deadline of Sabbatica Leave
goplications.

At first meeting, committee decides on

The guidelines to eva uate the requests (using the CCSN form);
Timelinefor finishing the rating process;

Organizationd structure of passng files to committee members,
Date of find meeting to rank the candidates.
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Each committee member individualy reads and rates the candidates, usng the CCSN
form provided and the guiddines agreed upon during the first meeting.

At the final meeting, the chair and committee members ensure that al members agree
on Part C (number of years applicant has served); Taly the overall scores of each
candidate; rank order the candidates from highest point vaue to lowest; Decide on the
sabbaticas to be awarded; Write brief descriptions of the sabbaticals recommended.

The Chair callects al the rating forms, which will be destroyed &t alater date.
The Chair writes amemorandum to the President of CCSN announcing the ranked

candidates for sabbaticd leave. A copy of the memo is sent to the Faculty Senate
Chair, to Human Resources, and to each committee member.



7.

The entire Sabbatica |eave screening process should be completed by the middle of
November since the President of the college needs to present the candidates to the
Board of Regents during the December meeting.

3.10 B SPECIFICATIONS FOR PREPARING SABBATICAL LEAVE REQUESTS

The Sabbatical Proposa should be assembled as followed. Two copies be submitted to Human
Resources by October 1<t of the year prior to the year for which sabbatical leave is requested. Thereis
aposshility that the committee may request a persond interview

with you to answer questions the committee may have on your proposa.

1.

Cover Page

A.
B.

It must be typed on thisform or in this format.
It must include your signature on al copies submitted.

The Proposal (see attached guidelines)

A. This should be type written, doubled spaced , one side of standard 8.5 x 11
inch white paper. The atached sheet provides further guidance for format and
contents.

B. Narrative Description of the Project

C. Objectives

D Time Schedule

Current Vitee

A. The vitae must include the information necessary for committee evauation. A
copy of the evaluation form used by the committee last year is attached for your
information. Also refer to Criteriato be
used in Evauation. Be sure to include areas such as committee service not
normaly found in avitae.

Department Chair's L etter

A. Include aletter from your Department Chair. It should be signed and dated by
the Department Chair and should contain comments and recommendeations
concerning your proposa.

B. Department Chairs seeking sabbatical leave should have recommendation from

Academic Vice President.



3.10 C CHECK LIST FOR SABBATICAL LEAVE
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Isthe project clearly stated and documented?

Is the project educationdly significant?

Are objectives clearly stated and related to identified needs?
Are the procedures to conduct the project fully described?
Are resources available to help you complete the project?
How will the project benefit sudents?

Is the project consistent with the mission and goal of CCSN?
How will the project develop or update your own skills?

3.10D CRITERIA TO BE USED IN AWARDING SABBATICAL LEAVE

1.

Merit of the Proposal (60 points)

The mgor purpose of a sabbaticd leaveisto provide the faculty opportunity for continued
professond growth; and new, or renewed, intellectual achievement through study, research,
writing, creative work and travel so that teaching effectiveness may be enhanced, scholarly
usefulness, and the ingtitution's academic and service programs strengthened. Obvioudy, close
congderation must be given to the nature of the applicant's assgnment and to differences
among the many disciplines represented in a community college.

Accomplishments of the applicant at CCSN since last sabbatica leave (30 points)
Evduation of accomplishments while at CCSN since any previous sabbeticd leave shal be
based on the merit factors normaly used as criteria for merit raises, such as.

a Professond experience

b. Professional papers and talks

C. Leadership activities, including univerdty system, college and senate committee

assgnments.

d Publications

e Research, scholarly, or credtive effort completed and in progress
f. Membership in professond organizations, including offices held
g
h

Community activities and services which are professondly-related
Other accomplishments and recognition of sgnificance

Number of vears of sdlaried, full-time professond service at CCSN since last hire date or last
sabbatical |eave, whichever number isleast. (10 points)
Thisisto be evduated up to amaximum of 10 points.

Each gpplicant shdl submit the proposa to hisher Department Chair for review prior to
submitting it to the Human Resources Office. The Department Chair's recommendation |etter
must be included in the packet submitted to Human Resources or the packet will not be
complete,



5. The Cover Page must include dl information stipulated in the form or the packet will not be
complete,

6. Although an advanced degree may be aresidua of your sabbetica leave proposd, emphasis
should be placed on how your proposal benefits yoursdf, the ingtitution and the community.

3.10 E GUIDELINES FOR SABBATICAL LEAVE PROPOSALS

1. The Proposa

A. Narrative Description of the Project The merits of the proposed project will be judged
by the narrative description of the project. Therefore, it isimportant that this section
contain al information necessary to permit an effective review. It should describe the
project in sufficient detail to enable the reviewersto know what is planned a every
stage and to make a tentative judgement as to the probable success of the proposed

plan.

The narrative description should include a detailed explanation of what the project
intendsto do. There should be included arationde for the project and a statement of
the impact the project will have on the inditution, the individua and the community. In
addition, describe to what extent the proposa will utilize present knowledge, available
resources and crestive potential.

B. Objectives The objectives of the project shall be stated in measurable terms. Each
objective shdl be reflected in the subsequent fina report. As per UCCSN Board of
Regent's requirements, a report must be submitted to the Chancellor's Office by
October 1<t of the academic year following the completion of a sabbatical.

C. Time Schedule A timetable of mgor events for the completion of the project should be
included. The Time schedule should reflect careful and redigtic planning. How charts of
diagrams may be of benefit in this section. Please include al preliminary tasks
undertaken prior to this request.

Applicants Note: Y ou must submit aFind Report of Sabbatica Leave Activities to the Board of
Regents by October 1<t following completion of your sabbatical leave. Please
get acopy of this form from Human Resources. The Chancellor's Office is very
grict about this format and will not accept reports more than one (1) page long.
Please s0 not forget to submit this promptly after you return from a sabbatical.



3.10 F GUIDELINESFOR SABBATICAL LEAVE COMMITTEE

1 The Faculty Senate Sabbatica Leave Committee isto rank candidates.

2. The committee will then submit the ranked candidates to the President, dong with the
appropriate commentary.

311 MERIT PROCESS

3.11 A FACULTY AT THE TOP OF THE SALARY SCHEDULE

To be consdered for a merit raise once the faculty member has reached the top of the sdlary schedule,
the person requesting consideration shall prepare a brief (1 page) letter presenting a case for
consderation. Teaching excellence (or counsdor/library service), exemplary servicein support of the
mission and goas of CCSN scholarly contributions and community service will be consdered. The
candidate may attach any documentation: i.e., publications, campus contributions, student evaluations,
etc., which the candidate fed s will support hisher application for merit. The letter and attachments shall
be submitted to the Vice President for Academic Affairs no later than April 20 of the year. The merit
rase will be effective the following contract year.

The letters of gpplication will be reviewed by a committee consisting of:
1. Co-Chairss  Academic Vice President and Faculty Senate Chair
2. Committee:  Two (2) tenured faculty (only those who are not gpplying for merit)
appointed by Senate Chair, One (1) administrator gppointed by the Vice President for
Academic Affars. To ensure continuity, the members will be on staggered terms.

3. Ex-Officio: Asociate Vice President for Human Resources

Merit will be awarded on a scaed basis where the overal percentage increase is 2.5%. The award
recommendation will be forwarded to the college President for action.



3.11B SALARY MERIT CONSIDERATION FOR COMMUNITY COLLEGE FACULTY

AT THE TOP OF THE SALARY SCHEDUL E

There are currently faculty in the community colleges who have reached the top of their appropriate
sdary range on the Community College Faculty Sdary Plan (Handbook, Title 4, Chapter 3, Section
22). Mog of them have reached this point due to longevity and

professond development that have advanced them dong their schedule. These faculty members are
currently excluded from consderation for merit increasesin sdary.

1.

Prina

e

All faculty should be igible for consderation for legidatively gpproved increasesin
sdary earned through meritorious performance. Consideration should be based upon
performance evauation.

Palicy Criteria
The following criteria should be incorporated in campus policies by which faculty a the
top of their sdary range may be considered for merit awards.

A. Performance eva uation should demonstrate exceptiond, not merely
satisfactory, performance for the period in question; and

B. | dentification of recipients should be highly sdlective, but it should not be based
upon a quota (proportion of igible recipients), nor should recipients be rotated
among those digible.

Process

A. The pool of funds from which these awards will be madeis that generated by
the digible faculty a the top of the ranges, making these awards will not
adversdly affect thetotal of merit awards made to other faculty;

B. The criteriafor sdection and process for implementation will be developed on
each campus by the President in consultation with the campus Faculty Senate;

C. The process will be directed and administrated by the campus President;

D. The President will be responsible for reporting annualy to the Chancellor the

merit increases in sdlary awarded to faculty at or above the sdary plan ranges,



3.11 C CRITERIA FOR THE ANNUAL EVALUATION OF MERIT FOR FACULTY AT
THE TOP OF THE SALARY SCHEDULE

Congderation for merit includes but is not limited to the following criteria

1. TEACHING EXCELLENCE
Student evauations, supervisor evauations, teaching awards, course devel opment.

2. SUPPORT OF CCSN MISSION AND GOALS
Committee work, student advising, program development, articulation with UNLV and the
school didtrict.

3. SCHOLARLY CONTRIBUTIONS
Publishing books, textbooks, chapter(s) in textbooks; editing books and journds; serving on
editoria boards, making conference presentations and serving on panels; writing and/or
directing plays, exhibiting art and photography, etc.

4, COMMUNITY SERVICE
Service in organizations, boards, and committees related to on€'s discipline and interfacing with
the community; presentations on one's discipline to community groups, service as alegidator;
advising theater groups, other activities that promote CCSN and communicate CCSN's
activities to the community.



COMMUNITY COLLEGE SOUTHERN NEVADA
ANNUAL MERIT EVALUATION FOR FACULTY
AT THE TOP OF THE SALARY SCHEDULE

Name of Evaluee:

Exceptiond 3 Commendable 2
Satisfactory 1 Poor 0

Totd:

Teaching Excdlence:

Comments:

Exceptiona 3 Commendable 2
Satisfactory 1 Poor O

Totd:

Support of CCSN Mission and Goals.

Comments.
Exceptiond 3 Commendable 2
Satisfactory 1 Poor 0

Total:



Scholarly Contributions:

Comments:

Exceptiond 3 Commendable 2
Satisfactory 1 Poor 0

Total:

Community Service

Comments:

Signature of Evaluator: Date:

Totd:




312 POSITION DESCRIPTIONS

3.12 A COMMUNITY COLLEGE PROFESSOR/INSTRUCTOR

Summary Statement of Responghilities:

Full-time teaching faculty are respongible for performing diverse professond activities including the
delivery of qudity ingtruction to students, advisement of students, devel opment, implementation and
evauation of curriculaand service a the college.

Organizationd Reationship:

a Full-time teaching faculty report directly to, and are responsible to, the Chair of the Department
to which they are assigned.

b. This position does not require the supervison of staff.

C. Full-time teaching faculty coordinate most closdy with other faculty, the Department Chair,
Provosts, Associate Vice President and the Vice President for Academic Affairs.

Duties

The primary responghilities of full-time teaching faculty are:

A. Teaching:

1 Meseting dl classes a the time, place and length of time designated.

2. Teaching courses as assigned which correlate with the catal og descriptions and
course outlines in amanner designed to assist the student to achieve the specific
objectives of the course,

3. Providing each student a the beginning of each course with a course outline
which may indude the following informetion:

The gods, objectives and content for the course of study.

Required and supplementary textbooks to be used.

Attendance requirements.

Behavior and discipline requirements.

Planned schedule of examinations, field trips or other specid activities.
Out-of-class assgnment policy.

Method of evaluating student progress toward an achievement of
course goa's and objectives, including the method by which the find
gradeis derived.

h. Information about office hour availability and gppointment procedures.
I. Other information which advises students of those requirements
established by the ingtructor for meeting the course objectives.
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B. Student Evauation

1.

2.

3.

4.

Periodicdly examining and informing each student of his/ her progress toward
achieving the course's objectives.

Preparing and administering examinations which measure the sudents
attainment of the course's objectives.

Preparing and adminigtering at the prescribed time, afind examination which
appropriately measures the student's attainment of the course's objectives.
Assgning grades to students.

C. Sudent Advisng:

1.

N

Advise students enrolled in the ingtructor's classes on those matters which relate
to: Supplementa reading or experience opportunities for further understanding
of the subject area.

Career dternatives and opportunities related to the subject area.

The types of services and assstance that are available to students who are
failing to make satisfactory progress toward meeting the course's objectives.
Additiond courses which might be taken by the student in the subject areaor in
related subject areas.

D. Curricula Development and Evauation:

1.

a s owdN

Duties

Researching and recommending the revision, deletion or addition of programs
and coursesto reflect the changes occurring within the subject area.
Participating in evauation of curriculaand indruction.

Participating in the evaluation of indructiona takeout materias.

Evauating and recommending catalog revisons.

Participating in college accreditation processes.

The secondary responsibilities for full-time teeching faculty are:

A. Professona Development:

1.
2.

3.

Participating in scheduled, faculty development programs.
Participating in voluntary peer evauations in accordance with college
procedure.

Participating in grant writing activities appropriate to the department.



1 Providing accurate and timely information as requested by the college's
adminigration.

2. Supervising students engaged in gpproved on campus meetings, activities or
events, scheduled as a part of ingructiond activities.

3. Submitting requests for textbooks, equipment, supplies, personnd, facilities,
library materias and other resources necessary for the conduct of courses and
programs to the Department Chair.

3. Additional Responsibilities Include:

a Attending faculty, program and department mesetings.

b. Serving on program, department, senate and al college committees.

C. Assgting the gppropriate Department Chair in planning and conducting department
affairs, selection and orientation of new faculty, securing subgtitutes, and providing
community groups and individuas with information regarding programs and courses.

d. Contributing to the development of a pogtive image of the college in the community.

3.12 B DEPARTMENT CHAIRS

Summary Statement of Responghilities:

Department Chairs are responsgible for day-to-day functions of the department from which they are
elected. They work closdly with students to ensure that the department is meeting students needs. They
are respongble for the supervison of assigned classfied g&ff, full-and part-time faculty, student advising
regarding courses and programs, requisition generation and budget recommendations.

Organizationd Reaionships

Department Chairs as members of the academic faculty, work with students, faculty, coordinators,
other Department Chairs, Provosts, Associate Vice Presidents, Vice Presidents, community |eaders,
and other adminidrative staff.

1. Duties

A. Students:

Fulfill academic teaching respongibilities.

Assg students regarding department programs and make referrals.
Recommend action on student grievances and appeds.

Coordinate extracurricular activities related to the program areaiincluding, but
not limited to, student clubs and specid award programs.
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5. Approve/deny substitution and waiver request forms for department degree
programs.

6. Approve/deny non-traditiona education credit forms in department degree

programs.

Process grade changes subject to college regulations.

8. Review and take gppropriate action on transcript evaluation requests.

~

Full-time Faculty:

Approve workload agreements.

Coordinate the daily operations of the department.

Perform annua evauations and retain sudent evauations.

Develop qudifications and requirements for hiring in consultation with
department faculty.

Chair sdection committee for authorized full-time faculty positions.

Make recommendations for hiring faculty to the appropriate college body.
Approve faculty leave and grant-in-aid requests.

Approve dternate assgnment I-U's

A owbdpE

0 NG

Adjunct Faculty:

Screen and hire adjunct faculty.

Evduate adjunct faculty and retain " Student Evauation of Ingtruction” records.
Process faculty employment applications and related documents.

Generate | etters of gppointment for sgnature by designated administrator.
Provide orientation and the distribution of adjunct faculty handbooks.

g~ owdNE

Dissemination of Information to Faculty:

1. Communicate to faculty policies and procedures regarding course outlines,
examinations, grading and other ingtructiond metters.

2. Disseminate class rogters and grade reports.

3. Communicate throughout the semester relevant department and/or college
informetion.

4, Order textbooksin consultation with appropriate faculty.

5. Maintain department records such as syllabi, course outlines, grades and
department meeting minutes.

6. Establish and appoint members to departmental committees.



Curriculum:

1 Coordinate the planning, development and evauation of the department
curriculum with faculty.

2. Present recommended department curricular modifications to the Curriculum
Committee.

3. Working with faculty and coordinators, recommend the department class
schedule, faculty assgnments, campus assgnments and facility assgnments.

4, Advisethe Library concerning ingtructiond department materids.

Budget Development:

Recommend annud department budget.

Approve department expenditures and work requests.
Manage department budget.

Exercise authority on departmental accounts.

A wbdpE

Classfied Staff:

Interview and hire classfied gaff.

Evduate classfied gaff.

Establish work schedules.

Attend state personnd training sessions as required.

A owbdpE

Professional and Accreditation:

Lo

Coordinate professona development activities for department faculty.
2. Prepare materids for gppropriate professona and regiona accreditation
asociations with faculty assstance.

3. Recommend gppointments for Program Advisory Committee.

4, Participate in articulation activities with four-year indtitutions and with K-12
School Didtrictsin the CCSN service area.

5. Conduct departmenta program reviews on the schedule set by the college.

6. Serve on Council of Chairs.

7. Conduct department meetings at |east twice per semedter.

8. Provide the college adminigtration with information as requested.

9. Recommend department needs to appropriate Vice-Presidents.

10.  Work with college staff to meet requirements of federd, sate, locd, system and
college guiddines and regulations. (Environmentad and safety programs of
CCSN)

11. Maintain relationships with communities and congtituencies served by the
college.



3.12 C COUNSEL ING DEPARTMENT CHAIR

Summary Statement of Responghilities

The Counsdling Department Chair is respongible for the daily functions of the Counsdling Department.
The Chair works closdly with counsdors, students, other student services areas, and the Academic
Department Chairs to ensure that the department is meeting

their respective needs. The Chair will communicate closely with students to provide support servicesto
asss them in meeting their educational and career objectives. The Chair is respongble for the
supervision of assgned classfied gaff aswell as full-time and part-time professiond faculty, requisition
generation, and budget recommendations. The Chair will dso coordinate transfer, assessment, diversity,
student orientations, substance abuse, and career counsdling activities and respongbilities. This
department will provide coursesin counsding and career exploration (CAPS) for students.

Organizationa Relationships

The Chair will work with students, faculty, coordinators, other Department Chairs, Provosts,
Vice-Presdents, and other adminigtrative steff.

1 Duti

The primary respongihilities of the counsdling Department Chair are:
A. Students:

1. Deveop a counsding schedule for counsdling faculty to assst students and
make appropriate student referrds as required.

Asss with regidtration process.

Review transcript evaluation process.

Assg with non-traditiona education credit forms.

Assg with subgtitution and waiver forms.

Assg the campus Provost by making recommendations on student conduct
grievances and appedls.

7. Meet with student to mediate problems.
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B. Full-Time Counsding Faculty:

=

Coordinate the daily operations of the department.

Perform annud evauations.

3. Deveop qudifications and requirements for hiring, in consultation with
department faculty.

4, Communicate the needs of the counsding staff to the appropriate

adminigtrator(s).

N



5. Chair the sdection committee for authorized full-time faculty postions.

6. Make hiring recommendations to the gppropriate Vice-President for authorized
positions.

Part-time Faculty

1 Screen and recommend part-time faculty.

2. Evauate part-time faculty and retain evaluation records.

3. Process faculty employment gpplications and related documents. Submit
contract documents to appropriate account clerk.

4, Generate |etters of gppointment for sgnature by the designated campus
adminigrator.

5. Dissmination of information to department faculty.

Distribute approved handbooks.

Communicate counseling policies and procedures to faculty.

Communicate relevant department and/or college information.
Maintain department records.

Recommend faculty members to college committees.

Coordinate the planning, development, and evaluation of programs and

services with department faculty.

s} Recommend department schedules of assgnments, gppointments, and

hours of operation in conjunction with faculty and coordinators.
h. Advise the Learning Resources Center with respect to the acquisition of
student support materiasin conjunction with faculty.
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Budget Devel opment and Signature Authority:
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Develop proposed budget for each fiscd year with department faculty.
Recommend department budget to Vice President of Student Services.
Manage department budget.

Exercise Sgnature authority on departmental accounts, purchase orders,
printing orders, and other documents as needed up to approved amounts.
Make recommendations for Letters of Appointment, leave documents,
grants-in-aid, and travel.

Classfied Staff:

~AwbdpE

Attend state personnd training as required.

Interview and recommend classified Saff.

Evauate classfied saff assigned to department.

Recommend working schedules to the gppropriate administrator.



2. Duties

The secondary duties of the Counsdling Department Chair are to:

A. Professional and Accreditation:

1 Coordinate professona development activities for department faculty and
participate in planning projects.

2. Prepare materids for gppropriate professional and regiona accreditation

associations.

Recommend appointments for college committees as requested.

Conduct departmental program reviews on the schedule set by the college.
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Conduct department meetings at least twice a semedter.

Provide college adminigtration with accurate and timely information as
requested.

Recommend department needs for faculty and staff to Provosts and
appropriate Vice President.

Work with college staff to meet requirements of federal, state, local, and
college guidelines and regulations.

Maintain relationships with communities and congtituencies served by the
college.

Perform other duties as assgned.
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3.12D LIBRARY DEPARTMENT CHAIR

Summary Statement of Responghilities:

The Library Department Chair isresponsible for the day-to-day functions of the department. The Chair
works closely with students, faculty and staff to ensure that the department is meeting their goasin
providing services and program support. The Chair oversees dl library servicesto including planning,
evauating, and coordinating activitieswith other CCSN departments. The Chair is respongible for the
supervison of assgned classfied g&ff, full- and part-time faculty, requisition generation, and budget
recommendations.



Organizationd Relationship:

The Chair works with students, faculty, coordinators, other Department Chairs, Provosts and
Vice-Presdents, and other adminidtrative steff.

1. Duties.

The primary responsihilities of the counsding Department Chair are;

A. Students

1
2.

3.
4.

Meet with library patrons to mediate problems.

Work with students to initiate new services, library hours of operation and new
systems.

Refer sudent problems and concerns to the gppropriate campus administration.
Provide resources and assistance to students in support of offerings.

B. Full-time and Adjunct Faculty

1.

o N

10.

Coordinates the operations of the department including reference, access,
bibliographic indruction, technica and public relations activitiesto provide
maximum student service on adally basis.

Works with library faculty to develop long- and short-range plans, program
evauations, and dl related budgets.

Directs collection development and related budget responsbilities, aswel as
faculty liaison activities.

Works with library faculty to maintain cooperative relationships with UCCSN
and other library networks.

Deveop qudifications for new library faculty.

Chairs gaff sdection committees and makes hiring recommendations to the
Vice Presdent for Academic Affarrsfor hiring authorized full-time postions.
Screen and recommend adjunct faculty.

Perform annud evauations of full-time and adjunct faculty; retain records.
Process adjunct faculty employment gpplications and related documents.
Submit contract information to gppropriate account clerk.

Generate L etters of Appointment for signature by the designated campus
adminigrator.



C. Dissemination of Information to Faculty

1.
2.
3.

4.

Digribute Faculty Handbooks to gppropriate professona staff.
Communicate to faculty CCSN policies and procedures.

Communicate throughout the semester relevant department and/or college
informetion.

Order textbooks for library skills classes through the campus bookstore.

D. Budget Devel opment and Signature Authority:
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Develop recommended budget for each fiscd year.

Recommend department budget to Vice President for Academic Affairs.
Manage department budget.

Exercise signature authority on departmental accounts up to approved amounts,
book orders, purchase orders and printing orders.

Recommending authority on Letters of Appointment, leave documents,
grants-in-aid and travel.

E Classfied Steff:
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Attend State personnd training sessions as required.

Interview and hire classfied Saff.

Evauate classfied saff assgned to department.

Recommend as the immediate supervisor, working schedules to appropriate
campus adminigtrators.

Assign the supervisory responsibility for classified staff to appropriate librarians.

2. Secondary Duties.

The Secondary Duties of the Library Chair Are:

A. Professional and Accreditation:

1.

2.

w

Coordinate professona development activities for department faculty,
participate in planning projects.

With faculty input, prepare materiads for gppropriate professond and regiond
accreditation associations.

Recommend appointments for college committees as requested.

Conduct departmental program reviews on the schedule set by the college.



1 Attend Council of Chairs meetings when necessary.

2. Conduct department meetings at least twice a semedter.

3. Provide college adminigtration with accurate and timely information as
requested.

4, Recommend department needs for faculty and staff to Vice President for
Academic Affairs.

5. Work with college staff to meet requirements of federal, state, local, and
college guidelines and regulations.

6. Maintain relationships with communities and congtituencies served by the
college.

3.13 PROFESSIONAL ADVANCEMENT PROGRAM

Refer to the Board of Regents Handbook, Title 4, Chapter 3, Section 25.

3.14 GRIEVANCE PROCEDURES

SCOPE OF GRIEVANCE PROCEDURES

Refer to the Board of Regents Handbook, Title 2, Chapter 5, Section 5.7.2.

GRIEVANCE PROCEDURES

Refer to the Board of Regents Handbook, Title 2, Chapter 5, Section 5.7.3.

CONFLICT RESOLUTIONS

Refer to the Community College of Southern Nevada (CCSN) By-laws, Chapter 3, Section 3.2, Item
Number 6.

GRIEVANCE PROCEDURESRELATING TO EQUAL OPPORTUNITY

Refer to the Board of Regents Handbook, Title 4, Chapter 8, Section 9.



SECTION FOUR

EVALUATIONS

41 REFERENCES

41 A UCCSN CODE

Section 5.11.1 Periodic Evauations Faculty shdl be evduated at least once annudly by Department
Chairs, supervisors, or heads of adminigtrative units.

Section 5.11.2. Procedures for evaluation shdl be established in indtitutiona bylaws.

Section 5.12.2 Evauation Procedure.

@

(b)

If the annud performance evauations provided for in Section 5.11 of the
Univeraty and Community College System of Nevada Code result in atenured
faculty member receiving an overdl unsatisfactory rating for two consecutive
years, a hearing shdl be held for the purpose of determining if the tenured
faculty member should be retained in employment.

Failure of atenured faculty member to maintain at least a satisfactory reting in
two consecutive, annud performance evauations as provided in this section
shdl be cause for termination of employment. Hearings to consider
terminations initiated by this section shal be held by a specid hearing officer
and specia hearing committee under Section 6.12. of the University and
Community College System of Nevada Code shdl be followed to the extent
applicable. Notwithstanding the provisions of Subsections 6.12.4, 6.13.1 and
6.14.2 of the Universty and Community College System of Nevada Code, the
only option for recommendations or decisons upon the completion of the
hearing or apped processis the continuation or termination of employment of
the tenured faculty member. I, after the hearing or appedl processis
completed, the decison is made to continue the tenured faculty member’s
employment, the annud performance evauations which initiated the hearing
shdl be revised to diminate the unsatisfectory ratings. The burden of
demondrating that termination of employment should occur lies with the
adminidrative authorities of the System Inditution.



41B CCSNBY-LAWS

Performance Expectations. It shdl be the respongbility of the faculty to determine performance
expectations in harmony with college gods. The faculty shal be substantidly involved in the
development and implementation of evauation methods. The Procedures for the annua eva uation of
Faculty are contained in the Professond Staff Handbook.

3.2.2.4 Evauation of the faculty a the Community College of Southern Nevada shdl be designed to
ensure effective performance of professond responghilities. The primary emphass of faculty
evauation shal be for developmenta and constructive purposes.

42  EVALUATION STANDARDS

The effectiveness and qudity of an inditution’ s total educationa program depend upon the presence of
competent faculty. Further, it is the obligation, in consultation with the faculty, to evauate the
performance of its faculty members, and to provide for their development on a continuing basis.
(Northwest Accrediting Commission, 1999)

It isthe respongibility of every ingtitution within UCCSN to put into place practices and policies that
support and reward teaching excellence. It isaso the respongibilities of every inditution to put into
place a meaningful evaluation system that guarantees teaching excellencein dl classes. Every sudent in
aUCCSN course shdl have an opportunity to provide systematic feedback on the effectiveness of
teaching and the course. (Teaching Excellence Initiative, Board of Regents, University and Community
College System of Nevada)

In conducting and using faculty evauations, the Community College of Southern Nevada embraces the
following sandards:

Evauaions of educators should promote sound education principles, fulfillment of ingtitutional misson,
and effective performance of job responghilities, so that the education needs of the student, community
and society are met. The adminigtration and faculty will use multiple indices in the continuing evaluation
of faculty performance. Each of these data sources is to be rdated to the faculty member in carrying
out of the mission of the ingtitution. The multiple indicesinclude: sdif, student, peer and adminigrative
assessment. No one index, including student evauations, may be the sole basis for initiation of any
disciplinary action or termination proceeding. Evauations shdl be congructive so that they hep the
ingtitution to develop human resources and encourage and assist those evauated to provide excellent
sarvice. Measurement procedures should be chosen or developed to assure reliability so that the
information obtained will provide consstent indications of the performance of the evauatees.

The evauation process shall provide safeguards againgt bias so that the evaluatee' s performance or
qudifications are assessed fairly. Where deficienciesin afaculty member’ s performance are identified,
the faculty member is respongble for remedying the deficiencies, and the indtitution will assst through
development opportunities.



Evauations of faculty will be conducted legdly, ethicdly, and with due regard for the wdfare of
evauatees and clients of evaluation. Guiddines for personnd eva uation should be recorded in
satements of policy so that evauations are consstent, equitable, and in accordance with pertinent laws
and ethicd codes. All evaduation indices will be held in confidence and only made available to the
faculty member, the evaluating peer, and appropriate administrators.

The evauation should address evauatees in a professond, considerate and courteous manner, so that
their self-esteemn, motivation, professiona reputations, performance, and attitudes toward faculty
evauation are enhanced.



43 EVALUATION CALENDAR

Human Resources notifies Dean and Department Chairs of the April 15
evauation status of dl faculty and due dete for evauation.
Full evduations and short eva uations due to Office of Human May 1
Resources for tenured faculty.
Department Chairs notify tenured faculty thet afull evduationisduethe | May 1
upcoming academic yedr.
Evauation forms digtributed by the Office of Human Resourcesto September 10
Departments.
Full evauations of 2" year and non-tenured faculty with more than November 15
three (3) years sarvice due to the Office of Human Resources.
Full evduations of non-tenured faculty due to the Office of Human February 1
Resources.
Full evauations of 1% and 3 year faculty due to the Office of Human February 1
Resources.
Full evauations of non-tenured faculty with more than three (3) yearsof | February 1
service due to the Office of Human Resources.
Full evauations of first semester faculty hired in January April 15
Non-Rehire Naotification Dates:
New Faculty March 1
Returning Non-Tenured December 15 (2™ year)
365 Days after 2 year
Tenured 365 Days

* if date falls on aweekend, please reflect date prior to weekend




EVALUATION PROCESS: OFFICE OF HUMAN RESOURCES

By April 15, the Office of Human Resources will provide the Deans and the Department Chairs
with alig of dl full-time faculty, their evaluation satus, and the evauation due detes.

Evauation packets will be prepared by the Office of Human Resources during the summer:

a Evauation Form 3 - Peer Evauation of Professond Performance (Peer evauator will
receive one copy of each faculty member receiving full evauation).

b. Evaluation Form 4 - Peer Evauation of Professona Performance Short Form (Peer
evauator will receive one copy for each faculty member to be evauated during the two
(2) interim years between full evauations).

C. Evauation Form 7 - Supervisor's Evauation Form of Professonad Performance for
Lab Technicians.

d. Individua evauation packetsto be prepared for dl personne in each Department.

1. Packets to Be Prepared:
1 Teaching

2. Non-teaching

2. Packets for Full Evauationsto Indude:
a Memo from Human Resources with due dates.

b. Evauation cdendar

C. Evaduation Form 1 (Sdf Evauation of Professond Performance) and
Form 2 (Management Objectives or Professiona Growth Plan)

d. Appropriate sheetstitled “ Suggestions for Supervisor/Peer Evauation
of Professona Performance’

e. Peer Evaluator packets.

a Pear Evaluator Memo from Human Resources.
b. Suggestions for Supervisor/Peer Evauation of Professiond
Performance.

e The Office of Human Resources will distribute al eva uation packets to the Department
in September.



4.5

Procedures for Individual Evauation Packets - Peer Evauator, Supervisors, Deans,
Vice-Presdents, President, and the Office of Human Resources.

Names, L abeling, Due Dates, and Didribution
1 Each Department will put the faculty name and evauation due date on the
individua packets.

2. Each Department may add an ingtruction memo and suggested criteriafor
evauation.

3. Each Department will distribute the evauation packets to its personnel.

Completed evauation forms by the Peer Evaluator/Supervisor will be forwarded to the
appropriate Administrator by November 15, for the Fall semester and by March 1, for
the Spring semester.

The Adminigtrator will forward the completed evauation forms to the Office of Human
Resources for the President.

The President will forward the completed evauation forms to the Office of Human
Resources.

Evauations for non-tenured, 2™ year faculty are to be completed by November 15, 1%
and 3" year are to be completed by February 1, of each year, and dl other evaluaions
are to be completed by May 1, of each year.

The Office of Human Resources will sgn for completed eva uation forms,
acknowledging that the forms have been received.

The Office of Human Resources will file and maintain the completed forms and prepare
any reports as needed.

EVALUATION PROCEDURES

45A EVALUATION PROCESS

Faculty will be evauated each year, consistent with the applicable section of the UCCSN Code. An
academic faculty member who disagrees with hisher evauation may gpped to the appropriate Vice
Presdent. The Vice Presdent will review al relevant materids, including but not limited to, classroom
vigtation report(s), syllabi, and student evaluations in making an evauation. If the Peer/Supervisor's
evauation and the appropriate Adminigtrator’ s evauation are in conflict, both will be sent to the
Presdent, who will make afind decison.



45B ROADRUNNER, PDE, AND APPRENTICESHIP PROGRAMS EVALUATION
PROCEDURE

Student Evaudtions

A.

The Adminigrative Office of the Roadrunner, PDE, and the Apprenticeship Programs
will digtribute the gppropriate sudent evauation forms to the Site Manager, dong with
aletter of ingructions.

Site Managers will distribute the forms. One student will be gppointed to collect forms,
put them in an envelope, sed the envelope, and mall it directly to the gppropriate

department.

The envelope will have the name of the ingtructor and course number on the outside.
They will dso be pre-addressed to the department with appropriate postage.
Department Chairswill be responsible for reviewing the forms and distributing them to
the ingtructors at the appropriate time.

Clasyoom Vidtations

A.

Audio bridge, Internet, and/or video courses may be monitored after scheduling atime
with the appropriate ingructor. Department Chairs need to contact Telemedia Services
to audio bridge classes for the connection at the agreed upon time.

Traditiona classesat prisonsor at rurd stes closeto Las Vegas may be observed
directly by the department chair or by a chair designee.

Traditiona classesin more remote Sites may aso be observed by the Department Chair
or by achair desgnee, if so desired. The following points, however, need to be noted:

1 Site Managers can report on the mechanics of the class (i.e. punctudity of the
ingructor, ingtructor holding classfor the entire class time €etc).

2. Student eva uations will be kept in the Department Office.

3. Chair designee can request copies of the syllabus and exams.



45C HIGH SCHOOL COLLEGE NOW PROGRAM EVALUATION PROCEDURES

Student Evaludtions

A.

The College NOW Office will digtribute the gppropriate Sudent evauation formsto
each high school, dong with aletter of ingructions.

B. High school liaisons will distribute the forms and appoint one student from each classto
collect the forms, put them in aenvelope, sed the envelope, and return the envelope to
the high school liaison.

C. The high schooal liaison will collect al evauation envelopes and mail them to the College
NOW Office.

Classoom vigtations

A. Since principas must know who is on campus a any given time, dl classroom
vigtations must be arranged through the high schoal liaison office a each high schooal.
The Department Chairs are provided with alist of high school liaisons and their
telephone numbers. Direct contact cannot be made with the teachers.

B. The extent to which a Chair and/or Department wishes to monitor classesin personis

the respongbility of the respective Chair.

45D DISTANCE EDUCATION PROCEDURES

The Director of Distance Education will notify distance education students of the availability of the
evauation questionnaire and will provide ingtructions for completing the evauation. Results of the
evauations will be forwarded to the peer evauator and appropriate administrator. All other
procedures of faculty evauation are identical to the procedures applied to on-campus faculty.

45E NON-TENURED TEACHING FACULTY EVALUATION PROCEDURES

1.

A full evauation (Sudent evauation, classroom observation, self evauation, professond growth
plan, and peer evauation) will be conducted each year. All evauation forms must be received
by the Office of Human Resources by February 1, of each year. In the tenure application year,
the tenure packet will serve as the full evauation.



Thefirg level of full evaluations will be performed by the faculty member’s peer, as defined in
the following chart: Department Chair, Director, Coordinator or in the case where thereisno
Department Chair or Coordinator, the faculty membersin that areawill dect afaculty member
to serve asthelr peer evauator.

Vice Presdent Vice Presdent Vice Presdent Vice Presdent
(Appropriate
Adminigrator)

Dean Dean Dean

(Appropriate (Appropriate (Appropriate

Adminigrator) Adminigtrator) Adminigrator)

Chair or desgneein | Director/Coordinator | Peer indiscipline | Chair

interdisciplinary (Peer Evauator) or related cognate | (Peer

departments (Peer (Peer Evduator) | Evaduator)

Evduator)

Faculty Faculty Faculty Faculty

The peer evauator will conduct classroom observations (may use Form 5 for the classroom
observation) for al non-tenured faculty every academic year. The evauator will check with the
ingtructor as to the best day and time to attend the class. Appropriate administrators will do
classroom observations on al Department Chairsin their area.

Student evaluations will be administered in al sections every semester. The peer evaluator may
ask arepresentative to conduct the student evauations (Dean, faculty member, classfied or
Sudent). The ingructor will not remain in the room while student evaluations are being
administered.

Origind copies of the sudent evauations will be reviewed by the peer evauator and the
appropriate adminigtrator. These origina copieswill be made available to the indtructor once
grades are pogted for the semester. The ingtructor will check out the originds after completing
aform specifying the number of evaluations to be reviewed. The origina copieswill be retained
by the College for four (4) years. At the end of this period, the student evauations will be
returned to the faculty member.

The peer evauator will submit awritten report including informetion from the classroom
observation, the sudent evauations and the sdf eva uation to the appropriate administrator with
acopy sent to the faculty member. The appropriate administrator will submit awritten report
about Department Chairs. The written report is not attached to the supervisor’s find

evauation.



45F

The appropriate administrator will review the student, self, and peer eva uations and complete
the adminigrative evauation.

Should afaculty member request a subsequent meeting with hisher supervisor, the faculty
member shdl have the right to another faculty member present a the meeting.

TENURED TEACHING FACULTY EVALUATION PROCEDURES

A full evauation (Sudent evauation, classroom observation, self evauation, professond growth
plan, and peer evauation) will be conducted once every three years. The short form evauation
form (Form 4) will be used for the two interim years between full evaluations. The criteriafor
evauation will be taken from the suggestions in the Professond Staff Handbook. The
evauation period includes the Fall and Spring semesters of each academic year. All evauation
forms must be received by the Office of Human Resources by May 1, of eech year. The
Deang/Department Chairg/Coordinator/Directors will determine the evaluation due dates. The
Dean/Department Chairs will notify the faculty regarding the full evaluation by May 1 of each
year.

Thefirg leve of full evaluationswill be performed by the faculty member’s peer, as defined in
the following chart: Department Chair, Director, Coordinator or in the case where there isno
Department Chair or Coordinator, the faculty membersin that area will dect afaculty member
to serve asther peer evaluator.

Vice Presdent Vice Presdent Vice Presdent Vice Presdent
(Appropriate
Adminigrator)

Dean Dean Dean

(Appropriate (Appropriate (Appropriate

Adminigrator) Adminigtrator) Adminigrator)

Chair or desgneein | Director/Coordinator | Peer indiscipline | Chair

interdisciplinary (Peer Evauator) or related cognate | (Peer

departments (Peer (Peer Evduator) | Evaduator)

Evduator)

Faculty Faculty Faculty Faculty

The peer evauator will conduct classroom observations (may use Form 5) for al tenured
faculty. The evauator will check with the ingructor as to the best day and time to attend the
class. The gppropriate administrator will do classroom observations on dl Department Chairs
inhisor her area. A classroom observation will be completed for tenured faculty once every
three years (the year of the full evauation).



45G

Student evaluations will be administered in dl sections every semester. The peer evaluator may
ask arepresentative to conduct the student eva uations (Dean, faculty member, classified or
gudent). The ingtructor will not remain in the room while student evaluations are being
administered.

Origind copies of the student evauations will be reviewed by the peer evauator and the
appropriate adminigtrator. These origina copies will be made available to the ingtructor once
grades are pogted for the semester. Theingructor will check out the originals after completing
aform specifying the number of evauationsto be reviewed. The origind copieswill be retained
by the College for a least one (1) year. At the end of this period, the student evaluations will
be returned to the faculty member.

The peer evauator will submit awritten report including informeation from the classroom
observation, the student evauations and the self eval uation to the appropriate administrator with
acopy sent to the faculty member. The appropriate administrator will submit awritten report
about Department Chairs. The written report is not attached to the supervisor’ sfina

evauation.

Should afaculty member request a subsequent meeting with hisher supervisor, the faculty
member shal have the right to another faculty member present at the meeting.

Any faculty member, Department Chair, Director, Coordinator or Vice President may request

any or al components of the evauation (student evaluations, classroom observations, sdf
evauation, professona growth plan, and supervisor evaluations) to be conducted each yesr.

NON-TENURED NON-TEACHING FACULTY EVALUATION PROCEDURES

A full evaluation (sdf evauation, professond growth plan, and supervisor evauation) will be
conducted every year. The criteriafor evauation will be taken from the suggestionsin the
Suggestions for Supervisor Evauation of Professiona Performance Adminidrators,
Coordinators, Department Chair or Non-Teaching Professional Staff section. All evaluation
forms must be received by the Office of Human Resources by February 1 of each year.



b.

45H

The immediate supervisor will submit awritten report to the next level of supervison, with a
copy sent to the faculty member.

Vice Presdent Vice Presdent Vice Presdent Vice Presdent
(Appropriate
Adminigrator)
Dean Dean Dean
(Appropriate (Appropriate (Appropriate
Adminigrator) Adminigtrator) Adminigrator)
Chair or desgneein | Director/Coordinator | Full-timefaculty | Chair
interdisciplinary (Evauator) member in (Evauator)
departments discipline or
(Evauator) related cognate
(Evduator)
Faculty Faculty Faculty Faculty

The faculty member being evauated or the supervisor may invite the next level of supervison to
be present during the supervisor’' s conference with the faculty member for the evauation
meeting. The faculty member requesting to have the next level of supervison present a the
evauation sesson will so notify the immediate supervisor in writing.

Should afaculty member request a subsequent meseting with his’her supervisor, the faculty

member shal have the right to have another faculty member and/or the supervisor present at
thet mesting.

TENURED/NON-TEACHING FACULTY EVALUATION PROCEDURES

A full evaduation (sdf evauation, professond growth plan, and supervisor evauation) will be
conducted once every three (3) years. The short eva uation form will be used for the two (2)
interim years between the full evduations. The criteriafor evauation will be taken from the
Suggestions for Supervisor Evauation of Professiona Performance Adminidrators,
Coordinators, Department Chair or Non-Teaching Professona Staff section. The evauation
period includes Fal and Spring semesters of an academic year. All evauation forms must be
received by the Office of Human Resources by May 1 of each year. The Department Chairs
will notify the faculty regarding the full evauation by May 1 of the preceding year.



b.

The immediate supervisor will submit awritten report to the next level of supervison, with a

copy sent to the faculty member.

Vice Presdent Vice Presdent Vice Presdent Vice Presdent
(Appropriate
Adminigtrator)

Dean Dean Dean

(Appropriate (Appropriate (Appropriate

Adminigrator) Adminigrator) Adminigtrator)

Chair or desdgneein Director/Coordinator | Full-time faculty Chair

interdisciplinary (Evauator) member indiscipline | (Evauator)

departments or related cognate

(Evauator) (Evauator)

Faculty Faculty Faculty Faculty

451

The faculty member being evaluated, or the supervisor may invite the next level of supervison
to be present during the supervisor’s conference with the faculty member for the evauation
meseting. The faculty member requesting to have the next level of supervision present at the
evauation sesson will so natify the immediate supervisor in writing.

Should afaculty member request a subsequent meeting with his’her supervisor, the faculty

member shall have the right to have another faculty member and/or the supervisor present at
that meeting.

ADJUNCT/TEMPORARY TEACHING FACULTY EVALUATION PROCEDURES

A full evauation (student evaluations and classroom observation) will be conducted the first
semedter of employment in agiven academic year. Full evauationswill be conducted a
minimum of once out of every six (6) semesters of employment after the first semedter.



b.

Thefirg leve of full evaluaionswill be performed by afaculty member as defined in the
following chart: Department Chair, Director, Coordinator or another full-time faculty member
within the same discipline may be sdected by the evauator.

Vice President Vice Presdent Vice President Vice President
(Appropriate
Adminigrator)

Dean Dean Dean

(Appropriate (Appropriate (Appropriate

Adminigrator) Adminigrator) Adminigtrator)

Chair or designeein Director/Coordinator | Full-time faculty Chair

interdisciplinary (Evduetor) member indiscipline | (Evaduator)

departments or related cognate

(Evduetor) (Evaduator)

Adjunct/Temporary Adjunct/Temporary Adjunct/Temporary | Adjunct/Temporary

Faculty Faculty Faculty Faculty

Student evaluations will be administered in al sections every semester. The evauator may ask
arepresentative to conduct the student evauations (Dean, faculty member, classified or
sudent). The ingructor will not remain in the room while student evauations are being

administered.

Origind copies of the student evauations will be reviewed by the evaluator and the gppropriate
adminigrator. These origina copies will be made available to the instructor once grades are
posted for the semester. The ingtructor will check out the originds after completing aform

specifying the number of evauations to be reviewed. The origina copieswill be retained by the

Collegefor at least one (1) year. At the end of this period, the student evaluations will be
returned to the faculty member.

The evaduator will submit awritten report (Form 5) including information from the classroom
observation and the student eva uations to the appropriate administrator with a copy sent to the
faculty member. This evaduation will be retained for aminimum of one (1) year.

Should a potential problem be identified, the evauator and the gppropriate administrator will
note the concern and recommend remedid action.




46 EVALUATION FORMS

46A EORM 1 SELF EVALUATION OF PROFESSIONAL PERFORMANCE

Sdf Evaluation of PROFESSIONAL PERFORMANCE

Name: Position Title;

Evaluation Period:

A. PROFESSIONAL RESPONSIBILITIESACCOMPLISHED

B. MANAGEMENT OBJECTIVES or PROFESSIONAL GROWTH PLAN
Accomplished (Attach a copy of previous year's plan)

C. SERVICE ON COLLEGE OR SYSTEM COMMITTEES
Committees or other college or system activities participated in during evauation period (List)

D. MEMBERSHIP IN PROFESSIONAL OR SERVICE ORGANIZATIONS (List)

E. ADDITIONAL TRAINING or DEVELOPMENT ACTIVITIES
Seminars, workshops, conventions, conferences, classes, etc. (List)

F. COMMUNITY SERVICE (Optiond)
Seminars conducted, Soeaking engagements, businessindudtry activities, membership/officesin
community organizations (List)



46B FORM 2 MANAGEMENT OBJECTIVES or PROFESSIONAL GROWTH
PLAN
MANAGEMENT OBJECTIVES OR PROFESSIONAL GROWTH PLAN

(Plans to be agreed upon by person being evaluated and Supervisor. Progress on Management Objectives
or Professond Growth Plan will be included as part of next year's evauation.)

Signature;

Person Evaluated Date

Signature;
Pear Evauator Date



46C Form 3 Peer Evaluation of PROFESSIONAL PERFORMANCE

PEER/SUPERVISOR EVALUATION OF PROFESSIONAL PERFORMANCE
This evaduation is based on the following aress.
a. Professond performance

b. Management Objectives or Professional Growth Plan
c. Other contributionsto the College

OVERALL EVALUATION: TENURED NON-TENURED
Satisfactory or Above Excdlent
Unsatisfactory Commendable
Satisfactory
Unsatisfactory
Signature:  Peer/Supervisor Date
Agree Disagree Request Review (If requesting review, please

state the reasons on an attached sheet. A
supervisory review will be held at the next
adminigretive level(9).)

Signature.  Person Evduated Date Signature Date
President/Vice President/
Dean



4.6.D Form 4 SHORT FORM FOR TENURED FACULTY

Peer/Supervisor Evaluation of PROFESSIONAL PERFORMANCE
SHORT FORM for Tenured Faculty

Name; Pogtion Title;
Department; Divison:
Academic Year;

Satisfactory Unsatisfactory

1. Mgor Responshility

2. Secondary Responsihility

3. Savicetothe College

Overd| Rating:

COMMENTS: (Comments are mandatory only if the Overdl Rating is Unsatisfactory)

Sgnature:  Peer Evaluator Date

Agree Disagree Reguest Review (If requesting review, please state
the reasons on an attached sheet. A supervisory
review will be hdd at the next adminidretive
leve(s).)

Signature.  Person Evduated Date Sgnature Date
President/Vice President/
Dean



46 E Form 5 ADJUNCT/TEMPORARY TEACHING FACULTY
Supervisor Evaluation of ADJUNCT/TEMPORARY TEACHING FACULTY PROFESS ONAL
PERFORMANCE

Name; Division;

Evaluation Period: Date Observed: Time;
Course Observed: No. of Students;

4. TEACHING

A. Course Preparation
1. Prepares syllabus with information indicated

by Faculty Handbook* 4 3 2 1 NA N/O
2. Keeps course material current 4 3 2 1 NA N/O
3. Correlates course with Catalog description 4 3 2 1 NA N/O

B. Course Presentation
1. Meets class at the designated time, place, and

length of time 4 3 2 1 NA N/O
2. Iswell prepared for class 4 3 2 1 NA N/O
3. Demonstrates comprehensive knowledge of subject 4 3 2 1 NA N/O
4. Projects enthusiasm for subject 4 3 2 1 NA N/O
5. Communicates ideas to students clearly 4 3 2 1 NA N/O
6. Demonstrates good English usage 4 3 2 1 NA N/O
7. Exhibits ora presentation skills 4 3 2 1 NA N/O
8. Usesclasstime effectively 4 3 2 1 NA N/O
9. Emphasizes thinking skills 4 3 2 1 NA N/O
10. Usesavariety of teaching techniques 4 3 2 1 NA N/O
11. Encourages student participation and interaction 4 3 2 1 NA N/O
12. Treats students with respect 4 3 2 1 NA N/O
13. Acknowledges and responds to students' questions 4 3 2 1 NA N/O

*(4) Excdlent (3) Commendable (2) Satisfactory (1) Unsatisfactory
(N/A) Not Applicable (N/O) Not Observed



Page 2 Form 5 Supervisor Evaluation of Adjunct/Temporary Teaching Faculty

14. Isopen to students' ideas 1 N/A N/O
15. Handles student challenges with poise 1 N/A N/O
16. Relates subject to students experiences 1 N/A N/O
17. Responds to differences in student learning styles 1 N/A N/O
C. Evaluation of students
1. Uses evauation procedures which are fair 1 N/A N/O
2. Gives examinations relevant to course content 1 N/A N/O
5. STUDENT CONSULTATION
A. Patiently assists students with problems 1 N/A N/O
B. Genuinely concerned with students' progress and is
actively helpful 1 N/A  N/O
I11. RECOMMENDATIONS
A. Recommend instructor meet with the Associate Dean Yes No
B. Recommend instructor be required to:
1. Take course in teaching techniques Yes No
2. Study Teaching techniques Yes No
3. Observe classes taught by excellent instructors Yes No
COMMENTS:
Signature:  Evaluator Date Dean Date

*(4) Excdlent (3) Commendable (2) Satisfactory (1) Unsatisfactory

(N/A) Not Applicable (N/O) Not Observed



46.F Form 6 PEER EVALUATION OF PROFESSIONAL PERFORMANCE OF

TEACHING ASSISTANTS

Supervisor Evaluation of PROFESSIONAL PERFORMANCE
TEACHING ASSISTANTS

OVERALL EVALUATION:
__ Excdlent

__ Commendable

___ Sdidfactory
___Unsatisfactory

Signature: Supervisor

___Agree ___ Disagree Request Review

Signature  Person Evdluated Date

Date

(If requesting review, please state the reasons on
an atached sheet. A supervisory review will be
held a the next adminidrative level(s).)

Signature Date
President/Vice President/
Dean



4.6. G Form 7 SUPERVISOR EVALUATION OF PROFESSIONAL PERFORMANCE OF

LAB TECHNICIAN

Supervisor Evaluation of PROFESSIONAL PERFORMANCE
LAB TECHNICIAN

OVERALL EVALUATION:
_ Excdlent

__ Commendable

__ Sdidfactory
___Unsatisfactory

Signature: Peer/Supervisor

___Agree ___ Disagree Request Review

Signature.  Person Evduated Date

Date

(If requesting review, please state the reasons on
an atached sheet. A supervisory review will be
held a the next adminidrative level(s).)

Signature Date
President/Vice President/
Dean



4.6. H Form 8 PEER EVALUATION OF PROFESSIONAL PERFORMANCE:
ADMINISTRATOR

Peer/Supervisor Evaluation of PROFESSIONAL PERFORMANCE
ADMINISTRATOR

This evaduation is based on the following aress.
a. Professond performance

b. Management Objectives or Professional Growth Plan
c. Other contributionsto the College

OVERALL EVALUATION:

Satisfactory or Above
Unsatisfactory
Signaure;
Peer/Supervisor Date
Agree Disagree Reguest Review (If requesting review, please state the
reasons on an attached sheet. A supervisory review will be
held at the next adminidrative level(s).)
Signature  Person Evdluated Date Signature Date

President/Vice President/
Dean



4.7  SUGGESTIONSFOR PEER EVALUATION OF PROFESS ONAL PERFORMANCE

4.7A TEACHING FACULTY - PROFESSIONAL STAFE

Suggestions for
Supervisor Evauation of PROFESSIONAL PERFORMANCE
Teaching Faculty - Professiond Staff

The Supervisor evaduation may include any or dl of the suggested following areas for Teaching Faculty:

TEACHING RESPONSIBILITIES:
WORK LOAD - Credit hours assigned to teaching Spring and Fall Semesters

COURSE PREPARATION
Course syllabus contains information indicated by Faculty Handbook Selects texts which are useful
to the course
Keeps course materids, reference books, and text materias current and up to date
Courses taught correlate with Catalog descriptions

COURSE PRESENTATION
Wl prepared for classes
Demonstrates comprehensive knowledge of subject
Encourages student participation and interaction Motivates students to do their best
Treats sudents with respect
Acknowledges and responds to students questions
Communicates ideas to sudents in ways that they can understand
Increases students' interest in the subject
Encourages students to think for themsdves
Open to students ideas, suggestions, and criticisms
Uses avariety of teaching techniques to achieve the desired objectives
Meset class a the time, place, and for length of time designated

EVALUATION OF STUDENTS
Uses evauation procedures which are fair
Examinations are relevant to content of the course
Makes helpful comments on papers, exams, or projects
Tells students how they are to be evauated



Page 2 Suggestions - Teaching Faculty - Professional Staff

STUDENT ADVISING AS CLASSROOM INSTRUCTOR
Advises students enrolled in classes
Petiently asssts sudents with problems
Is readily available for consultation
Genuinely concerned with student’s progress and is actively helpful
Program/College Advising
Keeps scheduled office hours
Avallable for program/registration advising upon request

PROFESSIONAL CHARACTERISTICS
COOPERATION - Ahility to work harmonioudy with others and present viewpoints and
recommendations affecting others without creeting disunity or rancor

ACCEPTANCE OF RESPONSIBILITY/AUTHORITY - Willingness to accept credit or
criticism for desirable or undesirable outcomes, decisons or actions

AUTHORITY - Ability to work within acceptable bounds yet refer appropriate mattersto
supervisor

KNOWLEDGE - Keeps abreast of mgjor issues and innovations affecting his’her area of
responsibility

CREATIVITY - Demondtrates ahility to be cregtive, develop new plans and ideas which will meet

current Stuations
PUNCTUALITY - Completes assgnments and performs duties within acceptable time limits
CONSISTENCY - maintains quality of wok under pressure

INITIATIVE - Ability to begin and accomplish tasks without prodding or supervison

DEPENDABILITY - Can berelied upon to complete assigned tasksin atimely and competent

manner

OPENNESS AND INVOLVEMENT - Consider other viewpoints and accepts ideas contrary to

own recommendations - listens

THOROUGHNESS - Investigates carefully various aspects of a problem before making
recommendations

SELF-CONTROL - Retains composure and objectivity in times of stress



Page 3 Suggestions - Teaching Faculty - Professional Staff

PROFESSIONAL GROWTH PLAN
EVALUATE completion of professond growth plan for the past evaluation period

RELATIONSHIP TO DIVISION/COLLEGE/UNIVERSITY and COMMUNITY COLLEGE
SYSTEM OF NEVADA

SERVICE on College or System committees
ATTENDANCE a Divison and All-College meetings

PROFESSIONAL DEVELOPMENT
MEMBERSHIP in professond or saervice organizations
Additional TRAINING or DEVELOPMENT activities
Conferences, conventions, seminars, workshops, classes, etc.

COMMUNITY SERVICE
Seminars conducted, speaking engagements, businessindudtry activities, membership/officesin
community organizetions

OTHER SERVICE AREAS
Any professond activities which may not have been addressed in any of the areas above



4.7B COUNSELOR - PROFESSIONAL STAFF

Suggestions for
Supervisor Evduation of PROFESSIONAL PERFORMANCE
Counsdlor - Professond Staff

The Supervisor evauation may include any or al of the suggested following areas for counsdors:

COUNSELING RESPONSIBILITIES
ADVISING
Meets dl students for advising appointments at the time and place specified

Conducts scheduled student orientation sessons to provide information regarding College
programs and services

Provides students on an on-going basis and during registration periods with current and accurate
information concerning programs, courses, requirements, and college policies

ASSESSMENT

Recommends to Adminigtration appropriate student assessment insruments
Encourages students to take gppropriate assessments

Adminigers avariety of sudent assessment insruments

Interprets the results of student assessment instruments

Uses results of student assessment instruments in the advising process

PLACEMENT

Interprets the results of assessment instruments to students

Explores with students career options suggested by assessment instruments and/or personal
interests

Recommends to students appropriate programs and courses based on assessment instruments
and/or persond interests

Indicates to students course sequences and prerequisites

COUNSELING
Provides short term supportive assstance to sudents
Refers sudents to community and/or private agencies for long-term menta health treatment

PROFESSIONAL CHARACTERISTICS
COOPERATION - Ahility to work harmonioudly with others and present viewpoints and
recommendations affecting others without creeting disunity or rancor

ACCEPTANCE OF RESPONSIBILITY/AUTHORITY - Willingness to accept credit or
criticism for desirable or undesirable outcomes, decisons or actions



Page 2 Suggestions - Counselor - Professional Staff

AUTHORITY - Ability to work within acceptable bounds yet refer gppropriate matters to
supervisor

KNOWLEDGE - Keeps abreast of mgjor issues and innovations affecting hisher area of
responsbility

CREATIVITY - Demondtrates ahility to be creetive, develop new plans and ideas which will meet
current Stuations

PUNCTUALITY - Completes assgnments and performs duties within acceptable time limits
CONSISTENCY - maintains qudity of wok under pressure
INITIATIVE - Ahility to begin and accomplish tasks without prodding or supervison

DEPENDABILITY - Can berelied upon to complete assigned tasksin atimey and competent
manner

OPENNESS AND INVOLVEMENT - Consider other viewpoints and accepts ideas contrary to
own recommendations - listens

THOROUGHNESS - Investigates carefully various aspects of a problem before making
recommendations

SELF-CONTROL - Retains composure and objectivity in times of stress

PROFESSIONAL GROWTH PLAN
EVALUATE completion of professond growth plan for the past evaluation period

RELATIONSHIP TO DIVISION/COLLEGE/UNIVERSITY and COMMUNITY COLLEGE
SYSTEM OF NEVADA

SERVICE on College or System committees

ATTENDANCE a Divison and All-College meetings
PROFESSIONAL DEVELOPMENT

MEMBERSHIP in professond or service organizations

Additional TRAINING or DEVELOPMENT activities
Conferences, conventions, seminars, workshops, classes, etc.



Page 3 Suggestions - Counselor - Professional Staff

COMMUNITY SERVICE
Seminars conducted, Soeaking engagements, businessindudtry activities, membership/officesin
community organizations

OTHER SERVICE AREAS
Any professond activities which may not have been addressed in any of the areas above



4.7C ADMINISTRATORS, COORDINATORS, DEPARTMENT CHAIRS OR NON-
TEACHING PROFESSIONAL STAFF

Suggestions for
Supervisor Evauation of PROFESSIONAL PERFORMANCE
Adminigrators, Coordinators, Department Chairs or Non-Teaching Professona Staff

The Supervisor evaduation may include any or dl of the suggested following areas for Adminigtrators,
Coordinators, or Non-Teaching Professona Staff:

PROFESSIONAL CHARACTERISTICS
COOPERATION - Ahility to work harmonioudy with others and present viewpoints and
recommendations affecting others without creeting disunity or rancor

ACCEPTANCE OF RESPONSIBILITY/AUTHORITY - Willingness to accept credit or
criticism for desirable or undesirable outcomes, decisons or actions

AUTHORITY - Ability to work within acceptable bounds yet refer appropriate mattersto
supervisor

KNOWLEDGE - Keeps abreast of mgjor issues and innovations affecting his’her area of
responsibility

CREATIVITY - Demondtrates ahility to be cregtive, develop new plans and ideas which will meet
current Stuations

PUNCTUALITY - Completes assgnments and performs duties within acceptable time limits
CONSISTENCY - maintains quaity of work under pressure
INITIATIVE - Ability to begin and accomplish tasks without prodding or supervison

DEPENDABILITY - Can berelied upon to complete assigned tasksin atimely and competent
manner

OPENNESS AND INVOLVEMENT - Consider other viewpoints and accepts ideas contrary to
own recommendations - listens

THOROUGHNESS - Investigates carefully various aspects of a problem before making
recommendations

SELF-CONTROL - Retains composure and objectivity in times of stress



Page 2 Suggestions - Administrators, Coordinators, Department Chairsor Non-Teaching
Professional Staff

PROFESSIONAL CAPABILITIES
DELEGATION OF AUTHORITY - Ability to assign tasks to others without undue interference
with tharr implementation

WORKING KNOWLEDGE OF INSTITUTIONAL POLICIES AND PROCEDURES -
Understanding of the total operation of the college and the interrelationships of its various
components

KNOWLEDGE OF COMMUNITY COLLEGE PHILOSOPHY - Understanding of the generd
goasof CCSN

SUPERVISION OF OTHER EMPLOYEES - Ahility to set work schedules, define tasks,
evauate performance, and improve skills and effectiveness of personnd respongble to him/her

COMMUNICATIONS - Ability to clearly and effectively inform others of needs, problems,
activities, recommendations €tc.

ANTICIPATION OF PROBLEMS - Ability to foresee possible problems, as well asreacting to
unforeseen events

ANALY SIS OF PROBLEMS - Ability to define the lements, ramifications, and approach
necessary to solve the problems

PROFESSIONAL COMPETENCE TO PERFORM ASSIGNED TASKS
Possess knowledge and experience to accomplish tasks expected of position

LEADERSHIP CAPABILITY
Motivates subordinates, promotes staff interaction, creates a favorable working atmosphere

MANAGEMENT OBJECTIVES OR PROFESSIONAL GROWTH PLAN:
EVALUATE completion of management objectives or professond growth plan for the past
evauation period

RELATIONSHIP TO DIVISION/COLLEGE/UNIVERSITY and COMMUNITY COLLEGE
SYSTEM OF NEVADA

SERVICE on College or System committees

ATTENDANCE a Divison and All-College meetings



Page 3 Suggestions - Administrators, Coordinators, Department Chairsor Non-Teaching
Professional Staff

PROFESSIONAL DEVELOPMENT
MEMBERSHIP in professond or service organizations
Additiond TRAINING or DEVELOPMENT activities
Conferences, conventions, seminars, workshops, classes, etc.

COMMUNITY SERVICE
Seminars conducted, Soeaking engagements, businessindudtry activities, membership/officesin
community organizations

OTHER SERVICE AREAS
Any professond activities which may not have been addressed in any of the areas above



47D LABTECHNICIAN - PROFESSIONAL STAFE

Suggestions for
Supervisor Evduation of PROFESSIONAL PERFORMANCE
Lab Technician - Professona Staff

The Supervisor evaduation may include any or dl of the suggested following areas for Teaching Assstants

PROFESSIONAL CHARACTERISTICS
COOPERATION - Ability to work harmonioudy with others and present viewpoints and
recommendations affecting others without cresting disunity or rancor

ACCEPTANCE OF RESPONSIBILITY/AUTHORITY - Willingness to accept credit or
criticism for desirable or undesirable outcomes, decisons or actions

AUTHORITY - Ability to work within acceptable bounds yet refer gppropriate matters to
supervisor

KNOWLEDGE - Keeps aoreast of mgjor issues and innovations affecting hisher area of
responsbility

CREATIVITY - Demondtrates ahility to be creetive, develop new plans and ideas which will meet
current Stuations

PUNCTUALITY - Completes assgnments and performs duties within acceptable time limits
CONSISTENCY - maintains quality of work under pressure
INITIATIVE - Ahility to begin and accomplish tasks without prodding or supervison

DEPENDABILITY - Can berelied upon to complete assigned tasksin atimey and competent
manner

OPENNESS AND INVOLVEMENT - Consider other viewpoints and accepts ideas contrary to
own recommendations - listens

THOROUGHNESS - Investigates carefully various aspects of a problem before making
recommendations

SELF-CONTROL - Retains composure and objectivity in times of stress



Page 2 L ab Technician - Professional Staff

PROFESSIONAL CAPABILITIES
WORKING KNOWLEDGE OF INSTITUTIONAL POLICIES AND PROCEDURES -

Understanding of the total operation of the college and the interrel ationships of its various
components

KNOWLEDGE OF COMMUNITY COLLEGE PHILOSOPHY - Understanding of the generd
goasof CCSN

COMMUNICATION - Ability to clearly and effectively inform others of needs, problems,
activities, recommendations, etc.

ANTICIPATION OF PROBLEMS - Ahility to foresee possible problems, aswell as reacting to
unforeseen events

ANALY SIS OF PROBLEMS - Ability to define the elements, ramifications, and approach
necessary to solve the problem

PROFESSIONAL COMPETENCE TO PERFORM ASSIGNED TASKS
Possesses knowledge and experience to accomplish tasks expected of position



4.7E DEPARTMENT CHAIR

Suggestions for
Supervisor Evduation of PROFESSIONAL PERFORMANCE
Depatment Chair

The Department Chair evauation will be included as part of the evauation for Teaching Faculty. The
Supervisor evauation may include any or dl of the suggested following areas for Department Chairs.

DEPARTMENT CHAIR CHARACTERISTICS
COOPERATION - Ability to work harmonioudy with others and present viewpoints and
recommendations affecting others without cresting disunity or rancor

ACCEPTANCE OF RESPONSIBILITY/AUTHORITY - Willingness to accept credit or
criticism for desirable or undesirable outcomes, decisons or actions

AUTHORITY - Ability to work within acceptable bounds yet refer gppropriate matters to
supervisor

KNOWLEDGE - Keeps abreast of mgjor issues and innovations affecting hisher area of
responsbility

CREATIVITY - Demondtrates ahility to be creetive, develop new plans and ideas which will meet
current Stuations

PUNCTUALITY - Completes assgnments and performs duties within acceptable time limits
CONSISTENCY - maintains qudity of wok under pressure
INITIATIVE - Ahility to begin and accomplish tasks without prodding or supervison

DEPENDABILITY - Can berelied upon to complete assigned tasksin atimey and competent
manner

OPENNESS AND INVOLVEMENT - Consider other viewpoints and accepts ideas contrary to
own recommendations - listens

THOROUGHNESS - Investigates carefully various aspects of a problem before making
recommendations

SELF-CONTROL - Retains composure and objectivity in times of stress
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DEPARTMENT CHAIR CAPABILITIES
WORKING KNOWLEDGE OF INSTITUTIONAL POLICIES AND PROCEDURES -
Understanding of the total operation of the college and the interrel ationships of its various
components

KNOWLEDGE OF COMMUNITY COLLEGE PHILOSOPHY - Understanding of the generd
goasof CCSN

COMMUNICATION - Ability to clearly and effectively inform others of needs, problems,
activities, recommendations, etc.

ANTICIPATION OF PROBLEMS - Ahility to foresee possible problems, aswell as reacting to
unforeseen events

ANALY SIS OF PROBLEMS - Ability to define the elements, ramifications, and approach
necessary to solve the problem

PROFESSIONAL COMPETENCE TO PERFORM ASSIGNED TASKS
Possesses knowledge and experience to accomplish tasks expected of position

LEADERSHIP CAPABILITY
Promotes program continuity and crestes a favorable working atmosphere

DEPARTMENT CHAIR RESPONSIBILITIES
RELATIONSWITH ADJUNCT AND FULL-TIME FACULTY
Appropriately and consgtently locates, interviews, and hires adjunct faculty
Vigts classes taught by adjunct faculty and completes adjunct faculty evauations according to
established procedures
Didtributes student evaluation in dl classes taught by adjunct faculty according to established
procedures
Completes once ayear awritten report of classroom observation for each full-time faculty Posts
notices of canceled classes and finds substitute faculty as needed according to established
procedures
Assgs Associate Dean with assgnment of faculty workloads
Disseminates information to department as needed
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COURSE SCHEDULE AND TEXTBOOK SELECTION

Prepares course schedules and room matrices as required each semester

Prepares cost analysis of proposed course schedule

Coordinates textbook selection and book orders for department

Approves the effective processing of Prs, IDRS, Requests for check, and Printing Requisitions for
acquisition of supplies, equipment, and services

Monitors operating budget expenditures

CURRICULUM
Coordinates planning, developing, evauating of department curriculum as needed
Coordinates preparation of program reviews according to established procedures

CLASSIFIED STAFF
Provides written input for evauation of classfied staff and student workers with whom he/she
works on aregular basis

STUDENTS
Approves incomplete grade and grade change forms
Handles student grievances according to procedure

RECORDS
Maintains department records according to established procedures



47F CLINICAL TEACHING BY NON-TENURED FACULTY

Suggestions for
Clinicd Teaching by Non-Tenured Faculty

1. Demondrate ability to ordly communicate information on agiven topic in a coherent and logica
manner.

2. Establish rapport with students.

3. Demondrate indructiond and socid skillswhich assst students in developing a positive sdif-
concept.

4, Demondirate teaching skillswhich assst students in developing their own values, dtitudes and
beliefs.

5. Sdlect, develop and sequence related learning activities appropriate for a given set of instructiond
objectives and student learning needs.

6. The theory and clinica experience should correlate a each level of progression.

7. Initiate and submit to the College anecdotd records and evauation tools utilized when guidance
and counsding are identified.



48 ACCOMPANYING MEMORANDA

48A TOALL PROFESSIONAL PERSONNEL - FULL EVALUATION

MEMORANDUM

To: All Professond Personnd to be Evauated
From: Senior Vice President for Academic Affairs

Subject:  Full Evduation

The SELF EVALUATION consgts of two pages.
Page 1 isasummary of dl the different professond items you have accomplished

Page 2 is the Management Objectives or Professional Growth Plan as proposed by you. Y ou will be
evauated on your next full evauation.

The SELF EVALUATION will be submitted to your peer evauator by

The PEER EVALUATION consists of one page to be typed or written legibly:

The Peer Evauator will fill out in narrative form the evaluation based on the Sdlf Evaudtion, the
Professional Growth Plan or Management Objectives for this year, and any of the suggested items
from the attached lists of professond characteridtics, etc.

Attached isaligt of suggestions the supervisor may use in the narrative evaluation.

After the peer evauator meets with the person who is being evaluated and dl forms have been signed, the
forms (three pages. self evaluation and peer evauation) are submitted to the appropriate administrator by

The completed evauation (three pages) must be submitted to Human Resources by




4.8B

To:

From:

TO INSTRUCTORSAND STUDENT EVALUATION MONITORS - STUDENT
EVALUATIONS

MEMORANDUM
Instructors and Student Evauation Monitors

Organization (Department, Program, €tc.)

Subject:  Student Evauation Ingructions

Enclosed are the Student Evaluation Forms. Students should complete the eva uations by

Instructor Responsibilities:

A.

Write the following information on the board:

Ingtructor’s name

Course

Section

Semester

Explain the marking procedures and read the following paragraph:
Pleasefill in the appropriate answer boxes.

I will not seetheresultsof thissurvey until after | have submitted your grades.

Having you complete this evaluation isthe College' sway of saying that we value your
judgment and opinionsin the name of teaching excellence.

Thank you for your time.
Provide additiona questions, if any.
Appoint a student monitor.

Leave the room.



Monitor Responsibilities:

A.

Read the following paragraph to the class:

Please make every attempt to be objective, and be as specific as you can in writing your
comments. For instance, personal like or didike of the subject or for the instructor
should not enter into your assessment, aseither will render the evaluation erroneous.
Hand out questionnaires.

Collect the questionnaires and place them into their envelope.

Tightly sed the envelope and sign your name over the sedl.

Take the envelope to location specified on the envelope.



STUDENT EVALUATION OF INSTRUCTION
Please make every attempt to be objective, and be as specific as you can in writing your comments. For
instance, personal like or dislike of the subject or for the instructor should not enter your assessment, as

both will render the evaluation erroneous.

Having you do this evaluation is our way of saying that we value your judgment and opinionsin the
name of teaching excellence. Thank you for your time.

Instructor Name:

Course:
Section:
Semester:
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1. The class meets for the designated length of time. [T 1T 1T 01 1
2. Theinstructor is prepared for class. [T 1T 1 01 [1
3. Theinstructor helps students understand challenging concepts. [T IT'1T L1 11 I[1
4. Theinstructor encourages student questions and feedback. [T [T [1 [1 [1
5. The instructor manages class situations effectively. [T 1T 1T [1 I1
6. Theinstructor is respectful and courteous to students. (1 1T 1 01 [1

Answer additional questions below

10. [ T e A A O R

11. [ T e A A O R



Page 2 STUDENT EVALUATION OF INSTRUCTION

INSTRUCTIONAL ASSESSMENT SURVEY
STUDENT COMMENTS

Why are you taking this course?

What grade do you expect to receive?

In your opinion, what are the major strengths of this instructor?

How could this instructor improve?

In your opinion, what are the major strengths of this course?

How could this course be improved?



48C TO DEANSAND DEPARTMENT CHAIRS- STUDENT EVALUATIONS

MEMORANDUM
To: Deans and Department Chairs
From: Senior Vice President for Academic Affairs

Subject: Student Evaluation

In order for the College to distribute, collect and process more than 60,000 student evaluation forms this
semester, all Deans and Department Chairs must adhere to the following procedures and time lines.

a Download from the web and reproduce the required number of student evaluation forms.

b. Acquire, labdl, fill, and distribute the evaluation packet envelopes to dl faculty, full-time and
adjunct. The front of the evaluation packet envelopes must contain the following:

Instructor’s last name, first name, and middle initial

Section call number

Course prefix, course number, and section number

Directions to students for completing the evaluation forms

The name and address of the person to whom packets will be returned.

C. Student evaluations are due on the Friday two weeks before the last day of instruction (except for
short term classes). If this deadline is felt to be inappropriate to members of the faculty, they
shall consult with their department chair and/or dean to arrange for an earlier distribution. The
chair and/or dean will assume the responsibility of ensuring the surveys are turned in no later that
the last day of instruction for that semester.

d. Deans and Department Chairs are responsible for having Management Assistants ensure that all
sections have been evaluated, removing unused forms from the packets, bundling the packets by
instructor and discipline.

e For second year faculty, their evaluations must be completed by November 13.

f. The Office of Human Resources will provide a list of al faculty and the due dates for their
evaluations to the Deans and Department Chairs.



SECTION FIVE
FACULTY/STUDENT RELATIONS

51 STUDENT ENROLLMENT

5.1A ADMIT TO CLASS

Each student's name shall appear on aclassrogter. If a student's name does not appear on the class
roster, the student should be advised to go to the Admissons & Records Office for correction prior to
attending the next class. If the student cannot provide proof of enrollment, the ingtructor shdl inform the
student that he/she is not properly enrolled for the course. The Department Chair shall be notified if the
student continues to attend the class.

51B CLASSROSTER

The class rogter isthe basic student record document used in the Student Information System (S1S).
The class roster is used for student progress reports, grade forms and providing actua enrollment for
each class to faculty. Faculty may expect an officia class roster at the beginning of each regular
semedter, and during the first week of each specia sesson and summer term, as well as periodicaly
throughout the term. The Department Chairs are responsible for distributing the classrogters. A find
classroster will be distributed at the end of the drop period for each term.

52 CLASSCANCELLATIONPOLICY

Classes which do not atract sufficient enrollment will be canceled by the Department Chairs with the
concurrence of the Associate Vice President for Curriculum and Scheduling during the first week of
ingruction. Every effort will be made to assst sudents whose classes have been canceled to find
another class which meetstheir needs.

53 COURSE SYLLABUS

During the first week of each academic semedter, faculty members must submit a syllabus for each class
to the appropriate Department Chair and distribute the syllabus to each student in the class. The course
gyllabus shdl indude the following information:

Coursetitle
Semester

I nstructor

Course Description
Objectives

Key dates
Examindions

O@TMMUO >



Grading procedures

Textbook required

Attendance policy

A gatement concerning safety policy for the class

Ao T

5.3A TEXTBOOKS

The bookstore located on campusisthe officia vendor for al college textbooks. Textbooks are
adopted in consultation with department faculty for two-year periods whenever possible.

The adoption of atextbook by a department does not imply that each full-time faculty member must use
that textbook. The adopted textbook is a* suggested” not “required” textbook that can be used by dl
full-timeingructors. Any full-time instructor may eect to use an dternative textbook and/or sdif-
crested materials in the classes he or she teaches.

54  ATTENDANCE POLICY

College enrollment assumes the maturity, seriousness of purpose and salf-discipline required for meeting
the responsihilities associated with the courses for which a student registers. Students are expected to
attend each mesting of every course for which they have registered.

A student may be administratively dropped from a course for excessive absences upon
recommendation of the course ingtructor and written gpprova of the Department Chair. Under no
circumstances will absence for any reason excuse the student from completing al work assgnedin a
given course.

After an absence, it isthe sudent's respongbility to check with the instructor about completion of

missed assgnments. Each faculty member should establish attendance regul ations congstent with the
gods of the course.

55 MOVING OR CANCELING A CLASSMEETING

Classes should be held at the time and in the classroom designated. Each instructor isrequired, asa
professond obligation, to meet dl of hisher dasses unless extenuating circumstances such asillness
prevent attendance.

Should the ingtructor be forced to cancel a scheduled class meseting, he/she must notify the Department
Chair. Full-time faculty members shdl aso file asick leave or other leave request as soon as possible.

Department Chairs shdl aso be notified if dternate arrangements are made to cover a class meeting.



56 ACADEMIC DISHONESTY

Acts of academic dishonesty, including such activities as plagiarism or cheeting, are regarded by the
College as very serious offenses. In the event that chesating, plagiarism, or other forms of academic
dishonesty on the part of students are discovered, each incident should be handled on an individua
basis as deemed appropriate.

Care should be taken that students rights are not violated and that punitive measures are ingdituted only
in cases where documentation of the offense exists. A description of dl such incidents shdl be
forwarded to the Vice Presdent for Academic Affairs where afile of such occurrences is maintained.
The Vice Presdent for Academic Affairs may inditute action againg a student according to the
UCCSN Code, Title 2, Chapter 6 (Rules and Disciplinary Procedures for Members of the University
Community).

5.7 SMOKING., FOOD IN CLASSROOMS ALCOHOL USE

Faculty shdl advise students that food and drinks are not alowed in the classrooms, libraries or
laboratories. No acohalic beverages are permitted on campus or at any College-sponsored function
without prior Presidentia gpprovd. Illegd drugs are not permitted on campus or at any college
sponsored function. The interior of al buildings on the Cheyenne, Henderson, and Charleston
campuses, and CCSN-leased facilities have been designated as smoke-free environments. Smoking is
permitted in outside areas only, with a pendty of up to $250.00 for each violation (NRS 202.2491).
Enforcement of these regulationsis the respongbility of dl faculty and gaff.

5.8 EINAL EXAM

Severd days at the end of each semester are scheduled for find examinations and ingtructors are
expected to give ther fina examinations during this specified period. Faculty not choosing to give find
exams during this period will hold dlasses during finds week. Fina examinations scheduled for days
other than those designated for that purpose must have prior approval of the Department Chair. Copies
of the find examinations for each course shdl be filed with the Department Chair.

59 STUDENT ADMISSION, REGISTRATION, GRADES, AND EXAMINATIONS

Refer to Board of Regents Handbook, Title 4, Chapter 16

1., I1., I11. (Pp1-6)
V. UCCSN Grading Policy
V. Community College Certification and Degree Requirements



510 STUDENT COMPLAINTS

Students who have a serious, significant complaint concerning a course or ingtructor are invited and
encouraged to discuss the problem with the ingtructor. If, after an ingtructor/student discussion, the
sudent till feds dissatisfaction, he/she has the right to move the complaint through the following
ordered system of steps: Department Chair, Vice President for Academic Affairs, President of the
College. If a sudent has a question concerning the vdidity of hisher complaint, he/she may wish to
seek consultation from the Student Government. Students who wish to apped a semester grade shall
follow the grade appeal process.

511 GRADING SYMBOLSAND DEFINITIONS

At the end of each semedter, reporting of individud student grades in made available through the
Teephone Regidration sysem. All financia obligations to the College must be met before a sudent is
eligible for agrade report or transcript. The following grades are given a the Community College of
Southern Nevada:

1. The grades of A and A- are given for superior performance in the completion of course
objectives and are worth 4.0 and 3.7 grade points, respectively.

2. The grades of B+, B and B- are given for above average performance in the completion of
course objectives and are worth 3.3, 3.0, and 2.7 grade points respectively.

3. The grades of C+, C, and C- are given for average performance in the completion of
course objectives and are worth 2.3, 2.0, and 1.7 grade points respectively.

4, The grades of D+, D, and D- are given for average performance in the completion of
course objectives and are worth 1.3, 1.0, and 0.7 grade points respectively. Grades of
D+, D, and D- in the student’ s occupationa area (Associate of Applied Sciences Degree
Programs) will not count towards graduation requirements.

5. The grade of Fis given for failure in the performance of course objectives and is worth zero
(O) grade points.
6. The grade of “I” (Incomplete) may be given when the student has successfully completed dll

course work up to the withdrawal date of that semester/session but is unable, dueto
legitimate reasons, to complete dl the requirements of the course. An incomplete grade
dlows the student to complete only those requirements that remain outstanding. In order to
atend the class again, the student must officialy re-register for that class. The ingtructor
maintains arecord of the necessary requirements for the remova of the incomplete grade.

It is the respongbility of the student to make the necessary arrangements with the instructor
to finish the course and to remove the “I” grade. The student has one year to complete the
objectives and remove the “1” grade from hisor her record. If these objectives are not



10.

11.

12.

13.

14.

5.12

completed during the period, the“1” grade will convert to agrade of “F’, which indicates
falure to complete the course objectives. The “I” isworth zero(0) grade points.

The grade of “W” indicates withdrawd from class. An *Officid Withdrawd” entails student
initiation of a“drop” form at the Office of Admissions and Records prior to the last date to
officidly withdraw (as published) which is after 75% of the semester/session has been
completed. An adminigtrative withdrawal by the college may be administered any time
during the semester. The“W” isworth zero (0) grade points.

The grade of “Pass’ or “P’ grade is granted on the basis of satisfactory completion of
specific courses designated as Pass/Fail only. The P’ isworth zero (0) grade points.

The grade of “ Satifactory” or “S’ grade, indicates that the student earned a“C” or above
in the completion of the course objectives. The*S’ isworth zero grade points.

The grade of “Unsatisfactory” or “U” grade indicates that the student earned a“D+” or
below in the completion of the course objectives. The“”U” isworth zero (0) grade points.

The grade of “Not Reported” or “NR” is assigned by the Associate Vice President for
Admissions and Records pending submission of afina grade by the ingtructor of the course.

The grade of “AU” is given for sudents who audit acourse. The “AU” isworth zero (0)
grade points.

Theuseof “plus’ (+) and “minus’ (-) in agradeis a the discretion of the ingtructor.

The course syllabus shall contain aclear explanation of the grading scale to be used by the
faculty member. Students may not gpped the format an ingtructor chooses.

GRADE APPEAL

Any grade being appeaed must follow this procedure. Only finad semester grades may be agppeded. A
student may apped a grade that she'he perceives to have been awarded unfairly. (Examples of what
cannot be gppeded include the teaching style of the ingtructor or the difficulty of the course, tests, etc.)
No semester grade may be appedled later than 20 working days after the beginning of the next regular
semester (fal/spring) following the one (1) in which the gppedled grade was assgned. The student will
submit the grade apped form to the Department Chair | Coordinator | Program Director’ s office. The
Department Chair | Coordinator | Program Director will determine if the time limit may be waived. The
gpped s committees only make recommendations to the instructors/professors to retain or change a
grade; the ingtructor/professor of record decides whether to follow the recommendation.



5.12A

GENERAL APPEAL PROCESS

The student will confer with the ingtructor/professor to try to satisfactorily resolve the issue.

If not resolved, then the student will confer with the Department Chair | Coordinator |
Program Director. When the student appedls a grade given by a Department Chair |
Coordinator | Program Director, the student will meet with afaculty member selected by
his’her collagues to function in the role of Department Chair | Coordinator | Program
Director appear below the term designated replacement shal be understood to replace of
the origind terms.

If the results of the conference with the instructor/professor and the Department Chair |
Coordinator | Program Director are considered unsatisfactory, the student may obtain a
copy of the Grade Appea Process and Apped Forms from the Department Chair |
Coordinator | Program Director’ s office.

The student will ddliver to the Department Chair | Coordinator | Program Director’s
secretary the following materid:

a A copy of the course syllabus for the semester in question (the department
secretary can assg inthis, if necessary).

b. Copies of dl papers, exams, and other work submitted by the student in the course
concerned.

C. A complete written account which examines the specific circumstances of the
gpped with dl relevant documentation.

d. Any other materia the student deems relevant to the issue.
e. A sgned gpped form.

Upon receipt of al of the above materid, the Department Chair | Coordinator | Program
Director will send a copy of the sgned gpped form to the office of Academic Affairs and
the Faculty Senate Chair. The Department Chair | Coordinator | Program Director and the
Faculty Senate Chair will gppoint and notify in writing an appea committee composed of
five academic faculty members. The Department Chair | Coordinator | Program Director, in
consultation with the student, will select one member of the committee, the faculty member
whose grade is being appeded will sdlect one member, and the Vice President for
Academic Affairs (in consultation with the Department Chair) will select one member, who
will be from outside the discipline, and the Faculty Senate Chair will sdect two (2)
members from the academic faculty a large. Neither the faculty member whose grade is
under apped nor the Department Chair | Coordinator | Program Director may serve on the
committee. The composition of the committee will be two (2) members from the discipline
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of the faculty member whose grade is being gppeded, or ardated discipline if necessary;
the remaining three members from the academic faculty a large; and no member will be
from the adminigirative faculty. The Department Chair | Coordinator | Program Director will
give dl apped committee members and the student a printed copy of the gppedl process.
This process of sdecting acommittee will be completed within 10 working days of receipt
of al materidsin the Department Chair | Coordinator | Program Director’ s office.

The faculty member whose course grade is being appeded will be notified in writing by the
Department Chair | Coordinator | Program Director within 10 working days. This written
notice will include the contact person on the committee to whom written materias should be
submitted and the scheduled time/date of the committee mesting.

Each member of the gppedl committee will individualy examine the materiad submitted. Any
member of the gppeal committee may request in writing (return receipt requested) that the
student and/or faculty member appear in person before the committee as awhole to
address the issue. If either the student or the faculty member does not respond within five
(5) working days after having been invited to appear, the committee will completeits
deliberations.

The faculty member will be given amaximum of five (5) days to examine the materid
submitted by the student and may submit his’her response to the materid in writing to the
committee. The faculty member and/or the student may aso meet with the apped
committee. If one party requests an appearance, the other party will be notified.

The apped committee will meet to discuss the pros and cons of the gpped. However, each
member of the gppeal committee will submit hisher recommendetion directly to the
Department Chair | Coordinator | Program Director within 20 working days of recelving the
assignment. If the committee recommendation is not unanimous, then the mgority prevails.

The Department Chair | Coordinator | Program Director will inform the faculty member
whose grade is being appeded and the student who made the apped in writing (return
receipt requested) of the decision of the apped committee within 30 working days of
recelving the sgned apped form from the student. Each of the gppedl committee members
will receive acopy of thisletter. All documentation will be retained in the Department
Chair | Coordinator | Program Director’s office for one (1) year from the date the appeda
was received by the Department Chair | Coordinator | Program Director unless afurther
appeal takes place.
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Within 10 working days the party whose view did not prevail may gpped directly to the
Vice President for Academic Affairs or the appropriate Dean. The Vice President for
Academic Affars or the appropriate Dean will review the materids submitted to protect the
rights of dl concerned. The Vice President for Academic Affairs or gppropriate Dean shall,
within thirty (30) working days, affirm the grade or recommend to the faculty member that a
grade by changed. In the case of the latter, if the faculty member is no longer available, or
the faculty member refuses to change the grade, the Vice Presdent for Academic Affairs or
the appropriate Dean may recommend to the President of the college that a grade be
changed. If the President changes the grade, he/she must so inform the student, the faculty
member (if available), the Department Chair | Coordinator | Program Director and the
Faculty Senate Chair in writing within two (2) working days.



5.12B CCSN GRADE APPEAL FORMS & DOCUMENT CHECK LIST

Date;

| hereby appeal the grade received by mein:

Course Section:

| nstructor: Semester/Y ear;

| believe that instead of the grade | received (grade) | should have received (grade)___
(Attach explanation on separate sheets).

| have enclosed with thisform al materiads pertinent to this apped. (initids)

| have conferred with the course ingtructor to try to resolve thisissue. (initias)
Course Instructor (initids)

| have conferred with the Department Chair | Coordinator | Program Director to try to resolve this
issue. (initids)

Department Chair | Coordinator | Program Director (initids)

Printed Name

Signaure

Socia Security Number

Street Address

City, State, Zip Code

Phone Numbers: Home: Work:

Date received by Department Chair | Coordinator | Program Director

Department Chair | Coordinator | Program Director

Printed Name

Signature



DOCUMENT CHECK LIST

1. Copy of course syllabus for the semester in question.
2. Copies of the following submitted by student in the course concerned:
All Papers
All Exams
Other Work
3. Complete written account which examines the specific
circumstances of the apped.
4, Any other materia the student deems relevant to the issue.

5. A sgned gpped form.



5.13 DISTANCE EDUCATION POLICY ON THE INTEGRITY OF THE
EXAMINATION PROCESS

Particularly as Distance Education is a new method of ddivering educationd services, we recognize the
need to take reasonable steps to ensure both the integrity of the process and the appearance of same.
In developing methods to accomplish our objectives, we keep in mind that our fundamentd god is
education, not security. Nearly perfect security againgt cheating and misrepresentations in the traditiond
methods of ddivering education services could only be achieved a considerable cost and with
disruption of the trusting relationships which should characterize rel ations between teachers and
students - and even then, it would not be one hundred percent security. Thisis aso the casein regard
to Digtance Education.

As Digtance Education indructors use a variety of teaching/learning strategies, methods of achieving our
integrity god are diverse. For instance, ingructors, or adesignee will require at least one face-to-face
meseting with al sudents. If necessary, this requirement may be met with the use of interactive
conferencing. Theingtructor or designee will require at one meeting that each student produce a picture
identification (i.e, Nevada driver's license). Virtuadly dl ingructors will communicate extensvely with
the students. They will notice any discrepancy between the qudity of work set forth in dectronic
messages and in other communications, and that gppearing in written exams. Some ingructors will use
the same exam techniques in Distance Education courses as they do in traditiona courses. They will
employ the same techniques to guard againgt academic dishonesty. So, Distance Education instructors
use not only traditional means, but aso, non-traditiona meansto ensure integrity consistent with the
unique aspects of this new system of delivering educationa services.

When exams are given to students at off-campus Sites, the Site manager or a designee approved by the
appropriate administrator will proctor, the exam, implementing any speciad indructions provided by the
ingtructor. If the Site manager is a student in the course, the proctor will be gppointed directly by the
appropriate administrator.

The Coordinator of the Assessment Center will ensure that any student taking a placement test produce
apicture identification for him/her, adesignee or Ste manager empowered to conduct such tests.



SECTION SIX
RECRUITMENT PROCEDURESFOR FULL TIME PROFESSIONAL
POSITIONS

6.1 NEPOTISM AT THE UCCSN

Nepotism and the Univer sity and Community College System of Nevada
Nevada Revised Statute (NRS) 281.210 provides asfollows:

"Except as provided in this section, it is unlawful for any individud acting as a school trustee, Sate,
township, municipa or county officid, or as an employing authority of the Univergity of Nevada, any
school digtrict or of the state, any town, city or county, or for

any date or loca board, agency or commission, elected or gppointed, to employ in any capacity on
behdf of the State of Nevada, or any county, township, municipaity or school digtrict thereof, or the
University of Nevada, any reldive of such individua or of any

member of such board, agency or commission, within the third degree of consanguinity or affinity."

The University and Community College System of Nevada Genera Counsd has offered Opinion
Number 83-2 with respect to nepotism:

"It istheintention of the UCCSN Board of Regents to follow NRS 281.210. However, that Satuteis
very limited inits scope. So long as the employing authoritiesin the University and Community College
System of (the Regents, the Chancellor, and the Presidents) do not hire their own relatives within the
prohibited degrees, and so long as lower level administrators do not possess the effective power to hire
their own rdatives, relatives of UCCSN employees may be hired within the University and Community
College System of Nevada."

Generd Counsd further advises:

"To avoid any posshility of aviolation of the statute, it would be my recommendation thet any relative
of ajob applicant a the University and Community College System of Nevada be removed from the
recommendation process with respect to any job openings for which the gpplicant has gpplied.”

6.2 RECRUITMENT PROCEDURES

***Under Revision***

6.3 RECRUITMENT FORMS

***Under Revison***



6.4 INNOVATIVE FACULTY POSITIONS (Special Action Hires)

6.4 A THE PURPOSE

To utilize exigting, open faculty positions to recruit and hire persons selected by the academic
departments and disciplines on the basis of specid expertise and experience for specid temporary
gppointments. These positions are designated for the express purpose of energizing, enhancing or
building the educationd programs of this college.

6.4 B. CRITERIA / DURATION / AVAILABILITY

What are the criteria for such positions?

All proposas MUST establish a specia and specific expertise that the proposed faculty member would
bring to the college. All proposals must be judtified on the basis of building or enhancing ingtructiona
programs. Departments must ensure that Innovative Faculty Positions do not jeopardize the articulation
or accreditation of college programs.

What is the duration of such contracts?

They may be requested for one-semester or one-year gppointments. Temporary contracts would
follow the format of an emergency hire. The intent of these positions is to submit arequest only when a
specific potentid hire has been identified to enhance or build a program.

How many podtions will be available?

The origina pool will consst of 10 positions for the 1997-1998 academic year. The number of
positions will be re-established each year, but can never exceed 10 positions or one-hdf of the unfilled,
full-time faculty line positions (whichever is smdler) in any year. Departments may submit more than
one proposd; however, no more than one position will befilled per discipline per yeer.

6.4C The Application Process

All proposas must be submitted by and supported by an academic department. This would currently
include dl ingructiond departments plus libraries and counsding. No other unit or individud within the
indtitution could generate arequest for an Innovative/Specid Action Hire. Should ideas arise in other
aress of the inditution or community, they should be brought to the atention of one of the academic
departments, but in effect, the department must submit the gpplication. The proposa must goto a
department vote before submission. The gpplication process will have three steps, as follow:

1. Department Request:

A request for an Innovative Faculty Pogition will require submitting a proposa which would include:



2.

oo oo

The generd nature and purpose of the position requested.

A judification or rationde for why the position is needed.

A proposed starting date and indication of one-semester or one-year hire.

A folder on the candidate establishing credentias, and background in his’her area of
expertise. Contents may include vitag, resume, portfolio, publications, transcripts,
tapes, etc.

A proposed workload detailing how the position will be used:

1 Teaching
2. Curriculum or Program Development Crestive Activities
3. Community Projects, Etc.

A statement about how the effectiveness of this position will be evaluated.
A vote tdly from the department indluding the following informeation:

1. The date and place the vote was taken.
2. Number of votesfor, votes againgt, and votes abstaining

The gpplication packet will be submitted to Human Resources. The Department
Chair will subsequently be responsible for working with Human Resources and the
Senior Vice President to establish the Review Committee.

Committee Review:

A Review Committee will be convened to review each proposd. The committee will consst of:

a

b.

C.

A discipline expert (recommended by the department)
A department member (selected by the department)
A Faculty Senate representative (selected by the Faculty Senate)

The committee will review the gpplicant's credentials and the department’s request. It will then make a
recommendation to "Hire" or "Not Hire'. The committee will compile alist of strengths and wesknesses
to accompany its recommendation. The proposa will then be forwarded to the Senior Vice President if
the proposa has ether the support of the Review Committee, the support of the mgority of the
department or both. A proposa not receiving either majority department support or support of the
Review Committee will not be sent forward.



3. Adminidrative Act:

The Senior Vice Presdent will review al proposals submitted as of an October 15 and aMarch 15
deadline. The Senior Vice President may authorize hiring of any positions recommended to hinvher
subject to these guidelines and contingent on Presidentia gpprova and will notify Human Resources
and the Department Chair of the decision within 10 working days of the October 15 or March 15
deadline.

Can a decision be appealed?

An apped can occur if dots are available and the recommended position has been approved by a
department and the review committee but turned down by the Senior Vice Presdent. This should go to
the Senate which would have to establish procedures for handling it.

Do we need deadlines?

We could smply make this arotating process in which the pool stays open aslong as postions are
avalable. Initidly, the Senate approved action on deadline dates only. Well try that for ayear.

To whom does a Special Action Hire report?

Any Innovative or Specid Action Hire must serve as a member of an academic department during the
time of his’her specified contract. The faculty member would be accountable to the respective
Department Chair and would carry the rights and responsibilities of any other department member.

What isthe Salary for a Soecial Action Hire?

Thisis clearly arank zero, temporary hire and the salary will be negotiated. However, a cap needsto
be placed and the Senate
recommends the top of the Salary Schedule initidly as acap.

Will the candidate be brought here?

The option exigts, pending funding, for department members and other interested parties to interview or
meet the candidate through a campus visit, video conferencing, €tc..



SECTION SEVEN
STAFF DEVELOPMENT

7.1 GENERAL GUIDELINES

"The Faculty shdl be involved in planning, implementing, and evauating al faculty development
programs. Staff development programs shall be based on the needs of participants. Such programs may
include, but not be limited to seminars, workshops, in-service programs, tuition reimbursement, travel
opportunities, and teacher exchange programs.” (CCSN Bylaws, Chapter 2, Section 2.4.1)

7.2 DEFINITION OF STAFF DEVELOPMENT

Saff development isaterm referring to amyriad of formd or informd efforts and activities that colleges
undertake to enhance individud or inditutiona capacitiesto teach and serve students. Staff
development programs are an economicaly viable way to improve inditutiona outcomes and maintain
inditutiond integrity.

7.3 THE PURPOSES OF THE CCSN STAFF DEVEL OPMENT PROGRAM

The purpose of staff development are to improve job performances, enhance the qudity of the work
environment and foster persond growth and devel opment.

Through involvement in daff development activities, faculty and staff acquire knowledge about
educationd issues, develop and utilize new or improved skills or work methods, clarify work-related
attitudes or vaues, derive greater satisfaction from working with students and develop more stimulation
and supportive relationships with colleagues.

7.4 TYPESOF FACULTY AND STAFE TRAINING PROGRAMS

1. Workshops to encourage professiona growth and to develop new teaching or working
methods.

2. L ecture programs

3. Faculty and staff exchange programs

4, Faculty and gaff mentoring programs

5. Informa and fun offeringsloutings

6. Other






8.4

FACULTY-INITIATED TRAVEL: APPLICATION PROCESS

At least saven (7) working days prior to ameeting at which the gpplicant wishes to be consdered, the
goplicant mugt submit the following to the Chair of the Travel Committee:

1.

8.5

"Out-of-State Travel Request” form in which lines 1-16 have been completed and lines
18-20 have been signed.

Conference materids. (Enclosed program or information brochure, if possible, indicating
dates, location, description and cost of conference).

Memo of support from gppropriate Department Chair.

FACULTY-INITIATED TRAVEL: APPLICATION REVIEW PROCESS

The Travel Committee will evauate gpplications according to the following criteria

Full-time professond status of applicant.

Relationship of conference to gpplicant's area of direct respongbility.

Frequency of applicant's past travel.

Benefit to college of gpplicantsstrave.

Honor gpplicant's travel will bring to college (e.g., applicant makes presentation,
recelves an award, or holds office in organization).

®op o

If the Travel Committee gpproves the application, the Chair forwards that approva, dong
with the origina gpplication, to the Presdent. The find approva for dl travel requests
resides with the Presdent of the College. The President then natifies the gpplicant of the
find decison. (A copy of the Committeg's |etter of gpprova isaso sent to the gpplicant).

If the Committee does not approve the application, both the gpplicant and the President are
notified, in writing, as soon as possible after the Committee meeting.

Travel daims must be filed with the President's office within 10 days of return from travel
and must include receipts for hotd, airfare and ground transportation. Travel clamsare
sgned by the President and forwarded to Business Services for review and reimbursement.

A written summary of the benefits derived from the travel must be filed with the Trave
Committee Chair within 10 working days of return. Failure to submit this written report on
time will diminate the faculty member from receiving travd funds for the following academic
year, September 1 through August 31.



6. Faculty who travel before securing gpprovd for travel funding must travel at their own
expense with no guarantee of reimbursement. To apply for reimbursement, those faculty
members must complete travel funding application process and obtain gpprova by the
Trave Committee

8.6 IN-STATE TRAVEL

8.6 A TRAVEL COMMITTEE

The Faculty Senate Travel Committee provides funds only for out-of-date travel. In-dtate travel must
be paid from persond or other college funding sources.

86B TRAVEL REQUEST

An"In-State Travel Request” form must be filed with the President’s office through appropriate
adminigrative channels 10 days prior to atrip.

8.7 GENERAL PROCEDURES

8.7A AIRLINE TICKETS

Airline tickets funded through the Travel Committee and paid for with either an American Express
corporate credit card or with the applicant's personal funds, to be reimbursed by the college.

8.7B AMERICAN EXPRESS CORPORATE CARD

An American Express corporate card can be issued to any CCSN permanent or tenure track employee
with full benefits who anticipate taking one (1) or more trips annudly on college business. For more
information on the American Express corporate card, please call Business Services, 651-4320.

87C USE OF PRIVATE AUTOMOBILE

If an employee uses a private car for the college's convenience for gpproved in-state travel or for
approved out-of-gate travel, that employee will be reimbursed at the current State of Nevada
designated rate.
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