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CMC Faculty Manual4
Every employee is important to the fulfillment of Colorado Mountain College’s goals. No one person or department 
can accomplish this alone. We believe that by working together we can provide an atmosphere that is supportive, 
informal, and friendly, as well as goal-oriented and demanding.

The purpose of this manual is to assist faculty and the College in meeting mutual needs by providing a more complete 
understanding of some of the policies, practices, and procedures that govern Colorado Mountain College and its em-
ployees. You are encouraged to consult with your supervisor or the Department of Human Resources for clarification.

The contents of this Faculty manual summarize present Colorado Mountain College policies, practices, and proce-
dures and are intended as guidelines only. You should be aware that these policies, practices, and procedures may be 
amended, changed, interpreted or eliminated at any time by the College. 

The most current version of the Faculty manual is on the web at:  
https://mycmc.coloradomtn.edu/group/mycampus/academic-affairs 

Should any provision in this Faculty manual be inconsistent with the CMC Administrative Policies and Procedures 
Manual, the CMC Administrative Policies and Procedures Manual shall govern.
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 The CMC Faculty manual is intended to serve as a resource 
for full-time and part-time faculty at Colorado Mountain  
College. 

 An electronic version of the manual can be found on myCMC 
in the Academic Affairs section. The electronic version will 
serve as the most up-to-date source for information. 

 This manual is produced by the Office of Academic Affairs. 
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CMC’S 2012-2015 StrategiC Plan: a Bird’S eye View

Strategic FocuS areaS

increase student 
success and goal 
attainment by 
maximizing student 
engagement and 
meaningful learning

leverage curricular 
and co-curricular 
experiential 
opportunities in 
mountain living and 
learning

close achievement 
gaps for 
underserved 
populations

Value employees  
via:

relevant 
professional 
development

increased 
employee 
recognition

increased 
clarity of roles

Use local community capital 
to:

facilitate economic devel-
opment through cutting-
edge programming and 
innovation

develop strategically 
relevant partnerships and 
expand service learning, 
student internships and 
career placement

further the President’s 
Climate Commitment 
initiatives

launch and 
administrate 
new district-
wide integrated 
recruitment 
structure and 
significantly grow 
enrollments at the 
program, campus, 
and college levels

identify existing 
best practices 
for retention 
and implement 
college wide to 
ensure a seamless 
educational 
experience to goal 
attainment

create and 
deliver innova-
tive programming 
from develop-
mental education 
through Honors 
course work

develop and 
enhance Flagship 
Programs using 
state-of-the-art 
resources

design 
exceptional 
online learning 
using national 
model standards
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For Our  
EMPLOYEES

For Our  
COMMUNITIES

& 
BUSINESS PARTNERSHIPS

For Our  
ENROLLMENT

For Our  
PROGRAMS

Transformational Experiences Transformational Growth

ViSioN MiSSioN VaLueS truth
trust
respect
responsiveness
(t2r2)

to Create a 

Better Future...
for our students,  
employees &  
communities

Becoming a 

First Choice 
College

} } }
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General Information4
HiStory of Colorado  

mountain College 4
Colorado Mountain College was established as a junior col-
lege district by the electorate on November 2, 1965. In 1981 
Routt County School District RE-2 was added to the District 
by a vote of the taxpayers. The College is locally controlled 
and derives its major fiscal support from the residents of the 
District. Additional financial support is received from the State 
of Colorado and from student tuition.

 The Colorado Mountain College District consists of all or 
major portions of Lake, Eagle, Garfield, Pitkin, Routt, and 
Summit counties. In addition, the designated Service Area 
includes Chaffee, Grand, and Jackson counties. The District 
encompasses approximately 6,600 square miles and, with the 
Service Area, extends 147 miles east to west and 178 miles 
north to south for a total area of about 12,000 square miles 
(see Appendix A). 

College miSSion 4
Vision: Becoming a First Choice College
 First Choice in Learning 
 First Choice in Partnerships 
 First Choice in Leadership

 Mission: To Create a Better Future... for our students, 
employees and communities 
Creating a better future for our students, our communities, 
our partners and our team members.

4 Extending opportunities for lifelong learning

4 Embracing, facilitating and requiring learning from the 
entire organization

4 Focusing on learning and continuous improvement as not 
only our business, but also as the way that we conduct 
business

4 Engaging our students and communities as learning part-
ners who take responsibility for their own learning

4 Involving students, faculty and staff in a variety of ways

4 Reflecting diverse perspectives and cultures

4 Identifying and removing barriers and limitations

4 Being deeply involved in the educational and training 
needs of our communities

4 Joining with other educational institutions, businesses, and 
government agencies to develop workforce training and 
learning opportunities that meet their needs and build our 
capacity to serve

4 Developing our technological infrastructure to enrich 
learning environments and provide access to information 
anywhere and anytime

4 Ensuring fiscal soundness and ample reserves.

 Values: T2R2 
 TRUTH 
 TRUST 
 RESPECT 
 RESPONSIVENESS

organizational StruCture 4
Colorado Mountain College is governed by a Board of 
Trustees whose membership is elected by the residents of the 
Colorado Mountain College District. The CMC President 
reports to the Board of Trustees.

 The College employs approximately 1,100 employees per 
semester throughout its 12 sites.

 There are three major functional divisions within the College 
consisting of Academic Affairs, Student Affairs, and Adminis-
trative Services.

loCationS 4
The Colorado Mountain College service area offers twelve 
teaching locations in the north-central Colorado Rocky 
Mountains. This includes mountain communities, homestead 
ranches, wilderness, Victorian boom towns, mining areas, and 
the cultural atmosphere that has grown alongside international 
resorts.

 Residential Campuses 
Residential campuses are designed to provide a traditional 
“on-campus” college experience, including residence halls, 
cafeterias, student recreation facilities and libraries. Residential 
campuses generally have more full-time students, creating op-
portunities for a variety of campus life activities as well. There 
are three residential campuses:

4 Alpine Campus
  (Steamboat Springs)

4 Roaring Fork Campus – Spring Valley
  (Near Glenwood Springs)

4 Timberline Campus
  (Leadville)
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 Commuter Campuses  
Commuter sites offer a variety of educational opportunities, 
often scheduled for the convenience of our working popula-
tion. Students at these sites can complete Career and Technical 
certificates or degrees which may lead to entry-level employ-
ment or job upgrades or continue with a baccalaureate degree 
at CMC or other four year institution. Associate of Arts 
degrees may be completed at these sites, too. Fitness classes, 
trainings and opportunities to explore the arts are offered as 
well.

 The programs and facilities at commuter sites not only enrich 
the lives of students, but are a resource for the entire commu-
nity. There are eight commuter and online learning sites: 

4 Aspen

4 Carbondale

4 Glenwood Springs

4 Breckenridge

4 Dillon

4 Buena Vista

4 Edwards

4 Rifle

4 Online Learning

General Policies  
and Procedures4

 The most current CMC Policy and Procedures Manual can be 
found at:

 https://mycmc.coloradomtn.edu/c/document_library/get_
file?p_l_id=546188&folderId=1153115&name= 
DLFE-14306.pdf.

 You will be required to login with your MyCMC user name 
and password to access this document.

 The Student Code of Conduct can be found in the Student 
Handbook at:

 https://mycmc.coloradomtn.edu/c/document_library/ 
get_file?p_l_id=546189&folderId=674897&name= 
DLFE-10101.pdf

 You will be required to login with your MyCMC user name 
and password to access this document

Teaching and Learning4
CmC’S Commitment to tHe learning 

environment 4
Colorado Mountain College is committed to a learning 
environment conducive to deep and meaningful learning.  To 
this end, we are dedicated to insuring the faculty member’s 
ability to successfully manage this environment and facilitate 
learning.  Additionally, CMC is dedicated to each student’s 
opportunity of equal access to and participation in the learn-
ing process. 

adult learnerS 4

4 Adult learners are usually self-directed learners. They 
expect to be treated as adults and function best when their 
self-concept is not threatened. It is important to make the 
adult learner feel comfortable in the classroom.

4 Adult learners are experienced in living and often have a 
rich reservoir of life experiences on which to draw. Tech-
niques which make use of their life experiences contribute 
to their successful learning. These experiences can be used 
to enrich the learning environment. The instructor should 
recognize that as adults they have experiences that vary 
greatly, the composite of unique experiences, however, 
does not diminish the role of the instructor as the facilita-
tor for learning. 

4 Adult learners seek to learn things they feel they need to 
know, rather than things they are told they ought to know. 
It is important to help direct them toward the learning 
objectives of the course by permitting them to focus on 
what they need to know, while not overlooking what they 
ought to know. 

4 Adult learners have a problem-centered orientation to 
learning. Thus, the most effective teaching strategy is one 
that encourages discussion and other activities where the 
instructor is the facilitator, rather than the authority figure. 
Adult learners have a need to share in the learning experi-
ence and will usually not be passive learners. 

4 The instructor of adult learners must be responsible for 
organizing the learning experiences in order to meet the 
learning objectives of the course. However, the adult 
learner is self-directed and may place demands for partici-
pation and for a degree of independence in the instruc-
tional process. An instructor can allow for a variety of 
activities which coincide with these characteristics yet meet 
the learning objectives of the course.
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 While the notable differences do help us understand the 
variety of learner needs, we can also see the commonalities that 
span the groups: some in each group need help with the devel-
opment of critical thinking; and generally, all learners want to 
“win” or experience success, want coursework to be an enjoy-
able and engaging experience (even if it is work), might have 
skill or knowledge gaps, and may not always feel confident 
about their progress or success. The skills and attributes that a 
good educator brings to the classroom are key to assisting all 
learners along the way.

attriButeS of a good eduCator 4
Educator Frank C. Pearce describes the ideal teacher of adults 
as “people-centered, more interested in people than things, 
more interested in individuality than conformity, more inter-
ested in finding solutions than following the rules. You must 
have understanding, flexibility, patience, humor, practicality, 
creativity and preparation.” 

A Good Educator

1. Listens - Listening is as important as effective speaking. It 
is an important aspect of effective teaching because much 
learning takes place when the student is expressing an idea.

2. Helps insecure learners - Learners who lack confidence in 
themselves are common in adult learning. A secure envi-
ronment is important and positive reinforcement keeps the 
desire to learn alive.

3. Uses Humor - Humor is good therapy. It puts people 
at ease, allows them to relax and lets tension disappear. 
Humor helps promote learning.

4. Maintains a positive climate - By carefully bringing in 
each member of the group, you can create a good climate. 
By welcoming diversity and encouraging the expression 
of cultural differences, you can enhance the learning 
environment. By positive reinforcement and by welcoming 
disagreement, you can promote learning and the stimulus 
to learn.

5. Offers a genuine friendship - This can be effective if you 
know your students and allow them to know you.

6. Changes approaches - Using a variety of teaching methods 
will increase interest and help to eliminate boredom. 
This takes careful planning and knowledge of available 
resources and media.

7. Gives regular feedback - This can be in the form of posi-
tive reinforcement or evaluations such as tests or oral 
communication. Continued feedback helps the students 
understand their progress and can be a tool to help you 
understand how well the needs of the students are being 
met.

tHe learning College 4 
Colorado Mountain College (CMC) incorporates the Learn-
ing College principles as an underlying theme to the advance-
ment of learning. These principles were first developed by Dr. 
Terry O’Banion in his 1997 book, A Learning College for the 
21st Century. 

 “The learning college places learning first and provides educa-
tional experiences for learners any way, any place, any time” 
(O’Banion, 1997, p. xvi). 

 The model is based on the assumption that educational experi-
ences are designed for the convenience of learners rather than 
the convenience of institutions, faculty, and/or administration. 
The term “Learning College” is often used as a generic refer-
ence for all educational institutions but is often not imple-
mented as such. 

 The Learning College is based on six key principles: 

1. The Learning College creates substantive change in indi-
vidual learners.

2. The Learning College engages learners as full partners 
in the learning process with learners assuming primary 
responsibility for their own choices. 

3. The Learning College creates and offers as many options 
for learning as possible. 

4. The Learning College assists learners to form and partici-
pate in collaborative learning activities. 

5. The Learning College defines the roles of learning facilita-
tors by the needs of the learners. 

6. The Learning College and its learning facilitators succeed 
only when improved and expanded learning can be docu-
mented for its learners. 

 Colorado Mountain College practices the learning college 
principles inside and outside of the classroom. Many of the 
courses offered by the college are taught with the students’ 
goals in mind.  Course methodologies vary with the needs 
of the discipline and the students.  Outside the classroom, 
staff works to make esthetically pleasing learning environ-
ments, assist students with learning concerns and work to be 
continuous learners themselves. Administrators make policy, 
budget, and day-to-day decisions based on the learning college 
principles.

 In 2008, CMC was awarded the recognition by our accredit-
ing agency as a Vanguard Institution.

learning-Centered eduCation 4
The learning-centered perspective couples this focus on learn-
ing (which can be described as the best available knowledge 
about learning, how it occurs, how it is assessed, and how it 
is documented) with teaching and learning practices that are 
most effective in promoting the highest levels of engagement, 
motivation, and successful mastery of outcomes. This dual 
focus becomes the driver for decision-making through calling 
for intentional responses to two primary questions: 

1. How does this action/decision improve or enhance  
learning? 

2. How do we know? 
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 Although defined as a sound philosophy, the Learning College 
model and catch-phrase are often interpreted as adhering to a 
specific structure or plan to follow. Such plans can create ex-
pectations that can limit the true exploration of an institution’s 
vision for a focus on learning. After discussions with other 
institutions who have adopted the Learning College model, 
including the Vanguard Colleges, we learned that each of these 
colleges intentionally refrain from using the term Learning 
College to define themselves, preferring to describe themselves 
as “learning-centered.” CMC views this as learned advice, and 
we seek to follow this wisdom. 

 We believe strongly that CMC is not undertaking another 
educational initiative or fad – we are taking the first steps 
towards a cultural shift by establishing an environment that 
places learning at the core of everything we say and do. Cul-
tural change, however intentional, is unique to each group, is 
messy, is both celebratory and painful, and comes not from 
some formal and detailed plan but from a commitment to be 
open to new possibilities: to be learners. 

Student-Centered vS. 
learning-Centered 4
The primary difference between these two terms is that the 
student-centered approach maintains a focus on individual 
students and their needs, while the learning-centered approach 
places emphasis on the learning needs of each individual at the 
institution, including faculty, staff, administration, and the 

community. The primary goal is to provide an environment in 
which each learner’s learning needs and goals are met in a way 
that is measurable and which clearly document the levels of 
learning attained. 

learning outComeS  
aSSeSSment proCeSS 4
The faculty have undertaken writing learning outcomes, com-
petencies and skills for each transfer level course taught at the 
college. The Career and Technical Education faculty are work-
ing on program outcomes and assessments for their programs. 
Course or program assessments are conducted every five years. 
A faculty member teaching at Colorado Mountain College can 
contribute to this process by helping to write the outcomes, 
conduct an assessment in the courses taught and/or lead a 
group of faculty writing the outcomes for a course or program. 
All faculty members will be asked to adhere to the learning 
outcomes for the courses they teach and to administer the as-
sessment that the discipline’s faculty members have developed. 
Contact your instructional supervisor for more details.

 The outcomes process is integral to the college’s accreditation 
process. All course and program outcomes must be filed with 
the Assistant Vice President of Arts and Sciences or the As-
sistant Vice President of Career and Technical Education. 

Accountability and 
Expectations 4

full-time faCulty JoB deSCription 4
(Revised December 2007)

 Introduction 
The faculty members of Colorado Mountain College are 
committed to facilitating learning throughout our commu-
nities. Although teaching is the most important role of the 
faculty, the needs of our learners are also served when faculty 
are engaged in scholarly endeavors as well as service activities. 
The following responsibilities and activities are listed in order 
to maintain consistency in the application of expectations and 
align job duties with evaluation and promotion procedures.

teaCHing reSponSiBilitieS 4
CMC faculty members are expected to meet the educational 
needs of our communities by fulfilling the following responsi-
bilities: 

1. Teach course-load as assigned

2. Evaluate courses and student learning

3. Meet course, program, assessment and institutional learn-
ing outcomes established by CMC assessment measures

4. Comply with department guidelines and College policies

5. Maintain at least five office hours per week to meet with 
students

6. Develop rapport with students that is professional and 
encourages teacher/student communication

7. Assist with academic advising of students 

8. Participate in orientation and registration activities 

SCHolarly and Creative aCtivitieS 4
CMC faculty members are expected to engage in scholarly 
and creative activities that enhance discipline expertise and 
improve learning. Examples of these activities may include: 

1. Continuing certification in discipline (if applicable)

2. Graduate coursework

3. Continuing education

4. Sharing expertise within discipline (e.g., grant writing, 
publishing, exhibitions, performances, presentations, 
conferences)

5. Attending campus and college-wide trainings and in-
services

6. Conducting research

7. Developing/advancing instructional technology

8. Other activities approved by faculty member and instruc-
tional supervisor
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ServiCe aCtivitieS 4
In order for CMC to best serve its diverse communities, 
faculty members are expected to participate in a variety of 
organizations and committees. Service activities may include 
the following:

1. Serve on campus and college-wide committees

2. Represent discipline on state, national, and international 
levels

3. Participate in relevant projects with administrative ap-
proval

4. Mentor peers

5. Modify, develop, and maintain curriculum

6. Assist with assessment activities (e.g., develop learning 
outcomes and assessment projects for courses, disciplines, 
and programs)

7. Assist with program review

8. Advise student organizations

9. Participate in recruiting/retention activities

10. Attend and participate in program, discipline, in-service, 
and campus meetings

11. Develop promotion portfolio

12. Participate in community service activities (as appropriate)

organizational relationSHipS 4
CMC recognizes that student learning is greatly enhanced by 
the successful collaboration among faculty, staff, and ad-
ministration. In terms of CMC’s reporting structure, faculty 
members are under the general direction of the Campus Vice 
President or designee; cooperate with other program faculty; 
work with Student Affairs personnel in advisement of stu-
dents; and work cooperatively with Academic Affairs, Student 
Affairs, and Administrative Services personnel.

 * For information on specific workload policies and proce-
dures, please consult the faculty sections in the Administrative 
Policies and Procedures Manual.

aCademiC aCCountaBility 4
Academic accountability is defined as the assurance that all 
courses meet the learning outcomes specified for that particu-
lar course. All CMC credit courses have course plans which 
specify the learning outcomes.

learning outComeS  
aSSeSSment proJeCt 4
CMC is in the process of writing learning outcomes, compe-
tencies and skills for each of the credit courses in our offerings. 
Assessments of the learning outcomes are also being devel-
oped. Each faculty member is expected to follow those learn-
ing outcomes, competencies and skills and to participate in the 
assessment process when asked. The Discipline Coordinators 
will assist the faculty within their discipline to work with the 
learning outcomes. Learning outcomes and/or the competen-
cies and skills should be included in the course syllabus.

Colorado Common CourSe numBering 
SyStem 4
The Colorado Common Course Numbering System 
(CCCNS) provides course descriptions, outcomes and course 
outlines. Most CMC courses are courses also shared by the 
community colleges in the Colorado community college 
system. Colorado community colleges share a common course 
numbering system, the Colorado Common Course Number-
ing System (CCCNS), and common course plans for all cours-
es in this system. These course plans can be accessed through 
the CCCNS web site: http://www.cccs.edu/cccns/ccnsindex.
html. Faculty can also obtain these course plans from their 
instructional supervisor. Instructors are required to meet these 
outcomes, the competencies and the topical outlines in the 
CCCNS course plans, in their courses. These shared course 
plans and the common course numbering system are what 
allow students to easily transfer courses from one Colorado 
community college to another.

 Guaranteed Transfer classes, also part of CCCNS, are a group 
of Colorado community college general education classes that 
are guaranteed to transfer to any Colorado community college, 
but are also guaranteed to transfer to any Colorado four year 
public college. These course plans, course descriptions, compe-
tencies, and topical outlines, are also available on the CCCNS 
web site. To guarantee transferability of these classes to four 
year colleges, instructors are required to meet requirements of 
these course plans.

 Faculty members in the discipline groups at CMC have 
reviewed the course plans for the Guaranteed Transfer classes. 
The CCCNS competencies and topical outlines were incorpo-
rated into the CMC learning outcomes. Some disciplines have 
also specified common assessments that are to be used college 
wide in particular classes. The instructional supervisor or dis-
cipline coordinator can provide the CMC learning outcomes 
and shared assessments.

 Faculty assures academic accountability by meeting the CMC 
learning outcomes and the CCCNS competencies and topical 
outlines. They demonstrate their adherence to the state course 
plans and the CMC learning outcomes by including them in 
the syllabus for their course. The syllabus for a course repre-
sents a contract between the faculty member and the student, 
stating what students will learn in a course, what the student’s 
responsibility is and what the instructor’s responsibility is for 
the learning, and how that learning will be assessed. CMC 
has an official syllabus which is used by faculty in all credit 
courses. The template for this syllabus may be reached through 
the following link: http://www.coloradomtn.edu/faculty_staff/
forms_for_faculty_staff/ under Other Forms, Handbooks and 
Documents. This template specifies the information CMC 
requires that faculty provide to their students. It also provides 
step-by-step directions on how to write a syllabus. Instruc-
tional supervisors can assist instructors in writing their syllabi. 
Faculty should work with their instructional supervisor on 
syllabi deadlines. 
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reporting of no-SHowS (mandatory) 4
Federal regulations indicate that prior to disbursing funds to a 
student, the school has to confirm not only enrollment for the 
semester but that the student has begun attendance. To meet 
this federal requirement, we need you to log into WebAdvi-
sor ON the advertised due date for credit courses that start at 
the beginning of the semester or ON the 7th day after your 
course start date for courses that start later and record any 
“Never Attended” (no shows) on the class rosters. This must be 
done on that date since the Office of Financial Aid must have 
up-to-date information to immediately run reports and other 
communications the following day. 

 For Online Learning Classes, the student MUST BOTH 
log-in AND complete one of the following listed below: 

 NOTE: A no-show is lack of “attendance” where attendance is 
defined as one or more of the following: 

4 Physical class attendance where there is direct interaction 
between instructor and student 

4 Submission of an academic assignment 

4 Examination, interactive tutorial, or computer-assisted 
instruction 

4 Study group assigned by school 

4 Participation in on-line discussion about academic matters 

4  Initiation of contact with instructor to ask question about 
academic subject

 If a student is reported as “Never Attended,” they can be rein-
stated at a later date only under extreme extenuating circum-
stances, as determined by the financial aid office. Faculty will 
be responsible for collecting appropriate documentation to 
support such a request.

diSruption of tHe learning  
environment 4
Colorado Mountain College has established a policy on Dis-
ruption of the Learning Environment, see Appendix C.

CourSe fileS 4
A course file is kept for each course at the campus. The 
file includes the syllabus, risk management forms and may 
include, at some sites, the mid-terms and final exams, and any 
other information that is important to the class. If you would 
like something added to the course file, please give it to your 
instructional supervisor.  

SyllaBuS 4
A course syllabus is the official contract between a faculty 
member and their students. The syllabus must contain certain 
information for the purposes of student transfer information 
and documentation in case of grade appeal. The instructor of 
record is responsible for developing a syllabus for each course 
taught. Syllabi are due to your instructional supervisor at least 
one week prior to the start of the semester for their approval; 

please consult with your supervisor for exact dates. Each stu-
dent must be given a copy of the syllabus; if changes are made 
to the syllabus during the course of the semester, those changes 
must be provided to each student in writing. A template of 
the syllabus is available at: http://www.coloradomtn.edu/ 
faculty_staff/forms_for_faculty_staff/ under Other Forms, 
Handbooks and Documents. Sample syllabi are available from 
your instructional supervisor.

CopyrigHt 4
Colorado Mountain College adheres to a strict copyright 
policy, see Appendix D.

CmC Signature learning outComeS 4
CMC students will be able to incorporate in their lives by 
the time they graduate the following institutional learning 
outcomes:

 Knowledge of Human Cultures and Physical and  
Natural World

4 Through study in the sciences and mathematics, social sci-
ences, humanities, histories, languages, and the arts.

4 Respect for the interconnectedness of the human, physical, 
and natural world.

 Focused by engagement with big questions,  
both contemporary and enduring.

 Intellectual and Practical Skills, Including

4 Inquiry and analysis

4 Critical and creative thinking

4 Written and oral communication

4 Quantitative literacy

4 Information literacy

4 Technological literacy

4 Teamwork and problem solving

 Practiced extensively, across the curriculum, in the context of 
progressively more challenging problems, projects, and stan-
dards for performance.

 Personal and Social Responsibility, Including

4 Civic knowledge and engagement - local and global

4 Intercultural knowledge and competence

4 Ethical reasoning and action

4 Foundations and skills for lifelong learning

4 Incorporation of life practices leading to health and well-
ness

4 The ability to apply ethical and responsible behaviors 
towards our environment

4 Taking responsibility for academic success

 Anchored through active involvement with diverse communi-
ties and real-world challenges.
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gradeS 4
Colorado Mountain College uses a 4.0 grading system. In ad-
dition, the College has authorized a system of Pass/Fail grading 
and an Audit grading/registration system. The student may 
select the grading option by which he/she wishes to be evalu-
ated at the time of registration. It is the student’s responsibility 
to make his/her grade option change by notifying the campus 
registration staff. Faculty are expected to give meaningful 
grades within the system selected by the student. Methods 
used for evaluating the student must be clearly outlined in the 
class syllabus. Information regarding grade options should also 
be included in the syllabus.

gradeS due poliCy 4
Faculty members will enter/post grades in WebAdvisor no later 
than:

(a) Academic courses ending during the last week of classes for 
the semester – three working days after the last official day 
of classes for the semester. This date is found in the Aca-
demic Calendar. If there are fewer than five working days 
between the last day of classes and the college’s closing for 
holiday, the submission of grades will become two working 
days after the last day of classes.  Campus administration 
may require earlier submission of grades to allow for the 
input of grades by the close of the submission deadline 
referenced above.

(b) Courses ending prior to the last week of classes for the 
semester – five working days after the last class meeting.

grading SyStem 4
Students will receive one of the following symbols for each 
course enrollment (unless officially withdrawn prior to the 
course census date):

grade Quality pointS 4
 A  Excellent   4.0
 A-      3.7
 B+      3.3
 B  Above Average  3.0
 B-      2.7
 C+      2.3
 C  Average   2.0
 C-      1.7

 D+     1.3
 D  Poor   1.0
 D-      0.7
 F  Fail   0.0
 W  Withdrawal  –
 AW  Administrative Withdrawal –
 AU  Audit   –
 P  Pass   –
 I   Incomplete  –
 NG No Grade Assigned  – 

grade aSSignment 4
Non-credit: Courses do not appear on the student’s academic 
transcript. A non-credit transcript is available to students upon 
request.

 “W” - Withdrawal: A “W” is assigned if the student of-
ficially drops from a class after the census date. Any student 
remaining on the roster after the withdrawal date must be 
assigned a grade.

 “I” - Incomplete: An “I” indicates that the course objectives 
are not yet fulfilled. It is the responsibility of the student to 
request, if needed, the assignment of an incomplete grade by 
the instructor. The instructor’s decision to authorize or not 
authorize an incomplete grade is final. Approximately 75% of 
the coursework should be completed before an incomplete is 
issued. Arrangements concerning the completion of the course 
work must be made with the faculty member prior to the as-
signment of the “I” grade. This agreement must be written on 
an Incomplete Course Form. The faculty member may allow 
up to one semester (not including summer) to complete the 
course requirements. Work must be completed in sufficient 
time for the grade change form to be received by the Regis-
trar’s Office prior to the end of the semester date printed in 
the current catalog. Those grades which are not changed by the 
end of the semester will automatically become failing grades 
(“F”).

Academic Records  
and Procedures4

 Integrative and Applied Learning, Including

4 Synthesis and advanced accomplishment across general 
and specialized studies.

 Demonstrated through the application of knowledge, skills, 
and responsibilities to new settings and complex problems.  

College e-mail 4
Colorado Mountain College uses e-mail as the main method 
of communication among faculty, staff and students. You 
must obtain a Colorado Mountain College e-mail from your 
instructional supervisor. Students are provided with a Colorado 
Mountain College e-mail address and students are encouraged 
to use it. 
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 “AU” - Audit: Students registered for a class through the au-
dit option receive an “AU.” This symbol verifies only that the 
student registered for the class. The student is not required to 
regularly attend the class or to be evaluated. However, all risk 
management and student conduct requirements still apply. A 
student registered as an AU cannot change to a grade option.

 “NG” - No Grade: Occasionally, emergencies cause an in-
structor to be delayed in reporting grades for a class which has 
been completed. While awaiting the reporting of the grades, 
the temporary symbol of “NG” is assigned. Grade change 
forms must be completed for each student in order to change 
the NG to a final grade. A NG is assigned if grades are not 
submitted on time at the end of the semester.

 “AW” - Administrative Withdrawal: If a student is 
withdrawn from a course by the faculty member or other 
college administrator, a symbol of “AW” is assigned for the 
course. The course instructor may withdraw a student from 
his/her class for excessive absences. Excessive absence is the 
point at which the faculty member feels that the student, 
due to absences, cannot successfully complete the course. 
The instructor is not, however, required to withdraw the 
student. Excessive absences can cause the student to earn 
a failing grade. If the faculty member drops (withdraws) a 
student, the student is awarded a grade of “AW” (Administra-
tive Withdrawal). The instructor cannot withdraw a student 
after the Course Withdrawal Date. Students dropped through 
Administrative Withdrawal procedures do not receive a refund 
of tuition and/or fees.

 Faculty members initiate a withdrawal by completing a Faculty 
Withdrawal Form. The faculty member should submit this 
form as soon as the decision to withdraw the student for exces-
sive absences is made. This decision cannot be made after the 
course withdrawal date. It is important for several administra-
tive functions that the withdrawal form be submitted as early 
as possible. The College can incur liability from external agen-
cies if a withdrawal form is submitted late.

 The instructor of record must submit a Faculty Withdrawal 
Form to the site Registration Office to have a student dropped 
from class. This form must be received by the registration staff 
on or before the Class Withdrawal Date. Faculty Withdrawal 
Forms received after this date will not be accepted. It will, 
then, be necessary to assign a grade within the grading option 
selected by the student.

 Non-Academic Withdrawal: In certain cases where a 
student’s behavior or mental or emotional health may render 
him/her unfit for continued participation within the College 
community, the Campus Dean of Student Affairs (residential 
campuses) or the Campus Vice President (or designee) for the 
commuter sites may require the student withdraw from the 
College. The College may require that certain conditions be 
met prior to allowing the student to be readmitted. 

 DO NOT PROMISE A STUDENT THAT HE/SHE WILL 
BE DROPPED FROM YOUR CLASS. TO ENSURE 
THAT A STUDENT IS DROPPED FROM A CLASS, HE/
SHE MUST TAKE THE INITIATIVE TO DROP THE 
CLASS WITH THE REGISTRATION OFFICE.

 No Shows: Occasionally, students register for a course and 
never attend. If a student does not attend class prior to the 
census date, the instructor has the option of issuing an Ad-
ministrative Withdrawal. The instructor of record must submit 
a Faculty Withdrawal Form to the campus registrar’s office 
in order for the student to be dropped from the course. This 
form must be received by the registration staff on or before the 
course withdrawal date. Faculty Withdrawal Forms received 
after this date will not be accepted. It will then be necessary to 
assign a grade within the grading option selected by the stu-
dent. It is the instructor’s option to drop no shows or continue 
them in the class and award the appropriate grade.

 Documentation: Document occurrences, conversations, 
discipline issues, etc. Record the date of the occurrence, what 
happened, a brief dialogue of what was said and reactions. 
Documentation might be useful during a grade appeal, if a 
student is going through suspension, or other disciplinary situ-
ation. Any documentation placed in the student’s file may be 
seen by the student and used for any legal proceedings accord-
ing to the Family Educational Right to Privacy Act (FERPA).

grading optionS 4
Students may register for most courses choosing any of the 
options listed below. The student’s grading option will be re-
flected on the class roster. The student’s grade option selection 
cannot be changed after the class census date.

 Pass/Fail option. If a student selects the Pass/Fail Option, he/
she will receive a “P” for the class if he/she earns the equivalent 
of a “C-” or better for the course. Likewise, an “F” is assigned 
if the student earns a “D+”, “D”, “D-”, or “F”. Although all 
courses are available through this option, only 20 percent of 
all courses used to meet degree/certificate requirements can 
be earned through the Pass/Fail Option. Courses awarded by 
standardized national exams, i.e., CLEP, AP, DSST, or Excel-
sior College Exam, are given a “P” grade and are not included 
in the 20 percent calculation. 

final grade roSter 4
Faculty will use WebAdvisor to submit final course grades. See 
tutorial here: https://mycmc.coloradomtn.edu/group/mycam-
pus/faculty. You will be required to login with your MyCMC 
user name and password to access this web site.

 If a student officially drops a course prior to the class census 
date (usually defined as the completion of 15 percent of the 
course instruction), the student will not appear on your roster. 
If the student drops after the census date but before the Class 
Withdrawal (drop) Date (usually defined as the completion of 
75 percent of the course instruction), a “W” will be assigned 
to that student on your class roster. Students enrolled in a class 
after this date must receive an evaluative or Audit grade (“A” 
through “F,” “P” or “AU”). 



12

weBadviSor 4
Colorado Mountain College utilizes the WebAdvisor software 
program. This program allows the instructor to view their 
course roster at any time, to communicate with students and 
record grades. In order to access WebAdvisor the instructor 
must complete the Family Educational Right to Privacy Act 
(FERPA) training. Please see your instructional supervisor for 
detailed information. 

grade CHangeS 4
The instructor must complete a Grade Change Form and 
provide a complete explanation of the reason for the change by 
the end of the semester following the semester the course was 
taken.

 Grade changes after one semester are not permitted. The 
instructional supervisor must be contacted to discuss the mat-
ter if a faculty member feels that the student’s grade should 
be changed to more fairly reflect the work completed by the 
student during the authorized class period. An appeal of the 
College’s Grading Policy can be submitted. The instructional 
supervisor will help you with the procedure.

Student grade appeal proCeSS 4
Evaluating student academic performance and assigning 
grades is a major professional responsibility of the faculty. The 
student may, however, appeal an assigned grade if he/she has 
evidence indicating that the grade was awarded in a capricious 
manner. Capricious grading is defined as one or both of the 
following:

1. The faculty member used criteria other than performance 
in the course as specified in their syllabus.

2. The standards used to assign the final grade deviated 
substantially from the standards announced or written in 
the syllabus and/or were not uniformly applied to others 
in the course.

 Please note – simple disagreement with the subjective judg-
ment of the instructor does not support the charge of capri-
ciousness.

 Students wishing to appeal a grade must discuss the grade 
assignment with the instructor. If the matter is not resolved, 
a written notice of appeal must be submitted to the campus 
vice president of the CMC campus that offered the class. This 
notice of appeal must be received within 30 days after the first 
day of classes for the following term.

 “ * “ - Grade Removed by Appeal: This symbol is entered on 
the student’s transcript if the grade originally assigned by the 
instructor is removed by the Grade Appeal Committee. The 
course remains on the transcript only as a historical record. 
The Grade Appeal Committee is a formal committee that is 
appointed only when a student appeals a grade that they feel 
was awarded in an arbitrary and capricious manner and there 
is a formal grade appeal process. The other committee is the 
Grade Change Policy Appeal Committee that is made up of 
the Registrar, Assistant Registrar and when appropriate, the 
Senior Vice President of Academic Affairs. Either committee 
can recommend the asterisk designation.

reminderS 4
There are several unrelated items which have caused problems. 
We would like to bring them to your attention.

1. Do not post your class roster for students to use in taking 
attendance, etc. The roster contains the students’ CMC 
identification numbers which are protected by federal law. 
We cannot allow anyone else to have this information 
without the student’s written authorization. You will need 
to create your own roster for this purpose. Do not include 
ID or telephone numbers.

2.  Do not allow students to see other students’ grades. Only 
authorized staff with a “need to know” are authorized to 
see students’ grades. Again, this information is protected 
by both state and federal laws.

3.  Make all ground rules clear at the beginning of the class. 
Include them in your syllabus. Let students know your 
policy about absences, late assignments, etc. What are the 
grading standards? How do you define excessive absence? 
What percentage of the final grade is each assignment 
worth? This information should be included in the syl-
labus.

4.  Remind students that it is their responsibility to withdraw 
themselves from a class. They must complete the Add/
Drop Form to withdraw. 

5.  Meet all deadlines for submitting grades, faculty withdraw-
als, etc. The College has over 25,000 students per year. It 
is necessary for management systems to be developed to 
handle the massive number of transactions. Late paper-
work can cause serious problems and can harm the stu-
dents. The student, funding agencies, educational agencies 
and often the student’s employer are dependent upon the 
timely submission of your paperwork. 

6.  Review the College Catalog. This document contains 
detailed information concerning many of the College’s 
policies and procedures. The information is important 
to you and your students. The catalog can be found at: 
http://coloradomtn.edu/catalog.

7.  CMC has an annually updated catalog. We still operate 
within an academic year (summer, fall, spring). All changes 
and updates for any program or course must be submitted 
to the Assistant Vice President of Arts and Sciences or to 
the Assistant Vice President of Career and Technical Edu-
cation by December 1st of each year. All new programs 
and courses must have been approved prior to this date.
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new part-time or adJunCt faCulty Hir-
ing paperwork 4
For new part-time or adjunct faculty all hiring paperwork 
must be completed and submitted to Human Resources prior 
to beginning employment.

ContraCtS 4
Contracts will be issued the first day of class or as soon as pos-
sible after the semester begins, or in the case of short workshops, 
prior to the class start date. The contract will reflect the course, 
synonym number, total credit hours, total payment, and payment 
schedule. Contracts need to be reviewed, signed and returned to 
your site immediately after receipt. You will not receive payment 
unless a signed contract is returned to the designated person on 
the campus and then submitted to the Payroll Office. In addition, 
there is no expressed or implied contract of continued employ-
ment between the College and a part-time employee. NOTE: 
Adjuncts are paid on the 15th of each month and contracts are 
due to your campus by the last day of the month.

adJunCt faCulty pay matrix 4
Adjunct faculty are paid for courses based on the number of 
credits.

 The pay matrix is as follows:

 Instructional Type     Add-on for Doctorate
        (if applicable)
4 Lecture (1 credit: 
15 hours instruction) 
$700.00 per credit     $70.00 per credit

4 Lecture/Lab (1 credit: 
22.5 instruction) 
$825.00 per credit      $82.50 per credit

4 Lab (1 credit: 
30 hours instruction) 
$950.00 per credit     $95.00 per credit

4 Nursing Clinical only* 
(1:45 hours instruction)     $1,950.00 

* based on NLNAC guidelines

 The only add-on that an adjunct faculty member may have 
on the contract is for a doctorate degree IN THE AREA OF 
DISCIPLINE for the course being taught.

profeSSional development 4
Professional development is handled separately from the teaching 
contract. Upon completion and documentation of 90 pre-
approved hours of professional development, the adjunct faculty 
member will receive a $1000 stipend. Please note that only those 
hours that were PRE-APPROVED by a supervisor may count 
towards professional development. The professional development 

payment can be awarded a maximum of three times (i.e., a total 
of $3,000 for completion of 270 hours). A maximum of 30 hours 
completed before January 1, 2007, can be used towards the 90 
hours for continuing professional development. These hours must 
have been accumulated within the last THREE years, meaning 30 
credits earned after January 2004 may be used towards profes-
sional development.

payroll proCedureS and  
payCHeCk iSSuanCe 4
The following paperwork is required and available from your 
instructional supervisor before the Payroll Office can issue a first 
paycheck: 1) Adjunct Instructor Contract; 2) I-9; 3) W-4; 4) 
Public Employees Retirement Association (PERA) forms; and 5) 
statement concerning employment not covered by Social Security. 
The following forms, if not present, will not hold up a paycheck 
but are strongly encouraged: 1) Status information sheet; 2) 
Paycheck distribution form; and 3) Direct Deposit Authorization 
form. Your instructional supervisor can provide you with your 
payroll packet.

 Checks are issued and mailed to the instructor’s home address, 
unless otherwise noted. All paperwork must be submitted to 
payroll by the first of each month to ensure payment. Beginning 
January 1, 2013 all employees of the college are required to use 
direct deposit to ensure a timely receipt of your paycheck. 

maximum load 4
Adjunct faculty can teach up to 11 credits per semester 
college-wide. It is the responsibility of the adjunct faculty to 
notify the instructional supervisor if they are teaching at more 
than one site.

adJunCt aBSenCeS 4
POLICY: Adjunct faculty are responsible for ensuring that the 
learning outcomes for a class are met. Therefore, attendance 
at all class meetings is expected. However, when an adjunct is 
unable to attend class, the adjunct faculty teaching contract 
will not be adjusted for unintended, short-term absences 
(typically not to exceed 1/15 of the contact hours). Acceptable 
unintended absences will be determined by the instructional 
supervisor. Missed classes will be rescheduled when possible. 
When a substitute is needed for an acceptable, unintended, 
short-term absence, that substitute will be paid directly by the 
college, not the adjunct.

 PROCEDURE: Adjunct faculty will notify their instructional 
supervisors in advance that they need to miss a class. The adjunct 
faculty member and the instructional supervisor will work 
together to develop a plan to reschedule, compensate for the 
missed classroom time in order to ensure that the course learning 
objectives are met, or if necessary, get a substitute. If a substitute is 
required, the adjunct faculty member will provide the substitute 
with course plans and all other materials needed to teach the class.

Adjunct Faculty Benefits  
and Procedures4



14

adJunCt faCulty BenefitS 4

1.  Tuition grant for the faculty member and/or spouse/
dependent equal to the number of credits taught each 
semester, NOT TO EXCEED SIX CREDITS PER  
SEMESTER.

2.  PERA contribution as determined by statute.

3.  Professional development opportunities.

4.  Workers’ compensation/unemployment.

5.  Pay for attending meetings ($40/half day, $80/full day).

6.  Benefits available for Adjunct Faculty and part time staff 
on myCMC at https://mycmc.coloradomtn.edu in the HR 
section under “Benefits”.

online faCulty reSourCeS 4
All faculty can access the Teaching and Learning Blog at 
http://cmcteachingandlearning.blogspot.com

 The faculty workshop calendar is online at http://www.colo-
radomtn.edu/training. View information re. faculty resources 
online at http://www.coloradomtn.edu/innovations. Addition-
al information re. faculty resources is available in the MyCMC 
Portal on the Faculty page.

faCulty Hiring proCedureS 4
Colorado Mountain College is an Equal Opportunity and 
Affirmative Action Employer. Position vacancies are posted on-
line and advertised in local, and, where appropriate, national 
newspapers. These positions are filled with the best qualified 
applicants to perform the required position responsibilities.

 An employee’s date of hire is established on the first day they 
report to work as a full-time benefited employee or as indi-
cated in the Faculty Employment Contract.

 A Master’s Degree in the appropriate discipline is preferred 
for instructors of transfer-level courses. A Master’s degree with 
15 graduate credit hours in the field will be considered. For 
Career and Technical Education courses a combination of 
work and educational experience is needed. In some circum-
stances, a current Colorado and/or Federal specialized license 
or credential will be required to teach.

Career and teCHniCal eduCation  
(Cte) CredentialS 4
Instructors teaching in approved degree and/or certificate 
programs must hold a current CTE Credential as required and 
issued by Colorado Mountain College, or Colorado Commu-
nity College and Occupational Education System (CCCOES). 
Instructors should check with their instructional supervisor as 
credential standards have distinct requirements for each career 
and technical education area. Instructional supervisors have 
credential forms and will assist in completing the required 
information. The application form must be completed and 
submitted before the semester begins. Continued employment 
is contingent upon renewal of the CTE credential, completion 
of professional development, continuing education, or occu-
pational experiences is required. Credentials must be renewed 
every five years. 

anSwerS to adJunCt  
faCulty QueStionS 4

 1. When is payday?
Paychecks are mailed by the 15th of each month. 
See #2 below concerning Direct Deposit. 

 2. Are there other ways of receiving my paycheck?
Yes. Available options for paycheck distribution are having 
them mailed to your home, to your work location or direct 
deposit. As of January 1, 2013 all employees will be required 
to use Direct Deposit.

 3. Does the College have a credit union? 
Yes. The College currently has 3 credit unions available. Con-
tact the Human Resources department for further informa-
tion.

 4. Is there a policy and procedures manual? 
Yes. Your campus VP or director has an official copy for staff 
review; or can be accessed on myCMC at https://mycmc.colo-
radomtn.edu in the HR sections under “Policy and Procedure 
Manual”.

 5. If an adjunct faculty member is not teaching a full 
load (11 credits), is he/she eligible to assume another 
position (e.g., a staff job) within the College?
No. Due to Fair Labor Standards Act requirements Adjunct 
Faculty at full load may not take on part-time staff positions.

 6. Is there any pay for prep time? 
No. Prep time is included in the compensation that you 
receive, there is no additional pay.

 7. Are there benefits? 
Yes. Please refer to MyCMC under HR Benefits link: https://
mycmc.coloradomtn.edu/group/mycampus/human-resources 

 8. Do adjuncts receive a CMC e-mail address? 
Yes. Colorado Mountain College uses e-mail as the main 
method of communication. Credit-teaching and ESL/GED 
faculty are required to access and actively use CMC provided 
communications tools and information resources (ex: E-Mail, 
MyCMC, Canvas, etc.) as part of their primary responsibilities 
as a CMC employee. As a full-time or part-time employee, it 
is required that you use your CMC e-mail and pull up your e-
mail often to correspond with students, receive messages from 
your instructional supervisor or from the College in general. 
Ask your instructional supervisor for an e-mail authorization 
access form or call the technical service desk at (970) 947-
8438 or e-mail at servicedesk@coloradomtn.edu .
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Full-Time Faculty  
Employment Contracts4

 Faculty contracts are issued annually by Human Resources 
in accordance with policy. Typically the annual contracts are 
issued by the end of April with details pertaining to dates, 
column placement and associated salary, rank and discipline. 
Newly hired faculty (provisional) will be required to work 175 
days during their first year to accommodate mandatory new 
hire orientation and training. 

Salary payment 4
Faculty will have the option to have the contract salary paid 
over a twelve-month period or over the contract period and 
receive no regular contract payments during the summer 
months. If a faculty member does not select an option, the 
compensation will be paid over a twelve month period. Based 
upon IRS regulations, once the first compensation payment 
is made the payment method cannot be altered during the 
payment period.

ContraCt period 4
As standard procedure, full-time faculty will be contracted for 
170 work days which follows the normal Academic Calendar 
of August - May. However, dependent upon program needs, 
the 170 day contract period may be extended to cover a 12 
month period. Please refer to CMC Policy and Procedures 
Manual for most current policy.

proviSional StatuS 4
All Full-Time Faculty hired to begin teaching in August 2010 
shall be provisional faculty during the first four consecutive 
semesters in which they teach on a Full-Time, benefitted status 
and shall be At-Will during that time.  For 12-month Faculty 
(Faculty who teach summer semesters as part of regular 
workload) summer semester will be counted in calculating 
consecutive semesters.  There are specified goals, requirements 
and expectations that the Faculty member, instructional su-
pervisor and/or central program administrator must complete 
during the four consecutive semesters to move from provi-
sional status to that of a Regular Full-Time Faculty member.  
These goals, requirements and expectations are outlined in the 
Guidelines and Procedures for Full-time Faculty, Provisional 
Status located in the Faculty Guide. During the four semester 
provisional period, if the stated expectations are not success-
fully completed by the provisional faculty member, he or she 
may be terminated with or without cause and with or without 
prior notice except as specifically provided in this policy or 
any other applicable written College policies or procedures.  
The provisional Faculty member will not be eligible for the 
College’s due process, Grievance Resolution Procedures or the 
Termination Appeal Process extended to a Full-Time Faculty 
considered a Regular Full-Time Faculty.

Summer employment 4
Supplemental teaching contracts will first be offered to regular 
full-time faculty assigned to the campus at which the teaching 
will occur. In addition, faculty may apply for supplemental 
contracts for non-teaching contracts. Teaching during the 
summer semester is handled as adjunct faculty pay for full-
time faculty under a nine month teaching contract. Speak with 
your instructional supervisor for more information.

overload 4
Overload begins on the 31st credit or 601st contact hour and 
must be approved in advance by the instructional supervi-
sor. Payment will occur at the end of the spring semester and 
cannot exceed 6 credit hours unless prior approval is received 
from the Senior Vice President of Academic Affairs. This pay 
will be at the adjunct faculty pay rate.

workload 4
It is the responsibility of the instructional supervisor, in 
cooperation with the faculty member, to ensure that each full-
time faculty member has a workload with a teaching load that 
conforms to College policy. 

 Faculty may be paid a supplemental contract for work in ad-
dition to their teaching load. Reassignment time or financial 
compensation may be available for administrative work. More 
detailed information is located in the Policy and Procedures 
manual.

faCulty in-ServiCe 4
Faculty are required to attend two college-wide faculty in-
services each year which are sponsored by Academic Affairs. 
One is held in the fall, and one is in the spring.

faCulty releaSe/reaSSignment time 4
With written approval of campus administration, faculty may 
be assigned credits of reassignment (release) time in any given 
semester for administrative duties.  This might include serving 
on committees, working on special projects, and/or other 
professional duties. This reassignment time is calculated as a 
part of the faculty member’s workload.

SaBBatiCal leave – general  
proviSionS for full-time faCulty 4
The Board of Trustees shall approve the sabbatical leave as a 
benefit granted for the following purposes:

1. To conduct independent research;

2. To study pedagogy or a state-of-the-art functional area;

3. To obtain further knowledge in a faculty discipline or 
functional area.
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 A regular, benefited faculty member may be granted a paid 
sabbatical leave from the College upon the recommendation of 
the President and approval of the Board of Trustees.

 Provided that, in the judgment of the President, such a leave 
will clearly add to the effectiveness and/or professional compe-
tencies of the employee and will not adversely affect either the 
budget or operational efficiency of the College for the period 
such leave is requested.

 A regular, benefited employee as applied to faculty means 
employment under a written contract of employment with the 
College for at least two academic semesters in any fiscal year. 

 An employee on sabbatical leave may not hold a full-time paid 
position while on sabbatical leave However, such an employee 
may receive a scholarship or receive financial aid from a college 
or university or any other institution, agency, or educational 
institution. In the event that the employee on sabbatical leave 
does receive payment for services while on sabbatical, total 
payment received from both sources may not exceed the regu-
lar College salary of the employee.

 Unless otherwise agreed to by the College, employees granted 
sabbatical leave shall return to employment at the College in 
the same position at the same location for at least the regular 
employment year immediately following the leave If the em-
ployee does not return, restitution will be made to the College 
for the salary paid to them by the College during the term of 
the leave Payment must be made within one (1) year of termi-
nation of the leave Employees who are terminated, transferring 
to another position within the College, or who are approved 
for disability benefits will not be required to make restitution 
of salary to the College.

 The number of sabbatical leaves granted will not exceed ten 
percent (10%) of the total full-time faculty positions during 
any academic/fiscal year at Colorado Mountain College.

 Upon termination, except through reduction in force, all ac-
crued service credit toward sabbatical leave will be forfeited.

 Please refer to the Employee Handbook, Administrative 
College Policy and Procedures Manual or contact Human 
Resources directly for other relevant benefits, policies or pro-
cedures. For further information and requirements please see 
Curriculum and Instruction Manual, Chapter 1.

Academic Expectations 
of Students4

 In order to encourage and foster academic excellence, the 
College expects students to conduct themselves in accordance 
with generally accepted norms of scholarship and profes-
sional behavior. Because of this expectation, the College does 
not condone any form of academic misconduct. Academic 
misconduct includes, but is not limited to, plagiarism, cheat-
ing, fabrication, and knowingly or recklessly encouraging or 
making possible any act of plagiarism, cheating, or fabrication.

aCademiC miSConduCt 4
Academic misconduct is an unacceptable activity in scholar-
ship and is in conflict with academic and professional ethics 
and morals. Consequently, students who are judged to have 
engaged in some form of academic misconduct shall be  
subject to: (1) a zero or an “F” on the work in question;  
(2) other academic penalties as outlined in the instructor’s 
course requirements and expectations; (3) disciplinary action, 
or (4) any combination thereof.

 Generally, a student’s intentions will not be the primary 
consideration in the determination of whether academic 
misconduct has occurred. A student’s intentions will usually 
be considered only during the process of deciding on the ap-
propriate sanctions or penalties.

plagiariSm 4
Plagiarism is the act of appropriating another person’s written, 
artistic, or musical composition, or portions thereof, or ideas, 
language or symbols, and conveying the material as the prod-
uct of one’s own mind, without giving credit to the originator.

 Regarding written work in particular, direct quotations, state-
ments which are the result of paraphrasing or summarizing 
the work of another, and other information which is not con-
sidered common knowledge must be cited or acknowledged, 
usually in the form of a footnote. 

 Quotation marks or a proper form of identification shall be 
used to indicate all direct quotations.

plagiariSm deteCtion Software 4
The way we structure research assignments can do much to 
reinforce the appropriate use of others’ materials in research 
projects. An additional approach to ensuring citation ethics 
and practice is the use of plagiarism-detection software. For 
more information on detecting and deterring plagiarism, visit 
coloradomtn.edu/innovations.
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Faculty Support Services4
CourSe promotion 4

Colorado Mountain College advertises and promotes courses 
primarily through the Master Class Schedule which is pub-
lished prior to each semester on most campuses. Programs are 
generally advertised college-wide through the Colorado Moun-
tain College Marketing department. Individual campuses may 
advertise their course offerings locally. Instructors may assist 
with additional promotional activities if approved by their 
instructional supervisor. 

deSk CopieS/textBookS 4
Most textbook publishers offer complementary desk copies 
of textbooks. Check with your instructional supervisor for 
information on how to receive one. Be sure to plan well in 
advance of the course. It may take several weeks to secure a 
copy from the publisher. Check the course file at the campus 
for recommended texts. 

faCilitieS 4
By prior arrangement, instructors have access to center or 
campus classrooms for class sessions or to meet with students. 
If you have to change a class meeting time or location, please 
notify your instructional supervisor.

 Audio-visual equipment is available for class use. Contact your 
instructional supervisor and/or an administrative aide to make 
arrangements. Three days notice is preferred.

adminiStrative aSSiStanCe 4
The CMC staff at your teaching location will be happy to 
provide the necessary support services to assure the smooth 
and concise flow of materials and information for students. 
On each campus, resources are available to assist you with 
problems, special needs, or questions you might have concern-
ing instructional support. 

liBrarieS 4
Colorado Mountain College has three full service libraries 
located on the residential campuses in Glenwood Springs, 
Leadville, and Steamboat Springs. CMC also has a Virtual 
Library, which can be found at http://www.coloradomtn.edu/
library/. 

 The full service libraries provide extensive collections of books, 
journals, magazines, maps, government documents, videos, au-
dio books, music, and course reserves. They also offer a variety 
of services, including research assistance and Interlibrary Loan 
service. Additional information about these libraries, including 
their hours of operation, can be found at http://www.colora-
domtn.edu/library/about. 

 The Virtual Library has its doors open 24/7, providing access 
to thousands of online journals and newspapers, books and art 
images, downloadable videos and audio books, career resources 
and practice tests. In addition, the Virtual Library offers online 
research assistance and Interlibrary Loan services.

 Library’s Resources for Faculty web site provides access to self-
paced tutorials, faculty professional development collection, 
copyright resources, and anti-plagiarism tools. http://colora-
domtn.edu/library/faculty/.

 The libraries offer course-specific research workshops for stu-
dents upon request. Instructors should contact their campus 
library to schedule workshops for their courses. 

4 Steamboat Springs Campus Library 
(970) 870-4445 

4 Glenwood Springs - Spring Valley Quigley Library
(970) 947-8271 

4 Leadville Campus Library 
(719) 486-4249

 Commuter Campuses are served by the Virtual Library.

4 Virtual Library 
ylef@coloradomtn.edu or (970) 468-5989 ext.2842

4 Dillon and Breckenridge 
(970) 468-5989 ext.2842

4 Edwards
(970) 569-2926

4 Rifle
egardner@coloradomtn.edu or (970)625-6957  

CHeating 4
Cheating is the act of using or attempting to use, in examina-
tion or other academic work, material, information, or study 
aids which are not permitted by the instructor. Cheating 
includes, but is not limited to, using books, notes, calculators, 
copying from or conversing with others during an examina-
tion (unless such external aids are permitted by the instructor), 
having another person do research, write papers, or take ex-
aminations for someone else. The submission of large portions 
of the same work as part of the academic work for more than 
one course can be considered cheating unless such submission 
is permitted by the instructor.

faBriCation 4
Fabrication is the invention of material or its source and its use 
as an authority in academic work. Fabrication includes, but is 
not limited to, inventing the data for a scientific experiment; 
inventing the title and author of a publication in order to use 
the invented publication as a source; or knowingly attributing 
material to an incorrect source.
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CommuniCation 4
The CMC Faculty Senate is the governing body for the faculty. 
Each residential site has two senators and each commuter site 
has one. Elected officers represent the full-time and adjunct 
faculty, see Appendix E.

 Faculty may subscribe to list serves to receive up-to-date infor-
mation as well as easy access to communicate with colleagues. 

 Faculty will find ample opportunities to serve the College 
through membership on various college-wide committees. The 
faculty senate and/or administrative staff frequently ask faculty 
to serve on both ad hoc and standing committees. Talk to 
your instructional supervisor, faculty mentor, or faculty senate 
representative if you wish to serve.

 Use WebAdvisor to access the names and contacts for other 
faculty throughout the College who teach the same courses. 
Discussing course objectives, lessons, exams or other impor-
tant questions with faculty who teach the same courses can be 
most beneficial. Sharing information and methodology is a 
great teaching tool.

ServiCe deSk 4
The Service Desk assists CMC faculty, staff and students with 
all technical issues. See tips and tutorials on the web site or at 
myCMC, or call 970-947-8438 (866-642-0495 toll-free).

offiCe of innovationS in teaCHing and 
learning 4
This office assists faculty with course development and teach-
ing with technology. A monthly workshop schedule for faculty 
is posted online at http://www.coloradomtn.edu/training. See 
more information, tips and tutorials for faculty on the Innova-
tions web or myCMC pages.

Student Affairs4
 Student services are available at all campuses. The Student 

Affairs staff is a resource of information on advising, financial 
aid, registration procedures, graduation and transfer require-
ments, counseling students, student activities, the adjudication 
process and other college services. Faculty are encouraged to 
invite the Student Affairs staff into your classroom to explain 
the myriad types of services available at each campus that can 
maximize student success. Students do not need an appoint-
ment. Faculty can contact the Vice President of Student Affairs 
for additional information.

CounSeling ServiCeS 4
CMC offers a comprehensive range of educational, personal 
and career counseling services at all campuses/centers. These 
services are available to all residents of the CMC District, as 
well as to full- and part-time students. These services include: 
educational and personal counseling, academic planning, ca-
reer/life planning, interest and aptitude testing, skill testing for 
academic placement, and job seeking skill assistance (resume 
writing, interview skills, effective career strategies).

 College counselors at each location work closely with com-
munity human resource agencies, and may refer students to 
these agencies for assistance in various areas, including mental 
health counseling, day care family support services, drug and 
alcohol counseling, etc. Faculty is encouraged to refer students 
to CMC college counselors for assistance on these issues.

teSting ServiCeS 4
Colorado Mountain College offers the following testing ser-
vices to students and to the general public: American College 
Testing (ACT), Graduate Record Exam (GRE), General Edu-
cational Development (GED), Law School Admissions Test 
(LSAT), Miller Analogy Test (MAT), College Level Examina-
tion Program (CLEP), DANTES, course challenge program, 
and personality and interest inventory tests.

aCCuplaCer aSSeSSment 4
The Accuplacer Placement test is an assessment tool used by 
CMC to determine the level of coursework students place into 
prior to registration.  Students sign-up at their campuses to 
reserve a test time and date to take the test in a group setting.  
Students are encouraged to seek assistance from an advisor or 
college counselor for review options and study guide resources.   
If a student has taken the ACT or SAT and achieved an ap-
propriate score, or has successfully completed college-level 
coursework, no placement test is required. The Accuplacer 
Placement test is an un-timed test.  Hand-held calculators are 
not used during the test, but on higher-level math tests, a pop-
up calculator is provided when acceptable. 

Student Support ServiCeS 4
Student Affairs works with students who have the potential 
for academic success and who may benefit from academic 
support and encouragement to reach their scholastic goals. The 
Student Support Services (SSS) Program is a federally funded 
program to provide academic support for eligible students 
who are low income, disabled, and/or first generation college 
students (neither parent has received a degree). This program 
is located at CMC Steamboat Springs, CMC Leadville, CMC 
Glenwood Springs - Spring Valley, CMC Rifle and CMC 
Edwards. Students in the program receive tutoring, advising, 
transfer services and college trips, developmental instruction, 
career exploration assistance, peer mentoring, admissions and 
financial aid application assistance, and other support to reach 
their scholastic goals. For further information or application 
to the program, please contact the SSS coordinator at your 
campus.
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ferpa 4
The Family Educational Rights and Privacy Act (FERPA) was 
created to protect students from inappropriate use of their 
educational records. This Act provides students with the right 
to view their records and allows them an opportunity to have 
inaccurate records corrected. The primary portion of the Act, 
however, is that which protects the records from inappropriate 
use.

 Educational records may only be accessed by individuals 
requiring the information to perform an official function for 
the institution. CMC’s student records security system was 
designed to meet federal and state laws and regulations. For 
more information related to FERPA go to http://www.ed.gov/
ferpa and click on “Rights to Privacy.”

Student finanCial aSSiStanCe 4
Financial aid in the form of grants, loans, work-study, and 
scholarships are available to full- and part-time students who 
meet specific financial or scholastic criteria. For information 
go to www.fafsa.ed.gov.

Student aCtivitieS and  
organizationS 4
To promote the well-being of CMC students, many activities 
are planned both at the residential and commuter campuses. 
These activities, as well as the many diverse student organiza-
tions, are instrumental in creating a productive learning envi-
ronment for the student. If you have any questions concerning 
activities or student organizations, please contact a college 
counselor, or a coordinator of student activities at all residen-
tial and some commuter campuses.

StudentS witH diSaBilitieS 4
Colorado Mountain College is committed to providing access 
to everyone with the ability to benefit from a program of 
higher education. Services are available to meet the special 
needs of students. Students must self-disclose their disability 
and provide written documentation of their disability. Direct 
the student to the Disabilities Services Coordinator on your 
campus. This person is the only one who can make accom-
modations for a student. Accommodations may include 
instructional support such as note taking, oral testing, proof-
ing of written work, interpreting, books on tape, tutoring, 
and extended testing time. Faculty is lawfully obligated to 
comply with the official written accommodation. However, an 
instructor cannot provide special services for a student without 
documentation from the Disabilities Services Coordinator. 
All information is confidential and cannot be shared with any 
other student.

Developmental Education4
 The Developmental Education program is designed to help 

you achieve the most from your college education.  Here are 
some resources that can assist you:

plaCement aSSeSSment 4
At the beginning of your first semester will make sure you are 
placed in classes that best meet your needs.  We offer Acc-
uplacer assessments in mathematics, reading and English.

learning laBS 4
Are a great resource to support you in being successful at 
CMC.  Learning labs offer help in mathematics, reading, writ-
ing class assignments, GED preparation, studying to take the 
Accuplacer, and college-level courses.  Work at your own pace 
and level in small groups or one-on-one with tutors or instruc-
tors in the areas you need help in.

engliSH aS a SeCond language (eSl) 4
Instruction for English Language Learners is designed for 
limited and non-English proficient students. Classroom in-
struction focuses on developing a student’s life and work skills. 
Students improve their listening, speaking, reading and writ-
ing skills in leveled classrooms from low beginning through 
advanced. All students must be pretested upon enrollment to 
determine their appropriate instructional level. 

general eduCational  
development (ged) 4
General Education Development (GED) test preparation 
classes and retesting are available at CMC. The GED exam 
consists of five tests (writing skills, social studies, science, read-
ing and mathematics). GED preparation classes are provided 
at many of our campuses. After successfully completing the 
exam, the student will receive a Colorado High School Equiv-
alency Certificate from the State of Colorado Department of 
Education. Some campuses offer the GED exam in Spanish. 

tutoring: 4
Tutoring is available for students who need additional help 
to succeed in a course. At times a student requires assistance 
beyond that which a faculty member can reasonably be ex-
pected to provide outside of the classroom. In these situations 
the students can request a tutor, or faculty may refer a student 
to the Learning Labs or to a college counselor if a specific 
subject tutor needs to be provided. It is not appropriate for a 
faculty member to tutor a student as this constitutes a conflict 
of interest. Similarly, it is against college policy for a faculty 
member to recommend a tutor, as this may result in liability 
for both the faculty member and the tutor. There are various 
requirements which a student needs to meet to qualify for 
individual/small group tutoring. Vocational students, learning 
disabled students and the Student Support Services Program 
have funding specifically designated for qualifying students. 
Each site maintains a list of tutors which will be provided to 
students upon request.
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The Go2Work Programs4
 These programs focus on students who are enrolling in CMC 

courses from their local workforce.

go2workSHopS 4
Ongoing, weekly workshops are offered on the Rifle, Glen-
wood Springs and Edwards campuses assisting community 
members with employment needs including: resumes, online 
applications, and basic skills development to earn a Career 
Ready Colorado Certificate. The workshops are free and oper-
ate in partnership with the local workforce centers and county 
governments.

Career ready 101 4
An individualized computer program designed to improve 
career readiness through review and skill building exercises. 
Once participants have been enrolled they can access the 
program from any computer that has internet access and work 
at their leisure. Assisting students to register for this online 
study program provides them with an easy way to increase 
their basic skill levels. This could include Gateway Courses, 
Developmental Education courses, Accuplacer assessment 
and GED testing. Registration can be initiated through your 
campus counselor or learning lab.

gateway-link to SuCCeSS ClaSSeS 4
Offered on the Rifle campus for parents who qualify for Tem-
porary Assistance for Needy Families (TANF) benefits through 
the Garfield County Department of Human Services.  

wo/men in tranSition SCHolarSHip 4
May help with the cost of tuition and books for up to 5 credits 
for single parents and nontraditional students ineligible for 
Pell Grants.  The fund is dependent on grants and several eligi-
bility requirements must be met.  The scholarship is limited to 
areas where grant funding is obtained.  

garCo Sewing workS 4
An industrial sewing training and design center located in 
downtown Rifle, Garco Sewing Works is an economic devel-
opment project in partnership with Garfield County. Training 
in sewing, design, marketing, entrepreneurship as well as 
small business development is offered to individuals on public 
benefits as well as displaced workers referred by the local work-
force center. Noncredit courses for the general public are in 
development. See more at our web site: garcosewingworks.com

 For further information on any of the Go2Work Programs, 
please contact Jill Ziemann, Director of Go2Work Programs 
(970) 384-8518 or jziemann@coloradomtn.edu. 

 Colorado Mountain College offers the following degrees and 
certificates.

BaCHelor’S degreeS 4
A bachelor’s degree from CMC shows you have knowledge 
and training beyond the high school or associate degree level.  
You need a high school diploma or GED to earn a bachelor’s 
degree.  Normally it takes a student a full four years to earn 
a bachelor’s degree.  However, it’s more common to attend 
school part-time and thus it takes longer for working adults 
or single parents.  Nationally, the average time to complete a 
bachelor’s degree is 7 years.

 The fundamental requirement for a bachelor’s degree is to 
successfully complete a minimum number of “credit hours,” 
usually a minimum of 120 semester credit hours.  Full-time 
students typically take five 3-credit hour courses each semester.  
The first courses are often called the “core curriculum” and 
include mathematics, English, communications, science, arts 
and humanities, and social science courses that are required for 
all students.  Each student selects a major field (for example 
business administration or sustainability studies) and possibly 
an emphasis area.  To earn a bachelor’s degree, you must 
complete a minimum number of required and elective courses 
in the major and emphasis.  In addition, most students take a 
few elective courses to complete the minimum 120-credit hour 
requirement.

 The requirements for a bachelor’s degree are intended to 
ensure that you are adequately prepared to take the next step, 
whether in the work world or as a graduate student.  However, 
the quality of your academic record is just as important as the 
quantity of credit hours.  A minimum 2.0 (C) grade point 
average (GPA) is required in bachelor degree coursework.

 Bachelor’s degrees are awarded in many different disciplines.  
The two most common types are the Bachelor of Arts (BA) 
that tends to focus on theoretical and general knowledge as 
well as liberal arts for example  literature, history, social sci-
ences, etc. and the Bachelor of Science (BS) focuses on techni-
cal or hard sciences such as mathematics, natural and physical 
sciences, business, engineering and similar fields.  A Bachelor 
of Applied Science (BAS) degree is recommended for people, 
who wish to enter a technical or technology-oriented field or 
a specialized career such as computer science, accounting, law 
enforcement, fire science, culinary arts, medical technology, 
etc. CMC offers two bachelor degree programs: the Bachelor 
of Arts degree in Sustainability Studies (BASS) and the Bach-
elor of Science degree in Business Administration (BSBA). 
CMC plans to expand its offerings of bachelor degrees in the 
future.

Degrees and Certificates4
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aSSoCiate of artS degreeS 4
The Associate of Arts (AA) degree program offers a liberal 
arts education that includes the Colorado State Guaranteed 
General Education Curriculum. This curriculum includes 
a minimum of one year of coursework in communications, 
humanities, social sciences, mathematics and science. In ad-
dition to these required disciplines, students are encouraged 
to explore a broad range of subjects through elective course-
work in fine arts, behavioral sciences, natural sciences and 
mathematics, literature, business and humanistic studies. The 
College offers emphasis areas within the Associates of Arts in 
Anthropology, Business, Elementary Education, Early Child-
hood Education, Outdoor Education, Theatre and Visual 
Arts. In addition to the state-wide guaranteed transfer, CMC 
maintains specific transfer agreements with public and private 
four-year institutions.

aSSoCiate of SCienCe degreeS 4
The Associate of Science (AS) degrees are designed for those 
who plan to seek a four-year degree in advanced technology, 
engineering, mathematics, and physical or natural science 
areas. The AS degrees include the Colorado State Guaranteed 
General Education Curriculum. The disciplines covered in this 
program are traditionally included in the freshman and sopho-
more curriculum at all colleges and universities. This includes 
coursework in the areas of communications, humanities, social 
science, biological science, physical science and mathematics. 
The college offers emphasis areas within the AS degrees in biol-
ogy, chemistry, environmental science, physics and a state-wide 
articulation agreement in engineering.

aSSoCiate of general  
StudieS degreeS 4
All Associate of General Studies (AGS) degrees (with the 
exception of the AGS-Generalist degree) are the result of 
articulation agreements with public baccalaureate degree-
granting institutions. They are transferable only into the 
particular program identified by the articulation agreement. 
These include Criminal Justice, Engineering, and Outdoor 
Recreation Leadership. These degrees have specific articulation 
agreements in place for transfer to four-year institutions.

Career and teCHniCal eduCation 4
Career and Technical Education (CTE) refers to the Associate 
of Applied Science degrees and certificates of Occupational 
Proficiency, designed to prepare students for immediate em-
ployment opportunities upon graduation in a specific career. 
Training is hands-on and utilizes state-of-the-art equipment, 
software and facilities. In addition to having a majority of 
instructors who maintain occupations within their field of 
expertise, many of the career and technical education pro-
grams also feature internship or work experience components; 
these factors help to ensure focuses on real-world applications. 
Through collaboration with industry leaders, CTE provides 
a mix of skills, training and knowledge to help students be 
highly competitive in the job market.

 The CTE programs at Colorado Mountain College consist of 
our Associate of Applied Science (AAS) degrees, and Cer-
tificates of Occupational Proficiency (COP). Many of these 
degrees have pathways that provide a student the opportunity 
to also complete a four-year degree.

 Associate in Applied Science Degrees are awarded in the 
following programs:

4 Accounting

4 Culinary Arts

4 Early Childhood Education

4 EMT Paramedic

4 Entrepreneurship

4 Fire Science Technology

4 Graphic Design

4 Integrated Energy

4 Medical Assistant

4 Natural Resource Management

4 New Media

4 Nursing

4 Paralegal

4 Process Technology

4 Professional Photography

4 Resort Management

4 Restaurant Management

4 Ski Area Operations

4 Ski and Snowboard Business

4 Sustainable Cuisine

4 Veterinary Technology
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CertifiCateS of oCCupational  
profiCienCy 4
Career and Technical Education (Certificate of Occupational 
Proficiency) programs provide technical training in specific 
skills. Unlike associate degree programs, the curriculum usu-
ally includes only job skills training and not general education 
courses. In most cases coursework can be completed in one 
year or less. Most courses also apply to an AAS degree.

 Certificates of Occupational Proficiency are awarded in 
the following areas: 

4 Accounting

4 Animal Shelter Management

4 Automotive Service Technology
- Electrical/Electronic Systems 
- Brakes 
- Suspension & Steering 
- Engine Performance 
- Heating & Air Conditioning

4 Colorado Law Enforcement Training Academy (CLETA)

4 Culinary Arts

4 Culinary Management

4 Early Childhood Education

4 Emergency Medical Technician
- Basic 
- Intermediate 
- Paramedic

4 Entrepreneurship

4 Fire Science
- Fire Academy I 
- Fire Academy II 
- Company Officer

4 Geographic Information Systems 

4 Graphic Design

4 Information Technology
- A+ Computer Technician  
- Cisco Certified Network Associate (CCNA) 
- Microsoft Office Specialist 
- Network + 
- Security + 
- Server +

4 Integrated Energy Technology
- Industrial Instrumentation Controls Technician 
- Petroleum Technology 
- Solar Photovoltaic

4 Medical Assistant

4 Natural Resource Management

4 New Media

4 Nurse Aide

4 Paralegal

4 Real Estate

4 Resort Management 
- Hospitality Operations 
- Spa Management

4 Restaurant Management

4 Ropeway Maintenance Technician

4 Ski Area Operations
- Slopes and Trails 
- Ski Patrol

4 Ski and Snowboard Business
- Shop Technician 
- Marketing Media Manager 
- Professional Ski and Snowboard Guide

4 Sustainable Cuisine
- Operations I and II 
- Food Systems

4 Web Design

4 Welding

4 Wilderness Emergency Medical Services

CertifiCateS of Completion 4
Colorado Mountain College offers several Certificates of 
Completion to students who complete a group of courses 
with a particular emphasis. A certificate of completion attests 
to successful completion of a structured program of courses 
designed to establish proficiency in a specific field.

 These courses are helpful for learning special skills or for 
concentrating your learning in a special area of interest.  CMC 
currently offers three Certificates of Completion: Creative 
Arts, Outdoor Education and Professional Fly Fishing Guide.
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CourSe Coding SyStem 4
It is important that faculty understand the course coding 
system. The alphabetic codes abbreviate both the content of 
the course and the department offering it. For example, math 
courses are listed under alphabetic code MAT. Business courses 
can be found under BUS, English under ENG and so on. The 
numeric portion of the course is based on the following:

1.  Basic and developmental courses are numbered 000-099 
and they do not apply toward CMC certificates or degrees.

2.  Courses numbered 100-299 apply toward CMC  
certificates and degrees. Not all courses apply to all 
degrees. Check the catalog description of each degree for 
further information.

3.  Courses numbered 300-499 are for the two bachelor 
degrees at CMC.

4.  Courses numbered 900-999 are non-credit. Contract 
training courses are 905. Non-credit courses do not apply 
to CMC certificates and degrees.

5.  Courses numbered 700 are non-credit courses offered for 
Continuing Education Units (CEUs).

6.  Courses marked with an asterisk (*) in the course descrip-
tion section of the CMC catalog apply to the AA or AS 
degrees and are generally transferable. Guaranteed transfer 
courses are marked with a diamond (u) symbol.

tranSfer programS 4
The Associate of Arts and Associate of Science degree pro-
grams, and the courses within those programs, are designed to 
transfer to four-year colleges and universities as freshman and 
sophomore requirements and electives. Colorado Mountain 
College works with students through advising for seamless 
continuation to the BASS or BSBA degrees here at CMC.

guaranteed tranSfer (gt) 4
Colorado Mountain College participates in the GT Pathways 
transfer program. This ensures that students who earn credit 
which allows them to complete an AA or AS degree with a 
“C-” or better in each course will also have completed the 
lower division general education requirements for all arts and 
sciences and some professional majors at all Colorado public 
baccalaureate degree granting institutions. Many of the AGS 
degrees are transferable to Colorado four-year schools.

 CMC maintains agreements with public colleges and universi-
ties which address the transfer of many courses which are part 
of degree or certificate programs. CMC was the first two-year 
college to sign a comprehensive agreement with the University 
of Colorado, Boulder. Courses leading to an Associate in Ap-
plied Science degree or Certificate of Occupational Proficiency 
at CMC may transfer into four-year degree programs. Each 
four-year institution uses its own discretion as to credits it will 
accept in transfer from occupational programs.

 For a complete and current listing of all Articulation  
Agreements, please see the Academic Affairs page at  
www.coloradomtn.edu.

non-Credit CourSeS 4
Colorado Mountain College provides opportunities for career, 
technical, recreational, cultural and life-long learning activi-
ties. Many of these activities are provided on a non-credit or 
cosponsoring basis and they must be self-supporting.

 Colorado Mountain College is committed to excellence in 
instruction through the training and evaluation of faculty and 
instructional support services. Through consistently monitor-
ing and improving the classroom experience of students and 
the instructional effectiveness of the faculty, it is our goal to 
improve student learning. Additionally, the Professional De-
velopment and Continuous Improvement Plan serves as a 
factor in consistent personnel decisions that support the goals 
of CMC, including the development of faculty.

 The purpose of this document is to allow full time faculty and 
their supervisor the opportunity to develop a plan that meets 
the needs of the individual, the college, and improves learning 
for all involved. The Faculty Professional Development and 
Continuous Improvement Plan process follows a compre-
hensive approach to reviewing and evaluating the activities 

of faculty members within their four major roles – teaching 
effectiveness, service to college and discipline, professional 
development and activities, and advising. The evaluation pro-
cess allows faculty members the opportunity to place greater 
emphasis on one or more of the four major roles in a given 
year.

 The complete Faculty Professional Development and Continu-
ous Improvement Evaluation Plan System should occur with 
every full-time faculty member each year prior to the start of 
each new academic year. Classroom observations and IDEA 
(student ratings) will occur once per academic year, Appendi-
ces G and H.

Faculty Evaluations4

Program Information4



24

adJunCt faCulty: 4
The adjunct faculty evaluation consists of IDEA (student 
ratings of instruction), classroom observation, and appraisal 
of college services. This is to occur with every adjunct faculty 
member in the first semester of instruction and on a regular 
basis thereafter.

Student ratingS of inStruCtion 4
The student rating system the College uses is the Individual 
Development and Educational Assessment (IDEA). The IDEA 
Student Ratings of Instruction system is designed to take a 
positive approach to soliciting student input. Rather than 
emphasizing the instructor’s teaching techniques or personal-
ity, the IDEA system focuses on student learning. For more 
information go to http://www.theideacenter.org. 

 For each course taught the faculty member will need to select 
three to five objectives from the IDEA student evaluation 
program. CMC uses Individual Development and Educational 
Assessment (IDEA), which determines student progress based 
on objectives chosen by the instructor. These are not to be 
confused with the course plan objectives, the General Educa-
tion Transfer Degree Competencies (formerly NCA objectives) 
or the Learning Outcomes Assessment Project. The IDEA 
objectives are chosen by the instructor for the sole purpose of 
the student evaluation form and include:

1. Gaining factual knowledge
2. Learning fundamental principles, generalizations, or theo-

ries
3. Learning to apply course material
4. Developing specific skills, competencies, and points of 

view
5. Acquiring skills in working with others as a team  

member
6. Developing creative capacities
7. Gaining a broader understanding and appreciation of 

intellectual/cultural activity
8. Developing skill in expressing oneself orally or in  

writing
9. Learning how to find and use resources for answering 

questions or solving problems
10. Developing a clearer understanding of, and commitment 

to, personal values
11. Learning to analyze and critically evaluate ideas, argu-

ments, and points of view
12. Acquiring an interest in learning by asking questions and 

seeking answers

 You should pick only three to five of the above evaluation 
objectives. You may want to include these objectives on your 
syllabus. At the very least you need to apprise your students 
that these areas will be your foci throughout the semester. For 
more information on the IDEA student evaluation system see 
the CMC Curriculum and Instruction Manual.

teaCHing effeCtiveneSS 4
This element of evaluation is based on recognizing that the most 
important aspect of a faculty member’s position is student learn-
ing. Teaching effectiveness is designed with subcategories as a 
means for evaluation within this category: (1) Self, (2) Peer, (3) 
Student Ratings, (4) Classroom observation. 

ServiCe to College and diSCipline 4
The service category takes into consideration the following areas 
(1) service to the College, (2) service to the community as it re-
lates to civic activities that are unpaid and relate to the discipline, 
(3) regular attendance at campus, College and state wide com-
mittees, and/or work with College student groups, (4) service on 
Faculty Senate, and (5) mentoring.

profeSSional development and  
aCtivitieS 4
Professional development and activities encompass a wide 
range of pursuits. Examples include (but do not preclude other 
activities): continuing certification in discipline; graduate 
coursework; continuing education; sharing expertise within 
the discipline; regional conference leadership role; publica-
tions; or artistic creation or performance. Activities that 
support professional development must be approved by the 
instructional supervisor. 

ServiCe to StudentS 4
Many faculty members at Colorado Mountain College advise 
students on a regular basis and participate in student activities. 
The College recognizes this as an activity that helps students 
succeed.  
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Faculty Promotion4
 Criteria: Regular, fully benefited faculty will be judged on 

the criteria listed below when petitioning for promotion in 
academic rank:

1. Academic or career and technical education qualifications;

2. Teaching, student support, student evaluations and perfor-
mance evaluations;

3. Service to the discipline;

4. Service to the College;

5. Service to the community.

 Compensation: Faculty who receive a promotion to a higher 
academic rank will receive one (1) additional vertical step 
(equivalent to years of service), movement on the faculty salary 
schedule, beginning with the first year of the higher academic 
rank and continuing thereafter.

 Procedures for Promotion: Petitions for promotion in 
academic rank by a regular, fully benefited faculty member will 
follow the procedures below:

1. Portfolio developed by the petitioning faculty member in 
conjunction with their mentor and instructional supervisor;

2. Submitted for review to the Campus Vice President for 
recommendation;

3. The portfolio is submitted to the Senior Vice President of 
Academic Affairs;

4. The portfolio is forwarded electronically to the Promotions 
Committee. The Senior Vice President of Academic Affairs 
will appoint the committee, and it will be composed of an 
equal number of faculty members holding the rank of full 
professor, including representatives from the applicant’s 
disciplines. The Senior Vice President of Academic Affairs 
will serve on the committee and will appoint a chair from 
its membership;

5. The Promotion Committee forwards its recommendation 
with comments to the Senior Vice President of Academic 
Affairs and the applicant for further action.

 Timetable for Promotion: The above procedures for aca-
demic promotion will be effective for the academic year with 
the following schedule:

1. Faculty may apply for promotion no earlier than the last 
year of required service;

2. Applications for promotion must be submitted to the Senior 
Vice President of Academic Affairs prior to December 1;

3. Applications for promotion will be submitted to the Board 
of Trustees no later than their March meeting.

 Adjunct Faculty Exemption: The promotion in academic rank 
policy and procedures does not apply to adjunct faculty.

Risk Management4
 It is the policy of CMC to provide a safe and healthy work and 

educational environment. The college has a full-time Depart-
ment of Risk Management to focus on the identification and 
assessment of risk exposures, and to determine the best solu-
tions to mitigate them. Solutions may include risk assumption, 
risk transfer, and educational awareness. Finally, the Depart-
ment continuously monitors the implemented solutions for ef-
fectiveness and needed changes to ensure current best practices 
are in place. Reaching the goal of a safe and healthy work and 
educational environment requires each person’s active support 
of, and participation in, the College’s risk management efforts. 
The Risk Management Plan (RMP) is designed to pro-actively 
reduce the frequency and severity of losses to the institution; 
however, it also provides policies and procedures to follow 
should a loss occur. This plan is intended to address all CMC 
activities regardless of level of risk, location, or duration. All 
CMC employees are required to follow and enforce the RMP. 
PLEASE NOTE: The Risk Management Plan is currently un-
dergoing a complete overhaul as well. However, the references 
in this manual will still suffice for now.

 Any activity that takes place at another location besides the 
classroom is considered a “field trip.” Field trips need to be 
stated in the syllabus and accompanied by the appropriate  

paperwork including a complete Emergency Action Plan 
(Form “H” of the RMP). Instructional supervisors are required 
to provide proper training on the RMP to faculty.

goalS of riSk management: 4

1. Use a proactive approach to identify and control risks in 
order to prevent incidents that could result in physical 
damages, human losses due to injury or death, as well as 
technical, strategic, and reputational losses which can be 
much more difficult to define.

2. Develop, implement and continuously monitor emer-
gency response plans for all CMC locations to outline the 
policies and procedures to follow should an emergency 
situation occur. 

3. Monitor the effectiveness of risk management programs, 
policies and procedures on a regular basis and make 
changes as needed to remain current with best practices or 
the optimal  solutions for CMC. 

 For complete information please see the Risk Management 
web page on myCMC Portal at: https://mycmc.coloradomtn.
edu/group/mycampus/risk-management under college depart-
ments or contact the Risk Management Office at ext. 8533.
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Appendix A4

tHe following doCumentS Can Be found on tHe internet: 4

 CMC SYLLABUS FORMAT (under forms)
http://www.coloradomtn.edu/faculty_staff/forms_for_faculty_staff/

 BENEFITS AVAILABLE FOR ADJUNCT FACULTY and PART TIME STAFF
https://mycmc.coloradomtn.edu/group/mycampus/human-resources.  You will be required to login to MyCMC with your user 
name and password.

loCation map 4
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volunteer releaSe form 4

 This Volunteer Agreement is made on ____________________, by and between Colorado Moun-
tain College (CMC) and _____________________________, volunteer.

 Whereas, _______________________________ agrees to volunteer in the following capacity: 
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
_________________

 Volunteer Relationship: It is expressly understood, acknowledged and agreed that:

a. The volunteer is and shall at all times be a volunteer and shall in no way or at any time be 
considered, treated, or deemed an employee of the College and will not receive any compen-
sation of any form.

b. As a volunteer there is no entitlement to workers’ compensation, unemployment, health, dis-
ability, retirement, insurance, vacation, sick leave, or any other College benefits.

c. Volunteer has no authority to bind the College or enter into any contracts or agreements on 
behalf of the College.

d. The volunteer agrees to save, indemnify, and hold the College harmless to the  extent permit-
ted by law, from and against any and all claims, demands, suits, and actions of anyone not a 
party to this Agreement, including without limitation the Volunteer for loss, injury, damage, 
or liability of any kind whatsoever arising directly or indirectly out of the Volunteer’s perfor-
mance.

e. The term of this agreement is for the above stated event and shall not be intended to cover 
other events. 

 Volunteer     Colorado Mountain College

 ______________________________ __________________________________

 Signature     Signature

 ______________________________ __________________________________

 Printed Name    Printed Name

Appendix B4
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 Suggested Guidelines for Colorado Mountain College Faculty and Staff
It is the responsibility of Colorado Mountain College staff and faculty to ensure, to the best of our ability, a safe and appropriate 
learning environment for students and for each other. Even though we are a public institution, a college classroom is considered 
a private place of learning, allowing students a feeling of relative emotional and intellectual safety in which to explore ideas and 
express themselves. Visitors, whether invited or not, can unintentionally or otherwise impact this environment. These guidelines 
have been developed to assist faculty and staff with situations when non-students seek access to the classroom, and how to respond 
to disruptive students or visitors. 

 Please keep in mind that these are only guidelines and do not address every possible scenario that might occur. If you have concerns 
not addressed in this document including, but not limited to, working off site, working evenings, disturbing or suspicious individu-
als, etc., then it is recommended you contact campus security or local law enforcement. Do not hesitate to call 911.

 Definition of visitors to a classroom: Visitors can include guest speakers, reporters, law enforcement officials, or parents, among 
others. Any visitor not invited by faculty should have prior permission by the faculty before entering the classroom. Note that mi-
nors (age 13 or younger) should not be allowed in the classroom as visitors unless there is a specific education component involving 
a child as part of the learning experience. In addition, pets (not including ADA Service Animals) are not allowed. 

 Definition of inappropriate and disruptive behavior: Inappropriate and disruptive behavior is generally defined as behavior that 
impedes the normal daily operations of the College, its classes or events. For online learning courses this may include unaccept-
able use of e-mail that is harassing, intimidating, obscene, abusive to others in the class or disruptive to class discussion. Further 
examples of inappropriate behavior or disruptive behavior include, but are not limited to: 

a. Impaired by alcohol or drugs (in faculty/staff judgment)

b. Threatening, attempting, or committing physical violence against or endangering the health, safety, or welfare of self and/or 
other person(s) in or out of the classroom. This may include abusive language or “hate” speech targeted at groups or individuals 
in the class that impedes learning or causes individuals to feel unsafe.

c. Failure to comply with the oral or written directions of college officials in the performance of their duties in the classroom, on 
college property or at college-sponsored events outside the college. 

d. Interference with instruction including the use of beepers, cell phones or other electronic devices; continuously talking in class 
without being recognized, talking while others are talking or arguing in a way that is perceived by the instructor as harassing, 
intimidating, obscene, or abusive to others in the classroom. 

e. Forcible interference with the freedom of movement of any member or guest of the College.

f. Inappropriate and disruptive behavior may be a violation of the code of conduct. If an instructor is unsure if the behavior war-
rants a code of conduct violation, they should complete an incident report and turn it in within 24 hours to their instructional 
supervisor or campus dean of instruction. Their supervisor will then investigate the situation.

 Emergency removal of a student from a class: Any instructor may direct a student to leave the classroom when his/her behavior 
is such that it interferes with the instructor’s ability to teach or the other students’ ability to learn. Online Learning instructors may 
disable the student from communication (including, but not limited to: e-mail, discussion boards, instant messaging, and chat 
sessions) for the remainder of the specific discussion at hand. Longer suspensions can be done only through written request to the 
Campus Dean of Student Affairs (residential campus) or Campus Vice President (commuter campus). In a circumstance of immi-
nent threat, the Campus Vice President or designee can issue a summary suspension of the student until there is a chance to resolve 
the situation via the Adjudication process. Instructor reminders:

a. Exercise authority in the classroom. 

b. Define academic and behavioral expectations specific to the course and classroom environment. 

c. Provide the leadership students want and expect. 

d. Address emergency response information with each class in a location at the beginning of the academic session.   

e. Call 911 immediately, or ask a student to call, in the event of an emergency. 

f. Report an emergency actions as soon as possible to the instructional supervisor and the Campus Vice President, so the disciplin-
ary/adjudication process for violation of the Code of Conduct can be initiated as needed.

g. Dismiss or lock-down the classroom based on the situation, if, in the instructor’s opinion, there is eminent danger and the safety 
of individuals is threatened. 

h. Document all incidents as soon after the emergency as possible. Remember to include statements from witnesses.

Appendix C4
diSruption of tHe learning environment 4
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 Emergency removal of a student or member of the public from the premises: staff and faculty members may direct a student 
or a member of the public to leave the premises if his/her behavior interferes with College operations or poses a potential threat to 
safety.  When possible, contact a Campus Dean of Student Affairs or Campus Vice President to intervene in the circumstance. If 
not available, the faculty or staff member may proceed with directing the individual to leave the premises. Immediately call 911 if 
assistance is needed. Any actions of this nature must be reported immediately to the Campus Vice President so that the disciplinary/
adjudication process can be initiated as needed.

 Reporters: If a reporter or news photographer approaches you about coming into a class, or if you would like to invite a reporter 
or news photographer into a class, contact the Campus Dean of Student Affairs, Campus Vice President, and the Public Informa-
tion Officer. All such visitors need to be cleared by these administrators before they are permitted access to a classroom, and the 
administrators in turn will get advance permission from the faculty member and students before bringing a reporter or news pho-
tographer into the classroom. This is to ensure that reporters have sufficient background information, that the privacy of students 
and faculty is respected, and that the learning environment is compromised as little as possible. If College administrators and/or the 
faculty member believe such a visitor would cause undue disruption of the learning atmosphere, such access will not be granted. If 
a reporter comes to a classroom unannounced and requests or demands such access, immediately direct them to one of the three 
specified administrators and do not allow them access until they have been cleared.

 Law Enforcement Officials: If a law enforcement official (whether local, state, or federal) should seek access to a classroom or in-
quire about a student, request the officer to first contact the Campus Vice President or designee. If the officer refuses to comply with 
your request, and you confirm visually via uniform, badge, or other ID that he/she is a law enforcement official (in your judgment), 
then do not resist in any way. Immediately notify the Campus Vice President or designee of the circumstances and comply with 
instructions given. 

 Relatives: Do NOT give out a student’s classroom location. If, in your judgment, the individual has an emergency situation then a 
college staff member can take a note to the student in class. Again, DO NOT give out classroom location. 

 Recommendations for deterring or handling disruptions (courtesy of Terry Wilson, Chief of Police, Glenwood Springs):

4 When possible, have a setting where individuals entering the building have eye-to-eye contact with receptionists or other staff as 
this is one of the best deterrents of potential disruption. Avoid allowing individuals to wander “facelessly” through the buildings.

4 Think through in advance what you would do with a disruptive individual – have a plan. Having a plan for getting “back up” is 
the best deterrent. For instance, an instructor might ask a disruptive individual to talk with them in the hallway and while talk-
ing, walk the individual toward the front desk or other area where a 2nd staff/faculty member can intervene and help diffuse the 
situation. A receptionist might program the phone to ring a couple different individuals when intervention, including “subtle” 
intervention, is desired.

4 Don’t let an angry person personalize the conversation. Avoid “I” statements – use “we” statements to diffuse the situation. For 
instance, stating “Can we calm down” or “We need to calm down” versus “I need you to calm down” is best.

4 In the worst case scenario when safety is at risk, run away from the situation and dial 911, and try to keep others from entering 
the facility. If exiting is not an option or the danger is outside the facility, find a hiding place and turn off cell phone ring tones, 
vibrator sounds and remain as quiet as possible. Only fight if your life is in clear and present danger. 

 Additional recommendations from the CMC Emergency Preparedness Plan:

4 If you see a gun in a student’s purse, backpack, etc. calmly excuse yourself. Immediately go to the nearest telephone and notify 
the Police at 911. Contact the Campus Vice President and return to the classroom, carry on as normal and calmly wait for the 
arrival of the Police.

4 If an individual displays strange behavior (belligerent, intoxicated, incoherent), calmly excuse yourself and if it is an imminent 
threat, contact Police at 911. If there is no imminent threat, contact the Campus Student Support Services for crisis intervention 
assistance and counseling. Also contact the Campus Vice President. Return to the classroom and carry on as normal and calmly 
wait for the contacted individuals to arrive.

 Reporting responsibilities of Staff and Faculty members:  
REPORT ANY INCIDENTS IMMEDIATELY TO YOUR SUPERVISOR AND DOCUMENT ALL DETAILS AND  
WITNESS STATEMENTS.

 Each site has an Emergency Preparedness Plan which gives greater detail on “crisis’ situations. Please take time to review this 
manual.
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CopyrigHt poliCy 4
Please remember Colorado Mountain College has a copyright policy and procedure. The purpose of this policy is to give us guide-
lines for what is fair use of copyrighted material and provide for you sample letters to be used when permission for copyrighted 
material is required. In addition, a sample letter for securing copyright permission has been included.

 The faculty and staff of Colorado Mountain College will abide by Public Law 94-553 (1978), as amended by Public Law 95-517 
(1980) and all successive amendments dealing with copyright.

wHat iS fair uSe of CopyrigHted materialS? 4
Fair use allows instructors, media personnel, students, and others working in a nonprofit educational institution to duplicate work 
without permission from or payment to copyright holders. In order to do so, five fair use key criteria must be met.

 They are:

1 Purpose and character of the use, including whether such use is of a commercial nature or is for nonprofit educational purposes. 
In other words, how will the materials be used and by whom?

2 Nature of the copyrighted work. What is the format of the work? Print? Television programming? Music? Software? etc. Each 
format has different allowable uses before permission from the copyright holder is required. 

3 Amount and substantiality of the portion used in relation to the copyrighted work as a whole. In other words, how much of the 
work will be used? How important is the section? Permission from the copyright holder may have to be requested depending 
upon the answers.

4 Effect of the use upon the potential market for or value of the copyrighted work. Will the intended use cause the copyright 
holder to lose sales?

5. Ten percent (10%) of a textbook may be copied by faculty for a one-time use.  Questions should be directed to Yuliya Lef at 
970-468-5989 ext.

rigHtS of tHe CopyrigHt Holder 4
The rights protected by copyright are as follows:

1. Reproduction of the work in any form.

2. Distribution of copies; only the copyright holder may sell, lease, or give away copies.

3. Adaptation into a new form, including new musical arrangements.

4. Performance of the work to include musical presentations, pantomimes, movies, audiovisual formats, pictures and graphs, reci-
tations, dances, plays, and television and radio broadcasts.

Appendix D4
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Appendix E4
faCulty Senate - ConStitution - preamBle 4 This Constitution of the Faculty Senate is established to pro-

vide for the self-governance of the General Faculty and for the full participation of the General Faculty in determining educational 
philosophies, policies, and procedures of Colorado Mountain College (the College).

 Nothing in this Constitution shall be interpreted to contravene the laws of the State of Colorado and/or the statutory authority of 
the Board of Trustees of Colorado Mountain College.

1. The General Faculty

 1.1. Membership. The General Faculty consists of all Full Professors, Associate Professors, Assistant Professors, Instructors,  
   and Adjunct Faculty.

 1.2. Function. The General Faculty is self-governing, subject to the ultimate authority of the College President and the  
   Board of Trustees. The functions of the General Faculty are to comment on, or to formulate and recommend, college  
   policies, procedures, and other items affecting them.

 1.3. Meetings

   1.3.1. Faculty Senate may convene meetings of the General Faculty.

   1.3.2. Twenty-five or more faculty may petition Faculty Senate to convene a meeting of the General Faculty. Faculty  
            Senate will convene such a meeting within a reasonable time after receipt of the petition.

   1.3.3. The President of the Faculty Senate will preside at meetings of the General Faculty.

   1.3.4. Meetings of the General Faculty (and its designated subcommittees) will be conducted in accordance with  
            parliamentary rules as contained in the latest edition of Robert’s Rules of Order.

   1.3.5. A quorum consists of a simple majority of the General Faculty. Members of the General Faculty must be present  
            to vote; no proxies will be permitted.

   1.3.6. In the absence of a General Faculty vote or referendum, the Faculty Senate serves as the representative body of  
            the General Faculty.

2. The Faculty Senate

 2.1. Membership

   2.1.1. The Faculty Senate includes the following members elected from the General Faculty: a President, a President- 
            Elect, a Vice President for Adjunct Faculty Affairs, a Vice President-Elect for Adjunct Faculty Affairs, two  
            Senators from each residential campus, and one Senator from each commuter site. The outgoing President of the  
            Faculty Senate will remain a member of Faculty Senate for one semester after the conclusion of his or her regular  
            term.

   2.1.2. The Faculty Senate should attempt to achieve a membership balance between transfer studies faculty and  
             occupational faculty.

   2.1.3. The membership is elected by the General Faculty members of the campus they represent. Membership is  
             initially for a one- or two-year term.

 2.2. Function. The function of the Faculty Senate is to serve as the representative governing body of the General Faculty  
   and as part of the college-wide decision-making process. The Faculty Senate will ascertain faculty opinions on policies,  
   procedures, and other items that affect the General Faculty and articulate and communicate these opinions as  
   participants in the college-wide decision-making process.
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Appendix F4
faCulty Senate - By-lawS 4

1. Elections.

 1.1 Elections of Faculty Senators are held in March of each Spring Semester.

 1.2. Faculty Senators should be elected on a staggered basis for one or two years, as determined by the General Faculty of the  
   campus they represent.

 1.3. The terms of office for all Faculty Senators start at the beginning of the Fall Semester.

 1.4. If a Faculty Senator is absent for two consecutive meetings, the President of the Faculty Senate will notify a faculty  
   representative of the campus whom that Faculty Senator represents.

2. Function of Faculty Senators as Campus Representatives. It is the function of a Faculty Senator to present the opinions of the 
General Faculty of the campus they represent, inform them of matters discussed at Faculty Senate meetings, and make available 
to them the agendas and minutes of all Faculty Senate meetings.

3. Roles and responsibilities of Faculty Representatives to the College-Wide Decision-Making Process. It is the function of the 
Faculty Representatives to the college-wide decision-making process (as defined in Section 7.3) to represent the views of the 
General Faculty. These Faculty Representatives will be responsible for gathering information regarding faculty positions on is-
sues, submitting agenda items in a timely manner, participating fully in proceedings, and communicating content and results of 
proceedings to the Faculty Senate and to the General Faculty.

4. Removal of Faculty Senators.

 4.1. Faculty Senators may be recalled or expelled from office.

 4.2. The General Faculty may petition the President of the Faculty Senate to recall a Faculty Senator. If a recall is signed by at  
   least twenty-five percent of the General Faculty of the campus of the Faculty Senator, the President of the Faculty Senate  
   will call for a recall election by secret ballot.

 4.3. A two-thirds vote of the Faculty Senate is required for expulsion of a Faculty Senator. If a Faculty Senate votes for expulsion  
   of the Senator, the President of the Faculty Senate will then call for an election at the affected campus to fill the vacancy.

5. Meetings.

 5.1. The Faculty Senate meets monthly.

 5.2. Special meetings of the Faculty Senate may be called by the President of the Faculty Senate as needed.

 5.3. Times and places of meetings are announced in the agenda. The President of the Faculty Senate will conduct these meetings  
   by interactive video conferencing or telephone conference call whenever feasible.

 5.4. Faculty Senate meeting agendas and minutes are distributed to the College President, College Vice Presidents, and Faculty  
   Senators.

 5.5. The President of the Faculty Senate presides at meetings of the Faculty Senate.

6. Quorum.

 6.1. A majority of the Faculty Senators (or their alternates) constitutes a quorum.

 6.2. When a quorum exists, meetings of the Faculty Senate may be conducted by the President-Elect (or his or her designee) or  
   the Vice-President for Adjunct Faculty Affairs if the President of the Faculty Senate is absent.

 6.3. When a quorum exists, a vote of the majority of Faculty Senators present is considered an act of the entire Faculty Senate,  
   unless the vote of a greater number is required.

 6.4. The Faculty Senators may agree, by a majority vote, to permit voting by proxy, absentee ballot, or secret ballot.

7. Operation of the Senate.

 7.1. The Executive Committee, composed of the President, President-Elect, Vice President for Adjunct Faculty Affairs, Vice  
   President- Elect of Adjunct Affairs, and Secretary of the Faculty Senate, is responsible for preparing and  distributing  
   agendas and minutes of Faculty Senate meetings to the College President, College Vice Presidents, and Faculty Senators.

 7.2. Any member of the college community may appear on the agenda of a Faculty Senate meeting. A request to appear on the  
   agenda should be submitted to a member of the Executive Committee at least three days before the scheduled meeting date.  
   The Faculty Senate may invite, by a majority vote of Faculty Senators present, any individual to appear on the agenda of the  
   meeting of the Faculty Senate on any matter.
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 7.3. Members of the General Faculty may attend Faculty Senate meetings as observers. Any such observers may address the  
   Senate.

 7.4. The Faculty Senate or the Executive Committee may invite any person to participate without vote in its deliberations.

 7.5. All Faculty Senate Committees must submit their minutes, recommendations, and comments to the Executive Committee.

 7.6. The General Faculty may direct the Faculty Senate to establish standing and ad hoc committees. 

 7.7. Faculty Senate recommendations require a simple majority vote and are communicated by the Executive Committee to the  
   appropriate college personnel.

 7.8. Meetings of the Faculty Senate will be conducted in accordance with these Bylaws and with parliamentary rules as  
   contained in the latest edition of Robert’s Rules of Order.

8. Recommendations.

 8.1. Matters may be submitted to the Faculty Senate for consideration by

   • A Faculty Senate Committee, 

   • A College Committee,

   • A petition of 10% of the General Faculty,

   • The College President, College Vice Presidents, or individual faculty.

 8.2. All such matters should be submitted to the President of the Faculty Senate in writing. The Faculty Senate considers those  
   matters with college-wide implications.

 8.3. The Faculty Senate shall provide representatives to the college-wide decision-making process. The Faculty Senate will  
   appoint two representatives to the College Leadership Team, two to the Resource Allocation Team, and two to the  
   Instructional Leadership Team. The faculty will be fully participating members in these decision-making groups.

 8.4. Items to be submitted for consideration by the college-wide decision-making process shall be presented to the appropriate  
   administrative assistant 14 days in advance so agendas can be distributed to participants 10 days in advance of the meeting.

 8.5. The communication channel between faculty and the Board of Trustees is through the College President.

9. Faculty Senate Committees.

 9.1. Structure and Function

   9.1.1. The Faculty Senate may establish ad hoc and standing committees.

   9.1.2. The Faculty Senate determines the membership of committees and terms of office of committee members.

   9.1.3. Committee members may be removed by a majority vote of the Faculty Senate.

   9.1.4. Committees must report their activities to the Faculty Senate on a regular basis. They should submit all comments  
            and recommendations to the Faculty Senate for action.

   9.1.5. The Faculty Senate—not its committees—is the final authority on the position of the faculty in the absence of a  
            General Faculty vote or referendum.

  9.2. A Majority of the members of a college-wide Faculty Senate Committee shall constitute a quorum.

10. Officers. 

 10.1. The Faculty Senate officers include a President, President-Elect, Vice President for Adjunct Faculty Affairs, Vice President- 
     Elect for Adjunct Affairs, and a Secretary.

 10.2. Election of Officers.

   10.2.1. The Faculty Senate elects a President-Elect from the Faculty Senate or from the General Faculty. The President-Elect  
              is elected by a simple majority of the Faculty Senate by secret ballot. The term of office of the President-Elect is one  
              year preceding the year in which he or she assumes the duties of President. The term of office of the President is also  
              one year. The position of President will be rotated among the three residential sites and the commuter sites.

   10.2.2. The Faculty Senate elects a Vice President-Elect for Adjunct Faculty Affairs from among those adjunct faculty  
              members nominated by the instructional supervisors or self-nominated. The term of office of the Vice President- 
              Elect for Adjunct Affairs is one year preceding the year in which he or she assumes the duties of Vice President of  
              Adjunct Affairs. The term of office of Vice President of Adjunct Affairs is also one year. The position of Vice  
              President-Elect for Adjunct Affairs will be rotated among the three residential sites and the commuter sites when  
              possible.

   10.2.3. The Faculty Senate elects a Secretary from the Senate Membership or the General Faculty. The term of office of the  
              Secretary is one year. 
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 10.3 Duties of the Officers.

   10.3.1. The President. The President performs all duties consistent with the responsibility of the office, including:

    • Presiding at all Faculty Senate meetings and voting only in the case of a tie.

    • Assembling and distributing the meeting agendas.

    • Serving, or appointing a designee (subject to the approval of the Faculty Senate) to serve, the College Leadership  
      Team, the Resource Allocation Team and the Instructional Leadership Team. 

    • Attending Board of Trustees meetings.

    • Forwarding written Faculty Senate recommendations to the appropriate decision-making group.

    • Communicating with the College President and College Vice Presidents on issues of faculty interest.

    • Providing recommendation of faculty appointment to all college committees.

    • Serving as an ex-officio member of all Faculty Senate Committees.

    • Representing the faculty at all official functions of the College.

    • Acting as a representative of Colorado Mountain College faculty to the community.

   10.3.2. The President-Elect. The President-Elect has the following duties:

    • Preparing to serve on the College Leadership Team, the Resource Allocation Team and the Instructional  
      Leadership Team by shadowing the President when possible.

    • Attending Board of Trustees meetings.

    • Preparing to assume the duties, rights, and powers of the President in the following year.

    • Assuming all the duties, rights, and powers of the President when the President cannot fulfill these duties.

    • Voting, except when acting as President. When acting as President, the President-Elect votes only in case of a tie.

   10.3.3. The Vice President for Adjunct Faculty Affairs. The Vice President for Adjunct Faculty Affairs has the  
              following duties:

    • Representing the interests and concerns of the Adjunct Faculty in the Faculty Senate.

    • Serving, or appointing a designee (subject to the approval of the Faculty Senate) to serve, on the College  
      Leadership Team, the Resource Allocation Team and the Instructional Leadership Team.

    • Attending Board of Trustees meetings.

    • Presiding over meetings of the Faculty Senate in the absence of the President and President-Elect.

    • Presiding over one adjunct faculty meeting during the Fall Semester and one adjunct faculty meeting during the  
      Spring Semester.

    • Voting, except when acting as President. When acting as President, the Vice-President votes only in case of a tie.

   10.3.4. The Vice President-Elect for Adjunct Affairs has the following duties:

    • Preparing to serve on the College Leadership Team, the Resource Allocation Team and the Instructional 
      Leadership Team by shadowing the Vice President for Adjunct Affairs when possible.

    • Preparing to assume the duties, rights, and powers of the Vice President for Adjunct Affairs in the following  
      year.

    • Assuming all the duties, rights, and powers of the Vice President for Adjunct Affairs when the Vice President for  
      Adjunct Affairs cannot fulfill these duties.

   10.3.5. The Secretary has the following duties:

    • Recording the minutes of all Faculty Senate and General Faculty meetings.

    • Maintaining a record of the disposition of all Faculty Senate resolutions.

    • Maintaining a file of all official Faculty Senate business.

    • Maintaining the official membership roll and record of attendance at Faculty Senate meetings.
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 10.4. Release Time and Compensation for Officers

   10.4.1. The President

    Summer Semester:  3 credit hours pay at adjunct rate. 

    Fall Semester: 6 credit hours release time.

    Spring Semester:  6 credit hours release time.

   10.4.2. The President-Elect

    3 credit hours release time to be taken during the fall or spring semester.

   10.4.3. The Vice President for Adjunct Faculty Affairs

    Summer Semester: 3 credit hours pay at adjunct rate.

    Fall Semester: 6 credit hours pay at adjunct rate.

    Spring Semester: 6 credit hours pay at adjunct rate.

   10.4.4. The Vice President-Elect for Adjunct Faculty Affairs

    Paid the standard adjunct meeting rate for attending meetings.

   10.4.5. The Secretary

    One academic/professional conference paid for by CMC’s President’s Office.

 10.5. Removal of Faculty Senate Officers. The President and President-Elect serve at the discretion of the Faculty Senate and  
     may be removed from office by a two-thirds vote of the Faculty Senate.

11. Amending the Bylaws. The Bylaws of the Faculty Senate may be amended by a simple majority vote of the Faculty Senate.
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faCulty evaluation aBStraCt 4

profeSSional development and ContinuouS improvement plan  4

ABSTRACT 
Colorado Mountain College is committed to excellence in instruction through the training and evaluation of faculty and instruc-
tional support services. Through consistently monitoring and improving the classroom experience of students and the instructional 
effectiveness of the faculty, it is our goal to improve student learning.  Additionally, the Professional Development and Continuous 
Improvement Plan serves as a factor in consistent personnel decisions that support the goals of CMC, including the development of 
faculty.

 Philosophical Statement: The evaluation of instructors is the responsibility of the instructional supervisor.  The Instructional super-
visor may seek the assistance and counsel of others as necessary (e.g., Assistant Campus Deans, Deans, discipline-specific faculty, 
counselors, and veteran teachers) to effectively complete the evaluation system.

 I. PURPOSE

  1. The purpose of this document is to allow faculty and their supervisor the opportunity to develop a plan that meets the needs  
  of the individual, the college, and improves learning for all involved.  

  2. The Faculty Professional Development and Continuous Improvement process follows a comprehensive approach to  
  reviewing and evaluating the activities of faculty members within their four major roles – teaching effectiveness, service,  
  professional development and activities, and service to students.  

  3. The evaluation process allows faculty members the opportunity to place greater emphasis on one or more of the four major  
  roles in a given year.

 II. OBJECTIVES

  1. Formative:

   •  To arrive at a mutual understanding of our general institutional goals as well as specific instructional goals

   •  To foster an understanding of how faculty achieve these goals

   •  To help faculty improve their teaching performance and student learning

   •  To promote communication among faculty, supervisors, administrators, and students

   •  To increase the effectiveness and efficiency of all faculties, both full-time and adjunct, working as a collaborative team

  2.  Summative:

   •  To gather information to help determine both individual and institutional development activities

   •  To gather information for consideration in decisions pertaining to retention, salary, and promotion

   •  To help maintain an inventory of faculty as a resource to the institution

   •  To assess the effectiveness of faculty

Appendix G4
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 III. ELEMENTS 
 The CMC Faculty Evaluation System includes the following elements:

  1. Forms and Documents:

   •  Classroom Observation Form

   •  Student Ratings of Instruction - IDEA (Individual Development and Educational Assessment)

   •  Faculty Appraisal of College Services Form

   •  Faculty Self-Evaluation Form

   •  Faculty Professional Development and Continuous Improvement Evaluation System

  2. Implementation:

   •  A commitment by Faculty, instructional supervisors, Site Administrators, and other College personnel to use the system  
      consistently;

   •  IDEA evaluation efforts to occur at midterm rather than end of term;

   •  The complete Faculty Professional Development and Continuous Improvement Evaluation Plan System must occur with  
      every full-time faculty member once each year prior to the new academic year; Appraisal of College Services, classroom  
      observation and IDEA (student ratings) once per year;  

   •  IDEA, Classroom Observation, and Appraisal of College Services to occur with every adjunct faculty member in the first  
      semester of instruction and on a regular basis thereafter;

   •  Conferencing is an integral part of the Faculty Evaluation System and should follow the classroom observation and IDEA  
      administration as soon as possible after the results have been received by the instructional administrator;

   •  IDEA administration to ensure anonymity of student;

   •  Accumulation, storage and use of data to occur at instructional delivery sites using secure site personnel files;

   •  Directions for use of instruments printed on the forms;

   •  An annual review of the Faculty Evaluation System may be conducted to assure its effectiveness and efficiency by college  
      administration and Faculty Senate.

  3. Training

   •  The Faculty Professional Development and Continuous Improvement Evaluation Plan System will include a consistent  
      training program for all staff and faculty who use or are affected by the System.

   •  The elements of the Faculty Professional Development and Continuous Improvement Evaluation Plan System are parts of  
      a unitary whole.  No one instrument or evaluative procedure should be employed without employing all appropriate  
      others.

 IV. AREAS OF APPRAISAL

  The Faculty Evaluation System will evaluate CMC’s effectiveness in achieving institutional and instructional goals. Instruments  
 of the system will focus on areas of appraisal of the teaching-learning process.  Areas of appraisal include:

   Teaching Effectiveness 
  Service 
  Professional Development and Activities 
  Advising

 Please see APPENDIX H for the Faculty Evaluation and Continuous Improvement System. All documents are posted on the CMC 
Portal at https://mycmc.coloradomtn.edu.



38

full-time faCulty evaluation and ContinuouS improvement plan form 4

Faculty Member: ____________________________

Date: ____________________________

GOAL OF THE SYSTEM 
The purpose of this document is to allow a faculty member and his/her supervisor the opportunity to develop a plan that meets the 
needs of the individual and the college while promoting continuous improvement in teaching and learning. The Faculty Evalua-
tion and Continuous Improvement process follows a comprehensive approach to planning, reviewing, and evaluating the activities 
of faculty members within four major roles: teaching effectiveness, service to college and discipline, professional development and 
activities, and service to students. This is a pilot document, any feedback or suggestions after its use should be directed to the St. 
VPAA prior to July 1, 2013.

INSTRUCTIONS
It is recommended that the goal setting process be completed during the last half of the spring semester, or the beginning of the fall 
semester (no later than October 1), in order to begin the annual cycle. The “Assessing Improvement” process is to be completed dur-
ing the spring semester of the annual evaluation cycle (no later than May 1).

GOAL SETTING PROCESS

1.  A faculty member, with his/her supervisor, will review the “required checklist items” (see page 2), and discuss and document, 
using the space provided on each page, how and when these will be completed.

2.   A faculty member, with his/her supervisor, will determine and document goals for the academic year for each of the four major 
role categories: teaching effectiveness, service to college and discipline, professional development and activities, and service to 
students.

3.   A faculty member, with his/her supervisor, will assess and score completion of (or progress on) goals at a later date (see “Assess-
ing Improvement” below).

  a. Competence, progress, and improvement within the 4 role categories will be measured on a 0 to 4 point scale. See  
  accompanying rubric for more detail.

  b. The Teaching Effectiveness score will count double in the final scoring.

  c. Satisfactory completion (determined by faculty and supervisor) of goals within each role will earn the faculty member up to  
  the maximum score per category.

ASSESSING IMPROVEMENT

The supervisor and faculty member will meet to review the previous academic year’s Faculty Evaluation and Continuous Improvement 
Plan. The following steps must be completed.

1.   Completion of required checklist items is assessed.

2.   Points are assigned to each category on a zero (0) to four (4) scale. See the attached rubric for more detail.

3.   Based on checklist completion and awarding of scores, faculty and supervisor develop a plan for the next academic year. As the 
awarding of scores may still be subjective, points are meant not for comparison against other faculty, but rather for comparison 
with one’s previous years’ performance with the end goal of continuous improvement in mind. Scores should help faculty “pin-
point” areas needing the most improvement and thus drive goal setting for the next year.

 Please note: This classroom observation and IDEA (student ratings) are to be completed once per year (minimum). Details can be 
found in the Curriculum and Instruction Manual.

In an effort to simplify the tracking of faculty Continuous Improvement, the following checklist and evaluation sheet has been created.

Appendix H4
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Check-list items (these items are required of all full-time faculty)

Item Demonstrated
Not 

Demonstrated
Needs  

Improvement

Office hours (a minimum of five hours) posted, pub-
lished on syllabi and conducted.
Syllabi completed, submitted and published for stu-
dents.
Course outcomes assessment – if any course is part of 
the college wide assessment plan, was the assessment 
administered and results reported?
Final grades posted to web advisor in a timely fashion. If 
not, appropriate paperwork completed and submitted.

Attend CMC in-service(s).

Attend campus in-service(s) and events.

Full course load planned and discussed with supervisor.

Campus specific checklist items e.g. submission of final 
exams.

Plan for fulfillment:

Faculty Member: ____________________________
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Date: ____________________________

Teaching is a majority of a faculty members responsibility, thus it represents the majority of one’s continuous improvement.

Teaching Effectiveness may include one or more of the following items: 16 Points

4Appropriate progress of material in each course taught

4Course structure and preparation

4Learning outcomes and classroom assessment

4Aligning curriculum and/or coordinating with accreditation agencies as appropriate

4Learning and implementing a variety of teaching styles

4Understanding various learning styles

4Professionalism

4Risk management protocols

4Coordinate clinical opportunities, as appropriate

4Provide a safe learning environment

4Special needs and knowledge of other services

4Coordinate community resources

4Discipline specific (other): ___________________________________________________________________________

Goals:

Demonstrated Actions/Proofs:

Category Score Possible Score

1 Self Evaluation – documented insights 4 Points

2 Classroom Observation by Supervisor 4 Points

3
Peer Review – completed by faculty or for another faculty member  

(every other year for each: one year complete a review of a peer,  
next year have a peer review you)

4 Points

4 Student Ratings of Instruction  
(IDEA or other generally accepted method) use of results

4 Points

5 Total Points Earned (sum lines 1 – 4) 16 Points

Part A Score (line 5 divided by number of categories evaluated) 4 Points

Faculty Member: ____________________________
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Date: ____________________________

Service to college and discipline may include one or more of the following items: 4 Points

4 Committees: campus, college-wide, state, national associations, international associations, and others.

4 Mentor peers and participate in peer mentoring within discipline: observe other faculty; peer mentor other faculty; mentor in 
provisional period for new faculty; participate in peer mentoring by being observed by peers

4 Service to discipline: individual research; developing/advancing instructional technology; other involvement including college-
wide assessment: modify, develop, and maintain curriculum, work with discipline to develop and implement a comprehensive 
assessment plan; track learning outcomes using TaskStream or other methods; revise curriculum in light of assessment data.

4 Service to the Community: voluntary service to the community such as, but not limited to serving on committees. This service 
provides a connection between CMC and the community and also serves to promote CMC’s presence in the community.

Goals:

Demonstrated Actions/Proofs:

Category Score Possible Score

1 Service to College 4 Points

Faculty Member: ____________________________
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Date: ____________________________

Professional Development and Activities – personal stuff that makes you better! 4 Points

4 Continuing Education: continuing certification in discipline, graduate coursework and conferences, practical experience in field, 
in-house trainings, orientation for new faculty

4 Sharing expertise in discipline: grant writing, publishing, exhibitions, performances, presentations, conferences, other

Goals:

Demonstrated Actions/Proofs:

Category Score Possible Score

1 Professional Development 4 Points
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Faculty Member: ____________________________

Date: ____________________________

Service to Students: 4 Points

4 Academic & CTE advising (formal, assigned in Datatel) of students: Program specific advising

4 Participation in student activities: orientation, convocation, assisting parents/students with questions, career advising, recruitment 
of students, advising student organizations, testing (not related to course load), Student Appreciation Day, Common Reader 
work, work with student services personnel in advisement of students, club advising, other.

Goals:

Demonstrated Actions/Proofs:

Category Score Possible Score

1 Service to Students 4 Points

Special consideration or circumstances that should be considered during this semester:

4 Re-assignment time: eg.: Discipline Coordinator, Faculty Senate, Lead Faculty, Project Chair or Participant, Other.

4 Will you be developing a portfolio this year?   YES   NO
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Faculty Member: ____________________________

Date: ____________________________

  Summary:

Category Score Possible Score

1 Teaching Effectiveness 4 Points

2 Part A Score – line 1 times 2 4 Points

Part B

3 Service to college and discipline 4 Points

4 Professional Development and Activities 4 Points

5 Service to Students 4 Points

6 Part B Total – Sum lines 3 through 5)

7 Part B Score – Line 6 divided by 3

Weighted Average of Part A & B – Sum lines 2 and 7 and divide by 3 4 Points
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Appendix I4
faCulty workload form 4

Name ___________________________________________________ Date___________

1. Course load anticipated for upcoming fall, spring and summer 

  Fall  ___________credit hours Office Hr/week: ___________

  Spring  ___________credit hours Office Hr/week: ___________

  Summer ___________credit hours Office Hr/week: ___________

  1a) Description of approved release time:

   Fall  ___________credit hours

   Spring   ___________credit hours

   Summer ___________credit hours 

2. Campus and/or College Committees and average hrs/week:

3. New Course Preparation (if applicable) Description and average hrs/week: 

4. Individual Research (if applicable) Description and average hrs/week: 

5. Other responsibilities associated with faculty status (attending or presenting at work-shops/seminars/conferences/in-
services): 

6. Special consideration or circumstances that should be considered during this semester:
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faCulty advanCement SCore SHeet 4

Candidate Name _____________________________________________ Score__________
Cover letter

1. Teaching, Student Support, and Performance    Points-60 Score  
Resume 
Faculty Evaluations and Observations 
 Supervisor 
 Student 
 Self evaluation 
 Workload Form 
Letters of recommendation 
 Campus Vice President (REQUIRED) or Director 
 Instructional Supervisor (REQUIRED) 
 Mentor 
 Student Affairs 
 Peers 
 Students 
Student guidance and academic advising 
List of Courses Taught 
Syllabus

2. Service to the College      Points-10 Score 
Preface 
Committee Work  
 Contribution and date
 Campus 
 College-wide 
 State 
 National 
 International 
Curriculum Development 
 Assessment Work
 Provisional Mentoring
Program Development 
Recruitment of Students 
 Activities, flyers, articles, ads
Student Organizations Advising

3. Service to Discipline/Professional Development   Points-10 Score 
Preface 
Professional Development 
 CMC In-services
 Organization and date 
Professional Activities and Associations 
Awards/Honors 
Scholarly and Creative Activities 
 Research  Presentations  Continuing Ed
 Publish  Advanced degrees  Grants 
 Certifications Graduate coursework Exhibits/ Performances

4. Service to the Community     Points-10 Score 
Preface 
Community Activities and Involvement 
 Organization, role, and date
Shared Activities with Schools 
 Role and date
Partnerships

10 points to be applied to one of the above categories, at the faculty member’s discretion, for a total of 100 points.

Appendix J4
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full-time faCulty, proviSional StatuS4

 Full-time faculty hired as of August 2010 will be on a provisional contract for two years (four semesters).  Newly-hired faculty 
members who have multiple years of experience in higher education are not exempt from “provisional status.”  The process outlined 
below is intended to help a new faculty member become acquainted and connected with CMC, grow as a professional, and ulti-
mately, improve student learning and success.  This process is intended to help not only the provisional faculty member but also the 
institution, as we continue to open opportunities for dialogue about student success.  The relationship between provisional faculty 
member, mentor, and instructional supervisor is intended to open up that dialogue.

 ORIENTATION 
In order for provisional faculty to become active participants within CMC, they need to be properly informed about the institu-
tional and campus culture.  This will be done by way of a two-day orientation at Central Services in Glenwood Springs as well as a 
campus-specific orientation. 

  I. Orientation at Central Services 
  The two-day orientation at Central Services will take place two days prior to the first day that all faculty return to their 
  respective campuses.  This time is intended to serve the following purposes: (a) inform provisional faculty about the  
  institution, policies/procedures and resources in a coherent, consistent way; (b) connect provisional faculty in a more direct  
  way with the key operations at Central Services; (c) build camaraderie and a support network among provisional faculty.  

   The two-day orientation at Central Services will include:

   1.  Face-to-face introductions with individuals directly connected to the work of faculty, including, but not limited to,  
       the following: 
   a. President 
   b. Senior Vice President of Academic Affairs 
   c. Assistant Vice Presidents of Academic Affairs 
   d. Faculty Senate President 
   e. Human Resources Personnel 
   f. Instructional Supervisors

   2. Information on CMC’s mission, vision, and strategic plan

   3.  Overview of CMC’s organizational structure

   4.  Overview of provisional process 
   a. Role of Mentor 
   b. Role of Instructional Supervisor 
   c. Observations/Evaluations

   5.  Review of Faculty Manual and Job Description/Expectations

   6.  Highlights from Curriculum and Instruction Manual

   7.  Overview of college-wide assessment efforts 

   8.  Review of promotion process and expectations for promotion portfolio

   9.  Ordering name badges, one card, business cards

   10. Overview of policy and completion of paperwork: 
   a. Network and Email Access 
   b. Sexual Harassment 
   c. FERPA 
   d. Safety – Completion of Safety Modules 
   e. Risk Management
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   11. Technology Instruction/Training 
   a. Using the Service Desk 
   b. Navigating the CMC Web site and Faculty Portal 
   c. WebAdvisor 
   d. Blackboard 
   e. Elluminate Live 
   f. SmartBoard 
   g. Virtual Library 
   h. IVS

   12. Overview of professional development opportunities 
   a. EDU222 
   b. Office of Innovations in Teaching and Learning 
   c. Professional Development Funding (campus-specific)

   13. CMC Faculty-of-the-Year presentation on some aspect of teaching and learning

   14. Dinner gathering of provisional faculty and faculty mentors

  II. Campus Orientation 
  The orientation at the provisional faculty’s home campus will take place in the week that all faculty return to campuses.  
  This time is intended to serve the following purposes: (a) inform provisional faculty about the campus culture, policies/ 
  procedures and resources in a coherent, consistent way; (b) connect provisional faculty in a more direct way with their  
  campus. 

  The campus orientation will include:

   1.  Face-to-face introductions with individuals directly connected to the work of the campus, including, but not  
       limited to, the following: 
   a. Instructional Supervisor/Program Director 
   b. Discipline Chair/Director   
   c. Lead Faculty 
   d. HR Liaison 
   e. Administrative Assistants 
   f. Physical Plant 
   g. Business Office Personnel 
   h. Bookstore 
   i. Student Services Staff 
   j. Disabilities Coordinator 
   k. Tutoring/Learning Lab Staff 
   l. IT Staff

   2. Tour and Map of the Campus

   3.  Overview of organizational structure at the campus (a who’s who of the campus)

   4.  Securing keys

   5.  Ordering name plates for office doors

   6.  Instruction in copier usage, ordering office supplies, security, sending and receiving mail, parking, reserving rooms/ 
       equipment

   7.  Overview of policy and completion of paperwork: 
   a. Leave Forms/Who to call when ill 
   b. Physical Plant work requests 
   c. Emergency procedures

   8.  Technology Instruction/Training 
   a. Computer Access/Setup 
   b. Voicemail Access/Setup 
   c. Email check
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   9.  Meeting with mentor and instructional supervisor to include the following: 
   a. Utilization of Syllabus Template 
   b. Information on IDEA evaluations 
   c. Review of provisional process (mentoring/evaluations) 
   d. Completion of Faculty Evaluation and Continuous Improvement Form 
   e. Completion of Faculty Workload Form 
   f. Expectations for non-teaching campus responsibilities (e.g., advising, meeting attendance, trainings, etc.) 
   g. Overview of discipline-level responsibilities (e.g., assessment, meetings, etc.)

 OBSERVATION/EVALUATION OVERVIEW 
Over the course of four semesters, provisional faculty will participate in collaborative observations/evaluations of their devel-
opment as a professional and their service to the institution.  Assigned mentors will observe the provisional faculty member 
teaching in the classroom at least twice (as outlined below) and will have regularly scheduled meetings with assigned faculty. At 
the end of each semester, a Provisional Faculty Review will be completed alongside a provisional faculty mentor-instructional 
supervisor discussion.  These provisional faculty reviews will be housed in the faculty member’s file in Human Resources and 
will document the individual’s progress.  This record is intended to demonstrate that provisional faculty members have effec-
tively met the obligations of the position so that they can move forward from provisional status with the college.

 The steps within each semester must be completed in sequential order, unless otherwise noted. 

  A. SEMESTER 1 
  The focus in the first semester will be on teaching and learning and will include the following components:

   a. Provisional Faculty Member Observes a Peer’s Classroom 

   Within the first three weeks of the semester, the provisional faculty member will observe a colleague’s classroom. 
  The colleague does not have to be the provisional faculty’s assigned mentor.  During this observation, however, the  
  provisional faculty will use the same “Instructor Effectiveness and Development Classroom Observation” form located 
  on the CMC portal: https://mycmc.coloradomtn.edu/web/mycampus/home;jsessionid= 
  6748D24A4B40CDD9A1F0FDF6FCFAE3B3 

   After the observation, the provisional faculty will meet with their colleague to discuss the observation.  This is meant to  
  provide the provisional faculty member with an opportunity to see the observation form in practice and have a  
  discussion with a colleague about teaching effectiveness.  

   b.Mentor Observes Provisional Faculty’s Classroom

   Between weeks 3-12 of the semester, the provisional faculty member will be observed by their mentor.  Prior to the  
  observation, the provisional faculty member completes the Pre-Observation Form (CMC Portal) and sends this to their  
  mentor along with a copy of their course syllabus and class schedule.

   When the mentor observes the provisional faculty, they will use the “Instructor Effectiveness and Development  
  Classroom Observation” form; however, the mentor will be focusing on the following questions:

    i. Does the faculty member’s syllabus contain clearly written learning objectives and outcomes?

    ii. Does the day’s lesson have a clear relationship to the stated objectives and outcomes?

    iii. Is there appropriate scope/sequencing in the course schedule?

    iv. Are classroom policies clearly articulated in the syllabus, and does the faculty member uphold these  
       policies within the classroom?

    v. Does the faculty member use effective classroom management strategies?

   Within two weeks after the observation, the mentor and faculty member visit face-to-face to discuss what was  
  observed.  After discussion, the mentor sends the completed observation form to the provisional faculty member and  
  instructional supervisor for placement in the provisional faculty member’s file.  

   c. Instructional Supervisor Observes Provisional Faculty’s Classroom

   Between weeks 3-12 of the semester, the provisional faculty member will be observed by their instructional supervisor.  
  (This observation may coincide with the mentor observation of provisional faculty.  The decision as to whether these  
  two can be folded into one class visit will be made through discussion among provisional faculty, mentor, and  
  instructional supervisor.)
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   Prior to the observation, provisional faculty members complete the Pre-Observation Form (see resources/documents  
  section below) and send it to the instructional supervisor. 

   When instructional supervisors observe provisional faculty, they will use the “Instructor Effectiveness and Development  
  Classroom Observation” form.

   Within two weeks after the observation, the instructional supervisor and provisional faculty member will visit face- 
  to-face to discuss what was observed. After discussion, the instructional supervisor forwards the completed observation 
  form to the provisional faculty member and mentor.  The instructional supervisor places a copy of the observation  
  form within the provisional faculty member’s file and forwards the original to Human Resources.

   d. Instructional Supervisor, Mentor, Provisional Faculty Meet

   In the last two weeks of the semester, the instructional supervisor, mentor, and provisional faculty member will meet to  
  complete three tasks:

    i. Revisit the Faculty Evaluation and Continuous Improvement System Form: Do current goals need to be  
     revised?

    ii. Complete Provisional Faculty Review 

                1. If significant “issues” are noted in the progress report, these will be documented and addressed  
    in a Warning/Action-Improvement Plan.  In the subsequent semester, these issues must be 
    adequately addressed/eliminated by the stated dates (no later than the end of the semester).   
    Failure on the part of provisional faculty member to make these improvements will factor into  
    contract renewal. 

    iii. Evaluate the mentor-mentee relationship

  B. SEMESTER 2 
  The focus in the second semester will again be on teaching and learning, with a more specific focus on student 
  engagement.  This semester will include the following components:

   a. Mentor Observes Provisional Faculty’s Classroom

   Between weeks 3-12 of the semester, the provisional faculty member will be observed by their mentor.  Prior to the  
  observation, the provisional faculty member completes the Pre-Observation Form (see resources/documents section  
  below) and sends it to their mentor.  

   When mentors observe provisional faculty, they use the “Instructor Effectiveness and Development Classroom  
  Observation” form; however, the mentor will be focusing on the following questions:

    i. What methods does the faculty member use to engage their students?

    ii. Does the lesson engage multiple intelligences/learning styles?

    iii. Are all students actively engaged?

    iv. Has the faculty member shown improvement in the “Areas Needing Improvement” section (Part III,  
       Summary section of the form) of Semester 1’s observation forms (of both mentor and instructional  
       supervisor)?  

   Within two weeks after the observation, the mentor and faculty member visit face-to-face to discuss what was  
  observed.  

   After discussion, the mentor forwards the completed observation form to the provisional faculty member and  
  instructional supervisor for placement in the provisional faculty’s file.

   b. Instructional Supervisor Observes Provisional Faculty’s Classroom

   If noted “issues” arose during Semester 1 (in observations and/or the end-of-semester progress report) the instructional  
  supervisor will observe the provisional faculty member again during Semester 2, following the same procedure as  
  before: pre-observation form, observation using standard form, post-observation discussion and paperwork.

   c. Mentor-Provisional Faculty Discuss/Modeling of formative and summative assessment 
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   d. Mentor  Evaluates Provisional Faculty outside of the classroom, in the following areas: 

    i. Does the provisional faculty communicate effectively with colleagues?  Are they collegial?

    ii. Does the provisional faculty use technology appropriate to the discipline and campus (e.g., WebAdvisor,  
       SmartBoard, etc.)?

    iii. Is the provisional faculty member advising students?  If so, is this done effectively, and has the provisional  
        faculty member received proper training?

   e. Instructional Supervisor, Mentor, Provisional Faculty Meet

   In the last two weeks of the semester, the instructional supervisor, mentor, and provisional faculty member will meet to  
  complete six tasks:

    i. Complete Faculty Evaluation (see “Faculty Evaluation and Continuous Improvement Form” below)

    ii. Completion of Faculty Evaluation and Continuous Improvement Form for next academic year

    iii. Completion of Faculty Workload Form

    iv. Discuss IDEA results

    v. Complete Provisional Faculty Review 2 

     1. If necessary, Warning/Action-Improvement Plan 

    vi. Evaluate the mentor-mentee relationship: How is it going?  Is this working out?

  C. SEMESTER 3

   a. Instructional Supervisor Classroom Observation of Provisional Faculty

   Between weeks 3-12 of the semester, the provisional faculty member will be observed by their instructional supervisor.  
  Prior to the observation, the provisional faculty member completes the Pre-Observation Form (see resources/ 
  documents section below) and sends this to their instructional supervisor. 

   When the instructional supervisor observes the provisional faculty, they use the “Instructor Effectiveness and  
  Development Classroom Observation” form.

   Within two weeks after the observation, the instructional supervisor and faculty member visit face-to-face to discuss  
  what was observed. After discussion, the instructional supervisor forwards the completed observation form to the  
  provisional faculty member and their mentor.  The instructional supervisor places their copy of the observation form  
  within the provisional faculty member’s file.

   b. Mentor-Provisional Faculty Discussion/Recommendations

   The mentor will document the responses and forward to the instructional supervisor. Recommended questions:

    i. What role has the provisional faculty member played in campus and college-wide assessment?  
      (e.g., participation in TaskStream)

    ii. How has the provisional faculty member been involved with CMC in-services, meetings, committee  
       work, etc.?

    iii. In what professional development activities has the provisional faculty member participated? 
        (e.g., CMC trainings, conferences, etc.)

   c. Instructional Supervisor-Mentor-Provisional Faculty Meeting

   In the last two weeks of the semester, the instructional supervisor, mentor, and provisional faculty member will meet to  
  complete three tasks:

    i. Revisit the Faculty Evaluation and Continuous Improvement Form: Do current goals need to be revised?

    ii. Complete Provisional faculty Review 3 

     1. If necessary, Warning/Action-Improvement Plan 

    iii. Evaluate the mentor-mentee relationship: Has the provisional faculty started identifying a Full Professor  
        to serve as mentor for the promotion process?
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  D. SEMESTER 4

   a. By the eighth week of the semester, the Instructional Supervisor and Mentor make recommendation for  
  faculty’s removal from “provisional”.

   b. Mentor assists provisional faculty in selecting a mentor for promotion process

   c. Instructional Supervisor-Mentor-Provisional Faculty Meeting

   By the tenth week of this semester, instructional supervisor, mentor and provisional faculty will meet to complete  
  Provisional Faculty Review 4 which will include the recommendation for progression off provisional status.  If faculty  
  will not be retained, this should come as no surprise as this entire process is intended to keep communication clear and  
  the process transparent.  In the previous three semesters, Observation Forms, Progress Reports and  
  Action-Improvement Plans are mediums for that message.

   d. Instructional Supervisor-Provisional Faculty Meeting

   In the last two weeks of the semester, the instructional supervisor and provisional faculty member will meet to  
  complete three tasks:

    i. Complete Faculty Evaluation (see “Faculty Evaluation and Continuous Improvement Form” below)

    ii. Completion of Faculty Evaluation and Continuous Improvement Form for next academic year

    iii. Completion of Faculty Workload Form

    iv. Discuss IDEA results

   e. In the last two weeks of the semester, all provisional faculty will gather with faculty mentors, instructional  
  supervisors, and college president to celebrate the transition from provisional.

 FAQs

  • Classroom observations are to be used as guides for improvement.  Because a faculty member’s role at the college  
  extends beyond the classroom, the Provisional Faculty review will be the tool used to determine successful progress. 
  Mentors and instructional supervisors will work together to compose these reports.  They each have an equal voice in 
  the reporting. In other words, neither the mentor’s nor the instructional supervisor’s evaluations will be weighted more  
  heavily than the other’s.

  • Mentors can be changed during the process.

  • The two years of provisional status does count toward advancement/promotion.  

  • If a provisional faculty does not complete the steps in the process (in any given semester), this will be noted in their  
  end-of-semester progress report.

  • Should a provisional faculty have an emergency or life event that prevents them from completing certain “steps” in the  
  process (e.g., hospitalization, maternity leave, etc.), the mentor and instructional supervisor will collaborate to develop 
  a plan to meet the requirements in the process that best fits the individual’s situation.  Such emergencies will be  
  documented and handled on a case-by-case basis.

  • Only faculty on a 12-month contract will be able to count summer semesters as part of the four-semester sequence.

  • If an individual has been hired as interim faculty, the time as interim will count towards their provisional period.

 QUESTION: What happens if the evaluation does not occur at the end of the two years?  Is there an automatic movement to 
“regular” status?

 FACULTY RESPONSE: The evaluation must be completed. See caveat at the top of this document.  However, a provisional 
faculty member will not be held in arrears for failure of the instructional supervisor and/or mentor to comply with the steps in 
the process.

 RESOURCES/DOCUMENTS
All documents currently in place at Colorado Mountain can be found on the CMC Portal. 

 https://mycmc.coloradomtn.edu/web/mycampus/home;jsessionid=6748D24A4B40CDD9A1F0FDF6FCFAE3B3
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internal CommuniCation protoCol4

 For emergencies, call (in order of importance): 
4 Step 1. 911 IF NECESSARY. (Take care of emergencies first then go to step 2)

 4 Step 2. Use the numbers on your Emergency Action Plan to contact search and rescue, hospitals, County Sheriff’s office, 
 or any other organization you need in order to get the situation stable

 4 Step 3. CMC Central Services has a toll free number through which you can contact the CMC Central Services during 
 regular business hours. That number is: 1-800-621-8559 or 970-945-8691.

 4 Step 4. Once the situation is stable and you can deal with needs other than emergencies, call the people in the order listed 
 below until you get someone.

 1. CMC switchboard 800-621-8559 or 970-945-8691 (monitored 8am-5pm Monday - Friday only)

 2. Person on call – check your cell phone instructions

 3. Additional Responsible Persons __________________________________________________________________

      ___________________________________________________________________

      ___________________________________________________________________

 4. For Transportation Issues _______________________________________________________________________ 
  Use gas credit cards or the “P” Card to get help as necessary. Call in using the above numbers as necessary to inform  
  CMC of your actions. 

external CommuniCation protoCol 4

 DO NOT SPEAK WITH MEMBERS OF THE PRESS. Instead, say (and repeat as often as you need to) “I am not authorized to 
speak to the media. The person you need to talk to is Debra Crawford in our Public Information Office. Her number is 970-384-
8535.” DO NOT assume that any conversations you have with them are “off the record.”

 * She (Debra Crawford) also requests that, when possible, the employee should call her and let her know they have been  
   contacted by the press.

 Incident Documentation:
If an incident should occur where there is a significant injury resulting in loss of field time, a near miss that could have resulted in 
a significant injury resulting in loss of field time, or a fatality, use the “Incident Report Form.” Fill it out completely and DO NOT 
give it to anyone except your instructional supervisor. Designate a healthy person to act as your “scribe” to record the sequence of 
events and the time they occur. Remember to get statements from any witnesses. This will be a legal document so discourage com-
mentary and keep it to just the facts. Attach the scribe’s notes to the Incident Report Form.

 Emotional Support: 
Colorado West Regional Mental Health 
Employee Assistance Program Director 
970-945-2241

 CMC Field Staff are encouraged to utilize the above agency for any reason they may need emotional support or reassurance. In 
simple cases, this may take the form of receiving a comforting word on their difficult decision to evacuate a participant with a 
sprained ankle. In more complex cases, this may take the form of receiving help with arranging a crisis counselor for a group that 
has had a serious physical or emotional trauma. 

 Evaluation:
The Department of Risk Management and each CMC location should review their specific Emergency Action Plan as often as 
necessary, or at minimum, on an annual basis, to make sure that the plan reflects accurate information including, but not limited to, 
policies, protocols and facility details. 

Appendix L4
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emergenCy pHone numBerS 4

program faCulty or aCtivity  
Coordinator
Name: __________________________________________ 

Title: ___________________________________________ 

Address: _____at travel location_______________________ 

Phone: _W-H-C int’l phone number___________________  

Fax: ____________________________________________ 

E-mail: ___applicable during trip?_____________________ 

Best way to contact:   Phone   Fax    E-mail

aSSiStant inStruCtor or Coordinator 
Name: __________________________________________  

Title: ___________________________________________  

Address: _____same as program faculty_________________  

Phone: _W-H-C___________________________________  

Fax: ____________________________________________  

E-mail: __________________________________________  

Best way to contact:   Phone   Fax    E-mail

CampuS BaSed reSponSiBle perSon  
(Campus Vice President, Director of Campus Operations, 
Instructional Supervisor etc.)

Name: __________________________________________ 

Title: ___________________________________________  

Address: _________________________________________  

Phone: _W-H-C___________________________________  

Fax: ____________________________________________ 

E-mail: _________________________________________ 

Best way to contact:   Phone   Fax    E-mail

alternate to tHe CampuS BaSed  
reSponSiBle perSon (Campus Vice President, 
Director of Campus Operations, Instructional Supervisor, 
etc.) 

Name: __________________________________________  

Title: ___________________________________________  

Address: _________________________________________  

Phone: __W-H-C__________________________________  

Fax: ____________________________________________  

E-mail: _________________________________________  

Best way to contact:   Phone   Fax    E-mail

CmC direCtor of riSk management  
Name: Rebecca Adair 
Phone: 1-970-384-8533 
Fax: 1-970-384-8507 
E-mail: radair@coloradomtn.edu

inSuranCe Broker 
Name: Flood and Peterson Insurance, Inc.  
Title: Loree Vanderhye, Broker 
Address: 351 Grant Street, Denver, CO 80229 
Phone: W 1-800-564-5315 C: 303-638-1504 
Fax:  1-720-977-7113 
E-mail: loreev@fpinsurance.com 
Best way to contact:   Phone   Fax    E-mail 

inSuranCe Company 
Name: St. Paul Travelers 
Address: 385 Washington St., Saint Paul, MN 55102-1396 
Phone: 1-800-332-3232

CmC puBliC relationS ContaCt 
Name: Debra Crawford 
Title: Public Information Officer 
Work Phone: 1-800-621-8559 x 8535 
            1-970-945-8691 x 8535 
            1-970-384-8535  
Cell: 1-970-309-1486 
Home: 1-970-947-1943 
Fax: 1-970-384-8507 
E-mail: dcrawford@coloradomtn.edu

emergenCy Situation  
CounSeling ServiCeS:  
Colorado West Regional Mental Health 
Employee Assistance Program Director 
970-945-2241

goalS of tHe emergenCy aCtion plan: 
4 Manage internal communication (within CMC)
4 Manage external communication
4 Develop incident documentation
4 Provides for the emotional support to the field staff and
      students 
4 Evaluates the effectiveness of the emergency response  
      protocol

Appendix M4
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emergenCy aCtion plan form 4

Course: ____________________________________________________________________ 
   (Please put the course code and title here.)

Dates: _____________________________________________________________________ 
   (Please put the course dates here.)

Course Location: _____________________________________________________________ 
   (Please put the course location here.)

Lead Instructor: ______________________________________________________________ 
   (Please put the name of the Lead Instructor here.)

Assistant Instructor (if applicable): _______________________________________________ 
   (Please put the name of the Assistant Instructor here.)

List of Students: _____________________________________________________________ 
   (Please put a list of ALL THE STUDENTS WHO ARE WITH YOU IN THE FIELD here.)

Itinerary: ___________________________________________________________________ 
   (Please put a detailed itinerary including campsites and trails traveled here.).

Evacuation Plans: ____________________________________________________________ 
   (Please put a detailed plan for evacuation including trails and trail heads, location of emergency vehicles, and any  

   other relevant information here. Indicate evacuation information for each day or for each area traveled.)

Please attach a map with the itinerary and evacuation plans highlighted

Notes: (Any notes or special instructions may be put here.)

Appendix N4
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Central Services

802 Grand Avenue 
Glenwood Springs, CO 81601 
1.800.621.8559 
 

www.ColoradoMtn.edu


