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Proceedings 

Policy and Procedure 

Date: Thursday August 21, 2014 

Time:  10:00 a.m. 

Location: NCK 100, Meet Me #8812 

 
“The mission of Mohave Community College is to be a learning-centered college, serving all constituencies, inspiring 

excellence through innovative learning methodologies and empowering students to succeed.” 
 

Austin Cheny-Smith, Stephanie Dieringer, Sonni Marbury, Ana Masterson, Amy Curley, Lynn 

Petersen, Sandy Webber 

 

I. Important Dates 

 

August 25   Start of 16- and first 8-week courses 

September 1   Labor Day – College Closed 

September 10  General Staff Day – College Closed  

September 19  Governing Board Meeting - NMC 

September 22  Start of 12-week courses 

 

II. MCC Strategic Plan 

 

III. New Business 

 

4.065 Registering for Classes:  Permission to Waive Pre-requisites 

 

Dean of Instruction Jill Loveless explained that there is not a clear process or procedure for 

determining pre‐requisite overrides.  This creates a problem with consistency of determining 

who has the authority to override a pre‐requisite for courses.  The recommendation is to add a 

statement for clarification in P&P Manual and explain the process in the catalog.  The current 

definition of a prerequisite is “a requirement that must be satisfied before a student can enter a 

course. The prerequisite may be a previous course, specific experience, or specific scores on the 

assessment placement screening.”  The statement should also be included in the catalog. 

 

After discussion, the recommended language was changed to:  “A prerequisite may not be 

waived unless approved by the Associate Dean, Campus Instructional Supervisor, or Director 

for that program.”  
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After continued discussion, there was no consensus as to the necessity of changing the process.  

Dr. Kearns directed that the feedback from this meeting be incorporated into the 

recommendation prior to forwarding it to President’s Council.  Dean Loveless will continue to 

facilitate moving the recommendation through the committee structure.   

 

4.065 Registering for Classes:  Withdrawal 

 

Associate Dean of Student Services Lynne Petersen explained that MCC’s new withdrawal 

process caused confusion when students failed to complete step 2 of the withdrawal process 

and WR1 Process has been changed which needs to be documented.  Grade grievances were 

caused when students think they withdrew, but did not finish the paperwork and received 

grade earned.  The recommended process change is as follows:  

 

1. The student contacts a Student Services Specialist who is an expert in Financial Aid to 

find out how they will be financially impacted by withdrawing from class.  

2. The student e-mails or speaks with the instructor to inform them of intent to withdraw 

from the class.  

3. Student logs onto their JICS account and completes the withdrawal form.  

4. The date the form is submitted serves as the last date of attendance.  

5. Enrollment services will process the withdrawal, assign the withdraw grade.  

6. Enrollment Service sends an e‐mail to the student, the instructor, FA Support, and the 

Help Desk to notify Withdrawal has officially been completed.  

7. The Withdrawal form will be moved into the student’s Nolij file. 

8. Form must be submitted during the withdrawal period for student to be withdrawn from 

the class.  

 

Dr. Kearns requested confirmation that a student will be notified that withdrawing from a class 

could impact their financial aid.  Dean Petersen stated that students must acknowledge five 

questions, one about financial aid.  Without further discussion, the process change was 

approved for implementation.   

 

5.090 Employee Compensation:  Associate Faculty Absence  

 

Dean Loveless stated that there is no procedure to address absences by associate faculty. Often 

AF are absent without notifying their supervisor or support staff and their compensation is not 

adjusted accordingly. Also, there is not documentation that instruction was covered for the 

time of the absence.  Students must meet the learning expectations for the course and be 

provided the appropriate instructional activities in order to meet the standards.  The 

recommendation language was approved to be forwarded to President’s Council:  

 

Associate Faculty shall provide documentation of absences to the appropriate supervisor. Instructional 

materials will be available on the learning management system (LMS) so that instruction can continue 

during the associate’s absence. If the material on the LMS is verified by the supervisor, no deduction in 
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compensation will be applied. If the absence occurs without notification of the appropriate supervisor or 

the instructional materials are not verifiable, the compensation will be applied as follows:  

Absences will result in $20.00 an hour deduction up to 7% of the assigned load time.  

Consecutive absences above 7% of the assigned load time will result in a load reduction in pay. 

Substitute faculty will be compensated $20/hour 

 

5.095 Travel Requests and Allowances:  Increasing stringency  

 

Controller Sonni Marbury stated that Section 5.095 (Travel) of the MCC Policy and Procedure 

Manual does not provide enough language to properly guide employees in determining 

appropriate travel requests.  The College needs to be protected from opportunistic employees 

that would take advantage of taxpayer funds. The recommendation is to either add language to 

section 5.095 of the PPM or establish a separate “Travel Expectations/Guidelines” document. 

 

Since no specific language was provided, the Business Office took feedback from the committee 

to incorporate into a travel guidelines document that would be distributed to staff.   

 

5.170 Separation from Employment: Training Expenses Reimbursement 

 

Controller Sonni Marbury stated there is no procedure in place to allow the college to recover 

costs associated with new certification training if the employee quits shortly after receiving the 

certification.  The recommended language was submitted as follows:  

 

 “If you voluntarily resign for any reason from the college or are terminated “for cause” less than 12 

months from the start date of your work assignment, you may be required to reimburse the college for 

any training expenses that have resulted in a certification or qualifications that may be a transferrable 

benefit to another employer. You will also authorize the college to deduct this reimbursement from any 

amount that may be due to you (e.g. salary, travel expenses). If the amount is insufficient to clear the 

outstanding debt, an invoice for the balance will be prepared that you will be required to reimburse.” 

 

It was requested that “the start date of your work assignment” be changed to “the start date of 

the training assignment”.  With the recommended changes, the recommendation will be 

forwarded to President’s Council.   

 

5.180 Bereavement Leave:  Imminent Death Addition  

 

Controller Sonni Marbury put forth a recommendation that the Bereavement Leave procedure 

be altered to include “imminent death”.  After considerable discussion, there was no consensus 

that the change would even be applicable to the situation that precipitated it.  It was requested 

that the language provide more clarification prior to being submitted to President’s Council.     
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IV. Updates – Ongoing Projects 

 

The Business Office continues to work on the P-Card Manual/Procedures. 

 

V. Roundtable 

 

Dr. Kearns announced that the required Title IX policies will need to be on the September 

Board agenda, which may necessitate a special meeting of this committee.  Compliance officer 

Danette Bristle will facilitate the process.    

 

VI. Adjournment  

 


