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MOHAVE COMMUNITY COLLEGE MISSION AND PURPOSE
MISSION

The mission of Mohave Community College is to be a learning-centered institution, serving all
constituencies, inspiring excellence through innovation and empowering students to succeed.
VALUES STATEMENTS

1. Building a Better Tomorrow through Learning
Learning is the core of the Mohave Community College mission. We acknowledge the importance of
continuous learning to ensure the best possible future for everyone.
2. Accountability for the Future
The decisions made today affect individuals in the future. At Mohave Community College, we accept
responsibility for our actions and decisions. We hold ourselves accountable to our students, our
communities, and to the generations who come after us. MCC decisions will be designed to fulfill our
vision for the future, aiming to achieve reliable, long-term improvements over short-term expediency.
3. Integrity
We remain committed to our values. Our decisions are consistently and courageously made in alignment
with our convictions. We consciously foster an atmosphere of openness and trust, making data-driven
decisions that are balanced by a cultivated sense of compassion.
4. Responsiveness
We take pride in flexibly responding to our changing environment, by promptly providing programs that
are needed by our students and communities.
5. Quality
We aim for excellence in all that we do while embracing the concept of efficiency.
6. Providing a Supportive Environment
Mohave Community College is committed to student success. We show respect to all and work to
overcome barriers to honesty, trust and sincerity. We take pride in providing friendly service to our
students and communities.
7. Having Fun
We embrace the concept of having fun and finding joy in our work and services.
VISION STATEMENT

Mohave Community College is recognized as the center of educational, cultural and civic activities by the
communities it serves.

Faculty Handbook, rev. 7.10.2017
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ACADEMIC INFORMATION, COLLEGE TERMINOLOGY AND RESOURCES

Certain words and phrases are used in the MCC 2017-18 College Catalog, class schedule and the student
handbook. The following is a brief list of common terms and services:
24/7 STUDENT SUPPORT PROGRAM

A student support program is available to all students who are in need of assistance in addressing
personal issues that affect their well-being. This program offers 24-hour, seven days a week access with
services that include telephonic and online counseling. In addition, students can also login to a dedicated
website with access to live chat (LiveCONNECT), in-the-moment counseling via an online counseling
portal and thousands of articles and resources to support work/college/life balance. For more
information contact an advisor or call MCC Connect at 866-664-2832.
ABSENCE (FACULTY) FROM SCHEDULED CLASS

All sessions of a course shall be held as regularly scheduled. If the college states that a class will be held
for a certain length of time, for example 15 weeks, then a student taking the class is legally entitled to
15 weeks of instruction. An absent instructor is responsible for arranging for a substitute instructor or
assigning a make-up activity in the Learning Management System. Substitutes for 100-and 200-level
courses must be qualified to teach in the discipline. It is the responsibility of the instructor to notify
his/her associate dean or program director and campus front office staff as soon as possible in the event
of an absence.
ACADEMIC INTEGRITY

Each student is responsible for the academic integrity of all work completed for a given course. All
reports, papers, projects and examinations must represent the student’s own work. References and
other sources of information must be properly cited. Faculty are encouraged to orient students to the
definitions and implementation of upholding academic standards and the consequences of not meeting
them. Faculty members are required to document all instances of academic dishonesty in the Academic
Alert System. Faculty will choose the Academic Alert for their campus, and then select Honor Code
Violation from the drop-down menu. Faculty should include details in the alert, and notify the student
of the situation. Any student who violates the academic integrity policy will incur the following: the first
instance, the student will fail the specific assignment or examination; on the second instance, the
student will be given a failing grade in that course. Further instances of violations of the college’s
academic integrity policy, in any course, will result in academic dismissal from MCC for at least one
semester. See MCC Policy and Procedures #2.030.15 for more information.)
ACADEMIC YEAR

Divided into Fall and Spring semesters and Summer term.
•

Semester - Fall and Spring semesters contain one 15-16 week session and one 12 week session.

Faculty Handbook, rev. 7.10.2017
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•

Summer Term - Summer sessions may be 5 weeks or 8 weeks in length.

ADDING A COURSE

A student may add an on-ground course to his/her schedule up to the day before the first meeting of
the course. A student may add an online course to his/her schedule up through the first day of the
session. Students must add the course(s) through their JICS account.
ADMINISTRATIVE WITHDRAWAL AND REINSTATEMENT

A student may be given an administrative withdrawal by the college for non-payment. A student is given
a grade of ‘WR2’ and both the student and faculty are sent an email notification a grade has been given.
The student may not attend class or participate.
Once the student has been cleared by the Accounts Receivable office, both the student and faculty will
receive an email that reinstatement is approved and the student can return to class.
Additionally, a student may be administratively withdrawn from a class during the first week for nonparticipation (Z Grade).
Instructors must submit and save the Z Grade prior to the deadline listed in JICS. Also, they should
electronically sign the attestation form from Enrollment Services certifying that this step has occurred.
Students wishing reinstatement in a class should contact a campus dean in order to obtain the proper
paperwork. The campus dean, along with the instructor, must grant permission in order to re-instate a
student.
ASSESSMENT OF STUDENT LEARNING

At the core of MCC’s assessment of student learning is an emphasis on the assessment of courseembedded assignments. MCC recognizes the professional expertise of the individual faculty whose
experience in grading work is the foundation of the assessment act. Faculty work via developing
assessment of student learning plans using embedded assignments, thus preparing the foundation for a
comprehensive college-wide plan for studying student learning.
The faculty engages throughout the year in various levels of assessing student learning outcomes. Some
projects are college wide (i.e. Writing Across the Curriculum) and some projects are departmentally
specific. Information regarding assessment projects can be obtained either through the curriculum
discipline/department or through the Office of Instruction – Director of Curriculum and Assessment.
ASSOCIATE FACULTY

A part-time member of the instructional staff who has signed a work agreement to instruct individual
classes to a maximum of nine (9) load hours per term (no more than 18 load hours per academic year).

Faculty Handbook, rev. 7.10.2017
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ASSOCIATE FACULTY HANDBOOK

The Associate Faculty Handbook contains further resources and information that are applicable to
Resident Faculty instructing courses during the summer term. This is due to all Faculty being classified
as Associates in the summer.
ATTENDANCE (STUDENT)

Students are expected to attend class regularly. Students must be informed of the instructor’s
expectations concerning attendance/participation. While the instructor no longer needs to send
attendance records to the Registrar’s Office, the instructor should keep an unofficial attendance record
of each class meeting. Documenting attendance in Schoology is recommended. When the student earns
a grade of “U” or “F,” the instructor is required to submit the student’s last day of attendance in JICS.
(See Catalog reference to Attendance.)
AUDIO-VISUAL

Faculty may request AV equipment support by contacting MCC Connect at 866-664-2832 (866MohaveCC), or by placing a ticket at https://servicedesk.mohave.edu/.
BEHAVIOR ALERT

All incidents of student misconduct should be reported using the Student Behavior Alert form. In
addition, relevant personnel (i.e. associate dean and Campus Dean) should be informed of misconduct
immediately.
BOOKSTORE

eCampus is the “official” bookstore of MCC and sells required and recommended course materials as
MCC’s sole source provider.
CENTER FOR EXCELLENCE IN LEARNING AND TEACHING (CELT)

As part of MCC’s Office of Instruction, the Center for Excellence in Learning and Teaching (CELT) serves
as a resource for professional development in teaching. CELT’s role is chiefly supportive and its programs
are designed to complement professional development within academic disciplines. Consequently, CELT
seminars, workshops, and resources focus on elements of effective teaching common to and applicable
in all disciplines. CELT strongly supports and encourages innovative teaching methodologies that
integrate technology in order to foster an active and engaged learning environment.
CHALLENGE EXAMINATION

A Challenge Examination is a test students may take after enrolling in selected courses offered by the
college. By taking a Challenge Exam, students are attempting to officially “test out” of a course. There is
no additional fee for a Challenge Exam beyond the regular course tuition and fees. Requests to take the
exam must be made within the scheduled Add/Drop period. Not all courses can be challenged.
Faculty Handbook, rev. 7.10.2017
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Contact your associate dean or program director to determine whether a particular course may be
challenged and what its requirements are.
CLASS HOUR

A class hour is defined as a definite time classes are in session with an instructor present teaching the
students. Fifty minutes make up a class hour. This is identified in the class schedule by the time and day
of the week.
CLASS MEETINGS

Class schedules are designed to provide the number of contact hours established for each course
according to the Higher Learning Commission. Instructors are expected to meet with their classes in
accordance with the schedule. Classes should begin at the prescribed time and must be conducted for
the full time period scheduled. Classes that meet longer than one hour generally observe a five-minute
break for each class hour, e.g., a three-hour class usually takes a 15-minute break. Instructors are not
authorized to change class time/day/room without the authorization of the associate dean.
CLASS SECTION

A group of students enrolled in a particular course. A specific department, course and section number
identifies this in the class schedule.
CLASS TIME

Twelve and a half hours of instruction usually constitute one semester hour of credit, although there are
many exceptions. If for any reason, a class session is not held, or the class session is less than the
required amount of time, the time is to be made up before the end of the semester. Please coordinate
this accommodation with the associate dean. Instructors may utilize online activities and assignments
when needed to accommodate unexpected interruptions in the normal class schedule.
CLASSES IN NON-COLLEGE OWNED FACILITIES

When necessary, the college may schedule its instructional activities in non-college-owned facilities. It is
important that faculty remember that the college is a guest and make every effort to see that the
facilities are properly utilized. At the close of every class session, the instructor should inspect the facility
to see that everything is left in the condition it was found (or better) and promptly report any
irregularities to the contact person for the facility.
CLERICAL ASSISTANCE AND DUPLICATION OF MATERIALS

Instructors who need clerical assistance and/or wish to have materials duplicated should contact the
campus Production Center and complete the required request form(s). Duplication of any material must
not violate federal or state laws and be for college purposes only.
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COMMUNITY OUTREACH

Courses within a variety of subject areas for basic skills, workshops or student personal interest. They
are not for transfer, certificate or degree credit. Community Outreach Specialists on each campus
coordinate these courses.
COURSE CANCELLATION

Faculty MAY NOT CANCEL A COURSE. Only the associate dean or program director may cancel a course
after review with the Chief Academic Officer. Please do not inform students that the course may be
cancelled.
CORPORATE OUTREACH

Corporate Outreach helps companies, businesses and organizations identify educational needs and then
select from a large array of workshops that will provide the proper tools so employees can become more
efficient and effective at their jobs. More than 40 standard workshops that develop practical knowledge
and skills are available; new courses can be created for almost any subject.
Corporate Outreach courses are taught by facilitators and are not for credit and not for transfer. A
certificate of completion is provided at the end of the workshop.
COURSE DESCRIPTION

This is a statement found in the course package or catalog that briefly describes the content of a
particular course.
COURSE TITLE

This refers to a phrase descriptive of the course content, i.e., the course title for PSY101 is Introductory
Psychology.
CREDIT HOURS

Credit hours are awarded to a class based on the amount of time necessary to complete the class
material. Credit hours may consist of lecture and lab time. The combination of lecture and lab, if
applicable, equals total load hours converted into credit hours. For further clarification, see your
associate dean.
CONFLICT BETWEEN STUDENT AND STAFF

When there is a disagreement between a student and faculty member, your associate dean or program
director will work with the parties to resolve the matter according to MCC Policies and Procedure Manual
section 4.100.

Faculty Handbook, rev. 7.10.2017
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COURSE PACKAGES

The College’s approved Course Package stipulates the curriculum content of the course and is the basis
for the course syllabus. Course Packages for all college courses are on file with the Office of Instruction
and by accessing http://www.mohave.edu/academics/instruction/curriculum-and-articulation/. A
Course Package details the subject area, course number and title, catalog description, course goals,
major learning outcomes or course competencies, and grading standards.. Each associate faculty
member must have a copy of the Course Package for courses they instruct.
DISABILITY SERVICES

The Disability Services Program offers many resources for individuals who have documented disabilities
and support for instructors who work with students with disabilities. Resources offered to students
include academic counseling, assistive technology, course accommodations, and much more. Students
in need of services offered by the Disability Services Program should be referred to their Disability
Services contact.
DROP

A time period after courses begin in which students may drop a class in their schedule. Dropped classes
do not appear on the student transcript.
DROPPING A COURSE

A student may drop a course only before or during that course’s official drop period. The student may
receive a refund, if applicable. See the Academic Calendar for drop dates. A student may drop a course
from their schedule online through the first week of classes through their JICS account.
ELECTRONIC DEVICES

The use of cell phones and all other electronic devices during testing situations are strictly prohibited.
This applies to all devices used for communication – cell phones, blackberries, MP3s, iPods, iPads and
other such portable devices, including those with text messaging capability – and has been designed to
limit interruptions and distractions in an educational setting.
FACULTY COUNCIL

The Faculty Council is comprised of representatives from each campus, department and the entire
faculty. Faculty Council proceedings are published online.
FERPA AND ACCEPTABLE USE

Teaching at Mohave Community College is both a privilege and a serious commitment to our students.
Many of the professional policies and expectations outlined in this section are focused on the importance
of maintaining students’ rights. The FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA) (20 U.S.C.
§ 1232g; 34 CFR Part 99) is a Federal law that protects the privacy of student education records. The law
Faculty Handbook, rev. 7.10.2017
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applies to all schools that receive funds under an applicable program of the U.S. Department of
Education. This includes community colleges.
•

•
•
•
•
•
•
•
•

•

Any student who attends Mohave Community College, has certain rights with respect to his/her
education records. Before you can speak with anyone affiliated with a student, including parents,
you must check with Enrollment Services to see if a FERPA release form is on file for these individuals.
FERPA release forms can be located in the Forms Repository; Enrollment Services should sign forms.
Keep in mind that your role as faculty is to provide the best possible learning experience for your
students. Using the tools provided by MCC ensures that the best practices occur.
Use only the MCC email program to ensure that FERPA laws are not breached.
Use the current course syllabus template to ensure students have formal notice of their
responsibilities in the class and at the college.
Use the current course package to develop the syllabus to ensure that the course is equal to the
course prescribed by the college and approved by the AZ Transfer process.
Use Schoology© to record grades and attendance in a timely manner to ensure that students have
access to their status in the course.
Use Schoology© to receive student work to ensure you have clear timestamps for submitted work.
Use the student alert system to inform the associate dean of a student’s lack of progress that could
make the difference between the student’s success and failure.
Each of these tools and expectations has been carefully developed to ensure the student’s privacy is
secure while appropriate levels of communication and intervention occur. Know the policies
affecting your work and you will be in better position to protect yourself and your students from
issues later on.
Understand the Acceptable Use Policy section 5.275.02 for MCC Technology.

The information technology resources at Mohave Community College are in place to support the
instructional, research, and administrative activities of the college. Examples of these information
technology resources include, but are not limited to: personal computers, laptops, printers, outsourced
technology/application services, network equipment, servers (virtual and physical), storage area
networks, wireless access points, Wide Area Network (the MCC cloud), telephones, classroom and library
computing, online college resources, shared network resources, system and data security and reliability
processes.
Students, faculty, and staff using these resources have access to valuable college information technology
resources and it is imperative that users behave in a responsible, ethical, and legal manner. This
document establishes specific guidelines for the use of college information technology resources and
applies to all users of the information technology resources owned or managed by Mohave Community
College, including but not limited to: college faculty and visiting faculty, staff, students, consultants
retained by the college, guests of the administration, external individuals or organizations, and
individuals accessing external network services, such as the Internet, via the college's computing
facilities.
Faculty Handbook, rev. 7.10.2017
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By accepting a user account with the college, you are agreeing to these terms of information technology
use. By using the information technology resources at Mohave Community College you agree to abide
by the guidelines governing the use of these information technology resources. Prohibited use includes
not using MCC technology to create, store, or transmit personal materials; in addition, it may not be
used for personal gain, illegal, or political activity. For a complete list of the prohibited activities, see
MCC’s Standards of Acceptable Use policy.
FIELD TRIPS

Follow the guidelines for field trips outlined in the MCC Policies and Procedure Manual, Section 5.095.04.
The Field Trip Request and Field Trip Student Release forms are located in the Forms Repository.
FORMS REPOSITORY

MCC forms are accessible through JICS, by clicking “Forms Repository” under the Staff & Faculty menu
heading.
FTSE

Full-time Student Equivalency is a measurement upon which part of the college’s state funding is based.
The following is for faculty who are teaching full-semester courses, 12-week courses, first 8-week session
courses and any short-term course that starts, crosses or ends on the 45th day (FTSE Day) of the
semester.
The college reports students who are participating in class sections which cross over the 45th day (FTSE
day) of a semester in full semester, 12-week, 8-week and short-term classes.
Faculty who are teaching a class section which crosses over the 45th day will be required to review and
report on participation for each student who is on the official class list in JICS.
Participation means one of the following:
•
•
•

A student appears on the class list in which you are the teaching and has attended the first meeting
day of an on-ground course
A student appears on the class list in which you are teaching and has participated in the first week of
an online course
A student appears on the class list and has not been officially withdrawn with a final grade of “W”

If, for any reason, you did not have the opportunity to assign a non-participation grade during the nonparticipation grading period for your class, this is the time to do it. The standard for auditing purposes
is non-participation grades will not be entered for class sections which cross over the 45th day.
GRADE INPUT

Grades are entered via the JICS website. Grades must be submitted at the conclusion of the course within
the time frame allowed by the Registrar. A step-by-step explanation of how to submit your grades via
Faculty Handbook, rev. 7.10.2017
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JICS are sent through the MCC email system and are listed in the Appendix - Submitting Your Grades in
JICS.
GRADING STANDARDS

Final grades MUST BE SUBMITTED at the end of each semester or upon completion of short-term classes.
The instructor usually composes his/her own grading scale; however, in some cases, particularly
mathematics courses, standardized grading scales are available and must be used. All grades earned will
remain on the official transcript. See MCC Catalog – Grading Standards.






A — excellent
B — above average
C — average
D — below average
F — fail

Grade Point = 4
Grade Point = 3
Grade Point = 2
Grade Point = 1
Grade Point = 0

Allied Health disciplines have their own grading scales in accordance with their accrediting agencies and
their policy and procedures handbooks.













S = Mastery of course objectives (C or better) in zero-level courses.
U = Lack of mastery of course objectives in zero-level courses
PR = Adequate progress in early course objectives; mastery of all course objectives has not yet been

met. (For PCS/ELA prefixes ONLY)
W = Withdrawal. Must be requested by the student on the appropriate form within the official
withdrawal period. Students not following the appropriate withdrawal procedure will receive a “U”
or an “F” in the course.
Z = Z grades are an internal MCC designation to record non-participation in a course during the first
day on ground or the first week online. Instructors enter the grade of Z in the “Week 1 Drop” portion
of the JICS grade roster during the Non-Participation Grading Window. When processed by
Enrollment Services, the student will be dropped from the course, leaving no record of the course on
the student’s MCC transcript. Failure to accurately report non-participation through the Z grade
process can have significant financial aid repercussions can create additional undue hardships on a
student, as well as setting up the institution to have potential audit findings.
WR2 = Administrative Withdrawal. This grade is given by administration to a student for NONPAYMENT.
WR3 = Administrative Withdrawal. This grade is given by administration to a student for disruptive
behavior.
WR4 = Administrative Withdrawal. This grade is given by administration when the student is
deceased.
AU = Audit. No credit.
I = Incomplete. A temporary designation generally given only in an emergency situation, such as
illness, which results in the student’s inability to complete objectives. A student must have

Faculty Handbook, rev. 7.10.2017
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successfully completed 75 percent of the course objectives, as determined by the instructor for the
“I” designation. (See MCC Catalog for more information.)
GRIEVANCES FOR GRADE-RELATED OR NON-GRADE RELATED ISSUES

It is the policy of Mohave Community College to protect the rights and freedoms of students and other
members of the campus community. The college has created internal policies and procedures to address
grade related and non-grade related problems and grievances. Information on the Grade Related
Grievance: Grade Appeal is found within the catalog.
If a student has an academic or non-academic complaint, or believes that they have been harmed by an
inequitable or inappropriate implementation of the regulations and procedures of the college, the
following Grievance Procedure shall be followed. Students are encouraged to discuss academic concerns
with their instructor first. If not satisfied with the outcome of these discussions, the student may then
appeal the decision. Although the student grievance policy does allow for informal as well as formal
complaint procedures, students should be aware that there are time limits designated in the policy, and
they should seek assistance in resolving the conflict as quickly as possible. The entire grievance
procedure/policy may be found in the Student Handbook and in the Policy and Procedure Manual,
Section 5.160.
GUEST LECTURERS

The use of guest lecturers can add to the relevance of the subject matter in the classroom. Please consult
with your associate dean or program director before inviting any guest lecturer/speaker to any class.
IDENTIFYING A COURSE

Courses are assigned an alphabetic code that identifies the department and a numeric number that
identifies the course and its level of challenge. As an example: CIS110 211 Introduction to CIS
•
•
•
•

CIS = department code for Computer Information Systems
110 = course number
211 = section number (first number indicates whether day/evening and second number indicates
campus)
Introduction to CIS = name of course

Courses numbered in the 100 series are considered to be first-year courses and 200 series are considered
to be second-year courses. Descriptions of all courses are listed in the MCC Catalog.
For course scheduling purposes, a numeric course section code will be assigned to identify class sessions
at a particular campus Distance Education modality. See Campus and Community Site Course Section
Numbers in the Attachments for specific course section numbers. As an example:
Course Dept.
ENG = English
Faculty Handbook, rev. 7.10.2017
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Extended Campus Course Sections
851 – 859 then 950
951 – 959

Modality
Internet (online courses)

INSTRUCTOR QUALIFICATIONS

All teaching faculty for 100-and 200-level courses must be properly credentialed to teach under the
guidelines established by Mohave Community College. Instructors who teach PCS and ELA (Adult
Education) courses must be certified with the Arizona State Board of Education. To review the
qualifications to teach any course at MCC, please refer to Faculty Qualifications and Documentation
Required document.
JICS

Faculty and staff may access (with proper access rights) class rosters, enter grades, access student phone
numbers and e-mail addresses, review deduction, position, and tax information, approve work study
timecards (if applicable), and much more via the JICS website. Information addressing how to log-on and
navigate the JICS website is described in the Appendix.
LIBRARY INFORMATION

The MCC Library offers an abundance of useful services to faculty including personalized library
instruction for classes, film/video requests, instructor reserves, table of contents service, intercampus
and inter-library loan, title recommendations, computers, periodicals and newspapers, database list,
MLA and APA citation guidelines, career resources and video tutorials.
LEARNING MANAGEMENT SUITE

Schoology© is the current learning management suite (LMS) utilized by Mohave Community College.
ALL faculty are expected to utilize Schoology© as a tool to enhance student learning and
instructor/student communication. At a minimum, instructors of any course with live meetings must
post the course syllabus in Schoology, post instructor contact information and utilize the Schoology©
grade book for recording student grades.
LOAD HOURS

Unit used to measure a faculty member's instructional workload and payment is based on this
calculation. Load hours are determined according to the following formula:
•
•

One (1) hour of lecture = One (1) load hour
One (1) hour supervising laboratory = Seven tenths (.7) load hour

Faculty Handbook, rev. 7.10.2017
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Full time faculty are required to spend 40 hours a week on campus or its extensions. Full time faculty are
also responsible for other duties as assigned by the administration, defined in Policy and Procedures
Manual section 5.140.
NON-PARTICIPATION REINSTATEMENT

A student may appeal within one week of being dropped for non-attendance (on-ground) or nonparticipation (online) by contacting the campus dean at their respective campus.
The campus dean will contact you to discuss this appeal. If approved, the student will be reinstated into
class by the Registrar’s Office and will appear on your JICS class list as well as your Schoology roster.
ORDERING SUPPLIES

Needs for instructional support supplies should be discussed with your associate dean, who will either
acquire the materials or apprise the instructor of the proper procedures for obtaining the needed
materials.
PLAGIARISM SOFTWARE

MCC has obtained licensing for the use of TurnItIn, a software package which allows instructors to check
student work for plagiarism. Faculty are encouraged to use TurnItIn on writing assignments that are
susceptible to plagiarism. TurnItIn QuickStart Guide and Training Videos are available online.
PREREQUISITE

This refers to a course that must be taken or special requirements that must be met before enrolling in
a specific course or program of study.
PROFESSIONAL DEVELOPMENT

Professional Development is covered in MCC Policies and Procedures, section 5.150 and training and
reporting may be completed on the MCC Employee Team Site.
REGISTRATION

Students may register for classes via the JICS website through the appropriate Add/Drop period.
ROSTERS

See instructions provided in the Appendix for instruction on how to access JICS.
STUDENT CODE OF CONDUCT

Mohave Community College recognizes that all students, as members of the College Community, enjoy
the freedom of speech and assembly, freedom of association, freedom of the press, right of petition and
the right of due process. These rights do not come without responsibilities and respect for others in the
Faculty Handbook, rev. 7.10.2017
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college community. Attendance at MCC is a privilege and not a right, and enrollment at MCC carries with
it obligations in regard to conduct, both in and out of the classroom.
Students are responsible for knowing and understanding the contents of the MCC Student Code of
Conduct. Students are also responsible for abiding by the laws governing the College and are expected
to observe standards of conduct set by the college. See MCC Student Handbook for complete
information.
STUDENT HONOR CODE

To support a climate of academic honesty, Mohave Community College adopts an Honor Policy that
reflects the fundamental right of all students to an education based on a code of academic integrity and
responsibility within the college community. The Honor Policy gives the responsibility for assuring
academic integrity to the entire college academic community: students, faculty and the academic
administration. Mohave Community College expects students to engage in all academic pursuits in a
manner that is beyond reproach, and it expects faculty and the academic administration to fully support
the MCC Honor Policy. Students found in violation of the Honor Policy are subject to academic, and
where appropriate, disciplinary penalty. See MCC Student Handbook for complete information.
STUDENT EVALUATION OF COURSE/FACULTY

Each fall and spring semester, all courses will be evaluated by students. Course evaluations will be sent
electronically, check MCC email for notifications.
Typical evaluation questions encompass:






Instructor expectations of students
Instructor knowledge and mastery of the course content
Instructor provides overview of class objectives
Instructor availability to students in and out of class
Instructor follows class schedule

A summary of the evaluation is available on JICS to the faculty member after completion of the course
and after submission of final grades.
STUDENT SUCCESS CENTER

The MCC Student Success Center helps students maintain their focus on education. From support in the
classroom to navigating life issues (stress, test anxiety, childcare concerns, illness, etc.), the Student
Success Center helps turn “hassles into tassels.” Call MCC Connect at (866) 664-2832 to connect with a
your campus-based Student Success Center.

Faculty Handbook, rev. 7.10.2017

18 | P a g e

SYLLABUS

The syllabus details the expectations of the course. 24 hours prior to the start date of a course, all faculty
are required to submit copies of each course’s syllabus to the associate dean on their home campus and
post a copy of the syllabus in Schoology. Faculty who only teach online should identify Neal Campus –
Kingman (NCK) as their home campus.
The syllabus is based on the official Course Package. The syllabus template is provided on the Forms
Repository.
There may be additional information that a specific department requires in the syllabus, e.g.,
mathematics’ department faculty must have information in their syllabus concerning the Challenge
Examination. Contact the lead faculty, associate dean or program director if you do not have a copy of
the department’s guide.
TECHNICAL ASSISTANCE

Contact MCC Connect at 866-664-2832 (866-MOHAVECC) as the first line of contact for any technical
issue. Resident and associate faculty can also enter a Service Desk ticket.
1. ITV Scheduling: The Extended Campus no longer schedules instructional courses through ITV. The ITV
system is maintained and operated for college meetings and special events.
2. Zoom/ITV Meetings/Training/Other Event Scheduling during non-class times: Please enter a Service
Desk ticket to request ITV time. Schoology© technical and course issues: MCC Connect at 866-6642832 or place a Service Desk ticket. For emergencies during business hours please contact your
campus dean or MCC Connect 866-664-2832.
3. Instructors should expect a 24-hour (during the work week) delay from the time a student registers
to the time the student is loaded into the student database, student email and Schoology® systems.
Please query students in all ground courses to be sure they can access their course website, and
advise them to contact MCC Connect if they cannot.
TESTS AND GRADES

Testing and grading are primarily the instructor's prerogative and responsibility. The instructor usually
composes his/her own tests, quizzes, assignments, etc. However, in some cases, particularly
mathematics courses, department tests must be used. Mohave Community College does not require a
midterm grade from instructors. If a final examination is administered before the last regularly scheduled
session, classes must continue to meet according to the MCC Academic Calendar.
TEXTBOOKS

Check the course schedule in JICS as soon as possible to see that your class books and materials are listed
correctly.
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Some publishers may send a complimentary desk copy and instructor materials to the instructor;
however, these materials are not automatically ordered. Instructors must request copies directly from
the associate dean. Please check with your campus associate dean or program director for help in
determining your publisher’s contact number. Online instructors will request their instructional
materials directly from the publisher(s).
Please note: Many materials are published in Open Education Resource (OER) formats, which are freely
accessible and openly licensed. Where possible, MCC may utilize OER books for the benefit of the
student, and a desk copy may not be available. In these instances, please contact lead faculty for
assistance in obtaining the OER materials.
TITLE IX

MCC prohibits discrimination on the basis of age, ethnicity, color, disability, gender identity, gender
expression, genetic information, national origin, race, religion, retaliation, serious medical condition, sex
and sexual orientation. Furthermore, Title IX prohibits sex discrimination to include sexual misconduct:
domestic violence, sexual violence (sexual assault, rape), sexual harassment, and retaliation. For more
information on discrimination issues or to file a complaint, please contact your campus dean or visit
http://www.mohave.edu/about/safety/. NOTE: The Department of Education requires students to
receive training in Title IX once a year at their college. If you need to take the training, you will be
prompted to complete it when logging into Schoology.
TRAVEL

See the MCC Policy and Procedures Manual, section 5.095 for complete information on travel policies
and procedures. Faculty Travel Forms and Instructions are located in the forms repository and the
Business Office travel presentation is available here.
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, or for all travel in the semester
at the end of the semester. Mileage Only Claim Form reimbursements are paid once a month. Mileage
Only Claim Forms should be sent to your associate dean or program director for approval.
TUITION VOUCHER ELIGIBILITY

See the MCC Policy and Procedures Manual, section 4.130 for complete information. To complete the
form, visit the MCC Employee Team Site to complete the Tuition Waiver Request.
TUTORING RESOURCES

Tutoring is available (free of charge) in writing, mathematics, science, reading, and study skills to all
students enrolled in classes. SmarThinking© is an online tutoring service offered to those who are
unable to make it to a Student Success Center, and is available 24/7.
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WITHDRAWAL

A period in which students may withdraw from enrolled courses. (See 17-18 Academic Calendar for more
detailed information).
WITHDRAWAL POLICY

It is the student’s responsibility to withdraw from a class. Ceasing to attend the class does not constitute
withdrawal. The withdrawal period dates are listed on the Academic Calendar. For complete information
on withdrawing from a class, see the MCC Catalog.
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APPENDIX
MAILING INFORMATION






Bullhead City Campus - 3400 Highway 95, Bullhead City, AZ 86442
Kingman Campus - 1971 Jagerson Ave., Kingman, AZ 86409-1238
Lake Havasu Campus - 1977 West Acoma Boulevard, Lake Havasu City, AZ 86403
North Mohave Campus - PO Box 980, 480 South Central, Colorado City, AZ 86021

COLLEGE CONTACT INFORMATION

Name & Position
Shawn Bristle, Campus Dean
Sharon Burns, Secretary to Campus Dean
Dr. Jann Woods, Campus Dean
Diane Aquino, Secretary to Campus Dean
Dr. Fred Gilbert, Campus Dean
Dallas Esquibel, Secretary to Campus Dean
Carolyn Hamblin, Campus Dean
Stephen Eaton, Chief Academic Officer
Melissa Wadley, Manager – Offices of Instruction & Student Services
Dr. Jennifer Woolston, Associate Dean of Instruction
Dr. Stephanie Dieringer, Associate Dean of Instruction
Dr. Douglas Bunn, Associate Dean of Instruction
Jason Gee, Associate Dean of CTE/Community Ed.
Sharon Hanks, Student Data Manager
Ana Masterson, Chief Student Services Officer
Michelle Brehmeyer, Associate Dean Enrollment & Registrar
Rosemarie LeFebvre, Associate Dean Student Success & Retention
MCC Connect
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Location
BHC
BHC
LHC
LHC
NCK
NCK
NMC
NCK
NCK
BHC
LHC
NCK
NCK
NCK
NCK
NCK
NCK
All

Phone #
928-704-9400
928-758-3401
928-505-3300
866-664-2832
928-692-3000
866-664-2832
928-875-9103
928-757-0873
928-757-0886
928-704-4177
928-505-3349
866-664-2832
928-692-3041
928-692-3007
928-692-3016
Ext. 1109
Ext. 1951
866-664-2832
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RESIDENT FACULTY SALARY SCHEDULE

Mohave Community College
Resident Faculty Salary Schedule
2017-18

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22

AA+5yr OE
BA
Grade 1
$38,480
$39,404
$40,350
$41,318
$42,310
$43,325
$44,365
$45,430
$46,520

BA + 15
Grade 2
$39,634
$40,585
$41,559
$42,556
$43,577
$44,623
$45,694
$46,791
$47,914
$49,064
$50,242

BA + 30
Grade 3
$40,823
$41,803
$42,806
$43,833
$44,885
$45,962
$47,065
$48,195
$49,352
$50,536
$51,749

MA
Grade 4
$42,864
$43,893
$44,946
$46,025
$47,130
$48,261
$49,419
$50,605
$51,820
$53,064
$54,338
$55,642
$56,977
$58,344
$59,744
$61,178
$62,646
$64,150

MA + 15
Grade 5
$44,150
$45,210
$46,295
$47,406
$48,544
$49,709
$50,902
$52,124
$53,375
$54,656
$55,968
$57,311
$58,686
$60,094
$61,536
$63,013
$64,525
$66,074
$67,660
$69,284
$70,947

MA +30
Grade 6

MA + 45
Grade 7

$45,475
$46,566
$47,684
$48,828
$50,000
$51,200
$52,429
$53,687
$54,975
$56,294
$57,645
$59,028
$60,445
$61,896
$63,382
$64,903
$66,461
$68,056
$69,689
$71,362
$73,075

$46,839
$47,963
$49,114
$50,293
$51,500
$52,736
$54,002
$55,298
$56,625
$57,984
$59,376
$60,801
$62,260
$63,754
$65,284
$66,851
$68,455
$70,098
$71,780
$73,503
$75,267

MA + 60
Grade 8
$48,244
$49,402
$50,588
$51,802
$53,045
$54,318
$55,622
$56,957
$58,324
$59,724
$61,157
$62,625
$64,128
$65,667
$67,243
$68,857
$70,510
$72,202
$73,935
$75,709
$77,526

Doctorate
Grade 9
$49,691
$50,884
$52,105
$53,356
$54,637
$55,948
$57,291
$58,666
$60,074
$61,516
$62,992
$64,504
$66,052
$67,637
$69,260
$70,922
$72,624
$74,367
$76,152
$77,980
$79,852
$81,768

Maximum new hire placement - Step 6
12 month positions = 1.28 of schedule

Associate Faculty

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22

$725 per load hour (minimum enrollment of 9 students)

Mohave Community College
Trades Faculty Salary Schedule - 2017-18
•
•
•

Additional salary levels granted for verified workplace leadership
and professional development.
12 mo positions = 1.28 of schedule
Associate Faculty receive $725 per load hour (minimum enrollment
of 9 students).

Field
Automotive
Culinary
Electrical

Workforce
Index
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7
10
5

Field
HVAC
Truck Driving
Welding

Workforce
Index
5
5
1

Grade
1
2
3
4
5
6
7
8
9
10

Salary

$40,762
$41,740
$42,742
$43,768
$44,818
$45,894
$46,995
$48,123
$49,278
$50,461

Grade
11
12
13
14
15
16
17
18
19
20

Salary

$51,672
$52,912
$54,182
$55,482
$56,814
$58,177
$59,574
$61,003
$62,468
$63,967
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Mohave Community College
Nursing Faculty Salary Schedule
2017-18

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22

MA
Grade 1
$50,096
$50,847
$51,610
$52,384
$53,170
$53,968
$54,778
$55,600
$56,434
$57,281
$58,140
$59,012
$59,897
$60,795
$61,707
$62,633
$63,572
$64,526

MA + 15
Grade 2
$51,599
$52,373
$53,159
$53,956
$54,765
$55,586
$56,420
$57,266
$58,125
$58,997
$59,882
$60,780
$61,692
$62,617
$63,556
$64,509
$65,477
$66,459
$67,456
$68,468
$69,495

MA +30
Grade 3
$53,147
$53,944
$54,753
$55,574
$56,408
$57,254
$58,113
$58,985
$59,870
$60,768
$61,680
$62,605
$63,544
$64,497
$65,464
$66,446
$67,443
$68,455
$69,482
$70,524
$71,582

MA + 45
Grade 4
$54,741
$55,562
$56,395
$57,241
$58,100
$58,972
$59,857
$60,755
$61,666
$62,591
$63,530
$64,483
$65,450
$66,432
$67,428
$68,439
$69,466
$70,508
$71,566
$72,639
$73,729

MA + 60
Grade 5
$56,383
$57,229
$58,087
$58,958
$59,842
$60,740
$61,651
$62,576
$63,515
$64,468
$65,435
$66,417
$67,413
$68,424
$69,450
$70,492
$71,549
$72,622
$73,711
$74,817
$75,939

Doctorate
Grade 6
$58,074
$58,945
$59,829
$60,726
$61,637
$62,562
$63,500
$64,453
$65,420
$66,401
$67,397
$68,408
$69,434
$70,476
$71,533
$72,606
$73,695
$74,800
$75,922
$77,061
$78,217
$79,390

Maximum new hire placement - Step 6
12 month positions = 1.28 of schedule
Associate Faculty
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GRADING GUIDE FOR FACULTY
SUBMITTING YOUR GRADES IN JICS

Step 1a:
Go to https://jics.mohave.edu
Step 1b:

Enter your User Name and Password, press the “Login” button

Step 1c:

Your JICS homepage should look like this:
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Step 2:

Click the Staff & Faculty tab

Step 3:

Click on the Faculty side bar
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Step 4:

Click on the Grade Entry

Step 5:

Click on View Course List
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Step 6:
a. Make sure that the correct term and year appear in the Term field
b. Make sure that “All” appears in the Division field
c. Click on “Search” button

Step 7:

The list of classes you are teaching should appear.

a. Go to the “Select Area” field next to the first class listed
b. Click on the side arrow to see the drop down menu
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Step 8:
The list of classes you are teaching should appear. If the Grading Window is open a
“Y” will be in Final Grading Period Open column. If the Grading Window is not open, there will be an
“N” in that column.

Step 9:

Click on the first class
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Step 10a:

The page should appear as below. Do NOT enter anything in the following fields:

☒ Default Grade ☒ Default Last Date of Attendance

☒ Set Default LDofA

Step 10b:
Go to the “Select” field in the Final Grade column next to the first student listed. Click
on the side arrow to see the grade drop down menu.
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Step 11:
The grades you may assign are listed in each student’s drop down menu. Click on the
side arrow to see the grade drop down menu.

Step 12:
Choose the correct grade. Zero-level courses are graded S or U. 100 and 200 level
courses are graded A, B, C, D, F or I. WR1 grades are explained in Step 16.

Step 13a:
Note: Financial Aid and Veterans Administration rules require that instructors must
report the last date of attendance for students earning a “U”, “F”, or “I” grade. If you are entering a
“U”, “F”, or “I” grade, you must also enter a Last Date of Attendance.

Please DO NOT enter a Last Date of Attendance, if a student earns a grade that is not a “U”, “F”, or
“I”.
To enter the date for a student who earns a “U”, “F”, or “I” grade, click on the calendar icon beside
the Last Date of Attendance field.
WARNING: Do NOT type a date in the Last Date of Attendance field. If you do, it will put the same
date in ALL of the LDofA fields on the class list. Be sure to use the calendar icon.
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Step 13b:
Click on the student’s last date of attendance on the calendar. Be sure to choose the
correct month and year.

Continue entering Last Dates of Attendance as need.
PLEASE NOTE: If there are students that are in your class and their names do not appear on your JICS
class list, notify your local campus Enrollment Services office as soon as possible.
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GRADE CHANGE PROCESS

This process must be used at any time you have to make a change to a student’s grade. Reasons for this
include, but are not limited to:





correcting a grading error;
changing a grade from an Incomplete to a letter grade,
adjusting a grade due to a grade dispute/grievance.
submitting a grade after the grading window deadline has been missed.

Grade changes for students not going through the grade grievance process must be made within 90
calendar days of the last official day of the class. Any grade changes received after that time will not be
accepted.
Send an email to gradechange@mohave.edu. DO NOT cc the student with this email! If you are
submitting a grade change for more than one student in a class, you must submit each grade change via
a separate email. Do not send multiple grade changes via one email.
The email must come from one of two sources:
1. Your Mohave Community College email account (emails from personal accounts will be rejected
and returned).
2. If you cannot access your MCC email account, the grade change must come from the MCC email
account of the Chief Academic Officer or your campus associate dean (or their administrative
assistant). Emails from any other MCC personnel will not be accepted.
Include the following information in this exact format and order. Grade changes not in this format and
order will be rejected and returned.
1.
2.
3.
4.
5.
6.
7.
8.

Student Name
Student MCC 6-digit ID number
Full course prefix, number and section number
Semester/term and Academic Year
Instructor Name
Previous Grade
New Grade
Last Date of Attendance (if new grade is “U” or “F”)
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Example
1.
2.
3.
4.
5.
6.
7.
8.
9.

Student Name:
Student MCC 6-digit ID number:
Full course prefix, number and section number:
Semester/term and Academic Year:
Instructor Name:
Previous Grade:
New Grade:
Last Date of Attendance:
Full explanation of reason for grade change:

Jane Doe
888499
ENG 101 859
Fall 2017-18
John Q. Public
D
F
October 31, 2017
Student completed missing assignments;
Incomplete contract requirements met;
Error in final grade calculation;
Missed grading window deadline.

Note:


•

If no grade has been previously posted, note previous grade as “Current”.
Example:
Previous Grade:
Current
New Grade:
C
If a grade should be removed and no grade posted, note new grade as “Current”.
Example:
Previous Grade:
WR1
New Grade:
Current

Things to Remember
•

•
•

If a student contacts Enrollment Services or the Registrar’s Office and states that his/her grade is
incorrect, the student will be notified to contact you as the informal start of the grade grievance
process.
There is a new Incomplete Grade process, if you are assigning an incomplete grade of “I”. Please
contact your campus associate dean for more information.
If you have any questions with these processes, please call your local campus associate dean.
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Verification Receipt of Faculty Handbook
All faculty are provide access to an online Faculty Handbook describing terminology, policies and
procedures. This form verifies access to this Handbook and will be kept on file with the Office of
Instruction. Please acknowledge below:
I acknowledge my access to the online Faculty Handbook
and will abide by the policies, procedures and practices
stated therein, now in effect or as amended.
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