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Welcome to the Faculty from the President

Welcome! To those of you who have played such an important role in our success, thank you
again. To our newest faculty members, congratulation joining Team CCRI, and | thank you in
advance for the profound impact you will make on our students.

This Faculty Handbook is an important document and my congratulations to the Office of the
President for Academic Affairs for putting togetheichuia comprehensive publication. It will great
assist you in locating the resources, policies and procedures that can help you in yeardiny
activities.

| extend my best to everyone as we kiolif our 20092010 academic year, ayear in whichwewaill s o cel ebr at e
45th anniversary. It is a time to celebrate the students, faculty, staff and alumni who have made many significanbasntributi
since we opened our doors in 1964. This milestone means that CCRI has been contributing toyhtteatucational level

in the state but also to the state of Rhode | slandds ec

It is also an opportunity for us to look to the future. By providing open access to higher education to recent high school
gradudes and adult learners, we are welbsitioned to continue to provide Rhode Islanders and others the chance to acquire
the knowledge and skills necessary for intellectual, professional and personal growth through the array of academic, career
and lifelond ear ni ng programs we offer. And perhaps, in these
than in its first 45 years.

CCRI offers more than 80 degree and certificate programs to its approximately 18,000 credit students. MoBe ,0GHD
seats are filled annually in its roredit workforce training or personal enrichment courses offered through the Center for
Workforce and Community Education.

As you know, we set high academic standards necessary for transfer and career sudeessapproximately 70 percent of
entering CCRI students plan toansferto four- year colleges or universities. Two options CCRI offers to make this transition
easier include transfer tbugh theJoint Admissions Agreemewith RIC and URI or through the more than #Bticulation

agreementsCCRI has with other colleges and universitesoss the country.

Thirty percent of recent CCRI graduates who are continuing their education at least part time are attending more than 50
colleges or universities across the country and also are working at least part time. More than 92 percent ofyracertes
are employed, continuing their education or a combination of both

During this academic year we will continue to help students change their lives and achieve their dreams. Whetheayou a
new faculty member, or a returning member, you are now

Sincerely,

Ray M. Di Pasquale
President
Community College of Rhode Island


http://www.ccri.edu/advising/transfer_information/
http://www.ccri.edu/jaa/
http://www.ccri.edu/Catalog/pdfs/transfer.pdf
http://www.ccri.edu/Catalog/pdfs/transfer.pdf
http://www.ccri.edu/irpl/PUBLICATIONS.shtml

PART I: GENERAL INFORMATION

PURPOSE OF THE HANDBOOK AND DISCLOSURES

Thi' s Faculty Handbook has been created by t
Office under the leadership of Vice President Lela Morgan to assist faculty in understanding the
mission of the college as well as the resources, policies and procedutes/thbeen created to
facilitate CCRIOs achieving its goal s. I n an
technology and training to foster increased use of electronic storage. Faculty will find extensive
i nformati on Melsiteevdw.aerneduC Baviévér ssince we recognize that it
takes time and exploration to find where information is stored owig we have created this
handbook to assist faculty in locatimgportant information. Thisdndbook utizes both active
links to information stored electronically as well as text for those topics that are not currently in
electronic formats.

MESSAGE FROM CCRI 6 $O HHE EGMMYHEINYT
View a velcome from President Ray M. Di Pasquale

http://www.ccri.edu/president/message.shtml

PRESI DENT0S EXECUTI VE STAFF

The individuals | isted below are members o
of the coll egeds s eni tdirectlyita theapgesider withnewwg am t hey
initiatives and results from their respective departments.

Walter Crocker
Bill LeBlanc
Dennis Moore
Lela Morgan
Ronald Schertz
Bob Shea
Robin Smith

Deb Zielinski

Visit the followingWeb sitd or mor e i nf ormati on on each me
Executive Staff:


http://www.ccri.edu/
http://www.ccri.edu/president/message.shtml
http://www.ccri.edu/president/execstaff.shtml#Bill_LeBlanc
http://www.ccri.edu/president/execstaff.shtml#Dennis_Moore
http://www.ccri.edu/president/execstaff.shtml#Lela_Morgan
http://www.ccri.edu/president/execstaff.shtml#Ronald_Schertz
http://www.ccri.edu/president/execstaff.shtml#Bob_Shea
http://www.ccri.edu/president/execstaff.shtml#Robin_Smith
http://www.ccri.edu/president/execstaff.shtml#Deb_Zielinski

http://www.ccri.edu/president/execstaff.shtml

BRIEF HISTORY OF CCRI
Read about the histprof CCRI

http://www.ccri.edu/About/History.shtml

MISSION, VISION AND GOALS (including thecolleggs s Cur rent Strategi c |

ViewC CR I 6 s missianstatement that was revised and approve@006. This
Web sitealso contains information on how the new mission statement was created.

http://www.ccri.edu/about/mission.shtml

View themostrecenPr e si d e nt 6 dettdh foram upertenanindtitutional
priorities.

http://www.ccri.edu/president/archive.shtml

CCRI completed aewStrategic Plarin the Spring 2009The followingWeb site
contains information aboutthepres s and t he results that were u
current Strategic Plan.

http://www.ccri.edu/stratplan/

CAMPUS LOCATIONS AND MAPS

CCRI is the largest public, twyear, degregranting collge in New England.
Consisting of four main campusie&night Campus in Warwick, Flanagan Campus in Lincoln,
Liston Campus in Providence and the Newport County Campus in Neiwgodttwo additional
satellite campuses, CCRI offers educational opporturfdieall Rhode Islanders. Click on the
followingWebsitet o | earn more about each of CCRIO6s ca

http://www.ccri.edu/about/Campuses.shtml

EQUAL ACCESS/EQUAL OPPORTUNITY

CCRI does ot discriminate on the basis of race, color, creed, national, or ethnic origin,
gender, religion, disability, age, sexual orientation, gender identity, gender expression, disabled
veteran, or veteran of the Vietnafna or Irag Era. This nondiscriminatiopolicy encompasses
the operation of theolleges educational programs and activities, including admissions policies,
scholarship and loan progranashletic and otheratlegeadministered programdt also
encompasses the employmentoliegepersonneland contracting by theotlege for goods and
services.


http://www.ccri.edu/president/execstaff.shtml
http://www.ccri.edu/About/History.shtml
http://www.ccri.edu/about/mission.shtml
http://www.ccri.edu/president/archive.shtml
http://www.ccri.edu/stratplan/
http://www.ccri.edu/about/Campuses.shtml

For

mor e

visit the followWeb site

i nformation about CCRI 6s commi t me

http://www.ccri.edu/pers/handbook/202EqualEm.shtml

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERP A)

Office.

ACCREDITATIONS

The Family Educational Rights and Privacy Act of 1974, as Amended (FERPA), also
known as the Buckley Amendment, was designed to protect the privacy of educational records
and to provide guidelines for the correction of inaccurate or misleading data through informal
and formal hearings.
CCRI will not release informatiomt anot her party, ndxaclmagii ve, ®
without a signed release from the student intthgathe specific recipient of such information

ard the specific information theotiege is athorized to release. Directongformation may be
released by the allege. Questions concerning FERPA should be referred teRehggi st r ar 6 s

Faculty cannb
a parent without a signed release from the student. If you are unsure of what to discuss with a
parent, please contact tregistrar. To avoid FERPA violationdp not

r el

ease

any information regaoding

Use tle SSN/Student ID or names to post grades

Leave graded tests in a stack for students to sort through

Circulate a printed class list with the student name, SSN/Student ID

Provide anyone with student schedules

Provide anyone with lists of students enrollegour classes

Include confidential information (i.e. grades, number of credits) in a recommendation
letter without the written consent of the student

E-mail students their grades.

New England Association of Schools and Collegesicl

on

The Community College of Rhode Island is accredited by the New England Association

of Schools & Colleges, Inc. (NEASGHB.ounded in 1885, NEASC is the
accrediting association whose mission is the establishment and maintenhigtestandards for

all levels of education, from pi#¢ to the doctoral level. NEASC serves more than 2,000 public

and independent schools, colleges and universities in the six states of Connecticut, Maine,
Massachusetts, New Hampshire, Rhode Island anech&@rand American/international schools

in more than sixty nations worldwide.

All colleges that hold NEASC accreditation participate in aytear accreditation process
that involves the preparation of a sslfidy. Institutions prepare a setiidy by asessing their
progress in meeting the eleven standards of institutional effectiveness created by NEASC. The
self-study document provides the basis for a NEAgPointed visiting team to prepare a report

t hei

r

fi

ndi

ngs

o f statdd eritedaddr dcereggliatiodisitingddarasr e n ¢ e
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http://www.ccri.edu/pers/handbook/202EqualEm.shtml

are composed of staff and faculty from other higher education institutibvesarEngland All

team members are volunteers, and NEASC attempts to assemble team members that have an
understanding of the ®sion of an instution. So for example, thénair ofa Visiting Team

assigned to CCRiI is likely to be a president of a community college in one of the six New
Englandstates.

CCRI1 6 s mo sVYearvisit was held int2@4. CCRI recently submittedifth-
year progress report in January 2009. For more information on the NEASC organization, visit
the followingWeb site

http://www.neasc.org

To view infor mat iretated imfatmatdba, Rigitd s NEASC

http://www.ccri.edu/neasc/

Specialized Accreditations

Select CCRI programs of study are also accredited by external agencies. Some of these
accreditations are voluntary, like the Association of Collegiate BssiSehools and Program.
Some of the accreditations are required in order for the student to sit for the licensing exams that
enable students to practice in their chosen profession upon completion of graduation
requirements.

American Chemical Society (A®)

American Council for Occupational Therapy Education (ACOTE)
American Dental Association, Commission on Dental Accreditation (ADA)
Association of Collegiate Business Schools and Programs (ACBSP)
Commission of Massage Therapy Accreditation (COMTA)

Commission on Accreditation of Health Education Programs (CAAHEP)
Commission on Accreditation of Physical Education of the American Physical Therapy
Association (APTA)

Joint Commission on Education in Radiologic Technology (JRCERT)
National Accreditation gency for Clinical Laboratory Science (NAACLS)
National Association of Activity Professional (NAAP/NCCAP)

National League for Nursing Accrediting Commission (NLNAC)

RHODE ISLAND BOARD OF GOVERNORS OF HIGHER EDUCATION

Board of GovernorsHMission Statenent

Approved: 08/06/1992
Amended: 06/15/1995, 09/25/1996, 06/28/2004

The mission of the Rhode Island Board of Governors for Higher Education is to provide
an excellent, efficient, accessible and affordable system of higher education designed to improve

4


http://www.neasc.org/
http://www.ccri.edu/neasc/

the overall educational attainment of Rhode Islanders and thereby enrich the intellectual,
economic, social and cultural life of the staterésidents, and its communities.

To fulfill this mission, the Board of Governors adopts and monitors policigseogthen
the quality of the public institutions of higher education and produce a system of higher
education that:

o Offers the highest quality academic programs from the community college through the
graduate and professional school levels

o Establishes hig standards for student academic success and ensures that support services
are in place to help students meet those standards and earn degrees

e Provides multiple points of entry into a higher education system free of discrimination for
students of all agesnd backgrounds

e Works to keep the price affordable and to make sufficient financial aid available to
supportstudents with financial need as they move toward achieving degrees

« Establishes a clear, distinct mission statement for each of the three insituiib the
goal of minimizing duplication and maximizing efficiency

e Advances the cohesiveness and interdependency of the system

» Provides residents with lifelong learning opportunities to update their skills and
knowledge continuously as they cope wpidly changing living and work
environments

« Provides opportunities for cultural enrichment to add enjoyment to lives

e Supports research that creates new knowledge and promotes economic development

o Develops links with the state's system of-Krd2 educton to ensure an integrated
system of higher education that prepares quality teachers and ensured 2Zhstuents
are properly prepared to succeed at collegel work

o [Fosters cooperation with the independent institutions of higher education

e Encourags cooperative ventures with other education and training sectors and with
institutions of higher education around the world.

View the following/Nebsite for a brief biography of the current Board Members:

http://www.ribghe.org/members.htm



http://www.ribghe.org/members.htm

PART II: COLLEGE SERVICES AND RESOURCES

ACADEMIC TECHNOLOGIES

Help Desk Information

C C R linfoemation Technology Help Degkovides the initial point of contact for all
technology related issues for t8€RI community only. As the first point of contact, the goals
of the Information Technology Help Desk include providing technology support for all faculty,
staff and students with computing questions via phomegaieand in personVisit the indicated
Web sitefor more complete information on hours of availability:

http://it.ccri.edu/helpdesk/index.shtml

Computer Support

Centers for Instructional Technology

Centers for Instructional Technology (CITgue been created on all campuses to
provide sophisticated hardware, specialized software and referencetbadiksy faculty
members to explore new tools to enhance their courses.

The Centerare open whenever the buildings are open. If the room isdoglet the key
from the Help Desk (Warwick only) or IT Offeduring the weekdays or fronesurity after
hours and on weekends. Help in the Warwick CIT is available by cont&timg Grantin that
office at 8251195.Help for the Lincoln CIT is available by contactiGgne Grandat 333
7031. Help for the NewpofountyCampus is available by contactiDgn Persaudt 851
1708. The @nte on the ListorCampus is open the same hours as the IT office. An Instructional
Support team member will visit the Liston CIT every Wednesday thradghe semester. Help
with equipment and software may be arranged by either contacting a membeinsfringional
Support teamor the Help Desk at 825112.

In addition to the hardware and software residing ircémters, additionaligital
cameras, digital camcorders, laptops, portable projectorand other equipmentare available
for loan through IT by calling 456111. Full-time faculty and staff may also borr@apecific
Office softwarghrough the library to install on their home computers due to special licensing
agreements.

For a specific list of software that is available for faculty use, view the computer support
Website:

http://it.ccri.edu/Teach/CIT.shtml



http://it.ccri.edu/helpdesk/index.shtml
mailto:ngrant@ccri.edu
mailto:ggrande@ccri.edu
mailto:dpersaud@ccri.edu
http://it.ccri.edu/Faculty/IS_team.shtml
http://it.ccri.edu/Faculty/IS_team.shtml
http://it.ccri.edu/classrooms/equipment.shtml
http://it.ccri.edu/ms_select_agreement.shtml
http://it.ccri.edu/ms_select_agreement.shtml
http://it.ccri.edu/Teach/CIT.shtml

Classroom Technology

Classroom Support

Note Each of the following topics is described in more detail on the folloWlel site

http://it.ccri.edu/classrooms/index.shtml

A sample of information from each link is listed below each topic.

Classroom Technology and Documentation

In a continuous effort to enhance the teaching and learnpeyierce at CCRthe
Department of Information Technology has upgraded 26 additional classrooms with computers
and ceiling mounted projection made possible by funding frome St at e of Rhode |
STEM initiative

There are now 125 general purposesstooms at CCRI equipped with instructional
technology, a development that will continue over the next three years as STEM funding
provides for new technology in seventy additional classrooms.

To view a listing of technology in each classroom or foligent instructions, click on
one of the live links to each campus:

* Knight

o Flanagan
 Liston

o Newport

If you experience problems with equipment in your classroom or if you would like to
schedile a quick training session, please call the Help Desk al 828 duringousiness hours

On Saturdays, please call (4@155-6120.

Electronic Classroom@lso referred to as "SMART" Classrooms)

Electronic ¢éassrooms include an instructor's computer, an LCD projector and individual
computers for the studentkisted below are the electronic classrooms available to faculty
whose clasroom instruction requires students to use computers during classroom time.

For scheduling in one of the electronic classrooms, please re&8en¢duling in
Classrooms with Technolog.



http://it.ccri.edu/classrooms/index.shtml
http://it.ccri.edu/classrooms/techclassrooms.shtml
http://it.ccri.edu/classrooms/classroom_resources-knight.shtml
http://it.ccri.edu/classrooms/classroom_resources-flanagan.shtml
http://it.ccri.edu/classrooms/classroom_resources-liston.shtml
http://it.ccri.edu/classrooms/classroom_resources-newport.shtml
http://it.ccri.edu/helpdesk/index.shtml
http://it.ccri.edu/classrooms/e_classrooms.shtml
http://it.ccri.edu/classrooms/schedule_classroom.shtml
http://it.ccri.edu/classrooms/schedule_classroom.shtml

[campus maps and directionk

Knight Campus
Student PCs Scheduling Priority Maintained By

0074 Engineering Engineering
0076 16 Engineering Engineering
2054 20 Engineering Engineeri ng
2060 18 Engineering Engineering
2106 14 IT

2108 19 IT

2114 32 IT

3074 24 Chemistry, Biology, Physics IT

4080 24 Laptops IT

6410 20 Office Studies IT

6580 25 English IT

Liston Campus

Student PCs Scheduling Priority Maintained By

1160

1160A 16 IT

Flanagan Campus
Student PCs Scheduling Priority Maintained By

1124 Office Studies

1416 25 Accounting IT
2632 28 IT
2640 20 IT

Newport Campus

Student PCs Scheduling Priority Maintained By


http://www.ccri.edu/about/campuses.shtml

257 30 IT

221 20 Laptops IT

Request Form For Classroom Adjustment

If a faculty member would like to request a different classroom that may have already
been assigned, he/she can visit the followiep siteéo complete the request form.

http://www.ccri.edu/OES/change classroom.htm

Equipment Available for Instructional Use

The Department of IT provides a collection of equipment that faculty and staff may
borrow for classroom use or for colleggated business as listed below:

Multimedia PC Carts

LCD, Projectors

Computers with CD/DVD drives

Internet Access & Speakers

Document Cameras

TVI/VCR/DVD combo players

CD Players

Overhead Projectors

e Audio Cassette Recorder

e Portable Polycom Videoconfencing Systems

o Laser Disc Players

o Digital Cameras

e VHS-C and Digital Camcorders

e Wireless Laptop Cariportable eclassroom
(KN, FL & Newport only)

e LCD Projectors

e Sound Systems

e 35mm Slide Projector

To request equipment for instructional use, facaiembers should visit the following
Web site

http://it.ccri.edu/forms/comptechrequest.shtml

Mobile Carts (With a Computer and a Projector)

A limited number of mobile computer/projectrarts are available for use by faculty who
have an occasional need for this equipment but who don't utilize it for every class session. Since
the number of mobile carts are limitedg advise faculty to submit their requests before the


http://www.ccri.edu/OES/change_classroom.htm
http://it.ccri.edu/forms/comptechrequest.shtml

start of the semestewhenever possibleKeep in mind that the mobile carts are a solution only
for occasional use (a few times during a semeskagulty who need access to a
computer/projector more than once a week during the semester are &olvesgaest a

classroom with a fixed equipmethirough department chairs.

Mobile Carts (With Laptops and Wireless Network Access)

Wireless technology offers a flexible, mobile alternative to accessing infonmaatd
electronic communication. The Department of Information Technology maintains wireless carts
with laptop computers that function as either mobile classrooms (moveable) or fixed units in
dedicated rooms as listed below

Available Wireless Carts

Knight Mobile 10
Knight Fixed i n room 3040 12
Knight Fixed in room 4080 24
Knight Dedicated to Biology Labs 10
Knight Dedicated to Chemistry Labs 10
Flanagan Fixed in room 3638 25
Flanagan Mobile 14
Flanagan Dedicated to Biology Labs 12
Flanagan Dedicated to Physics Labs 10
Liston Mobile 14
Newport  Mobile 18
Newport  Fixed i n room 221 20

Faculty can reserve the mobile cart with laptop compaitei@ternative to an electronic
classroom.

Media Production (Audio & Video)

The Information Technology (IT) staff provides professional expertise and creative skills
to support faculty with the development and production of instructional materials.

e Audio Services
« Video Services

1C


http://it.ccri.edu/classrooms/schedule_classroom.shtml
http://it.ccri.edu/classrooms/schedule_classroom.shtml
http://it.ccri.edu/classrooms/#Audio_Services
http://it.ccri.edu/classrooms/#Video_Services

e Mini TV Studio

e Instructor Produced Audio and Video
o Off-Air Recording

« Web and Digital Imaging Production
o Photography

e Copyright Policies

e Request for Services

Audio Services

Audio production services include recording of guest lecturers, musical events and
classroom speeches. Tape and CD duplication of selected course related materials is available on
a limited basis.

Video Services

Video and television producins can be produced on location or can be scheduled in
advance for the TV studio in Warwick. Various formats can be accommodated depending upon
the needs of the project. Videotaping services can be provided for instructional lessons, guest
spe&ers, documetation of researchnd preparation of video segments for multimedia projects.

OtherServiceslnclude

e Video capture t¢°C

o Computer output to videotape/DVD
« Digital video production and editing
e VHS/SVHS editing, MiniDV

e Video/DVD duplication

Mini TV Studio

The mini TV gudio (Flanagan Campus Room 2602) is available for videotaping of
classes when playback for analysis or critiquing by students is required. Group viewing of
student video productions and other video selections will be permittee Fiahagan studio
only when the room is not scheduled for video recordings. Portable video recording equipment,
which is normally operated by the teacher or designated student in the class, is also available at
each campus. Instruction and/or assistamcte operation of this equipment will be provided
by the staff. Arrangements should be made by calling-6331 at least 24 hours before class
time.

Instructor Produced Audio and Video Projects

VHS camcorders and tape recorders are available for it@tsuto record a class
presentation, lecture or guest speakers. IT staff can provide instruction on equipment operation
and basic audio/videotaping techniques. To arrange for equipment loans, please @€l U656
complete the request form lore.
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http://it.ccri.edu/classrooms/#Mini TV Studio
http://it.ccri.edu/classrooms/#Instructor_Produced_Audio_and_Video
http://it.ccri.edu/classrooms/#Off-Air_Recording
http://it.ccri.edu/classrooms/#Web_and_Digital_Imaging_Production
http://it.ccri.edu/classrooms/#Photography
http://it.ccri.edu/classrooms/#Copyright_Policies
http://it.ccri.edu/classrooms/#Requests
http://it.ccri.edu/forms/comptechrequest.shtml

Off-Air Recording

Faculty may request c#ir taping from local cable programming by contacting IT at
3337031 or 4556111.

Web and Digital Imaging Production

Web and digital imaging productionggeort is available for instructional purposes. This
includes the use of the flatbed scanners, slide scanners and other digital imaging hardware, as
well as digital imaging software such as Adobe Photoshop and Microsoft Picture Manager. If
interested in larning more aboutVebdevelopment and digital imaging, check Werkshops
and Trainingor a complete listing of current technology training opportunities.

For instructional classroom projedhvolving extensivéVebsite development as well as
the instructional design process, please contact Mary Adele Combe, Manager of Instructional
Support at 822486 or send-eail tomcombe@ccri.edu

Photography

IT staff provides technical expertise to support faculty with the development of materials
for instruction, research and publication that includes:

Location photography
Scanning of original material
Digital photo processing

Photo reduction and enlargeme
Digital imaging technology

Digital cameras and camcorders are available for loan to faculty by request. Please
contact IT at 45%111 to make arrangements to borrow a camera, for assistance and/or training.

Copyright Policies

The Department of Infornii@n Technology adheres to all copyright laws pertaining to
off-air recording, tape, and digital image duplication. Any instructor requesting the duplication
of copyrighted material must secure written copyright clearance from the publisher, vendor or
author prior to making a duplication request. Staff will not duplicate copyrighted materials with
out copyright clearance.

Visit the followingWeb site for additional information on copyright laws and policies:

http://it.ccri.edu/classrooms/mediaproduction.shtml#Copyright Policies

http://www.ccri.edu/copyright/CopyrightPolicies2008.pdf
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The following statement on intellectyadoperty is located within the vicegsiden for
Academi cWebkittai r s o

http://www.ccri.edu/acadaffairs/messageintelproperty.shtml

Requests for Services

To request assistance, please fill olR@guest for Video Productioform.

About Interactive Video Conferencing

Video conferencing utilizes synchronous tway audio and twavay compressed video
via the Internet. Utilizing special cameras, viewing nansi, and microphones at each location,
faculty and students are able to interact with others at distant sites as easily as those located at
their home campus.

The Information Technology Department supports video conferencing facilities that offer
the ogortunity for students, faculty and staff to communicate with one another between
campuses as well as other remote sites. These facilities can be used to conduct meetings, team
teach classes between campuses, combine sections of classes, host guestisprakeund
the world, and conduct job interviews.

See examples of how faculty at CCRI have utilized video conferencing
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Classrooms with Video Conferencing Equipment

Full-featured Distance Leamyg (DL) video conferencing classrooms are locatethen
Knight Campus, Warwick Room 4104and theFlanagan Campus, LincotrRoom 2207.
Additional video conferencing facilities are availabléliovidence, Room 120&ndNewport,
Room 221.

In addition to the fixed distance learning rooms, portable video conferencing View
Stations that utilize an IP connection can also be delivered to classrooms, meeting rooms and
special events. Repvations one week in advance and a brief orientation are necessary in order to
schedule and use these resources.

Equipment in the Distance Learning Classrooms

List of equipment located in ela Distance Learning Classroom.

Reqguest a Videoconference

To request assistance or reserve a classroom with video conferencing equipment, please
fill out the Request for Video Conferencingrio.

Teleconference Satellite Downlinks

The Classroom Suppastaffareavailable to assist CCRI faculty and staff with satellite
downlinks for scheduled teleconferences using the satellite dish at the Fl@aagans only.
These programs can either bewed "live" for interactive purposes or recorded for later use.
Faculty and staff who wish to arrange a teleconference via satellite are encouraged to contact the
Center for Workforce and Community Educatiat401-825-2293 as far in advance as possible.
When you call, you'll need to answer a few basic questions about the event and your needs.

Web Conferencing, Web Casting and Teleseminars

Web oconferencing, also referred to agesktop video conferencingis usng your
computer to share and view the same information with others who are not in the same location as
you. This gives you the ability to have a meeting without ever leaving your office or home. Web
conferencing utilizes a desktop comput&iebcam and narophone to send and receive video,
audio, and text in real time via the Internet. Some desktop video conferencing software also
allows screen sharing and reahe collaboration. The Department of Information Technology
supportdMS NetMeetingand also utilize€onvenodor desktop video conferencing Breb
conferencing.

Web castingis simply defined as the broadcasting of audio and/or videmdatahe
Internet in order fokWebusers to watch or listen viavdebbrowser. This can le in real time for
a live evenbr ondemand for archive material.
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Teleseminarsare telephondased conferences that use audio as the primary delivery.
They can b@neway where participants just listen to a presentation owviaw, where
participants can interact with a presenter.

Information Technology staff can provide support for participation by faculty, staff and
students in any of these mediums.

See examples of how faculty at CCRI have utilized video conferencing

Information Technology staff can provide support for participation by faculty, staff and
students in any of these mextis.

SMART Classrooms (See the section | abel ed
section.)

Responsible Use of Information Technology Policy

Please review the information contained in the following link tactilege s
expectations with respect to respdasiuse of technology:

http://it.ccri.edu/policy/responsible-use.shtml

The purpose of this policy is to define responsible and ethical behavior that guides
faculty, student and staff useinformation technology resources at CCRI.

CCRI provides access to information technology resources for faculty, staff, students and
certain other users to support our mission of access to learning and to conduct b&sielss.
authorized user of infanation technology resources at CCRI is responsible for utilizing these
resources in an efficient, ethical and legal manner and in ways consistent with overall college

policy.

Definition: information technologincludes but is not limited to desktop combgrs,
workstations, network servers, mainframes computers, software, digital information and voice,
video and data networks
ATHLETICS
CCRI Athletics Mission and Vision Statements

(Visit our Web sitfor a complete overview of outhdetic programs)

http://www.ccri.edu/athl/
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Mission Statement

The Community College of Rhode Island Department of Athletics, Physical Education
and Recreation, an integral part of the curriculum, is dedicated to each indi\ngiaeiah
education student and studexthlete by providing a high quality, nationally acclaimed and
accredited program which promotes academic and athletic excellence.

Vision Statement

The intercollegiate program at the Community College of Rhodedistaan accepted
and integral part of the curriculum that produces many benefits difficult to achieve in other areas
of education. The coaches of intercollegiate sports often times have greater opportunity to
achieve many educational goals by using theeathfields as an extension of the classroom.
Under these circumstances, intercollegiate teams achieve many educational goals because they
have the advantage of more time on task and smaller numbers of students who are highly
motivated. Intercollegiate ogpetition achieves greater measures of physical fithess, motor skills
development, and sound social, emotional and mental attitudes, while pursuing the academic and
athletic growth and development of each individual studénlete. We will excel in
sportsnanship, team play and competitive spirit while providing a strong academic foundation.

Our Goals

e To create an environment that provides quality instruction and encourages maximum
participation

To provide the best possible facilities and equipment

To have the most qualified coaching personnel

To provide an academic support program to all studtnetes

To transfer 10(ercentof our studentathletes tdour-year institutionof higher learning
To provide a safe and healthy environment for B studenathletes.

Sport Offerings

For additional I nitamuredsp ¢ ohs @bofuft ewWeiSiRg s Vv i
at:
http://www.ccri.edu/athl/intramurals/intramurals.s html
For i nf or ma tall andwintemvars@yGiitspveew duiWebsite at
http://www.ccri.edu/athl/sports.shtml
BOOKSTORE

Mission Statement

The mission of the Community College of Rhode Island Bookstore is to support and enhance the
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educational experience of the Community College of Rhode Island. While pursuingssien,

the bookstorevill work as a partner ithe ®llege community, which includes students, faculty,
staff, administrators and alumni. The store will strive to provide exemplary customer service and
appropriate goods and services at competitive prices. The bookstore is committed to maintain a
cleanand weltorganized marketplace staffed with knowledgeable and courteous employees. The
bookstore will be selfunded and financially responsible, while generating income to

supplement college resources.

CCRI Bookstores

Please click on the link to thero@us that you attend for information about the store,
textbooks, CCRI merchandise, refund policy, Faculty Adoption, faculty resources, store hours,
textbook buyback and shopping online.

Knight Campus, Warwick
Flanagan Campus, Lincoln

Liston Campus, Providence
Newport County Campus, Newport

For additional information A&Vwbs@sRI 6s campu

www.ccri.edu/bookstore/

Note: Faculty can ordertheirtexitbo k s on | i ne by clWebdt¢amdy on t he
then following the links to Textbook Information and Faculty Adoption.

BUS SERVICE
For information on bus service between the campuses, check the folldleingite

http://www.ripta.com/

The ollege relies on bus service provided by RIPTA: Rhode Island Public Transit
Authority. Students, faculty, and staff should check with CCRI's campus bookstores for
additional information on how to purchase tickd®PTA periodically offers discount ticket
options.

CENTER FOR WORKFORCE AND COMMUNITY EDUCATION

To find out more about CCRIG&6s programs foc
community education, click on the followigb site

http://www.ccri.edu/cwce/workforce/

The success of theéenter for Workforce an@ommunity Edication Workforce Training
Division is based on or@mple premise: that every business is unique in its training needs.
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Maximize the productivity of your workforce with business and industrial training
solutions customized to your employees' needs and unique learning styles.

The Center provides customized training designed to meet the individual needs of
employers and offers educatiand training opportunities in the following formats:

Onsite

Oncampus

Creditand noncredit pograms
Certificate or @égregprograms
Individual curseofferings
Testing and ssessment

CHILD CARE CENTER
For i nf or ma tpreschocd and ho® © Britbgosir child, visit theWeb siteat:

http://www.ccri.edu/childcare/index.shtml

COLLEGE CALENDAR
For official information regarding theollege calendar for the current year, visit

http://www.ccri.edu/academics/calendar.shtml

For a list of official CCRI holidays within the year, visit

http://www.ccri.edu/pers/Calendars Schedules/holidays.shtml

COLLEGE STUDENT GOVERMENT
The mllege sponsors multiple student clubs and organizations.

For specific information on the Student Government Organization, visit the following
Web site

http://www.ccri.edu/service learning/clubs/
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COMPENSATION FOR MILEAGE TO AND FROM CLASS/DIFFERENT CAMPUS
LOCATIONS

Full-time faculty should consult the followikigeb siteo determine if reimbursement is
availablefor travelling from one campus to another, and how to seek reimbursement.

http://www.ccri.edu/controller/travel/index.shtml

CONFERENCE PARTICIPATION /REIMBURSEMENT

Faculty seeking to a#hd a conference should follow the procedures outlined in the
following Weblinks:

CCRI recognizes the importance of providing opportunities for ongoing professional
development. For an tp-date listing of local and regional development opportunivies, the
following Web site

http://www.ccri.edu/pers/Training/Training -Development.shtml

As money is available in the budget, there are some opportunities to attend amsferen
that requie travel and lodging expenseRlease note that you cannot submit request for
rei mbursement 1 f your travel hasnoét been appr

To learn more about these opportunities, visit the followifeb sitefor directions on
how to submt your request to attend a conferehgerkshopor submitting records for
reimbursement, visit:

http://www.ccri.edu/controller/travel/index.shtml

CONTINUING EDUCATION ( SeeCenter for Workforce and Community Education)

EDUCATIONAL MEDIA SERVICES (See Academic Technologigs

Since CCRI is a large insiition with multiple campus locatisnit is wise to check with
individual offices to determindnéir hours in advance.

FITNESS CENTER

For information on the variety of activitie
their Web site

http://www.ccri.edu/wellness/
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INCLEMENT WEATHER POLICY

Given that CCRI is located in New Englaadd that the @lege is in session during the
winter months, one can expect days which will include snow. Decisionaricel classes are
made byhe pesident or hi®r herdesignee

Information about any chaeg totheco |l | ege6s nor mal hours of
at:

http://www.ccri.edu/weather.shtml

INFORMATION TECHNOLOGY SERVICES (See Academic Technologigs
KEYS

All requests for office keys must betsuittedto the appropriategpartmenthair, who
will in turn submit the request via appropriate chanhefere any keys are issued.

LIBRARY

For | earning mor eseraidedvisit: CCRI 6s Li brary

http:// www.ccri.edu/lerc/lib.htm

LOST AND FOUND
The Campus Pale/Security Department handles lost amahid items.
Please visit th&Veb sitdfor more information:

http://www.ccri.edu/campuspolice/pdfs/Student Policies and Requlations.pdf#lost and found

PARKING INFORMATION
For information about where to park and how to obtain a parking sticker; visit

http://www.ccri.edu/campuspolice/pdfs/Parking Policy.pdf

PAY DAY SCHEDULE
The followingWeb sitecontains information about when you can expect to be paid:

http://www.ccri.edu/pers/schedules calendars.shtml

2C


http://www.ccri.edu/weather.shtml
http://www.ccri.edu/lerc/lib.htm
http://www.ccri.edu/campuspolice/pdfs/Student_Policies_and_Regulations.pdf#lost_and_found
http://www.ccri.edu/campuspolice/pdfs/Parking_Policy.pdf
http://www.ccri.edu/pers/schedules_calendars.shtml

PHONE SERVICE
For information on how to set up your telephone and voice mail systems, please visit:

http://it.ccri.edu/network/phonevmail.shtml

PHYSICAL PLANT REQUESTS

|l f you have a reason to submit a pMWesical
siteto learn how to submit a request online:

http://ccri.myworksite.com/

PRINTING OR COPYING SERVICES

The Information Technology Department has been busy putting
into service new mukfunction devices (MFDs) that act as printers and
copiers. The college recently established a new;\fear service
agreement withKON. Under the terms of the agreement, 48 new MFDs
have been delivered to our four campuses to replace the existing copy
machines.

| A list of available printers/copiers and their locations along with
| documentation (print featuresicluding the new featuressan toe-mail
and pinting to multifunction devices are available.

Green Printing Initiative

In an effort to control our energy ceumption and contributetothed | ege ds ef f o
to reduce wasteCCRI has launched th@reen Printing Initiative , a means of

\f." providing a more efficient ay of managing printing at th@lege.

~

To find out more information regardimginting/copying serviceglease visit

http://it.ccri.edu/print/index.shtml

PROFESSIONAL DEVELOPMENT OPPORTUNITIES (See Conference Participation
Reimbursemen))

PUBLIC SAFETY
For information about campus safety, visit:

http://www.ccri.edu/campuspolice/
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TEACHING AND LEARNING CENTER

CCRI hopes to create a Teaching and Learning Center to support faculty efforts to

develop and expand effective instructional practices. This sectibbenmilpdated as funding
becomes available.

TUITION REIMBURSEMENT
For information on tuition eimbursement, visit:

http://www.ccri.edu/pers/Benefits.shtml
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PART Ill: STU DENT AND INSTRUCTIONAL IN FORMATION

ACADEMIC GOALS AND STUDENT ATTENDANCE POLICIES
Does the cllege have a required or stated policy on attending class?

Students are expected to attend class, and faculty are strongly encouraged to clearly
articulate their attendance policieshwn the course syllabus, including the consequences for
missing class. If you have set procedures that you expect a student to follow if he or she is going
to miss class, those procedures should also be clearly stated in your course syllabus.

Thefollow ng st atement appears in CCRIOGs coll eg

Attendance/Rosters

Regular class attendance is an essential part of student success in conuoileygylife.
When the number of absences becomes excessive, the paf/tegénuing in the course is
jeopardized. Students are responsible for making up all academic work missed for any reason.
Students must attend one of the first three class meetings or contact the instructor to make
arrangements to continue the course. If the instructor does not loeartire student by the
fourth meeting, the instructor has the option
another student to the class. This policy applies only to daytime (not to extended day or off
campus) classes

While it is recommended &h faculty keepveeklyattendance records the entire semester,
the first two weeksireparticularly importanteporting periodsClass rosteravailable via
MyCCRI (formerly Pipelinejre continuously updated from the time registration opens. During
the s£hedule adjustment period which extends to the end of the second week of classes, faculty
should indicate on their roster those students who have not attended any clasgsnie&iNo
Show). Departmenthairs should remind their faculty to mark a NSrosters for those
students who have not attended classes during the first two weeksefrtbster.

While there is no collegwide policy covering student attendance, faculty members are
requested to establish attendareguirementsvithin their coursesyllabus/grading policy.
Keeping accurate attendance records will help faculty respond to requests from Student Services
for information on specific students as well as responding to requests from the Athletic
Department f or at hloreregeiedforeant particghationc e i nf or mat

ACADEMIC STANDARDS OF PROGRESS
How does theollege define academic performance? What grades are available to

faculty to rate student work? How doesthel | ege define studentso6é aca
are the paential consequences for unsatisfactory performance?
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Faculty and students should consultthrec | e g e 6 s cforaregptanatioo af th&a | o g
col l egebs grading system. This information de
explaining whe to use specific grades outside of th& Aeries. Faculty should clearly explain
in their syllabus how grades are determined in each course, including the numerical equivalents
of the |l etter grades that are |isted under nG

The 20092010college catalog lists the following information regarding the awarding of
grades:

Grading System,| ncluding Explanation of Grades andT heir Appropriate Use

A: Superior
A-
B+
B: Above Average
B-
C+
C: Average
D+
D: Below Average
F: Failure (also usé by the Nursing, Allied, Rehabilitative Health and Dental
Health Departments when a student fails the clinical component of any course)
S: Satisfactory (used for norcredit courses except MATH 0500, 0600 AND
0700 and field experience)
u: Unsatisfactory (used for norcredit courses except MATH 0500, 0600 AND
0700 and field experience)

When To Assign an Incomplete Grade

When considering the awarding of an "Incomplete” grade, faculty should follow the
broad guidelines defined in each grade category.ekample, the "I" grade is not intended for
use when a student has never attended class, even if that student had extenuating circumstances.
The definition of the "I" grade implies that a student has completed some of the work, but he or
she still has morto complete. Some colleges assign percentagilines of completed work
(80 percentor example) before using the "I" grade. Often students do not understand that if
they havendét made up the work by aaderevertsai n da
to a "WF" or failing grade.

I: Incomplete Work (temporary grade used only when a student has not
completed all required work because of extenuating circumstancés. An
grade must be made up with the instructor who issued the grade &ydhe
of the following semesteitg., Fall"l" grade made up by end of May and Spring
and summetl" grade made up by end of December. Otherwise no credit will
be allowed for the course and thé will revert to a"WF." The"I" grade is not
used if the stient plans to retake the course at a later date. It is included in
attempted credits but not in the grade point index.)
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I/C:  Incomplete Continuing (allowed only for students in the math lab and other
nontraditional, seHpaced courses. Permits a studemtontinue in a course while
satisfactorily progressing toward completion of course objectives.)

CourseWithdrawals: Difference Between "W"/"WP"/ "WFE"/ "NA" Grades

If a student just stops attending my class, do | have any other grading option
besides afiF?" Can | as a faculty member assign a "W" grade, or is that grade only for
a student who officially withdraws from a course within the stated timelines?

Note, in the "W/P" or in the "W/F" grade, the phrase "unofficially withdraws from a
course" measithat a student has stopped attending but has not completed the paperwork to make
the withdrawal official.

W: Official Withdrawal (used when a student officially withdraws from a course
during weeks three through 10 or ttfards the length of the cese. It is
included in attempted credits but not in the grade point index.)

WP: Unofficial Withdrawal, Passing (used when a student unofficially withdraws
from a course at any point in the course and has a passing grade. It is included in
attempted cred$ but not in the grade point index.)

WEF: Unofficial Withdrawal, Failing (used when a student unofficially withdraws
from a course at any point in the course and has a failing grade. It is included in
attempted credits but not in the grade point index.)

NA: Unofficial Withdrawal, No Assessmentlused when a student unofficially
withdraws from a course before the instructor has made any academic
assessment. It is included in attempted credits but not in the grade poinj index.

AU: Audit (Refer toAcademic Information i Audit in the currentatalog.)

Academic Standings and Quality Points

Academic Warning
Academic Probation
Program Dismissal
Student Appeal Option
Honors
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Quality Points per Semester Hour for Computing
Cumulative Grade Index

Grade Number of Points
A 4.0

A- 3.7

B+ 3.3

B 3.0

B- 2.7

C+ 2.3

C 2.0

D+ 1.3

D 1.0

F 0

Thecol | egeds Academic Standards Policy 1is

satisfactory progress is integral to thisssion of thecollege.
The link to this information is:

http://www.ccri.edu/oes/AcademicRetention.shtml

The Goal of the Policy

The main goal of any academic standards policy is to provide assistanceetatimbents
who are experiencing academic difficultyn early warning to students experiencing academic
problems often results in their seeking academic support through a variety of options that help
students achieve academic success.early warning ray limit the number of credits a student
may tale in a semestegtudentsnay also be required to select special courseshar student
support options designed poovide special academassistanceThe goal for the alege and its
students is to impve academic performance so that students may attain their academic and
career goals.

Definition of Academic Warning/Probation/Program Dismissal
The following chart details the measures that will be used to determine your academic

standing. The standardave a quality component (GPA) measured against a quantitative
component (number of credits attempted).
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ATTEMPTED CUM GPA PROGRAM
CREDITS REQUIRED WARNING |PROBATION |[DISMISSAL *

0-15 1.25 Below 1.25
16-30 1.50 Below Previous
1. 50A Warning,
GPA below
1. 50A
31-45 1.75 Below Previous Previous Probation,
1. 75A Warning, GPA bel ow
GPA below
1. 75A
46-90 2.00 Below Previous Previous Probation,
2. 00 A Warning, GPA below2 . 0 0 A
GPA below
2. 00A

*Students who are dismissed from a degree program are not permitted to enroll for courses as a
nontdegree student until they have consulted with an advisor to develop an academic plan of
study.

AStudents receiving f idacademidstahdingandaremegusrédtor e ma i n
successfully complete a minimum of pércentof theattempted creditper semester.

What do these categories mean?

If a student fails to successfully complete enough courses in a semester and/or does not
meet a required grade point average, the student may be placed under one of the following
academic restrictions:

Academic Warning

Students are restricted to 13 semester cradiismaybe required to take 3 credits of
developmental courseStudents must see an academic advisor.

Academic Probation

Students are restricted to 10 semester creflitdents are required to see an
academic advisor who may require at least 6 of the 10 d¢seidi be developmental
courses.
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AcademicProgram Dismissal

Students will be dismissed from their program of study. Thesemadnculating

students must see an academic advisor to review various academic and developmental
options to regain good academiargding. When the student is readmittethisiher

program of study, that student will remain on probation for one academic semester.
The academic advisor will determine the number of credits allowed for study.

The developmental interventions and acadespitons may include: a variety of skill
development course work, career skills/goals assessment, and program change or
course load reduction

Student Appeal Options

Appeal Program Dismissal

Students may appeal Program Dismissal status to the Committeedemc Standards.
Thecommittee is composed of theah ofstudentdevelopment ohis/herdesigneethe associate
dean of Enrollment Services, Admissions and Financia) thiel assistantedn of Enroliment
Services, three Galty members and an academéad who shall chair the committee.

Appeals Processlf a student feels that there are serious extenuating circumstances that
contributed to poor academic performance, the student has an opportunity to appeal the academic
sanction of APr degts, who wibh tcappea theashnction oSdismissal, must

meet with a counselor in the Advising and Counseling Department to discuss the merits and
procedures of the appeal. If it is decided that the student has grounds for an appeal, the following
procedues will apply:

1. Students must present their appeadaaidemiadismissal in writing and state the
specific circumstances which merit consideration of an appeal.

2. The letter of appeal will be addressed to the Academic Appeals Committee and
mailed to the Ofte of the Dean of Arts, Humanities, and Social Sciences, 400 East
Avenue, Warwick, Rl 02886.

3. The Academic Appeals Committee will review the request for appeal ancndir
the decision of theanmittee. The student will be notified in writing of the
commi tteebds decision.

Academic Renewal (Forgiveness)

CCRI students may requestademicaenewal forgiveness) to allow removal of poor
grades from the calculation of their overall GPA based upon past academic performance and/or
based upon a change of cauium.
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The Academic Renewal (Forgiveness) Policy contains two options:

Option 1: Academicenewal based upon past academic performance
Option 2: Academicenewal based upon change of curriculum

Generabrovisions that apply to both Option 1 and Option 2

1.

3.

A student may requestademiaenewal once under the academic performance
option and once under the change of curriculum option.

If a student requests forgiveness for a course or courses in which he or she has

earned a grade 8D" or "F", the creditearned in any such course or courses will be

removed from the total credits earned, and the student will receive no credit for the

coursee However, courses including grades will
transcript designated with a special cooleatademiaenewal.

All requests are to be submitted using the Academic Appeal Form and forwarded to
the Acadenic Appeals CommitteeWaiver forms are available &itom any
advisor/counselor in the Advising and Counseling office on any campus.

SpecificProvisions for Option 1¥ Academic Renewal based upon past academic performance

1.

After three consecutive years of rattendance at CCRI, a student may request
academiaenewal based upon past academic performance.

. After the student completes 12 crediish a GPA of 2.5, the request will be

reviewed by the Academic Appeals Committee for the request to be considered.

When the studentds request i s approved by
of "D" or"F" for the courses from the prior attendaneeiqgd will be excluded from

t he cal cul at igmdepontfaverade.¢loneven tdeecoutses sind

grades wi || remain on the studentds offici
for academiaenewal.

Specific Provisions for Option 2* Academic Renewal based upon change of curriculum

1.

A student may requestademiaenewal based upon a changeafgram of
study/major any time after matriculation and after completion of 12 or more credits
with a GPA of 2.5 in his or her new program ofdstu

I f a studentds request i s approved by the
"D" or "F" in courses that were required by the previous program but are not

required by the new program wil |l be exclud
gradepointaverage.Ho we v er , courses including grades

official transcript designated with a special codeaftademiaenewal.

POLICY APPLIES TO: CCRI matriculated students having completed 12 credits with a GPA of
2.5 or better
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EXCEPTIONS: * For financial aid purposes, all attempted credits and grades from all courses
(GPA) including those that were forgiven must be included when determining financial aid
eligibility.

For details on thetandards required for financial aid go tainWebsite at:

http://www.ccri.edu/OES/FA/academic progress.shtml

NOTE: All past academic work will remain part of the official transcript but will not be
averaged into th€umulative Grade Point Average

Note to Health Students Students enrolled in any of the Healtrand Rehabilitative Sciences
programs must be aware of the following

Academc standards specified by the Health arRdhabilitative Sciences programs
supersede the collegeide academic standardStudents in these programs must follow the
established academic standards policies for the specific department/préjease refermtthe
college catalogr the respective department for specific policies and standards.

FIELD TRIPS

Departnents sponsoringansportation (i.e., bussdsy students enrolled in courses which
include a field trip must adhere to the following steps:

1. Receive permission from tliepartmenthair to use departmental funds to support costs
associated with the fieldip (leasing busses, admission to event costs, etc.)
2. Submit requisition and receive approval prior to finalizing the field trip. Requisitions
must be submitted tilne Purchasingdffice a minimum of 3 weeks ahd of the intended
trip so that prchasingmmay conduct contract dAbiddingo fo
3. Questions about leasing transportation can be clarified by calling the CCRI Purchasing
Office.
4. Individual faculty members must obtain permission from the chair/vice president by
submitting a letter stating thetdaand nature of the class trip.

GRADE REPORTS

How do students receive their grades? Am | permitted to give students their grades at the end of
the semester?

Grades are available online througigCCRI (formerlyPipeling and may be mailed to
students athe end of each semester provided all financial obligations to @@Rhet. Students
enrolled in modular courses may view their grades omtireighMyCCRI (formerlyPipeling
and may receive a grade report at the conclusion afahese(s). In addibn, midterm warning
letters are sent to students (enrolled%week courses) who may be in academic difficulty.
Students are responsible fliscussing with the instructor how the grade was determined.
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Since students are permitted to check theireggaddroughMyCCRI (formerlyPipeling
(provided they are in good financial standing), it is probably best that facultgleate grades
outsideofthee| | egebs established mechani sms for vie
careful notto violatethE ERPA gui del ines by sharing student
infringe on their privacy or confidentiality. For example, it would violate the FERPA guidelines
if a faculty member were to post student's grades by name or in any manner in vihagnéss
right to privacy might be compromised.

HONORS
Deands List

A Deands List is published at t heligblefod of f
Deands List honors when he or s he:

e is enrolled in a degree program
e has earned 1@r more cedits in one semester
e has achieved a current gepoint averagd.25 or higherwitm o gr ade | ower th

Graduation Awards

Academic achievement will be recognized at graduation for studenteavieamet the
following criteria:

e Graduation Honors: 35 cumulative grade point index
e Graduation High Honors: 3.50 cumulative grade point index
e Graduation Highest Honors: 3.75 cumulative grade point index

Note: In order to be eligible for honors, a student must earn at leashalhefthe credits for
his/her program at CCRI.

HONORS PROGRAM
TheHonors Prograns a Community College of Rhode Island program in which students

can enhance their educational experience while at CCRI by studying topics of their choosing in
more depth. fie Honors Program refledise ollege's commitment to academic excellence.

Students participate inéhHonors Program by completingrorsprojects within courses
they are currently taking, relating to the curricula of those couas title of the course on the
transcriptchages to AHonors in Course Titleo, and a
students' schedule, reflecting the honors port®tudents that complete fousrtorsprojects at
CCRI are designated Honors Progrgraduates and receive special recognitAsma rigorous
and prestigious enterprise, the Honors Program contributes to the quality of academic life at the
Community College of Rhode Island.
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To learn more about participating in the Honors Program, pteaskthe Introduction
page If you have any questions, please contacHieors Program Coordinators

For more information, you can also visit tiéeb siteat:

http://www.ccri.edu/honors/intro.shtml

The Honors Program reflects the cByll egeds
creating learning communities and by strengthening the opportunitiegdibectual dialogue,
theHonors Program enhances the educational exper&ri€€RI.Students can earn honors
credits through independent study projestgplementary projects within existing course
sections and specially designafeth onor so0 cour ses. Eagonsoredloymmor s pr
instructor.

Students may take a maximum of two honors projects in any one semester.

To be eligible for the Honors Program, students must have completed at |easteder
hours and earned at least a 3.25 grade point average.

Participaton in the Honors Program provides students an opportunity to acquire
additional knowl edge and skill s. Stnudeenatrsn ianngdd
a cooperative spirit that reflects the fundamental purpose afctidemic community. In
addition, the student 0 $onadcfedits. Thede uniqueadesgrationsp t w
on the transcripts not only promdtansfer to fowyear institutions but also can lend an
advantage with regard tmmpetitive status in the workpladen extra .5 credits are available for
honorsprojects integrated into existing course sections; the amount of crenhitlégendent
study projects is determined by contractual arrangement bethwestudent and the instructor.

Students who complete fohonors projects anore at CCRI will receive special recognition at
the graduation ceremony.

For more information, call Dr. Lynne Andreozzontaine at 822239 or Professor
Karen Kortz at 333F443.

For more informati on o n sitthe &olloW@Ndbgite Honor s

http://www.ccri.edu/honors/

IN-HOUSE CREDITS
What i s meantn-hdusecrtelde tmsHroas e i

In-house credits are counted faurposes of determiningirhe” status (fulttime orpart
time), and for reasonassociated witfinancial aidawards and academic progresshéuse
credits typically do notount towardhe completion of aehree or certificatebut theywill show
on the studefdtranscript Typically in-house creditsafer to developmental or narollege level
courses
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STUDENT CODE OF BEHAVIOR

Does CCRI publish an official behavior code for students? How are students made aware of
expected standards of behavior?

When students enroll at CCRI, they are given a coplgeoStudent Handbook which
contains informationonthe | | egeds Student Disciplinary Code
Handbook outlines the rightsid responsibilities of studerasd it addresses the potential
consequences of inappropriate behaviors.

Faculty are encouraged to include statements regarding expected and appropriate
classroom behaviors within their course syllabi. For example, if you want students to turn off
their cell phones and to avoid fincedeti ngo or A
statement to that effect in your syllabus.

For a more complete |isting of CCRWé&s Stud
site

htt p://www.ccri.edu/Advising/Student Services/handbook.shtimli#STUDENT DISCIPLINARY CODE

STUDENT SUPPORT SERVICES

Academic Resources

CCRI provides eademicesources to students via both formal arfdrimalvenues.
Many of the ollege's formalized acadeoreurces can be accessed via tbiege's Student
Success Centerd.he Success Centers provide academic assistance through tutoring services
and enrichment programs; coordinate information and referrals to college resources; seek ways
to improve studnt satisfaction and retention, and help students achieve their goals.

For a more complete listing of the sample of resources available to students, visit:

http://www.ccri.edu/success/

Faculty can also ulize the Early Alert System to refer a student for assistance:

http://www.ccri.edu/success/early alert.htm

Faculty are also expected to include their weekly office hour times within thegecou
syllabi. They are also encouraged to post their hours on their office doors and Wetihsites
so that students can take advantage of time outside of class to seek additional instruction or
direction.

Advising

When students first enroll &CR, they are welcomed by theltege's Advising and
Counseling Centeilhe Advising and Counseling Center offar&ull range of servicefor
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enrolled studentd hese services includeicademic dvising, career, educational and personal
counseling services.

Academic advisingis available for students with program and course selection concerns.

Career and educational counselingonsisting of interest, aptitude, values and
personality assessment, as well as assistance with career exploration, is provided to
students requesting help eéstablishing educational and career goals.

Personal counselinds also available for students experiencing personal difficulties as
they relate to their academic saess.

A variety of structured advisement/counseling groups are offered each semester in areas
such as study habits and skilsiess managemeand test anxiety[see workshors

All meetings are strictly confidentigConfidentiality Statement

Career and Job Placement Services

Career counseling issailable for enrolled students who need to define academic and
career goalsAnother option for establishing career goals is to enroll ilrPtheC 111(Q*PDF
file - for online versions, se®vailable Coursescourse: Career Information Seminar (2 credits).

Career Links

Career Assessments

The wllege's Career Services office offers a rich variety of resources to assist students
with pursuing a career path and employmeneahey have completed their educational goals.

The following information can be accessed through the Career SeWiglesiteand/or
the active links listed:

http://www.ccri.edu/career

Information About Career Services

Our Mission
About This Site
What's New...
Info Bytes
Events/Announcements
Site Index
Frequenty Asked Questions

Links to Main Areas of the Site

Career Development
Self-Exploration
Career Research/Resources
Deciding on a Direction
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Career Planning
Work Readiness

Other Helpful CCRI Links

Peer Tutoring
Advising andCounseling
Financial Aid
CO-OP Education
Learning Resource Center

Counseling Center

For information on how to refer students tareer and/orpersonalcounseling, visithe
following Web site

http://www.ccri.edu/Advising/

While the ollege is not able to provide ongoing letegm counselinghie Advising and
CounselingCenterdoes provid@neon-one and group counselingfa variety of problems
ranging from typical difficulties students experience (e.g.,sidjant to the college settinty)
problems associated with acute or lesignding psychological disturbances. Counseling services
are oriented toward shetrm intenentions designed to help students develop personal
understanding and to succeed in their roles as studentso@uselorprovide services
addressing a variety of problems and concerns which nechydedepressionanxieties and
fears, seHesteem issuesnterpersonal conflicts, career issues, eating disorgeess
managementfamily conflicts,physical/emotional/sexual abuaed other distressing conditions.

For more information, faculty are encouraged to read the section on "Health and
Wellness" found on thigveb site All meetings are strictly confidential. Read Confidentiality
Statement

Disability Services for Students

The college publishesibstantiainformation on its Disabilityservices on the Center's
Web site

http://www.ccri.edu/dss/

Sample Quick Links address the following topics:

o General Information
A Welcone, Vision and Mission
A Contact Campus Coordinators

o Frequently Asked Questions
A Disability Accommodations and Services
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A How to Obtain Academic Accommodations
A Types of Accommodations

o For Students

A Documentation Guidelines

Rights and Responsibilities

Sample Accommodation LetterWord document*
Policy and Procedures

Handbook- word document ~ *

> > > > >

o For Parents and Guidance Counselors

o Online Resources

If faculty have questions about ad#éumt's request for specific accommodations (e.qg.,
untimed testing, use of a dictionary during exams, ¢hey, should contact Disabilitgervices to
review their role in providing appropriate accommodations. Sometimes students will wait until the
last mnute (morning of an exam) to inform an instructor that they are eligible for certain
accommodations. This late notice can add unnecessary stress to providing bona fide
accommodations. To avoid these types of circumstances, faculty are encouragedi¢oancl
statement in their syllabi indicating that students who will be requesting spec@i;mmodations
should notify them in writing within the first two weeks of class.

Financial Aid Office

The awarding of financial aid to students involves a sefiegll-defined and regulated
procedures. If faculty have questions that pertain to a student's financial aidhdblelyrefer
the student to theotlege's Financial Aid Office. Faculty are discouraged from answering
specific questions on financial aag they may not have sufficient information to provide an
accurate answer. For example, if a student were to ask a faculty member if dropping his or her
course would have any impact on the current financial aid award, the answer will vary greatly
dependng on a series of factors that contribute to the individual student's aWédreh in doubt,
refer students to those with the expertise in thislarea

To learn more about theollege's services and resources in this area, visit:

http://www.ccri.edu/oes/fa/

Health Services

The mllege's Health Services Office is located onKheht (Warwick) CampusRoom
1240 Services are available for students, faculty and stédiurs ae generally Monday
Friday 8 a.m. tel p.m. Call 8252103 to check for any change in office hottst additional
information on services provided, \tisi

http://www.ccri.edu/avp-students/healthservices.shtml
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Quick CCRI Links

Student Health Services InformatioRDF file*
Immunization Information and Forms

Community Health Resources

CCRI Dental Hygiene Clinic
Listing of Women's Health, Substance Abuse and Mental Health Resources
Listing of Community Health Centers in RI

Student Health Insurance

Although CCRI does not contract with a particular insurance carrier, students are
eligible for student health insurance by virtue of their student status following are
a few available options.

The American College Student Association (ACSA)

American Association of Community Colleges; Community College Plan
A Temporary Health Insurance

Student Secure

Student Health Insurance

HTH Students

Affordable Health Insurance Plans

Careington 506 Deal Plan(discount dental plan)

> > >y > >

International Students/Student Visas

Information on international students and visdated issues can be found at:

http://www.ccri.edu/oes/admissions/admn info.shtml#lnternationalStudentAdmissioninformation

Resources for Parents

Occasionally faculty may find themselves in contact with students' parents. Be advised
that college personnel are not permittedhare a student's private information, even with a
parenfunless the student has signed a waiver form permitting staff/faculty to do so. You are
allowed however to refer parents to ttlodlege'sWeb sitethat does contain information on
resources for pants:

Currently the ollege does not offer separate information sessions for parents of
prospective students, but parents are welcome to attend the information sessions

To find and regiter for an information sessidisted on thecollege'sWeb sig, please
Visit:

http://www.ccri.edu/OES/admissions/info sessions.shtml
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Parents of prospective or current studemho have questions about tledlege's
accommodations for studeniith learning disabilities are encouraged to visit the followifep
site

http://www.ccri.edu/dss/parentscounselors.shtml

Student Clubs

CCRI sponsors and supp®d wide array of stlent clubs.
For a more complete overview, visit our listing on the follovivep page

http://www.ccri.edu/service learning/clubs/

Student Leadership and Activities

The ollege offers stuents multiple opportunities to develop their leadership skills
through their programs of study and through colesge activities. The Student Government
Office can assist students interested in getting involved with learning about the many
opportunitiegprovided by CCRI.

Visit the Student Governmeieb siteat:

http://www.ccri.edu/service learning/clubs/descriptions.shtml#STUDENT GOVERNMENT

The StudenGovernment is representative of the student body as a whole. Membership is
composed otlub officerselected bythe student bodyStudent participation in the formation of
policy and the direction of theotiege is sought. Students should visit the Sta@overnment
Office on matters of concern to them and should express their viewsdobhefficers. All
students are encouraged to get involved in their campus government.

Student Success Centers

The ollege sponsors Student Success Centers onceagbus.

For more information, visit th&Veb sitahat outlines the list of services available to
students within these Centers:

http://www.ccri.edu/success/

Note that students can request a tutorsgish with specific subject areas. They can also
participate in small group workshops to learn more effective study skillgjrkeananagement,
testtakingstrategies, etc.
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Transfer Information

The ollege provides students with pertinent informatamnd support as they prepare to
transfer to another institution. Sample services include:

In order to make a smooth transition to a fgear college, it is important thetudents
dothe following:

Meet with a Counselor

Choose a Program of Study

Choose a College

Learn about the College's Articulation Agreements

Review Transfer Links

More information can be found on the Transféeb page

http://www.ccri.edu/advising/transfer information/

Tutoring Support

The mllegeprovidesStudent Success Centers that focus on providing students with
additional acadaic and personal support. Thellege alsgrovidesWriting Centers to assist
students in developing their writing skills.

To learn more about these samws, visit:

http://www.ccri.edu/writingcenter/

Veterans Educational Assistance

Students who qualify under the War Orphans' and Widows' Educational Assistance Act,
Chapter 35, or for Educational Astance for Veterans (new Gl bill), Chapters 106 and 30, or for
the Educational Rehabilitation Program, Chapter 31, or for the VEAP Program, Chapter 32, may
obtain information from th©ffice of Enrollment Serviceat thecollege.

Inquiries should be allessed to:
Office of Enroliment Services

Veterans Representative or

Community College of Rhode Island

1762 Louisquisset Pike 400 East Avenue
Lincoln, R1 028654585 Warwick, RI 028861807
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Work -Study Office

For information on theollege's particimtion in the Federal Worstudy Program, visit
the following Financial AidVeb page

http://www.ccri.edu/oes/fa/Federal Work Study.shtml

STUDENT HANDBOOK

CCRI publishes an updated 8&nt Handbook each year. Copies of these can be obtained
from the Office of Enrollment Services, or can be downloaded from the following link:

http://www.ccri.edu/Advising/Student Services/handbook.shtml

The Student Handbook contains informatioraoademiadishonesty (including
plagiarism) and information on tlleademicgrievanceprocedure.
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PART IV: ACADEMIC POLICIES AND PROCEDURES

ACADEMIC FREEDOM

The current contracCRIFA Faculty Union Contract 20072010 contains the
following statement pertaining to Academic Freedom:

"'Academc Freedom' is essential to thallege and its faculty and applies to both
teaching and research. Freedom in research is fundameialaddiancement of truth.
Academic Freedom in its teaching aspects is fundamental to the protection of the rights of the
teacher in teaching and to the students for freedom of learning. It carries with it duties
correlative with rights. The teacher igiad to freedom in the classroom in discussing his
subject." ARTICLE Ill __RIGHTS OF INDIVIDUALS )

To view this quote in the context of the current contract, visit

http://www.ccri.edu/pers/handbooks.shtml

For a more irdepth understanding of the role of Academic Freedom in higher education,
view the following excerpt from thBofia Ana Community College Faculty Handbook
September 2007:

http://dacc.nmsu.edu/fs/docs/Faculty Handbook O7.pdf

In summary, the concept of "Academic Freedom" is complex. It embodies the right to
pursue new knowledge through research and publications, and the freedom in the classroom to
discuss thos topics in which faculty are professionally qualified as determined by their credentials.

The exercise of "Academic Freedom" carries with it the correlate responsibilities for
presenting information accurately, restricting the controversial informttitre subject matter
under discussion, and exercising sound judgment in guarding against distortions and
inaccuracies.

Another valuable resource to learn more about the rights and responsibilities is the
American Association of University Professors.

Visit the organization'sVeb siteat:

http://www.aaup.org/aaup

ACADEMIC HONESTY
Statement oprofessionalkethics from:

http://www.aaup.org/AAUP/pubsres/policydocs/contents/statementonprofessionalethics.htm
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The statement that follows, a revision of a statement originally adopted in 1966, was
approved by the Associ at i onaddso pGoemdmibtyt eteh eo nA sPsro
Council in June 1987, and endorsed by the Sevthirty Annual Meeting.

*kk

Introduction

From its inception, the American Association of University Professors has recognized
that membership in the academic profession canisit special responsibilities. The
Association has consistently affirmed these responsibilities in major policy statements, providing
guidance to professors in such matters as their utterances as citizens, the exercise of their
responsibilities to stuehts and colleagues, and their conduct when resigning from an institution
or when undertaking sponsored research.Staéement on Professional Ethtbsit follows sets
forth those general standards that serve as a reminder of the variety of respessalssiimed
by all members of the profession.

In the enforcement of ethical standards, the academic profession differs from those of law
and medicine, whose associations act to ensure the integrity of members engaged in private
practice. In the academicgdession the individual institution of higher learning provides this
assurance and so should normally handle questions concerning propriety of conduct within its
own framework by reference to a faculty group. The Association supports such local action and
stands ready, through the general secretary and the Committee on Professional Ethics, to counsel
with members of the academic community concerning questions of professional ethics and to
inquire into complaints when local consideration is impossibleappropriate. If the alleged
offense is deemed sufficiently serious to raise the possibility of adverse action, the procedures
should be in accordance with th840Statenent of Principles on Academic Freedom and
Tenure, the 1958Statement on Procedural Standards in Faculty Dismissal Rredings or the
applicabl e provi s Remsnenndd InstitutonaliResilatiorsant i on 6 s
Academic Freedom and Tenure

The Statement

1. Professors, guided by a deep wotion of the worth and dignity of the advancement of
knowledge, recognize the special responsibilities placed upon them. Their primary
responsibility to their subject is to seek and to state the truth as they see it. To this end
professors devote theinergies to developing and improving their scholarly competence.
They accept the obligation to exercise critical-sidtipline and judgment in using,
extending, and transmitting knowledge. They practice intellectual honesty. Although
professors may followubsidiary interests, these interests must never seriously hamper or
compromise their freedom of inquiry.

2. As teachers, professors encourage the free pursuit of learning in their students. They hold
before them the best scholarly and ethical standarthewfdiscipline. Professors
demonstrate respect for students as individuals and adhere to their proper roles as
intellectual guides and counselors. Professors make every reasonable effort to foster honest
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academic conduct and to ensure that theirevaloah s of st udents ref]l
merit. They respect the confidential nature of the relationship between professor and
student. They avoid any exploitation, harassment, or discriminatory treatment of students.
They acknowledge significant acawlie or scholarly assistance from them. They protect

their academic freedom.

3. As colleagues, professors have obligations that derive from common membership in the
community of scholars. Professors do not discriminate against or harass colleagues. They
respect and defend the free inquiry of associates. In the exchange of criticism and ideas
professors show due respect for the opinions of otlnsfessors acknowledge academic
debt and strive to be objective in their professional judgment of colleaguéssders
accept their share of faculty responsibilities for the governance of their institution.

4. As members of an academic institution, professors seek above all to be effective teachers
and scholars. Although professors observe the stated regulatibwsia$titution, provided
the regulations do not contravene academic freedom, they maintain their right to criticize
and seek revision. Professors give due regard to their paramount responsibilities within
their institution in determining the amount andcidcter of work done outside it. When
considering the interruption or termination of their service, professors recognize the effect
of their decision upon the program of the institution and give due notice of their intentions.

5. As members of their commumj professors have the rights and obligations of other
citizens. Professors measure the urgency of these obligations in the light of their
responsibilities to their subject, to their students, to their profession, and to their institution.
When they speaéir act as private persons, they avoid creating the impression of speaking
or acting for their college or university. As citizens engaged in a profession that depends
upon freedom for its health and integrity, professors have a particular obligatiomiot@ro
conditions of free inquiry and to further public understanding of academic freedom.

*kk

(End of Statement on Professional Ethics)
ACADEMIC PHILOSOPHY

The phrase "Academic Philosophy" could refer to many different things. As it is used
here, it reérs to CCRI's approach to working with students in a manner that is consistent with
CCRI's mission and vision. Ourission commits us to a teaching/learning philosophy that
embraces a strong belief and subsequent commitment to dedicating ourselvegliogorov
learning environments that maximize and enhance all students' opportunities to learn. As an
extension of this philosophy, CCRI expects faculty to participate in ongoing assessments to
measure our individual and collective teaching effectivenesaddition, CCRI is committed to
providing faculty with multiple opportunities to pursue the scholarship of teaching, including
participating in professional learning communities. Part of CCRI's Strategic Plaii 2002
includes the creation of a facultlyiven Innovative Teaching Center that will:

e Promote teaching styles that address the varied learning styles of our student population
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e Create "communities of practice" among the faculty to increase effectiveness in helping
students succeed.

In summaryCCRI'sacademigphilosophy is founded on treating students with respect,
holding them accountable to high standards and expectations for learning, and providing them
with the instruction and guidance to help them succeed.

ADD/DROP TIMELINES

Since the sp®fic dates and timeframes in which students are permitted to add and/or
drop courses will vary by calendaraye Faculty should consult theltege's current academic
calendar

For more information, please cliak the following/Neb site

http://www.ccri.edu/Academics/calendar.shtml

The dates in which students are permitted to alter the schedule of courses in which they
initially enrolled are clearly marked on the calendar.

ADMINISTRATIVE CALENDAR (List of Decisions and Due Dates)

CCRI isa large institution with over 1000 students enrolled in credit courses. Given its
size, CCRI has a variety of "start" dates for both students and faculty. To assist faculty and staff,
the Vice Presidntfor Academic Affairs has compiled an electronic cdienof important due
dates. This information is updated annually, and is a good resource for a quick overview of
when information is due and the timeframes for associated decisions.

To visit thisweb pageclick on the following link and then click on the Administrative
Calendar link:

http://www.ccri.edu/acadaffairs/

ATTENDANCE ROSTERS

Keep careful attendance records the entire semmsteespecially the first few weeks.
The reasons are many:

1. Some weeks into the semester, for Finangid and other concerns, thellege will ask

you to listii n dlowsd on anattendanceaster- those who never appeared for the course.
Youwillneedtor ndi ¢ at bow®ddnehe grade rosters.

Various student services request attendance information.

The Athletic Department requests athletesbo
A good record of absences presents support against student complaints.

abrwn

44


http://www.ccri.edu/Academics/calendar.shtml
http://www.ccri.edu/acadaffairs/

CLASS ATTENDANCE
Does thecollege have a required or stated policy on attending class?

As implied in an earlier section of this Handbook, CCRI expects stutteatend class.
However, the allege leaves it toafculty to define their specific attendance pokciacluding the
expectations and the consequences regarding class attendance. Faculty are strongly encouraged
to clearly articulate their attendance policies within the course syllabus, including the
consequences for missing class. If you have set puoegthat you expect a student to follow if
he or she is going to miss class, those procedures should also be clearly stated in your course
syllabus.

The foll owing statement appears in CCRI O0s

Attendance

Regular class attendance is an@$al part of student success in commuoitjege life. When

the number of absences becomes excessive, the privilegetinuing in the course is

jeopardized. Students are responsible for making up all academic work missed for any reason.
Students musttend one of the first three class meetings or contact the instructor to make
arrangements to continue the course. If the instructor does not hear from the student by the
fourth meeting, the instructor havwo taned ogddiomc
another student to the class. This policy applies only to daytime (not to extended day or off

campus) classes

CLASS/COURSE LISTS
Faculty should view/print their rosters from:

http://it.ccri.edu/Documentation/pipeline/Viewing class list name.shtml

CLASSROOM ASSIGNMENTS

The Registrar's Office assigns courtasilty to the classrooms in which they will teach.
Efforts are underwato design a pcess that linksaiculty who utilize technology in their
instructional delivery with classrooms best equipfmesupport their efforts. Thellege as part
of its current Strategic Plan (20@®12) is also utilizing a software system designed to maximize
the use of available instructional space by matching course size with available seats within a
classroom.

If a faculty member would like to request being assigned to a different classroom than the
one currently listed, he/she should complete the foumd@n the followinyVeb site

http://www.ccri.edu/OES/change classroom.htm
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For obvious reasons, faculty are not permitted to take it upon themselves to relocate their
class to another claggm, even when the new spaqgears to be available. Thalege needs
to be able to assign space in a systematic and predictable manner. In additse of an
emergency, theatlege needs to be ablefiod individuals based on thekege's recat of room
assignments. Faculty are asked to be mindful of professional courtesy in ending their classes at
the scheduled time in order to allow for a smooth transition for the class that will follow theirs in
the same classroom. Along the same linesilfia@re asked to leave their classrooms in good
order for those that will follow them.

COLLEGE CATALOG

As of 20092010, the ollege publishes an annual haxapy and online version of a
college atalog.

The online version of the Catalog can be falon the following link:

http://www.ccri.edu/Cataloq/

The orine version of theatalog is considered the mostigedate version as changes
can be made throughout the year. The following disclaimegas in both versions of the
catalog:

At the time of its printing, information contained in the 2@04.0 edition of CCRI's catalog was

known to be accurate and complete to the best of the knowledge of CCRI faculty and staff. Please
be advised, however,ahthecollege reserves the right to make changes at any time to its
admission policies, degree requirements, curricula and any other information contained in the
print catalog as it deems necessary, without notice or obligation. Also be aware that anitio

fees at the Community College of Rhode Island may be adjusted by the action of the Rhode
Island Board of Governor®r Higher Education. Every reasonable effort will be made to
communicate these changes in a timely manner in order to minimizecany@mience to

students.

By way of background, it may be helpfulfaculty to understand some of the factors that
can require changes in the current catalog. For example, as the national and state economic
conditions fluctuate, CCRI may have to aljits tuition and feesastheat e 6s contr i but
fluctuates. Changes in the work environments associated with our degree programs can also lead
to curriculum modifications to ensure that our graduates arepnegdlared for their next steps of
pursuing higlker education or entry into the workforce.

CONFLICT OF INTEREST POLICIES

The Rhode Island Board of Governors has publishedliay pertaining to Conflicof
Interest and Nepotism which is posted on théab site

http://www.ribghe.org/polman.htm
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Faculty and staff are responsible for familiarizing themselves with the expectations
established by this policy.

COURSE SYLLABI

The course syllabus has become an increasingly important document in thglearni
environment. Many people have come to see the syllabus as a "contract" between the faculty
member and the students enrolled in the course. Given this expectation, there are some basic
guidelines faculty should follow as they create the syllabus douese. Here are some general
thoughts on creating a syllabus:

¢ Include the course description making sure that it matehes is posted in the current
college catalog

e List your course objectives and student outcomes, making sure that they are logically
consistent with the content identified in the course description

e List your anticipated schedule of course/class activities. You may want to include a
preliminary statement that indicates that the schedule is tentative and may change

e Describe thenajor caurse projects, producénd/or other assignments.

¢ You may want to include a section that describes your instructional methods. Let
students know howou plan to teach the coursacluding what you expect from them in
the class so that they can comepared.

¢ Clearly identify how you plan to assess students' learning, including how the final grade
will be determined. Here you want to realize that you will likely be held to the "letter of
the law" in a potential grade dispute. So if you indicate tleettvill be four tests that
account for 50 percenff the grade and you only end up giving tests, students could
conceivably grieve their grade if they didn't do well on one or both of the tests.

o Clearly state your expectations on relevant issuestktatclassroom behavior, expected
protocols, etc. Topics to includ@ouldtouch upon: attendance policies, what to do if
students are absent, bringing electronic products to class, class participation, respectful
behaviors, whether or not you allow nealip exams, consequences of missing an exam
or turning in late assignments, etc.

¢ Provide information about the learning resources students will need to participate in the
course; e.g., textbooks, indicating whether they are required or recommended; library
resources, etc.

e Share your goals and processes for creating a positive learning environment, including
what you see as your role as the instructor and what you see as students' responsibilities
to make positive contributions to the learning environments.

There are many resources available when considering designing your course syllabi.
CCRI'slibrary provides available resources, and sample syllabi created by CCRI taeulty
appended to thisandbook.

If you visit the Google Wedite, and enter "creating a course syllabus," you will find
many links to additional resources.
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To review sample syllabi provided by CG&tulty, click on the following link:

http://www.ccri.edu/acadaffairs/

You can also find a sample of statements addressing students with special learning needs
or disabilities within this samé/eb link

DESK COPIES OF TEXTBOOKS

Faculty are enouraged to visit the following/eb sitego learn more about the Faculty
Center Network that contains useful information to consider when choosing and/or ordering
textbooks. This link also provides information on how to request an instructor can request a
Desk Copy.

http://bookstore.ccri.edu/STOREA4/SiteText.aspx?id=3907

DISTANCE LEARNING

CCRI has established a strong presence in using distance learning. \WEBSite for
faculty offers multiple resources for preparitwyoffer online courses. Theltege's current
Strategic Plan (20002012) includes plans to expand the use of technology through developing
more online courses, creating more hybrid courses, as well as usimgaiegy applications
within the more tradibnal classroom environment. Faculty at CCRI must follow the Distance

Learning Policies established by the Presiden
Under these policies, faculty arerequited have at | east one semester
coll egebs |l earning manage meanpussourses @mebas a sup

enhanced course) before the faculty member can teach an online or hybrid course. Faculty
members are also requiredrézeive training in online pedagogy.

Please visit the followingVeb sitefor more information:

http://www.ccri.edu/distancefaculty/

http://www.ccri.edu/distance/

DRUG FREE WORKPLACE

Drug Free Schools and Communities Act

The Community College of Rhode Island seeks to encourage and sustain an academic
and work environment that thorespects individual freedom and promotes the health, safety and
welfare of allmembers of its community. Theltege recognizes that substance abuse is a
complex problem that may require professional assistance or treatment. Faculty and staff with
subsaince abuse problems are encouraged to take advantage of available diagnostic, referral,
counseling and prevention services. Faculty and staff are expected to maintain appropriate
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standards of conduct while on campus and will not be excused from beirarbelatable for
misconduct due to impaired judgment caused by substance abuse

For additional information on theollege's policies and practices regardingaintaining
a drugfree workplace, click on the followingeb site

http://www.ccri.edu/pers/handbook/606DrugStmnt.shtml

This information is also contained in theltege's employeeamdbook.
ETHICS IN THE WORKPLACE

Code of Ethics

The Community College of Rhode Island is anitaibn whose paramount mission is
the enhancement of growth and learning in every one of its mensgbedentsstaff, faculty,
administratorand members of the Board of Governors. Membership in this institution involves
both privileges and obligation$o preserve the balance between these, and to ensure congruence
between all college activitieand the college mission, thallege has formulated a Code of
Ethics by which institutional and individual decisions shall be measured. Broadly interpreted,
this code expresses a commitment of conscience, that is, we pledge to conduct our affairs, in
spirit as well as itetter, with honesty, franknessid integrity. The following are essential to this
commitment:

1. The terms of this Code of Ethics are to be takerdrh member of the CCRI community
as a guide in all dealings pertinent to this institution.

2. The principle of academic freedom shall in no way be dishonored.

3. The resolution of conflicts shall be guided by traditionally held, fundamental, and
commonly unlerstood principles of honesty, mutual respect, justice, fair play, and equity.

4. The allocation of institutional resources shall be governed by this Code of Ethics, as
permitted by the availability of these resources.

5. The ethical obligations incurred bgdulty and staff because of membership in
professional organizations external to this institution should be upheld by those
individuals. This statement should not be construed to conflict with other such codes of
ethics. In no case would it be considerpgrapriate for anyone to treat professional
standards glibly or irresponsibly.

6. College employees are also governed by Rhode Island General LawsS{RefCode of
Ethics, R.I. Gen. Laws 364-1 et. seq)

5.01 Standards of Conduct

In conjunction with RIGL 3614, it is the responsibility of every employee to conduct
him or herself inside and outside the workplace as to be worthy of the esteem a public employee
mug enjoy by acting in such a manner as not to bring discredit upon his or her employer.
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For additional discussion on the topic of Ethics in the Workplace, visit the folldelg
site

http://www.ccri.edu/pers/handbook/#WORKPLACE POLICIES

EMPLOYMENT CONTRACTS

For information conaming employment contracts for faculty, refer to @E€RIFA
Faculty Union Contract 2062010.

This document is also available on Wb

http://www.ccri.edu/pers/handbooks.shtml

FACULTY ASSOCIATION AGREEMENT

The Faculty Association Agreement is synonymous with the CCRIFA Faculty Union
Contract 20072010 and can be found on the saMeb siteasthe above listed under
Employment Contracts.

FACULTY AVAILABILITY TO STUDENTS 1 OFFICE HOURS

The following excerpt from the current facultgrtract makes clear the expectation for
faculty to schedule and hold weekly office hours:

2. Office Hours

a. A weekly office schedule of six (6) hours shall be maintained by all faculty with the exception
of those who carry more than fifteen (15) clock hours, who will carry a weekly office schedule of
four (4) hours. Office hours shall be posted and submittéket appropriate chairperson.

b. Nothing in the Agreement shall preclude any individual from voluntarily assuming more than
the minimum of office hours stated.

c. The mission of the Community College of Rhode Island requires close and frequent
relationships between faculty members and students; hence no exceptions shall be allowed in the
minimum office hour schedule. Moreover, each faculty member and his

Department Chairperson will make a reasonable effort to ensure that the faculty member i
available to students at theltege five (5) days a week; provided however that such requirement

is not mandatory and may be varied according to the needs of the faculty

member as approved by his Department Chairperson.

(Excerpt fromhttp://www.ccri.edu/pers/handbooks.shtmj See CCRIFA Faculty Union
Contract 20072010.)
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Clearly, the ollege values the opportunity for faculty and students to continue the
learning process outside of the classroom thindbg effective use of office hour times. Faculty
should include their office hours on their course syllabus and outside their offices in order to let
students know when they are available. Faculty are also encouraged to talk with students in their
courses on the purpose of holding office hours as many students may not understand that it is
indeed an option to consult with faculty for additional assistance outside of the classroom.
Faculty can assist students in understanding how to take greater adwrttag instructional
support system by extending a genuine welcome to students to make use of their office hours.

Faculty should forward their semester office hours to their respective department chair
within one week of the start of classes eachesten.

FINAL EXAMINATION PERIOD
Thefinal examinationperiod foreach semester is posted on tb#ege'sWeb site

http://www.ccri.edu/OES/ExamSchedule.shtml

Once the final exam schedulepissted, faculty are expected to adhere to the printed
schedule of exams.

GRADING POLICY/REPORTING
These topics have beeddressed in Part lll. See pages34
HONORS PROGRAM
Information on the allege's Honors Program is available by clickiog thisWeb link

http://www.ccri.edu/honors/

INSTRUCTIONAL SUPPLIES
Faculty order supplies through their department secretary.

INFORMAL AND FORMAL GRIEVANCE PROCEDURES FOR MEMBERS OF THE
COLLEGE

Student Grievance Procedures

There are a variety of grievance or appeals procedures available for students. The
following is a listing of these procedures with a brief description of each:
Academic Appeals Committee

http://www.ccri.edu/dean-as/academicappeals/index.shtml
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The purpose of the committee is to consider requests for course substitutions from
students majoring in General Steslior Liberal Arts.Also, the ommittee administerthe
"Forgiveness Policyand other program and gradsated requests that are beyond the purview
of any academic department.

Academic Standards Policy

http://www.ccri.edu/oes/AcademicRetention.shtmli#CAN | APPEAL

If a student feels that there are serious extenuating circumstances that contributed to poor
academic performance, teudent has an opportunity to appeal the academic sanction of
AProgram Dismissal . 06 Students, who wish to ap
counselor in the Advising and Counseling Department to discuss the merits and procedures of
the apal. If it is decided that the student has grounds for an appeal, the following procedures

will apply:
AcademicGrievanceProcedure

http://www.ccri.edu/Advising/Student Services/handbook.shtmi#ACADEMIC GRIEVANCE
PROCEDURE

The purpose of this grievance procedure is to provide students who believe they have been
denied fair and equitable treatment in academic affairs an organized method to regolve the
problems. This procedure contains information that pertains to situations in which a student is
appealing his or her grade

Faculty Grievance Procedures

Article IX in the current greemenbetweenthe Rhode Island Board of Governors for
Higher Educatio and Community College of Rhode Island Faculty Association (NEA/CCRIFA)
contains a description of tlyeievanceprocess available fdaculty:

http://www.ccri.edu/pers/contracts/ CCRIFA 2007%2010.pdf

LEAVES OF ABSENCE

The current agreemengtweenthe Rhode Island Board of Governors for Higher
Education and Community College of Rhode Island Faculty Association (NEA/CCRIFA)
contains a description of tigpes of leaves available faadulty:

http://www.ccri.edu/pers/contracts/CCRIFA 2007%2010.pdf
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See Articles IV and V for a specific description of the following types of leaves:

Sick Leave

Sabbatical Leave

Leavefor Graduate Study

Maternity Leave

Jury Leave

Military Leave

Military Training Leave

Leave for Professional Advancement
Vacation for Calendar Year Appointments
Leave Without Pay

Personal Days

Bereavement Leave

NEPOTISM
Conflict of InterestindNepotism

Employees of the Community College of Rhode Island are suigighe Conflict of
Interest &Nepotism Policy as adopted by the Board of Governors for Higher Education on
July 20, 1981, as follows:

|. GENERAL PURPOSE

It is the general purpose and amit of these regulations to define and prohibit conflicts of
interest and nepotism in the activities of all employees of the Office of Higher Education, the
public institutions of higher education, and all other agencies under the jurisdiction of the
Board These regulations are in addition to any other laws, regulation, or policies that may
apply to the same subject matter, and they shall not be construed to allow any activity that is
prohibited by such other laws, regulations, or policies.

Thestate, as wll as CCRI, expect that all employees will adhere to the policies outlined
in the Conflict of Interest and Nepotism Policies.

For more information on these policies, visit the followwkgb site

http://www.ccri.edu/pers/handbook/207Conflict.shtml

Faculty members who are in a position to hire, to sign time sheets, assign schedules, etc.,
should take the time to read through these policies in order to avoid violating them.

OUTSIDE EMPL OYMENT
Work performed for personal gain shall not be conducted during normalngdr&urs

or involve the use ofallege facilifes, except in accordance witbllege policy(seeFacilities
Use Policy and theState Code of Ethics, Rl Gen. LawsB&1 et. seq.
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Click on the following link for more information:

http://www.ccri.edu/pers/handbook/2190utEmp.shtml

PERSONNEL FILES FOR FACULTY MEMBERS

Article 11l of the current Agreement between thed®b Island Board of Governors for
Higher Education and the Community College of RhodentsIFaculty Association outlindse
guidelines for maintaining personnées.

See:

http://www.ccri.edu/pers/contracts/CCRIFA 2007%2010.pdf

PLACEMENT TESTING

Theo | | e g erbssategicucalls for theallege to integrate its open admission policy
with assessment and testing to match students with appropriate educational directions. Part of
this integration includes the devadahisgpgecese nt of

has been completed, thellege will publish the minimum placement scores necessary for
students to enroll in specified courses.

QUALIFICATIONS FOR INSTRUCTIONAL PERSONNEL

Quialifications for instructional personnel are determined prior tpakgng of open
positions.

REPORTING ABSCENCES

Facultyabsences are reported to the payreflaitment on a monthly basis by the
appropriate department hedida faculty member is not going to be able to fulfill his or her
campus responsibilities ongaven day, he/shehould notify the appropriateegpartmenthair
and/ordean in advance of the absence. All absences should be reported; e.g., missing a class,
missing a lab, missing previously announced or scheduled office hours, etc.

See:

http://www.ccri.edu/pers/handbook/501Timecd.shtml

REPORTING INJURIES, CRIMES, OR BEHAVIORAL INCIDENTS
In the event that you experience an injury, are the victim or witness to a crime, or are

involved in a behavior incident, the followiMgeb sites will assist you in knowing how to report
the incident.
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If you are injured in the process of fulfilling yowork obligations on campus, you
should immediately contact the Office of Human Resources arstiitdme followingWeb site

http://www.ccri.edu/pers/PersForms/Bar of Claims.pdf

If you are the victim of or witness a crime, visit the followivigb site

http://www.ccri.edu/campuspolice/

CCRI 6s Department of Campus Police strongl
report incidents of inappropriate and/or criminal behavior. The overall safety of the community
is best served wineall members of the community assume a role in creating and promoting a
safe environment.

I f you are concerned about a studentds ina
form available on the followingveb site

http://www.ccri.edu/threat/report.htm

If you feel you are in immedte danger, you should contact campoigcp immediately.
The phone numbers of campus police on each of the different campuses are located in the above

Web site

CCRIlas compiled an instructorodéds protocol fo
behaviors. (See next page.)

This information is available at the link listed here:

www.ccri.edu/threat/Word Docs/Faculty Protocol.doc
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|l nstruct or 0GlasdPoom Mamagenient & Bhreat Assessment 7/14/08
Preamble
oAl Il students have the right to pursue higher e d u clefs and|n
attitudes. 6 (Taken from the CCRI Student Handbook)
As a matter of policy, the Community College of Rhoderidlaxpects its students, faculty and staff to build and maintain a cultuf
civility, respect and safety. These behavioral cornerstones support the mission of the college and provide a framework i

which all other college activities take place. Wee all expected to treat one another with respect through our greetings, d
language, our appearance and our unconditional kindness. We exhibit civility through our language, our attitudes, anesoamnad/
beliefs. We contr i b thtowh durccarefullyethoaghbot bidtions addsworslsa f et y

In the midst of a world that can be uncivil, disrespectful, and dangerous, we seek to build a culture that fosters mpaca)
unconditional kindness and a drive toward learning andirsglfovement

This reference guide is intended to help faarpge disruptive behavior as well asleal with perceived threats. Though it ig
sometimes difficult to differentiate between them, a useful measure is that behavior that needs to be man&ageedsasoamadlyin
while behavior that could potentially be dangerous is generally considered threatening.

You may wish to view

studentsd behavior along the f

Acceptable

Disruptive Threatening

1

5 ) 10

l. Threat Prevention

Connect with your students. Learn their names, address them by name,
encourage office visits. Stets with a connection to the college are more
likely to stay enrolled and less likely to risk offending the instructor.

. Clearly define your classroom expectations. Include them on your syllabus
Review them during the first class and make certaimgvee understands
them. Some instructors require that students sign a copy and return them
the instructor. Differentiate between the college classroom and the high
school classroom, home, the street, etc.

Enforce the rules swiftly, uniformly and consiglly. Do not put it off assuming
that it will go away or get better. It usually gets worse when students know
they can get away with something.

[I.  Identifying Unacceptable Behaviors

This section describes student behaviors that are
either disruptive o threatening, or both. They are
identified here because they may intensify and
accelerate into more seriously threatening or
dangerous behaviors.

When these behaviors occur, they warrant action by
the instructor. These are behaviors that are generall
unacceptable in college classrooms. Generally, the
instructor may (and should) establish a classroom ct
of conduct that reflects the type of classroom
experience the instructor wants to achieve and to
define the instructords
student behavior. Except in cases when the
instructords rules woul
observe these rules.

Disruptive Behaviors

Monopolizing classroom conversation or discussion

Interrupting classroom conversation or discussion

Inter upting the instructords

Any use of cellular telephones in class for any reason

Arriving late or leaving early for a class

Inattentiveness during class

Attendance while under the influence of drugs and/or alcohol

. Sest, racist or other discriminatory remarks, swearing

B. Threatening Behaviors

1. Any and all behavior described in state and federal laws, felonies and

misdemeanors are prohibited on all CCRI campuses. Of particular not
are the following:

Fighting, physal assault and battery

Sexual harassment

Sexual assault

Possession of a weapon

Hate crimes

Use/possession of controlled substances

teac
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2. Intimidation
e Between one student and another, in or out of class
e Between student and instructor

3. Threaened danger to self or others

4. Threatened danger to property

5. Refusal to stop any disruptive behaviors

lll.  Evaluating Individual Behavior

Consider the foll owi.l
thinking about whether to take action. If you cg
answeb Hgeany of thes

should submit a report about the behavior yc
are observing.

Always document every incident using tl
incident documentation form that can be four
online at www.ccri.edu/threat. It will b
recorded for future referece.

. Do you feel in any way threatened by this student?
(Are you afraid of what might happen if you speak to him/her? Are you afra
physical attack?)

B. Is the behavior of this student in any way impacting the others in the
classroom?

(Are other studens not talking, discussing, rolling their eyes, mumbling to
others, making derogatory comments or complaining? Most students appre
having limits clearly articulated and enforced.)

. Do any other students have negative reactions to the student in Goie3t

.Does the studentds behavior seem
(Does he or she seem to be hearing neristent voices, talking to no one,
having odd speech patterns or a disjointed/disorganized thought process?)

E.Does the student seem oOoout of ito
(Does he or she gaze off, giggle,
his or her head down, smell of alcohol or seem incoherent?)

F.Does the studentds writing or art
(Does it evoke violence, death, dismemberment, small arabnse or violent
sexual imagery?)

G.Does the studentds behavior disruj

(Are other students complaining or dropping the course?)

H. Does the annoying student have documented disabilities that seem to
contribute to classroom dismtion? (Documented disabilities do not excuse
students from adherence to the established rules.)

IV. Responding to Unacceptable Behavior

These are some general guidelines about how
addr ess student s® Vi

code. T h e énforsemenu muso be
consi stent and timely
judgment regarding whether to exercise any
these options. The instructor should notg
however, that offensive behavior ignored w
probably increase in frequency and intensity.

If you (the instructor) fear for your own safety a
a result of speaking to a student about his/her
behavior, the following protocol should be
ignored and you should immediately contact
Campus Police.

Campus Police : KC: 825-2109
FC: 333-7035
NC: 851-1618
LC: 455-6050

The instructor must decide whether the behavior in question is disruptive or
threatening. This decision will det

For oDpsived Behavior

. First student discussion
Ask to talk with the student after class (or at the earliest possible time if eith
has another class immediately following). Identify the rule that the student i
violating and simply explain that continuatieil result in further discipline tha
could include expulsion from cl as
behavior violates a rule and gets
Consider this your first warning, and if we have to have this cogation again,
I will dismiss you from the class and require you to see the Associate Vice
President for Student Services. o

B. Second student discussion

At the second conversation, repeat the above and tell the student he/she

not return to your classoom.

For

0Threateningd Behavi g

. Notify Campus Security (KC: 825-2109, FC: 333-7035, NC: 851-1618,
LC: 455-6050)

B. Notify Associate Vice President for Student Services
online)

. When warranted, dia11 for emergency assistanc8-911 from campus
hallway phones)

(825-2221 or
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SABBATICAL REQUESTS

CCRI is committed to providing fulime faculty with opportunities to pursue research
and approved projects. CCRI has clearly stated policies and procedures with respect to
eligibility and applying for sabbaticals.

This information is available in the current faculty contract and can be found via the
following link:

http://www.ccri.edu/pers/handbooks.shtml

SEXUAL HARASSMENT

CCRI has a zero tolerance of any type of harassment in the workplace, including sexual
harassment.

Consult the following link for additional information:

http://www.ccri.edu/pers/handbook/pdf brochures/Violence in the Workplace |l.pdf

STUDENT GRIEVANCE PROCEDURES

Information on the variety of student appeal or grievance procedures can be found in this
section under the headinginformal and Famal Grievance Procedures for Members of the
Coll ege. 0
SUBMITTING GRADES

To submit mieterm grades, please visit:

http://it.ccri.edu/documentation/pipeline/midterm grading.shtml

To submit finalgrades, please visit:

http://it.ccri.edu/documentation/pipeline/final grading.shtml

TEXTBOOK SELECTION

After clicking on http://www.ccri.edu/bookstore/ andthe appropriate campus, be sure
to click on Faculty Adoption which is tmted on the left of the screen

Knight Campus, Warwick
Flanagan Campus, Lincoln
Liston Campus, Providence

Newport County Campus, Newport
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TRAVEL REIMBURSEMENT
For information on travel reimbursement, visit the following link:

http://www.ccri.edu/pers/handbook/615Travel.shtml

SMOKING ON CAMPUS

The ollege has very clear policies that must be followed to be in compliance with a
Asmagkeed wor kpl ace. T h iined on theffalowmalinki on i s f urt

http://www.ccri.edu/pers/handbook/616Smoke.shtml
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PART V: EMPLOYEE BENEFITS

ATM MACHINES : GETTING CASH ON CAMPUS

The Lincoln and Warwick campuses have ATMchineson-sitewhich are located near
the bookstore.

For specific locations of the machines, click on the following links:

http://www.ccri.edu/floorplans/warwick/index.shtml

http:/ /www.ccri.edu/floorplans/lincoln/index.shtml

CAMPUS COMMUNICATIONS

An easy way to stay abreast of what is happening is to check yoail and MyCCRI
(formerly Pipeline)on a daily basis.

To view recent editions, click on:

http://www.ccri.edu/currents/

If you would like to distribute information about a program or project you are working on
or just want to share some informatioitwthe larger CCRI communityhe place to go is the
Department of Mrketing and Gmmunications.

You can visit theikWeb pagéy clicking on the following:

http://www.ccri.edu/publicrelations/get publicity.shtml

CENTER FOR TEACHING AND LEARNING

CCRI hopes to create a Teaching and Learning Center to support faculty efforts to
develop and expand effective instructional practices. This section will be updated as funding
becomes available.
DENTAL INSURANCE

For information on theollege's dentalrisurance plan, visit:

http://www.ccri.edu/pers/handbook/302Health.shtml
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DIRECT DEPOSIT
CCRI utilizes direct deposit to pay its employees.

Click on the link listed here to view thefothat must be completed as a prerequisite to
participating in the direct deposit program:

http://www.ccri.edu/pers/forms.shtml

DISABILITY INSURANCE
To learn more about theoliege's disability instance plan, click on the following link:

http://www.ccri.edu/pers/handbook/310LgDisab.shtml
(long-termdisability)

http: //www.ccri.edu/pers/handbook/309ShDisab.shtml
(shortterm disability)

E-MAIL ACCESS

CCRI, with its multiple campus locations, recognizes the importance of providing faculty
with access to their-mail from all campus sitesVe will migrate from our arrent email
system iPlanet to Microsoft Outlook Exchange 2007.

To learn how to set up and access younal, click on the following link:

http://it.ccri.edu/helpdesk/office2007 migation.shtml

FACULTY IDENTIFICATION CARDS (IDs)

Faculty need to obtain official identification cards in order to park in designated lots and
to utilize the library services.

Information on how to obtain an ID can be found by clicking on the follolivikg

http://www.ccri.edu/avp-students/student ID.shtml

FEE/TUITION WAIVERS

For information regarding educational assistance, tuition waivers, and/or fee waivers or
discounts, click otthe following link:

http://www.ccri.edu/pers/handbook/315Educ.shtml
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Faculty are encouraged to read themail on a daily basis and to viggostings on each
campus. Thedllege offers mayprograms and services for employees, and often the cost to
participate is discounted.

FITNESS CENTERS

For information on the variety of activitie
their Web site

http://www.ccri.edu/wellness/

HEALTH INSURANCE

To learn more about CCRI's range of healgthated benefits, visit the followingeb site
for a comprehensive overview of the available programs:

http://www.ccri.edu/pers/Benefits.shtml

The above link will provide you with information on medical, dental, and vision care
coverage.

For information on COBRA coverage, visit the link listed here:

http://www.ccri.edu/pers/handbook/303Cobra.shtml

For general information on open enrollment periods, changing current coverage plans,
etc., click on this link that contains information on Frequently Asked Questions:

http://www.ccri.edu/pers/FAQ'S.shtml#misc

HELPFUL LINKS

CCRI'sWeb siteprovides a link to helpflVeb sites and local information, including
information on the daily weather.

Click the following to view the ramegof information available:

http://www.ccri.edu/links.shtml

LEAVES OF ABSENCE

The following link contains information on the types of leaves available for CCRI faculty.
This information is also contaiden the currentaculty contract.

http://www.ccri.edu/pers/Benefits.shtml
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Sabbatical Leave

Leave for Graduate Study

Application for Sabbatical and Graduate Study Leave
Maternity Leave

Jury Leave

Military Leave

Leave Wthout Pay

Bereavement Leave

Personal Days

I I D T D D

LIFE INSURANCE
The ollege offers a variety of life insurance plans.
For more specific information on each option, click on:

http://www.ccri.edu/pers/handbook/308Lifelns.shtml

OPEN ENROLLMENT

The ollege offers a designated period of time in which faculty can alter their current
benefit enroliment plans. For the exact dates of the open enroliment period, visit:

http://www.ccri.edu/pers/news.shtml

PAY DEDUCTIONS AND SETOFFS
To view the menu of payroll deduction options, click on the folloWlal site

http://www.ccri.edu/pers/handbook/504Deduc.shtml

The menu of offerings includes options for charitable donations, for savings plans, for a
variety of pretax deductions, and for paying union dues.

RETIREMENT PROGRAM
CCRI offers a variety of savingsans to assist faculty in planning for their retirement.
The following list of options is discussed in further detail via the following link:

http://www.ccri.edu/pers/Benefits.shtml

Retirement Savings Plan  *
Supplemental Retirement Annuities *

457(b) De ferred Compensation Plans  *

o O O o

Phased -In Retirement Program ~ *
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TAX SHELTER ANNUITY PROGRAM

For specific information on tax shelter annuity plans, visitWeb sitdisted in the
preceding tpic (RETIREMENT PROGRAM) :

SICK LEAVE
To learn more about CCRI&ck leaveplans, click on the following link:

http://www.ccri.edu/pers/handbook/404Sick.shtml

SICK LEAVE BANK

The currat faculty contract contains information about accessing "Advanced Sick
Leave" and participating in threllege'ssick bank.

For information, please click on the following link:

http://www.ccri.edu/pers/handbooks.shtml

WORKER'S COMPENSATION

Please contact the Office of Human Resources for more information.
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PART VI: FACULTY: EXPECTATIONS, RESPONSIBILITIES, EVALUATION S
(While much of this information may be referenced infemilty contract, ofen the
contract does not supply the type of contextual information that helps bd#rcthity member
and other staff members understand the process as well as the expectations. A sample section on
promotion and tenure has been included to provide wstrifition of the type of information that
might be included in a section like this.)
TERMS OF EMPLOYMENT

¢ Obviously, the official source of i nformat
employment is the current contract.

CCRI posts the current coact ontheco | | ege 6 s HuWehpageBResour ce

http://www.ccri.edu/pers/handbooks.shtml

In the 20072010 Agreement between the Rhode Island Board of Governors for Higher
Education and Communitgollege of Rhode Island Faculty Association (NEA/CCRIFA) 2007
2010, the following Articles address different aspects of employment:

0 Article VI: Conditions of Employment (Includes information on workload, office
hours, scheduling, release time, etc.

0 Article VII: Summer and Evening (Weekend) Sessions (Includes information on
Summer and Evening ~Weekend~ Sessions)

WORK WEEK

Thework week is defined as MondayFriday, geneally between the hours ofém. and
4p.m. Al f a facul t yisfewemtar twéle (12) eleck Hoursn g maybea d
assigned, as part of his normal teaching load, any course in his discipline for which he is
gudified, scheduled prior to 8amnd afterpmdo ( Arti cl e VI : 3, e.)

OFFICE HOURS EXPECTATIONS

AA we e k Ischeddefof six ¢6ehours shall be maintained by all faculty with the exception

of those who carry more than fifteen (15) clock hours, who will carry a weekly office schedule of

four (4) hours. Office hours shall be posted and submitted to the apmoprath ai r per son. 0
(Article VI: 2, a.)

ANot hing i n the Agwyiedvidualrirom velintrilyssumingemmieu d e a
than the minimum of offi ®e hours stated. o (A

The mission of the Community College of Rhode Island requirsg @od frequent

relationships between faculty members and students; hence no exceptions shall be allowed in the
minimum office hour schedule. Moreover, each faculty member arldemartmentChairperson
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will make a reasonable effort to ensure that thelfaonember is available to studks at the

College five (5) days a week; provided however that such requirement is not mandatory and may
be varied according to the needs of the faculty member as approveddmphitment

Chairperson 0 (Article VI: 2, <c¢.)

Clearly, thecollege values the opportunity for faculty and students to continue the
learning process outside of the classroom through the effective use of office hour times. Faculty
should include their office hours on their course syllabus and otlksdeoffices in order to let
students know when they are available. Faculty are also encouraged to talk with students in their
courses on the purpose of holding office hours as many students may not understand that it is
indeed an option to consult withculty for additional assistance outside of the classroom.
Faculty can assist students in understanding how to take greater advantage of this instructional
support system by extending a genuine welcome to students to make use of their office hours.

Faculty should forward their semester office hours to their respective department chair
within one week of the start of classes each semester.

TEACHING LOADS

A Al |-time fadulty shall maintain a classroom minimum of twelve (12) clock hours
and a maxiram of sixteen (16) clock hours with the following exception:

English Department facukgnaximum of twelve (12) clock hours. In the Department of
English (excluding specialists such as Theater faculty, ESL faculty and Reading and Study Skills
faculty) ary faculty member assigned two (2) writing courses per semester shall maintain the
twelve (12) hour maximum load. An instructor who does not maintain a schedule with two (2)
writing courses shall be subject tided/l;;B,Sslsi gnmen
REQUEST FOR EXCEPTIONS

Faculty may request exceptions to the workload assignments.

To initiate a request for an exception, faculty should complete the form available on the
Vice President iVebrsieAcademic Affairso

http://www.ccri.edu/acadaffairs/forms.shtml

This link contains information for faculty who are seeking an exception to teaching the
required teaching load as well as exceptions for teaching more thgyptioed overload hours
during an academic year. The forms should be completed and submitted to the appropriate
departmenthair anddean who will then forward the requests with comment twite
president for Academic Affairs.
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To check on the timfeame for submitting these materials, visit theepr e si dent 6 s
administrativecalendar:

http://www.ccri.edu/acadaffairs/

FACULTY OFFICE LOCATIONS

Facultyoffice locations are assigned basetdthe spee available andtheocl | e geds nee
to maintain a presence of falme faculty at its different locations.

CLASSROOM REQUESTS AND ASSIGNMENTS

As part of CCR 0 s seeffinstuctianal space, thetlege hasni ze t he
invested in softwareasigned to provide an analysis of space utilization. As enrollments
continue to climb during an economically challenging time, it is necessary to ensure that classes
are scheduled in a manner that maxi mizes the

In addiion, CCRI has invested in upgrading the technology capacity of many of its
current classrooms. Efforts are also underway to match classes that include the use of
technology as an instructional tool with available space.

If faculty wishego change a @ssroom once their classes have been assigned, they need
to complete the form found at the following link:

http://www.ccri.edu/OES/change classroom.htm

This form is intended primarily for regsts for room changes involve having greater
access to technology applications. The same form provides a link to the IT department for those
situations in which the instructor anticipates using technology on an occasional basis.

EVALUATION PROC EDURES

As part of its preparation for submitting the Fivear Interim NEASC Report, CCRI
invested considerable efforts in bringing its faculty evaluation process in line with NEASC
Accreditation Standards. The following description of the faculty evaluatioegsacas
submitted as part of the Fi¥ear Report.

Faculty Evaluation Process

Thefaculty contractspecifies that a Faculty Evaluation Committee shall have oversight
of the faculty evaluation process. Tt¢mmmittee is to be composed of three (3) faconigmbers
elected by the faculty and three (3) administrators selegtéfielpresident of thealege. The
elected/appointed members of the Evaluation Review Committee are Cassandra Brewer (Math),
John Cole (English), Leigh Martin (English) and acaderseng Maureen McGarry, Ruth
Sullivan, and Peter Woodberry.
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Student Evaluations

All academic departments will be requiredus® thecommon Faculty Course Evaluation
Instrument Departments offering unique classroom format courses may submit a reqhest
Evaluation Review Committee to use a modified common course evaluation instrument. Such
requests must be received by the Committee by October 1 and include a copy of the proposed
modified instrument in order to gain approval by November 1. Regjt@snodifying the
common Faculty Course Evaluation Instrument are limited to those situations in which
departments may wish smdsupplemental questions that address instructional components that
are unique to a depar t nleprbcess of developinga@approprifteT he c o
course evaluation instruments for those learning environments that utilize instructional
modalities that are substantially different from the traditional classroom instructional format;

e.g., distance learning, clinioatations, etc.) When granting requests to include supplemental
guestions, it is understood that the questions on the common form will remain intact. In the case
of an impasse regarding a departmental evaluation proposal by the Evaluation Review
Commitee, thevice president for Acdemic Affairs will meet with adcultyassociation

representative to resolve the impasse.

The processes for evaluating ftithe and adjunct faculty include use of the common
Faculty Course Evaluation Instrument. Thereatditional evaluation components for ftithe
faculty depending otheir years of service to theltege and for adjunct faculty. These
processes are outlined in the following text, and the schematic diagram on the following page
provides a visual overew of the process. Each procesdudes a descriptionofthb@a i r 6 s, t h¢
de an 6 s, vicapnedidenfrd c ademi ¢ Af fairsd responsibiliti

Full-time Faculty Evaluation|

Years of Service

Minimum Requirements for Review|

Years Years fOnodo Ye noffo Y

Every third year
1-3 47 6 after receiving
tenure (year 6)
isan i @ oyear
or
evaluation year

OfYfear (

=2}

Basic Elements Included in Departmental Evaluation Plans include:
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Peer Review (see footnote #1) Peer Review According to
Departmental
Student Student Evaluation
Evaluation _ Evaluation Plan
Chair
Chair Evaluation Chair Chair
Evaluation Evaluation Evaluation

#1 During a faculty member's fourth (4th), fifth (5th) and sixth (6th) year after hire,
either the Dean or Department Chairperson or both may require the inclusion of

peer and/or student evaluative reviews in the annual evaluation.

Description/Timelines Related to the Faculty Evaluatvocess
Full-Time Faculty

All full -time faculty members will be evaluated in accordance with the guidelines
designated for their years of service. Eachdamic department must have e@p@rtmental
facultyevaluationplan that has been approved by Baeulty Evaluation Committee. All
department plans must include the common Faculty Course Evaluation Instrument for use with
all courses taught each semestgreerevaluation, and ah a i evafuaion. Departmentglans
must specify how faculty will ® evaluated annually when not otherwise specified ifiatalty
contract; i.e., during the years that they are
departmentaplans must be submitted to the Faculty Evaluation Committee by October 1 for a
decision by November 1.

Method

During the first three years aftechaithire, a
student, angbeer evaluations. During their fourth (4th), fifth (5th) and sixth (6th) year after hire,
the chair prepares a writteevaluation of faculty performance. During these same ye3r&{4
and6™), thedean ordepartmenthairperson may requirgeer and/ostudent evaluative reviews
if not otherwise required by thrde p a r t evaluatiodplan. Following the sixth (6thyear after
hire, peer,student, anathair evaluative reviews will be included in the evaluation of all faculty
members every tilyierad sy@arf.aclun ttyhe viad fufati ons wi
departmentaplan.
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Timeframe

Thedepartmentaévaluation plan will specify which semester various components of the
evaluation will occur (e.gstudent course evaluations in all courses taught each semester, peer
evaluations in the spring semestdrair andself evaluations in Januaryplans will ensur¢hat
written summaries of each faculty memberds pe
academic dean by March 1 each year.

Chair6 Responsibilities

Thechair summarizes the evaluation of each faculty member and shares the written
summary of prformance with each individual faculty member on or before Febfueagh
year. Thechair assists each faculty member in developing a professional development plan in
area(s) where improvement would strengthen teaching performiémeehair forwards te
written summary to the appropriate academic dean by March 1 each year.

In addition, thechair:

1) Submits adepartmentaévaluationplan to the Faculty #¥aluation Committee by
October 1 If there are no changestade p a r t evaluatiodplan from the
previous year 6s s ub mdepatmentrwijll continue todollows s u me d
the most recently approvethn. All departmentaévaluationplans must include use
of the common Course Evaluation Instrument, and the previously approved Peer
Evaluaton Instrument, and theh a i r 6 ssumvnmanyevatuation.

2) Ensures that all fultime faculty members are evaluated every year in keeping with
the provisions of théacultycontract and theepartmentaévaluationplan.

3) Submits to the Faculty Evaluati@ommittee by October 1 requests for including
additional questions on the common Faculty Course Evaluation Instrument and/or
modifications to the previously approved Peer Evaluation Instrument

4) Reviews the results of the evaluation instruments, and @epawritten summary of
the evaluative information for each individual ftithe faculty member

5) Reviews his/her written summary with each individual faculty member before
forwarding it to the appropriate acaderdean by March bf each year.

Deanb Responsibilities

Theacademiodean reviews all written performance summaries, confirms that each step
of the departmental evaluation plan was followed and communicates widbgagmenthair
about performance issues and professional development stsafBggdean then forwards the
written results with his/her own observations tovtee president for Academic Affairs by
May 1L Thevice president reviews the summaries submitted bycktaér and theacademiadean
and then files faculty evaluatonsumma es i n each faculty member ds
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