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Agenda 

                                                          MCCCDGB Workshop 

Friday March 10, 2017     

Lake Havasu Campus, Room 508 

   

 

(Action Items are in bold print) 

 

I. Call to Order (Smith) 

 

II. Pledge of Allegiance (Smith) 

 

III. Roll Call (Amy Curley, Recorder) 

 

Julie Bare     

Jon Longoria   

Vance Miller   

Judy Selberg   

Phyllis Smith   

 

IV. Audience of Any Citizen (Smith) 

 

V. Administrative and Governing Board Succession Planning (Smith)    

 

 Develop a realistic statement to use as position announcement 
i. Research from other announcements (Bare) 

ii. Original concept (Smith) 
 

 Review MCC by-laws and procedures on filling vacancies (Smith) 
 

 Pros and Cons of Search Firms (Longoria) 
 

VI. Adjournment (President) 

 



ESSEX COUNTY COLLEGE (NEW JERSEY) 
 

Julie's comments: I chose this one as the urban location and 
demographic is far different than ours, the job search is being 
conducted by a respected company (east of the Mississippi) and yet, 
the posting is simple and the initial step would open the door for 
many candidates, before lots of huge packets were submitted. (see 
last paragraph) 

 
Established in 1966, Essex County College is an open access public community college 
committed to providing quality, transformative educational programs and life-long 
learning activities at affordable cost. The College serves approximately 15,000 students 
through credit programs and 8,000 students through non-credit programs. Students 
come from a wide variety of backgrounds and abilities, and the College takes pride in its 
richness of diversity and its nurturing atmosphere, which encourages people who 
otherwise might not aspire to higher education to enroll and excel. In addition to being a 
federally designated Predominantly Black Institution and Hispanic Serving Institution, the 
College hosts students representing more than 80 countries worldwide, and it embraces 
an atmosphere in which multicultural viewpoints are accepted and encouraged. The 
main campus is located in the heart of University Heights in Newark, New Jersey, covers 
three city blocks, and houses high tech classrooms with advanced teaching modalities 
and state-of-the-art laboratories. Additionally, the West Essex campus, located in West 
Caldwell, New Jersey, meets the educational and training needs of residents of the 
western part of the County and surrounding communities in other counties. Essex 
County College is accredited by the Middle States Association of Colleges and Schools, 
and a number of its academic programs are also professionally accredited. The College 
offers 48 associate degrees and numerous certificates across seven academic divisions. 
Through these programs, an outstanding faculty strives to engage, encourage, and 
empower students to achieve their full potential.  
 
Essex County College is conducting a national search and invites applications and 
nominations for its next President. Serving as the Chief Executive Officer of the College, 
the President reports to the College's Board of Trustees and oversees a large Executive 
Team consisting of the Vice President for Academic Affairs, the Vice President for 
Administration and Finance, three Academic Deans, the Executive Dean of 
Administrative & Learning Technologies, the Dean of Student Affairs, the Dean of 
Community & Continuing Education and Workforce Development, the Executive Director 
of Institutional Planning & Assessment, the Director of Human Resources, and the 
Director of College Advancement & Foundation. The new President will lead an 
institution that has been educating and enriching the lives of County residents for more 
than 45 years and stands as a vital community resource that enhances the economic 
and social development of Essex County. Essex County College is a vital gateway 
institution to higher education for many individuals, and it seeks a visionary leader who 
can lead the College through its current challenges, build on the College's existing 
strengths, and maximize the abundant opportunities for future growth and success. For 
more information about the College, please visit www.essex.edu. A full position 
prospectus is available here: http://rpainc.org/post/EssexProspectus.pdf  
 

http://www.essex.edu/
http://rpainc.org/post/EssexProspectus.pdf


Qualifications: The successful candidate for President should possess many, if not all, of 
the following qualifications. In its next President, the College seeks a visionary leader 
who shares the College's commitment to academic excellence and student success. The 
President will be a passionate advocate of the community college mission as well as the 
idea that accessible and affordable quality education transforms lives and prepares 
individuals to succeed in a dynamic, changing world. The ideal candidate will also be a 
proponent of excellence in teaching and learning, as well as innovation and effective use 
of technology in delivering academic programs. Furthermore, the President will embrace 
the extraordinary diversity represented in the student population and the College's 
employees as well as promote an atmosphere in which the historical, intellectual, and 
artistic contributions of all cultures are recognized. S/he will demonstrate integrity, a 
track record of leadership success, and progressively responsible experience in higher 
education administration or in other complex organizations. The President will have an 
intense interest in the issues and opportunities facing higher education, including 
accreditation standards and processes, market changes, enrollment trends, student 
success, and new initiatives. S/he will also have a willingness to participate in regional, 
state, and national higher education associations. The successful candidate will be an 
excellent communicator and must be able to collaborate with students, faculty, and staff 
to achieve the College's mission. The President should be visible and accessible on 
campus as well as engaged in the community, working with other institutions of 
education, business and industry, government, and other external stakeholders to further 
the College's mission. The President will be a team-oriented leader who has experience 
developing, working with, and managing a leadership team. The President will have a 
commitment to shared governance and experience working with collective bargaining 
units. The President will have fiscal and budget experience that combines an 
understanding of both public finance and budget realities. S/he will also have the ability 
to advocate for support of the institution. The following qualifications are preferred: an 
advanced degree and/or professional experience in an appropriate field, senior level 
progressive leadership in higher education, and teaching experience in higher education.  
 
Location: Essex County, New Jersey, is located in the New York City Metropolitan Area 
and is home to approximately 800,000 residents. The main campus is located in a 
vibrant urban setting that enriches the student and learning experience. Numerous 
public and private institutions of higher education are located in the County, and the 
County seat of Newark is the State's employment hub. Cultural amenities abound 
throughout the County and include the New Jersey Performing Arts Center, the Montclair 
Art and the Newark Museums, and a number of music and cultural festivals, such as the 
Geraldine R. Dodge Poetry Festival-the largest poetry event in North America. The 
County also has a variety of outstanding dining options and shops; of particular note is 
Newark's Ironbound neighborhood whose rich multiethnic community is reflected in its 
diverse array of restaurants and cafes. Essex County is also home to the country's 
oldest park system. Whether hiking in the Watchung Mountains or strolling through 
Branch Brook Park in Newark, which has the largest collection of cherry blossom trees in 
the Unites States, residents have the opportunity to enjoy outdoor activities thanks to the 
preservation of thousands of acres of parkland.  
 
Application: Please submit only a letter of application and resume/CV to 
ECCPresident@rpainc.org. We ask that you not provide references at this time, as they 
will not be retained. For a confidential discussion, contact Isaac Karaffa, Search 
Manager, at 800-992-9277. For guaranteed, full consideration, please submit materials 
by February 26, 2017. Applications will be accepted until the position is filled. 

mailto:ECCPresident@rpainc.org


VENTURA County Community College District 
 

Julie's comments:  This announcement was developed by a consulting 
firm who will assist in the search and selection process (see last 
paragraph). The district has three campuses and serves 32,000 students. 
Most of the elements (with exception of collective bargaining) reflect the 
qualities we respect in our current President, and would expect with his 
successor. Of course, all elements are important, but again, the lengthy 
list could be modified.  

 
Job Type: Academic Management 
Job Number: MA001 
Location: District Administrative Center, CA 
Department: DAC/Chancellor's Office 
Closing: Continuous 
Description: 
The Ventura County Community College District (VCCCD) welcomes 
applications for the position of Chancellor. The Chancellor serves as the 
Chief Executive Officer responsible for District administration in 
accordance with the California Education Code, accreditation standards 
and the policies established by the Board of Trustees. The Chancellor 
reports directly to the Board of Trustees and is delegated authority for 
the overall operation of the District, including all programs and services 
involving educational development, student learning, human resources, 
facilities planning, business services, fiscal affairs, and legislative 
relations. The Chancellor provides policy recommendations to the 
Board of Trustees, engages in strategic planning, provides educational 
leadership, and supports District policies with state and local 
constituencies. 
Competencies 
The Board of Trustees seeks an experienced leader demonstrating 
excellence in the following areas: 
Governance 
• Works productively with a five-member elected Board of Trustees in a 

three-college district. 
• Is committed to the participatory governance process. 
Students & Community 
• Listens to and addresses student needs and concerns. 
• Is accessible to the colleges and engages the community. 
• Is knowledgeable of community colleges' role in the community and 

economic development. 



Communication & Consultation 
• Maintains a rapport with faculty and staff. 
• Demonstrates effective listening and communication skills while 

remaining responsive in maintaining a climate of trust, collegiality 
and transparency. 

Diversity 
• Works effectively with diverse populations and embraces the benefits 

of a multicultural environment. 
• Is committed to highest ethical standards in 

governance/management. 
• Possesses the skills necessary to build a sense of community within 

the District while fostering relationships throughout the county 
and state. 

• Creates/maintains administrative and faculty environments that 
encourage and support innovation. 

• Identifies needs, processes and priorities to make effective decisions 
when faced with competing interests. 

• Demonstrates fiscal responsibility, and the ability to develop and 
implement resourceful, creative approaches to generating new 
revenues. 

• Understands and embraces technological innovations in student 
learning and administration. 

• Is committed to the collective bargaining process. 
Advocate 
• Politically astute and an effective communicator with local and state 

leaders. 
• Skillful in evaluation and accreditation processes. 
Ideal Characteristics of the Chancellor 
• Student-centered leader whose philosophies, strategies, and tactics 

are guided by their needs and those of the community 
• Strategic and data-directed decision maker and informed risk taker in 

pursuit of student-oriented change 
• Strong team builder, engaging internal leaders and constituent groups 

in a focus on student access and success 
• Effective motivator, making a case for pursuit of improvement and an 

expeditious path to accomplish it 
• Successful leader of sound planning, allocating, and evaluating 

processes related to management of institutional resources 
(human, fiscal, physical and technological) 



• Entrepreneurial developer of external partnerships and funding, 
aligned with the vision and goals of the institution and focused on 
student success 

• Culturally competent professional who can lead and support diversity 
and inclusion 

• Passionate and visionary educator, aligning with the historic mission 
of community colleges in the United States 

• Courageous and persevering executive who addresses challenges and 
confrontations, while using creativity and innovation to bring 
divergent perspectives to consensus, and conflicts to successful 
resolution 

• Enthusiastic leader in recognizing and celebrating institutional 
achievements and those of its employees, while advocating for 
personal and professional growth 

• Informed and experienced executive regarding the collective 
bargaining environment, the priority of working effectively with 
employee groups, and ways of achieving successful negotiation 
outcomes 

• Thoughtful and respectful chief executive officer as the role relates to 
relationships with the District's Board of Trustees, California 
Community College System Office, and other relevant governing 
bodies, laws and regulations 

• Experienced leader who understands the importance of Board/CEO 
relations and can build a strong collegial working relationship 
with the Board of Trustees 

For more information about this employment opportunity, the District, 
and the community we serve, please visit the following website: 
http://chancellorsearch.us/vcccd/ 
 
Representative Duties 
Direct the overall operation and general administration of the district 
pursuant to policies and procedures established by the Board of 
Trustees and within the framework of collective bargaining agreements 
and applicable local, state, and federal laws; exercise broad 
discretionary authority within the framework of Board policy; ensure 
Board policy is properly developed, reviewed, and executed. E 
Establish District and college goals, and monitor progress toward these 
goals by ensuring that educational, fiscal and facilities plans are 
developed for Board action and implemented pursuant to such. E 

http://apptrkr.com/get_redirect.php?id=907055&targetURL=http://chancellorsearch.us/vcccd/


Recommend and be accountable for implementing District rules and 
regulations related to fiscal management, educational programs, 
student services, organizational structure and staffing, including the 
appointment, evaluation, assignment, compensation, transfer and 
termination of all District personnel, and physical plant and facilities. E 
Direct, supervise, and evaluate Presidents and Vice Chancellors. E 
Plan and review the educational program of the District on an ongoing 
basis, in consultation with the college presidents; recommend to the 
Board of Trustees modifications which will improve the scope and 
quality of District offerings and related services, and provide for 
equitable distribution and balance of District curricular offerings among 
the colleges. E 
Submit to the Board of Trustees for study and recommend the annual 
budget and long-range financial projections for the District; administer 
the budget as approved. E 
Ensure compliance with all laws and regulations pertaining to local and 
state-funded capital construction projects. E 
Recommend the organizational structure for the District, including the 
staffing and the classification and compensation of positions, pursuant 
to Equal Employment Opportunity principles and guidelines; implement 
these actions as approved by the Board of Trustees. E 
Promote participatory governance in the District by coordinating the 
establishment and implementation of representative employee groups 
to review issues and make recommendations on District policy as 
appropriate. E 
Represent the District in the local, statewide, and national communities; 
represent the District in relationships with other governmental 
agencies, businesses and the media; advocate on behalf of the District 
with elected officials, agencies, and organizations that may impact or 
influence the District's programs and/or resources. E 
Serve as official spokesperson on matters relating to board policy; 
coordinate the scheduling and convening of regular and special 
meetings and agendas of the Board of Trustees. E 
Recommend the establishment of citizen committees, as needed, to 
review issues and recommendations and advise the District and 
colleges; promote community involvement in order to promote the 
value of the District's programs and services to business, industry, civic 
organizations, and the general public. E 
Support, manage and resolve complex issues. E 



Provide leadership in the utilization of voter-approved bond funds to 
meet current and projected student growth. E 
Engage and motivate the broad spectrum of staff, faculty, students, and 
community in developing policies, procedures, and programs that 
support achievement of the District's mission; promote cohesiveness, 
professionalism, and respect among all District constituencies; 
encourage and support teamwork among the colleges and the District 
Administrative Center. E 
Ensure Board policy is properly developed, reviewed and executed. E 
Provide sensitivity and responsiveness to special needs and 
appreciation of diversity in student, staff, and community 
constituencies; provide student-centered visionary educational 
leadership. E 
E = Essential functions 
Minimum Qualifications 
• Earned master's degree from an accredited institution 
• Three years of recent experience in a senior leadership position 
• Demonstrated sensitivity to and experience in working with people 

from diverse racial, ethnic, disabled, and socioeconomic 
backgrounds 

Preferred Qualifications 
• Earned doctoral degree from an accredited institution 
• Five years of recent experience in a senior leadership position in 

higher education 
• A broadly recognized leader in institution(s) known for: facilitating 

effective access and successful outcomes for students; using data-
driven planning, resource allocation and evaluation; and 
maintaining an orientation toward creating lasting change in a 
culture of continuous improvement 

Compensation and Fringe Benefits 
Our compensation package is highly competitive depending upon 
experience. VCCCD offers comprehensive insurance benefits that 
include medical, dental, vision and life insurance plans. Executive 
administrators are provided 20 days of paid vacation leave per year. 
 
Application Procedure 
Applications will be accepted until the position is filled. To ensure initial 
consideration, please apply by January 16, 2017. All application 
materials must be submitted electronically through the District's online 



application system located at governmentjobs.com/careers/vcccd. The 
following materials must be submitted for you to be considered: 
• Completed Application for Management Employment 
• Resume or Curriculum Vitae 
• Letter of application focused on the link between professional 

qualifications/characteristics and the needs of the District (no 
longer than 5 pages) 

• Unofficial transcripts of graduate study, degrees, and conferral dates 
(official transcripts of all higher education study and degrees will 
be required for finalists). 

• Names, contact information (current phone numbers and email 
addresses), and relationship for eight references to include the 
following: supervisors/board members, management 
subordinates, administrative assistants, faculty, support staff, 
leadership peers, and community members 

NOTE: Foreign transcript evaluation is required for foreign coursework 
used to meet minimum qualifications and must be included with your 
application materials. For a list of recognized organizations providing 
transcript evaluation services, visit 
http://www.naces.org/members.htm. 
 
Selection Process 
The selection committee will review and screen all applications. The 
committee will invite the most qualified applicants to an initial 
interview with the committee. Following the initial interview, the 
committee will recommend candidates to the Board of Trustees for final 
consideration. 
Applicants with disabilities requiring reasonable accommodation 
during the selection process must inform Ben Duran of PPL 
(bduran@pplpros.com), in writing, of the need for a reasonable 
accommodation no later than the application deadline. The request 
should include a description of the type and extent of the 
accommodation requested. 
The Ventura County Community College District is committed to the 
principles of equal employment opportunity. It is the District's policy to 
ensure that all qualified applicants for employment have full and equal 
access to employment opportunity and are not subjected to 
discrimination in any program or activity of the District on the basis of 
ethnic group identification, race, color, national origin, religion, age, sex, 

https://www.governmentjobs.com/careers/vcccd
http://www.naces.org/members.htm
mailto:bduran@pplpros.com


gender, physical disability, mental disability, ancestry, sexual 
orientation, language, accent, citizenship status, transgender status, 
parental status, marital status, economic status, veteran status, medical 
condition, or on the basis of these perceived characteristics, or based on 
association with a person or group with one or more of these actual or 
perceived characteristics. 
Confidential Inquiries 
The VCCCD Board of Trustees invites you to contact us if you are 
interested in becoming our next Chancellor. The VCCCD Board of 
Trustees has retained the consulting firm of PPL, Inc., to assist with the 
Chancellor search and selection process. Contact either of the following 
PPL consultants for additional information about the District and/or 
confidential inquiries about the position. 
 



 
YOSEMITE COMMUNITY COLLEGE 

Julie's comments: 
This District covers a 4,500 square mile area and serves a population over 
550,000 encompassing all of two counties (Stanislaus and Tuolumne) and parts 
of 4 others (Calaveras, Merced, San Joaquin, and Santa Clara). Columbia 
College serves an average of 3,500 students per term (Fall and Spring). There 
are approximately 19,262 students enrolled at Modesto Junior College. 
 I chose this as it reflects a complex, multi-faceted, lengthy search 
announcement. In my opinion, it would be too wordy for our purpose, but 
elements in it could be selected. 
  

 
Scope of Assignment 
 
CHANCELLOR PROFILE  
The Chancellor is the Chief Executive Officer for the District and reports 
to an elected seven-member Board of Trustees. The Chancellor is 
responsible for the District's total operation, serves as advisor to the 
Board of Trustees, administers Board-adopted policies, and represents 
the Board in its relationships with students, staff, and District residents.  
 
Successful candidates should be able to demonstrate the knowledge and 
skills necessary to oversee and coordinate leadership for a community 
college district with two distinctively different colleges and their 
communities - one with over 20,000 students in a highly diverse 
medium size city in the San Joaquin Valley, and one with approximately 
4,000 students in a more homogenous rural Sierra Mountain foothill 
setting. A major aspect of the Chancellor's role is long-range planning to 
ensure the District's educational quality and fiscal stability, and 
establishing and maintaining good relationships with representatives 
from the communities within the District as well as with state and 
federal agencies and decision-makers. The Chancellor is responsible for 
supporting and advancing student learning and success within the 
District's two colleges, and for the institutional fiscal integrity of the 
entire District.  
 
MINIMUM QUALIFICATIONS 
• An earned doctorate from an accredited college or university is highly 

preferred. Exceptionally experienced individuals with a master's 
degree will be considered. 



• Significant experience in senior administrative leadership is required, 
preferably at the community college level. 

• Knowledge of the academic, socioeconomic, cultural, and ethnic 
backgrounds of community college students, and sensitivity to the 
needs, problems and challenges associated with the diversity of 
the community college student population are required. 

• A comprehensive understanding of the community college mission 
and the key issues facing higher education is required. 

DESIRABLE QUALIFICATIONS  
We seek a leader who: 
• Is an active educator with successful faculty experience at the college 

level. 
• Has had a variety of increasingly responsible experiences in 

leadership, management and development, preferably within a 
multi-campus or multi-college district. 

• Has a strong understanding of complex financial issues facing 
community colleges with a proven ability to allocate resources 
equitably and systematically. 

• Has the proven ability to obtain additional funding for the colleges 
through political advocacy, targeted grant acquisition, and 
actively soliciting private sector and donor support. 

• Has experience in leading the Accreditation process and leading 
visiting teams for the Accreditation of other colleges. 

• Will give strong consideration to living within the geographic region 
of the college district, and be visible and active in the district and 
community. 

DESIRABLE PERSONAL CHARACTERISTICS AND SKILLS  
We seek a leader who: 
• Is accessible and visible to all constituents within the colleges and 

greater communities and works well with students, faculty, 
classified staff, and administration. 

• Possesses a strong vision, a high level of energy, and unquestionable 
integrity and honesty. 

• Is committed to academic excellence and student success and will 
motivate and support others in their efforts to provide high 
quality and accessible programs and services to students 
throughout the college District. 

• Has a vigorous and vibrant communication style with strong speaking, 
writing, and listening skills, and empowers others through team 



building, trust, and consensus. 
• Supports the comprehensive community college concept and has the 

skills to ensure a balance between the competing priorities of 
transfer, vocational/technical and basic skills education. 

• Is student centered, committed to offering learning center programs, 
supportive of student services and is sensitive to the effects of all 
decisions on students and the campus communities. 

• Is sensitive to and appreciative of diversity and students with unique 
and special needs. 

Example of Duties 
 
CHALLENGES, ISSUES, AND OPPORTUNITIES WHICH FACE THE NEW 
CHANCELLOR  
The New Chancellor Will Be Responsible for Maintaining and 
Strengthening Governance, Leadership and Advocacy Throughout the 
District and Must: 
• Facilitate, create and sustain a unified district environment by 

developing, strengthening and maintaining relations between the 
two colleges, and between the colleges and central services 
(district office). This must be done within the context of 
supporting and recognizing the unique qualities and cultural 
attributes of each of the colleges and their contributions to the 
overall District mission, while at the same time meeting the 
educational needs of students who often reside in under educated, 
poor and diverse communities. 

The New Chancellor Will Be Responsible for Strengthening Planning and 
Accountability and Must: 
• Support and encourage the integration of research, institutional data 

and on-going evidenced based decision-making processes at both 
colleges and the District office. 

• Lead the District through a revision and update of its strategic 
planning processes. 

• Provide guidance and support to the colleges and central services in 
their efforts to comply with state and federal regulations and 
growing number of accountability standards and requirements. 

The Chancellor Will Be Responsible for Maintaining and Strengthening 
Fiscal Resources to Support Critical Programs and Services and Must: 
• Develop and lead the implementation of fiscal strategies to improve 

the allocation of resources that support programs and services, 



and the critical teaching/learning functions at the colleges. 
• Develop strategic relationships with federal and state agencies and 

policy makers, private foundations, and local donors in order to 
strengthen alternative resources for the colleges. 

The Chancellor Will Be Responsible for Maintaining and Strengthening 
Human Resources and Employee Relations and Must: 
• Make every effort to maintain competitive and equitable salaries and 

benefits to attract and retain outstanding support professionals 
and faculty. 

• Address the growing cost of health care and retirement benefits for 
employees and develop appropriate solutions. 

• Provide strong leadership and advocacy to help advance the District's 
commitment to diversity, equity and equal opportunity for all 
employees and students. 

• Establish an environment that fosters a collaborative approach to 
labor relations and conflict resolution. 

• Lead efforts to sustain a welcoming and supportive environment for 
the faculty and staff. 

The Chancellor Will be Responsible for Maintaining and Advancing High 
Quality and Accessible Student Learning Opportunities Throughout the 
District and Will be Expected To: 
• Provide support to the colleges to develop new programs and services 

that meet the growing student populations and changing industry 
needs throughout the district. 

• Preserve a supportive environment and high expectations for 
educational excellence and transformational learning in all the 
programs and services at the colleges and central services. 

• Sustain and support technology including ongoing review, planning, 
updating, maintaining equipment and software, and by 
maintaining an adequate level of technology support services for 
teaching, learning and administrative functions at both colleges 
and central services. 

DESIRABLE PROFESSIONAL CHARACTERISTICS  
We seek a leader who: 
• Is committed to an effective relationship with, and a strong 

accountability to, the Board of Trustees. 
• Demonstrates an understanding of community college issues and 

challenges and will work effectively with district and college 
leaders to resolve controversial issues and problems in a timely 



and fair manner utilizing input from constituent groups. 
• Has a proven commitment to participatory governance and 

collaborative decision-making. 
• Is firmly committed to high academic standards, academic freedom, 

and excellence in teaching and learning. 
• Is an articulate spokesperson for the District, locally, statewide, and 

nationally; and is politically astute with proven advocacy skills 
and a solid understanding of local, state, and national legislative 
processes and issues. 

• Values and advocates for student support services and student 
development programs as a critical component of student access, 
learning and success. 

• Supports the development of effective partnerships between the 
colleges and business and industry, cultural entities, and civic 
organizations throughout the entire District service area. 

• Supports and expands the two colleges' contributions in their 
respective communities and strengthens community relations 
district-wide. 

• Supports and encourages professional development and professional 
growth for all staff. 

Additional Applicant Information 
 
THE APPLICATION PROCESS  
Letter of interest and application, not to exceed 5 pages, which 
succinctly states how the applicant would address the Challenges, 
Issues, and Opportunities section. Candidates should cite specific 
examples from their background and experience to demonstrate 
knowledge and expertise necessary for this position. The letter should 
also indicate to what extent the applicant's personal qualities and 
professional characteristics and skills match the qualifications sought 
for this position.  
 
1. Resume  
2. Two page statement of Philosophy of Leadership and Philosophy of 
Education as it applies to this position.  
3. References from the following list.  
Provide references from current and former institutions.  
Provide appropriate contact information for each reference.  
References will not be contacted without the candidate's permission. 



• Two Supervisors 
• Two Subordinates (who report(ed) directly to the applicant) 
• Two Faculty Leaders 
• Two Support Professionals 
• Two Community Members 
Note: A background investigation, under the terms of the Fair Credit 
Reporting Act, will be required of all finalist candidates. A health 
statement and physical examination will also be required as an initial 
and on-going condition of employment.  
 
Applications and nominations may be accepted through Friday, March 3, 
2017. The Search Committee may cease to accept applications after this 
date.  
Therefore, submission of applications is strongly encouraged on or 
before March 3, 2017, 5 pm. Only complete application packets will be 
forwarded to the committee.  
 
The Yosemite Community College District is an Equal Employment 
Opportunity Employer. 
 
 



 
 
cut and pasted from the Modesto Bee; October 17, 2016 
 

The Yosemite Community College District will restart its search for a new 
chancellor, throwing the decision to the next cohort of trustees. A majority of seats on 
the board are up for election Nov. 8. 

In a statement Monday, the YCCD board said none of the three finalists who 
participated in the public forums last week will be hired and the position will reopen for 
applications.“The board has decided to restart the search process in January 2017,” said 
board Chairman Abe Rojas. 

“The board expressed much appreciation and gratitude to the screening 
committee and finalists who attended forums and were interviewed by the board last 
week,” the announcement said. 

The one-paragraph statement said YCCD Chancellor Joan Smith will step down 
Jan. 4, but gave no indication of an interim successor while a second search takes place. 
Smith gave the board nine months’ notice of her plans to leave. Reached by email 
Monday, Smith said she was not involved in the search and did not know the board’s 
plans going forward. 

The Yosemite Community College District includes Modesto Junior College in 
Modesto and Columbia College near Sonora, serving Stanislaus and Tuolumne counties, 
and parts of Calaveras, Merced, San Joaquin and Santa Clara. It has an annual budget of 
more than $114 million, about 1,100 employees and roughly 24,000 students. 
 
 Read more here: 
http://www.modbee.com/news/local/education/article108783852.html#storylink=cpy 

http://www.modbee.com/news/local/education/article108669227.html
http://www.modbee.com/news/local/education/article107385587.html


Laredo Community College  

Presidential Profile 

Laredo Community College (LCC) is a successful institution of higher learning that serves a three-county area 
in South Texas comprised of Webb, Jim Hogg, and Zapata counties. LCC is proud to be a designated Hispanic 
Serving Institution (HSI).  

The two-campus district serves the diverse needs of a growing community of over 250,000 residents. LCC 
serves over 8,000 students each year through a variety of affordable academic, technical and vocational      
programs as well as continuing education courses. Recently, the Laredo community overwhelmingly approved 
a $100 million facilities master plan which will bring new facilities and renovate many of the historic buildings. 
The next president will be actively engaged in the implementation of the College’s facilities master plan. 

 Fort McIntosh Campus: The historic Fort McIntosh Campus, formerly a cavalry post, is located on 
 200 acres at the western edge of Laredo. The fort was established as Camp Crawford in March, 1849, 
 near the point of an old Spanish and Indian river crossing. The campus is a unique blend of historic 
 buildings from the last two centuries and state-of-the-art buildings, lending to the campus’ charm and 
 appeal.  

 South Campus: The 60-acre campus constructed in 2004 is in South Laredo near the banks of the 
 Rio Grande and contains seven buildings, including an academic and advanced technology building, a 
 full-service library, and an innovative child development lab. The South Campus houses the acclaimed 
 Police Academy. The Master Plan calls for a three-story Health Science building with a community clinic 
 and many other expansions.   

The City of Laredo is a thriving, growing and dynamic center of commerce, banking, international trade, and oil 
and gas industry. The next president of LCC is expected to become a vital and visible member of the communi-
ty, making a long-term commitment to the region.  

 

The president will address the following: 

Opportunities and Challenges 

 Astutely articulate the mission of LCC and advocate for higher education.  

 Proactively lead the College and anticipate future needs within higher education’s changing landscape, 
while simultaneously valuing the traditions and history of LCC.  

 Effectively market the College in order to increase enrollment and retention. 

 Expand workforce opportunities to meet the needs of the community and provide meaningful workforce 
pathways. 

 Generate new sources of funding.  

 Oversee strategic planning and institutional effectiveness.  

 Advocate for LCC by building regional partnerships and developing strong communication with local busi-
ness and industry, colleges/universities, K-12 schools, and community leaders.  

LCC seeks a visionary, community-focused and transformational leader who will meet the educational 

needs of the area.  

 

Ideal Characteristics and Skill Sets 

 A student-focused leader who understands and values academic, technical, and vocational programs. 

 A prudent fiscal agent with an extensive budget and finance management background. 

 A community leader who will nurture existing relationships and develop new relationships with business, 
industry, and civic organizations.  

 An academic leader who understands the complexities of today’s classrooms, engages with faculty, and 
values shared governance and academic freedom. 

 A leader who has experience working with dual-enrollment programs and Early-College programs. 

 An excellent communicator and motivator who will generate great ideas by encouraging openness and en-
gagement with all constituents.  

 A highly successful fundraiser who will oversee and implement a wide-range of activities relating to re-
source development.  

 An experienced leader who can effectively oversee complex construction projects. 

 An advocate for the expansion of technology infrastructure and distance learning opportunities.  

 A technology-focused leader who will emphasize technology to prepare students for the modern, complex 
workforce.  

 A leader who supports the establishment and implementation of student service programs. 

 An educator who is highly knowledgeable about the accreditation process and has a specific understanding 
of Southern Association of Colleges and Schools (SACS) accreditation. 

 An individual who comprehends the unique challenges of first generation students. 

 A leader who has a history of working with elected governing boards. 

 A leader who comprehends the unique issues related to the private sector.  

 A leader with experience working with government entities at the local, state, and federal level. 

 A collaborative, transparent, inspirational, visible, highly ethical, and accessible leader with exceptional   
people skills.  

 An open-minded individual that values the unique needs of a bilingual and bicultural community.  

  

Minimum Qualifications 

 Earned doctorate from a regionally accredited institution is required. 

 Progressive senior level administrative experience, preferably at a community college or university. 

 Classroom teaching experience, preferably at a community college or university. 



Presidential Profile – MASS Bay Community College 

Presidential Search  How to Apply  Presidential Profile  Presidential Search 
Timeline Presidential Search Committee Members  Presidential Search Progress  About 
MassBay 

  

 
  

The Board of Trustees of Massachusetts Bay Community College seeks an inspiring, innovative and 

experienced leader to guide the institution forward.  Massachusetts Bay Community College’s three 

locations are conveniently located in the center of the MetroWest region of Massachusetts. The 84-

acre Wellesley Hills campus, purchased in 1973, is located 10 miles west of Boston. The Framingham 

campus, situated on 25 acres near the downtown area, has been leased since 1990 and is home to 

the Health Sciences Division, the College’s Education programs and its Human Services program. 

The Ashland campus, leased since 2001, is located approximately 4 miles south of the Framingham 

campus and houses the Automotive Technology programs. 

  

The Massachusetts Bay Community College is accredited through the New England Association of 

Schools and Colleges, and is currently engaged in the periodic review process. The College has 

3,200 FTE annually, and has garnered continued recognition as a Military Friendly School.  The 

College has a partnership with Framingham State that is aimed at enhancing college readiness, 

participation and completion among underserved student populations and non-traditional adult 

learners in the region. The College’s nursing program has drawn both statewide and national attention 

to the new teaching and learning model resulting in improved pass rates. The College also excels in 

the area of STEM with a number of NSF grants and a growing list of S-STEM and Barry M. Goldwater 

scholars. 

  

The Board seeks a visionary leader who will build teams, plan strategically and lead the College as 

the College continues to ensure that the post-secondary educational needs of the students, 

employers and communities are met. The new president will address the following: 

 
 
Challenges and Opportunities 
• Plan and implement student focused initiatives including enrollment, student success and retention 

plans. 

• Evaluate and address programming needs based on future growth and community needs. 

• Build and empower a leadership team. 

• Continue to provide academic leadership to the accreditation review process. 

• Address the needs of the Framingham and Ashland campuses to provide permanent College-

owned locations in partnership with the respective communities. 

• Continue to build relationships with public officials at the local and state levels to benefit students, 

communities and employers. 

• Improve the financial position of the College. 

 

http://www.massbay.edu/presidential-search/
http://www.massbay.edu/Who-We-Are/How-to-Apply.aspx
http://www.massbay.edu/Who-We-Are/Presidential-Profile.aspx
http://www.massbay.edu/Who-We-Are/Presidential-Search-Timeline.aspx
http://www.massbay.edu/Who-We-Are/Presidential-Search-Timeline.aspx
http://www.massbay.edu/Who-We-Are/Presidential-Search-Committee-Members.aspx
http://www.massbay.edu/Who-We-Are/Presidential-Search-Progress.aspx
http://www.massbay.edu/Who-We-Are/Mission-Statement.aspx
http://www.massbay.edu/Who-We-Are/Mission-Statement.aspx
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Ideal Characteristics 
• An experienced leader of a complex organization with a vision for Massachusetts Bay Community 

College’s future. 

• A student-centered leader who deeply understands student learning and the value of student 

support services in retention and success. 

• An experienced financial manager who makes data-informed decisions. 

• Experience with successful fundraising efforts. 

• A warm, engaging, excited, passionate and understanding collaborator who is visible on all three 

campuses and in the community. 

• An educational leader who recognizes achievements, is open to new modes of instructional 

delivery and understands the value of organizational assessments and organizational 

development. 

• A seasoned professional who is positive, energetic, and has ethical standards. 

• Ability to relate to and successfully interact with various constituencies such as faculty, staff, public 

officials, students, business and community leaders. 

• An experienced strategic planner who can lead collaborative efforts across the College and related 

communities, and follow through with implementation and review. 

• Ability to balance the commitment to transfer and career programs, as well as the needs of the 

diverse student populations at different campuses. 

• Ability to develop additional support resources for programs and initiatives through partnerships, 

grants and relationship building. 

• An experienced advocate who can lead the marketing and branding efforts of the College. 

• A leader who understands the needs of the diverse communities served. 

• A tech savvy leader who understands the value and role of technology in service to students and 

pedagogy. 

• Experience working with bargaining units. 

• An effective communicator. 

  
Minimum Qualifications 

• An earned doctorate from an accredited institution. 

• Five years of senior leadership experience in a complex organization, higher education preferred. 

• Teaching experience in higher education, preferably at a community college. 

  

As one of the 15 Community Colleges, Massachusetts Bay Community College is overseen by a 

Board of Trustees, which is in turn overseen by the Board of Higher Education (BHE). Tasked with 

defining the mission of and coordinating the Commonwealth’s system of public higher education and 

its institutions, the BHE also oversees 9 State Universities and has broad oversight responsibility for  
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the University of Massachusetts system, which has its own independent system board. The 

Department of Higher Education, headed by a Commissioner, is the executive arm of the BHE. The 

Department of Higher Education is one of three education agencies in the Commonwealth and is part 

of the Executive Office of Education. 

  

Massachusetts Bay Community College 

Presidential Profile (addendum) 
Over the course of 8 days (December 1 – December 8, 2015) students, staff and faculty of 

Massachusetts Bay Community College gathered in 10 different town hall forums to engage in 

conversation around the presidential profile and to explore additional criteria for the successful 

candidate. The following are some of the agreed upon themes that the College community desires in 

the next president: 
  

• A visionary leader able to inspire “best practices” in community college education availing 

Massachusetts Bay Community College as an exemplar in specified areas of achievement 

• A skilled communicator able to tell the Massachusetts Bay Community College story both near 

and far with the goal of increasing student enrollment, recruit & retain talented faculty and increase 

philanthropic giving 

• A skilled manager able to inspire a renewed sense of enthusiasm and stability at all three 

campuses among students, staff and faculty 

• A working knowledge of higher education at the state level 

• An interest in emerging as a trusted community leader within the MetroWest region 

• Experience with collective bargaining 

• An interest in developing strong relationships with the Student Government Association and other 

student groups 

  

http://www.massbay.edu/Who-We-Are/Presidential-Profile.aspx 



MCC BOG WORKSHOP MATERIALS FOR MARCH 10, 2017 MEETING 

Executive Search Firm Criteria 

o We concentrate exclusively on community college presidential searches. 

o We are the most comprehensive independently owned community college 

presidential search firm in the country. 

o Our process and procedures are honed with nearly 100 presidential searches. 

o Our search professionals are successful former community college presidents. 

o We work for the board of trustees. 

o We guarantee success. 

•  Involve internal & external constituencies 

•  Work in concert with the search advisory committee 

•  Assist the public information & human resources offices 

•  Recruit candidates 

•  Screen applicants 

•  Hone the list 

•  Check references 

•  Organize 

•  Available throughout process 

 
 
SEARCH SERVICES 

• Unmatched Client and Candidate Communication 

• Effective Applicant Recruiting 

• Leader in Candidate Referencing 

CANDIDATE RECRUITING 

• Position Profile Development 

• Thousands of E-Mail Notifications 

• Hundreds of Targeted Recruiting Telephone Calls 

• Success in Recruiting Diverse Pools 

https://collegepresidentsearch.com/processes/
https://collegepresidentsearch.com/processes/
https://collegepresidentsearch.com/processes/
https://collegepresidentsearch.com/processes/
https://collegepresidentsearch.com/processes/
https://collegepresidentsearch.com/processes/
https://collegepresidentsearch.com/processes/
https://collegepresidentsearch.com/processes/
https://collegepresidentsearch.com/processes/
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CANDIDATE REFERENCING 

• Targeted Reference Questions 

• Unlisted Sources Included in Referencing 

• Detailed Written Candidate Reference Reports 

• TECHNOLOGY APPLICATIONS 
•  
• XXX Group is on the cutting edge of technology including Video 

Conferencing between the Consultant, Committees, and Candidates.  In 
addition, committee members have use of secure and confidential Online 
Discussion and Reading Rooms.  
 

• Community colleges remain our single focus as we set the standard for 
excellence in academic search consulting. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 



Presidential Profile: 

MASS Bay Sample Profile – Word attachment 

Laredo Community College Sample Profile - PDF attachment 

 

Mohave Community College 

SELECT QUESTIONS TAKEN DIRECTLY FROM NEO.GOV MCC HIRING SITE: 

01 
In one or two brief sentences, please explain why you are interested in this specific position at 
Mohave Community College. 

02 
Provide a specific, but brief, explanation of your knowledge of and experience with (if any) the 
communities served by Mohave Community College. 

03 
Please provide a short narrative (500 words or less) discussing your strength in the following 
attribute. Please use real world examples. Emotional expression: The ability to manage anger, 
stress, excitement, and frustration. 

04 
Please provide a short narrative (500 words or less) discussing your strength in the following 
attribute. Please use real world examples. Feeling impact on others: The ability to assess and 
determine how situations as well as one's words and actions affect others. 

05 
Please provide a short narrative (500 words or less) discussing your strength in the following 
attribute. Please use real world examples. Collaboration: The ability to invite others in and value 
their thoughts related to ideas, projects, and work. 

06 
Please provide a short narrative (500 words or less) discussing your strength in the following 
attribute. Please use real world examples. Getting results through others:  The ability to achieve 
goals through others. 

07 
Please provide a short narrative (500 words or less) discussing your strength in the following 
attribute. Please use real world examples. Authenticity: Alignment and transparency of one's 
motives, actions, intentions, values, and purpose. 
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The BOARD will rate responses to the interview questions and determine which 

candidate will be recommended  

 

https://www.governmentjobs.com/careers/mohavecc/jobs/1679612/chief-academic-
officer?page=1&pagetype=jobOpportunitiesJobs 

 

See: “Pauly Group Sample Interview Questions” attached PDF 

file:///C:/Users/Owner/Downloads/MCC%20BOG%20March%202017%20Work
shop%20-%20HandOut%20InterviewQuestions.pdfee  

 

 

 

 

 

 

 

 

 

 

Submitted by Phyllis Smith 3-2-17 



LEADERSHIP & GOVERNANCE 

What Are College Governing Boards 
Getting From Their Search Firms? 
By Eric Kelderman JUNE 17, 2016 

WASHINGTON 

Hiring an executive-search firm to find a new college president or provost 

has become pretty standard across higher education. 
Governing boards that hire such companies justify the price, often in the six-figure 
range, by saying they provide expertise and add professionalism. 

But a new study being presented on Friday raises questions about the role of those 
companies in the process at public colleges and whether taxpayers are getting their 
money’s worth. 

By hiring a search firm, "governing boards are outsourcing their most important 
responsibilities," said James H. Finkelstein, a professor of public policy at George 
Mason University and the lead author of a report on the study. 

"Is it reasonable to hire a third party that is solely interested in making a profit?" said 
Mr. Finkelstein, who will present the study here at the annual meeting of the 
American Association of University Professors. Mr. Finkelstein’s co-author is Judith 
A. Wilde, a higher-education expert with Beta Group Consulting. 

 

Using open-records requests, the researchers acquired the contracts and related 
materials from 61 high-level searches, conducted by 21 different search firms, for 
public two- and four-year colleges during the 2015-16 academic year. Those searches 
represented a little more than half of the 112 searches that the researchers 
identified as taking place during that period (Over all, three-quarters of the 112 
searches used search firms.) 
About 70 percent of the resulting contracts were from four-year colleges. And 70 
percent of the agreements were for presidential searches, while the remaining 30 
percent of searches were for provosts. 

http://www.chronicle.com/section/Leadership-Governance/18


The cost of the searches that the researchers examined was nearly $79,000, on 
average, but it ranged as high as $160,000. 

A little more than half of those agreements were based on a fixed fee, but a quarter 
based the cost on the salary of the successful candidate. In addition, nearly half of the 
agreements tacked on indirect expenses or "administrative fees" of $2,000 to $30,000. 

Wide Latitude 
The researchers found that the contracts seem to give the search firms wide latitude in 
how they operate, with few specific requirements, said Ms. Wilde. 

Less than half of the agreements have much detail about what services the search 
firms will provide, she said. "That doesn’t mean they’re not doing it, but it’s not in the 
contract." 

In many cases, if the search firms offered specific services, it came at an extra price, 
the study found. 

As an example, only 10 percent of the contracts required the search firms to conduct 
background checks on candidates, said Mr. Finkelstein. Twenty-two percent of the 
firms checked criminal backgrounds for an additional fee, the study found. 

Even when a search firm looked into a candidate’s past, Mr. Finkelstein said, the 
check was sometimes accompanied by the caveat that the firm could not be held liable 
for incorrect information. 

Ms. Wilde said the firms often check only publicly available sources for information 
on college degrees. Candidates "can put anything on a website," she said. 

All of that adds up to an environment in which the search firms could be driving the 
process for their own financial benefit, rather than governing boards’ protecting the 
public interest, Mr. Finkelstein said. 

More than half of the contracts the researchers examined were written by the search 
firms, not the governing board that was hiring them. "This struck us as unusual, at 
best," Mr. Finkelstein said, "since these are public institutions and, as such, most often 
the procuring agency would produce the instrument of agreement." 

Fourteen of the contracts offered assistance in negotiating an employment agreement 
with the successful candidate, creating a potential conflict of interest, Mr. Finkelstein 
said. 



"Even if it is appropriate to hire these firms," he asked, "don’t institutions have the 
obligation to ensure that these agreements protect the public interest?" 

Eric Kelderman writes about money and accountability in higher education, including 
such areas as state policy, accreditation, and legal affairs. You can find him on 
Twitter @etkeld, or email him at eric.kelderman@chronicle.com. 

https://twitter.com/etkeld
mailto:eric.kelderman@chronicle.com


What Kind of Search Firm, If Any?  

The first question is not what kind but whether. Searching for a president is not rocket science. It is not 

hard to come up with a list of qualified candidates—an ad in the Chronicle of Higher Education will be 

seen by every senior administrator interested in a presidency. And there is a downside to typical search 

firms. But first the positives. If you are like most trustees, this will be the first higher education 

presidential search you have ever done. Hiring a search firm means that you do not have to reinvent the 

wheel. They will handle many of the mechanics of the process. And they will identify appropriate 

candidates—every large firm has a “rolodex” listing hundreds of senior administrators whose names 

they have acquired in previous searches. It gives the board a sense of security, as well as political cover, 

to have a search firm. Search firms can be helpful. But they are not cheap. Many a board has paid six 

figures to find a president who did not survive for very long in office. Some traditional search firms can 

also get in the way of finding an outstanding leader. They are often so wedded to the status quo in 

higher education that they actively resist the board’s efforts to broaden the pool of candidates. Often 

they have a stable of candidates they propose in search after search. They are in a position to tilt the 

search process in favor of their own candidates, and they sometimes do. They discourage or sometimes 

undermine candidates suggested by trustees. Clara Lovett, former president of the American 

Association of Higher Education, describes the problem this way: “Higher education’s headhunters know 

what sells. As a result, they are unlikely to promote candidates known to be brilliant but controversial or 

eccentric and, therefore, hard to work with. . . .  

They will either steer the search in 8 9 the direction of safe candidates (again, everybody’s second 

choice), or advance the candidates most likely to shine in corporate boardrooms—those who can 

impress audiences outside academe. . . . In either case, the search process often screens out, from the 

start, individuals who can think critically about their institutions, challenge the conventional wisdom of 

their constituents, and create new paradigms in education” (“The Dumbing Down of College 

Presidents,” Chronicle of Higher Education, April 5, 2002). “Higher education’s headhunters know what 

sells. As a result, they are unlikely to promote candidates known to be brilliant but controversial or 

eccentric and, therefore, hard to work with. . . . They will either steer the search in the direction of safe 

candidates (again, everybody’s second choice), or advance the candidates most likely to shine in 

corporate boardrooms—those who can impress audiences outside academe. . . .  

In either case, the search process often screens out, from the start, individuals who can think critically 

about their institutions, challenge the conventional wisdom of their constituents, and create new 

paradigms in education.” —Clara Lovett, “The Dumbing Down of College Presidents” As an alternative to 

a typical search firm, the board should consider bringing in a search consultant, someone to help 

structure—but not to run—the search. A consultant can facilitate discussions to help the board identify 

its needs, and it is not beholden to any particular pool of candidates. And even after a search firm or 

consultant is selected, it’s important to remember that informed board involvement is essential to a 

successful search. At every stage, it is critical that board members “stay on top of the process and go 

through the lists and backgrounds of all candidates. . . . That’s how you find the sometimes different 

person that might be interested,” says University of Michigan regent Andrea Fischer Newman.  

 

https://www.goacta.org/images/download/selecting_a_new_president.pdf 

https://www.goacta.org/images/download/selecting_a_new_president.pdf
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CAREER DEVELOPMENT FOR COMMUNITY COLLEGE PROFESSIONALS 
 
 

SAMPLE INTERVIEW QUESTIONS 

 
Introductory Questions: 
1. What are some of the accomplishments in your educational background and 

professional experience that have best prepared you to be the (Senior 
Administrative Position) of Anywhere Community College?  In other words, what 
strengths do you bring to the position, or, please tell us why we should select you?   

 
Follow-up: It has been said that we learn more from our failures than from our 

successes.  Can you give us an example of a failure and what you’ve 
learned from that experience? 

 
Future Activities: 
1. Based on what you now know about Anywhere Community College, what will be 

your priorities during your first six months in the position of (Senior Administrative 
Position)? 

 
 Follow-up: As the new (Senior Administrative Position), everyone will know your 

name.  How will you get to know the students, the faculty, and other 
employees? 

 
2. As (Senior Administrative Position), your time will have an inward focus (college 

operations) and an outward focus (having to do with community involvement, 
workforce development, and working with local businesses).  How would you 
balance these activities? 

 
Fiscal Management: 
1. Please give us some examples of your experience in fiscal management. Specifically, 

how have you dealt with budgetary constraints?  
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Follow-up: How have your administrators, faculty and staff been involved in 
establishing financial priorities and when are they brought into the 
process? 

 
2. Please describe your financial management background.  Specifically, what is the 

largest budget for which you have been responsible?  When you were faced with a 
budget shortfall, what steps did you take to address the problem? 

 
 Follow-up: Community and technical colleges are known for our “entrepreneurial 

spirit.”  What specific examples can you offer from your own 
background that demonstrates such a spirit? 

 
Business Partnerships: 
1. Please give us an example of a successful collaborative effort between your current 

college and businesses, community organizations, other educational institutions or 
local government. 

 
 Follow-up: What are some ways that Anywhere Community College can work 

with businesses to enhance existing and develop more partnerships? 
 
2. What do you think is the most significant thing a college (Senior Administrative 

Position) can do to enhance the community’s perception of the community or 
technical college and the college ‘system’? 

 
 Follow-up: Can you give us some examples of your experience in enhancing your 

current or previous institution’s perception in the local community? 
 
Communication: 
1. Communication within the college and with external constituencies is a significant 

issue.  Please give us some examples of communication strategies you have 
employed that have been successful. 

 
 Follow-up: How do you keep informed of situations within your organization? 
 
2. As a leader, how have you created a “collegial” environment at your current 

institution? 
 
 Follow-up: Can you give us an example of how you have used different styles of 

communication with various internal constituent groups? 
 
Internal Leadership/Management: 
1. As (Senior Administrative Position) of Anywhere Community College, how will you 

make shared governance work?  Please give us an example of action(s) you have 
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taken in your current or past positions to create unity and build teams among and 
across staff lines? 

 
 Follow-up: What have you done in your previous positions that have helped to 

improve relationships among diverse groups, either internal college 
groups or community groups? 

  
2. Please describe for us an administrative initiative you developed that empowered 

others, encouraged innovation, improved morale, or promoted a climate of 
inclusiveness? 

 
 Follow-up: What obstacles did you have to overcome in implementing the 

initiative(s)?  Was the initiative(s) successful?  If not, how might you 
change your own behavior to change that outcome? 

 
Conflict Management: 
1. Many colleges have conflicting constituency groups.  What methods have you used 

to meet the demands of these groups in the past? 
  

Follow-up: Have your methods been successful?  Why or why not? 
 
2. As our student body, college constituencies, and communities are culturally diverse, 

how would you manage to satisfy or balance the demands of all these various 
groups? 

  
Follow-up: Can you describe one or two instances where you found staff input 

highly successful in initiating change and/or problem solving? 
 
Faculty Leadership/Relations: 
1. Your faculties will have a wide variation in total number of years of experience with 

some long-term faculty members and a number of new “hires.”  What strengths and 
weaknesses do you see in this setting? 

 
Follow-up: How would you deal with the weaknesses you’ve identified? 

  
2. What was the most successful experience or incident you have had in working with 

teaching faculty, and what has been your biggest failure? 
 

Follow-up: In hindsight, how might you change your own behavior to change that 
negative experience?  
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4 

Classified/Support Staff Relations:  
1. Would you please describe a situation that you felt demonstrated successful 

employee participation in decision-making? 
  
 Follow-up: As our (Senior Administrative Position), how would you ensure that 

the administrative processes in place at the college actually serve the 
needs of the students? 

 
2. What types of problems have you encountered in working with a large number of 

hourly, part-time employees? 
  
 Follow-up: How have you resolved those concerns?  What have you done to 

eliminate concerns and problems with part-time employees? 
 
Students/Student Success/Enrollment Management:  
1. Please describe your interactions with students at your current institution.  What 

would you see as your role as (Senior Administrative Position) with regard to our 
students? 

  
Follow-up: Have you developed or implemented any programs that specifically 

address improving student success? 
  
2. Can you give us a specific example of an issue that was supported by students but 

opposed by faculty and/or administrators?  How was it resolved? 
 
 Follow-up: What was your role? 
  
3. What methods have you used to ensure that administration, faculty, and staff are 

receptive and responsive to student needs?  How might you begin that process at 
our college? 

 
Follow-up: How would you deal with employees who are not responsive to 

student needs? 
  
Shared Governance/Collective Bargaining:  
1. Please describe your experience working with collective bargaining agreements.  If 

you have not had this experience, what do you expect might be some of the issues 
associated with such agreements and how would you deal with them? 

 
 Follow-up: Please give us some examples of issues from an existing contract 

environment that were easy to adhere to and some that were difficult 
to adhere to. 
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2. Please provide a detailed example of a problem you resolved using a participatory 
process. 

 
Faculty/Staff Development:  
1. What methods have you used to bring innovative faculty and staff development 

programs to your campus? 
  
 Follow-up: Were your methods successful?  Why or why not? 
 
2. In the past, how have you gotten faculty and staff involved in development 

programs? 
 
 Follow-up: How would you change your methods in the future? 
 
Technology:  
1. Distance learning is the newest educational frontier.  What has been your 

experience with distance learning?  What was your annual budget?  How many 
students were enrolled and how many programs did you have? 

 
 Follow-up: What, in your view, are the educational and institutional advantages 

and disadvantages of these programs?   
 
2. How do you think distance learning will change community or technical college 

education in the future? 
 
Curriculum/Program Development:  
1. Please tell us about an innovative, new program with which you have been involved 

in developing. 
 
2. What methods have you used to bring faculty along with a new curriculum design? 
 
Diversity/Affirmative Action:  
1. What evidence can you cite, from your professional record, of your commitment to 

affirmative action and equal opportunity?  How would you carry out this 
commitment as (Senior Administrative Position) of Anywhere Community College? 
 
Follow-up: What might you suggest that we could do to celebrate diversity? 

 
2. We would like to see Anywhere Community College become more involved in 

communicating with and recruiting from the minority community.  How would you 
undertake such a task? 
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Follow-up: What has been your record of accomplishment in equal opportunity 
and affirmative action?  How could Anywhere Community College 
demonstrate its commitment to diversity? 

  
Team Building:  
1. Please describe a situation in which you were instrumental in getting a team to 

work together to accomplish an identified task. 
 

Follow-up: Can you share an example of an unsuccessful team building situation?  
What would you do differently to change that outcome? 

  
2. Can you share with us an example of when you served as a facilitator or mediator 

between two internal constituent groups?  How successful were you and, if you 
were not successful, what would you do differently? 

 
Ethics:  
1. Please share with us an instance when your own ethical sensibilities were in serious 

conflict with how you were expected to function in your professional role?  If you 
would, also please tell us how the conflict was resolved. 

 
Follow-up: Is there anything that you would do differently in the future? 

  
2. What mechanisms have you established (or will you establish) in your institution to 

ensure that ethical conflicts are resolved in an ethical manner? 
 
Closing Question:  
1. Do you have any questions for us, or would you like to make a closing statement? 
  
2. Is there anything else about yourself that you would like to share with us?  Do you 

have any questions that we can answer for you about Anywhere Community 
College? 



MCC P & P Manual Citations 
1.110 Temporary Committees  

The Board may appoint temporary committees comprised of less than the full membership for 
special purposes. These committees shall be discharged on the completion of their assignment. 

1.065 Powers  and Duties of The Board 

A-6.  Appoint and employ a Chancellor or Chancellors, vice -chancellor, a president or presidents, 
vice -presidents, deans, professors, instructors, lecturers, fellows and such other officers and 
employees it deems necessary. The district board may enter into employment contracts with 
chancellors, vice -chancellors and presidents for a duration of more than one year but not more than 
five years. 

A-7.  Determine the salaries of persons it appoints and employs. 

B-4. Contract. The district board may adopt such policies as are deemed necessary and may delegate 
in writing to the President or president of the district, or their designees, all or any part of its 
authority to contract under this paragraph. Any delegation of authority under this paragraph may be 
rescinded by the district board at any time in whole or in part. 

Section 5 Institutional Support 

5.001 Office of the President 

The Board is authorized under statute to employ a President as the chief executive officer of the 

college and may enter into an employment contract for  the duration of more than one year but no 

more than five years. Under the same statute, the Board has the authority to remove any officer or 

employee of the college if in the Board’s judgment the interests of education in the state are not 

met. (ARS 15-1444). The President of the college shall be responsible for the complete organization 

and administration of the college. The board delegates to the President, as its chief executive officer, 

its authority for administering the laws and policies governing the college. The Board shall be 

responsible for conducting an evaluation of the College President annually. The President may 

delegate any powers and duties entrusted to him/her by the board, but he/she shall be specifically 

responsible to the board for the execution of such delegated powers and duties. 

 



FUNCTIONAL CONSIDERATIONS 

5.001.01 President’s Specific Functions 

Among other duties, the President shall: 

1. Document and report to the Board at least semi-annually on the efficiency and effectiveness of 

all college operations. 

2. Act as the professional advisor to the Board. 

3. Have the power to act in areas where no policy exists, subject to review by the board at the 

next regularly scheduled board meeting. 

4. Prepare the board meeting agenda in consultation with and on advisement of the president and 

secretary of the Board. 

5. Have timely prepared for adoption minutes of board meetings. 

6. Attend all board meetings unless excused by the president of the Board. 

7. Sign, when legally allowed, all documents which otherwise would require the signature of the 

president and/or secretary of the board subject to the limitations imposed by law or regulation  

                      (ARS 15-1424, ARS 15-1425, ARS 15-1444 and the Arizona Administrative Code). 

8. Establish a college management structure that ensures the college is demonstrably managed in 

an efficient and effective manner and that such committee(s), councils, and advisory groups as 

deemed necessary are in place. 

9. Keep the citizens of the county informed on a timely basis via a public information program. 

10. Lead the development of programs and curriculum. 

11. Participate in the selection of faculty and staff. The office of the President may promulgate 

office specific procedures which provide incentives for recruitment of persons to fill in-demand 

positions at the college. 

 

5.025 Employment of College Personnel  

The President shall be delegated the right to exercise the customary functions of hiring, 

promoting, transferring, disciplining and terminating employees of the college with ratification of 

those actions by the Board (ARS 15-1445). 



 

5.025.01 Employment of College Personnel  

The President has the final approval in regard to: 1. Hiring of new employees under the condition 

that final employment approval is based upon ratification by the Board at the next regularly 

scheduled meeting of the Board. 2. Reassigning employees from one position to another position 

with the same or comparable job classifications. 3. Promoting employees within the college. 4. 

Directing the work force and determining its composition, organization, and structure 5. 

Determining the extent and schedule of workforce operations and establishing reasonable job 

standards. 6. Maintaining the orderly conduct of the work force. 7. Notifying all employees that they 

are responsible to the Board through the college President. 

 

5.040 Absence of the President 

The President shall notify, and receive the approval of, the president of the Board for any 

extended absence from the college and shall name an acting President for the duration of the 

absence (ARS 15- 1445). 

Whenever the college President will be absent from the college district for professional meetings, 

vacation, or personal reasons, he or she will: 

1. Notify the president of the Board and receive approval for the absence.  

2. Name one of the vice Presidents acting chief executive officer and relay that information to the 

senior administrators. 

5.065.02 Budget Preparation and Adoption  

The President and the Executive Vice President shall each year prepare an estimate of the revenue 

available for expenses to be incurred in the forthcoming fiscal year and an estimated expenditure 

budget for the operation of the college. The President shall present a preliminary budget to the 

Board for review during the spring semester. The Board shall hold an advertised public hearing 

before adoption of a final budget. Prior to the public budget hearing, the proposed budget shall be 

published online or in a newspaper of general circulation, not later than fifteen (15) days prior to the 

public hearing and a second time not later than five (5) days prior to the public hearing. Under the 

provisions of the Truth in Taxation legislation, the Board may also hold a Truth and Taxation hearing, 

also published in a newspaper of general circulation. The first publication shall be at least fourteen 



(14) days but not more than twenty (20) days before the date of the Truth and Taxation hearing. The 

second publication shall be at least seven (7) days but not more the ten (10) days before the date of 

the hearing Subsequent to the public hearing on the budget, and the possible hearing under Truth 

and Taxation, the Board shall hold a special meeting to consider adoption of the budget for the 

forthcoming fiscal year. The public hearings for Truth and Taxation and for the budget may occur on 

the same day as the special meeting to consider the budget. 

 5.065.03 Budget Timelines and Process  

The Adoption of Budget will occur no later than June 20. The budget will be distributed to required 

organizations. Copies of adopted budget will be sent to Arizona Tax Research Association (ATRA) and 

the Property Tax Oversight Commission by July 1. 

5.130 Recruitment, Selection, and Hiring 

The college shall adhere to recruitment, selection and hiring practices that conform to all 

applicable federal and state laws and regulations and to best practices (ARS 125-1445). 

 

5.130.02 Vacancy 

A vacancy is recognized when the hiring manager and Human Resources receives notice of an 

employee’s  intent to separate from employment or the college’s intent to sever the working 

relationship with an employee. All vacancies require written documentation of separation. 

When a vacancy is identified, Human Resources and the hiring manager will decide which 

recruitment, selection and hiring process (Reassignment, Merit Promotion, or Competitive 

Interview) will best provide employees equipped to meet the needs of the College. In most 

instances and for professional and administrative positions, a competitive interview process is 

preferable. 

5.130.04.05 Recruitment 

Recruitment for a new position is as follows: 

 • Request to Staff and Fund 

 The requesting supervisor will complete a Request to Staff and Fund form, including a list of the 

proposed duties and a rationale for the addition of the new position. Human Resources will review 



the request, assign an appropriate pay grade and status, and create a position specification. All 

new positions must receive final approval from the President.  

After approval, Human Resources will assign a position control number and create a position 

description. 

 • Create Job Requisition  

The hiring manager will initiate the job requisition and Human Resources will assign the 

appropriate approval track.  

• Advertise Vacancy Upon receipt of the approved job requisition, Human Resources will advertise 

the position as appropriate for the audience, time frame and format. 

 Recruitment for a replacement position is as follows: 

 • Review position specification Human Resources will work with the hiring manager to review and 

update the position specification, as needed.  Any changes to the position specification must be 

approved by the President.  

• Create job requisition.   The hiring manager will initiate the job requisition and Human Resources 

will assign the appropriate approval track.  

• Advertise the position as required.  Upon receipt of the approved job requisition, Human 

Resources will advertise the position as appropriate for the audience, time frame and format. 

 

5.130.04.10 Selection 

Screening  

Prior to screening, Human Resources in conjunction with the hiring manager will establish neutral, 

jobbased criteria for screening candidates.  Human Resources will screen employee applications 

based on the established criteria and may administer a subject matter screening, conducted by 

faculty and staff considered to be experts in the field of the opening. Applicants may be required to 

take a skills test prior to being selected for interviews.  Eligible applicants will be presented to the 

hiring manager, who will select the interview candidates.   

 



Interview Committee Membership  

To ensure applicants selected for interview and final consideration are evaluated by more than one 

individual to minimize the potential for personal bias, an interview committee will be utilized.  The 

committee consists of three (3) to five (5) members, including the chair and may be expanded at the 

request of the president. The committee should, to the extent possible, be diverse in job 

classification, gender and ethnicity. In the case of faculty interviews, the committee shall be 

comprised of faculty members and academic chairs. All members will complete training in interview 

techniques prior to serving on an interview committee. No member of the interview committee can 

be an acquaintance or relative of an applicant. 

If the interview committee chair is not the hiring manager, the hiring manager will be included as 

one of the members of the interview committee. The assigned interview committee chair may 

delegate the chair position to another with approval from Human Resources. The President, or 

his/her designee, may serve as the chair and/or member of every interview committee. A human 

resources representative may serve as a non-voting member of the committee and as a facilitator to 

the committee and the process, including setting up interview appointments, preparing a list of 

approved questions, training interview committee members on appropriate interview notes and 

discussing college salary ranges and benefits with candidates. Interview Process The interview 

process shall be dictated by and conducted in accordance with state and federal laws and guidelines 

concerning hiring practices. In an interview process where candidates are located outside of the 

immediate area, a telephone or video interview may be used to narrow the field of candidates to be 

invited to an on-ground interview. Applicants should be interviewed as closely together as possible, 

preferably in the same day when practical. Prepared questions, reviewed and approved by Human 

Resources, must be used in all cases. No additional questions may be asked with the exception to 

follow-up questions based upon the 

 

 

 

 

 

 



  

Section 5 
 

Institutional Support 

 

5.001 Office of the President 

The Board is authorized under statute to employ a President as the chief executive officer of the college 
and may enter into an employment contract for a duration of more than one year but no more than five 
years. Under the same statute, the Board has the authority to remove any officer or employee of the 
college if in the Board’s judgment the interests of education in the state are not met. (ARS 15-1444). 

The President of the college shall be responsible for the complete organization and administration of the 
college. The board delegates to the President, as its chief executive officer, its authority for administering 
the laws and policies governing the college.  The Board shall be responsible for conducting an evaluation 
of the College President annually. 

The President may delegate any powers and duties entrusted to him/her by the board, but he/she shall 
be specifically responsible to the board for the execution of such delegated powers and duties. 
 
5.001.01 President’s Specific Functions 

Among other duties, the President shall: 

1. Document and report to the Board at least semi-annually on the efficiency and effectiveness of all 
college operations. 

2. Act as the professional advisor to the Board. 

3. Have the power to act in areas where no policy exists, subject to review by the board at the next 
regularly scheduled board meeting. 

4. Prepare the board meeting agenda in consultation with and on advisement of the president and 
secretary of the Board. 

5. Have timely prepared for adoption minutes of board meetings. 

6. Attend all board meetings unless excused by the president of the Board. 

7. Sign, when legally allowed, all documents which otherwise would require the signature of the 
president and/or secretary of the board subject to the limitations imposed by law or regulation (ARS 
15-1424, ARS 15-1425, ARS 15-1444 and the Arizona Administrative Code). 

8. Establish a college management structure that ensures the college is demonstrably managed in an 
efficient and effective manner and that such committees, councils, and advisory groups as deemed 
necessary are in place. 

9. Keep the citizens of the county informed on a timely basis via a public information program. 

10. Lead the development of programs and curriculum. 

11. Participate in the selection of faculty and staff. The office of the President may promulgate office-
specific procedures which provide incentives for recruitment of persons to fill in-demand positions 
at the college. 

12. Appoint faculty and staff, subject to subsequent ratification by the Board. 



  

13. Lead in the evaluation of faculty and staff. 

14. Make final determinations regarding promotion, retention, and/or discharge of employees. 

15. Be responsible for presentation of the annual budget to the Board. 

16. Provide leaderships for physical plant development and maintenance. 

17. Serve as the official representative of the college at professional meetings. 

18. Keep the board informed on important matters that pertain to the general welfare of the college. 

  



  

5.005 Governing Board Policies 

The President shall, upon Board direction or established need, promulgate policies for Board 
consideration and possible adoption (ARS 15-1445). 

5.005.01 Governing Board Policies 

As necessary, or at the direction of the Board, the President will frame new Board policies based upon best 
practices, extensive research, and legal review for presentation to the Board. 

Policies presented to the Board shall be general in nature and designed to establish what the Board desires 
to be accomplished by the college. 

The Board will receive new policies for review at a regular meeting of the Board and consider such policies 
for adoption at a second meeting. 

In special or emergency circumstance, the Board may adopt new polices after presentation in a single 
meeting. In such cases, the Board will ratify the adoption at a subsequent meeting. 

The Policies and Procedures Manual of the Governing Board shall be made on the college website, and at 
such other public places as may be appropriate. 

  



  

5.010 Administrative Procedures 

The President shall be delegated the responsibility for ensuring the preparation of appropriate 
administrative procedures and regulations for the college which ensure that Board policies are enforced 
(ARS 15-1445). 

5.010.01 Administrative Procedures 

The President will prepare administrative procedures for Board policies which explain how the policies of 
the Board are to be implemented or regulated and which are consistent with the policies adopted by the 
Board. 

New, amended, or deleted procedures shall be posted to the administrative procedures sections of the 
Policies and Procedures Manual twice a year, on January 1 and July 1 unless specific circumstances require 
immediate implementation. 

Some administrative procedures may be published in separate and individual documents due to their length 
or their application but are to be referenced in the Policies and Procedures Manual. 

The Board shall be kept informed of the content of administrative procedures. 

1.10.05 Mission Statement Review 
 

Mohave Community College has a stated mission that was approved by the Board of Trustees at a regularly 
called session of the Board.  The Mission Statement provides for overall guidance to all strategic and 
operational decisions. This mission is reviewed, revised, and or updated by a formal process that coincides 
with the review of the strategic plan and occurs every three years.  Should changes occur the revised Mission 
statement is presented to the Board for their formal approval based upon the recommendation of the 
President of the college.  

Mission review may occur under other conditions as well.  The catalysts for Mission review are detailed as 
follows: 

1) Planned formal review as a part of the Strategic plan review every 3 years.  This process involves a 
wide range of participants including students and community members as well as college personnel.  If there 
are recommended changes or revisions the revised mission statement goes thru the approval process as 
described below. 
 
 
2) Annual indices regarding the efficacy of the Mission statement are collected and reviewed in various 
formats including; an assessment of learning outcomes, enrollment indications of program viability, formal 
program review, the core metrics of the visioning statement for Arizona, community influences, as well as 
other pieces of annual data.  These data are collected annually and presented to the Dean of Instruction and 
the President’s cabinet for an annual discussion in support of the current mission statement. 
 
 
3) Unplanned events may necessitate Mission review at midterm or other intervals throughout the 
three year review timeframe.  Events such as a dramatic change in the Board of Trustees, major 
administrative changes, or mission changes that may be influenced by the economy or various state agencies 
may require that a closer look at the mission statement be undertaken.  If such should occur the 
administrator in charge would initiate a review process as described below. 
 

The process for change would require that any requested changes or revisions be vetted by the faculty 
council and the management council before coming to the Policy and Procedure standing committee; once 



  

approved it is to be forwarded to the Presidents Council for review and approval and then presented to the 
Board of Trustees for approval prior to becoming official. 

  



  

5.015 Communication Structure 

5.015 The college shall maintain a communication structure to ensure that all employees of the college are 

kept informed in a timely manner and have a voice regarding the operation of the college. 

5.015.01 Communication Structure 

The following committees and councils constitute the communications structure of the college. 

 Meeting Frequency ** 

GOVERNING BOARD Monthly 

STANDING COMMITTEES  

Risk, Policies & Procedures Monthly 

Continuous Strategic Improvement Monthly 

Curriculum, Academic Standards, and Assessment Monthly 

 Student Engagement And Learning Monthly 

COUNCILS  

President’s Council Monthly 

Campus Communication Councils Monthly 

Campus Advisory Councils One per Semester 

Red Flag Advisory Council Quarterly 

Finance & Audit Council Quarterly 

Technology Advisory Council Quarterly 

Distance Education Advisory council One per Semester 

Bookstore Advisory Council Quarterly 

Dual Enrollment Advisory Council One per Semester 

Staff (Non‐Faculty) Council (Constituency Group) Quarterly 

Faculty Council/ Faculty Association* (Constituency Group) Monthly 

PROGRAM ADVISORY COMMITTEES  

Academic Program Advisory Committees (Constituency Group)* Annually 

WORK GROUPS  

Strategic Data Management As Needed 

Module Managers Monthly 

Campus Deans Twice per Month 

Facilities & Safety Monthly 

Dual Enrollment As Needed 

HLC Steering As Needed 

Gainful Employment Quarterly 

Commencement & Special Events Monthly 

College Calendar As Needed 

Instructional Technology Group Monthly 

Communication Review Team Quarterly 

DEPARTMENT  

As defined by department/program managers As Needed 

OTHER  

Faculty Grade Grievance Resolution Committee As Needed 

Institutional Research Board (IRB) As Needed 

*Faculty Council & Faculty Association communication structure is governed by the Faculty Association Constitution 

** Specified meeting days may be adjusted; meeting frequency may be increased as needed 



  

5.015.05 Definitions and Glossary 
 

ADVISORY COMMITTEE – A group of volunteers with unique knowledge that meets regularly to provide non‐

binding strategic advice, guidance and/or support to the institution. Where an advisory committee is 

affiliated with a college academic program, college staff have an obligation to recognize and consider, but not 

necessarily implement, such advice and guidance as pertains to the program, the community, and specific 

accreditation or licensing objectives. Example: Academic Program Advisory committees. 

 
ADVISORY COUNCIL – A group of people brought together for discussion and strategic and/or operational 

recommendations pertaining to a well‐defined set of parameters. 

 
AT LARGE ‐ Representing the whole of a body rather than one specific division or part of it. 

 
COLLABORATE/COLLABORATION ‐ Collaboration is the process of two or more people, departments or 
organizations working together to realize shared goals, solving problems and creating solutions. 
Collaboration is very similar to cooperation, and both are an opposite of competition. . Collaboration does 
not mean just splitting up the work. 

 
COMMITTEE ‐ "Two or more individuals working together toward a common purpose" (P. Senge). 

 
CONSENSUS ‐ Collective judgment or belief; general agreement; accord; a way of reaching agreement 

between all members of a group. Instead of simply voting for an item and having the majority of the group 

getting their way, a group using consensus is committed to finding solutions and recommendations that 

everyone actively (or at least neutrally) supports. 

 
CONSULT ‐ To seek guidance or information from; to refer to for information; to have regard for (a person's 

interest, convenience, etc.) in making plans. 

 
COUNCIL ‐ A representative body of the college whose purpose is to provide oversight for strategic and/or 

operational planning, monitoring, effectiveness, and serving as communication forum and vehicle for issues 

confronting the college or campus. 

 
CONSTITUTENCY GROUPS (Can be a council or a committee) – Membership share common interests and 

concerns. These groups bring their own (including profession’s, ethnicity’s) interests and agendas to the 

communication and recommendations of the group. For example, Program Advisory Committees and the 

Faculty Association/Faculty Council are constituency groups. Very often multicultural groups bring cultural 

group perspective. 

 
CROSS‐FUNCTIONAL COMMITTEE, COUNCIL, WORK GROUP ‐ Two or more individuals from differing 

disciplines, departments, or work areas 

 
DELIVERABLE ‐ Something that can be provided as the product of development. 

 
DEPARTMENT WORK GROUP ‐ Two or more individuals from the same functional (department or work area) 

who work together for a common purpose; department committees align priorities and resources with the 

District's annual plan of work; strive to meet student/customer needs; seek continuous improvement and 

engage in professional development and training. 



  

. 
EX‐OFFICIO ‐ By virtue of an office or position. 

 
FUNCTIONAL COMMITTEE, COUNCIL OR WORKGROUP‐ Two or more individuals from the same discipline, 

department, or work area. (Examples Information Technology, English, Business Office) 

 
PROJECT WORKGROUP‐ Two or more individuals from differing functional areas working cross functionally 

together for a specified period of time on a common purpose to accomplish a particular outcome; committee 

has beginning and ending dates; retain same membership from beginning to end of project, and reports 

directly to the president. 

 
RECOMMEND ‐ To counsel or advise (that something be done). 

 
STANDING COMMITTEE ‐ A cross‐functional committee convened for an On‐going purpose; may have 

rotating terms for members. (See Standing Committee Purpose Statements). 

 
5.015.10 Committee, Council, Work Group Roles 

 
CHAIR ‐ Individual responsible for providing leadership to the committee, council or work group to 

accomplish its purpose; sets meeting agenda and plans meeting in collaboration with o‐chair, recorder and 

members. 

 
CO‐CHAIR – Individual sharing leadership responsibility for providing leadership with the chair. 

 
COMMITTEE, COUNCIL, WORK GROUP MEMBER ‐ Attends and participates regularly, prepares by reading 

materials and soliciting input from constituents as appropriate in advance of meeting. Keeps constituents 

informed by providing information following meeting. Follows committee ground rules. 

 
RECORDER – The recorder serves three roles: Assists the committee leader in the preparation and 

distribution of committee agendas, minutes, and other handouts. Keeps committee "on time" for its agenda; 

ensures meeting begins and ends on time, and that agenda allows for breaks. Documents the work 

accomplished, information to be shared and with other college committees/ councils/ departments/ work 

groups, and forwards recommendations for consideration by another committee. 

 
5.15.15 Management Structure Principles 

Two fairly distinct yet interrelated structures inform management. One is the line structure of full, direct 

authority and administrative responsibility. The other is the channel of communication, or committee 

(including councils and work groups), structure that is the mechanism for allowing broad participation in 

institutional discussions, problem solving and recommendations for continuous improvement. 

1. The college is one unified institution and is managed by one college management team. 
 

2. The college President is responsible for overall leadership and management of the institution. The 
President is assisted by all members of the management team, inclusive of all employees. 

 
3. Program delivery is centered on the four primary geographic locations of the college, with 

recognition of varied delivery modalities, including virtual, as they enhance service to the 
District. 
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4. Management decisions regarding the use of all available resources for all purposes at the 
college are made using standard best practices guidelines to ensure efficiency and 
effectiveness. 

 
5. Structural revisions to the management process will be taken only to address impediments 

to the role and mission achievement. 
 

6. The entire focus of communication and effort is upon identifying and meeting in a professional 
and timely manner existing and new students’ needs. 

 
5.015. 20 Authorizing Document 

 
Every committee and council, and work groups as appropriate, shall have an authorizing charter, which 

shall include the general and specific purposes, membership roster, meeting frequency, reporting 

structure, Higher Learning Council’s guiding Criteria. Charters shall be reviewed and updated 

periodically as changes demand. 

 
5.15.25 Academic Program Advisory Committees 

 
Mohave Community College requires Advisory Committees for CTE/Allied Health and other programs 
that are required by statute (including accompanying regulations) or accrediting body requirements be 
convened at least annually. Committee guidelines are to be established and maintained in the Office 
of Instructions, and provided to and followed by all academic departments and other academic 
personnel as appropriate. 

 
A. General Guidelines will provide guidance regarding committee size and 

membership designation and agenda requirements, including a Conflict of Interest 
requirement for all members. 

 
B. Advisory Committee guidelines shall outline the establishment of the committee 

and the process for invitations, hosting meetings, agendas and minutes. 
 

C. A standard meeting agenda format shall contain a welcome, introductions, discussion of 
purpose, program updates, community membership feedback and suggestions, and a 
closing participant roundtable. Agendas shall include curricular reviews and where required 
by program licensing and/or accreditation (including, but not limited to, PTA, SGT, EMS), 
curricular approval. 

 
D. Minutes must include a record of any formal vote(s) with corresponding numbers such that 

HLC, federal, state and other program authorization requirements are addressed. 
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5.020 President’s Annual Report 

The President shall provide an annual report to the Board at the end of each fiscal year (ARS 15-1447). 

5.020.01 President’s Annual Report 

The statute requires that this report be delivered to the Board at the end of each fiscal year prior to the 
President receiving a salary payment for June. The President shall submit to each Board member prior to 
June 30 a written report, under oath, for the June 30 estimated numbers for the past year’s: 

1. Total full-time equivalent students. 

2. Actual total number of students. 

3. Number of teachers regularly employed 

4. Total number of students not residing within the district. 

The report should additionally advise the Board on the efficiency and effectiveness of all college 
operations. 
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5.025 Employment of College Personnel 

The President shall be delegated the right to exercise the customary functions of hiring, promoting, 
transferring, disciplining and terminating employees of the college with ratification of those actions by 
the Board (ARS 15-1445). 

5.025.01 Employment of College Personnel 

The President has the final approval in regard to: 

1. Hiring of new employees under the condition that final employment approval is based upon 
ratification by the Board at the next regularly scheduled meeting of the Board. 

2. Reassigning employees from one position to another position with the same or comparable job 
classifications. 

3. Promoting employees within the college. 

4. Directing the work force and determining its composition, organization, and structure 

5. Determining the extent and schedule of workforce operations and establishing reasonable job 
standards. 

6. Maintaining the orderly conduct of the work force. 

7. Notifying all employees that they are responsible to the Board through the college President. 
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5.030 Employee Salary and Pay Schedules 

The college shall maintain salary and pay schedules that remunerate college employees at levels as 
equivalent to comparators as possible for each employee classification (ARS 15-1444). 

5.30.01 Salary and Pay Schedules 

The college will: 

1. Update the salary and pay schedules each year by reviewing the available and most recent local, 
regional, and national salary and pay studies for each employee classification. 

2. Report the updated salary and pay schedules by employee classification for the next fiscal year to 
the Board. 

3. Assure that new hires to be reported to the Board in the Human Resources Report for ratification 
by Board action are employed at the appropriate level and within the salary or hourly pay range 
provided in the salary and pay schedules. 

4. Assure that the proposed budget for the next fiscal year includes salary or pay adjustments for all 
employees in conformance with the existing salary and pay schedules for the fiscal year since the 
Board’s adoption of the budget also ratifies pay adjustments. 

5.30.02 Resident Faculty Salary Advancement  

Resident faculty during the initial hiring process are placed on the salary scale according to their level of 
educational achievement. Resident faculty who pursue advanced degrees may move up the salary scale 
upon achieving the requirements for the next grade by following the procedure outlined in this section. 

Upon meeting the educational requirements for the next grade, the resident faculty member notifies 
human resources that they now qualify for salary advancement. Notification must be made by December 
15 to receive advancement in January and by June 15 to receive advancement for August. Notification 
must be made in writing in the form of a letter or memo. 

The faculty member must request official transcripts be sent to the Department of Human Resources 
documenting completion of the educational requirements. To be eligible for advancement in January, 
transcripts need to be received in human resources no later than January 15. To be eligible for 
advancement for August, transcripts must be received no later than July 15. It is the responsibility of the 
faculty member to ensure the necessary documentation is received in human resources in sufficient time 
to process the salary adjustment. 

Human resources will review the transcripts and make a recommendation to the vice president of 
instruction regarding the faculty member having met the requirements for salary advancement to the 
next grade. This recommendation is made using the Salary Advancement Form (HR 0003) which 
documents the completion of the necessary degree or coursework from an accredited institution.  

On approval of the salary advancement, salary adjustments will be made. In January, the adjustment will 
begin with the next available pay period. In July, the adjustment will begin upon the faculty member's 
return to work in August. 

Requirements for each grade are indicated on the Faculty Salary Schedule which is available on the 
website or can be obtained from human resources. 
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5.035 Gifts Presented to the College 

The President is authorized to accept gifts in the name of the college (ARS 15-1444). 

5.035.01 Gifts Presented to the College 

The donor must relinquish all rights affecting the ultimate disposition of gifts to the college. If those rights 
are not relinquished, acceptance of the gift must be approved by the Governing Board. 

5.035.05 Solicitation of Donations 

Many parts of MCC are involved in soliciting donations, often from the same donors. Colleges and 
universities frequently discover that a student group asking for a small amount of support adversely 
affects the college president asking that same donor for a major gift. In addition, it is important that IRS 
regulations about providing receipts are followed, accurate accounting is made of the transactions, that 
donors are properly and promptly thanked, and that the Advancement Office has accurate records of 
everyone who makes a donation to the college or college related group.  
 
Anyone engaged in planning a solicitation of donations of any kind must have the effort approved by the 
MCC Office of Advancement before the fundraising activities start. Solicitation of donations is where a 
donor is asked to provide cash, merchandise, service or anything else of value for which they do not 
receive something of comparable value in return.  Approval from the MCC Office of Advancement must 
have been received before anyone is asked to donate. 
 
Procedure to receive approval: 

1. Send a description of what you want to do to the Office of Advancement: 
a. Mail/deliver to Advancement, 1971 Jagerson Avenue, Building 108, Kingman, AZ 86409 

2. The description should include: 
a. Your name 
b. Organization name 
c. Voice telephone number and best times to reach you 
d. Email address 
e. Date that the fundraising will start 
f. Briefly describe the purpose of the solicitation. (For what will the funds be used?) 
g. Who will be asked for donations (e.g. individual people, local merchants, foundations) 
h. What do you expect to be donated (e.g. cash, checks, credit card, physical item, etc.)? 
i. How will the cash or property be handled and safeguarded? 
j. How will a record of the donations be kept? 
k. How will you say “thank you” to the donors? 

 
Approval will be based upon: 

1. Who will be solicited and how that contact fits with other fundraising efforts already in place by 
the Office of Advancement, other senior officials of the college, and other MCC related clubs 
and organizations 

2. How the solicitation will be conducted 
3. What will be solicited and how the items or funds will be received 
4. How records will be kept  
5. How donors will be thanked 
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5.040 Absence of the President 

The President shall notify, and receive the approval of, the president of the Board for any extended 
absence from the college and shall name an acting President for the duration of the absence (ARS 15-
1445). 

5.040.01 Absence of the President 

Whenever the college President will be absent from the college district for professional meetings, 
vacation, or personal reasons, he or she will: 

1. Notify the president of the Board and receive approval for the absence. 

2. Name one of the vice Presidents acting chief executive officer and relay that information to the 
senior administrators. 
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5.050 Office of the Executive Vice President 

The office of the Executive Vice President shall be responsible to the President for functions supporting 
the delivery of audit, budget, financial and business services, procurement, risk management, human 
resources management, facilities, crisis management plan, financial aid and information technology 
(ARS 15-1445).  

The Executive Vice President serves as the chief fiscal officer of the college district. 

5.050.01 Signature Authority 

The Executive Vice President is a delegated signature authority by the President for contracts and other 
legal documents of the college. 

In the absence of the Executive Vice President, the Associate Dean of Business Services shall serve as the 
alternate signatory. 
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5.055 Fiscal Year 

The college shall establish a fiscal year in conformance with state requirements (ARS 15-1473). 

5.055.01 Fiscal Year 

The fiscal year shall begin July 1 and end June 30. 
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5.060 Audit 

The college shall be responsive to the requirements of the annual audit of finances as required by the 
Auditor General of the State of Arizona (ARS 15-1473). 

5.060.01 Audit 

In cooperation with the office of the auditor general, the college will schedule annual audits of college 
finances. 
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5.065 Budget 

The college shall maintain a process for the annual development of operations and maintenance and 
capital budgets in conformance with requirements of the State of Arizona (ARS 15-1461 and ARS 15-
1461.01). 

5.065.01 Budget Planning 

Budget planning is a year-long collaborative process coordinated with all departments and divisions of the 
college. Annual budgeting focuses on the college mission, goals and objectives of all divisions, in an effort 
to optimize expenditures on human resources (including staff development), marketing, scholarships and 
incentives, instructional program development, student and community service needs, equipment and 
facilities. The budget process initiates in early fall of each year, with strategic planning, salary and benefit 
meetings, and actual-versus-budget analyses (student populations, actual revenues and revised cost 
forecasts), supported with the efforts of institutional effectiveness.  

5.065.02 Budget Preparation and Adoption 

The President and the Executive Vice President shall each year prepare an estimate of the revenue 
available for expenses to be incurred in the forthcoming fiscal year and an estimated expenditure budget 
for the operation of the college.  

The President shall present a preliminary budget to the Board for review during the spring semester.  

The Board shall hold an advertised public hearing before adoption of a final budget. Prior to the public 
budget hearing, the proposed budget shall be published online  or in a newspaper of general circulation, 
not later than fifteen (15) days prior to the public hearing and a second time not later than five (5) days 
prior to the public hearing. Under the provisions of the Truth in Taxation legislation, the Board may also 
hold a Truth and Taxation hearing, also published in a newspaper of general circulation. The first 
publication shall be at least fourteen (14) days but not more than twenty (20) days before the date of the 
Truth and Taxation hearing. The second publication shall be at least seven (7) days but not more the ten 
(10) days before the date of the hearing  

Subsequent to the public hearing on the budget, and the possible hearing under Truth and Taxation, the 
Board shall hold a special meeting to consider adoption of the budget for the forthcoming fiscal year. The 
public hearings for Truth and Taxation and for the budget may occur on the same day as the special 
meeting to consider the budget.  

5.065.03 Budget Timelines and Process 

The Adoption of Budget will occur no later than June 20. The budget will be distributed to required 
organizations. Copies of adopted budget will be sent to Arizona Tax Research Association (ATRA) and the 
Property Tax Oversight Commission by July 1. 
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5.070 Tuition and Fees 

The college shall recommend tuition and fee rates to the Board since, under the provisions of Arizona 
statute, the Board must set the tuition and fee rates charged to students pursuing instructional 
programs at the college (ARS 15-1445). 

5.070.01 Tuition 

The college shall periodically prepare a study of tuition charges for the college in comparison with regional 
and national information and best practices as well as college needs. The President will recommend a 
tuition plan to the Board which may span a number of years. 

Approval of a tuition plan typically occurs at the January meeting of the Board. 

5.070.05 Fees 

The college shall review program fees and course and laboratory fees annually and present a fee schedule 
for the forthcoming fiscal year for Board approval. 

It is incumbent on every budget manager at the college to analyze and present accurate fee 
recommendations so as to avoid changes in fee rates throughout the year, and after catalogs and 
schedules have been created. 
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5.072 Sustainability 

The College is committed to sustainability and the responsible stewardship of its natural, human and 
material resources.  
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5.074 Insurance and Risk Management 

The college shall secure insurance coverage and manage the risk environment to protect the Governing 
Board and the college district against liability and property losses (ARS 15-1444). 

5.074.01 Insurance 

The college shall annually review its liability and property insurance coverage. 

The Executive Vice President or his delegate shall review and make insurance recommendations to the 
President, who shall make a final recommendation to the Board. 

The President is authorized to settle all claims not covered by insurance in accordance with approved 
college procedures. 

5.074.05 Risk Management 

The college shall appoint a person to: 

1. Serve as liaison to the insurance provider. 

2. Evaluate conditions on the campuses that contribute to risk. 

3. Maintain all records related to risk management. 

5.074.10 Crime Incident Reports 

The Clery Act (Student Right to Know) mandates the reporting of specific crimes by the college on behalf 
of any college employee, student or guest who is a victim or witness to a crime. 

Any loss or damage to personal property of students, guests or employees should be immediately 
reported to the campus dean. A college employee is required to take the statement from the reporting 
victim/witness and complete the crime incident report form (MCC Form ADM 0003). The original 
completed form must be sent to the office of risk management within three days of occurrence or 
discovery. The college assumes no liability for the property of others. 

Before leaving the premises, the victim/witness should be encouraged by the college employee to file a 
police report with the local authorities. 

The information collected from these forms will be retained by the office of risk management and used 
by the office of institutional effectiveness to prepare a compilation of the statistical crime information 
that will be included in the college annual security report as mandated by the Clery Act. 

The college strives to ensure that victims and witnesses to crime are aware of their right to report criminal 
activity to law enforcement and to report policy and conduct violations to the campus dean. However, if 
a reporting person requests anonymity, this request must be honored to the extent permitted by law. 
Accordingly, no information should be included on this form that would personally identify the victim 
without his/her consent. 

5.074.15 Criminal/Injury Incident Reporting 

In the event of a criminal incident (vandalism, robbery, violent altercation) or a personal injury on a 
campus of Mohave Community College, an employee should immediately call 911 and report the incident 
to authorities. After the 911 notification, the employee should report the incident to the office of the 
campus dean. 
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5.074.20 Incident Report Procedure 

The college recognizes that effective reporting, recording, and investigation of college related incidents 
are an essential part of overall risk management. 

This procedure identifies the minimum standards for reporting, recording and investigating incidents and 
the delineation of responsibility for employee compliance.  

5.074.25 Workplace Safety 

Any issues relating to workplace safety should be referred immediately to the campus dean.  

5.074.25.01 Injuries to employees under State Workers’ Compensation 

Employees who are injured during working hours may be eligible for workers compensation. All 
claims must be filed on a supervisor’s report of industrial injury for state compensation fund (SCF) 
of Arizona form that is located in each building. Each building will designate a person to maintain 
the forms. The direct supervisor of the injured worker is responsible for completing all forms. The 
original copy must be sent immediately to human resources which will provide a copy to the 
business services department and complete an employer’s report of industrial injury. The blue 
copy is provided to the injured worker for the doctor. The yellow copy is maintained by the 
supervisor in a confidential manner.  

The injured worker must notify the human resources within three days of receiving treatment 
from a qualified health care provider. A delay in reporting an injury or in seeking medical attention 
may result in the state of Arizona disallowing workers’ compensation claims.  

Personal details will not be disclosed to any third party without consent of the injured person 
except as required for reports to the enforcement authority or the college insurers in connection 
with any subsequent claim or any statutory inquiry.  

5.074.25.05 Personal Injuries or Accidents of Students, Participants, or Volunteers 

The personal accident/incident report form (MCC Form ADM 0001) is required for serious medical 
conditions or any accidents reported to college employees.  

The employee reporting the accident or incident is required to complete the MCC report within 
three days and send the original to risk management. When appropriate, risk management will 
report the accident/injury to the insurance carrier.  

Personal details will not be disclosed to any third party without consent of the injured person 
except as required for reports to the enforcement authority or the college insurers in connection 
with any subsequent claim or any statutory inquiry.  

5.074.25.10 Automobile Incidents (College Vehicles) 

Any accident involving a college vehicle or a college rental vehicle must follow very specific 
reporting requirements. Please refer to the documentation provided by the insurance company 
(available in MCC vehicle glove compartments) or the rental car agreement. Reports must be filed 
regardless of fault, injury or amount of property damage. 

The completed documentation must be delivered to risk management within three days. 

Do not discuss the accident with anyone except personnel in the Mohave Community College 
office of risk management, an insurance company representative, or the police.  
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5.074.25.15 Automobile Incidents (Personal Vehicles) 

Accidents involving personal vehicles, even when used for business purposes, are the 
responsibility of the owner. All accidents must be reported to the insurer of the vehicle. The 
college does maintain non-owned and hired automobile liability coverage, which is in excess over 
personal coverage. This insurance would only apply if the personal automobile liability limits were 
exhausted and Mohave Community College was determined to be liable because the 
representative was conducting college business. 

5.074.25.20 Property Incidents 

Property incidents include loss of or damage to property due to theft, vandalism, or destruction 
by natural causes.  

Any loss or damage to college property should be immediately reported to the director of facilities 
or to the campus dean. An MCC property loss or damage form (MCC Form ADM 0002) must be 
completed and original sent to risk management within three days of occurrence or discovery. 
Law enforcement should be immediately called in case of thefts, vandalism and/or any other 
criminal activity. 

When appropriate, risk management will notify the college’s insurer. 

For any loss or damage to personal property of students, guests or employees see the crime 
incident reports section. 

5.074.30 Blood-borne Pathogens 

The college requires compliance with all guidelines recommended by the Centers for Disease Control 
(CDC) and OSHA for preventing contamination and infection of workers at risk for occupational exposure 
to blood-borne pathogens. 

All workers should routinely use appropriate barrier precautions to prevent skin and mucous membrane 
exposure during contact with any person’s blood or body fluids that require universal precautions. 
Universal precautions involve the use of protective barriers such as gloves, gowns, aprons, masks, or 
protective eyewear which can reduce the risk of exposure of the health care worker’s skin or mucous 
membranes to potentially infective materials.  

In accordance with the recommended guidelines, the following procedures must be followed: 

5.074.30.01 Universal Precautions 

Universal precautions shall be observed to prevent contact with blood and other potentially 
infectious material. 

Gloves are to be worn when there is reasonable likelihood of hand contact with blood or other 
potentially infectious materials. 

Face and eye protection including masks, goggles, glasses or face shields are to be used when 
there is a potential for splashing, spraying or splattering of blood or other potentially infectious 
material. 

Eating, drinking, applying cosmetics or lip balm or handling contact lenses is prohibited in work 
areas where blood or infectious materials might be present. 

5.074.30.05 Infectious Waste Management 

Infectious waste is defined as any waste, solid or liquid that is capable of producing an infection. 
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1. ALL BODY FLUIDS AND SECRETIONS ARE TO BE TREATED AS CONTAMINATED AND POSSIBLY 
INFECTIOUS. 

2. All equipment and/or work surfaces contaminated with blood or infectious material will be 
cleaned and disinfected immediately. A chemical germicide or bleach solution diluted 1:9 is 
recommended. 

3. Infectious waste will not be placed in regular trash but will be segregated from other waste by 
being placed in containers designated as biohazard and labeled or tagged with this identification. 

4. After gloves are removed and disposed of properly, the employee must wash hands with soap 
and water after each contact or potential contact with a blood-borne pathogen. 

5. All health care workers should take precautions to prevent injuries caused by needles, scalpels, 
and other sharp instruments or devices during procedures; when cleaning used instruments; 
during disposal of used needles; and when handling sharp instruments after procedures. 

6. To prevent needle stick injuries, needles should not be recapped by hand, purposely bent or 
broken by hand, removed from disposable syringes, or otherwise manipulated by hand. 

7. After they are used, disposable syringes, needles, scalpel blades, and other sharp items should be 
placed in puncture-resistant container for disposal. The puncture resistant container should be 
located as close as practical to the use area. All reusable needles should be placed in a puncture-
resistant container for transport to the reprocessing area. 

5.074.30.10 Antibody Testing of Students and Faculty 

The accidental exposure of an employee of the college while at work is treated in a similar manner 
to any type of incident occurring within the college. Report it immediately to the supervisor. 

5.074.35 Automated External Defibrillation 

The college has entered into an equipment user agreement with the Arizona Department of Health 
Services for the acquisition and use of automated external defibrillators (“A.E.D.”) as part of the rural 
access to emergency devices grant process (ARS 36-2261 et seq). 

The college will comply with the following procedures: 

5.074.35.01 Placement of Automated External Defibrillators 

 The automated external defibrillator will be placed in a location where it is accessible to trained 
personnel. This location may vary at each facility where the unit is stored. The location of the unit 
must be well publicized. 

5.074.35.05 Defibrillator Training 

1. Length of training – Training will consist of the American Heart Association Heartsaver A.E.D. 
C.P.R. or Healthcare Provider Course. If the individual is currently certified for longer than one 
year, they will be required to take the Heartsaver A.E.D. C.P.R. course as a refresher. 

2. Retraining – Retraining shall occur at least once every two years in accordance with the certifying 
agency. Refresher training may occur on a yearly basis as determined. The individual may take 
either the American Heart Association Heartsaver A.E.D. C.P.R. or Healthcare Provider Course to 
recertify. 

3. Personnel to be trained – A minimum of four individuals will receive formal A.E.D. training on each 
campus. Each individual shall maintain current certification in C.P.R. / A.E. D. and Healthcare 
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Provider. These individuals shall be in “good health” and accept the responsibility of dealing with 
life and death issues. These individuals will not receive compensation for this added responsibility. 
Trained personnel shall be available during hours that the facility is open to the public. 

5.074.35.10 Good Samaritan Law 

“Any person who, in good faith, renders emergency medical care or assistance to an injured 
person at the scene of an accident or other emergency without the expectation of receiving or 
intending to receive compensation from such injured person for such service, shall not be liable 
in civil damages for any act or omission, not constituting gross negligence in the course of such 
care or assistance.” 

5.074.35.10.01 CIVIL LIABILITY; LIMITED IMMUNITY; GOOD SAMARITAN.  

The following persons and entities are not subject to civil liability for any personal injury 
that results from any act or omission that does not amount to willful misconduct or gross 
negligence if that person or entity complies with the requirements of A.R.S. § 36-2262: 

1. A physician who provides supervisory services pursuant to § 36-2262. subsection 
B. 

2. A person or entity that provides training in cardiopulmonary resuscitation and 
use of an automated external defibrillator. 

3. A person or entity that acquires an automated external defibrillator pursuant to 
this article. 

4. The owner of the property or facility where the automated external defibrillator 
is located. 

5. A trained responder as defined in § 36-2262, subsection C. 

5.074.35.15 Response procedures 

Each facility shall establish a response protocol. This protocol shall include facility personnel 
notification, notification of 911, transport of the automated external defibrillator to the incident 
location, and trained personnel to operate the unit. This response plan may vary for each of the 
facilities. The facility plan for the following location is as follows: 

5.074.35.15.01 Neal Campus, Kingman - West 

The A.E.D. will be stored with staff at the front desk and, when notified of a medical 
emergency, transported to the site where needed by front office personnel. The front 
office will also notify 911 of the emergency. 

5.074.35.15.05 Neal Campus, Kingman - East 

The A.E.D. will be stored with staff at the maintenance office and, when notified of a 
medical emergency, transported to the site where needed by maintenance personnel. 
The maintenance office will also notify 911 of the emergency. 

5.074.35.15.10 Bullhead City  Campus – Maintenance 

The A.E.D. will be stored with staff of the maintenance department and, when that office 
is notified of a medical emergency, transported to the site where needed by maintenance 
personnel. The maintenance department is in communication with the front desk via 
radio communication. The front desk will notify 911 of the emergency. 
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5.074.35.15.15 Bullhead City Campus– Legacy Foundation Allied Health Sciences Building 

The A.E.D. will be mounted at the instructor station within the dental hygiene clinic. Those 
individuals needing the unit shall request that the A.E.D. be brought to the site of the 
emergency by trained personnel. The dental hygiene department will notify 911 
emergency services upon notice. 

5.074.35.15.20 Lake Havasu City Campus – Maintenance 

The A.E.D. unit will be stored with staff of the maintenance department, and when that 
office is notified of an emergency, transported to the site where needed by maintenance 
personnel. The maintenance department is in communication with the front desk via 
radio communication. The front desk will notify 911 of the emergency. 

5.074.35.15.25 Lake Havasu City Campus – Front Office 

The A.E.D. unit will be stored with staff of the front office, and when that office is notified 
of an emergency, transported to the site where needed by front office personnel. The 
front desk will notify 911 of the emergency. 

5.074.35.15.30 North Mohave Campus  

The A.E.D. will be housed in the prep room located behind the counter in the student 
area. When notified of an emergency, the office staff will transport the A.E.D. to the site 
of an emergency in addition to notifying 911. 

5.074.35.20 Maintenance of equipment 

Equipment will be maintained in accordance with manufacturer’s requirements. In addition a 
daily check of the unit will be conducted to ascertain that the unit is clean, the battery is 
functioning, and all items are included with the unit. A check sheet will be available. This sheet is 
to be completed and forwarded to the CE program administrator for EMS. 

5.074.35.20.01 Recording documents 

A written report must be submitted within five working days after the use of an 
automated external defibrillator. A form will be provided for this purpose. This form is to 
be forwarded to the CE program administrator for EMS. 

5.074.35.20.05 Health Insurance Portability and Accountability Act 

The Health Insurance Portability And Accountability Act, a federal law protecting the 
privacy of patient – Requires that specific health care information regarding the health 
status of a patient be held in confidence unless otherwise authorized for release by the 
patient. Providers of emergency services are required to comply with this law; however, 
confidential patient information may be shared with other emergency services personnel 
while in the performance of their life-saving duties. 

5.074.35.20.10 Physician Agreement 

The physician shall: 1) Establish quality assurance guidelines that include a review of each 
of the automated external defibrillator to evaluate performance. 2) Be proficient in 
emergency medical services protocols, cardiopulmonary resuscitation and the use of 
automated external defibrillators. 3) Ensure that each trained responder receives training 
in cardiopulmonary resuscitation and in the use of an automated external defibrillator by 
completing the heart saver automated external course for the lay rescuer and first 
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responder, in effect as of December 31, 1998, adopted by the American Heart Association 
or an equivalent course that meets the same objectives. 

5.074.35.20.20 EMS notification 

911 is to be contacted immediately when it is believed that an A.E.D. is to be used. The 
dispatch is to be informed as to the nature and location of the incident. If personnel are 
available, someone should be sent to meet the responding personnel and escort them to 
the location of the incident. 

5.074.35.20.25 Defusing / Debriefing Sessions 

Immediately following the use of the A.E.D., a defusing/debriefing session will be 
provided for the individuals involved in the emergency response in order to provide 
feedback and discussion about operational procedures and resolution of the emergency.  

5.074.35.20.35 Responder List 

Trained personnel, organization and expiration dates – A list of trained personnel will be 
maintained indicating the following information: name of person certified, contact 
information, level of certification, date of certification, and date of expiration of 
certification. 

5.074.35.20.40 Agreement 

A copy of the Department of Health Services - Mohave Community College A. E. D. 
Services Equipment User agreement shall be filed with the office of risk management. 

5.074.40 Registered Sex Offender Campus Notification 

The college strives to provide a safe environment for its students, faculty and staff. To insure the safety 
and welfare of the campus, the college seeks to provide to the college community timely and appropriate 
notification of the presence of any registered sex offender who may be on or live near the campus. This 
notification will be in accordance with current applicable state and federal laws. 
 
In Arizona, a sex offender is required to register with the sheriff in the county where he or she resides. A 
sex offender who is a student at a college, who is employed by a college, who volunteers at a college or 
who carries a vocation at a college is required to register this information with the sheriff in the county 
where the college is located (ARS 13-3821 and ARS 13-3826, et seq). For the purpose of this procedure, a 
“student” is defined as someone who is matriculated or otherwise enrolled to attend class full-time or 
part-time at the college. 
 
Federal law requires institutions of higher education to advise the college community as to where law 
enforcement agency information concerning registered sex offenders may be obtained. Accordingly, the 
college has developed the procedures set forth below. 
 
1. The Campus Dean will notify the college community according to the classification system used by the 

Mohave County Sheriff Department to identify all sex offenders who after June 1, 1996, have been 
released from jail or prison or sentenced to probation. The classification system assesses the risk of 
the offender committing another offense as follows: a level-one offender –low risk; a level-two 
offender – intermediate risk; and a level-three offender – high risk. 
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2. The Mohave County Sheriff Department will notify the college through the Campus Dean of any 
registered level three sex offender who resides near the college, or who is a student, employee, 
volunteer, or who carries on a vocation at the college. The Sheriff may, but is not obligated to, notify 
the college of any registered level-two sex offender who resides near the college, or who is a student, 
employee, volunteer or who carries on a vocation at the college. The Campus Dean will forward all 
notices to the Department of Institutional Research. 

3. The Arizona Department of Public Safety (DPS) has also established a web site that contains the 
address and nature of the conviction of each registered level-two and level-three sex offender who 
has been released from jail or prison or sentenced to probation on or after June 1, 1996. At this 
website, one may enter a zip code and conduct a search for the home address of all registered level-
two and level-three sex offenders living within the particular zip code. The website does not contain 
information as to whether a registered sex offender is a student, employee, volunteer or one who 
carries a vocation at the college. The website also does not identify level-one registered sex offenders. 

 
5.074.40.01 Comparing Lists with Sheriff Department 
 
Once each semester and summer session, at the end of the drop-add period, the office of the Department 
of Institutional Research will compare a list of college students, employees, and volunteers with the 
Mohave County Sheriff Department’s sex offender registration notices and the DPS’s sex offender 
website. The Department of Institutional Research will identify any names appearing on the Sheriff’s 
notices or the DPS list that are known or believed to be persons engaged in a program of instruction or 
employment on college property. Based on the above, the office of the Dean of Student Services will 
determine the following: 
 
1. Whether any registered sex offender has listed his or her residence within one mile of the college’s 

campuses; or 
2. Whether any college student, employee, or volunteer on college property is a registered sex offender. 
 
5.074.40.05 Procedure if a Known Sex Offender is Identified 
 
1. If a known sex offender is identified, the Dean of Student Services will notify the appropriate Campus 

Dean. 
2. From time to time, the Campus Dean may also receive other information from local or state law 

enforcement officials or members of the public that an individual living within one mile of the college’s 
campuses or who is a student, employee, volunteer or person carrying on a vocation at the college is 
a registered sex offender. The Campus Dean will verify the individual’s status with the Dean of Student 
Services.  

3. After a sex offender is identified, the Campus Dean or designee will make reasonable and prompt 
efforts to meet with the registered sex offender and advise him or her of the procedure set forth in 
this policy. 

4. Within ten business days of the Campus Dean’s receipt of a notice of an identified registered sex 
offender, the Campus Dean or designee shall be responsible for notifying the college community as 
follows: 

a. A level-one registered sex offender (low risk): If the Campus Dean or designee receives 
information concerning a level-one offender, the Campus Dean shall maintain 
information about the offender. 

b. A level-two registered sex offender (intermediate risk) or level-three (high risk) registered 
sex offender: 
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i. The Campus Dean or designee will provide the Dean of Student Services with 
pertinent information regarding the offender. 

ii. If the offender is an employee, volunteer, or person carrying on a vocation at the 
college, the Campus Dean or designee will also provide the office of human 
resources with pertinent information regarding the offender. 

iii. The Campus Dean or designee will notify a marketing and public information 
officer that a level-two or level-three flyer  should be posted on the college’s web 
site in the crime alert section. . The website level-two or level-three flyer will 
contain the following information: (i) a picture of the offender; (ii) the exact 
address of the offender; (iii) a summary of the offender’s status and criminal 
background; and (iv) whether the offender lives within one mile of college 
property, is a student, employee, volunteer, or carries on a vocation at the 
college.  

iv. The Campus Dean or designee will print level-two or level-three flyers that will 
contain the same information as the level-two or level-three flyer posted on the 
college website and , once each week for four weeks, printed level-two or level-
three flyers will be posted on campus bulletin boards; and in the administrative 
offices of off-campus centers. 

v. The Dean of student Services, with assistance from the office of public relations 
and marketing, will decide how further to disseminate the level-three flyer in local 
publications so as to alert the campus community to the offender’s presence near 
or on campus. 

vi. The Campus Dean may hold group meetings to discuss concerns of the college 
community 

 
5.074.40.10 Other Notifications 
Nothing in this procedure will restrict the Campus Dean or other college administrators from making 
further notifications allowable under state and federal law, should he or she feel that a particular 
offender’s case warrants the giving of any additional notification not referenced above. 
 
The Dean of Student Services will maintain records on all registered sex offenders covered under this 
policy. For any offender covered under this policy, the Campus Dean or designee shall be responsible for 
verifying each offender’s status on an ongoing timely basis. If at any time, the offender (i) no longer lists 
his or her residence within one mile of the college’s campus, or (ii) no longer is a student, employee, 
volunteer, or person carrying on a vocation on college property, this fact shall be so reflected in the 
offender’s record, and any and all information concerning the offender shall be removed from the 
college’s website. 
 
The federal Campus Sex Crimes Prevention Act designates certain information concerning a registered sex 
offender as public information and therefore amends and supersedes the Family Education Rights and 
Privacy Act (FERPA) and other federal and state laws that might otherwise prohibit the disclosure of such 
information. 
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5.075 Identity Theft, Red Flag and Security Incident Reporting 

The Mohave Community College Board of Trustees shall implement a program for Identity Theft 
Prevention. (Section 114 of the Fair and Accurate Transactions Act (FACTA) of 2003)   

In accordance with the provisions outlined in the Federal Trade Commission’s Red Flag Rule, which 
implements Section 114 of the Fair and Accurate Transactions Act (FACTA) of 2003, the Mohave 
Community College District has directed the implementation of a program for Identity Theft Prevention.  
The purpose of the program is to provide information that will assist individuals in detecting, preventing 
and mitigating identity theft in connection with the opening of a “covered account” or any existing 
“covered account” or who believe that a security incident has occurred, and to provide information for 
the reporting of security incident. 

A. The President shall designate a Program Administrator. The Program Administrator shall exercise 
appropriate and effective oversight over the Program and the Red Flag Taskforce and shall report 
regularly to the Risk Management Committee and to the President regarding program outcomes and 
to Governing Board (as required). The Program Administrator shall be responsible for developing, 
implementing and updating the Program throughout the Mohave Community College District. The 
Program Administrator shall be responsible for ensuring the appropriate training of college and 
district personnel, reviewing staff reports regarding the detection of Red Flags and implementing 
steps to identify, prevent and mitigate identity theft. 

B. Mohave Community College remains responsible for compliance with the Red Flag Rules even in 
instances where services are outsourced to a third party. However, any written agreement between 
Mohave Community College and the third party provider shall require the third party to have 
reasonable policies and procedures designed to detect relevant Red Flags that may arise in the 
performance of their contracted activities. The written agreement or contract must also indicate 
whether the contracted third party provider is responsible for implementing appropriate steps to 
prevent and mitigate identity theft, and/or if the provider is responsible for notifying Mohave 
Community College of the detection of Red Flag events. 

C. An employee who believes that a security incident has occurred shall immediately notify their 
immediate supervisor and the Program Administrator. After normal business hours, notification shall 
be made to the Dean of Business Services via the Dean’s cell phone. 

D. The Program Administrator shall appoint a review committee, designated the Red Flag Taskforce, 
consisting of appropriate Mohave Community College administrators to review issues, assist with 
training, and monitor the policy for future issues. The Taskforce shall meet on at least a quarterly 
basis, during which time the Program Administrator will report on events, findings, issues, and trends 
to the Red Flag Taskforce for their understanding and advice. 

E. The Program Administrator shall ensure that the Mohave Community College Identity Theft 
Prevention Program shall provide for appropriate responses to detected red Flags in order to 
prevent and mitigate identity theft. 

 
Appropriate Responses would include: 
 a. Monitoring covered accounts for evidence of identity theft; 
 b. Denying access to a covered account until other information is available to eliminate the 
                 identified red flag, or close the existing covered account; 
 c. Notify the customer 
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 d. Change any passwords, security codes or other security devices that permit access to a  
                 covered account; 
 e. Close an existing account; 
 f. Reopen a covered account with a new account number; 
 g. Notify law enforcement if suspected illegal activity; 
 h. Determine if no response is warranted given the particular circumstances. 

F. The Program Administrator will provide for the detection of red flags in connection with the 
opening of covered accounts and the processing of existing accounts can be made through internal 
controls such as: 
 a. Obtaining and verifying the identity of a person opening and using an account 
 b. Authenticating customers 
 c. Monitoring transactions 
 d. Verifying the validity of change of address request for existing covered accounts. 

G. In order to identify relevant red flags, Mohave Community College takes into consideration the 
types of accounts that it offers and maintains, the methods provided to open accounts, the methods 
provided to access accounts, as well as previous experiences with identity theft and investigation of 
newly reported types of identity theft by federal, state and other agencies. 
The following categories are identified as “red flags”: 

 
 a. Alerts, notifications or warning from a consumer reporting agency including fraud alerts, 
                 credit freezes or official notice of address discrepancies. 
 b. The presentation of suspicious documents such as those appearing to be forged or 
                  altered, or where the photo ID does not resemble its owner, or an application that 
                  appears to have been cut up, reassembled and photocopied. 
 c. The presentation of suspicious personal identifying information such as a photograph or 
                 physical description on the identification that is not consistent with the appearance of 
                 the student or individual presenting the identification; discrepancies in address, 
                 Social Security Number, Student ED, or other information on file; an address that is a 
                 mail-drop, a prison, or is invalid, a phone number that is likely to be a pager or answering 
                 service; and /or failure to provide all required information. 
 d. Unusual use or suspicious account activity that would include material changes in payment 
                 patterns, notification that the account holder is not receiving mailed statements, or that  
                 the account has unauthorized charges. 
 e. A request to mail something to an address that is not on file; 
 f. Notice received from students, victims of identity theft, law enforcement, other persons 
                regarding possible identity theft in connection with covered accounts. 
 
Definitions: 

 Covered Account – is a consumer account that involves multiple payments or  
transactions in arrears such as a loan that is billed or payable monthly.  This includes 
accounts where payments are deferred and made by a borrower periodically over 
time such as with a tuition or fee installment payment plan. 

 Creditor – is a person or entity that regularly extends, renews or continues credit and 
person or entity that regularly arranges for the extension, renewal or continuation of 
credit.  Examples of activities that would indicate Mohave Community College is a  
creditor would include: 
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      1. Offering institutional loans to students, faculty or staff 
      2. Offering a plan for payment of tuition or fees throughout the semester, rather  
          than requiring full payment at the beginning of the semester 
      3. Emergency loans. 

 Personal information—specific information that represents a legal or personal identity 
or that could result in public impersonation of identity or identity theft if such 
information were stolen or compromised. This would also consist of using information 
in combination with one or more data elements when either the name or elements are 
not encrypted or redacted.  Sensitive personal information includes but may not be 
limited to the following: 
      1. Legal name (first, last, middle) 
      2. Full date of birth 
      3. SSN 
      4. Driver’s license Number 
      5. Enterprise ID 
      6. Financial account number 
      7. Password 
      8. Home address 
      9. Gender 
   10.  Race 
   11.  Medical Information 
   12.  Payroll information 

 Red Flag – a pattern, practice or specific activity that indicates the existence of identity 
theft or possible attempted fraud via identity theft on covered accounts. 

Security Incident – a collection of related activities or events which provide evidence that personal 
information could have been acquired by an unauthorized person. 
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5.076 Copyright 

It is the intent of the Governing Board of the Mohave Community College District to adhere to the 
provision of the U.S. Copyright Law (Title 17, U.S.C., Section 101 et. seq.), including the Digital 
Millennium Copyright Act (DCMA) and The Technology Education and Copyright Harmonization Act 
(TEACH), and other federal copyright laws as they are adopted.  The College will develop guidelines that 
clearly discourage violation of copyright law and inform employees and students of their rights, 
responsibilities and possible civil and criminal penalties in accordance with that law.  

5.075.01 See 2.027 
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5.077 Financial and Business Services 

The college shall maintain financial and business services functions consistent with requirements of the 
State of Arizona and best practices in higher education (ARS 15-1445 and ARS 15-1473). 

5.077.01 System of Accounts, Structure, and Classification 

The accounting codes and systems of accounts outlined within the Uniform System of Accounts and 
Financial Reporting for Community Colleges of Arizona (USAFR) shall be followed. 

The college will recognize the accounting principles, the fund classes, and the structure and classification 
of income and expenditures recommended in (1) College and University Business Administration, 
prepared under the auspices of the National Association of College and University Business Officers, 
published by the American Council on Education, Washington, D.C.; and (2) Audits of Colleges and 
Universities, published by the American Institute of Certified Public Accountants under the auspices of the 
Committee on College and University Accounting. 

5.077.02 Financial Reports 

The Executive Vice President shall prepare monthly financial statements for presentation to the Governing 
Board at regular meetings. The financial statements shall include the year-to-date figures of revenue, 
expenditures, and available balances. 

5.077.03 Collection of Funds 

All collections of money shall be handled in accordance with USAFR regarding cash receipts and related 
safekeeping 

5.077.04 Deposit of Funds 

All cash or checks received by the college shall be entered in the records as received using serial number 
receipts (or an electronic equivalent), a copy of which shall be made part of the records of the college. All 
monies received shall be deposited in a bank account according to the schedule prescribed for the 
campus. 

5.077.05 Payment of Expenses 

All expenses of the College shall be paid by check or warrant signed by the President and the Executive 
Vice President by actual signatures or by a facsimile plate signatures. Each supporting voucher shall state 
the budget account against which the warrant or check is drawn. 

5.077.06 Processing Invoices 

The Executive Vice President and/or designee shall be authorized to process invoices and issue warrants 
and checks when due. 

5.077.07 Financial Aid Funds 

The President may delegate the responsibility of administrating these funds to the financial aid office. 

The Executive Vice President shall be responsible for issuing checks and accounting for said funds 
according to state and federal guidelines. 
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5.077.08 Student Organization Accounts 

All income secured through student endeavors shall be deposited with the college immediately. All 
requests for expenditures of these funds shall be made through appropriate procurement procedures 
prescribed for the organizations. 

5.077.09 Property Records 

The college shall maintain a listing, updated annually, of all property and capital equipment owned by the 
college in accordance with approved accounting standards practices. The primary goal is to ensure that 
the capital assets are correctly accounted for using the approved accounting standards. The capitalization 
threshold for any individual item buildings, equipment, improvements other than buildings, and software 
is set at $5,000 or higher with an estimated life of at least two (2) years. The estimated useful life of each 
category may differ. The capitalization threshold for land, land improvements, and library book collections 
is $1. This inventory listing should include the item description, cost and date of acquisition, location of 
item and disposal information if applicable. Capital inventory items should be assigned a numbered 
inventory tag with the details and corresponding number entered on the listing worksheet. 
 

5.077.10 Forms and Information Repository 

1. To ensure a professional look and consistency of official college forms and documents, all items 
must be approved by the President’s office. Items to be posted on the website will be channeled 
through and maintained by the information repository manager.  

2. All forms and documents must be dated. All forms must also have a college number assigned. 
Documents do not require numbers. Documents to be posted on the website are to be provided 
to the information repository manager.  

3. Any unauthorized forms found on the website will be removed and the appropriate content 
administrator will be notified of removal. 

4. All college staff are to use only approved forms. 

5.077.10.01 Forms and Information Repository Procedure 

All new forms must be approved by the President’s office prior to printing, using or posting on the 
website. 

At any time in the creation process, a form number can be requested from the information 
repository manager. 

Form numbers are to be left justified in a footer on the form, using 7 pt Arial font. The correct 
format is: MCC Form ABC 0000 (dd/mm/yy) 

5.077.10.05 Forms and Information Revision Procedure 

1. When a form is revised, the format is: MCC Form ABC 0000 (rev. dd/mm/yy) 

2. After approval, the form can be sent for printing or provided in electronic format to the 
information repository manager for posting on the website. Each form must have a 
responsible person assigned. This is the individual who will be contacted when any 
changes or updates to the form are needed. This information must be provided along with 
the form when sent for posting on the website. 

3. When changes or updates are made to the form, an updated file must be provided to the 
information repository manager. 
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4. Once the form has been posted to the Information Repository, the manager will provide 
the content administrator or the web content administrator with the appropriate 
information for linking to the form from any webpage. By following this procedure, all 
links to the form will be automatically updated whenever the form is updated and re-
loaded into the information repository. 

5. Multi-part forms will be posted with a disclaimer that the form must be obtained from 
the appropriate office. Each department still using multi-part forms is encouraged to 
examine such forms to determine the feasibility of making the form available in a 
downloadable format. 

5.077.11 Credit Card Usage 

Use of the college credit card is limited to supply charges less than $750.00, business travel, and public 
relations charges. All references to “receipt” refer to an itemized receipt. A summarized credit card charge 
receipt is not valid for reimbursement.  Exception to the $750.00 limit may be authorized by the President. 
 
Credit cardholder is responsible for the following:  

 
1. Before completion of a charge, proper paperwork must be completed and appropriate approvals must 
be acquired Original receipt(s) or electronic images of the original receipt(s) must be submitted for all 
charges. Any finance charges or late fees that occur because of late paperwork submission will be paid by 
cardholder. If original receipt(s) or electronic images of the original receipt(s) are not submitted within 45 
days, charges will be billed to the purchaser. 

 
2. Travel expenses charged to the card must have an approved travel request in the business services 
department prior to travel dates. Original receipt(s) or electronic images of the original receipt(s) must be 
returned for all charges made in travel status and must accompany a travel claim form and/or proper 
paperwork.  

3. When using the credit card for supply purchases, prior approval for purchases is required. Only 
purchases of $750.00 or less are valid on the credit card. A purchase requisition is required.  If original 
receipt(s) or electronic images of the original receipt(s) are not submitted within 45 days, charges will be 
billed to the purchaser. 
 
4. Credit cardholder must ensure that funds are available before using the credit card for public relation 
expenses. Proper paperwork with appropriate approvals must accompany original receipt(s) or electronic 
images of the original receipt(s) to the business services department Public relations charges must be 
approved by the President and Executive Vice President then forwarded on to the business services 
department for payment.  

5. Personal charges are not permitted on charge cards. Charges made in error will be expected to be 
reimbursed to the college upon notification of such violation. Failure to reimburse in a timely manner and 
continued misuse of personal charges will result in cancellation of charging privilege. If reimbursement is 
not completed within 30 days of notification, funds will be billed to the purchaser. 

6. Misuse of credit card or inappropriate charges will result immediately in the cardholder losing charging 
privileges and will be held responsible for payments of any such offenses. If the offense is deemed to be 
deliberate, fraudulent or illegal the  purchaser will be held accountable for any legal actions deemed 
necessary and possible suspension or termination of College employment may occur.  
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7. Private-label credit cards will only be temporarily issued with an approved purchase order. The 
authorized employee must sign out the credit card from the business services department or designee.  
The purchaser is then required to return the credit card with receipts within 72 hours of the completed 
purchase. The purchase may not exceed $750.00 inclusive of taxes and fees. 
 

5.077.13 Intergovernmental Agreement (IGA) or Contract 

A district entering into an agreement may appropriate funds, and may sell, lease, give, or otherwise supply 
for the benefit of the undertaking such services or personnel as is within its legal power to furnish. 
However, no district may exercise a power or engage in a business or enterprise that is not authorized by 
law. Likewise, an agreement does not relieve a district of obligations imposed on it by law, State Board of 
Education Rules, or the Uniform System of Financial Records (USFR). 

A substantial number of services can be provided cooperatively through contracts or agreements, 
including, but not limited to, the following activities: 

 Accounting   

 Adult education 

 Alternative schools 

 Curriculum development and implementation 

 Data processing 

 Distance learning 

 Driver education 

 Equipment repair 

 Grant program writing and management 

 Health and safety management 

 Mobile learning centers 

 Purchasing 

 Research and planning 

 Shared staff 

 Special education 

 Staff development 

 Teacher pools 

 Technology 

 Testing 

 Transportation 

 Vocational education 

The process to be followed is: 

1. Adopt a joint resolution of purpose and objectives with governing boards of other participating 
entities to form an IGA. 

2. Prepare an IGA and review it with the district’s attorney. 

3. Specify in the IGA which district is to act as fiscal agent, if necessary. 

4. Ratify the IGA. 

5. Submit the IGA to the Arizona Department of Education (ADE) to be forwarded to the Attorney 
General and State Board of Education for approval, as applicable. 
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6. File the IGA with the Secretary of State or county recorder, as applicable. 

5.077.14 Independent Contractors 

Mohave Community College requires the performance of services by various individuals to carry out its 
activities. The college must evaluate whether a worker should be classified as an employee or as an 
independent contractor/consultant before services are performed or payments are processed. 
 
The IRS and other government agencies assess significant penalties for misclassification of workers.  
 
Misclassification can also create other potential liabilities. In addition, common standards are necessary 
to reduce overall risk and ensure equitable business practices that are cost effective. This document 
provides guidance and tools to help determine the correct classification of service providers. 
 
The procurement of personal services requires an evaluation of how the service provider will be paid. The 
service provider may be classified as an independent contractor and paid through accounts payable if the 
criteria outlined in this procedure guide are met. Otherwise, the service provider must be paid as an 
employee through payroll with the associated fringe benefit costs, employer payroll taxes and insurance 
risks inherent with employee classification. 
 
The classification must be based on the IRS guidelines, not on administrative convenience or relative costs. 
 
Independent Contractor Requirements 
Independent contractor/consultant services are subject to the college’s procurement policies and 
procedures. 
The IRS (Internal Revenue Service) requires the college to provide clear and convincing evidence 
supporting a decision to treat an individual as an independent contractor, usually in the form of the 
common-law 20 question test. 
Verification of taxpayer identification number – The college is required to obtain FORM W-9 (Request for 
Taxpayer Identification Number and Certification) to confirm correct tax identification number and obtain 
appropriate certifications. 
The college is required to obtain FORM 8233 (Exemption from Withholding on Compensation for 
Independent and Certain Dependent Personal Services of a Nonresident Alien Individual) from all 
nonresident individuals. Failure to provide FORM 8233 when requested shall be subject to an automatic 
30% withholding rate (foreign-person withholding). 
Nonresident alien issues – in order to comply with complex immigration and taxation laws, the college 
must provide adequate documentation prior to issuing payments to nonresident independent service 
providers.  
 
Independent Contractor Descriptions and Definitions Temporary Employee Services: 
A temporary employee is an individual who provides services to the college on an irregular or occasional 
basis. These services are provided on a substitute basis for activities normally performed by a college 
employee. 
Examples include: 

1. Individuals who have academic appointments and provide non-clinical services such as lecturing, 
tutoring or teaching (associate faculty) on a sporadic or minimal basis are considered employees 
not independent contractors. 

2. Individuals who provide sectional coverage for clinical activities are considered employees and 
not independent contractors. 
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3. Individuals who provide services normally performed by exempt or non-exempt staff for not more 
than six months in a calendar year are considered temporary employees not independent 
contractors. 

Temporary employees must be approved by human resources and paid through the college’s payroll 
department. 
 
Current and Former College Employees 
If the service provider the department wishes to hire is a current or former college employee (paid 
through the college’s payroll within the previous 12 months), he/she will be classified as an employee and 
not as an independent contractor. Contact human resources for approval and processing steps. 
 
Honoraria Payments 
An honorarium is a payment that is primarily intended to confer distinction or to symbolize respect, 
esteem or admiration. It is paid at the discretion of the college, is not a fee charged by a person being 
paid, and is not contractual in nature. Honoraria may be provided to individuals such as guest speakers or 
presenters who participate in educational events or projects. The value of an honorarium is not related 
to the performance of services. 
Requests for payment of honoraria are exempt from independent contractor review and can be paid via 
a requisition through accounts payable. However an honorarium paid to an employee of the college is 
treated as additional compensation and must be processed through the college’s payroll department. 
 
Contracts 
A contract establishes a mutually agreed-upon terms and conditions of the transaction, between the 
service provider and the college. An independent contractor agreement must be completed before 
engaging the service provider. 
 
Misclassification - Risks and Other Costs 
The common risks associated with incorrectly classifying a service provider as an independent contractor 
are: 
Penalties assessed by the IRS and state taxing authorities for failure to withhold FICA taxes, federal income 
taxes and state taxes. Penalties can be assessed against the college even when the service provider fully 
paid his/her tax obligations, payroll taxes 
Penalties assessed by state unemployment and workers’ compensation agencies 
Penalties assessed by Department of Labor and other regulatory agencies 
Grievances and/or law suits filed by independent contractors asserting negligence for injuries, etc. 
 
Tax Issues 
The college must report payments to independent contractors of $600 or more during a calendar year on 
IRS Form 1099. The independent contractor is responsible for the following: 
All estimated tax payments and other tax filing requirements. 
All tax records, original business receipts, etc. 
General liability and other insurance coverage for workers that work on his/her contract with the college. 
All benefits such as health insurance, pension plan, etc. 
 
Services exempt from independent contractor review 
Certain types of payments to service providers may be processed without requiring independent 
contractor status approval. The services below may be exempt from independent contractor review; 
however, depending on the type of service, other rules, agreements and approvals may apply. 
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 Certain professional service firms, including, engineering firms, architectural firms, law firms, 
accounting (CPA) firms. 

 Royalty – payment that represents compensation for sale or use of copyrighted or patented work 
of an author, composer or inventor. 

 Entertainers 
 
IRS Guidelines Used to Determine Employment Status 
Mohave Community College follows IRS guidance in determining employment status. Worker 
classification is based on facts and circumstances; no one factor is determinative. The IRS emphasizes 
three broad categories: behavioral control, financial control, and overall relationship. The burden of proof 
is on the taxpayer (college) when determining employment status. 
Behavioral Control: Independent contractors determine how they will accomplish the task. If the college 
provides training and/or instructions about how to complete the task, the worker should usually be 
classified as an employee. 
Financial Control: Independent contractors have significant investments in their businesses. A service 
provider who works at home generally does not have a significant investment in the business. 
Relationship: Independent contractors have a broad customer base. If the worker works primarily for the 
college, the worker should be classified as an employee. If to the extent which the services performed are 
a key aspect of the regular business of the college, the worker should be classified as an employee. 
Sponsored programs often require reports, presentations, and/or reviews by experts not employed at the 
college. These individuals have specialized knowledge directly related to the scope of a project. Although 
they generally do not operate businesses, they may qualify as independent contractors because the 
college does not control their activities. 
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5.080 Procurement 

The college shall assure that its procurement procedures adhere to all applicable state statutes and 
regulations (ARS 15-1445).  The Board has the authority to set appropriate parameters for the 
President’s signature limits on purchases and to define the formal procurement threshold for the 
college.   

 

5.080.01 Purchasing Card (PCard) 
The college may implement a Purchasing Card (PCard) program. A PCard Policy Manual will be maintained 
in the Business Office. 
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5.085 Investment of Surplus Funds 

The college shall invest its surplus funds in conformance with the statutes and regulations of the state 
and in a manner that assures the greatest safety for the investment (ARS 15-1445). 

5.085.01 Investment of Surplus Funds 

The Executive Vice President and or designee shall be authorized to invest all funds not currently in use in 
a manner allowable under the statutes to obtain the best and most prudent return to the college. 
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5.090 Employee Compensation  

The college shall conform to all federal and state statute and regulation in the process of payment to 
employees of the college (ARS 15-1445). 

5.090.01 Compensation of Full-time Employees 

The college will follow all applicable accounting standards in the processing of payroll for full-time 
employees. 

5.090.02 Compensation of Temporary Employees 

1. Once the initial new hire paperwork (if applicable) and employee action form (EAF) have been 
submitted to human resources for approval and processing, initiation of payment for services 
rendered may begin. 

2. The employee action form shows employment action only. EAFs are not employment contracts. 
No payment will be made from the submission of the EAF alone. Payment can only be made by 
means of a timesheet or payment voucher. 

3. A temporary employee paid via a timesheet is processed in human resources with the expectation 
that the employee will work fairly regular weekly hours and will be due payment at the end of 
each pay period. Timesheets are submitted to the business services department. 

4. A temporary employee paid via a payment voucher is processed in human resources with the 
expectation that the employee will at some point, periodically but not regularly, be called upon 
for service, and that payment will be required. Payment vouchers will be completed according to 
the instructions included with the payment voucher, located in the online information repository. 
Payment vouchers are submitted to human resources. 

5.090.03 Time sheet/time card procedures 

It is the responsibility of the employee to review the time card to certify the accuracy of all time recorded. 
Worked time must be tracked and entered daily in order to allow for accurate and complete reporting. It 
is recognized that at times the system does not allow for the entering of worked time due to conflict with 
other processes. If such situation should occur, the employee must enter time worked at the next earliest 
possible opportunity. The employee must record beginning and ending times of each work day and meal 
period to the minute on a daily or as worked basis. Time may not be entered en masse the day timecards 
are to be submitted.  Employees who violate any of the procedures are subject to disciplinary action under 
section 5.155. 
 
1. Time sheets/time cards will be submitted electronically by supervisors responsible for payroll 
timekeeping for approval. 
 
2. Supervisors responsible for payroll timekeeping must make sure that mandatory fields are filled in 
correctly to reflect accurate reporting of time categories. Accurate reporting includes, but is not limited 
to: 

a. Mandatory fields are filled in correctly 
b. Hours are rounded to the nearest quarter hour 
c. Pay period is correct 
d. Dates of pay are correct 
e. Date of supervisor signature corresponds to the due date of the timecard/time sheet 
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f. Date of employee signature must correspond to their last day worked within the pay period for 
time card/ time sheet 
 

3. Any corrections after submission must be made by the supervisor to payroll@mohave.edu. Supervisors 
responsible for payroll timekeeping must view and approve each time sheet/time card. 
 
4. Supervisors responsible for payroll timekeeping must anticipate for meetings, vacations or any 
absences that can occur causing to miss submission of payroll file. Supervisor signatures predated to allow 
for absences are not acceptable to auditors. Supervisors must have a designated substitute to fill in for 
any absences (same level of authority or higher) and payroll shall have on file a list of approved 
substitutes; however, the ultimate responsibility for payroll submission will be that of the supervisor. 
 
5. Supervisor responsible for payroll timekeeping must be aware of timelines and deadlines for submission 
of payroll files including periods of time in which the college is closed.   

 

5.090.04 Time Reporting and Overtime Compensation  
The definitions utilized are:  
• FLSA– Fair Labor Standard Act, the federal law which governs minimum wage and 
overtime compensation.  
• Exempt – employees are paid an agreed amount for performance of all duties assigned, 
regardless of the amount of time or effort required to complete the work, and do not record hours 
of work on a time record/sheet.  

• Nonexempt – employees are paid for each hour worked and record each hour worked on 
the time record/sheet.  

• Overtime – Any amount of time worked that increases the total compensable hours 
during the workweek above the weekly hours assigned in the term appointment.  

• Workweek – For purposes of determining eligibility for overtime pay as mandated by 
applicable state and federal laws, the work week shall be deemed to commence at 12:01 a.m. on 
Sunday and end seven days later on Saturday at midnight. The full-time workday for employees 
is eight hours per day with a one-hour unpaid lunch period except for summer hours in which may 
vary based upon administrative directive.  
 
5.090.04.01 Overtime administration for nonexempt employees  
More hours worked does not equal greater productivity. Quality and productivity suffer when 
employees work unreasonable hours. Supervisors should reserve the use of overtime for genuine 
scheduling emergencies. Departments that regularly incur overtime must re-evaluate their time 
management and project scheduling practices  
 
5.090.04.05 Approval of Overtime  
Overtime shall be used only after other alternatives have been exhausted, such as rescheduling 
priorities, reassigning work, re-balancing workloads, offsetting excess hours in one day with 
reduced hours in another day in the same workweek, and revising the work schedule so the work 
can be performed on the weekend as a regular part of the affected workweek.  
 
Supervisors are responsible for obtaining authorization and scheduling overtime in advance; 
therefore, a nonexempt employee shall not work overtime unless the supervisor has secured 

mailto:payroll@mohave.edu
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authorization in advance. To obtain authorization, a supervisor must request approval of overtime 
from the Vice President in writing. The request must include the estimated number of hours of 
overtime needed, the date range over which the overtime work will be preformed and a rationale 
as to why the overtime is needed. 
 
Employees are expected to work overtime when requested to do so.  
 
 
5.090.04.10 Overtime Compensation  
Employees will be compensated at the regular rate of pay when the time actually worked during 
a workweek, including any overtime hours, is less than forty (40) hours.   
 
Employees will be compensated at a rate of one and one-half times the employee’s regular rate 
of pay for only those hours which an employee is required or is permitted to work in excess of 
forty (40) hours in a workweek. Personal time off, sick leave reserve, paid holidays and other 
absences, paid or otherwise, do not count toward the forty (40) hour workweek for determining 
the number of hours compensated at time and a half. An employee may not waive the right to 
compensation for overtime.  
 
5.090.04.15 Unauthorized Overtime  
If an employee works overtime without supervisor’s authorization, the college is responsible for 
compensating the employee. Employees who work unauthorized overtime and supervisors who 
assign unauthorized overtime may be subject to disciplinary action.  
 

5.090.04.20 Compensatory Time Off in Lieu of Overtime Payment  

Supervisors may give compensatory time off (comp time) in lieu of overtime payment under the 
following circumstances:  

 Cap at 80 hours, must be used within 13 pay periods (6 months) of earning. 

 Any overtime over the 80 hours of comp time must be compensated with pay. 

 Any compensatory time on the books at the time of separation from employment must be 
compensated with pay as per FLSA requirements. 

 Both employee and supervisor must agree to compensatory time. 

 Supervisors are expected to plan for and manager employee compensatory time. 

For purposes of this—  

 Compensatory time is applicable to non-exempt (hourly) employees only 

 the term “overtime compensation” means the compensation required for hours worked 
physically worked in excess of 40 hours during a single work week  

 the terms “compensatory time” and “compensatory time off” (comp time) mean hours 
during which an employee is not working, which are not counted as hours worked during 
the applicable workweek or other work period for purposes of overtime compensation, and 
for which the employee is compensated at the employee’s regular rate. 

 
5.090.04.25 Funds for Overtime 

Supervisors will be responsible for insuring availability of overtime funds in their department 
budgets. 
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5.090.04.30 Overtime administration for exempt employees 

Exempt employees do not track, earn or receive overtime compensation or comp time for extra 
hours worked. Exempt employees are expected to perform all duties assigned without regard to 
the number of hours on the job. 

5.090.05 Overload Payment for Resident Faculty 

The instructional load for resident faculty in any given academic year (fall and spring semesters) is not less 
than 15 credit hours per semester, dependent upon teaching assignments. Normal load, between 30-32 
credits) is established for each resident faculty member at the beginning of each academic year by the 
respective academic chair or program director. Normal load is annotated on the top half of MCC Form 
EDU 0003, in the Normal Load Information section, during the fall meeting with faculty. The academic 
chair or program director and the faculty member sign the form for the first time during this meeting to 
indicate the agreed upon normal load for the year. 
 
An overload (up to 36 load hours per academic year) will be considered with approval from the Dean of 
Instruction. Overloads above 36 load hours in an academic year will not be considered without significant 
rationale. If an overload condition exists, the academic chair or program director will complete the bottom 
half of MCC Form EDU 0003, Overload section, annotating only the overload course(s). This form will be 
signed by the academic chair or program director and each faculty member during their spring meeting. 
This form must be signed a second time by both parties regardless of load. Once signed, the form is to be 
routed for approval. 
 
Overload payment is based on the associate faculty salary schedule and will be calculated once a year, in 
the spring, after load for the academic year has been established. Upon approval by the Dean of 
Instruction, the overload calculations will be transmitted to the payroll office for processing. A separate 
payroll will be processed for overloads and will be paid out two weeks after the final resident faculty pay 
of the academic year. 

 

5.090.05.01 Associate Faculty Load 

The teaching load for associate faculty shall not exceed 9 hours per term of appointment.  
Associate faculty may not under any circumstances teach more than 18 hours in any academic 
year (fall, spring and summer semesters). 

 

5.090.06 Employee Insurance 

The college shall follow federal or state requirements for employee insurance and may provide additional 
insurance benefits as stated in administrative procedures. 

5.090.07 Tax-Sheltered Annuities 

The college has authorized participation in tax-sheltered annuity programs for employees. An employee 
who has purchased a tax-sheltered plan with a legally-qualified insurance company may authorize the 
college to reduce his/her salary by an amount to be applied to the tax-sheltered annuity. 

5.090.08 Payroll Deductions 

The college shall adhere to state and federal statutes relative to the requirements for deductions to be 
made from any employee’s paycheck. 
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5.090.09 Direct Deposit 

The college will strongly encourage direct deposit of payroll payments for all employees. 
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5.095 Travel 

The college shall provide for vehicle usage and travel reimbursement for employees, Board members, 
and others such as persons selected for interview in a manner that is consistent with Arizona statute 
and regulation and with best practices (ARS 15-1445 ARS 15-1406, ARS 38-623 and 38-624C). 

5.095.01 Travel Request and Allowances 

a. Per Diem Rates: Statutes relating to travel policies and regulations - ARS 15-1406 permits community 
college district governing boards to establish travel policies for their districts, but ARS 38-623 and 38-
624C limit reimbursement rates for meals, mileage and lodging to the levels set by the department of 
administration.  

b. Meal Allowances: Per diem meal reimbursement rates (in and out-of-state) are established by the 
Arizona department of administration, and qualifying meal costs may be reimbursed only up to the 
authorized limits (inquire with business services department for current per diem limits and rates for 
breakfast, lunch and dinner). In the event that the traveler chooses to submit receipts for 
reimbursement instead of per diem rates, gratuities will not be included in reimbursement. 

 
c. On days of departure, breakfasts are reimbursed only for travel initiated prior to 7:00 am. On days 

of departure or return, lunches are reimbursed only for departures prior to 11:00 am or returns 
after 2:00 pm. Dinners are reimbursed for departures prior to 5:00 pm and for returns after 7:00 
pm. No meal receipts are required for reimbursement if per diem rates are used (with the exception 
of next paragraph).  

For example, the per diem could be broken down in to the following meal breakdown for breakfast, 
lunch & dinner is shown in the chart below. Although your per diem may not appear below, the 
rounded percentages allocated to each meal per day remains the same. 
Breakfast  $ 7.00  $ 8.00  $ 9.00  $10.00  $11.00  $12.00 
Lunch  10.00  11.00  13.00  14.00  16.00  17.00 
Dinner  17.00  20.00  22.00  25.00  27.00  30.00 

$34.00  $39.00  $44.00  $49.00  $54.00  $59.00 

d. No reimbursement shall be allowed for meals provided at no out-of-pocket cost to the traveler (e.g., 
prepaid conference luncheons). However, if circumstances prevent participation in a provided meal, 
reimbursement to the maximum per diem allowance for that meal may be approved. In such case, a 
receipt and written explanation (attached to the travel claim) is required. Conference agendas must be 
attached to the travel claim form to confirm if meals are included at the event or activity. 

e. Lodging Allowances: Lodging rates are established by the Arizona department of administration, 
which generally adopts the federal Runzheimer Index, and lodging costs incurred while in travel status 
may be reimbursed up to those authorized limits. The college qualifies for special government or 
educational lodging rates. Current per diem rates are available through the link provided on the travel 
request form. Traveler is personally liable for any cost in excess of the allowable expense.  

f. When a conference or event is scheduled to take place in a particular hotel (a “host” hotel) offering 
special rates for participants, reimbursement of such lodging may be authorized in full, even if in excess 
of the Runzheimer Index. However, such excess must be approved in advance of travel and make clear 
business sense. To be reimbursable, lodging costs MUST be documented with original bills. 
Documentation by credit card slip alone is NOT sufficient.  
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g. Occasionally, prevailing hotel rates exceed the maximum allowable reimbursements rates, despite 
reasonable efforts to locate alternatively priced accommodations. In these situations, the Dean of 
Business Services or a designee may grant exceptions to the established reimbursement rates for travel 
that requires an overnight stay. This request will only be considered IN ADVANCE of travel. Exception 
requests should document the circumstances of the request, including a minimum of 3 inquiries with 
hotels normally offering economical rates. Travelers must attach such documentation to the travel 
request indicating the city, hotel name, telephone number, room availability and rate. If approved by the 
normal travel request form authorized parties, such lodging costs may be fully reimbursable. 

Reimbursement for lodging at other than a commercial establishment is not allowed. When lodging is 
shared with an individual not on college business (e.g., spouse), reimbursement shall not exceed the 
single-room rate. 

h. Reimbursement for lodging at other than a commercial establishment is not allowed. When lodging is 
shared with an individual not on college business (e.g., spouse), reimbursement shall not exceed the 
single-room rate.  

i. Mileage Allowance for Use of personal Vehicle: The IRS establishes a maximum mileage 
reimbursement rate excludable from ordinary income tax and the Arizona department of administration 
sets maximums for the state and community colleges within that limit. As a result, college 
reimbursement rates may be below the IRS limits. The mileage rate shall be that which is currently in 
effect, and which can be obtained from the business services department. Mileage reimbursement rate 
is considered full compensation for gasoline, vehicle maintenance, depreciation and all other costs of 
vehicle operation. No other costs for personal vehicle operation (repair, etc.) may be borne by the 
college.  

j. For out-of-state travel, total mileage reimbursement for personal vehicle use is limited to the total of: 
1.) the cost of economy-fare commercial airline service to and from the destination and 2.) The cost of 
taxi service between the destination airport and the hotel. Travelers desiring this option must contact 
the business services department in advance of the trip to confirm the airline cost. Travelers must 
obtain the approval of their supervisor, campus dean and the President before driving a personal vehicle 
out of state (Las Vegas is considered in-State) on business and must pre-agree on the reimbursement 
amount. Such pre-agreed amounts must be clearly indicated and approved on the travel request form.  

 
k. Expense Claims and Reimbursements: Upon completion of travel, the employee shall submit the claim 
portion of the travel form directly to the business services department at 
accountspayable@mohave.edu . A pre-approved travel voucher requires only supervisor approval. A 
claim not having a pre-approved request must be processed through the established purchase request 
system. An expense claim form must be completed and submitted for every approved travel request. If 
no expenses were incurred it must be noted on the claim form.  

 
l. Travelers may be reimbursed only for those allowable expenses previously approved on a travel 
request form. Individuals may submit a travel expense claim only for themselves. Claims for trips MUST 
be submitted within five working days after completion of the trip. Claims for prior fiscal year travel will 
not be considered outside of this five working day requirement. All claims must be submitted no later 
than the 2nd Friday in July.  Excess advances or travel balances owed to the college after completion of a 
trip MUST be reimbursed to the college within ten days following completion of the trip. Balances not 
reimbursed within the above time limit may be deducted from salary, wages or any other 
reimbursement due the traveler.  

mailto:accountspayable@mohave.edu
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m. Reimbursement is allowed only for pre-approved college business-related expenses and for meals 
and lodging in accordance with the current department of administration procedures. Original receipts 
for all expenses (except meal per diems), MUST be attached to all travel expense claim forms. Receipts 
altered by the traveler may not be accepted (explanatory notes, however, are permitted). Advance 
funds not supported by receipts within 10 days of return will be reimbursed to the college by means of 
billing the traveler. 

 
n. Other Allowable Expenses: Other allowable expenses regardless of amount, require documentation 
(invoice, bill or receipt).  

o. The college may reimburse the cost of calls or faxes made for official college business. The 
reimbursement claim must clearly indicate the purpose of the business communication and include 
receipts when possible. All possible calls should be made from the traveler’s cell phone if they receive a 
cell phone allowance from the college. Long distance calls shall be made “collect” wherever possible or 
through the college’s 1-800 numbers.  

p. Other reimbursable professional travel expenses include parking fees, conference registration fees, 
highway tolls, postage, taxis, rental cars and fax charges. Questions regarding allowable expenses should 
be directed to the business services department. No gratuities will be considered for reimbursement. 

q. Non-Reimbursable Expenses: Items NOT considered travel expenses, for which there is NO provision 
for reimbursement include: Laundry, gratuities, valet services, entertainment, private telephone calls, 
alcoholic beverages, and servicing of personal vehicles (gas, motor, body or tire repair, etc.).  
 

5.095.02 Mileage Reimbursement 

1. Persons commuting from home to an assigned campus are not eligible for travel reimbursement.  

2. Mileage reimbursements may be authorized regardless of travel status; i.e., within 100 mile radius of 
the college. If a traveler maintains a daily log for a vehicle, accounting for travel by date and location and 
clearly indicating business related use, he or she may summarize mileage on the travel claim form. 
Odometer readings must be supplied or traveler may use standard default rates (call business services 
department for standard mileage rates).  

3. Employees should maintain a record of their mileage and submit a single request for all mileage 
reimbursement in the previous 30 days by the 15th day of each month. Exception: if the total amount to 
be reimbursed does not meet a minimum of $5.00 and the activity is expected to continue and 
accumulate, employees should wait until that minimum level is reached to submit their mileage 
reimbursement.  

4. Associate Faculty: Associate faculty are eligible for travel reimbursement if they are recruited for 
teaching assignments that require travel in excess of thirty miles round trip from their legal residences, 
to a maximum of one hundred fifty (150) miles round trip. The first thirty miles is to be deducted from 
the total (e.g. 65 miles round trip less 30 miles equals 35 miles round trip allowed for mileage). 
Reimbursement will be at the current mileage allowance approved for the college. Associate faculty 
teaching classes via distance education modalities are not eligible for travel reimbursement to meet 
students.  Academic Chairs and Program Directors are expected to  recruit local associate faculty 
whenever possible to minimize travel cost.  
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6. Employees should maintain a record of their mileage (forms available from the online Forms 
Repository) and submit a single request for all mileage reimbursement in the previous 30 days by the 
15th day of each month, or for all travel in the semester at the end of the semester.  
 

5.095.03 Vehicle Usage 

5.095.03.10 Vehicles 
 

1. The College shall acquire and maintain a fleet of vehicles to be used for approved and necessary 
travel by certain college employees in the performance of their duties.  Fleet cars shall only be 
used by assigned employees for daily use.  North Mohave campus will retain a fleet car for campus 
use due to remote location.  The office of procurement shall solicit bids for rental vehicle services, 
and the successful vendor shall be utilized during that fiscal year to supplement the college fleet 
of cars. 

2. College cars and vehicles rented for college use are intended only for the conduct of official 
college business and may be driven only by employees having a valid driver’s license.  Students, 
work studies, aides, volunteers and the like are not eligible. 

3. For in-district travel employees will be expected to use a personal car but may arrange a rental 
car for out-of-district travel.  If personal circumstances will not allow for use of a personal car for 
in-district travel, a Vehicle Request form may be filled out and signed by the supervisor authorizing 
such arrangements.  

      
5.095.03.20 Vehicle Assignment 

1. Absent justifiable need, travel within the service area of the lower three campuses by term 
employees will be conducted using personal vehicles. Travel to and from Colorado City as well as 
travel outside the southern campus service areas may indicate the use of a rental vehicle.  

2. The North Campus Dean shall designate a staff member to monitor and manage the vehicle 
assignments.     

3. Faculty and staff members who travel for the purpose of conducting college business must receive 
approval on the Travel Form prior to the trip.   

4. Travelers must submit the approved Travel Form to the Business Office at: 
accountspayable@mohave.edu   

5. Any passengers carried must be listed on the vehicle request form.  Only persons having an 
appropriate college function or business relationship may be carried as passengers. 

6. The best use of college resources, considering the length of the trip, number of passengers and 
the days the vehicle will be in use, shall govern the vehicle assignment.  The order of preference 
shall be determined by the Business Office. 

7. The Business Office shall review the approved travel request and make a rental reservation as 
necessary.  No vehicle will be assigned without proper approvals. 

8. If a personal vehicle is approved for use by the college president at the request of the traveler for 
personal comfort or convenience, the maximum reimbursement shall be the actual mileage rate 
for the miles driven, or the regular daily rental rate from the contract vendor, whichever is less. 
 

5.095.03.30 Exceptions: 
 

mailto:accountspayable@mohave.edu
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1. Associate faculty members shall be reimbursed for the use of private vehicles for travel between 
campuses for the purpose of teaching a scheduled class. Rental vehicles will not be used for this 
purpose. 
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5.095.03.40 Vehicle Use 
 
1. The campus office shall issue a gasoline credit card for the trip, and the driver shall be responsible for 

refilling the college vehicle or rental vehicle prior to return. College fuel cards shall not be used for 
privately owned vehicles.   Fuel cards, when inserted in the fuel pumps, will request the vehicle 
mileage and the user pin number.  The MCC six digit employee number is the correct pin number for 
access. Fuel cards for rental vehicles may be obtained from the campus dean’s secretary.  The fuel 
cards used for rental vehicles use a different pin system.  Pin numbers will be issued by the campus 
dean’s secretary at the time they are issued.  

2. When college cars are used for business travel, the college’s auto and liability insurance provides the 
primary coverage in accordance with state law. A certificate of coverage and an accident report form 
should be in the glove compartment of every college vehicle.  

3. Compact class cars from rental agencies shall be used, unless the circumstances of the trip, i.e., 
number of travelers, hauling of supplies or unimproved roadways, justifies a larger vehicle. Field trips 
for students may require vans. The Business Office will make arrangements directly with the rental 
car agency.  

4. The rental contract and associated paperwork will be forwarded to the business services department 
as soon as possible after the trip for proper payment.  

5. Insurance coverage offered by the rental agency is not approved. The college’s automobile insurance 
coverage is primary when rented cars are used for college business. Always rent in the name of the 
college. Always take a copy of the college’s certificate of coverage and an accident report form with 
you when renting an automobile.  

6. Any use of the rented vehicle which may appear to be personal may negate college insurance 
coverage and incur liability to the driver.  

7. Use of Private Vehicle: When a private car is used for college business, the driver’s personal 
automobile insurance provides primary coverage. The college’s auto liability insurance may extend 
that coverage in the event liability costs exceed the traveler’s policy limits. In accordance with ARS 
28-1251, employees driving personal vehicles for college business must have personal auto coverage 
and submit proof of coverage to the business services department.  

8 Any traffic or parking citations resulting from the use of a college car, or one rented by the college for 
approved travel, become the responsibility of the employee driver.  The college will report to the 
requesting law enforcement agency the identity of the employee driver upon request for “speed 
camera,” or “red light camera,” violations received. 

5.095.04 Field Trips 

1. Field trips must be planned in conjunction with the division chair and the campus dean for credit 
courses or the dean of institutional effectiveness and community and corporate outreach for non-
credit courses prior to discussion with students 

2. No core courses will require a field trip. 

3. Monday through Friday field trips will be avoided, or the trip must be completed within the regular 
class or lab times. 

4. The notification that “field trips may be a required part of the class” will be included in the catalog, 
schedule, and syllabus. 

5. The following rules apply: 

6. The transportation fee paid by the student is that listed in the current catalog and schedule. 
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7. No mandatory field trips will require the student expenditure of funds beyond meals, unless the costs 
are identified in the schedule. 

8. Additional costs of a field trip (entrance fees, lodging) shall be identified in the schedule and the 
syllabus. 

9. No mandatory field trips shall be scheduled on days the college is closed. 

10. The syllabus shall contain a firm listing of the times and dates of field trips. 

11. Students shall be made aware of the consequences of missing field trips. 

12. No class will be offered with required field trips if the above requirements for listing in the catalog, 
schedule, and syllabus have not been met. 

13. Proof of medical insurance is required for all field trip participants. 

14. Arrangements should be made for students with special needs. 

15. An instructor must accompany the field trip for it to be college sanctioned. 

16. A travel request form must be completed whether or not there is a claim for reimbursement. 

17. Any necessary pre-reservations must be made before the class starts. 

18. All students under 18 years of age must have permissions slips signed by a parent or guardian prior to 
any field trip. 

19. Field trips by college clubs will be funded from club revenues. 

20. All students must complete the field trip release form and return it to the instructor prior to attending 
the field trip. 

5.095.05 Accident or Illness while in Travel Status 

Whenever travelers on college business fall ill, suffer an accident or emergency, they should immediately 
notify proper legal authorities, if applicable and their immediate supervisor. If the supervisor cannot be 
reached, the traveler should notify the business services department, who will forward the information. 

In case of an accident while in college travel status, travelers must submit a full, written report as soon as 
possible to the business services department. The report must indicate all important facts, names and 
addresses, police report numbers, witness information, extent of injuries, damages incurred and any other 
pertinent information. 

5.095.06 Job Applicant Travel Reimbursement 

In order to support the college’s efforts to attract qualified job applicants, the college shall reimburse 
certain interviewee travel costs. 

Applicants are eligible for reimbursement if they have been invited to participate in an on-campus 
interview for a full-time regular job opening. Reimbursement is limited to applicants traveling more than 
100 miles one way in order to participate in the interview and the applicant is interviewing for a position 
categorized as professional staff, administrative staff level 1 or resident faculty.  

The President may waive any restriction within this policy whenever, in his judgment, special 
circumstances so justify.  

Applicants may be told, at the time of the invitation for a personal interview, that the college may 
reimburse for interview expenses, upon approval of the President, for the following: 
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1. Lodging, meals, and least expensive method of transportation consistent with scheduled 
interview date. Transportation costs may consist of: parking fees, shuttle and/or taxi fare, airline 
ticket, mileage reimbursement for use of personal car (odometer readings will be required), rental 
car to and from destination. 

2. The college will reimburse candidates up to the authorized limits for lodging, meal rates and 
mileage rates in accordance with the levels established by the Arizona Department of 
Administration. 

3. Lodging and meals will be reimbursed to a maximum of two days.  

4. Other expenses as approved by the President.  

5. Original, itemized receipts are required for reimbursement of covered expenses, excluding meals. 
Receipts and request for reimbursement must be submitted to human resources no later than 30 
days from the date of the interview to be eligible for reimbursement. 

6. The college will not reimburse for personal expenses such as in-room bar/snack service, movie 
rentals, phone calls, valet service, etc.  
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5.100 Human Resources Management 

The college shall assure that personnel practices of the college conform to all applicable state and 
federal statutes and regulations (ARS 15-1445). 

5.100.01 Human Resources Management 

Mohave Community College recognizes that dynamic and efficient staff and faculty members who are 

dedicated to higher education are necessary to forward the mission of the College. The College is 

interested in its personnel as individuals, and it recognizes its responsibility for promoting the general 

welfare of the staff members.  

 

The College establishes, as human resources goals, the following; 

 Ensuring that personnel activities involved in the treatment of employees or potential employees 

meet state and federal requirements. 

 Recruiting, selecting, and employing the best-qualified personnel to staff the College. 

 Maintaining an employee appraisal program that will contribute to the continuous improvement 

of staff and faculty performance. 

 Professional development activities for employees that will improve their rates of performance 

and retention. 

 Deploying available personnel to ensure that they are utilized as effectively as possible within 

budgetary constraints. 

 Cultivating human relationships necessary to obtain maximum staff performance and satisfaction. 

 Maintaining a staff compensation program sufficient to attract and retain qualified employees 

within the fiscal limitations of the College. 
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5.105 Equal Opportunity 

The college shall assure that the laws governing equal employment opportunity are followed by the 
college (ARS 15-1445). 

5.105.01 Equal Opportunity 

The college is committed to providing equal employment opportunity, educational opportunity, and 
advancement to individuals without regard to race, color, religion, sex, national origin, age, mental or 
physical disability, sexual orientation, or veteran status or any other legally protected class in any of its 
policies, practices, or procedures. The equality of employment opportunity for all persons must be 
consonant with all applicable provisions of state and federal laws. The college shall promote equal 
opportunity and treatment on a continuing basis through a positive and ongoing program. 
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5.110 Americans with Disabilities Act (ADA) 

The college shall ensure that the college is in compliance with the Americans with Disabilities Act (ARS 
15-1445). 

5.110.01 Americans with Disabilities Act (ADA) 

The Americans with Disabilities Act (ADA) and the Americans with Disabilities Amendments Act (ADAAA) 
are federal laws that require employers to not discriminate against applicants and individuals with 
disabilities and, when needed, to provide reasonable accommodations to applicants and employees who 
are qualified for a job, with or without reasonable accommodations, so that they may perform the 
essential job duties of the position. 

It is the policy of Mohave Community College to comply with all federal and state laws concerning the 
employment of persons with disabilities and to act in accordance with regulations and guidance issued by 
the Equal Employment Opportunity Commission (EEOC). Furthermore, the College prohibits 
discrimination against qualified individuals with disabilities in regard to application procedures, hiring, 
advancement, discharge, compensation, training or other terms, conditions and privileges of 
employment. 

The college shall facilitate, within reason, appropriate resources, services, and auxiliary aids to allow each 
qualified person with a documented disability equitable access to educational programs, social 
experiences, and career opportunities.  

The Compliance Officer and the Director of Human Resources will act as ADA coordinators for the college 
to oversee compliance in the area of facilities, student, staff and faculty accommodations and 
employment practices.  

 

Requests for Accommodations 
If an employee with a disability wants or needs reasonable accommodation, it is the responsibility of the 
employee to request such accommodation in writing, as well as to provide the college with documentation 
of the disability to the office of human resources. (Medical reports of records, diagnostic evaluations, a 
letter(s) from a qualified medical professional or completion of the disability verification form are 
examples of such documentation). Mohave Community College requires up to twenty-one working days’ 
notice to provide disability related "reasonable accommodation" or assistance to the person requesting 
accommodation, provided the accommodation does not create an undue hardship on the financial or 
structural operation of the college. Wherever possible, the college may provide reasonable 
accommodation(s) with less than a twenty-one day working notice provided an undue hardship on the 
financial or structural operation of the college does not exist.  

Under the ADA, an "individual with a disability" is someone with a physical or mental impairment that 
substantially limits one or more major life activities. An individual is considered to be a person with a 
disability if he/she has the disability, has a record of the disability or is regarded as having the disability. 
It is college's intention and obligation to provide "reasonable accommodation" to qualified employees 
with disabilities in all aspects of employment, provided the accommodation does not create undue 
hardship on the financial or structural operation of the college. Reasonable accommodation is the 
provision of an auxiliary aid, or modification of the facility, service or program, which may allow access by 
the employee with a documented disability.  
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Evaluation and provision of accommodations: It is the responsibility of the employee with a documented 
disability to inform the office of human resources of his or her need for special assistance or 
accommodation. When the request for assistance or accommodation is received, the office of human 
resources will:  

Determine if the individual is qualified by taking appropriate steps. Request documentation of the 
disability to include completion of the disability verification form by a physician or qualified health 
professional.  

Consult with the qualified employee with a documented disability who has identified his or her need for 
assistance and evaluate reasonable accommodation.  

Research available accommodations and resources. Consult with the relevant administrator in considering 
types of reasonable accommodations.  

Consider the preference of the employee with a documented disability. In most cases, the college is free 
to choose the readily achievable accommodation. This could be the least expensive or the easier to 
provide; however, if accommodation avenues are equal, the employee's preference will be provided.  

 

5.110.05 Service Animals 

Mohave Community College is committed to providing reasonable accommodation pursuant to the 
American’s with Disabilities Act and other relevant laws. These guidelines provide information regarding 
the accommodation process for individuals using service animals. 
 
Definitions: 
Service animal means any dog that is individually trained to do work or perform tasks for the benefit of 
an individual with a disability, including physical, sensory, psychiatric, intellectual, or other mental 
disability. Other species of animals, whether wild or domestic, trained or untrained, are not service 
animals for the purposes of this definition. The work or tasks performed by a service animal must be 
directly related to the handler’s disability. Examples of work or tasks include, but are not limited to, 
assisting individuals who are blind or have low vision with navigation and other tasks, alerting individuals 
who are deaf or hard of hearing to the presence of people or sounds, providing non-violent protection or 
rescue work, pulling a wheelchair, assisting an individual during a seizure, alerting individuals to the 
presence of allergens, retrieving items such as medicine or the telephone, providing physical support and 
assistance with balance and stability to individuals with mobility disabilities, and helping persons with 
psychiatric and neurological disabilities by preventing or interrupting impulsive or destructive behaviors. 
The crime deterrent effects of an animal’s presence and the provision of emotional support, well-being, 
comfort, or companionship do not constitute work or tasks for the purposes of this definition.  
 
Disability means a physical or mental impairment that substantially limits one or more of the major life 
activities of a person. Major life activities include, but are not limited to, caring for oneself, performing 
manual tasks, seeing, hearing, eating, sleeping, walking, standing, lifting, bending, speaking, breathing, 
learning, reading, concentrating, thinking, communicating, and working. A major life activity also includes 
the operation of a major bodily function, including but not limited to, functions of the immune system, 
normal cell growth, digestive, bowel, bladder, neurological, brain, respiratory, circulatory, endocrine, and 
reproductive functions. 
 
Process: 
Short term visitors and members of the public: 
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In the event that a member of the community is attending an event or using the library will not be asked 
to document a disability to bring a service animal onto campus. Questions or concerns regarding the 
appropriateness of a service animal being on campus are to be brought to the attention of MCC Disability 
Services. 
 
Students: 
As with any other accommodation, Mohave Community College students who use a service animal on 
campus are required to register with Disability Services and engage in an interactive accommodation 
process, which may require certain documentation. 
 
 
 
 
Employees: 
As with any other accommodation, Mohave Community College employees who use a service animal on 
campus are required to speak with MCC Human Resources and engage in an interactive accommodation 
process, which may require certain documentation. 
 
General Requirements for Individuals Using Service Animals on Mohave Community College Campus: 
 
These are the general requirements for the use of service animals on MCC property. 
Except for licensing and vaccination requirements, MCC will make reasonable accommodation for 
individuals who are not able to comply with these requirements due to disability. 
 
1. A service animal will be permitted to accompany a person with a disability unless: 
 a. The animal poses a direct threat to the health or safety of others 
 b. The animal fundamentally alters the nature of the place, services or activities. 
 c. The animal poses an undue burden. 
 d. The animal is unruly or disruptive. 

e. Except in an immediate safety situation, Disability Services should be contacted prior to 
excluding a service animal. 

 
2. The animal must be immunized in accordance with the county and/or city requirements where the 
animal is being brought on to MCC property. 
 
3. The animal must be licensed in accordance with the county and/or city requirements where the animal 
is being used, and must display the license as required by that county or city. 
 
4. The user must be in control of the animal at all times while on MCC property. 
 
5. The care and control of the animal is solely the responsibility of its user. 
 
6. The user must clean up the animal’s waste. 
 
7. The use is responsible for damage caused by the animal. 
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5.112 Sexual Misconduct 

The College prohibits all forms of sexual misconduct by students and employees 
 
The College does not tolerate sexual misconduct.  This policy explains what conduct is prohibited, how 
the College responds to such misconduct, what resources are available to victims and how victims may 
file a complaint. 
 
5.112.01  Prohibited Conduct 

 
The College prohibits all forms of sexual misconduct by students and employees, whether perpetrated by 
a stranger or acquaintance, whether occurring on or off campus, and whether directed against a member 
of the College community or someone against outside the community. Such behavior will result in 
discipline and may also be a criminal violation. 
   
Prohibited conduct ranges from acts of non-consensual sexual intercourse and non-consensual sexual 
contact, to sexual misconduct including, but not limited to, harassment of a sexual nature, sexual 
exploitation, stalking, relationship violence, voyeurism, exposure, video or audio taping of sexual activity, 
and sexual activity resulting from emotional coercion. The College may also discipline students and 
employees for inappropriate sexual behavior and forms of sexual misconduct that are not specifically 
listed here. 
 
Active consent is needed to engage in sexual activity.  For the purpose of this policy, consent is informed, 
freely and actively given, mutually understandable words or actions that indicate a willingness to 
participate in a mutually agreed upon sexual activity.  It is incumbent upon both parties to both obtain 
and give active consent prior to any sexual activity.  Consent may never be given by those not yet eighteen 
years of age, those who are incapable of giving informed consent as a result of alcohol or other drug 
consumption (voluntary or involuntary), those who are mentally incompetent, those with impairments to 
reasoning or judgment, or those who are unconscious, unaware or otherwise physically helpless. Effective 
consent may never be obtained as a result of coercion, intimidation, threat of force, or force. 
 
Any member of the College community found responsible for violating this policy is subject to disciplinary 
action. Complaints of alleged dating violence, domestic violence, sexual assault or stalking shall be 
handled according to the procedures specified in this policy. All other complaints of sexual misconduct 
shall be handled under the policies that govern discipline of students and employees.  Disciplinary action 
may be taken regardless of whether criminal charges have been filed and without regard to whether the 
conduct occurred on or off the College campus. 
 
5.112.02  Definitions of Prohibited Conduct 

 
5.112.02.01  Sexual Assault 

Sexual assault is any type of sexual contact or behavior that occurs by force or without consent of 
the recipient of the unwanted sexual activity.  Included within this broad term are rape, 
attempted rape, statutory rape and incest, and, where active consent is absent, groping, forced 
kissing, sodomy, sexual assault with an object and fondling.  Under Arizona law, the definition of 
“sexual assault” is “intentionally or knowingly engaging in sexual intercourse or oral sexual 
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contact with any person without consent of such person.”  A.R.S. § 13-1406(A).  “‘Oral sexual 
contact’ means oral contact with the penis, vulva or anus.”  A.R.S. § 13-1402(1).  “‘Sexual 
intercourse’ means penetration into the penis, vulva or anus by any part of the body or by any 
object or masturbatory contact with the penis or vulva.”  Id. at § 13-1402(3). 

 
5.112.02.02  Stalking 

Stalking is engaging in a course of behavior, directed at a specific person that would cause a 
reasonable person to fear for his or her safety or the safety of that person’s immediate family 
member or the safety of others, or suffer substantial emotional distress. Stalking includes 
unwanted and repeated harassing behavior, such as following a person; appearing at a person’s 
home, class or work; making frequent phone calls, emails, text messages, etc.; continuing to 
contact a person after receiving requests not to; leaving written messages, objects or unwanted 
gifts; vandalizing a person’s property; and threatening, intimidating or intrusive behavior, and 
physical violence A.R.S. § 13-2923(A).   

 
5.112.02.03  Dating Violence 

Dating violence consists of violence committed by a person who is or has been in a social 
relationship of a romantic or intimate nature with the victim. The existence of such a relationship 
shall be determined by the victim with consideration of the length of the relationship, the type of 
relationship, and the frequency of interaction between the persons involved in the relationship. 
Relationship violence includes sexual or physical abuse or the threat of such abuse. There appears 
to be no specific definition of "dating violence" in Arizona's criminal code. Some forms of dating 
violence would constitute “domestic violence,” discussed hereafter, which includes acts 
committed within a previous or current “romantic or sexual relationship.”  A.R.S. § 13-3601(A)(6). 

 
5.112.02.04  Domestic Violence 
Domestic violence consists of violence committed by a current or former spouse or intimate 
partner of the victim; by a person with whom the victim shares a child in common; by a person 
who is cohabitating with or has cohabitated with the victim as a spouse or intimate partner; by a 
person similarly situated to a spouse of the victim under Arizona law; or by any other person 
against an adult or youth victim who is protected from that person’s acts under Arizona law.  In 
addition to dating violence and domestic violence, relationship violence includes any pattern of 
abusive behavior that is used by an intimate partner to gain or maintain power and control over 
the other partner.  Relationship violence can be physical, sexual, emotional, economic, or 
psychological actions or threats of actions that influence another person.  
 

5.112.03  References:  

5.112.03.01  A.R.S. § 13-3601(A).   

The crimes that may be charged as domestic violence offenses where one of the above 
relationships is present include: all classifications of homicide; endangerment; threatening or 
intimidating; assault or aggravated assault; custodial interference; unlawful imprisonment; 
kidnapping; sexual assault; unlawful distribution of images; criminal trespass; criminal damage; 
interfering with judicial proceeding; certain types of disorderly conduct; using electronic 
communication to terrify, intimidate, threaten, or harass; harassment and aggravated 
harassment; stalking; and surreptitious photographing.   
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The domestic violence statute reference several other sections of the criminal code and converts 
these crimes to domestic violence offenses where any of the following is true: 
"1. The relationship between the victim and the defendant is one of marriage or former 
marriage or of persons residing or having resided in the same household. 

a) The victim and the defendant have a child in common. 
b) The victim or the defendant is pregnant by the other party. 
c) The victim is related to the defendant or the defendant's spouse by blood or 

court order as a parent, grandparent, child, grandchild, brother or sister or by 
marriage as a parent-in-law, grandparent-in-law, stepparent, step-grandparent, 
stepchild, step-grandchild, brother-in-law or sister-in-law. 

d) The victim is a child who resides or has resided in the same household as the 
defendant and is related by blood to a former spouse of the defendant or to a 
person who resides or who has resided in the same household as the defendant. 

e) The relationship between the victim and the defendant is currently or was 
previously a romantic or sexual relationship." 

 
5.112.03.02  A.R.S. § 13-1401. "Without consent" includes any of the following: 
(a) The victim is coerced by the immediate use or threatened use of force against a person or 
property. 
(b) The victim is incapable of consent by reason of mental disorder, mental defect, drugs, alcohol, 
sleep or any other similar impairment of cognition and such condition is known or should have 
reasonably been known to the defendant. For purposes of this subdivision, "mental defect" means 
the victim is unable to comprehend the distinctively sexual nature of the conduct or is incapable 
of understanding or exercising the right to refuse to engage in the conduct with another. 
(c) The victim is intentionally deceived as to the nature of the act. 
(d) The victim is intentionally deceived to erroneously believe that the person is the victim's 
spouse. 

 
5.112.04  Reporting Sexual Misconduct  
The College encourages students and employees to report incidents of sexual misconduct as soon as 
possible.  To report such an incident, the victim may contact the Title IX Coordinator (information below) 
or a Title IX designee under the Title IX Team Contacts at: www.mohave.edu/about/safety 
   
Employees and students who have been the victims of sexual misconduct also have the option of reporting 
the misconduct to local law enforcement officials. Victims are not, however, required to report such 
conduct to law enforcement.  Victims of sexual misconduct should take care to preserve evidence of the 
misconduct. For example, victims should not shower or otherwise clean themselves before reporting the 
misconduct. 
 
Danette Bristle (Title IX Coordinator) 
Accreditation Liaison/Compliance Officer 
1971 E. Jagerson Ave., Kingman, AZ 86409 
dbristle@mohave.edu 
928-704-9480 (w), 928-542-6929 (m) 
 

  

http://www.mohave.edu/about/safety
mailto:dbristle@mohave.edu
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5.113 Mandatory Reporting 

All college employees are required to report incidents of sexual harassment, sexual assault, and sexual 
misconduct to the Title IX Coordinator or a Deputy Title IX Coordinator.  If a minor is a suspected victim 
of physical or sexual abuse, the employee shall make a report to a peace officer or the department of 
child safety in addition to the college report 

Each College employee is obligated to report incidents of sexual harassment, sexual assault, and sexual 
misconduct of which we become aware and is subject to College disciplinary actions for a failure to 
report.  This obligation extends to all due to the College’s responsibility Under Title IX to: 

 Stop the conduct 
 Prevent its re-occurrence 
 Remedy its effects 
 Provide care and support for the reporting person 
 Take steps to insure the safety and security of our community. 

The College has adopted the term “mandatory reporter” to describe this obligation that extends to all 
individuals “who a student could reasonably believe has the authority or responsibility” to address these 
incidents. (U.S. Department of Education Office for Civil Rights: REVISED SEXUAL HARASSMENT GUIDANCE: 
HARASSMENT OF STUDENTS BY SCHOOL EMPLOYEES, OTHER STUDENTS OR THIRD PARTIES). By reporting 
what you know to the appropriate College officials especially trained to respond, you support students 
and others who have experienced this conduct.  You also protect yourself from potential liability because 
when you know, the College is also considered to know.  The College’s obligation to respond begins the 
moment the College is on notice that a member of our community has experienced sexual misconduct, 
sexual harassment or sexual assault.   

An employee who has reasonable cause to suspect abuse of a child (individual under the age of 18) that 
the employee has come into contact with during the course of employment must make a report to peace 
officer or the department of child safety (A.R.S. 13-3620). 

5.113.01 How to Work with a Student or Other Reporting Person Who Requests Confidentiality:  

As mandatory reporters, we can no longer have confidential conversations with students or other 
reporting persons about their experiences with sexual misconduct, sexual harassment, or sexual 
assault.  The College recognizes the significant trust relationship with students and the difficult situation 
you are placed in when a student requests that you keep the disclosure confidential.  To help mitigate this 
challenge, students have been informed that all faculty, staff, and administrators must share their 
information with the College, and that they can report confidentially to designated organizations if they 
do not want their information to be shared. These confidential reporting sources are listed in the Mohave 
Community College: Community Resource Guide. 

If you believe a student or other reporting person is about to disclose to you his/her experience of sexual 
harassment, sexual misconduct, or sexual assault, you can explain to that person, before she/he makes 
the disclosure, that you must share the information with the College so that she/he can receive care, 
support and resources and learn about the options for having the situation addressed and resolved within 
the College.  You can explain that even though you are obligated to share the information with College 
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officials especially trained to respond, her/his privacy will be respected; identities and details will be 
shared only with those who need to know to support the reporting person and to address the situation 
through the College’s processes.  You can tell the person that someone will explain these processes in 
detail and that she/he will be involved in decisions about what happens as a result of the disclosure.  If 
the reporting person does not wish to disclose to you as mandatory reporter, you can refer the person to 
a confidential reporting source.  

Whether or not the student or reporting person decides to disclose to you or to a confidential source, 
please assure the person that she/he will receive care and support as requested, both within the College 
and in the community. 

5.113.02 To Whom to Report, What, How and When to Report:   

As mandatory reporters, at the earliest possible time after you receive information that someone has 
experienced this conduct you must submit a completed Behavior Alert form to the Title IX Coordinator or 
designee.  

5.113.03 What Happens After You Report: 

For student-student incidents, Title IX Coordinator or designee will contact the reporting person to offer 
immediate care and concern, support and resources and discuss the College’s process for gathering facts 
about and responding to the incident.  For all other incidents (student-faculty, student-staff, faculty-
faculty, staff-staff, etc.), the Equal Opportunity Officer (MCC Director of Human Resources) will contact 
the reporting person. 

At all times, the privacy of the parties will be respected and safeguarded. Information will be shared only 
with those College officials who need to know to assist in gathering facts about and resolving the 
complaint.  

After a report is received by one of the offices specially trained to respond, the reporting person will 
be contacted to discuss the process and options for having the report investigated and resolved 
within the College.  Sometimes the reporting person requests that his/her identity or the identity of 
the accused remain confidential or that the College not pursue an inquiry.  This request must always 
be balanced with the College’s responsibility to provide a safe environment for the reporting person 
and the community.  The College will take reasonable steps to conduct an inquiry and respond to the 
complaint consistent with the person’s request for confidentiality.  However, under 
compelling circumstances, including evidence of a pattern of repetitive behavior, the use of or threat 
of force, or the use of a weapon by the accused, the College may conduct further inquiry or take 
other appropriate measures without the reporting person’s consent.  The reporting person will 
always be informed whenever possible of any action the College takes to resolve the complaint, 
including further inquiry and corrective action or sanctions. 

5.113.04  Confidential Reporting Sources and Other Resources: 

The College is committed to providing support and assistance to victims as well as taking active measures 
to help assure the physical and emotional well-being of victims. A number of resources are available to 
assist victims of sexual misconduct. 

http://www.mohave.edu/documents/repository/SS/SS_0004.doc
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If a student or other reporting person requests that you keep the disclosure confidential, before the 
disclosure is made to you, please refer or assist the person to contact one of these resources in the 
Mohave Community College: Community Resource Guide. 

 5.113.05  Filing a Complaint: 

A victim of sexual misconduct may file a complaint with the Title IX Coordinator or designee, who will 
assist the victim with the filing of charges. Any student or employee who becomes aware of an incident 
of sexual misconduct should contact the Title IX Coordinator or designee for advice and assistance and to 
help ensure that the College responds appropriately. The College may bring charges in the absence of a 
complaint from a victim. 

When a victim reports such misconduct, the College will provide the victim with written notification of 
available options, including information on filing a complaint within the College, information on filing a 
criminal complaint, and information on pursuing both options at the same time.  This notification will also 
include information about resources and supportive services available to the victim both on and off 
campus. 

5.113.06  College Response to Crimes and Misconduct: 

The College recognizes the importance of offering victims of sexual misconduct immediate treatment, 
counseling, support, and assistance.  In addition, appropriate interim measures to help assure the safety 
and well-being of the victim will be offered.  Consideration of the victim's wishes will be taken into account 
throughout the process. The College may, however, have a legal obligation to investigate allegations of 
sexual misconduct, even without the cooperation of the victim. 

When a student or employee reports that he or she has been the victim of dating violence, domestic 
violence, sexual assault or stalking, the student or employee will be provided with a written explanation 
of the student or employee rights and options. 

Victims of sexual misconduct or those who have been threatened with such misconduct may be entitled 
to obtain orders from civil or tribal courts to prevent violence or further violence. The College will 
endeavor to advise victims of the types of court orders that may be available. 

When sexual misconduct of any kind is reported, the College will make all reasonable efforts to preserve 
confidentiality. Information will be restricted to those with a legitimate need for it. The College does not 
include the names or other identifying information of victims in any publicly available documents.  If other 
policy violations have occurred in connection with an assault, such as alcohol or substance use, the College 
generally will not pursue disciplinary actions against the complainant or against student witnesses to the 
misconduct. The College will make every reasonable effort to resolve a disciplinary charge within fifteen 
days after charges are formally brought against an accused perpetrator. 

If the complainant proceeds with both a disciplinary complaint and a criminal complaint, the College 
conduct process will normally proceed while the criminal action is in process.  However, in such cases, the 
Title IX Coordinator or designee may elect to stay the disciplinary process if a student is summarily 
suspended and the criminal matter remains open. 

http://www.mohave.edu/documents/Student_Services/Resources/SS_Community_Resource_Guide.pdf
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Where a victim may need a change in his or her academic, living, transportation or working situation, and 
it is within the power of the College to do so, the College will reasonably accommodate the victim's needs.  

5.113.07  Interim Measures: 

5.113.07.01  Summary Suspension 

In situations where the alleged offender may pose a threat to the safety of the victim or others, 
the Title IX Coordinator or designee may impose on the alleged offender a summary suspension 
from the College, pending final resolution of the matter. 

5.113.08  Other Interim Measures: 

Where appropriate, the College will provide: 

 Assistance with emergency rape crisis treatment and emergency medical services, including 
accompanying the survivor to the hospital or to the police. 

 Guidance and support with filing charges through the College's disciplinary system and/or 
through the criminal justice process. 

 Assistance in arranging other forms of assistance as appropriate, including counseling, medical 
assistance and pastoral care. 

 Assistance in contacting community resources. 
  Assistance in contacting the appropriate police department. 

5.113.09  Procedures for Disciplinary Action in Matters that Involve Dating Violence, Domestic Violence, 
Sexual Assault or Stalking 

When the College learns of alleged dating violence, domestic violence, sexual assault or stalking, the 
Title IX Coordinator or designee shall cause an investigation to be conducted. The investigation shall be 
prompt, fair and impartial.  The investigation shall be conducted by officials who, at a minimum, receive 
annual training on issues relating to dating violence, domestic violence, sexual assault and stalking and 
on how to conduct an investigation and hearing in a manner that protects the safety of victims and 
promotes accountability.  

When an investigation indicates that there is reasonable cause to believe that a student or employee has 
committed stalking, relationship violence, sexual harassment, sexual assault, or sexual misconduct, the 
College will take action to impose discipline.  

Charges shall be prepared in writing either by the victim or under the direction of the Title IX 
Coordinator or designee. Title IX Coordinator or designee will adjudicate all such charges.  

Charges shall be presented to the accused in written form. A time shall be set for a hearing, which 
shall ordinarily be held within sixty days of charges being brought. The time within which a hearing 
will be held may be extended at the discretion of the Title IX Coordinator or designee. The Title IX 
Coordinator or designee may hear the charges personally or may appoint a hearing committee 
consisting of one administrator, one faculty member, and one classified staff member to hear and 
decide the charges. No one shall participate in deciding the charges who has a real or apparent 
conflict of interest or bias for or against the accuser or the accused. 
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Both accuser and accused shall be entitled to timely notice of all meetings relevant to the 
proceeding. Both accuser and accused shall be entitled to timely access to any information that will 
be used in the proceeding.  

The accuser and the accused shall both be entitled to have an advisor present during all phases of 
the disciplinary process, including any hearing and any related meetings or proceedings. The College 
may not limit the accuser's or the accused's choice of advisor. The College may, however, impose 
restrictions on the extent to which advisors may participate in the proceedings and on advisors' 
conduct during the proceedings. Any such restrictions shall apply equally to the accuser and the 
accused.  

The standard of evidence shall be preponderance of the evidence, i.e., whether it is more likely than 
not that the accused committed the alleged misconduct.  The Title IX Coordinator or designee or the 
hearing committee will issue a written determination of the decision within ten days following the 
conclusion of the hearing. The accuser and the accused shall be promptly and simultaneously 
notified in writing of (1) the decision of the Title IX Coordinator or designee or hearing committee 
and of any decision as to the form of discipline to be imposed; (2) the procedures available for 
appeal; (3) any subsequent change to the result of the hearing; and (4) when the result in the matter 
will become final.  

If the charges are found to have merit, the Title IX Coordinator or designee will determine what 
discipline is to be imposed on the student or employee and what other relief, if any, is in order. 
Discipline my include suspension, dismissal or reprimand if the perpetrator is an employee and 
suspension, expulsion or reprimand if the perpetrator is a student. The Title IX Coordinator or 
designee may also issue such additional orders as may be necessary to protect the victim or others 
from any further misconduct. 
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5.115 Anti-Discrimination 

Mohave Community College does not discriminate on the basis of race, color, ethnicity, national origin, 
gender, sex, age, religion, gender identity, gender expression, disability, or sexual orientation in its 
educational programs and activities or employment practices. 

Mohave Community College does not discriminate on the basis of race, color, ethnicity, national origin, 
gender, sex, age, religion, gender identity, gender expression, disability, or sexual orientation in its 
educational programs and activities or employment practices. Discrimination includes harassment, which 
includes a wide range of abusive and humiliating verbal or physical behaviors that are directed against a 
particular person or persons because of one of the above named qualities. This includes creating a “hostile 
environment” where the conduct is sufficiently severe or pervasive to alter the conditions of the person’s 
employment or educational experience at the College. Members of the College community have a 
responsibility to report discrimination and those in supervisory roles are obligated to take action to correct 
it. Any person found to have violated this anti-discrimination policy will be subject to appropriate 
disciplinary action. 

For further information on campus safety or a complete list of the Title IX team, visit: 
www.mohave.edu/about/safety. Questions or complaints regarding Title IX may be referred to:  

Danette Bristle (Title IX Coordinator) 
Accreditation Liaison/Compliance Officer 
1971 E. Jagerson Ave., Kingman, AZ 86409 
dbristle@mohave.edu 
928-704-9480 (w), 928-542-6929 (m) 
  

   

  

http://www.mohave.edu/about/safety
mailto:dbristle@mohave.edu


Institutional Support 5- 71  

5.116 Anti-Retaliation 

The College prohibits students and employees from retaliation, intimidation, threats, coercion or 
discrimination against any individual for exercising that individual’s rights or responsibilities 

Students and employees are prohibited from retaliation, intimidation, threats, coercion or other 
discrimination against any individual for exercising that individual's rights or responsibilities under this 
policy. Acts of retaliation constitute a violation of College policy and the Student Code of Conduct and will 
result in disciplinary action. Any such acts of discrimination should be reported to the Title IX Coordinator 
or designee/Title IX (students) or for employees your immediate supervisor or the Director of Human 
Resources. 

  



Institutional Support 5- 72  

5.117 Employee Conflict of Interest 

Employees are subject to the conflict of interest provisions of Arizona law. No employee shall directly 
or indirectly receive any compensation or remuneration, or derive any profit or gain, by reason of 
his/her employment or by reason of his/her services to the college district (ARS 38-501 et seq). 

 
There exists between Mohave Community College and its board, officers, and management employees 
and the public a fiduciary duty, which carries with it a broad and unbending duty of loyalty and fidelity. 
The board, officers, and management employees have the responsibility of administering the affairs of 
the College honestly and prudently, and of exercising their best care, skill, and judgment for the sole 
benefit of the College. Those persons shall exercise the utmost good faith in all transactions involved in 
their duties, and they shall not use their positions or knowledge gained there from for their personal 
benefit. The interests of the organization must be the first priority in all decisions and actions. 
 
This procedure is directed not only to board members, directors and officers, but to all employees who 
can influence the actions of the College. For example, this would include all who make purchasing 
decisions and all persons who might be described as "management personnel."  
 
5.117.01  Areas of Conflict 

Conflicts of interest may arise due to directors’, officers’, and employees’ relationship with any of the 
following third parties: 

1. Family members or other persons and firms supplying goods and services to the College. 
2. Family members or other persons and firms from whom the College leases property and 

equipment. 
3. Family members or other persons and firms with whom the College is dealing or planning to deal 

in connection with the gift, purchase or sale of real estate, securities, or other property. 
4. Competing or affinity organizations. 
5. Donors and others supporting the College. 
6. Agencies, organizations, and associations which affect the operations of the College 

 
5.117.05  Nature of Conflict 

A conflicting interest may be defined as an interest, direct or indirect, with any persons or firms mentioned 
above. Such an interest might arise through: 

1. Ownership or other proprietary interests in any third party dealing with the College. 
2. Holding office, serving on the board, participating in management, or being otherwise employed 

(or formerly employed) with any third party dealing with the College. 
3. Receiving remuneration for services with respect to individual transactions involving the College. 
4. Receiving personal gifts, gratuities or loans from any past, present or potential supplier of goods 

or services to the College. 
 
Conflicts might arise in other areas or through other relations. It is assumed that the officers, directors, 
and management employees will recognize such areas and relation by analogy.  
 
5.117.10  Disclosure 
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It is the policy of the Board that the existence of any of the interests described above shall be disclosed 
before any transaction is consummated. It shall be the continuing responsibility of the board, officers, and 
employees to scrutinize their transactions and outside business interests and relationships for potential 
conflicts.  Potential conflicts should be disclosed as such conflicts arise and annually thereafter.  
 
Disclosure should be made in writing, using the appropriate form, to the Vice President (or if he/she is the 
one with the conflict, then to the President), who shall bring the matter to the attention of the Board. The 
Board shall determine whether a conflict exists and in the case of an existing conflict, whether the 
contemplated transaction may be authorized as just, fair, and reasonable to the College. The decision of 
the Board on these matters will rest in their sole discretion, and their concern must be the welfare of the 
College and the advancement of its purpose.  
 
Transactions with parties with whom a conflicting interest exists may be undertaken only if all of the 
following are observed: 

1. The conflicting interest is fully disclosed; 
2. The person with the conflict of interest is excluded from the discussion and approval of such 

transaction; 
3. A competitive bid; and 
4. The Board has determined that the transaction is in the best interest of the College. 

 
Failure to disclose potential conflicts of interest will result in discipline per 5.155.  
 
Employees who hold the position of director, associate dean, dean, vice president, executive vice 
president and president are required to annually report any real or perceived conflict of interest using the 
Conflict of Interest Disclosure Process (5.117.10).  Should a conflict occur during the course of the fiscal 
year, the real or perceived conflict of interest must be reported using the appropriate form within 5 
business days of the understanding of the conflict.  
 
5.135.01.10 Outside activities  
All full-time college employees must recognize that their first employment responsibility is to the college 
and their assignments for which they have been contracted. If a full-time college employee does accept 
outside employment, the employee will not be permitted to use any college staff, equipment, supplies or 
facilities to promote or assist in his/her outside assignment. The college employee may not use the college 
name, logo, telephone number, or address on any material such as letterheads, business cards, or 
brochures in the promotion of his/her outside business or employment. 
 
Employees who hold the position of director, associate dean, dean, vice president, executive vice 
president and president are required to annually report any outside employment using the Conflict of 
Interest disclosure process (5.117.10)  Should outside employment occur during the course of the fiscal 
year, employment must be reported using the appropriate form within 5 business days of the acceptance 
of employment.   
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5.120 Employee Classification 

The college shall establish an appropriate classification of employment status with the college (ARS 
15.1445). 

5.120.01 Position Classifications 

The college shall classify positions according to federal standards and best practices and shall implement 

this policy in its procedures and salary/pay schedules. Each position of employment within the college is 

classified for placement on the college’s salary schedules in accordance with the level of performance and 

qualifications required. The classification for each position, as well as the attributes of each position, 

including job functions and duties and minimum qualifications, are set forth in position specifications.  

Job descriptions will be reviewed and updated as necessary by the supervisor with assistance from the 

office of human resources and approval by the President.  

 

Position 

Classifications 

Exempt Positions Non-Exempt Positions 

Regular Full-time  Chief Executive Officer 

Administrative Staff 

Resident Faculty – 9, 10, 11 or 12 

months 

Professional Management Staff 

Professional Staff 

Support Staff 

Regular Part-time Resident Faculty – 9, 10, 11 or 12 

months 

Professional Management Staff 

Professional Staff 

Support Staff 

Temporary Part-time Associate Faculty Support Staff 

 

 

Definitions 

Exempt Position: A bona fide executive, administrative or professional position which is not subject to 

overtime.  

Non-Exempt Position: a position that does not meet the requirements necessary to qualify for exemption 

and is subject to overtime and minimum wage provisions  

Regular Full-time: hired for an indefinite period of time and scheduled to work 40 hours per week. 

However, for exempt positions, greater emphasis is placed on meeting the responsibilities assigned to the 

position than on working a specified number of hours. Position is eligible for full benefits package. 

Regular Part-time: hired for an indefinite period of time and scheduled to work less than 30 hours per 

week. Position is eligible for a limited benefits package. 
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Temporary Part-time: hired for a finite period of time (usually less than one semester) and scheduled to 
work less than 20 hours per week. Position is eligible for a limited benefits package. 
 
5.120.02 Continuous Years of Service 
 
For the purpose of awarding service awards to employees at the college, the following is the definition of 
continuous years of service: Continuous years of service includes all part- and full-time service for 9-, 10- 
and 12-month employees with no break in service. Continuous years of service will not include work study 
status; temporary employment status such as a registration clerk, disability services aid, etc; clinical 
instructor status or associate faculty status 
 
5.120.02.01 Reclassification 

When it is in the best interests of the college, a position and/or pay grade may be reclassified. A position 
audit is the tool used to gather first-hand information about a particular position. Findings are compared 
to classification standard(s) and other organizational materials to ensure that the position description is 
properly classified.  

An audit is normally conducted when significant changes are being proposed or have occurred to a 
position, such as mission changes; downsizing; reorganizations; additional duties, elimination of obsolete 
programs, practices and requirements, etc. These and other changes can impact the classification of the 
position in terms of its title and pay. These classification elements not only determine what salary the 
employee will be paid, but categorize the work experience he/she will gain while occupying the position, 
and specifies the qualification requirements (knowledge, skills and abilities) necessary when filling the 
position.  

It is the position that is being audited and not the employee. This tool and process are meant to look at a 
position as a whole. Below are examples of person-related factors that are not taken into account when 
reclassifying a position.  

• Longevity/Length of Service – If an employee has been in a particular position for an extended 
period of time, longevity and length of service are not considered as factors for reclassification.  

• Financial Need – The reclassification process does not take personal financial conditions into 
consideration.  

• Dedication/Performance – We value dedicated employees who are competent, capable, 
experienced, and loyal. Although these characteristics are admirable, they are not considered in 
reclassification.  

• Change in Workload – An increase in the workload for the duties required of the position does 
not necessarily mean that it’s time for an audit.  

• Tools Used – the use of new tools (technology, etc) to complete existing duties is not a factor 
considered in an audit.  

• Relationship to MCC and/or Supervisor – The working relationship between employee and 
supervisor, whether good or bad, is not considered as part of the audit process.  

• Employee Retention – Reclassification should not be the mechanism to retain an employee within 
the department if a position has not changed or evolved over time.  

 

 

Process 
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Because reclassification of employees affects the annual budget, all completed position audit packets, 
including the Job Audit Questionnaire and any supervisor recommendations or documentation, must be 
received by December 31st and, if approved, will not take effect until the new budget year (July 1st).  

The position audit is initiated by the supervisor, on behalf of the employee. The supervisor can obtain a 
job audit form from the Human Resources Office. The employee is to complete their part of the 
questionnaire first. The electronic file must then be sent to the direct supervisor for completion. If there 
is an additional or supplemental supervisor, that individual needs to complete their section next. All 
questions on the audit form must be answered. Responses should be typed or printed clearly.  

The position audit packet is forwarded to the appropriate dean or associate vice president for review and 
approval. If approved, the dean will forward the audit to Human Resources. Files received in Human 
Resources without dean-level approval will be returned.  

Upon receipt of the position audit packet, Human Resources will review the position audit form and will 
contact the employee or employee’s supervisor if further clarification of duties and responsibilities is 
needed. Human Resources will determine whether the position is assigned the proper classification or if 
the position should be reclassified. This review may result in a higher or lower classification, a lateral move 
or no change.  

Human Resources will send their recommendation and the results of the review, including the financial 
impact, to the college president for consideration and final approval. Results will be returned to the 
Human Resources Office. The Human Resources will notify all parties involved regarding the results of the 
position audit. All reclassifications are subject to district governing board approval.  

Upon reclassification, unless otherwise approved, an employee shall be placed on the appropriate step of 
the new salary/pay schedule. Any effected employee whose current rate of pay exceeds the maximum of 
the new salary/pay schedule will be frozen at his or her current salary or pay rate. There will be no 
adjustment in salary or pay rate until such time as the salary/pay schedule exceeds his or her current base 
salary. Reclassification does not trigger a new probationary period for any effected employee.  

 

5.120.02.05 Voluntary Transfer 

1. A current employee may apply for any open MCC position for which he or she is qualified. 
2. Upon transfer to a position classified at the same level, the employee’s range and step will not 

be changed. Upon transfer from a part-time position into a full-time position at the same level, 
the employee’s range and step will not be changed. 

3. Upon transfer to a position classified at a higher level, the employee’s pay target will be the 
appropriate step of the salary/pay schedule, although the employee’s rate of pay may not yet 
have reached the target. 

4. Upon transfer to a position classified at a lower level, the employee will be placed at the 
appropriate step of the salary/pay schedule. Any employee whose current rate of pay exceeds 
the maximum of the new salary/pay schedule will be frozen at his or her current salary or pay 
rate. There will be no adjustment in salary or pay rate until such time as the salary/pay schedule 
exceeds his or her current base salary. 
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5.125 Standards of Professional Conduct for Employees 

The Board expects that employees of the college district shall exhibit high standards of professional 
conduct (ARS 15-1445). 

5.125.01 Standards of Professional Conduct for Employees 

All employees of Mohave Community College are expected to conduct themselves in a manner consistent 
with effective and orderly education and to protect students and College property. No employee shall, by 
action or inaction, interfere with or disrupt any College activity or encourage any such disruption. All 
employees shall at all times attempt to maintain order, abide by the policies, rules, and regulations of the 
College, and carry out all applicable orders issued by the President. 
 
In addition to statutorily prohibited conduct, employees may be disciplined for infractions that include, 
but are not limited to:   

1. Engaging in unprofessional conduct, such as that which will bring discredit or 
embarrassment to Mohave Community College or the Governing Board.  

2. Committing fraud in securing employment 

3. Exhibiting incompetency and/or inefficiency in work 

4. Neglecting duties 

5. Exhibiting unprofessional attitudes 

6. Engaging in acts of insubordination 

7. Engaging in acts of dishonesty 

8. Being under the influence of drugs or alcohol while on duty 

9. Engaging in the illicit use of narcotics or habit-forming drugs 

10. Being absent without authorized leave 

11. Being involved in excessive absenteeism 

12. Engaging in discourteous treatment of student, co-workers, or the public 

13. Engaging in dress or grooming that does not present a professional image, as dictated 
by supervisors 

14. Being involved in the misuse or unauthorized use of college property 

15. Failing to disclose to any personal interest in any business transactions of the College.  

16. Engaging in the solicitation of anything of economic value, (gift, gratuity, favor, 
entertainment, or loan) which is or, may appear to be, designed to influence the 
employee’s official conduct except for food, refreshments, or unsolicited advertising or 
promotional material of nominal value 

17. Using position or confidential information for personal gain 

18. Carrying or possessing a weapon on school grounds, unless acting as a peace officer 

19. Failing to maintain high standards impartiality, free from any personal considerations or 
obligations, favoritism, or partisan demands.  
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20. Violating any standard of conduct related to academic integrity or the utilization of 
financial aid.  

21. Failing to report any arrests, other than minor traffic violations, to the Director of 
Human Resources within three (3) days of the arrest. 

22. Engaging in any activity which leads to direct or indirect discrimination, reprisal, force, 
coercion, or intimidation of another employee or student.  

23. Violating any College Policy or Procedure.  
 

23.125.05 Personal Relationships 

Mohave Community College is committed to maintaining an environment where the education of 
students is of the greatest importance. Consensual romantic relationships can give rise to conflicts of 
interest and become potentially exploitative when they involve colleagues in the workplace or people in 
teaching or mentoring relationships. The dissolution of these relationships can create discord and 
significantly impair the normal operations of the College. In addition, such relationships can create an 
uncomfortable work or educational environment for other students, faculty, and staff. Employees are 
expected to be aware of their professional responsibilities and avoid apparent or actual conflicts of 
interest, favoritism, or bias in their relationships. 

5.125.05.01 Definition of Romantic Relationships 

The term “romantic relationships,” as used in this document, is evidenced by, but not limited to, the 
following behaviors: a pattern of exclusivity between the couple; time spent together as a couple after 
work hours; physical touching that implies a romantic intention or desire; the sharing of personal 
information appropriate for a romantic relationship but beyond the boundaries of a professional 
workplace relationship; actual physical intimacy; written communications or other actions that imply or 
directly indicate romantic interest.  

5.125.05.05 Relationships between Faculty and Students 

Romantic relationships are not allowed between students and faculty members, including relationships 
that occur when College is not in session or students are on leave. The mentoring relationship exists 
between all faculty and all students, by nature of direct professional responsibility, such as teaching, 
assigning grades, advising, writing recommendations, directing performances, coaching, supervising 
research, making decisions about awards, disciplining, and any other action which may affect a student’s 
current or future study or employment. The decision to become a faculty member or a student at the 
college assumes this mentoring relationship and precludes engaging in such a romantic relationship. 

5.125.05.10 Relationships between Staff in Mentoring Positions and Students 

Romantic relationships are not allowed between students and staff members in mentoring positions with 
students (e.g., administrative staff who work with students in Student Life, Admissions, and Financial Aid). 
The mentoring relationship exists between any such staff member and students where the staff member 
has professional responisbilities such as admissions counseling, financial aid planning, writing 
recommendations for jobs, disciplining, and any other action which may affect a student’s current or 
future study or employment. The decision to become a student at the college or a member of staff in a 
position that is defined by a mentoring role with students assumes this mentoring relationship and 
precludes engaging in such a romantic relationship.  
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5.125.05.15 Supervisory Relationships 

Romantic relationships are not allowed between employees of Mohave Community College when a 
supervisory relationship is involved. This applies to all employees (faculty, staff, or student) and their 
supervisors. The difference in perceived and real power makes such relationships open to abuse and to 
charges of sexual harassment or unprofessional conduct. Such relationships can also create a hostile work 
environment for others.  

Note that 5.225 - Nepotism forbids spouses and other immediate family members from supervising one 
another, and requires approval of the president for related employees to be co-workers in the same 
department.  

5.125.05.20 Relationships between Students 

Where students have supervisory employment roles with other students, a mentoring role, or otherwise 
have authority that affects the work or educational environment of other students, they are discouraged 
from having a romantic relationship with a student under their authority. 

5.125.05.25  Exceptions 

In certain circumstances, (i.e. if a faculty member has a romantic relationship with an individual who then 
becomes a student, or an individual with a pre-existing relationship with a student joins the faculty) 
exceptions to the above prohibitions will be considered by the President and the Director of Human 
Resources on a limited, case-by-case basis. It is the obligation of the faculty member to fully disclose the 
relationship. Faculty or staff with questions about the application or effect of this policy should consult 
with the Director of Human Resources. Since individual cases may vary, the college has discretion to 
consider specific circumstances—the nature of the relationship, the specifics of the student’s academic 
program and the faculty or staff member’s responsibilities, and constraints of the program of study—in 
fashioning a suitable resolution.  

5.125.05.30  Complaints 

A student or subordinate in the relationship, a supervisor, or third parties who feel that their learning, 
campus life, or work environment has been negatively affected by a specific romantic relationship 
between faculty, staff, or students should report their complaint by contacting the appropriate supervisor 
or the Director of Human Resources. Procedures for addressing complaints are set forth in 5.160 – 
Grievances.  

Faculty and staff members who violate this policy are subject to disciplinary action up to and including 
termination of employment.  

5.125.05.35 Social Media  

Mohave Community College adheres to all federal and state laws governing prohibited speech, libel and 
access to public records, including those that apply to the use of electronic and social media in all existing 
and future formats.  The college shall develop a set of effective procedures to advise the college and its 
personnel of the risks that can arise from using social media. Social Media is defined as any online 
collaboration, sharing or publishing platform, whether accessed through the Web, mobile devices, text 
messaging, e-mail or any other existing or emerging communications platform. 
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The college will prepare and distribute documents that are appropriate for the various levels of employee 
involvement in social media and electronic communications. Those documents will identify the issues of 
libel, expectation of privacy, unprotected speech, endorsement, ownership and security of data, and 
access. They shall include but not be limited to the following: 

A Social Media Advisory will be distributed to all employees upon implementation of this policy, and all 
new employees thereafter, as part of their employee package. Employees will acknowledge receipt 
thereof by signing a document prepared by Human Resources. Continuing employees will annually 
acknowledge receipt of the Social Media Advisory via the Employee Handbook. The Advisory includes 
communication guidelines for individual users who choose to comment, post or “Like” posts by others 
on an MCC-related social media page. 
 

A Social Media Manager’s Guide, outlining the college’s expectations of employees who create and 
maintain social media pages on behalf of the college, will be distributed to all employees who are actively 
involved managing social media accounts for MCC. 
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5.130 Recruitment, Selection, and Hiring 

The college shall adhere to recruitment, selection and hiring practices that conform to all applicable 
federal and state laws and regulations and to best practices (ARS 125-1445). 

5.130.01 Definitions 

Associate Faculty Pool: Associate Faculty candidates who have applied for an Associate Faculty position 
and have provided acceptable qualification documents, but have not yet been offered a position. 
 
Hiring Manager: Immediate supervisor of the vacant position 
 
New Position:  A position that is newly created and has not been recently vacated by any MCC employee. 
 
Replacement Position: A position that already exists in the college staffing structure and has been vacated 
due to employee attrition. 
 

5.130.02 Vacancy 

A vacancy is recognized when the hiring manager and Human Resources receives notice of an employee’s 
intent to separate from employment or the college’s intent to sever the working relationship with an 
employee. All vacancies require written documentation of separation. 
 
When a vacancy is identified, Human Resources and the hiring manager will decide which recruitment, 
selection and hiring process (Reassignment, Merit Promotion, or Competitive Interview) will best provide 
employees equipped to meet the needs of the College. In most instances and for professional and 
administrative positions, a competitive interview process is preferable.  
 

5.130.03 Reassignment 

Reassignment is a permanent assignment of an employee to another position within the same 
pay grade or one (1) pay grade higher. At any time, the College may reassign an employee or a position 
and it’s incumbent to meet organizational needs. If the new location is within a reasonable commute, as 

defined by the College, the employee must accept the reassignment or choose to resign. 
 

5.130.03.05 Recruitment 

Human Resources will work with the hiring manager to review and update the position specification, as 
needed. Any changes to the position specification must be approved by the President. No other 
advertising or recruiting will be enacted when a vacancy is to be filled by reassignment. 

5.130.03.10 Selection 

The hiring manager will consider available employees and recommend the chosen employee to the 
President for reassignment. Documentation concerning the rationale for reassignment must be provided 
by the hiring manager. The President may approve a reassignment to the recommended employee or 
reopen the search.  
 
The notice of reassignment may be made by the hiring manager, a human resources representative, or 
another as designated by the President.  
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5.130.03.15 Hiring 

Once an individual has been notified of a reassignment, Human Resources, in consultation with the hiring 
manager and the new employee, will determine the first day of employment in the new position. All 
regular full-time and regular part-time employees will be contacted by a human resources representative 
to make an appointment to complete any additional employment paperwork. All employment processing 
must be completed prior to the first day in the new position. Incomplete paperwork may result in a 
postponement of the first day of employment. Human Resources will verify completion and release the 
employee for the start of work. 
 

5.130.04 Merit Promotions 

Merit promotion is the system under which the College considers an employee for vacant positions 
through competition with other employees being evaluated and ranked for the position on the basis of 
their personal merit, experience, education, competencies and performance. 
 

5.130.04.05 Recruitment 

Recruitment for a new position is as follows: 

 Request to Staff and Fund 
The requesting supervisor will complete a Request to Staff and Fund form, including a list of the 
proposed duties and a rationale for the addition of the new position. Human Resources will review 
the request, assign an appropriate pay grade and status, and create a position specification. All 
new positions must receive final approval from the President. After approval, Human Resources 
will assign a position control number and create a position description. 

 Create Job Requisition 
The hiring manager will initiate the job requisition and Human Resources will assign the 
appropriate approval track.  

 Advertise Vacancy 
Upon receipt of the approved job requisition, Human Resources will advertise the position as 
appropriate for the audience, time frame and format.  

 
Recruitment for a replacement position is as follows: 

 Review position specification  
Human Resources will work with the hiring manager to review and update the position 
specification, as needed. Any changes to the position specification must be approved by the 
President.  

 Create job requisition  
The hiring manager will initiate the job requisition and Human Resources will assign the 
appropriate approval track. 

 Advertise the position as required  
Upon receipt of the approved job requisition, Human Resources will advertise the position as 
appropriate for the audience, time frame and format.  
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5.130.04.10 Selection 

Screening 
Prior to screening, Human Resources in conjunction with the hiring manager will establish neutral, job-
based criteria for screening candidates. Human Resources will screen employee applications based on the 
established criteria and may administer a subject matter screening, conducted by faculty and staff 
considered to be experts in the field of the opening. Applicants may be required to take a skills test prior 
to being selected for interviews. Eligible applicants will be presented to the hiring manager, who will select 
the interview candidates. 
 
Interview Committee Membership  
To ensure applicants selected for interview and final consideration are evaluated by more than one 
individual to minimize the potential for personal bias, an interview committee will be utilized. The 
committee consists of three (3) to five (5) members, including the chair and may be expanded at the 
request of the president. The committee should, to the extent possible, be diverse in job classification, 
gender and ethnicity. In the case of faculty interviews, the committee shall be comprised of faculty 
members and academic chairs. All members will complete training in interview techniques prior to serving 
on an interview committee. No member of the interview committee can be an acquaintance or relative 
of an applicant. 
 
The interview committee chair will be as follows: 
 

Position Type Interview Committee Chair 

Associate Faculty Academic Chair 
Temporary and Support Hiring Manager 
Professional  Executive Vice President/Dean/Unit Director 

Faculty Dean of Instruction/Program Director 

Administration President 

 
If the interview committee chair is not the hiring manager, the hiring manager will be included as one of 
the members of the interview committee. The assigned interview committee chair may delegate the chair 
position to another with approval from Human Resources. The President, or his/her designee, may serve 
as the chair and/or member of every interview committee.  
 
A human resources representative may serve as a non-voting member of the committee and as a 
facilitator to the committee and the process, including setting up interview appointments, preparing a list 
of approved questions, training interview committee members on appropriate interview notes and 
discussing college salary ranges and benefits with candidates.  
 
Interview Process  
The interview process shall be dictated by and conducted in accordance with state and federal laws and 
guidelines concerning hiring practices. In an interview process where candidates are located outside of 
the immediate area, a telephone or video interview may be used to narrow the field of candidates to be 
invited to an on-ground interview.  
 
Applicants should be interviewed as closely together as possible, preferably in the same day when 
practical. Prepared questions, reviewed and approved by Human Resources, must be used in all cases. No 
additional questions may be asked with the exception to follow-up questions based upon the 
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interviewee’s response. During the interview process the committee members shall individually make 
notes and rate the responses of the applicant.  
 
In addition to the interview, faculty applicants shall be prepared to provide a teaching demonstration to 
the committee or a class to be evaluated. Professional or administrative applicants may be required to 
present an administrative project or demonstrate public speaking abilities.  
 
After discussion and consensus, the interview committee shall rate the candidates in order of preference 
for hiring. All portions of the interview process are confidential. Members of the interview committee 
shall not discuss the interview process with any other individuals, except other members of the 
interview committee. All interview notes and rationale must be submitted to Human Resources at 
the end of the process. 
 
Background Checks 
Because all applicants in a Merit Promotion process are current employees, only an informal reference 
check will be conducted with the current supervisor. A background check may be required for transfers 
or promotions of current employees within the college, see Background Checks under 5.130.05.10 
Selection in Competitive Interviews, this procedure. 

 
Offer of Employment 
For temporary and associate faculty positions, the interview committee will make a final decision and 
contact Human Resources with the name of the successful candidate.  
 

For support, professional, faculty and administrative positions, the top applicant will be recommended 
to the President by the committee chair. Documentation concerning the rationale for 
employment must be provided by the committee. The President may approve an offer 
employment to the recommended candidate, request further interviews, or reopen the search.  
 
The offer of employment may be made by the committee chair, a human resources representative, or 
another as designated by the President. Should the top candidate decline the offer, resign during the 
probationary period, or fail the probationary period, the College reserves the right to extend an offer of 
employment to the second place candidate, and likewise, the third place candidate. 
 
The College may either provide a relocation stipend or reimburse new employees for relocation expenses 
at the discretion of the college President. Any new employee who voluntarily separates from employment 
before completing 12 continuous months of service or academic year (in the case of faculty) will be 
required to repay the college one half of the net payment of college supported relocation expenses, which 
can be deducted from the final paycheck. 

 

5.130.04.15 Hiring 

Once an individual has accepted an offer of employment, Human Resources, in consultation with the 
hiring manager and the new employee, will determine the first day of employment. All regular full-time 
and regular part-time employees will be contacted by a human resources representative to make an 
appointment to complete new hire paperwork. New hire processing must be completed prior to the first 
day of employment. Incomplete new hire paperwork will result in a postponement of the first day of 
employment. 
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5.130.05 Competitive Interview 

A competitive interview is the process by which external and internal applicants compete through 
applications and interviews for open positions. 
 

5.130.05.05 Recruitment 

See 5.130.04.05 Recruitment under Merit Promotion, this procedure.  
 
For associate faculty positions, Human Resources in cooperation with the Office of Instruction will recruit 
by selected media to replenish the associate faculty pool or fill specific needs. 
 

5.130.05.10 Selection 

Screening 
See the Screening section in 5.130.04.10 Selection, under Merit Promotion, this procedure. 
 
Interview Committee Membership  
See the Interview Committee Membership section in 5.130.04.10 Selection, under Merit Promotion, this 
procedure. 
 
Interview Process  
See the Interview Process section in 5.130.04.10 Selection, under Merit Promotion, this procedure. 
 
Background Checks 
Candidates will be offered the opportunity to sign a release allowing the College to seek references and a 
criminal history report as part of a background check. Refusal to submit to the background check process 
may eliminate a candidate from consideration for the position. Background checks will be completed for 
only the top candidate. Background check results may affect the candidate’s eligibility for the position or 
the order of preference for hiring. 
 
References: A minimum of two reference checks are to be completed. One reference check must be from 
the candidate’s current or, if not currently working, most recent employer. A summary of the reference 
checks will be prepared for the committee.  
 
Criminal History: Mohave Community College is committed to protecting the safety and welfare of 
employees, students and the general public, preserving state property, and upholding the reputation and 
integrity of MCC for the citizens of Mohave County. The final candidate for any position, Academic, 
Administrative, Professional or Support, is required to pass a criminal history background check prior to 
beginning the duties of the new position and the offer of employment shall be conditioned on the receipt 
of an acceptable criminal history background check. Failure of an applicant to consent to a criminal 
background check is grounds for rejection of the applicant. A background check may be required for 
transfers or promotions of current employees within the college. Further, a criminal history background 
check may be used as part of an investigation of current employee misconduct.  
 
Individuals with a criminal history will not be automatically disqualified for employment. While an arrest 
or conviction of a crime, in and of itself, may not be an automatic bar to employment, if conduct leading 
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to arrest or conviction relates to suitability of the individual to perform duties in a particular position, such 
person may be denied employment.  
 
Criminal history records shall not be used to discriminate on the basis of race, color, national origin, 
religion, sex, disability, or age.  
 
In reviewing the results of a criminal history background check on an individual applicant, MCC will review 
each applicant on a case-by-case basis to determine whether there is a substantial relationship between 
the pending charge or conviction and the position and whether the applicant should be further considered 
for the position. Convictions and guilty pleas include all felonies and misdemeanors except minor traffic 
violations in relation to any position which does not require driving. For positions that require operation 
of a motor vehicle, the terms conviction and guilty plea shall include minor traffic violations. During 
deliberation, the following factors will be considered:  
 
The Offense - The nature, severity and intentionality of the offense(s) including but not limited to:  

 The statutory elements of the offense (rather than the individual’s account of the facts of the 
offense);  

 The individual’s age at the time of the offense(s);  

 Number and type of offenses (felony, misdemeanor, traffic, other);  

 Time elapsed since the last offense;  

 The individual’s probation or parole status;  

 Whether the circumstances arose out of an employment situation; and  

 Whether there is a pattern of offenses.  
 
The Position - The duties, responsibilities and circumstances of the position applied for, including but not 
limited to:  

 The nature and scope of the position, including key access to facilities, access to cash and access 
to vulnerable populations, including minor children;  

 The nature and scope of the position's student, public or other interpersonal contact;  

 The nature and scope of the position’s autonomy and discretionary authority;  

 The amount and type of supervision received in the position or provided to subordinate staff;  

 The sensitive nature of the data or records maintained or to which the position has access;  

 The opportunity presented for the commission of additional offenses; and  

 The extent to which acceptable job performance requires the trust and confidence of the 
employer, MCC, or the public.  

 
Using these and other appropriate factors, Human Resources and if needed, legal counsel, will make the 
final determination on whether to appoint or reject the candidate on the basis of criminal background 
check results. Human Resources will be responsible for documenting the basis for the decision to 
approve/deny the offer of employment to a candidate based on the criminal background check review.  
 
If a candidate is disqualified from employment based on the criminal background check results, the results 
will be provided and the candidate will be given a three working day time period to refute the information. 
Additional time extensions may be provided to the candidate at the sole discretion of MCC. If a private, 
commercial background check vendor is used, MCC and the commercial background check vendor will 
need to ensure compliance with the federal Fair Credit Reporting Act.  
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Records gathered as a result of a criminal background check will be kept by the Director of Human 
Resources in separate files segmented by the applicant/employee’s name. The files will be maintained 
separately from an applicant/employee’s general personnel records. These records include:  

 Consent Form  

 Information collected from the check  

 Analysis and decision whether criminal activity (if any) was substantially related to position  

 Correspondence related to criminal background check  
 
The records will be securely maintained for a period of seven years after the position has been filled if the 
applicant is denied employment, or for the full life of the personnel file if the applicant is awarded a 
position, and may be accessed only on a need-to-know basis.  

 
Offer of Employment 
See the Offer of Employment section in 5.130.04.10 Selection, under Merit Promotion, this procedure. 
 

5.130.05.15 Hiring 

Once an individual has accepted an offer of employment, Human Resources, in consultation with the 
hiring manager and the new employee, will determine the first day of employment. All regular full-time 
and regular part-time employees will be contacted by a human resources representative to make an 
appointment to complete new hire paperwork. New hire processing must be completed prior to the first 
day of employment. Incomplete new hire paperwork will result in a postponement of the first day of 
employment. 
 
Temporary employees and associate faculty who have not previously been employed by the College and 
those who have a break in service of longer than 12  months must complete new hire paperwork, either 
on their local campus with a designated individual or in human resources. Paperwork completed on a local 
campus must be received in human resources for review and approval prior to the first day of 
employment. Incomplete new hire paperwork will result in a postponement of the first day of 
employment. 
 
Temporary employees and associate faculty who have a break in service of less than 12 months 
immediately prior to the offer of employment are not required to complete the new hire paperwork in its 
entirety. Human resources will review the employee’s existing file and determine what forms, if any, need 
to be completed prior to the first day of work. Failure to complete the necessary forms will result in a 
postponement of the first day of employment.  
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5.135 Terms and Conditions of Employment 

The college shall establish terms and conditions of employment that conform to all federal and state 
laws and regulations (ARS 15-1445). 

5.135.01 Terms and Conditions of Employment 

All administrative, professional and support employees, other than temporary employees, will be 
employed under written work agreements. Employment at the college is at-will, meaning each employee 
is employed by the college for no specific term and has no right of continued employment. The 
employment of an at-will employee may be terminated for any reason, or for no reason, with or without 
advance notice, as the college desires. No employee shall have the authority to make any agreement or 
contract to the contrary or any agreement with an at-will employee for any specified period of time. No 
college policy or procedure or item within the employee handbook is intended to, and shall not operate 
to, create any property or contract rights inconsistent with the at-will employment status of employees. 
 
Continuing Employment 
Decisions for continued employment will be predicated upon optimization of use and reallocation of 
resources in order to maintain the highest level of fiscal responsibility and community service. All 
employees are subject to non-reappointment/dismissal when and where the President determines that a 
reorganization, reduction or elimination of positions or programs is necessary based on fiscal exigencies, 
academic priorities or operational efficiency. Decision-making with respect to employment, 
reorganization, maintenance or elimination of positions or programs is delegated to the President.  
Each employee will be provided a written work agreement or letter of dismissal at least fifteen (15) 
calendar days prior to the implementation of any proposed change to the work assignment, however, the 
College reserves the right to implement work assignment changes in a shorter or longer time frame, as 
fits the needs of the College. Each employee desiring to accept employment as assigned in the work 
agreement must sign and return the agreement to the office of human resources on or before the date 
designated on the agreement. 
 
Initial Probationary Period 
All new employees or those new to a particular position are subject to a three-month probationary period. 
The probation progress report must be completed by the end of probation to reflect successful 
completion. The original probation progress report is sent to human resources to be included in the 
employee’s personnel file. 
Supervisors are encouraged to complete a probation progress report at the one-month and two-month 
intervals when an employee needs to be made aware of a need for improvement in their performance. In 
these cases, the original probation progress report is sent to human resources to be included in the 
employee’s personnel file and the supervisor will keep a copy. 
At any time prior to the conclusion of probation, a supervisor may complete a probation progress report 
and recommend termination of that employee. Termination of a probationary employee requires 
approval by the Vice President/Dean and the President. Termination can be with or without cause and is 
not grounds for appeal pursuant to administrative procedures. Termination under this section is not 
independent grounds for an employee grievance. 
Upon successful completion of the three-month probation, the employee is subject to the disciplinary 
employment policies and procedures of a non-probationary employee of Mohave Community College. 
 
Outside activities 
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All full-time college employees must recognize that their first employment responsibility is to the college 
and their assignments for which they have been contracted. If a full-time college employee does accept 
outside employment, the employee will not be permitted to use any college staff, equipment, supplies or 
facilities to promote or assist in his/her outside assignment. The college employee may not use the college 
name, logo, telephone number, or address on any material such as letterheads, business cards, or 
brochures in the promotion of his/her outside business or employment. 
Employees who hold the position of director, associate dean, dean, vice president, executive vice 
president and president are required to annually report any outside employment using the Conflict of 
Interest Disclosure process. (5.117.10) 
 
Staff Participation 
Members of the administration and selected instructional staff will attend commencement exercises in 
academic dress unless they have been previously excused, in writing, by the President. All full-time 
professional employees will attend the ceremony unless previously excused, in writing, by the President. 
Full-time employees will be expected to participate in the committee work of the college. The 
administration will make committee assignments on an equitable basis and, wherever advisable, in 
consultation with the staff members involved. 
Employees are welcome to attend district governing board meetings. If an employee wishes to bring an 
item of business before the board, it must be cleared through administrative channels and placed on the 
agenda by the President of the college. 
 

5.135.01.02 Resident Faculty 
All faculty will be employed under written notices of term appointment. Employment at the college is 
based solely on the terms, conditions and dates prescribed by individual notices of term appointment. 
There is no expectation of subsequent reappointment beyond the period covered by the current notice 
of term appointment. 
 
Continuing Employment 
Decisions for continued employment will be predicated upon optimization of use and reallocation of 
resources in order to maintain the highest level of fiscal responsibility and community service. All 
employees are subject to non-reappointment/dismissal when and where the President determines that a 
reorganization, reduction or elimination of positions or programs is necessary based on fiscal exigencies, 
academic priorities or operational efficiency. Decision-making with respect to employment, 
reorganization, maintenance or elimination of positions or programs is delegated to the President.  
 
Each faculty member will be provided a written notice of term appointment or letter of non-
reappointment at least fifteen calendar days prior to the last date of his or her current term of 
appointment. Each employee desiring to accept appointment for the term of the notice must sign and 
return the notice to the office of human resources on or before the date designated on the notice. 
 
By signing the notice of term appointment resident faculty and/or fulltime staff working less than 12 
months acknowledges continued employment for the next academic/fiscal year. Based on the acceptance 
of the notice of term appointment the resident faculty/staff member understands that the college, in 
good faith, will continue to pay health insurance benefits during the summer months. If after signing the 
notice of term appointment, the resident faculty/staff member chooses not to return for the new term or 
does not complete 30 days in the new term, they will be liable for insurance premiums for the months the 
college has paid. All premiums must be repaid at COBRA rates. 



Institutional Support 5- 90  

 
Initial Probationary Period 
All new employees or those new to a particular position are subject to a three-month probationary period. 
The probation progress report must be completed by the end of probation to reflect successful 
completion. The original probation progress report is sent to human resources to be included in the 
employee’s personnel file. 
Supervisors are encouraged to complete a probation progress report at the one-month and two-month 
intervals when an employee needs to be made aware of a need for improvement in their performance. In 
these cases, the original probation progress report is sent to human resources to be included in the 
employee’s personnel file and the supervisor will keep a copy. 
At any time prior to the conclusion of probation, a supervisor may complete a probation progress report 
and recommend termination of that employee. Termination of a probationary employee requires 
approval by the appropriate Vice President/Dean and the President. Termination can be with or without 
cause and is not grounds for appeal pursuant to administrative procedures. Termination under this section 
is not independent grounds for an employee grievance. 
Upon successful completion of the three-month probation, the employee is subject to the disciplinary 
employment policies and procedures of a non-probationary employee of Mohave Community College. 
 
Outside activities 
All full-time college employees must recognize that their first employment responsibility is to the college 
and their assignments for which they have been contracted. If a full-time college employee does accept 
outside employment, the employee will not be permitted to use any college staff, equipment, supplies or 
facilities to promote or assist in his/her outside assignment. The college employee may not use the college 
name, logo, telephone number, or address on any material such as letterheads, business cards, or 
brochures in the promotion of his/her outside business or employment. 
 
Faculty Participation 
Members of the faculty will attend commencement exercises in academic dress unless they have been 
previously excused, in writing, by the President.  
Faculty will be expected to participate in the committee work of the college. The administration will make 
committee assignments on an equitable basis and, wherever advisable, in consultation with the faculty 
members involved. 
Employees are welcome to attend district governing board meetings. If an employee wishes to bring an 
item of business before the board, it must be cleared through administrative channels and placed on the 
agenda by the President of the college. 
All faculty members are expected to bear a reasonable share of extracurricular duties as part of their 
regular contractual obligations. Employees may be paid for certain supervisory work required for activities 
supported by admission fees or activities provided from student/college activity funds. 
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5.140 Work Hours 

The college shall establish in procedures the requirements for work hours   that conform to applicable 
federal and state law (ARS 15-1445). 

5.140.01 Work Hours 

This section establishes the college’s normal working hours, workday and workweek for all full-time 
employees. 

5.140.01.01 Definitions applicable to this section: 

Workweek: The college’s standard workweek begins at 12:01 am on Sunday and ends at 
midnight the following Saturday.  

Workday: During the academic year the normal workday hours are 8 am to 5 pm, Monday 
through Friday, with a one-hour unpaid lunch period.  

Standard Work Schedule: The standard work schedule for all full-time employees is a 40-hour 
workweek consisting of five 8 hour days. Workday hours are 8 am to 5 pm, Monday 
through Friday, with a one-hour unpaid lunch period. 

Summer Work Schedule: The workday hours are 7 am to 5 pm, Monday through Thursday, 
with a 30 minute paid lunch period. 

Modified Work Schedule: Is a deviation from the standard work schedule for a full-time 
employee that includes working parts of each day, Monday through Friday in the office 
and/or involve working at approved sites other than the assigned work place/station 
during the workweek. Working from home is not an approved work site. 

Alternate Work Schedule: is a deviation from the standard work schedule for a full-time 
employee that includes working outside the normal workday/workweek at the assigned 
work place/station. Some employees may be required to work (non-traditional hours) 
night shift and/or scheduled to work Saturday/Sunday. 

Assigned Work Place or Work Station: A physical place on college property where the work of 
the employee’s position is normally performed; does not include any place away from 
college property (such as home) selected by employee solely for employee’s convenience.  

The definitions applicable to the Fair Labor Standards Act (FLSA) are: 

Regular Full-time Employee: A regular full-time employee is hired for an indefinite period of 
time and is scheduled to work 40-hours per week. Continued appointment is subject to 
satisfactory performance and availability of funding. 

Regular Part-time Employee: A regular part-time employee is hired for an indefinite period of 
time and is scheduled to work less than 40 hours per week. Employees in this category 
are classified either as: more than half-time (1/2) time, normally scheduled to work 25 
hours per week; less than half-time (1/2) normally scheduled to work 19.5 hours per 
week. Continued appointment is subject to satisfactory performance and availability of 
funding. 

Exempt Employee as defined by the FLSA is a bona fide executive, administrative or 
professional position and is not subject to the overtime provision (employer is not 
required to pay overtime in excess of 40 hours per week). 
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Non-Exempt Employee as defined by the FLSA is a position that does not meet the 
requirement necessary to qualify for exemption and is subject to overtime and minimum 
wage provisions of the Act (employer is required to pay overtime in excess of 40 hours 
per week). 

5.140.01.05 Supervisor’s Responsibility 

Supervisors are responsible for ensuring that work hours within the work schedule remain within 
the following guidelines: 

1. Full-time faculty are recognized as professional employees whose work week often 
includes evenings and weekends.  In addition to their work on campus, work that faculty 
complete off-campus in the performance of their duties is expected to be commensurate 
with an average of 40 hours of service per week.  Instances of faculty members not 
adequately performing their responsibilities will be addressed on an individual basis by 
the professional judgment of the appropriate supervisor. 

2. Full-time employees’ are required to adhere to the standard/summer work schedules as 
defined above. Due to the nature of exempt positions, work beyond the standard 
workweek may be required to meet legitimate business needs. The workweek for full-
time regular exempt employees is 40 hours; however, greater emphasis is placed on 
meeting the responsibilities assigned to the position than on working a specified number 
of hours.  

3. Part-time and temporary employee hours are based on a schedule determined by the 
supervisor and employee to meet the needs of the department with the approval of the 
appropriate administrator. 

4. Alternate Work Schedule: A full-time employee’s schedule may vary with the particular 
needs of the department. Alternate work schedule may be approved on an ongoing or 
episodic basis by the appropriate campus dean and vice President. Requests and 
approvals must be in written form. A copy of the approved work schedule change will be 
kept on file in the human resources office. 

5. Modified Work Schedule: If a full-time employee’s standard work schedule must be 
modified for a period longer than 30 days, the supervisor must consult with the 
appropriate vice President for approval. Requests and approvals must be in written form. 
A copy of the approved work schedule change will be kept on file in the human resource 
office. 

6. The workday may not be shortened by working through the lunch period. 

7. Rest periods (breaks) are privileges subject to the needs of each department. Rest periods 
of short duration not to exceed 15 minutes will be permitted during each half day of work. 
These rest periods will be paid as working time and will be counted as hours worked. 
Unauthorized extensions of rest periods will not be counted as hours worked. Rest 
periods shall not be used to reduce the length of the workday, or to cover late arrival to 
work or early departure, nor may they be accumulated if not taken. 

8. Full-time employees are compensated for meal (lunch) breaks during the summer 
schedule, and are required to adhere to a 30-minute meal (lunch) break. 

9. Each department and/or division must post office hours in their respective 
offices/buildings. 
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10. Faculty office hours and any changes in office schedules must be approved and reposted 
by the appropriate division chairs, upon approval of the appropriate campus dean. Faculty 
office hours must be posted at a readily student accessible place on campus prior to the 
start of each new term. These schedules are to be forwarded when completed each term 
to the vice Presidents and President. 

11. Full-time employees are required to complete at least 40-hours each week and be 
available in their offices when not performing duties that require them to be absent from 
their assigned work station. Those employees that are absent from their assigned work 
station because of business necessity, must post their cell phone number and/or alternate 
contact while away. 

12. All full-time, benefits-eligible employees are expected to account for a minimum of 40-
hours of work or authorized leave or Paid Time Off (PTO) per week. 

13. Non-exempt (hourly) employees must complete and have approved by the appropriate 
supervisor(s) a PTO request for absences of 30 minutes or more. 

14. Exempt employees must complete and have approved by the appropriate supervisor(s) a 
PTO request for absences of four hours or more per week. 
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5.145 Work Assignment 

The college shall assure that all employees are aware of, and adhere to, their work assignments (ARS 
15-1445). 

5.145.01 Work Assignment 

Staff members will perform work assignments as determined by their supervisors to ensure efficient 
utilization of the college workforce. Staff members who complete their work must report to their 
supervisors for other tasks to perform. Refusal or failure to follow a supervisor’s request could be 
considered insubordination and may lead to disciplinary action.  

5.145.05 Fitness for Duty 

Mohave Community College endeavors to provide a safe work place for the benefit of all members of the 
College community. In order to provide a save work environment, employees must be able to perform 
their job duties as outlined in the position specification document in a safe, secure, productive, and 
effective manner, and remain able to do so throughout the entire time they are working. Employees who 
are not fit for duty may present a safety hazard to themselves, to other employees, to the College or to 
the public.  The purpose of this fitness for duty procedure is to establish procedures by which the College 
will evaluate an employee’s fitness for duty when an employee is: 

 Having observable difficulty performing work duties in a manner that is safe for the employee, for 
the employee’s coworker, for the College, or for the public, as determined by the supervisor; or 

 Posing an imminent and serious safety threat to self or others. 
 
Employee Responsibilities 

1. Employees are responsible for managing their health in a manner that allows them to safely 
perform their job responsibilities. 

2. Employees must come to work fit for duty and must perform their job responsibilities as outlined 
in the position specification document in a safe, secure, productive, and effective manner during 
the entire time they are working. 

3. Employees are responsible for notifying their supervisors when they are not fit for duty. 
4. Employees are responsible for notifying the supervisor when they observe a coworker acting in a 

manner that indicates the coworker may be unfit for duty. If the supervisor’s behavior is the focus 
of concern, an employee may inform the upper level manager or may call Human Resources for 
further guidance. 

 
Employer Responsibilities 

1. Supervisors are responsible for observing the attendance, performance, and behavior of the 
employees they supervise. 

2. Supervisors/managers are responsible for following this policy’s procedures when presented with 
circumstances or knowledge that indicate that an employee may be unfit for duty. 

3. Human Resources is responsible for maintaining the confidentiality of medical records. Any 
document containing medical information about an employee is considered a medical record and 
is regarded as confidential and will be maintained in a file separate from all other employee 
records. 

 
Process 
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The supervisor who receives reliable information that an employee may be unfit for duty, or through 
personal observation believes an employee to be unfit for duty, will validate and document the 
information or observations as soon as is practicable. Actions that may trigger the need to evaluate an 
employee’s fitness for duty include, but are not limited to, altered levels of dexterity, coordination, 
concentration, memory, alertness, vision, speech, or inappropriate interactions with coworkers or 
supervisors, inappropriate reactions to criticism, or suicidal or threatening statements. 

 
The supervisor will present the information or observations to the employee at the earliest possible time 
in order to validate them; and will allow the employee to explain his or her actions, or to correct any 
mistakes of fact contained in the description of those actions.  

 
In situations where there is a basis to think that the employee is making threats to harm himself or herself 
or others, or is acting in a manner that is immediately dangerous to himself or herself or others, the 
supervisor shall contact local law enforcement authorities. Human Resources should be consulted 
regarding the fitness for duty procedure after the immediate safety issue has been addressed. 

 
In all other circumstances the supervisor shall complete a Supervisor’s Fitness for Duty Request form and 
forward it to Human Resources. Based on the descriptions provided by the supervisor, Human Resources 
will determine whether a fitness for duty evaluation is required and, if so, the type of evaluation needed 
and the type of health service provider to make the evaluation. Human Resources will then provide a form 
to the supervisor containing the evaluation information, and the supervisor will convey the form to the 
employee. Human Resources will also determine the type of leave to be used during the evaluation 
process. 
 
Human Resources will provide a form for the designated health service provider for completion to certify 
whether the employee is fit to return to work. The health service provider form will include a description 
of the circumstances leading to the request for evaluation, and a list of the employee’s relevant duties. 
Human Resources may facilitate communication with the health service provider as necessary. The 
employer will be responsible for the cost of the fitness for duty evaluation not covered by the employee’s 
health plan. 
 
Based on information provided by the health service provider, Human Resources will advise the supervisor 
whether the employee should return to work and, if so, the conditions of return, including whether the 
employee must attend a re-entry conference with the supervisor and a Human Resources rep, and 
whether additional follow-up meetings are necessary. The final decision on whether a provider’s 
certification will be accepted lies with Human Resources. A second independent health service provider 
certification may be requested in some cases. The employer will be responsible for the cost of the second 
independent provider’s certification. 
 
The employee must comply with all aspects of the fitness for duty and evaluation procedures, including 
furnishing necessary consent and release forms to the health service provider. Noncompliance may be 
grounds for disciplinary action up to and including termination. Information will be requested from the 
health service provider regarding work restrictions that may be required upon the employee’s return to 
work. Situations involving violations of College policies or practices may result in disciplinary action. 
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5.150 Performance and Professional Development 

The college shall maintain a system of employee evaluation that supports employee success within the 
college (ARS 15-1445). 

5.150.01 Employee Performance Management System 

The purpose of the employee performance management System is to ensure that: 
1. Employees perform work that accomplishes the business needs of the College; 
2. Employees clearly understand the quality and quantity of work expected; 
3. Employees receive ongoing information about how effectively they are performing relative to 

expectations; 
4. Opportunities for employee development are identified and provided when possible; 
5. Employee performance that does not meet expectations is addressed; and 
6. Management applies performance ratings in a fair and consistent manner. 

 
Performance evaluation information is one consideration in making other personnel decisions such as 
promotions, disciplinary actions, layoff determinations, and salary increases. 
 
5.150.01.01 Administrative, Professional and Support Staff Performance Management System 
All administrative, professional and support staff members shall be evaluated by the appropriate 
supervisor or administrator. The Performance Management System applies to all regular, non-faculty 
employees, including fulltime and part time, who have completed probation by July 1 of each year. At 
least once each year, an evaluation will be conducted. It does not apply to temporary staff, associate and 
resident faculty, volunteers and student workers.  

5.150.01.01.01 Performance Management Cycle 
The performance evaluation cycle runs from April 1 through March 31 of the following year. Shorter (or 
longer) cycles may be allowed depending on the employee’s entry date or other relevant organizational 
changes. Supervisors are required to complete an annual review for each employee once between 
August and March of the performance appraisal cycle. The Performance Management Cycle is as 
follows: 
 
Four (4) –five (5) days prior to annual review: 

 Schedule performance review conference 

 Give employee copy of Performance Review form; use this form as employee’s self review.   

 Give employee Upward Review (“How Can We Best Work Together?”) form 
 
Two days prior to review conference: 

 Employee gives supervisor completed self-review 2 – 3 days prior to review conference 
 
Date of review conference: 

 Supervisors review with employee: 
o Employee’s Self Review 
o Employer’s Review  
o Upward Review (Informal “How Can We Best Work Together?”) 
o Employer retains Review Form and any documentation 
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Up to 30 days after annual review:   

 Supervisor will have completed any follow-up on outstanding or unresolved issues from the Fall 
employee review conference.   
 

No later than March 15:   

 The supervisor’s supervisor must review and sign the performance review document. 
 
No later than March 31:   

 Once all required signatures are obtained (employee, supervisor and supervisor’s supervisor) 
the document should be forwarded to Human Resources for placement in the personnel file. 

 
5.150.01.01.02 Performance Management Ratings 

 M – Meets Expectations:  performance meets expectations on a regular basis. 
(comments/examples encouraged) 

 N – Needs Improvement: performance sometimes fails to meet expectations 
(comments/examples required) 

 U – Unacceptable: performance consistently fails to meet expectations 
(comments/examples required) 

 
5.150.01.01.03 Unsatisfactory Performance 
If an employee is rated with a Needs Improvement or Unacceptable, the supervisor should determine 
whether the unsatisfactory performance is correctable. If the performance is correctable, the 
supervisor, with assistance from Human Resources, should develop a Performance Improvement Plan 
with a timetable for review of the unsatisfactory performance. Any employee with 30% or more of 
performance indicators rated as Unacceptable, or 50% or more rated as any combination of Needs 
Improvement and Unacceptable must be placed on a Performance Improvement Plan and/or 
returned to probationary status. 
 
If performance is not correctable, the supervisor may decide whether to put the employee on 
probation or recommend termination.   
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5.150.01.02 Faculty Performance Management System 
 
The Resident Faculty Evaluation System uses a portfolio consisting of four components: 1) professional 
development and college/community service activities, 2) classroom observation, 3) student evaluation, 
and 4) self-evaluation.  Evaluations must be completed and submitted to Human Resources by March 31 
of each academic year. 

Resident faculty duties and responsibilities include: classroom teaching, curriculum maintenance and 
revision, assessment, supplemental instruction, advising, professional development, and community 
service.  Each component of faculty duties and responsibilities is addressed in evaluation. 

1. Professional development and community service.  Resident faculty members are expected to 
devote time to professional development and community service. A faculty member may 
choose any of the following to fulfill the professional development and community service 
responsibility. 

a. Service on college committees or task forces 
b. Service on statewide articulation task forces 
c. Service with the college speakers bureau 
d. Representing the college with local businesses and community organizations 
e. Advising a student club or organization 
f. Mentoring associate faculty 
g. Scholarly activity (publishing books, manuals, scholarly research, etc.) 
h. Conference attendance and presentation 
i. Publication of scholarly work 
j. Training on college software or procedures 
k. Completing coursework, webinars, and similar activities to maintain subject matter 

expertise 
l. Other – for professional development credit, the activity must be approved by the 

academic chair prior to conducting the activity. 
Professional development and community service activities are reported on the Instructor Self 
Evaluation Instrument developed by the Faculty Council and also reported to Human Resources. 
 

2. Classroom observation.  Classroom evaluation is conducted by one or more peers (preferably 
peers who are subject matter experts in the same or a closely related discipline) or an 
administrator (academic chair and/or dean) as negotiated by the faculty member.  Probationary 
resident faculty members are evaluated the first or second semester during the probationary 
period.  Regular resident faculty members are evaluated one semester every four years.  This 
evaluation uses the Classroom Observation Form developed by the Faculty Council. 
 

3. Student evaluation.  Student evaluation is conducted every semester using the Course 
Evaluation Form developed by the Faculty Council.   
 

4. Self-evaluation. The self-evaluation is conducted annually for probationary resident faculty and 
once every four years for regular resident faculty.  This evaluation uses the Self-evaluation Form 
developed by the Faculty Council. 
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5.150.01.03 Associate Faculty Evaluation.   
 
The Associate Faculty Evaluation System uses a portfolio consisting of the following components: 1) 
professional development 2) classroom observation, and 3) student evaluation. Evaluations must be 
completed and submitted to Human Resources by March 31 of each academic year. 

Associate faculty duties and responsibilities include: classroom teaching and professional 
development.  Each component of faculty duties and responsibilities is addressed in evaluation. 

1. Professional development.  Associate faculty members are expected to attend the bi-annual 
faculty meeting each semester. Associate faculty members may be paid to complete this 
activity. A faculty member may also choose any of the following to fulfill the professional 
development responsibility. 

a. Service on college committees or task forces 
b. Scholarly activity (publishing books, manuals, scholarly research, etc.) 
c. Conference attendance and presentation 
d. Publication of scholarly work 
e. Training on college software or procedures 
f. Completing coursework, webinars, and similar activities to maintain subject matter 

expertise 
g. Other – for professional development credit, the activity must be approved by the 

academic chair prior to conducting the activity. 
h. Professional development activities are reported on the Professional Development Form 

and reported to Human Resources. 
2. Classroom observation.  Classroom evaluation is conducted by one or more peers (preferably 

peers who are subject matter experts in the same or a closely related discipline) or an 
administrator (academic chair and/or dean) as negotiated by the faculty member.  This 
evaluation uses the Classroom Observation Form developed by the Faculty Council. 

3. Student evaluation.  Student evaluation is conducted every semester using the Course 
Evaluation Form developed by the Faculty Council.   

5.150.02 Professional Development  
 

The College recognizes its particular responsibility to provide opportunity for the continual professional 
growth of its staff. Such opportunities include, within budgetary limitation, special in-service training 
courses, workshops, conferences, and assistance from supervisors and consultants. Employees will be 
required to participate in College endorsed professional development programs. 

In conjunction with the annual budget process, departments shall identify specific professional 
development plans that incur cost and/or employee absence from the college premises. Departments and 
managers should expect a zero based budget requirement, with an accounting of expected professional 
leave. Planned absences should take into account ongoing committee and management responsibilities 
and are not to exceed 60 hours per fiscal year, excluding grant, license, and accreditation requirements, 
or travel mandated by the office of the president. An annual professional development travel report must 
be submitted to the Executive Vice President for approval.  
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College employees desiring to attend professional conferences shall submit absence request to travel and 
the request must be approved by the appropriate administrator and/or the college President. Any 
employee in travel status is required to adhere to the requirements of 5.095-Travel. 

  



Institutional Support 5- 101  

5.155 Discipline  

The college shall establish disciplinary procedures which encourage successful performance by 
employees (ARS 15-1445). 

5.155.01 General 

 The procedure is applicable to all employee groups.  

 This procedure does not affect the at-will status of employees and shall not be interpreted to 
require that employees be dismissed for cause only. 

 Disciplinary action of varying severity may be imposed for an accumulation of different offenses.  

 The employee’s entire employment record may be considered in order to determine the 
appropriateness of the disciplinary action. 

 

5.155.01.01 Minor Disciplinary Actions 

Mohave Community College may utilize a series of minor corrective disciplinary actions providing the 
opportunity to improve job performance and comply with College Policies and Procedures. Such actions 
may include counseling/coaching, verbal and written warnings, disciplinary probation, investigative 
suspension with pay, and suspension without pay for a period less than five (5) days, as deemed 
appropriate by the responsible administrator and the President.  
 
Minor disciplinary actions shall be imposed by the employee’s immediate supervisor. An employee who 
wishes to object to a minor disciplinary action shall submit a written statement to the supervisor's superior 
within five (5) work days of receiving notice of the disciplinary action. The supervisor's superior will review 
the statement and may confer with the employee, the supervisor, and such other persons, as the 
supervisor's superior deems necessary. The decision of the supervisor's superior will be final and 
documentation will be forwarded to human resources. 
 

5.155.01.05 Counseling/Coaching  

Counseling and coaching are the most common methods employed for assisting the employee to improve 
work performance or comply with policies and procedures. Counseling or coaching should be a 
cooperative attempt at determining and correcting the problem. With the exception of serious failures to 
conform with Policies and/or Procedures, as determined by the responsible administrator, disciplinary 
actions will occur only after counseling/coaching efforts have been unsuccessful.  
 

5.155.01.05.01 Warnings 

Warnings may be either verbal or written. A written warning is used for more serious errors, failure to 
meet job requirements or violations of policies or procedures, as determined by the responsible 
supervisor, or when a verbal warning has not produced satisfactory results. Either type of warning shall 
specify problem(s) and what action is required to correct it. For a verbal warning the supervisor will keep 
notes detailing the events of the meeting to include what work issues were discussed and what measures 
are to be taken to resolve the issue. 
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5.155.01.10 Written Warning  

A written warning shall explicitly state that it is a "written warning" and shall specify that further 
disciplinary action will follow if the employee fails to achieve a satisfactory level of performance. The 
written warning shall be reviewed jointly by the appropriate Vice President and the Office of Human 
Resources before it is presented to the employee. A copy of the warning shall be sent to Human Resources 
for inclusion in the personnel file. 

 

 5.155.01.15 Disciplinary Probation 

Disciplinary probation is the establishment of a period of time, normally not less than thirty (30) calendar 
days and no more than one semester, during which the performance or behavior of a staff member will 
be more closely scrutinized in an attempt to bring about a desired change. A disciplinary probation period 
carries an implied intent by the College to retain the employee for the duration of the probation. If, 
however, new deficiencies occur during a disciplinary probation period or performance declines, the 
employee may be given more serious discipline, up to and including termination. Before initiation of the 
disciplinary probation period, written documentation to substantiate the discipline must be on file with 
the appropriate Campus Dean or Vice President and Human Resources. To initiate the disciplinary 
probation period, the Supervisor must recommend to the administrator that an employee be disciplined. 
If approved by the administrator, a memorandum will be given to the employee showing the inclusive 
dates of the probation period. The memorandum should also include a description of the specific nature 
of the deficiencies, the corrective action required, and the fact that more severe disciplinary action will 
be taken (up to and including termination) if the employee does not correct his/her behavior. 
 
Upon issuing the notice of the disciplinary probation period, the Supervisor will initiate a schedule of 
meetings between the employee and the Supervisor to regularly review the progress made by the 
employee to correct the deficiencies. The employee has the option of having a third party, agreeable to 
both parties, present at these meetings. The Supervisor shall keep a written record of these meetings. At 
the end of the disciplinary probation period, the employee's Supervisor shall prepare a special 
performance evaluation report detailing the employee's success or failure in completing the period. This 
report should then be forwarded to the administrator. After reviewing the report, the administrator will 
then decide to recommend termination of the employee or return the employee to his/her previous 
employment status. If termination is warranted, the Director of HR will notify the employee in writing of 
the decision within ten (10) business days. A copy of this memorandum shall be provided to Human 
Resources for placement in the personnel file. 

5.155.01.20 Investigative Suspension 

Investigative suspension is the temporary release of an employee from duty by an Administrator with 
approval of the President, normally for up to three (3) business days, with pay, to permit investigation of 
infractions of College Policies or Procedures. Upon completion of the investigation, the employee may be 
returned to work without penalty, placed on disciplinary suspension, discharged or subject to more 
moderate disciplinary action as deemed appropriate to the circumstances by the responsible 
administrator with approval of the President. The facts surrounding the investigative suspension shall be 
documented with a copy to the employee and Human Resources. The duration of an investigative 
suspension may be extended when deemed necessary by the administrator who imposed it with approval 
of the President, in order to permit additional investigation. 
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5.155.01.25 Disciplinary Suspension 

Disciplinary suspension is the temporary release from duty of an employee for up to five (5) consecutive 
business days without pay and is applicable when the responsible supervisor determines that a violation(s) 
or repetition of violation(s) of College Policies or Procedures is serious enough to warrant suspension and 
the appropriate Campus Dean or Vice President recommends the action. Should an employee's conduct 
warrant two suspensions within a two-year period, dismissal shall be considered. Written notice of 
disciplinary suspension shall be given to the employee by the appropriate Campus Dean or Vice President 
with the approval of the President, with a copy to Human Resources and shall include the following: 

1. Reason for the disciplinary suspension. 
2. Dates of suspension duration. 

 

5.155.05 Major Disciplinary Action 

The responsible administrator shall determine whether particular violations of the Standards of 
Professional Conduct policy or other College Policies and Procedures are serious enough to warrant 
immediate specific disciplinary measures outside of minor disciplinary action, including recommendation 
for dismissal. Major disciplinary actions shall follow notice and appeal processes set forth in section 
5.170.01.20. 
 
5.155.10 Suspension without Pay for More than Five Days 
 
The employment of an employee may be suspended without pay for a period of more than five (5) days 
by action of the President, for any conduct that, in the judgment of the President, is inappropriate.  
 
5.155.15 Dismissal 
 
Dismissal is the involuntary termination, other than a layoff/reduction in force, of an employee by a 
responsible administrator with approval of the President. Dismissal terminates the disciplinary process 
and no further steps under this section are available to the employee. Dismissal will occur in accordance 
with 5.170.01.20. 
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5.160 Grievances 

The college shall establish a grievance process that meets all requirements of federal and state statute 
and regulations (ARS 15-1445) 

5.160.01 Harassment and False Testimony Prohibited 

No employee may knowingly use or participate in the grievance or disciplinary process without a 
reasonable, good faith belief that there exist grounds for his/her position; no employee may use or 
participate in the grievance or disciplinary process solely for harassment purposes. Moreover, no 
employee may knowingly provide false information or testimony in the investigative or hearing process. 
Utilization of the grievance or disciplinary process without reasonable grounds or in bad faith or for the 
purpose of harassment or the falsification of information or testimony in the investigative or hearing 
process will be grounds for immediate termination from employment. 
5.160.02 Grievance Procedures 

A grievance occurs when it is alleged by an employee that a specific policy or procedure has been violated 
by the College administration, misinterpreted or inequitably applied to the detriment of the respective 
employee. Mohave Community College recognizes the importance of providing a prompt and efficient 
procedure for resolving grievances fairly and equitably, without fear of prejudice or retaliation for 
initiating a grievance or participating in its settlement. 

 

5.160.02.01 Items that cannot be grieved 

The grievance procedures do not apply to complaints solely related to: 
1. Performance or progress reports; improvement plans; program review  
2. Work assignments, including work location; schedule changes; reassignment and other work-

related directives given by a supervisor. 
3. Job classification and compensation, including salary adjustments. 
4. Administrative leave or suspension with pay. 
5. Recommendation and notification for non-reappointment; reduction in force. 
6. Notification of failure to successfully complete initial probationary period. 
7. Hiring decisions, including internal promotion decisions. 
8. Decisions that a complaint is not grievable. 

 
If Human Resources determine the complaint cannot be grieved pursuant to these procedures, the 
grievance will be returned to the aggrieved party with a written explanation.  
 

5.160.02.05 Informal Grievance Procedures 

Grievances should be resolved at the division or department level whenever possible. Upon 
notification of a complaint to the immediate supervisor or to Human Resources, a conference will be 
held between aggrieved party, supervisor and, where appropriate, the college administrator. The 
Human Resources will participate in a mediator role. If the grievance is satisfactorily resolved at the 
conclusion of the conference, the matter will be considered closed with no need for advancement to 
formal grievance process. If the conference is unsuccessful, the aggrieved party will be advised by 
Human Resources to proceed with the formal grievance process within five business days. Failure of 
the aggrieved party to initiate Step 1 of the formal grievance procedures within the time allowed will 
constitute waiver. 
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Supervisors must document all informal grievance conferences by memorializing the date, time, 
persons present, issues in dispute, and agreements reached. Copies will be submitted to Human 
Resources within five (5) business days of the conclusion of any conference. 

 

5.160.02.10 Formal Grievance Procedures 

Formal grievance procedures are not available until the informal grievance process has been 
exhausted or Human Resources determines there is a compelling reason to proceed directly to the 
formal grievance process. 

 

5.160.02.10.01 Step 1: Submission of Written Statement 

The aggrieved employee will submit, within three (3) business after being advised to proceed, to 
his/her immediate Supervisor, or to Human Resources, a written statement describing in detail, 
the nature of the complaint, setting forth times, dates, names of witnesses and the substance of 
each and every contributing event. The written statement will also include a description of any 
action taken to resolve the matter, the results of such action and how the employee has been 
impacted. 
 

5.160.02.10.02 Step 2: Investigation 

Upon receipt of the aggrieved party’s statement, Human Resources will give written notification to the 
aggrieved party and the alleged offending college administrator(s) that the formal grievance process has 
been initiated. By the same notification, the parties will be advised that an investigation of the allegations 
will be conducted, the nature of the investigation and the expected time of completion. Human Resources 
may recommend to the President that an outside investigator be retained. 

 

Human Resources will consult with the President about whether it is reasonable to place the employee 
and/or the college administrator on administrative leave with pay until the investigation is complete and 
a written response is delivered to all concerned parties. Human Resources will consider factors such as 
whether a hostile working environment may exist. Pending investigation, Human Resources may also 
determine to consult with the President to consider the reassignment of duties. A notification will include 
directions to affected parties regarding administrative leave and/or reassignment of duties.  

 

In order to maintain the greatest possible confidentiality, all parties interested in or affected by the 
grievance will be expected to refrain from discussing with non-affected parties, any matters related to the 
grievance and/or the ensuing investigation. 

 

The investigative process will include, but not be limited to, interviews of all interested parties and 
witnesses and the collection and indexing of pertinent documents, written statements and other 
evidence. The notes or transcriptions of the interviews and the evidence collected will be compiled in a 
record to which the investigator’s findings and conclusions will be attached. The record will remain 
confidential (to the extent allowable by law). 
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5.160.02.10.03 Step 3: Findings, Conclusions and Recommendations 

Human Resources or investigator will prepare a written summary of findings, conclusions and 
recommendations which will serve as the response to the aggrieved party and will be served upon 
the aggrieved party and accused party(ies) within five (5) business days after completion of the 
investigation. 
 

5.160.02.10.04 Step 4: Appeal to Hearing Panel 

If unsatisfied with the findings, conclusions and recommendations of the investigation, the 
aggrieved party will submit a written notice of appeal to Human Resources within five business 
days. Failure to timely submit objections will constitute waiver of further proceedings. Human 
Resources will convene a hearing to proceed in accordance with administrative procedures 
section 5.165. 
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5.165 Hearings 

The college shall establish a process for hearing grievances by employees (ARS 15-1445). 

5.165.01 General 
Where appeal is provided for in these administrative procedures, a hearing officer will be utilized. The 
hearing officer will be selected from those approved and under contract through the State of Arizona 
Procurement Office. 
 
Within five (5) working days after the request for appeal has been received, Human Resources will contact 
the hearing officer and provide notice of required service. 
 
5.165.01.05 The Hearing Process 
1. Preliminary Matters 
Once the hearing officer has received notice that he/she is to serve in a particular matter, he/she will, 
within two working days, 1) review the record to determine the time likely to be needed for the hearing, 
2) select a date, time and place for the hearing and 4) notify the Human Resources of the date, time and 
place of the hearing and its probable length. 
 
All hearings will be convened no less than eight (8) business days after notice to the appealing employee 
and no more than eighteen (18) business days after the date the request for appeal is received in Human 
Resources. Human Resources will immediately notify the grievant, the accused college employee, and any 
witnesses, attaching a copy of these procedures to the notice. The date of the hearing may be postponed 
by stipulation of the employee and the College, or by and in the sole discretion of the hearing officer, or 
at the request of the grievant or the College for such reason as the hearing officer may deem appropriate. 
 
2. Position Statements 
The employee may be represented at the hearing by counsel, at the employee’s expense.  
Not less than three (3) days before the hearing date, the grievant and the accused college administrator 
will submit a written position statement setting forth a comprehensive summary of all facts and issues 
pertinent to the appeal, listing any and all witnesses expected to be called at the hearing and listing and 
attaching all documents, materials and exhibits which support the party’s position. 
 
For each witness listed a brief summary of the expected testimony will be included. The original and two 
copies of the position statement and all attachments will be submitted to the Office of Human Resources 
for distribution. 
 
Failure to submit a complete statement or a complete list of witnesses and exhibits on the part of any 
party is grounds for limiting the presentation of that party’s case at the hearing. The hearing officer will 
have the discretion to: 1) not allow a party to offer particular testimony 2) introduce a particular document 
or exhibit; 3) disregard the offending position statement, or; 4) vacate the hearing and recommend denial 
of the appeal or reinstatement of the appealing employee. 
 
3. Closed Hearing 
The hearing will be closed unless the employee requests that it should be conducted as a public hearing. 
Persons who have a right to attend a closed hearing include the hearing officer, legal counsel for the 
College, the employee and the supervisor and his/her legal representative. Witnesses will be allowed in a 
closed hearing during their testimony only. 
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Appealing parties who wish to have an open hearing will notify the office of human resources no less than 
five days before the hearing. The Office of Human Resources will notify the hearing officer that a request 
for an open hearing has been submitted and the hearing will be conducted in the open. 
 
5.165.01.10 Record 
The hearing officer shall, by use of a mechanical devise, make a record of the hearing. 
 
5.165.01.15 Conduct of the Hearing 
1. The College will present its case first, followed by the employee, unless the parties agree, or the 

hearing officer determines otherwise. 
2. The hearing will be conducted in an informal manner without any requirement to adhere to normal 

rules of evidence. 
3. All witnesses will testify under oath. Except for the employee, the college administrator, and their 

legal representation, all witnesses will be excluded from the hearing except when testifying and 
witnesses will be instructed not to discuss their testimony outside the hearing room. 

4. The hearing officer will otherwise make rulings necessary to expedite the hearing process, including: 
a. Rulings regarding the admissibility of evidence or testimony; i.e. the necessity, repetitiveness or 

relevance of the evidence or testimony. 
b. The use of any reasonable mechanism to identify documents and exhibits for the hearing. 
c. Whether there will be opening statements and closing arguments by the parties. 

 
 
5.165.01.20 Decision of the Hearing Officer 
The hearing officer shall prepare a written statement of findings and submit it to the President within ten 
(10) working days after the conclusion of the hearing.  
 
The President is not bound by the findings, conclusions and recommendations of the hearing officer. After 
receipt of the findings, conclusions and recommendations of the hearing officer, the President will review 
the record of the proceedings and issue a written decision within ten (10) working days, under unusual 
circumstances as many as 20 days,  and provide a copy of the decision to all parties and to Human 
Resources 
 
The President’s decision shall constitute the final agency action. Judicial review before a court of 
competent jurisdiction must be filed, if at all, within 30 calendar days of the date of the President’s 
decision. 
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5.170 Separation from Employment 

The college shall establish procedures for employee separation from employment that conform to 
federal and state statute and regulations (ARS 15-1445) 

5.170.01 Separation from Employment 

5.170.01.01 Voluntary Separation 

5.170.01.01.01 Resignation 

Two weeks prior to resignation, the employee will provide a letter of resignation to the 
Supervisor and the Office of Human Resources. The employee may schedule an exit 
interview with his/her immediate Supervisor. 

5.170.01.01.05 Retirement 

Three months prior to effective date, the employee should submit a letter of resignation 
to their Supervisor and the Office of Human Resources. The employee should also submit 
an application for retirement to the ASRS.  

5.170.01.01.10 Death 

In the event of an employee’s death, the legal heir(s) will be entitled to the following: 

1. Any unpaid compensation due to the employee. 

2. Any earned but unused vacation time pay due to the employee. 

3. Any pertinent benefits accrued to the employee as a result of participation in the 
Mohave Community College flexible benefits plan (except expressly excluded such as 
unused time accrued, or as expressly stated such as life insurance). 

5.170.01.05 Separation Pay 

Upon involuntary separation, the employee will receive any compensation due him/her, by 
placing payment in the US mail within seven (7) business days of the termination. 

5.170.01.05.01 Training Expenses Reimbursement 

If an employee voluntarily resigns or is terminated “for cause” less than 12 months from 
completing a transferable certification or qualification that the College paid for, the employee 
may be required to reimburse the college for that expense.  Employees must authorize the college 
to deduct this reimbursement from any monies due at separation prior to commencing 
training.  An invoice for any remaining balance will be issued. 

5.170.01.10 Constructive Discharge Pursuant to Arizona Law  

An employee is encouraged to communicate to the employer whenever the employee believes 
working conditions may become intolerable to the employee and may cause the employee to 
resign. Under Arizona Revised Statutes 23-1502, an employee may be required to notify an 
appropriate representative of the employer in writing that a working condition exists that the 
employee believes is intolerable, that will compel the employee to resign or that constitutes a 
constructive discharge, if the employee wants to preserve the right to bring a claim against the 
employer alleging that the working condition forced the employee to resign. 
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Under the law, an employee may be required to wait for fifteen calendar days after providing 
written notice before the employee may resign if the employee desires to preserve the right to 
bring a constructive discharge claim against the employer. An employee may be entitled to paid 
or unpaid leave of absence of up to fifteen calendar days while waiting for the employer to 
respond to the employee's written communication about the employee's working condition. 

Constructive discharge may be established by either of the following: 

1. Evidence of objectively unpleasant working conditions to the extent that a reasonable 
employee would feel compelled to resign, or 

2. Evidence of outrageous conduct by the employer, managing agent of the employer, 
including sexual assault, threats of violence directed at the employee, a continuous pattern 
of discriminatory harassment by the employer or by a managing agent of the employer or 
other similar kinds of conduct, if the conduct would cause a reasonable employee to feel 
compelled to resign. 

5.170.01.10.01 Procedure for Constructive Discharge Complaint by College Employee 

1. In order to preserve a claim of constructive discharge, an employee must (1) submit a 
written statement to the Office of Human Resources, describing in detail the working 
conditions or conduct of any managing agent of the College which he/she believes 
constitutes or may constitute constructive discharge, and (2) allow fifteen days for the 
director’s response before resigning. 

2. The complaining employee may be entitled to up to fifteen days paid leave at the 
discretion of the Office of Human Resources pending a response to the employee’s claim 
or complaint. If leave is granted, the employee must keep the director informed as to how 
the employee may be contacted for further information and/or for service or delivery of 
the director’s response. 

3. Upon receipt of the response from the Office of Human Resources, the employee may 
elect to (1) resign, (2) proceed under formal grievance procedures pursuant to Section 
5.160 or (3) treat the matter as resolved and return to work. 

4. When a claim of constructive discharge is established, the alleged offending college 
administrator(s) may be subject to the disciplinary procedures in administrative 
procedures. 

5.170.01.15 Reduction in Force 

The employment relationship may be severed or altered during a term appointment upon order 
for reduction in force (RIF) by the District Governing Board where the Board determines the action 
to be necessitated by fiscal emergency or other unforeseen circumstance which requires 
immediate reduction in operations.  

5.170.01.20 Employee Dismissal Procedures 

The employment relationship may be terminated at any time, with or without cause. 
 

5.170.01.20.01 Dismissal of an At-Will Employee 

The employment relationship of an at-will employees may be terminated at any time, 
with or without cause. A supervisor, who determines the need to dismiss an employee, 
will notify Human Resources who will evaluate the grounds for termination, seek approval 
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from the appropriate dean and vice president and, where appropriate, assist the 
supervisor in preparing a written notice of dismissal. The notice will include the reason(s), 
if any, for dismissal and the effective date. 

The notice of dismissal will be given to the employee in person, or via certified mail. No 
employee will be dismissed for a legally impermissible reason such as race, color, gender, 
religion, national origin, age, or disability. 

 
1.170.01.20.02 Dismissal of a Term Employee 

Any faculty or staff member employed under a notice of term appointment may be 
dismissed mid-term for cause only. A supervisor, who determines the need to dismiss an 
employee, will notify Human Resources who will evaluate the grounds for termination 
and supporting documentation, seek approval from the appropriate vice president and/or 
dean and, where appropriate, assist the supervisor in preparing a written notice of 
dismissal. The notice will include the reason(s) for dismissal, the effective date and appeal 
information. 
 

1.170.01.20.02.1 Appeal 

The employee may appeal the decision to dismiss by submitting a written request for 
a hearing to Human Resources within five (5) workdays of receiving written notice. 
Failure to submit a written request for an appeal to the Human Resource Office within 
the time limit results in forfeiture of any appeal rights. Human Resources will convene 
a hearing, which will proceed in accordance with section 5.165. 
 

1.170.01.20.02.2 President’s Review 

 
The findings, conclusions and recommendations of the hearing officer, along with the  of 
termination, the employee’s notice of appeal and the record of the appeal, will be 
reviewed by the President. The President shall within ten (10) business days, under 
unusual circumstances as many as 20 days, forward a written decision to Human 
Resources. Human Resources shall, within two business days, deliver copies of the 
decision to all interested parties. Delivery shall be complete upon mailing to the last-
known address of each party. The President’s decision will be final. 

 
Judicial review of this agency’s decision shall be filed in a court of competent jurisdiction, 
if at all, within 30 calendar days of the date of delivery of the President’s decision. 
 
 

5.170.02 Employee Exit Procedures  

Upon receipt of notice of an employee’s intent to separate from employment, the supervisor shall submit 
written documentation of the notice to Human Resources. If the employee gives verbal notice, the 
supervisor shall endeavor to obtain a written notice from the employee. If an employee refuses to provide 
a written notice, the supervisor shall document the verbal notice and submit it to Human Resources.  The 
employee’s last day of employment is the last day that the employee physically works at the assigned 
work station for a minimum of 50% of the scheduled work day. The last day of employment is considered 
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a leave blackout date and Employees are not generally granted leave on this day, unless approved by 
Human Resources and the President’s Office. 

On the employee’s last day of employment, the supervisor will meet with the separating employee to 
review the employee separation checklist and collect any College property the employee may have been 
issued, including but not limited to: keys, laptop computer or other mobile computing device, name tag, 
or credit card. 

The supervisor submits the completed separation checklist form to Human Resources. The employee will 
be provided a voluntary exit interview form to be completed and return to Human Resources. 
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5.175 Reduction in Force 

The college shall maintain a procedure for reduction in force in the event of financial necessity. 

5.175.01 Reduction in Force 

A reduction in force (RIF) is defined as the elimination or involuntary reduction of regular administrative, 
professional, faculty, or support staff positions due to declining enrollment, lack of work, lack of funds, 
budget constraints, grant expiration, departmental reorganization, elimination or curtailment of courses 
and/or programs, or other business reasons resulting in the necessary curtailment of personnel. 
 
Procedure 

1. Whenever possible, pre-reduction in force alternatives will be considered. Alternatives may 
include but are not limited to reassignment of staff to another work area or teaching discipline as 
long as all qualifications are met, reduction of contract length with corresponding reductions in 
pay, reductions in office hours or work days, or freezing current salaries. 

2. The President determines that a RIF is warranted and notifies the Board. The President then 
solicits recommendations for reductions in order of priority from the administrators and 
department heads. The President ranks the recommendations in priority for meeting the mission 
of the college and determines which position reductions are warranted. The President can extend 
the reductions beyond what was recommended or determine that it is in the best interest of the 
college to choose other reductions. 

3. When the President determines that a reduction in force is necessary, the President shall send a 
written notification of intent to impose a reduction in force to the office of human resources. The 
written notification shall include the reason(s) for the elimination of staff positions, the position(s) 
to be eliminated or involuntarily reduced, the name(s) of the employee(s) to be separated from 
the college, and the effective date of separation. 

4. The human resources office will assist the department heads and administrators throughout the 
process. Human resources will review with the administrator or designee how the criteria 
provided in the notification were used in determining which employee(s) are to be separated from 
college employment as a result of the reduction in force. 

5. Human resources will assist the administrator or designee in writing appropriate, individual 
reduction in force notifications to each affected employee that includes: the action being taken 
and the effective date of the action; a brief statement as to why the action is being taken; a 
statement explaining that the employee may obtain special assistance from the human resources 
department in applying for another position at the college; a statement of the employee's right 
to appeal (grieve) the reduction in force decision if the employee alleges that college policies have 
been violated; or the right to appeal under Discrimination and Sexual Harassment Complaint 
Procedures if discrimination is alleged; and, instructions to contact the human resources office 
for information on continuation of medical insurance under COBRA. Notifications will be hand 
delivered or mailed US postal service certified mail at least thirty (30) days prior to the RIF 
separation. A copy of the written notice to the employee is to be placed in the employee's 
personnel file. 

6. The President may determine that it is in the best interest of the college to pay employees 
severance pay for thirty days in lieu of a timely notice. In this instance, employees will be provided 
with the severance check and written notification within three (3) business days. 
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7. For six (6) months following the date of RIF, employees laid off due to a RIF will be recalled without 
advertising if an opening occurs in the same department in a position of the same classification 
within an equal or lower level. If more than one person has been laid off from the same 
classification and department within the preceding six (6) months, the employee who best meets 
the qualifications of the position will be offered the position. 

Separation Pay 
Upon involuntary separation, the employee will receive any compensation due him/her, by placing 
payment in the US mail within seven (7) business days of the termination. 
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5.180 Employee Leave 

The college shall maintain a leave program for employees that is equitable and allows for appropriate 
provisions of law and regulation (ARS 15-1445). 

5.180.01 Leave 

Purpose 
 
Employees of Mohave Community College may wish or be required to be absent for several reasons: 

 Those beyond their control, such as personal illness or injury (including pregnancy), jury duty, 
military service or emergencies. 

 Those governed by compassion or conviction, such as family illness, bereavement, religious 
observance, and other personal reasons. 

 Those stemming from occupational status, such as attendance at meetings, conventions, in-
service training courses and seminars, and other patterns of additional study when approved by 
the President and/or the Governing Board. 

 Those provided by scheduled vacations. 

The College recognizes that absences for any such reasons are justifiable and will maintain an employee 
leave plan for the purpose of providing staff with the opportunity to take time away from work without 
loss of compensation.  

Effective Date 
This policy is effective July 1, 2013, and supersedes the vacation, sick leave and personal/emergency leave 
policies previously outlined in the administrative procedures manual and any other documents previously 
published, but not specified herein. 

Eligibility 
All regular fulltime, benefits-eligible, non-temporary employees are eligible to accrue employee leave 
beginning from the date of employment.   

Leave Scheduling 
1. To the extent possible, leave is to be requested and approved by the supervisor in advance. In 

most cases two weeks of advance notice will be sufficient. However, the amount of advance 
notice may vary by department depending on operational and staffing needs. Supervisors may 
approve requests for leave with less than two weeks of advance notice at their discretion. In all 
cases a leave request must be completed online by the employee and submitted for approval. 

2. Generally, leave may not be scheduled during annually established blackout dates. An employee 
seeking authorization for leave during blackout dates must include a written explanation with the 
request form and receive approval from the President. 

3. Supervisors are responsible for scheduling leave in a manner which balances the operational and 
service delivery needs of the department with the time off preferences of the staff member. The 
college reserves the right to deny leave requests which may have an adverse effect on its 
operations or cancel previously approved leave requests if unexpected circumstances arise which 
require the employee’s attendance at work. 
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4. In the event of illness or emergency preventing the employee from requesting leave in advance, 
the employee must notify the supervisor no later than fifteen minutes after the start of the 
employee’s work day and explain the need for unscheduled time off. In the event of illness or 
emergency preventing the employee from reporting to work for periods exceeding one day, the 
employee must contact the supervisor each subsequent day no later than fifteen minutes after 
the start of the employee’s work day. The immediate supervisor shall make arrangements for 
class coverage in the case of resident faculty illness. Part-time employees are not eligible for leave 
and thus will have their pay reduced for the time absent. Employees who do not adhere to these 
guidelines may be subject to disciplinary action by the college. 

5. Regardless of the reason, should an employee’s unscheduled absences occur with such frequency 
so as to adversely affect department operations and prevent the employee from meeting their 
employment obligation of regular and reasonable attendance, the college may take corrective 
action up to and including termination of employment.  

6. Supervisors must notify the human resources department when an employee is absent for four 
consecutive days due to illness. All leave taken due to illness for four (4) or more consecutive days 
shall be deemed to apply toward the twelve (12) week maximum under the Family and Medical 
Leave Act. After four (4) or more consecutive days of absence and before an employee may return 
to work, a physician’s certification may be required regarding the employee’s health and ability 
to perform his/her job with or without reasonable accommodation. If an employee fails to submit 
a physician’s statement as requested or required, the time requested will be charged to leave 
without pay. 

Employee Leave Tracking 
The college will maintain a leave account for each eligible employee and track the beginning balance, 
current balance, accruals, and usage on a fiscal year basis (July thru June). 

Employee Leave Reporting 
Supervisors are responsible for ensuring accurate reporting of employee leave usage by staff during each 
biweekly pay period by confirming that leave hours are correctly recorded in the online leave request 
system. Leave hours taken will be charged against the employee’s account as they occur. Supervisors are 
responsible for ensuring that all leave hours taken are properly documented and submitted to human 
resources via the online leave tracking system. 

Excused Absence Without Pay in Lieu of Employee Leave 
Employees carrying leave balances may not opt to take excused absences without pay in lieu of leave for 
purposes of saving accrued leave time. Employees with insufficient leave balances to cover requested 
periods of time off may be granted excused time off without pay at the discretion of the supervisor. Leave 
shall not be advanced to any employee. Leave shall accrue during any approved paid leave of absence, 
except while out on donated leave. Leave shall not accrue during any period of leave of absence without 
pay or when compensated using donated leave. 

Employee Leave Usage During Worker’s Compensation Leave 
Employees may use leave during the waiting period due to absences from work for a work related injury, 
but thereafter will be limited to payments under worker’s compensation. 

 
5.180.01.05 Other Leave 

Bereavement Leave 
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The college shall grant up to 40 hours of paid leave, to an eligible full-time employee, for the death of an 
immediate family member. A member of the immediate family is defined as parent, spouse, son, 
daughter, brother, sister, grandparent, or grandchild – including stepchildren and in-laws whether related 
by blood, adoption or marriage. Such requests must be in written form and approved by the President or 
designee. Bereavement leave is not charged against PTO leave. 

Administrative Leave 
If a full-time employee is the subject of grievance procedures, disciplinary action or an investigation, the 
President may authorize paid administrative leave for a reasonable period of time. In such circumstances, 
a reasonable period of time will be determined based upon the length of time it takes to complete an 
investigation. 

The President reserves the right to place an employee on suspended leave without pay when the 
employee is charged with a felony or other offense of moral turpitude that adversely affects the 
employee’s ability to perform the job or has an adverse effect on the college 

Military Leave – Temporary Training Duty 
Under the provisions of ARS 38-610, the officers and employees of the state, or of any county, city or 
town, or of any agency or political subdivision thereof, shall be granted leaves of absence from their duties 
without loss of time, pay or efficiency rating on all days during which they are employed on training duty 
or attend camps, maneuvers, formations or drills under order with any branch, reserve or auxiliary of the 
armed forces of the United States for a period not to exceed thirty days in any two consecutive years 
(fiscal year of the United States government). For purposes of this section, any officer or employee shall 
not be charged military leave for days on which the individual was not otherwise scheduled for work. The 
period of time spent in training under orders shall not be deducted from the vacation period with pay to 
which any officer or employee is otherwise entitled. 

Valid evidence of orders including pay must be presented to the human resources department prior to 
the leave commencing to assure continuation of salary while on leave. A personal check in the amount of 
the base pay received for military duty shall be turned over to the college, or a deduction of this amount 
will be made from the employee’s pay. Any employee choosing not to follow this process can charge the 
leave to PTO or leave without pay. 

Military Leave – Active Duty 
The college will follow the guidelines established by the Uniformed Services Employment and 
Reemployment Rights Act (USERRA) regarding employees who voluntarily or involuntarily leave 
employment positions to undertake military service. 

Notice of Service: When an employee is called to military service, USERRA requires the employee in the 
uniformed service to give advance written or verbal notice of the service to their department unless such 
notice is precluded by military necessity. An employee performing military service may opt to, but is not 
required to, use PTO leave with pay during the time that he/she in performing military service. This is an 
exception to other leave policies which requires an employee to exhaust all appropriate accruals prior to 
going into an unpaid status. 

The college will activate the returning veteran’s benefits based upon the length of service he/she would 
have had if he/she remained on the job. However, PTO leave or holidays are not accrued during the time 
spent in the military service. 

An employee may, while in the service, elect to continue health plan coverage for up to 24 months; 
however, the employee will be required to pay the health insurance premium. If the coverage is 
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terminated at the employee’s option, the college may not impose a waiting period for benefit 
reinstatement upon the return to employment. 

Returning to Work After Military Duty: The general guidelines under USERRA for employees’ return to 
work are as follows: 

If the employee served fewer than 31 days, the employee must return to work the next regularly 
scheduled workday. If the employee served more than 30 days, but fewer than 181 days, the employee 
must notify the college of his/her intention to return to work and reapply within 15 days after completion 
of service. If the employee served more than 180 days, the employee must notify the college of his/her 
intention to return to work and reapply within 90 days after completion of service. 

Leave of Absence 
The President may approve a leave of absence without pay upon written request by an employee for a 
period of not more than one year. This leave will commence when all paid PTO leave has been exhausted. 

Employees on leave of absence without pay, upon approval of the President, may return to the same or 
equal position with the college, provided such a position exists, and shall retain all employment benefits 
EXCEPT salary and step adjustments, insurance (unless paid by the employee), and accumulation of PTO 
leave. 

Jury Duty 
An employee selected to serve on a jury will be given a leave of absence with pay. Employees are not 
entitled to receive payment from both their employer and the courts. The check stub or a copy showing 
the amount received and a personal check in the amount of the jury duty pay, minus expenses, shall be 
provided to the payroll department. Any employee choosing not to follow this process can charge the 
leave to PTO or leave without pay. 

If an employee is subpoenaed due to circumstances unrelated to college business, time off will be charged 
to PTO or leave without pay. 

Special Paid Leave 
The President may grant special paid leave to full-time employees for various reasons related to scholarly 
or professional growth, development, or renewal, including creative endeavors that promise to enhance 
the professional effectiveness of the employee and college. 

Compensation and conditions of leave shall be determined by the President. 

5.180.01.05.25 MCC Cares 

MCC Cares is a program that allows employees to be released with pay from work to participate in an 
approved community service event or program. MCC Cares eligibility is limited to full-time employees. 
Hourly (non-exempt) staff may ONLY participate in service opportunities during standard working hours 
as determined by the employee’s supervisor. 
 
The College committee structure will formally identify community organizations and events that are 
acceptable for MCC Cares. These organizations and events will be aligned with the College strategic plan 
wherever possible and will not be tied to political or religious causes. MCC Cares release time may only 
be used for these approved service opportunities. Additional organizations and events may be submitted 
through the committee structure for consideration. 
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Employees may work a maximum of 10 hours per quarter and 40 hours per fiscal year for MCC Cares 
programs. The official time-off management program of the College will accrue MCC Cares hours at 10 
hours per quarter. There is no obligation on the part of employee or supervisor to use any of these hours. 
 
No employee will receive ANY additional pay for volunteer time. The College approves time to be away 
from work for volunteering. This is not an additional work assignment above and beyond contract. 
 
Participation in the MCC Cares program is only allowable during standard working hours. MCC Cares does 
not apply to any events worked outside of these hours. Employees are free to participate in other 
community events of their choosing outside of their work hours. MCC Cares is not connected to these 
non-work hour events.  
 
The request is approved or denied in the same manner as PTO is currently processed. Managers will 
consider the impact on the employee being out of the office in considering the request. No manager is 
under any obligation to approve requests or ensure employees participate in the MCC Cares program. 
Departmental staffing needs must be considered above all else. MCC Cares is not required and employees 
will be allowed release if and when work schedules and duties allow. Employees must request the time 
off using the official time-off management program of the College in advance of the event and may not 
be released without prior approval from his or her manager. 
 
No travel expenses of any kind will be paid/reimbursed for traveling to site of service opportunity. 
 

5.180.15 Medical Leave of Absence 

The Family and Medical Leave Act of 1993 (FMLA) requires covered employers to provide up to twelve 
(12) weeks of unpaid, job-protected leave to "eligible" employees for certain family and medical reasons. 
Employees are eligible if they have worked for their employer for at least one (1) year, and for one 
thousand two hundred fifty (1,250) hours over the previous twelve (12) months, and if there are at least 
fifty (50) employees within seventy-five (75) miles. The FMLA permits employees to take leave on an 
intermittent basis or to work a reduced schedule under certain circumstances. Mohave Community 
College substitutes any available compensated leave for unpaid leave. 
 
Reasons for Taking Leave 
Qualifying reasons for FMLA leave include the following: 

 Childbirth and/or care for a newborn (within the first 12 months of birth); 

 Childcare needs resulting from an adoption or foster care placement (within the first 12 months 
of the adoption or placement); 

 Care for employee’s spouse, child, or parent with a serious health condition; 

 Employee’s own serious health condition; 

 Circumstances relating to the fact that an employee’s spouse, son, daughter, or parent is on, or 
has been called to, active duty in the National Guard or Reserve branches of the Armed Forces or 
is in a regular component of the Armed Forces deployed to a foreign country; 

 Employee who is caring for a spouse, son, daughter, parent, or next of kin who is a seriously 
injured or ill service member, or a veteran service member if the veteran had been an active 
member of the Armed Forces (including the National Guard or Reserves) at any time during a five-
year period prior to medical treatment, recuperation, or therapy. 
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For the purpose of this policy, a serious health condition is an illness, injury, impairment, or physical or 
mental condition that involves incapacity or treatment connected with: 

 inpatient care in a hospital, hospice or residential medical facility; 

 pregnancy or prenatal care; or 

 continuing treatment by a health care provider. 
 
Advance Notice and Medical Certification 
The employee may be required to provide advance leave notice and medical certification. The employee 
ordinarily must provide thirty (30) days advance notice when the leave is "foreseeable." An employer may 
require medical certification to support a request for leave because of a serious health condition, and may 
require second or third opinions (at the employer's expense) and a fitness for duty report to return to 
work. Taking of leave may be denied if requirements are not met. 
 
Job Benefits and Protection 
For the duration of FMLA leave, the employer must maintain the employee's health coverage under any 
"group health plan." Upon return from FMLA leave, most employees must be restored to their original or 
equivalent positions with equivalent pay, benefits, and other employment terms. The use of FMLA leave 
cannot result in the loss of any employment benefit that accrued prior to the start of an employee's leave. 
If the employee fails to return to work upon expiration of the FMLA leave and has not received 
authorization for a continued absence, the employee may be subject to disciplinary action in accordance 
with College policies. 
 
Unlawful Acts by Employers 
FMLA makes it unlawful for any employer to: 

 interfere with, restrain, or deny the exercise of any right provided under FMLA. 

 discharge or discriminate against any person for opposing any practice made unlawful by FMLA 
or for involvement in any proceeding under or relating to FMLA. 

 
Enforcement 
The U.S. Department of Labor is authorized to investigate and resolve complaints of violations. An eligible 
employee may bring a civil action against an employer for violations. 
FMLA does not affect any federal or state law prohibiting discrimination, or supersede any state or local 
law or collective bargaining agreement which provides greater family or medical leave rights. 
 
5.180.02 Faculty Personal Leave Plan 

Eligibility 
All full-time resident faculty, regardless of length of annual term appointment are eligible to accrue faculty 
personal leave, beginning from the date of employment in such position. 

Faculty Personal Leave Accrual Guidelines 
1. Employees beginning eligible employment mid pay period will receive a full accrual for that pay 

period. Those terminating employment mid pay period will not receive a full accrual for that pay 
period. The same standard will be applied for those staff members beginning or returning from 
leaves of absence or any status not subject to faculty personal leave accrual. 

2. Newly-hired faculty, including former employees who are rehired after a separation, will accrue 
faculty personal leave hours after satisfactorily completing the three month probation period 
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retroactive to the date of employment. Leave used within the three month probation period will 
be charged to leave without pay. 

3. Faculty will accrue leave for as scheduled while in active employment status. Faculty will not earn 
faculty personal leave for scheduled hours when absent from work in connection with: excused 
or unexcused absences without pay, including unpaid leaves of absence, worker’s compensation, 
long-term disability and donated leave. Holidays, bereavement leave, military and jury duty will 
not be charged against faculty personal leave. 

Faculty Personal Leave Accrual Schedules 
Eligible resident faculty  will accrue 58 hours of faculty personal (7.25 days) leave annually. Accrual is 
based on resident faculty nine-month appointment, accrual for faculty withdiffering appointment lengths 
will be prorated as needed. Resident faculty shall not accrue faculty personal leave for associate faculty 
or any other supplemental appointments. Resident faculty can only accrue and use faculty personal leave 
within the dates covered by the full-time resident faculty notice of term appointment. 

Faculty personal Leave Lifetime Accumulation Cap 
Limits are imposed on the amount of faculty personal leave that can be maintained as a balance. Faculty 
personal leave account balances may not exceed 480 hours. Once the cap is reached, the employee will 
not carry forward any more faculty personal leave until time is used and the account drops below the cap. 
The employee will not receive retroactive leave for the time worked while at the cap. 

Faculty Personal Leave Separation Buyback 
Upon separation after ten (10) consecutive years of eligible service, Mohave Community College will pay 
an eligible employee $75 per day for unused faculty personal leave, up to the maximum of 480 hours. 
Employees with less than ten (10) years of eligible service are not eligible to participate in the faculty 
personal leave buyback program. Under no circumstances can the maximum faculty personal leave paid 
exceed the separation buyback limit, regardless of account balance. 

5.180.03 Paid Time Off (PTO) 

Eligibility 
All fulltime employees are eligible to accrue PTO leave beginning from the date of employment in such 
position. 

PTO Accrual Guidelines 
1. Employees beginning eligible employment mid pay period will receive a full accrual for that pay 

period. Conversely, employees terminating employment mid pay will not accrue PTO during that 
pay period. The same standard will be applied for those staff members beginning or returning 
from leaves of absence or any status not subject to PTO accrual. 

2. All new hires, including former employees who are rehired after a separation, will begin accrual 
of PTO at the year one (1) rate regardless of past MCC employment. The only exception is for 
employees in good standing whose separation from employment was involuntary due to position 
elimination or reduction in workforce, and are reemployed within 60 days. Those employees will 
resume accrual of PTO at the rate effective at the time of loss of position. When a full-time, 
benefits-eligible 9-month Resident Faculty transfers or is reassigned to a 12-month staff position, 
accrual rate will be based on number of years of service. 

3. Newly-hired staff will accrue PTO hours after satisfactorily completing the three month probation 
period retroactive to the date of employment. Leave used within the three month probation 
period will be charged to leave without pay. 
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Employees will earn PTO for scheduled hours when absent from work in connection with: PTO, holidays, 
paid leave of absence, bereavement leave, and jury duty. Staff members will not earn PTO for scheduled 
hours when absent from work in connection with: excused or unexcused absences without pay, including 
unpaid leaves of absence, worker’s compensation, long-term disability and catastrophic leave. Holidays, 
bereavement leave, military and jury duty will not be charged against PTO leave. 

PTO Accrual Schedules 
Eligible Administrators will accrue PTO at a rate of 240 hours (30 days) per year. Eligible Professional and 
Support Staff will accrue PTO at a rate based on years of eligible service. See table below: 

Consecutive Years of Service Annual Accrual 

0.0 – 4.9 years 160 hours (20 days) 

5.0 – 9.9 years 184 hours (23 days) 

10.0 – 14.9 years 208 hours (26 days) 

15.0 years or more 240 hours (30 days) 
 

Eligible Full-time 9, 10 & 11 Month Professional/Support Staff will accrue PTO at a prorated rate for the 
portion of the year employed.  

PTO Lifetime Accumulation Cap 
Limits are imposed on the amount of PTO that can be maintained as a balance and on the amount of PTO 
that can be carried forward from one fiscal year to the next (this encourages the employee to use PTO 
and allows the college to manage its financial obligations responsibly). 

PTO account balances may not exceed 480 hours. Once the cap is reached, the employee will not carry 
forward any more PTO until time is used and the PTO account drops below the cap. The employee will not 
receive retroactive leave for the time worked while at the cap. 

PTO Separation Buyback Limit 
Upon separation after ten (10) consecutive years of eligible service, Mohave Community College will pay 
an eligible employee $75 per day for unused PTO, up to a maximum of 480 hours. Employees with less 
than ten (10) years of eligible service are not eligible to participate in the PTO buyback program upon 
separation. Under no circumstances can the maximum PTO paid exceed the separation payout limit, 
regardless of account balance.  

 
5.180.04 Holidays 

Mohave Community College grants eligible employees leave on established holidays with no loss in pay. 
Each year the College designates the dates on which the holidays are to be observed. Employees working 
less than a 12-month year will receive those holidays which fall between his/her annual start and end 
date. Deviations may occur in cases where the College determines adjustments are necessary to 
accommodate the academic calendar and the College’s mission. The College recognizes the following as 
holidays:  

 New Year’s Eve  

 New Year’s Day  

 Civil Rights Day 

 President’s Day 
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 Spring Break (five days) 

 Memorial Day  

 Independence Day  

 Labor Day  

 Veteran’s Day 

 Thanksgiving Holiday (2 days)  

 Christmas Eve 

 Christmas Day 

Eligibility 
All Support, Professional, Faculty and Administrative employees employed 19.5 hours or more per week 
are eligible for paid holidays, beginning on date of hire. The employee must be active status (at work or 
on leave of absence with pay) at the time the holiday occurs.  
The benefit is not payable to employees who are:  

 On an unexcused absence on either the day before or the day after the holiday.  

 On an official leave of absence without pay  

 On regular Workers' Compensation leave 

Amount of payment 
Employees will be paid holiday pay at the number of hours normally worked on that day of the work 
week. Total hours for the week including holiday hours may not exceed normal hours worked. Each hour 
paid to an employee shall be paid at the employee's base rate of pay.  
 
Coordination with other types of pay or benefits 
When a holiday falls during an employee's PTO leave, the employee will receive holiday pay and no charge 
will be made to PTO accruals.  
 
Holiday Work Schedule 
Certain employees may be required to work during a holiday. The department supervisor shall make the 
decision to schedule work during a holiday. Employees who work on a regularly scheduled holiday will 
receive an equal number of hours of leave time to be used as per the paid time off procedure. 
 
5.180.05 – Leave Sharing Program  

 
Mohave Community College’s Leave Sharing Program is designed to work on an as-needed basis. 
Employees may voluntarily donate leave, according to the guidelines of this plan and dictates of 
conscience. 
 
Criteria to request leave 

 A benefit-eligible employee may request donated leave for a seriously incapacitating or extended 
personal injury or illness to self or immediate family. Maternity is considered only for 6 weeks 
past delivery, or 8 weeks in case of a C-section. 

 A requestor must provide an explanation or reason why donated leave is needed, which includes 
medical certification through the FMLA process. 

 A requestor must exhaust all accrued paid leave earned prior to becoming eligible to receive 
donated time.  
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 No requestor will be eligible to receive days after qualifying for long- or short-term disability 
coverage or if his/her illness or injury is covered by worker's compensation. 

 
Criteria to donate leave 

 A donator must have a minimum of 200 hours of leave accumulated at the time of donation. 

 A donator may donate a maximum of 40 hours total per year through the Leave Donation 
Program. 

 
Donation limits 

 Donated leave hours must be used according to the paid leave procedure 

 A requestor may receive up to a limit of 240 donated leave hours per fiscal year. 

 A requestor may receive a lifetime benefit of 480 of donated leave hours. 

 Leave must be donated in one (1) day increments, equivalent to eight (8) hours. 

 Donated leave will be applied to the requestor’s account in the order of receipt. Any unused days 
will be returned to the donor. 

 Donated leave shall not affect FMLA policies and procedures. 
 
Donated Leave Process 

1. An employee in need of donated leave completes the donated leave request form, including the 
expected duration of absence and brief description of medical condition, and sends to Human 
Resources with any medical documentation. 

2. Human Resources will review the request and medical reason, ensures that the employee has 
depleted his/her leave balances, and may request further medical certification if none is on file in 
HR. 

3. Human Resources will issue an email to all eligible employees, providing a brief description of the 
need and the donation form. The requestor’s identity and specific medical condition will be 
confidential and will not be shared in the email. 

4. Any eligible employee wishing to donate leave will complete the donation form and return it to 
Human Resources. 

5. Human Resources will date/time stamp donations in the order received.  
6. Human Resources will calculate the worth of the donated time and apply the appropriate number 

of hours to the TOM account. 
7. The requestor keeps leave calendar in TOM current and accurate, using the donated leave. 
8. When the requestor returns to work, Human Resources removes all donated leave from TOM and 

returns to the appropriate donors. 
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5.190 Salary Deductions 

The college shall establish procedures to ensure that the external activities of employees do not 
interfere with the performance of college duties and responsibilities (ARS 15-1445). 

5.190.01 External Payments to College Employees 

An employee may be granted leave to participate in a professional, patriotic, or civic duty without loss of 
salary. If, as in temporary military service or jury duty, compensation is received for these outside services 
which is less than that earned normally, the salary paid by the district will be the difference between the 
amount received and the regular salary, or the employee may turn over to the district remuneration 
received for the approved outside services.  

5.190.02 Stipend for College-Approved Activity 

When staff members are absent from the college to engage in a college-approved activity for which they 
receives a stipend, they will either remit the stipend to the district or a pay deduction will be made for the 
period of absence. 

5.190.03 Honorarium 

Whenever tasks are performed in accordance with the customary and usual responsibilities of the 
employee’s job specifications, the employee is not permitted to accept an honorarium. College personnel 
are permitted to accept an honorarium for performance of specialized tasks for which they are uniquely 
qualified and which are performed during their personal time. Honoraria are not a condition of or an 
expectation of regular employment at Mohave Community College. Written approval from the Vice 
President of Administration must be received by the employee before an honorarium may be accepted.  

5.190.04 Unapproved Absence of Employees 

Unapproved absence for personal reasons will result in loss of salary. Such absences include holidays other 
than those on the school calendar. Should employees be required involuntarily to appear in court and be 
reimbursed for such appearances, their pay for time missed will be the difference between their salaries 
and the compensation received. 
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5.195 Conference Attendance 

The college shall encourage and monitor attendance by college employees at professional conferences 
(ARS 15-1445). 

5.195.01 Conference Attendance 

College employees desiring to attend professional conferences shall submit applications for absence from 
campus for the purposes of attending conferences and the application must be approved by the 
appropriate administrator and/or the college President. 
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5.200 Representing the College 

The college shall establish procedures for employees representing the college at external activities (ARS 
15-1445). 

5.200.01 Representing the College 

Members of the staff may be appointed as delegates by the President to represent the college on 
appropriate occasions, but no such delegate may commit the college to any doctrine, policy, or action 
without obtaining the approval of the President. 
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5.205 Sales to Students 

The college shall prohibit or regulate employees of the college selling any product or service to students 
(ARS 15-1445). 

5.205.01 Sales to Students 

No member of the college staff shall have direct dealings with students in the sale of books, instruments, 
lectures, classroom supplies, notes, or similar materials unless acting as an authorized agent or with 
express permission of the business services office and the appropriate vice President. All funds and 
moneys are to be handled in the manner prescribed by the business services office. 
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5.210 Staff Teaching Assignments 

The college shall assure that non-faculty staff members who teach for the college are monitored as to 
workload (ARS 15-1445). 

5.210.01 Staff Teaching Assignments 

Administrative/Professional (exempt) employees may teach one class, up to four credits, each fall, spring 
and summer sessions.  Compensation for teaching a class will be according to the associate faculty pay 
schedule. 

Based on the Fair Labor Standards Act (FLSA), full-time (hourly) non-exempt employees are required to 
receive compensation at time and a half for working in excess of 40 hours a week; therefore they are only 
eligible to teach if the total payment for the class, up to four credits, can be demonstrated on an hourly 
basis to be equal to at least time and one half their normal hourly rate. 

The teaching assignment cannot occur during the employee’s normal (assigned) workday and preparation 
for teaching such a class shall not take place during normal workday hours. 

Employees who teach as part of their normal job duties will not receive additional compensation for 
teaching classes that are defined as a job responsibility. 

Associate Faculty Teaching Load:  The maximum teaching load for associate faculty is nine (9.0) hours per 
semester.  Associate faculty cannot teach for credit courses and non-credit courses in the same semester. 
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5.215 Loyalty Oath 

The college shall require each employee of the college to sign a loyalty oath as prescribed by law (ARS 
38-321). 

5.215.01 Loyalty Oath 

Each employee of Mohave Community College is required to sign a loyalty oath, as prescribed in Arizona 
law. 
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5.220 Political Activity by College Employees 

The college shall expect employees to adhere to state statute and regulation in regard to their personal 
political activities (ARS 15-1445). 

5.220.01 Political Activity by College Employees 

The college was founded by and is supported by the public of the district. Staff members influence the 
thinking and conclusions of the student body. The college best supports the democratic process if staff 
members avoid wearing partisan emblems or taking sides in the classroom on candidates, partisan issues, 
and ballot propositions. 

This procedure is not intended to limit free and objective discussion in the classroom of all ballot issues 
when appropriate to the curriculum, nor is it intended to limit the right of employees to express political 
opinion outside of the workday. 

  



Institutional Support 5- 132  

5.225 Nepotism 

The college shall avoid hiring the immediate family or relatives of current employees in the same 
department or division where one employee might supervise a relative (ARS 15-1445). 

5.225.01 Nepotism 

No person shall be employed or serve as a volunteer in a position wherein any aspect of the person’s work 
is supervised by a member of his/her immediate family or a relative. Additionally, immediate family 
members or relatives shall not be employed in the same department without the approval of the 
President. Immediate family members or relatives of Board members shall not be employed by the 
College. 
 
A member of the immediate family is defined as parent, spouse, son, daughter, brother, sister,  
grandparent, or grandchild – including stepchildren and in-laws whether related by blood, adoption or 
marriage. [5.180.02.01 Bereavement Leave] 
 
Relative for purposes of this chapter is defined as aunt, uncle, first cousins and all related children, 
stepchildren and in-laws whether related by blood, adoption or marriage. 
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5.230 Tuberculin Tests 

The college shall adhere to law in regard to tuberculin tests. 

5.230.01 Tuberculin Tests  

The college shall not require employees to submit to routine examinations for pulmonary tuberculosis. 
However, in instances where an employee displays symptoms of pulmonary disease, the President may 
require the employee to submit to such examinations, as a licensed physician deems appropriate. The 
employee shall provide the results of such exams immediately to the President. 
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5.235 Right of an Employee Who Makes a Disclosure of Public Concern 

The college shall not retaliate against employees who disclose information of a public concern to a 
public body as prescribed by law (ARS 38-531 through 38-534). 

5.235.01 Right of an Employee Who Makes a Disclosure of Public Concern 

No adverse personnel action will be taken against a college employee in retaliation or reprisal for the 
written disclosure of information of a matter of public concern. The Board will act as an independent 
hearing board to hear all cases of alleged violations of the employment rights of an employee who makes 
such a disclosure. 

If the college determines that a “frivolous” complaint was levied, the college has the right to contact 
Employment Standards Administration’s Wage and Hour Division to investigate. 

If, at the conclusion of their investigation, the Wage and Hour Division determines that the complaint was 
“frivolous” then the employee can be disciplined up to and including dismissal. 

  



Institutional Support 5- 135  

5.240 Hazardous Materials Communications 

The college shall comply with all federal and state regulations regarding hazardous materials (ARS 15-
1445). 

5.240.01 Hazardous Materials Communication 

The college shall, in compliance with the Occupational Safety and Health Act of 1987, establish and 
maintain a comprehensive hazardous materials communication program which shall cover container 
labeling, material safety data sheets, and employee training. The purpose of this communication program 
is to ensure that employees are adequately informed of the risks of chemicals in their workplace, able to 
identify the physical and health hazards of chemicals, trained in proper work practices and emergency 
procedures, and familiar with the provisions of the hazardous materials communication program.  
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5.245 Workplace Violence 

The college shall not tolerate violence in the workplace (ARS 15-1445). 

5.245.01 Workplace Violence 

Threats or acts of violence, bodily harm, and verbal or physical intimidation by employees will not be 
tolerated and may be grounds for immediate dismissal. The college may require an evaluation by a health 
care/mental health professional to determine fitness for duty. Likewise, threats or intimidation of 
employees in the workplace by individuals from outside the college will not be tolerated.  
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5.250 Volunteers 

The college shall establish procedures and rules for the utilization of volunteers (ARS 15-1445). 

5.250.01 Volunteers  
Volunteers at Mohave Community College are a valuable resource and assist the college in 
accomplishing its mission. The purpose of this volunteer policy and procedure is to provide the college 
with guidelines that will assist in selecting qualified volunteers, obtaining required information from 
volunteers, and ensuring that volunteers have worker’s compensation and liability coverage.  
 
5.250.01.01 Guidelines  

1. A volunteer is any individual who performs a service for and directly related to the business of 
Mohave Community College, without the expectation of monetary or material compensation. 

2. Volunteers are expected to abide by college policies and regulations that govern their actions, 
including but not limited to those of ethical behavior, confidentiality, financial responsibility, 
and drug and alcohol use.  

3. Volunteers will not be given any assignment requiring access to confidential information or the 
handling of money. receive nor disburse college funds 

4. Individuals wishing to volunteer must complete a volunteer application. The department head 
must select volunteers who meet the minimum qualifications to perform the tasks. Volunteers 
may not replace student work-study, paid employees or employees who have been laid off.  

5. Volunteers may not perform any work until a criminal history check has been completed and 
they have signed the volunteer agreement form detailing the nature of the work to be 
performed and the relationship of the volunteer to the college.  

6. Volunteers are not considered employees for any purpose other than worker’s compensation 
and general liability protection. Therefore, they are not eligible for any employee benefits other 
than worker’s compensation, as a result of their volunteer status.  

7. The college accepts the service of the volunteer until such services are terminated at the 
discretion of the college or volunteer, with or without cause or notice.  

8. Volunteers must be at least 18 years of age. 

9. Under the Fair Labor Standards Act, a non-exempt employee cannot volunteer for the College in 
any capacity.  

10. Volunteers shall not be issued keys to college facilities.  

11. Volunteers shall not drive a college vehicle or use personal vehicle in the course of his/her 
volunteer work.  

 
5.250.01.05 Procedure Prior to Assumption of Duties  
1. Supervisor must work with human resources to ensure the volunteer qualifies for the position.  

2. Supervisor completes volunteer agreement and the volunteer signs the agreement.  

3. Supervisor forwards original signed volunteer agreement to human resources (the signed original will 
be kept on file in human resources with copies to payroll). Volunteer’s supervisor must notify human 
resources of any change in volunteer’s status.  
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5. Human resources will provide the information to the business services department and other 
departments as needed.  

6. Supervisors will be responsible for training their volunteers. If volunteers will be working with 
machines and/or equipment, they must be provided with the proper protective gear. Training must be 
completed successfully before the volunteer may begin the assignment. If volunteers will be working 
with machines and/or equipment, they must be supervised by a trained staff member.  
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5.255 Drug-Free Workplace 

The College shall maintain a drug-free and alcohol-free workplace. 

5.255.01 Drug-Free Workplace 

Each employee of the College is required to report to work on time, and in appropriate mental and 
physical condition to effectively carry out the duties of the employee’s position. It is the College’s 
obligation and intent to provide a drug-free and alcohol-free, safe and healthy work environment.  

The College prohibits the unlawful manufacture, distribution, dispensing, possession or use of controlled 
substances, as well as the abuse of alcohol, on College premises, while conducting College business 
(whether on or off campus), or at any time which would interfere with the effective conduct of the 
employee’s work for the College. 
  
Each employee must, as a condition of employment, abide by the terms of this policy 5.255 and its 
subsections, and must report if the employee has ever been charged or convicted, or any charge or 
conviction occurs during the term of employment with the College, of a crime involving the violation of 
drug or alcohol laws, whether occurring on or off the College campus. A report of a conviction occurring 
during the term of employment with the College, if any, must be made within five days after the 
conviction, as mandated under the Drug-Free Workplace Act of 1988 (41 USC Section 702 et seq.).  

Violations of this policy will result in drug or alcohol testing, and may result in corrective and/or 
disciplinary action which may include but is not limited to removal from campus, referral for treatment or 
counseling, referral for prosecution, and termination of employment with the College.  

5.255.02  Drug or Alcohol Testing  

5.225.02.05  Reasonable Cause  

An employee’s supervisor may require drug or alcohol testing, as appropriate, of an employee if 
the supervisor has reasonable cause to believe that an employee is impaired to any degree while 
at work, whether on or off the College campus. Reasonable cause shall consist of, while an 
employee is at work, any one or more of the following:  

1 the supervisor directly observing the employee using or possessing drugs or alcohol;  
2 observation by the supervisor that the employee is exhibiting a continuing pattern of abnormal 
and/or erratic behavior that is indicative of drug or alcohol use;  

3 observation by the supervisor of specific physical, behavioral, speech and/or performance 
by the employee that indicate probable drug or alcohol use or possession by the employee;  
 
 

4 information regarding an employee’s use or possession of drugs or alcohol while at work, or a 
charge or conviction of an employee for a drug/alcohol-related crime, obtained from a reliable and 
credible source and verified by the College;  
5 an accident occurs in the workplace in which the employee is involved and the supervisor 
reasonably believes the employee may have contributed to the accident.  
 

An employee must inform the employee’s supervisor and the Director of Human Resources if the 
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employee is taking prescription or over-the-counter medications legally that may impair the 
employee’s job performance. Such information shall be kept confidential except, where 
appropriate, the information must be shared with other administrators in order to assign the 
employee to duties appropriate for the employee’s medicated condition.  

 
As used in this policy, unless the context requires otherwise:  

1 “Alcohol” shall mean ethanol, isopropanol or methanol;  
2 “Drugs” shall mean any substance considered unlawful under the Controlled Substances Act (21 

United States Code Section 812) or the metabolite of the substance.  
 

5.225.02.10  Authorization  

Following the determination that reasonable cause exists and testing is warranted, the supervisor 
shall seek authorization from the appropriate Dean and the Director of Human Resources to 
transport the subject employee to the testing facility. As soon as possible after authorization is 
given, the person who authorized transport and testing shall notify, in writing, the President of 
the College of the authorization and the rationale for it. A copy of such notification shall be 
retained with the other drug/alcohol testing records of the employee as provided below.  

5.225.02.15  Transportation and Testing Procedures  

Upon receiving authorization as provided above, the supervisor, or the supervisor’s designee, who 
may be a member of the campus security force or city police department, shall immediately 
transport the subject employee to the testing facility and shall transport the employee to the 
employee’s residence after testing is complete. In no event is the employee to transport himself 
to or from the testing facility. The College shall place the subject employee on administrative leave 
with pay pending the test results.  
Testing shall be administered by and at the direction of a professional laboratory approved or 
certified by the United States Department of Health and Human Services, the College of American 
Pathologists, or the Arizona Department of Health Services. The professional laboratory will be 
selected by the College and will be required to use scientifically accepted analytical methods and 
procedures, have detailed written specifications to assure chain of custody of the specimens, and 
proper laboratory control and scientific testing.  

5.225.02.20 Results  

Test results will be sent to the Director of Human Resources, who will forward the information to 
the President of the College and to the appropriate Dean. The employee retains the right, on 
written request, to obtain a copy of the written test results.  The College will pay all actual costs 
for drug and alcohol impairment testing.  

An employee who tests positive will be given an opportunity to disclose and prove, in a 
confidential setting, that the results may have been caused by prescription or nonprescription 
drugs taken legally, or to explain other circumstances that may have caused positive results.  

The rebuttable presumption is that test results are valid, and the College may rely on test results 
in reasonable and good faith, unless the employee can show that the College knew or clearly 
should have known that the result was in error and ignored the true test result because of reckless 
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or malicious disregard for the truth or the willful intent to deceive or be deceived. The College 
shall not be liable for any action taken or not taken related to a false negative drug or alcohol 
impairment test.  

The Director of Human Resources shall maintain each record of an employee’s drug test separate 
from the employee’s general personnel records in a manner to ensure confidentiality and privacy 
of such drug test records and reports. All communications received by the College relevant to drug 
or alcohol impairment test results and received through this policy, are confidential 
communications and may not be used or received in evidence, obtained in discovery or disclosed 
in any public or private proceeding related to an action taken by the College or the employee 
except disclosure to:  

 
1 the tested employee or prospective employee or any person designated in wiring by that 

employee or prospective employee;  
2 individuals designated by the College to receive and evaluate test results or hear the 

explanation of the employee or prospective employee;  
3 an arbitrator or mediator, or a court or governmental agency as authorized by state or federal 

law.  
 
Except as required by law, such records will not be turned over to any law enforcement authority.  

5.225.02.25  Disciplinary Action  

An employee who refuses to submit to testing will be subject to disciplinary action by the College. 
The College may consider disciplinary action of any employee who tests positive for drugs or 
alcohol. An employee, at the discretion of the College based on the severity of the offense and 
the safety and health of other employees, may be returned to work without penalty, may be 
placed in rehabilitative services, or may be disciplined, discharged or advised of other disciplinary 

action. As used in this section, the term „disciplinary action‟ may include but is not limited to any 
one or more of the following: counseling, as deemed appropriate by the College, treatment for 
the condition, and termination of employment with the College. Based on a positive drug or 
alcohol impairment test, the College may also take adverse employment action, which may 
include but is not limited to any one or more of the following:  

 
1. require that the employee enroll in an employer-provided or employer-approved 

rehabilitation, treatment or counseling program, which may included additional drug testing 
and alcohol impairment testing, participation in which will be a condition of continued 
employment and the costs of which may or may not be covered by the College’s health plan 
or policies;  

a. suspend the employee, with or without pay, for a designated period;  
b. terminate the employee’s employment with the College;  
1 refuse to hire the prospective employee;  
2 other adverse employment action.  
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5.260. Personnel Files 

The college shall maintain the privacy and confidentiality of all personnel files to the extent required by 
law (ARS 15-1445 and ARS 39-121). 

5.260.01 Personnel Files 

All personnel files shall be placed in the custody of the human resources office. Unless authorized in 
writing by the employee, only college employees that are performing an official supervisory function will 
be allowed access to a file. 

Employees may review their own personnel files upon request. Employees are responsible for notifying 
the human resources office in writing of their wish to review, copy or challenge the contents of their 
primary files. The file must not be removed from the human resources office and must be reviewed in the 
presence of the human resources personnel. 

Personnel records maintained concerning individuals who are employees are closed except for the 
following information: 

1. Full name of individual 

2. Date(s) of employment 

3. Current and previous jobs and effective dates of employment 

4. Name, location and phone number of department and/or office to which the individual has been 
assigned 

5. Current and previous salaries and dates of each change 

6. Name of current or last known supervisor 

7. Information authorized to be released by the individual to the public unless prohibited by law 

All material contained within personnel files is the property of the college. 

Any employee may review his/her own personnel file upon request. Employees are responsible for 
notifying human resources in writing of their wish to review, copy or challenge the contents of their 
primary files. The file and/or contents must not be removed from human resources and must be reviewed 
in the presence of the office of human resources or his/her designee. 

Any supervisor may request, in writing, to review any employee file. The file and/or contents must not be 
removed from human resources and must be reviewed in the presence of the office of human resources 
or his/her designee. 

5.260.01.01 Changing personal information 

Any college employee who wishes to change their personal information must do so by completing 
the change of address Form (# HR 0020) available on the MCC website, at human resources or at 
their campus dean’s office. 

After completing the form, the employee must take it to human resources OR their campus dean’s 
office and present the following to be copied and attached to the form. 

1. In all cases, a picture identification. 

2. In the case of a name change, a social security card issued under the new name. 
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Copies of the appropriate documents will be made and attached to the form. The authorized 
person will then sign the form, verifying identification.  

After the request form has been completed and verified, the change of address form and 
attachments will be forwarded to human resources. 

NOTE: No unauthorized department is permitted to approve or submit a change of address form 
for any employee. 

5.270 Facilities 

The college shall protect the college’s investment in facilities through programs of planning and 
maintenance (ARS 15-1445). 

(Facilities policies and procedures are addressed in Section 6 of this manual.)
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5.275 Information Technology 

The college shall maintain the institution’s information technology systems in support of instruction 
and college business at a level as close to state-of-the-art as possible within the constraints of funding 
and ability to benefit (ARS 15-1445). 

 

Members of the MCC community are expected to use these resources in a responsible, ethical and legal 
manner. Examples of technology resources include, but are not limited to, central computing services, 
the college-wide data network, electronic mail, Internet access, voice mail, classroom and library 
computing, online college resources, sensitive data, shared network resources, and system and data 
security and reliability.  
 
While MCC takes reasonable measures to ensure network security, it cannot be held accountable for 
unauthorized access to its technology resources by other users, both within and outside the MCC 
community. Moreover, MCC cannot guarantee users protection against loss due to system failure, fire, 
etc., or against loss of content or hardware damage on personal computers.  
 
5.275.01 Privacy 

 
Electronic messaging, Internet access via an MCC network and other college-owned technology systems 
are Mohave Community College’s property and are intended for business purposes. Employees do not 
have any express or implied privacy rights in any matter created, received or sent through the college’s 
technology systems including’ but not limited to, emails, voice mails, and sites visited on the internet. 
Contents of emails, both work-related and personal, and the history of internet sites visited are subject 
to monitoring. 

 
5.275.02 MCC Standards of Acceptable Use 

 
Primary Principles: Mohave Community College strives to promote a culture of openness, trust, integrity, 
and an environment wherein freedom of expression and scholarly inquiry are encouraged and supported.  
The intention of the Acceptable Use Standards are not to impose restrictions that are contrary to these 
values, which are the core of our academic and administrative community.  Some computing resources 
dedicated to specific roles, including administrative systems and teaching systems containing information 
protected under the Family Educational Rights and Privacy Act (FERPA), the Health Insurance Portability 
and Accountability Act (HIPAA), necessarily limit access in order to protect the privacy of MCC students, 
faculty, and staff. 

Effective security is a team effort involving the participation and support of the entire Mohave Community 
College team, including its students, faculty, and staff. It is the responsibility of every computer user to 
know these guidelines, and to conduct activities accordingly. 

Purpose: The standards set forth the responsible use of Mohave Community College information 
technology resources. Individuals and groups using MCC resources both on and off campus are 
responsible for complying with the security standards set forth, including securing passwords, 
identification numbers, and security codes and using them solely for their intended purposes.  Individuals 
are solely responsible for their personal use of IT resources, including computer accounts and other 

http://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html
http://www.hhs.gov/hipaa/
http://www.hhs.gov/hipaa/
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resources under their control.  These standards are in place to protect the MCC community and to ensure 
the smooth, secure operation of MCC’s information technology systems.  

Scope: The standards apply to all information technology resources, including but not limited to computer 
systems, data and databases, computer labs, smart devices including cell phones and tablets, e-mail 
boxes, data and voice networks, applications, software, files, and portable media.  MCC provides the 
resources to support the academic, research, administrative, and instructional objectives of the college.  
The use of these resources are limited to college students, faculty, staff and other authorized users to 
accomplish tasks appropriate to the status of the individual. 

General Acceptable Use Guidelines 

The guidelines below are not intended to be comprehensive, but to define and explain the intent of this 
policy.  Situations not specifically covered by this policy will inevitably arise and should be judged and 
interpreted in the spirit of this policy. 

Generally Prohibited Conduct 

1. Altering system hardware or software without authorization, including installation of 
unlicensed or unapproved software or hardware.  “Freeware” and “Shareware” programs 
usually contain a provision denying use in professional environments without payment, so the 
installation of such programs violates this policy. 

2. Disrupting or interfering with the delivery or administration of information technology assets, 
including network communications, e-mail, hardware, or software. 

3. Attempting to access or accessing an account other than the account provided for your use. 
4. Intercepting or reading electronic communications, including e-mail and chat messages not 

addressed or assigned to you. 
5. Misrepresenting your identity in an e-mail, chat, or university owned social messaging 

platform. 
6. Installing, copying distributing, or using digital content in violation of copyright and/or 

software agreements or applicable federal or state law.  This includes the use of file sharing 
software including but not limited to BitTorrent, uTorrent, Sharefile or other services that 
allow the illegal download or use of copyrighted media. 

7. Interfering with others’ use of share resources, including computers, lab space, or common 
technology areas. 

8. Using college resources for commercial or profit-making purposes or to represent the 
positions or interests of groups unaffiliated or unassociated with the MCC community or the 
normal professional practices of students, faculty, and staff. 

9. Ignoring or evading departmental or lab policies, procedures, and protocols. 
10. Assisting unauthorized users’ access to college IT resources. 
11. Exposing sensitive or confidential information or disclosing information that you do not have 

the authority to disclose. 
12. Using IT resources for illegal activities, including threats, harassment, copyright infringement, 

defamation, theft, identity theft, and unauthorized access. 
13. Using IT resources to access gambling or gaming sites. 
14. Failing to use good judgement with respect to personal use of IT resources. Individual 

departments are responsible for creating guidelines concerning personal use of 
Internet/Intranet/Extranet systems. In the absence of such policies, employees should be 
guided by departmental policies on personal use, and if there is any uncertainty, employees 
should consult their supervisor or manager. 
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Security and Proprietary Information 

1. All mobile and computing devices that connect to the network must be capable of minimum 
128 bit encryption for network traffic. 

2. System and user level passwords must comply with college standards (currently 8 characters, 
including an uppercase, lowercase, number, and a symbol). Failing to protect passwords or 
allowing others access to resources using your account is prohibited. 

3. All computing devices must be secured with password protected screen savers with an 
automatic activation feature set to 10 minutes or less.  Users must lock the screen or log off 
when the device is unattended. 

4. Users should assume that attachments or unsolicited message may contain or do contain 
malware and viruses and avoid opening, executing, or downloading such attachments. 

5. Employees posting to forums, social media, Usenet groups, or other communications 
platforms that use an MCC e-mail address must include a disclaimer stating that their posting 
does not represent the views of Mohave Community College unless such posting is part of 
their normal business duties. 

System and Network Access 

1. Accessing data, a server, or an account for any purpose other than conducting Mohave 
Community College business is prohibited. 

2. Exporting software, technical information, encryption information, or information about the 
capabilities of information systems is prohibited. 

3. Introduction of malicious programs, including viruses, worms, malware, adware, or similar 
programs is prohibited. 

4. Port scanning, security scanning, and other types of network scanning is prohibited without 
the written permission of the information technology unit. 

5. Disrupting network communication through the use of network sniffing, ping flood, packet 
spoofing, denial of service, forged routing information, e-mail spoofing, or otherwise 
misrepresenting network traffic is prohibited. 

6. Providing information about, or lists of MCC students, faculty, or staff to outside parties unless 
it is part of your normal duties is prohibited. 

E-mail and Electronic Communication 

1. Use of MMC resources to access and use the internet requires good judgement on the part of 
the user.  Users must realize that they represent the college and must, when stating an 
affiliation to the college, include verbiage indicating that the opinions expressed are their own 
and not necessarily those of Mohave Community College. 

2. Sending unsolicited e-mail messages, including “spam” or “junk mail” or other advertising 
material to individuals who did not request it is prohibited. 

3. The unauthorized use or forging of e-mail headers is prohibited. 
4. Any form or harassment, including via e-mail, voice mail, and chat services whether through 

language, frequency, or size of messages is prohibited. 
5. Solicitation of e-mail for any e-mail address other than your own is prohibited. 
6. Forwarding chain letters, Ponzi or Pyramid scheme messages, or messages not related to 

college business is prohibited. 
7. Use of MCC e-mail addresses for any purpose other than college business is prohibited. 
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Compliance 

The Information Technology department will verify compliance to these standards through various 
methods, including but not limited to business reports, internal and external audits, audit tools, and 
security related hardware and software tools. 

The Information Technology team routinely monitors inbound, outbound, and internal network traffic for 
the purposes of compliance and network maintenance.  Mohave Community College reserves the right to 
audit systems and network traffic to ensure compliance with the standards. 

Exceptions to the Acceptable Use Standards must be approved by the Information Technology director in 
advance, and in writing. 

Faculty or staff found to be in violation of the standards may be subject to disciplinary action as outlined 
in the Policy and Procedure Manual (Policy 5.155 Discipline). 

Students found to be in violation of the standards may be subject to disciplinary action under the Student 
Code of Conduct Policies and Procedures.(PDF) 

 
5.275.04 Information Technology Department – Disaster Recovery  

 
It is the intention of Mohave Community College to provide, as allowed by the IT infrastructure in place, 
an ability to: 
  

- Perform backups of critical data systems that consist of a duplicate copy of data, 
configuration, and operating systems made for archival purposes or to protect against 
damage or loss.   

- Support  availability of these backups that will allow affected systems to be brought back 
online to support the college  

- Communicate status of these efforts to systems staff responsible for bringing these 
affected systems back online  

- Communicate status of recovery to system users on efforts bring affected systems back 
online  
 

The college shall prepare Information Technology Disaster Recovery plans for the following 
classes/tiers of systems in use at the college.   

- Tier 1 systems are deemed mission critical systems for the college and are installed at 
remote sites 

- Tier 2 systems are deemed mission critical systems for the college and are installed on the 
various college campuses  

- Tier 3 systems are deemed non-critical and systems used for initial testing, training and 
future implementation.   
 

The Information Technology Disaster Recovery Plan shall support business continuity planning for the 
college as a whole as well as planning at the department and campuses level. 
 
The non-confidential portions of the Information Technology Disaster Recovery Plan are available at 
MCC Information Technology Disaster Recovery Plan  
 
 

http://www.mohave.edu/Assets/documents/Admin/P&P_Manual.pdf
http://www.mohave.edu/assets/documents/Catalogs/Student_Code_of_Conduct.pdf
http://www.mohave.edu/assets/documents/Catalogs/Student_Code_of_Conduct.pdf
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5.275.05 Information Technology Department – Security Processes 

It is the intention of Mohave Community College to ensure appropriate security for all Information 
Technology (IT) data, equipment, and processes in its domain of ownership and control.  Within this 
context the College endeavors to balance the need for security against unreasonable risk with the need 
of students, faculty, and staff to be able to use its systems with the minimum of encumbrance.  The 
obligation for security is shared, to varying degrees, by every member of the College.   

These efforts are documented in the Information Technology Security Manual.   

The manual: 
- Defines the elements that constitute Information Technology security at Mohave 

Community College. 
- Explains the need for  Information Technology security. 
- Specifies the various categories of  Information Technology data, equipment, and processes 

subject to this policy. 
- Indicates, in broad terms, the Information Technology security responsibilities of the various 

roles in which each member of the College may function. 
- Indicate appropriate levels of security through standards and guidelines. 

 
The scope of the Information technology Security manual includes  
- Confidentiality of Information 
- Integrity of Information 
- Accessibility of information  
- Information Technology physical/virtual assets 
- Efficient and Appropriate Use 
- System Availability 

 
The non-confidential portions of the Information Technology Security Manual are available at MCC 
Information Technology Security Manual 
 
5.275.06 – Permissions Processes  
 
In order to ensure the integrity and security of employee and student data, Mohave Community College 
assigns data system (currently Jenzabar EX) permissions to each individual position control number (PCN) 
whereby permissions follow a position rather than a person.  Jenzabar module managers, individually and 
collectively in conjunction with supervisors, decide which permissions each position needs to perform 
their job duties.  A review of the permissions assigned to each position is administered annually. 
 
5.275.06.01 Assigning Permissions.  
 
There are four methods by which an employee/worker can obtain permissions to Jenzabar: 
 

a. The first method is by being hired or having a position transfer.  In this instance, the already 
established assigned permissions from the PCN attach to the permissions of the new hire/transfer.   

 
b. The second method is upon request of an employee’s supervisor, with a statement that an 
employee with this PCN needs additional permissions to complete the tasks assigned to the position.  
These added permissions become a part of the PCN regular permissions, and transfer to other PCN 
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holders.  These requests must be approved by the supervisor, the meta-module managers, and the 
executive vice-president. 
 
c. The third method is upon the request of an employee’s supervisor, with a statement that an 
employee is performing tasks temporarily outside the permissions needed by the PCN and thus needs 
additional permissions.  The third method is generally time-restricted, where the additional 
permissions are needed temporarily.  These added permissions do not become a part of the PCN 
regular permissions and will be removed either at a stated date or at the time the employee is no 
longer assigned that PCN.  These requests must be approved by the supervisor, the meta-module 
managers, and the executive vice-president. 
 
d. The fourth method occurs when a new position/PCN is created. When a new position and 
subsequent PCN is created by the human resources department, meta module managers (those 
overseeing several, or critical modules) review the position description special permissions in 
collaboration with the supervisor, and, with the approval of the executive vice president, PCN 
permissions are assigned.  

 
5.275.06.02 Permissions Reduction  
 
Supervisors will also use this process to reduce permissions where they determine that a position/PCN 
does not need all the permissions assigned.  In this instance, the Executive Vice President will approve the 
reduction and the Human Resources Director will be notified of the change.  
 
5.275.06.03 Workers with no PCN  
 
Two categories of MCC workers are not assigned PCNs:  Student workers and Temporary Workers.  In 
these cases, Permission Groups are established and permissions are approved through the same approval 
process. 
 
5.275.06.04 Permissions Request Form and Details  
 
Details of the permissions request process, including objections, work flow, electronic signatures and time 
stamps are addressed on the permissions request form.  
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