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MISSION, EXTERNAL GOVERNANCE, AND ORGANIZATION
HISTORY AND FUNCTIONS OF SALT LAKE COMMUNITY COLLEGE

Salt Lake Community College is an accredited, multi-campus college serving the diverse
needs of the Salt Lake City community. With an open-door enrollment policy, the College
serves more than 60,000 students through credit and non-credit courses and workshops each
year, making it the largest institution of higher education in Utah. To accommodate student
needs, SLCC has fourteen locations plus distance learning options that allow students to take
classes virtually anywhere. Courses are offered in both traditional and accelerated semesters,
during the day, at night, and on weekends. Students receive personal attention from faculty
as the College maintains an average student-to-faculty ratio of 19 to 1.

The College has established active partnerships with more than 500 local businesses and

school districts to provide skills training, professional development and academic programs

to current and future employees. SLCC pl ays
anticipating future needs and preparing a skilled workforce able to manage ever-changing

technologies.

As student enrollments and industry needs steadily increase, the College is expanding its
locations and offering to meet demand:

o Salt Lake Community College recently opened the Library Square Center in the heart of
downtown Salt Lake City. The Library Square facility is ideal for those living and
working in the downtown area, and is extremely accessible to all local residents due to its
close proximity to TRAX. All SLCC students can ride TRAX and UTA busses without
charge with a valid SLCC Identification Card. Library Square offers increased
accessibility to a full-range of general education courses, with both day and evening
classes to meet the needs of non-traditional working students.

e Students can also benefit from distance learning. SLCC offers more than 350 course
sections via distance learning formats including telecourses, live distance learning
(EDNET), video checkout and the Internet, with almost half of these sections being
taught completely online. More than 10 percent of SLCC course sections are online
classes and more that 7,000 SLCC students take at least one online course each semester.

e The Living Planet Aquarium, in partnership with Salt Lake Community College, operates
and funds the Marine and Fr €agldrsviWW&ddweood Sci en
Campus. In addition, The Living Planet Aquarist will provide tours for thousands of
elementary public school students each year to assist in meeting core educational
requirements related to marine and fresh water life.

As student enrollments and industry needs steadily increase, the College is expanding its
locations and offerings to meet demand. In 2007, SLCC celebrated its largest graduating
class, with a total of 3,065 SLCC students receiving degrees, certificates, and diplomas.
SLCC offers Associate of Arts (AA), Associate of Science (AS) and Associate of Applied
Science (AAS) degrees.



At SLCC, Certificates of Completion and Diplomas are awarded through various schools.
Programs are comparatively short-term (generally one year in length) and may be measured
by credit hours, clock hours, or competencies. SLCC offers certificate of completion and
diploma programs to help students get into the workforce quickly and successfully. The
certificate of completion programs at SLCC are generally 30-40 credit hours and diploma
programs are generally 40-62 credit hours. These programs are designed for entry-level
employment or subsequent completion of an associate degree; they may be completed in
rapid response to business and industry needs.



Message from the President:

Salt Lake Commu r2000 StrateGioPlah repgsents the vidigh Gn@ values we
share as a college community.

Taking our cue from the democratic i mpul se
shouldbe decided by all, 06 we have reached out
understanding and foresight necessary to ach
comprehensive community college. In 2005, we assembled Salt Lake Community College

stakeholders from around the Salt Lake valley for a Strategic Planning session to initiate a robust
conversation about how to advance the college in the direction of its mission.
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The strategic plan we have forged will allow us to continue to offer exceptional degree programs,
to make educational opportunities even more accessible to our students, and to ensure that
everyone in the communities we serve who wants a quality education can get one at Salt Lake
Community College.

We have charted a course that looks ahead three years and forecasts five years down the road.
Our plans will inevitably require periodic reevaluation if they are to be fully successful. We will
continue to be as open as possible in this process, sharing our on-going results with everyone in
our college community so they can chart our progress and can help to guide us in all that we will
accomplish together.

As faculty, staff, and administrators at Salt Lake Community College, we are profoundly

committed to building the infrastructure that our college needs to fulfill its mission. We will go

forward as a college, continuing to gather input and to analyze and modify our direct course,

always looking for new ways to improve the teaching and learning environments at SLCC that
areintegraltoour st udentsd success. Our strategic pl a
foster these successes, and remain a truly exceptional place to work, to teach, and to learn.

It is a wonderfully exciting time to be a part of Salt Lake Community College. | am honored to

be President of this great institution. | look forward to ensuring that Salt Lake Community

College always provides quality higher education and lifelong learning to people of diverse

cultures, abilities, and ages, and that it keeps meeting the needs of our business, industry, and
government partners. |l am confident that we <c
that we will rise to meet the challenges that await us.

Most Sincerely,

President Bioteau



Vision

Salt Lake Community College will be the premier comprehensive community college in the
nation.

Mission

Salt Lake Community College is a public, open-access, comprehensive community college
committed to serving the broader community. Its mission is to provide quality higher education
and lifelong learning to people of diverse cultures, abilities, and ages, and to serve the needs of
community and government agencies, business, industry, and other employers.

The College fulfills its mission by:

e Offering associate degrees, certificate programs, career and technical education,
developmental education, transfer education, and workforce training to prepare
individuals for career opportunities and an enriched lifetime of learning and growing;

e Offering programs and student support services that provide students opportunities to
acquire knowledge and critical thinking skills, develop self-confidence, experience
personal growth, and value cultural enrichment;

e Maintaining an environment committed to teaching and learning, collegiality, and the
respectful and vigorous dialogue that nourishes active participation and service in a
healthy democracy.



SLCC COLLEGE VALUES

Students are our highest priority.
In harmony with this priority we declare our values:

COMMUNITY
We value community involvement and economic development.

CREATIVITY
We value creativity, innovation and responsible risk taking.

DIVERSITY
We value personal, cultural and ethnic diversity.

ENVIRONMENT
We value an accessible, safe, clean and aesthetically pleasing environment.

EXCELLENCE
We value quality education and professional excellence.

EXPRESSION
We value responsible, personal, academic and expressive freedom without harassment,
intimidation, or other destructive behaviors.

INTEGRITY
We value integrity, responsibility, honesty and ethical conduct.

PEOPLE
We value each student, faculty and staff member and believe that all should be treated
with care, equity, respect and empathy. We value opportunity for growth, recognition
and reward.



Salt LakeCommunity College
Goals 2006-2009

Provide quality higher education

o Implement the college-wide student learning outcomes assessment program and faculty
and staff evaluations and reporting which measure and demonstrate the delivery of
quality education.

o Create and financially support a comprehensive faculty and staff development program to
ensure quality teaching and service methodologies are available and implemented by
college community members.

Provide lifelong learning

o Create integrated and varied paths through cross-campus support and involvement which
assists students toward lifelong learning experiences including academic and holistic
wellness opportunities.

« Create processes for recognizing and integrating learning experiences regardless of the
setting in which learning occurs.

Serve people of diverse cultures, abilities, and ages

» Create, enhance, and enrich courses, services and programs that are sensitive to the needs
and goals of our students, empl o yabildiss
and ages.

e Increase the participation, retention and graduation rates of students from under-
represented populations.

Serve the needs of community and government agencies, business and industry

e To create and institute a program development process and flexible curriculum delivery
systems that allow Salt Lake Community College to be responsive to community needs
while meeting our studentsd needs for
advancement and degree attainment.

« Continue to expand and strengthen partnerships with government, business, industry and
employers to increase education and training opportunities and open additional avenues
for fund raising and community involvement.

i nst



The Six Pillars of a Community College

At Salt Lake Community College, we know that the well-being of any community depends on

the success of those who |live, work and | earn
enrich communities across the Wasatch Front by providing a broad range of market-driven,

educational opportunities.

From general education, transfer programs, and career and technical education, to on-the-job

training, re-training, and apprenticeships, continuing education, entrepreneurial support, and
muchmoreiwe 6re buil diwngkfomoerawdsstrengthening L
day.

Butourlong-t er m success hasndédt happened by chance.
integrates six important educational componentsi wh at wed6d | i k I
CommunityColl ege: o

Developmental Education

Career and Technical Education

General Education and Transfer Programs
Adult and Community Education
Community Services Education

Business and Economic Development

ogakrwdE

Individually, each of these pillars play a critical role in educating students. Working together,
they provide an educational powerhouse for continued economic growth that helps ensure the
success of our students and community.



ACADEMIC INFORMATION AND SUPPORT OF INTEREST TO FACULTY

ABBREVIATIONS

JC
HTC
JEDC
JED2
JHS
PAV

LHM
CART
DORM
PSET
FR
KGMC
MATC
MCPC
MFEC
MPDC

MBC

AEC #A
AEC #B
AEC #C

SCC
SCC
SCS

RRC
AA
AD
AT
ATC
BB
BF
CDL
CT
LAC
LIB
PC4
PC5
PC6
PC7
PC8
PC9

Jordan Campus

Jordan High Tech Center

Jordan Applied Technology Center
Jordan Applied Technology Center 11
Jordan Health Science

Student Pavillion

Miller Campus

Culinary Arts

Dormitory

Dept. Public Safety

Firing Range

Karen G. Miller Conference Center
Automotive Training Center
Corporate Partnership Center
Miller Free Enterprise Center
Professional Development Center

Meadowbrook Campus
Building A
Building B
Building C

South City Campus
South City main Building
South City Shop Building

Taylorsville Redwood Campus
Alder amphitheater
Administration Building
Automotive Trades Building
Applied Technology Center
Business Building
Ballfields/Tennis Courts
Eccles Child Development Lab
Construction Trades Building
Lifetime Activities Center
Markosian Library

Portable Classroom #4
Portable Classroom #5
Portable Classroom #6
Portable Classroom #7
Portable Classroom #8
Portable Classroom #9



PC10
PC11
PC12
Sl
STC
B
TClI

Portable Classroom #10

Portable Classroom #11

Portable Classroom #12

Science and Industry Building
Student Center i Was College Center
Rampton Technology Building
Testing and Assessment Center

Other Instructional Locations

AP
cwcC
GTI
LSC
SA
SB
SC

Airport Center

Community Writing Center
Granite Technical Institute
Library Square Center

Sandy #AAO
Sandy fABO
Sandy #ACO

Additional Helpful Abbreviations

ADA
AFA
ASL
CBED
DACUM
DEX
DRC
ECD
ESL
FERPA
FRS
GRAMA
ITP
MDC
NISOD
PAC
PAF
PBL
SLCCSA
TBA
TDD/TTY
UALC
ucC
UEN
USHE

Americans with Disabilities

Associate of Fine Arts

American Sign Language

Center for Business and Economic Development
Developing a Curriculum

Delta Epsilon Chi (Marketing Club)

Disability Resource Center

Eccles Early Childhood Development

English as a Second Language

Family Educational Rights and Privacy Act
Financial Records System

Government Records Access and management Act
Interpreter Training Program

Materials Distribution Center

National Institute for Staff and Organizational Development
Program Advisory Committee

Payroll/Personnel Action Form

Phi Beta Lambda (Business Club)

Salt Lake Community College Student Association
To Be Announced

Teletype Device for the Deaf

Utah Academic Library Consortium

University Center

Utah Education Network

Utah System of Higher Education
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ABSENCES

You are responsible to hold class as outlined in your teaching agreement. If you need to

be absent for any reason, it is your responsibility to notify your division/department chair

or director in advance and to arrange with your division/department chair or director for a

substitute who is an adjunct or full-time faculty member approved by the

division/department. For emergencies, call your division/departmentc hai r 6 s or di r €
office so that your classes can be notified. For early morning, evening or weekend classes

your division/department office can provide the name and number of the person to notify

S0 a message may be posted on the door of your classroom.

ACADEMIC & CAREER ADVISING

Academic & Career Advising is a multi-faceted department with a variety of units and
services designed to assist students to develop an educational plan that will reach their
goals:

e General and New Student Advising i All advisors assist new students with
understanding program and degree options, general education requirements and
college resources; advisors help students understand their assessment scores,
select classes and develop an educational plan.

e Career Advisingd Many students at SLCC are Aunde
and need assistance with career exploration and decision-making. In addition to
individual advising, career advising services include interest and preference
assessments, a career library of resources and workshops. See
http://www.slcc.edu/academicadvising/careeradvising/ for career resources.

e Program Advisingd Program advisors maintain relationships with their assigned
departments and they share information with all advisors regarding program or
class changes. Students with declared programs of study are referred to these
advisors. See the Advising website for a list of program advisors:
http://www.slcc.edu/academicadvising/staff.asp

e Transfer Advising/Articulationd Transfer advising maintains transfer files and
records of articulation for Utah schools. We also host transfer events for other
schools to inform students about the transfer process and their options.

e Multiethnic Student Advisingd Multiethnic student advisors reach out to
provide advising to the various ethnic populations attending SLCC.

e Early Enrollment & Students who have not graduated from high school or are
younger than 18 must apply through a special Early Enroliment application
process, demonstrate college readiness and provide documentation from the
school and their parents. Assigned advisors assist Early Enroliment applicants
with the process. See Early Enrollment website:
http://www.slcc.edu/academicadvising/earlyenroliment.asp

11


http://www.slcc.edu/academicadvising/careeradvising/
http://www.slcc.edu/academicadvising/staff.asp
http://www.slcc.edu/academicadvising/earlyenrollment.asp

e Concurrent Enrollmentd Concurrent Enrollment advisors are in a separate
department and advise high school students who are taking college courses at
their schools or on campus. See Concurrent Enroliment website:
http://www.slcc.edu/concurrentenrollment/

e Academic Standardsd Advi sing facilitates the Coll
policy which was approved by the Academic Senate. Students who are in
academic difficulty or students who are
of Academic Standards. See the full Academic Standards policy at:
http://wwwe.slcc.edu/academicstandards/

¢ Instructor Notification Form 1 Faculty who are concerned that a student is not
doing well in class may send a notification form via email requesting Advising to
follow up with the student. Advising will send the student an email inviting
him/her to visit with an Advisor to discuss progress in class, to share helpful
resources and create an action plan.

ADVISING OFFICE LOCATIONS

Campus Location Phone Number
Jordan JHS 047 (801) 957-2680
Taylorsville

Redwood SC 240 (801) 957-4978
Sandy Building B (801) 957-3717
South City W 138 (801) 957-3361
Miller By appointment | (801) 957-4550
Meadowbrook By appointment | (801) 957-4550

ACADEMIC HONESTY POLICY (see STUDENT CODE OF CONDCT)

ADDING AND DROPPING CLASSES (see REGISTRATI® REGULATIONSNd
WITHDRAWAL FROM CLASSES

AMERICANS WITH DISABILITIES ACT (ADA)

SLCC embraces both the letter and the spirit of the Americans With Disabilities Act

(ADA), which in part says, 0. . .no qualif
of such disability, be excluded from participation in or be denied the benefits of the

services, programs or activities of a public entity, or be subjected to discrimination by

any such entity.o

EMPLOYEES with disabilities should contact Human Resources. All inquiries as to
services and procedures should be directed to Kay Waters (801) 957-4212. She will
make a determination as to eligibility, authorize accommodations and coordinate their
implementation with the relevant department. Physical access to or within buildings,
parking and grounds is the responsibility of the ADA Coordinator, Nancy Sanchez, (801)
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957-4041. Handicapped parking and applications for special parking permits are handled
through Parking Services.

For information on the Emergency/Info Teletype Device for the Deaf (TTY) locations,
contact the Disability Resource Center at (801) 957-4659 (Voice) or (801) 957-4646
(TTY).

Disability Guidelines for All Faculty

College policy does not allow faculty to offer accommodations to students without
written authorization from the DRC. Faculty will include in their class syllabus the
following statement each semester:

A St ud e mtedical sythblogical, learningr other disabilities desiring

accommodations or services under ADA, must contact the Disability Resource Center

(DRC). The DRC determines eligibility for and authorizes the provision of these
accommodati ons and s €leasdcontastthé RRC attthe $tudend | | e g e
Center, Suite 244Taylorsville Redwood Campus, 4600 So. Redwood Rd., 84123.

Phone: (801) 9574659, TTY:(801)957-4646, Fax:(891)957-4947 or by email:
linda.bennett@slcc.edu

Faculty:

e If a student with a disability requests an accommodation or academic adjustment
directly from a faculty member in class, refer the student to the DRC, Taylorsville
Redwood Campus so eligibility under ADA can be verified. The DRC will then
contact the faculty member about the accommaodations or adjustment appropriate
for the st uden D@nstprioviddaccemnbdatohs untile e d s .
instructed to do so by the DRC or ADA coordinator.

Most importantly, no request for accommodation or academic adjustment
issued by the DRC can be refused without first involving the DRC Director
and the ADA Coordinator (801-957-4041). The College has legal and risk
management obligations that must be met before any accommodation can be
refused OR Changed. Questions about the appropriateness of accommodations
requested by DRC should be discussed with the division/department chair or
director and with DRC or the college ADA coordinator. It is important to
understand that faculty, department or division cannot deny a request for
accommodations from qualified individuals.

e The law does not allow faculty to ask for clarification of an individual's disability;
do not ask to see the documentation or call a doctor for information. Faculty are
encouraged to discuss concerns with the DRC, (801) 957-4659, 8:00 a.m. - 4:30
p.m. M-F, or the ADA Coordinator, (801) 957-4041.
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ATHLETICS (GO BRUINS!)

SLCC Athletics sponsors menosl eaynbda | wo memednsd s
baseball and womenods sof t b¥dldyballasdl | known a
basketball games are played in the Lifetime Activities Center (LAC) at Taylorsville

Redwood Campus. Baseball is played at the Cate Field at Jordan Campus. Softball is

played at the SLCC softball diamond on Taylorsville Redwood Campus.

Students, faculty, staff and community members are invited to join the Bruin Club, the
fund-raising arm of the athletic program. Students have free admission to all home Bruin
athletic events with current student ID card (guests only $2). Faculty receive a discount
OneCard admission of $3.00 and guest is $2.00.

SLCC intercollegiate athletics is a member of the National Junior College Athletic
Association (NJCAA) Region XVIII, the Scenic West Athletic Conference. The SWAC
also includes Snow College, College of Eastern Utah, Colorado Northwestern, Southern
Idaho, and College of Western Nevada, and College of Southern Nevada. Student
athletes must comply with the eligibility regulations of the NJCAA and the SWAC
conference.

The Lifetime Activities Center (LAC) is located on the Taylorsville Redwood Campus.
For more information, call (801) 957-4398 or visit the website at
http://www.slcc.edu/lac/index.asp.

AWARDS

NISOD Excellence Award

Salt Lake Community College participates with the National Institute for Staff and
Organizational Development (NISOD) at the University of Texas at Austin in
recognizing and rewarding excellence by nominating faculty members for the Excellence
Award. The recipients are recognized at the NISOD Conference in late May in Austin,
Texas. SLCC makes all arrangements for recipients to attend the conference.
Approximately four faculty members receive the award annually. Call (801) 957-4593
for more information or visit http://www.slcc.edu/facultyservices/index.asp.

Distinguished Faculty Award

This award was established in 1992 as a joint endeavor of the Faculty Senate, the Vice
President of Academic Services and the Vice President of Student Services. The award
seeks to identify full-time faculty who are engaged in important and exciting work that
could be shared with colleagues and the larger community. The award recipient develops
a project that culminates in a public presentation during spring semester. To allow time
for project development, the recipient receives a reduction in her/his teaching load fall
semester. The project undertaken may be related to the faculty members field of study or
teaching assignments or it may be something outside his or her usual work or study. In
addition, limited funding is made available to the recipient to help pay for project
development: supplies, research assistance, costumes, graphic design, printing costs, etc.
The possibilities for qualifying projects are many, including lectures, demonstrations, and
performances. The recipient also receives a medallion especially cast for the award. Call
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(801) 957-4593 for more information or visit
http://www.slcc.edu/facultyservices/index.asp.

Teaching Excellence Awards

In 1985, the Utah Technical College Foundation (now the Salt Lake Community College
Foundation Board of Trustees) established the Teaching Excellence Award. This award
is funded by annual contributions for the specific purpose of the Teaching Excellence
Award. The purpose of this award is to recognize, encourage, and honor excellence in
teaching at Salt Lake Community College and is awarded to faculty members who clearly
exemplify the goals of outstanding teaching performance. (The number and amount of
awards is subject to annual approval by the Salt Lake Community College Foundation
Board of Trustees). For more information call (801) 957-4997 or visit
http://www.slcc.edu/facultyservices/index.asp.

CAMPUS/CENTER LOCATIONS AND DIRECTORIES

Salt Lake Community College is composed of numerous learning centers, including:
Airport Center, Community Writing Center, Granite Technical Institute, Highland Center,
Jordan Campus, Jordan Applied Technical Center, Library Square Center, Meadowbrook
Campus, Miller Campus, Rose Park Center, Sandy Center, South City Campus,
Taylorsville Redwood Campus, and Distance Learning opportunities (SLCC online). For
maps of the various SLCC campuses/centers, please see the following web site:
http://www.slcc.edu/locations/.

CLASS ACTIVITIES CALENDAR, ASSIGNMENTS, AND POLICIES (see SYLLAB)

CLASS SCHEDULE

Scheduling is the responsibility of the academic deans, division/department chairs and
directors. To resolve a scheduling problem in your classroom, inform your
division/department chair, explaining the specific problem(s), such as class conflicts, lack
of chairs, temperature, etc. Your chair will then contact the Scheduling Office with your
specific needs and arrangements will be made.

CLASSROOMS, ELECTRONIC CLASSROOMS, AND LABS

Classrooms are assigned before enrollments are final. If there are any classroom problems
or conflicts, contact your division/department chair or director. Faculty may view current
classroom location and information on Web for Faculty, in the faculty tab of MyPage.
Classrooms should be opened before the first class begins each day; however, if this is not
the case, contact your division/department office. Do not change classrooms unless
permission has been granted by the division/department chair or director. A room could
appear to be available and not be. Also, it is essential for safety reasons that the location
of each class be accessible college-wide through the college computing system.
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Do not remove or bring in additional chairs to your assigned classroom. If additional
chairs are needed contact your division/department chair or director, they will make the
necessary formal request. It is important that you do not compound the problem of not
having enough seating for your students, by creating a shortage of seating capacity for
multiple classes.

Be courteous to the next class that occupies the room by cleaning chalk/white boards,
asking students to straighten tables and/or chairs and turning the lights off prior to leaving
each class or lab session. Please do not leave posters, student projects, or other items in
the classroom and never tape or tack anything to the walls. Classroom supplies, such as
chalk, erasers, and dry erase markers, are available through the division/department chair
or director.

If the large television monitors that are part of the electronic media distribution system are
used, make sure that the settings are correct for the next user. Please do not attempt to
customize any system connections or disconnect any devices such as the TV manager
(small black box on top of TV). For assistance with classroom media equipment, contact
Classroom Technology Help Desk at (801) 957-6334.

Media Services has a variety of audio-visual equipment available for faculty members to
check out or have delivered to their classrooms. Some of the more popular equipment
includes data projectors, laptop computers, slide projectors, plus many more items that
faculty may check out or have delivered. Media Services is located at the following
campuses:

Taylorsville Redwood Campus (801) 957-4199
o 7:30a.m.i 9:30 p.m. Monday i Thursday
0o 7:30a.m.7i 6:00 p.m. Friday
o 9:30a.m.7i 6:00 p.m. Saturday
0 Sunday Closed

Jordan Campus (801) 957-2661
0 7:30a.m.7i 8:00 p.m. Monday i Thursday
o 7:30am.7i 3:30 p.m. Friday
o 8:00am.i 12:00 p.m. Saturday
o Sunday Closed

South City Campus (801) 957-3432
o 7:30am.i 9:30 p.m. Monday i Thursday
o 7:30a.m.7i 3:30 p.m. Friday
o0 Saturday & Sunday Closed

Sandy Campus (801) 957-3708
0 8:00a.m.i 8:30 p.m. Monday i Thursday
0 7:30a.m.7i 11:30 a.m. Friday
0 Saturday & Sunday Closed

x Please note hours of operation may vary during breaks and the summer
semester.
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Please obtain the appropriate key(s) or OneCard for your needs and the needs of personnel
under your jurisdiction. All personnel should have a OneCard issued to them at the time
of employment. (If you are not an SLCC employee and need access, please call the Key
Office at (801)-957-4102 for instructions on how to receive access.) If cards are
lost/stolen or not functioning, a new card should be purchased from the ID Centers T and
then notify the Key Office so access can be updated. Instructors, staff and lab assistants
should have key(s) issued to them, as authorized to indicate their areas of responsibility.
Directors (and above) including Administrative Assistants can have master keys and
access to areas which are administered under their departments. When access is needed to
an area for whatever reason, personnel should go to their departmental heads for assistance
in opening doors. If an employee is working on a campus and the departmental office
is located elsewhere, please make sure key or card access is given upon hiring or
renewing contracts.

To obtain a key or card access, please submit a completed (key 1 pink or a card access 1
green) request form to the Key Shop (CT097, ext. 4102). Key requests will be ready for
pickup 24 hours after receipt of request. Card access is given 24 hours after receipt of
request. Questions, please call (801)-957-4102.

FIRST WEEK OF SEMESTERS OR EMERGENCY CLASSROOM/CLASS LAB
ACCESS:

Taylorsville Redwood Campus Only - Locked General Classroom 7:00 a.m. T 4:30 p.m.
T Call (801) 957-4882 or (801) 792-4514. All Labs/High Tech Classrooms - 7:00 a.m. i
4:30 p.m. Contact your division/department office.

- Evenings: contact the following individuals listed below. (Departments and individuals
listed below, do not have the manpower or funds to open doors continuously, many are
required to leave their offices and phones unattended to assist faculty and staff.
However, they have agreed to open doors on a one-time basis at the beginning of each
semester and in an emergency. Faculty and staff will need to provide the following
information and sign an access report when doors are unlocked: OneCard, S#, Name,
Supervisor Name, Time and Date of Access and Signature.)

Taylorsville Redwood Campus: 4:30 p.m. - 8:00 - Faculty Services (801) 957-
4645 (office) or (801) 580-5496 (cell).

South City Campus: Faculty Support i normal business hours (801) 957-3005
and after business hours (801) 957-3220

Jordan Campus: Faculty Support (801) 957-3715
Larry H. Miller Campus: Faculty Support (801) 957-3104

Meadowbrook Campus: Faculty Support (801) 957-5821
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COLLEGE CATALOG

Faculty are responsible for reviewing their specific programs in the Salt Lake Community
College Catalog. The catalog may be accessed online at http://www.slcc.edu/catalog/.

COLLEGE STORE (BOOKSTORE)

The College Store carries the required books, tools, and supplies needed to complete an
educational program. Many other items such as computer hardware and software,
computer supplies, paperback books, calculators, logo-imprinted sweatshirts, jackets and
other miscellaneous items are available for students to purchase. The cost of the books,
tools and supplies varies with each course. A list of required items is available in every
departmental office. The College Store hours may vary. Please contact the appropriate
campus store for hours of operation.

Taylorsville Redwood Campus: Student Center (801) 957-4045
South City Campus: E123 (801) 957-3329

Jordan Campus: HTC 131 (801) 957-2620

Sandy Campus: Building B (801) 957-3726

Website: http://bookstore.slcc.edu/

COMPUTER LABS

Airport: AD 121
Jordan: HTC 100: (801) 957-2823; SP Lobby
Taylorsville Redwood:
BB 115, (801) 957-4361
e AT 100: Computer Graphics Lab
e SC 200, Lair
e TB221
e LIB Main Floor: (801) 957-4023
Sandy Center: Lobby; B123: (801) 957-3753
South City Campus: W281: (801) 957-3288; 285; 291; Lounge

CONFERENCE GRANTS

Salt Lake Community College provides a budget for faculty attendance at conferences as
part of the Faculty Development Program. The purpose of Conference Grants is twofold:
(2) to increase the opportunities for professional development and (2) to meet
departmental goals. Call (801) 957-4593 for more information or visit
http://www.slcc.edu/facultyservices/index.asp.
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COPYRIGHT COMPLIANCE

Copyright and intellectual property rights are critical issues in American education, and a
variety of copyright laws, agreements, and guidelines restrict substantially the liberties
educators can take in using copyrighted materials for educational use. It is the
responsibility of all members of the college community--faculty, administrators, staff,
and students--to use copyrighted materials legally and appropriately in the classroom, in
research, and in meetings and presentations. The Copyright guidelines presented here are
designed to assist college employees and students in determining how to best comply
with current copyright laws and regulations.

College Policy

At SLCC, the first places to seek help with the correct use of copyrighted materials are

the College policies on copyright, Chapter II, Section 12.01, Copyright Poli@p04, and
Chapter I, Section 17.01, Information Technology Acceptable Use of College Computing
Resourcs 1998. For on-line access to College policies and procedures, go to the

College web page, then click on Faculty & Staffor Media & Public then click on

Policies and ProceduresA printed master copy is also available in the Risk

Management on the Taylorsville Redwood Campus in AD 50G.

Copyright Team

Additionally, responsibility for assistance with correct use of copyrighted materials
resides with the Copyright Team The purpose of the Copyright Team is to assist faculty,
administrators, staff, and students in recognizing and respecting intellectual property
rights. The team functions to help the College community maintain the highest standards
for ethical conduct with respect to the correct legal use of copyright-protected works.

The SLCC registered Copyright Agentinder the Digital Millennium Copyright Act of
1998(DMCA) is Nancy Sanchez, Director of Risk Management. Please contact any one
of the members of the Copyright Team or the Copyright Agent to seek help with a
copyright question. Most routine copyright questions can be answered immediately by
individual members of the team, so the team does not meet on a regular basis. When a
copyright or intellectual property issue arises, however, the team will be convened to
discuss it and provide guidance.

The members of the Copyright Team are listed below. Please contact them for assistance
with copyright process and questions.

Type of Assistance | Copyright Team Members(s) Phone Number
g'og'tarli '\f]'t"ir;?'um Nancy Sanchez, Director, Administrative (801) 957-4041
byrig Services (801) 815-7555
Agent
Computer Software | Casey Moore, Technical Director, OIT (801) 957-5020
Course Raquel Torres, College Store, Copyright i
Packets/TELguides | Clearance (801) 957-5072
E-Education IEyan _Hobbs, Interim Director, Distance (801) 957-5014
earning
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Type of Assistance

Copyright Team Members(s)

Phone Number

Handouts and other
Printed Material

Raquel Torres, College Store, Copyright
Clearance

(801) 957-5072

Nancy Sanchez, Director, Administrative
Services

(801) 957-4041

Instruction

Douglas New, Division Chair, Developmental
Education

(801) 957-4327

Internal Audit

Randy Cutliff, Internal Auditor

(801) 957-4009

Library Databases
and Online Service
Providers

Jon Glenn, Reference & E-Services

(801) 957-4963

Library Reserves
and Interlibrary
Loans

Richard Daines, Director, Access Services &
Branch Libraries

(801) 957-4604

MUIt".Med'a William Dabbs, Director, Media Services (801) 957-4606
Materials

Music a_md Sound William Dabbs, Director, Media Services (801) 957-4606
Recordings

Off-Air Recordings | William Dabbs, Director, Media Services (801) 957-4606
Purchasing Lois Wiesemann, Director, Purchasing (801) 957-4255
Public and Institutional Marketing Representative

Theatrical ] ]

Performances Richard Scott, Director, Grand Theatre (801) 957-3263
(S)I]:fci:(irCopyrlght Nancy Sanchez, Director, Risk Management (801) 957-4041

Compliance with copyright regulations is the responsibility of the user. With the
exception of limited photocopying of certain printed materials, prior written permission
must be obtained from the copyright owner or from a member of the Copyright Team for
any use of any portion of any copyrighted material. If this permission has not been
obtained, the College will not provide any defense or indemnification to any individual
whose use of the materials has given rise to possible claims of infringement.

COURSE OUTLINES

COUNSELING SERVICES (see HEALTH & WELLNESS SERVICES

A course outline is available from the division/department chair or director. Itis
the standard for the course and must be followed. Questions regarding course

outlines for teaching assignments should be discussed with the
division/department chair or director. In some cases the syllabus includes course
outline information and serves as the course outline. (See AMERICANS WITH
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DISABLITIES ACT (ADA for instructions to include the required
accommodation statement.)

COURSE PACKETS (for Faculty)
Procedure for course packets to be sold in the College Store (801-957-4045).

If a packet is developed, it must be reviewed with the department coordinator and
approved by the division/department chair or director.

Requests for a course packet are made to the College Store by the department coordinator
or faculty member with prior approval of the division/department chair or director.

The College Store screens for any copyrighted material i.e. graphs, pictures, cartoons,
photocopies of chapters, etc. If such material is found, a copyright clearance form must
be completed with all necessary information. This form may be obtained from the
division/department or College Store. Copyright has to be cleared prior to every
semester.

The College Store checks requests to ascertain that all necessary information is complete
and forwards the request to the Copyright Clearance Center.

The Copyright Clearance Center processes requests and keeps the College Store informed
of their status. If any questions or concerns arise, the College Store will contact the
faculty member.

Once copyright clearance has been received, the College Store copies the packet for
student use.

NOTE: All copyright clearance expenses or charges are added to the price of the packet.
Any course packet that is modified or dropped after being printed will be charged to the
division/department.

DEGREES Graduate and Bachelors (see UNIVERSITY CENTER

DISABILITY RESOURCE CENTER (DRC)

Disability Resource Centers
Taylorsville Redwood Campus: SC244, (801) 957-4659 (Voice), (801) 957-
4646 (TTY)
South City Campus: Room W138, (801) 957-3258
All other campuses: (801) 957-4659

The Mission of the Disability Resource Center is to foster student inclusion into the
SLCC Community through teaching independence, self-advocacy, and responsibility
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while maintaining an environment that promotes personal, educational and social growth.
This is accomplished by:

e Establishing and maintaining a partnership with the student, administration,
faculty and staff through a framework of mutual understanding and respect.

¢ Providing reasonable and appropriate accommodations, insuring equal
opportunity and access while maintaining the academic standards of the college.

Proper documentation of a disability establishing a physical or mental impairment which
limits a major life activity as defined by the Americans with Disabilities Act (ADA) is
required in order to receive services or accommodations. All authorizations for services
must be reasonable in nature and are individually determined by a qualified advisor.

Reasonable accommodations are based on an evaluation of the specific requests of the
student, an evaluation of individual needs, a review of previous accommodations, the
recommendations of outside professionals, course requirements, specific classroom
situations, and instructor input.

In order to receive accommodation under ADA, a student maysply for services
through the DRC.

Faculty will provide accommodations to each student as authorized by the DRC. Faculty
should be aware that they will be informed only about student limitations and the
accommodations necessary for their class. Faculty should understand that services
provided by them, without authorization from the DRC may put themselves personally
and the college, as an institution, at legal risk.

Faculty will respect the legal rights of the student to confidentiality and shall not discuss
any accommodations, limitations or medical or disability related information with anyone
other than the DRC or the ADA Coordinator.

Faculty should expect students with disabilities to meet all expected course standards,
assignments and attendance requirements. Faculty is encouraged to consult with the DRC
when there is a need to better understand the authorized accommodations, when they do
not seem to be adequate or if they feel it impacts on course curriculum or standards.

Faculty who experience class disruption, from a student with a disability, should follow
standard college procedure as outlined in the Student Code of Conduct. Depending on
the severity of the disruption, they may refer students to the Dean of Students, call
campus security or call 911 if it is an emergency.

Faculty are encouraged to contact the DRC regarding ADA eligibility requirements,
available accommodations, any other questions or concerns regarding college procedures
or policies. See the ADA information on page 11 of this handbook for additional
information.

Faculty may avail themselves of the Salt Lake Community College grievance procedure
for faculty by contacting Dean of Students, Marlin Clark. Questions or concerns about
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ADA related matters may also be directed to Rod Romboy, DRC Director, or Nancy
Sanchez, ADA Coordinator.

ADA Accommodations for Faculty and Staff

Please note: The Disability Resource Center provides service only to students and
assists with accommaodations for college events which might be attended by students.

Full time faculty, adjunct faculty, full time staff, hourly staff members, work study and
other personnel who have disabilities and desire accommodations under ADA, for
themselves, must apply for assistance through Human Resources. All inquiries as to
services and procedures should be directed to Kay Waters at HR. She will make a
determination as to eligibility, authorize accommodations and coordinate their
implementation with the relevant department.

DRC Services

A Adaptive Equipment
Alternative Text
Assistive Technology
Examination Accommodations
Adaptive Furniture
Interpreters

Learning Strategists
Note Takers
Reader/Scribes

Other Accommodations

> > > > D> D>

For more information regarding the DRC please visit http://www.slcc.edu/drc/index.asp.

DISTANCE LEARNING

All faculty are encouraged to investigate and engage in distance learning activities, from
posting syllabi and other course materials to the Internet, enhancing existing classroom-
based courses with online testing or other active learning interactions, replacing in-person
class time with technology-supported activities (hybrid courses), to developing and
delivering coursework entirely online. A variety of technologies and delivery options are
readily accessible. New additions include upgraded interactive video conferencing rooms
between each College campus/site and web conferencing (Wimba).

Throughout the year, stipends are available for innovative technology-supported online
course/program development projects.

To learn more about how to incorporate distance learning and instructional technology
into your curriculum, please contact our Instructional Design & Development Group at
(801) 957-5606.

For administrative questions, contact the Director of Distance Learning at (801) 957-
5014.
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EDUCATIONAL REIMBURSEMENT PROGRAM

Salt Lake Community College provides an educational reimbursement benefit, within
allocated resources and available funds, to qualified employees and encourages
participation and completion of additional education. This program is a part of the
benefits package; contact the Benefits Manager at (801) 957-4595, 8:00 a.m. - 4:30 p.m.,
Monday through Friday. The policy can be found on the HR Website at
http://www.slcc.edu/hr/forms.asp.

EDNET CLASSROOMS (see MEDIA PRODUCTIONS)

ELECTRONIC CLASSROOMS

Classroom Technology Help Desk: (801) 957-6334

The Electronic Classroom Support Center (ECSC) supports and maintains approximately
153 tech classrooms throughout the entire SLCC system. These Electronic Classrooms
contain ceiling-mounted data projectors, wall-mounted projection screens, and various
multimedia input devices such as VCR/DVD players, document cameras, laptop
connections, and desktop computers. In addition to its support function, the ECSC is also
responsible for coordinating the design and construction of new Electronic Classrooms
and the upgrading of technology in all existing high-tech classrooms.

Pictures and descriptions of each Electronic Classroom may be located at
http://libweb.slcc.edu/index/electronic-classrooms-by-campus. Faculty members can use
this resource to help schedule classrooms that best meet the technology needs of their
particular courses. Faculty members should also contact the ECSC directly to report any
technical problems they may experience with the installed equipment in their high-tech
classrooms.

EMERGENCIES (see RISK MANAGEMEN)T

For College emergencies, dial the appropriate number for your campus for Police
Services, or 9-911 for outside emergency assistance. For all medical emergencies dial 9-
911. (Dialing 911 from any office phone will also connect.)

Campus Security Law Enforcement Agency
Airport Center (801) 575-2401 |Airport Operations
Community Writing Center (801) 799-3000 Salt lake City Police
Jordan (801) 840-4000 West Jordan City Police
Larry H. Miller (801) 840-4000 |Sandy City Police
Library Square (801) 799-3000 |Salt lake City Police
Meadowbrook (801) 840-4000 |South Salt lake Police
Sandy (801) 840-4000 |Sandy City Police
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South City (801) 957-3800 |Department of Public Safety-UHP
Taylorsville Redwood (801) 957-3800 Department of Public Safety-UHP
Unity Center (801) 799-3000 |Salt Lake City Police

Police Dispatch is available twenty-four hours a day, seven days a week. For complete
emergency procedures see EMERGENCY PROCEDURES FOR SLCC PERSONNEL
available in AD050 (801-957-4533).

EMERGENCY COLLEGE CLOSURES

In the event of a severe winter storm or other emergency conditions, it is possible that
schedules may change or the College may close. To get information on College closures,
call the emergency information hotline at (801) 957-4636. Or tune to one of the TV or
radio stations identified in the red Emergency Procedurgmcket.

EMERGENCY EVACUATION PROCEDURE (Classroom)

Faculty are responsible for ensuring that every student in the class is safely evacuated in
the event of an emergency. Please take a moment during the first meeting of each class
to identify all exits from the classroom or lab as well as the nearest building exits.
Remind students that elevators should not be used as emergency exits.

During the first class meeting, ask if there are individuals in the class who will require

any assistance or accommodation during an evacuation. If any student requests

assistance, discuss with each exactly the type of assistance he or she feels may be needed.

Identify several other students in the class who are willing to provide that assistance

(identify enough students so that if some are absent, alternates are ready and able to
provide any requested assistance). Some di sabilities are fAhidde
be comfortable revealing in front of the class that they need some sort of assistance.

Invite students to contact you individually if they think of any assistance they would like

to have.

Agree on a location outside the classroom and another outside the building
where the class can regroup so verification can be made that all students are
accounted for and are unharmed if evacuated. Please review this plan
periodically throughout the term.

Should an emergency occur, faculty are responsible for overseeing the evacuation of all
students to the predetermined location and for verifying as quickly as possible that all
have been successfully evacuated. (See EMERGENGES on how to handle medical
emergencies.)

For a complete guide on emergencies, please see the following site:
http://www.slcc.edu/riskmanagement/docs/ER-PRO.MAN_December_2008.pdf.
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EVALUATION

All tenure track faculty are required to have students complete instructor evaluations for
each class. Tenured faculty are required to have students complete instructor evaluations
at least every three years. Currently, SLCC uses the IAS Instruction Rating System
licensed by the University of Washington. The ratings forms have been developed with
the explicit recognition that instructional ratings by students can and do serve multiple
purposes. Students are also provided with student comment forms for open-ended
comments, which are returned to the instructors without processing. All data are
collected anonymously.

The evaluations are completed by the students between the beginning of the 8th week and
the end of the 10th week of the semester. A responsible student should be assigned to act
as student proctor.

Each faculty member completes the Instructor Information Sheet (a scan form) and
returns it to the student proctor to be added to the packet. The student proctor distributes
and collects the evaluation forms and the student comment forms. To ensure objectivity
and uniformity, faculty should leave the room while students complete the forms. The
student proctor immediately returns the packet of completed evaluation forms to one of
the return locations identified in the Student Proctor Instruction Sheet.

During the first part of the next term the reports of the evaluations will be sent to you.
You will receive two copies of the complete reports and the only copies of the student
comment sheets. Your division/department chair or director will receive the reports from
the general evaluation section (only the first four questions). Administrators need
comparative information and instructors use student ratings for their own assessment to
improve their courses and instructional methods. The reports may be used (among
others) in decisions for future adjunct assignments.

If you have any questions, see your division/department chair or director. There is an
information booklet available from the University of Washington that covers several
aspects of the IAS Students Ratings. Also available is an analysis of the combined results
of the general evaluation section (questions 1-4) from all classes at SLCC for
comparative purposes.

FACILITIES, EQUIPMENT AND SUPPLIES
Each full-time faculty member shall have assigned office space including telephone
access and computer use, including e-mail. Division/department chairs will notify
faculty of procedures for getting needed supplies.
FACULTY SENATE
AThe Coll ege Faculty Senate is established

1. Help faculty contribute skills, insights, and creativity, which will produce a
rich learning environment for students, faculty, and patrons of the college.
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2. Support faculty in working for an organizational structure that will encourage
the use of faculty talents, knowledge, and problem-solving skills.
3. Provide a forum where the diverse voices of faculty may be heard, where
ideas can be shared and debated, where solutions to problems can be found,
and where recommendations can be made to the College President for
considerationandres ponse. 0 ( St at ensalinLake of Pur pose
Community College: Faculty Sena@enstitution)

AThe Faculty Senate is a deliberative asse
faculty, in all matters of educational policy subject to the authority of the State Board of

Regents, and the College President with the approval of the Board of Trustees.

Educational policy includes, but is not limited to requirements for admission, degrees,

diplomas, and certificates, and curricular matters involving relations between schools,

divisions, and departments. Actions of the Senate shall be subject to the appellate power

of the college faculty with ratification by the recognized faculty association. 0

(Introduction of the Salt Lake Community College: Faculty Ser@asnstitution)

For information call: (801) 957-4695

FACULTY TEACHING & LEARNING CENTER (FTLC)

Director: TB324 7 (801) 957-4650

Secretary: TB324 7 (801) 957-4997

Instructional Dev. Spec.: JCHTC 115V i (801) 957-4315

Digital media Assistant: TB 319G (801) 957-4313

Locations: Taylorsville Redwood Campus, TB324 7 (801) 957-4997
South City Campus, E150 7 (801) 957-3220
Jordan Campus, HTC103 i (801) 957-2677

Website: https://partner.sicc.edu/sites/FTLC/default.aspx

Mission Statement:

The Faculty Teaching and Learning Center (FTLC) addresses issues of teaching and
learning and of faculty development in pedagogy. It serves all full-time and adjunct
faculty from every campus and is faculty led and driven. It is a needs-based center; that is,
it responds to faculty-identified needs to enhance their understanding and practice of
quality teaching and learning.

Guiding Philosophy
The FTLC is grounded in the following claims:
A Facultyd practicing teachersd are the teaching and learning experts at SLCC and
should know best their teaching and learning needs.
A A faculty teaching and learning center should respond first and foremost to needs
of the faculty.
A College-wide teaching and learning activities and faculty evaluation should be
developed in collaboration with the FTLC.
A Teaching and learning are dynamic processes that never end. Thus, all who have
responsibilities in the instructional program should be involved in learning about
teaching/learning.
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A Those who will be most affected by a decision should make or help make that
decision.

Collaboration with all interested members of the College community is essential to the
purpose of the FTLC. Collaboration means to work together toward a common goal
and to make decision by consensus.

Supporting Faculty Innovation

The FTLC supports faculty innovation through its Teaching and Learning Grant (TLG)
program, a new cycle which begins each fall semester. Faculty can apply for grants to
support their involvement in Learning Communities, Diversity Courses, Internationalizing
the Curriculum, Technology in the Classroom, or other kinds of pedagogical innovation.

Teaching Circles

Teaching circles are small groups of faculty who meet at least six times during the year to

work together on a specific issue or conce
The FTLC sets aside some funds for each teaching circle to purchase books or equipment,

duplicate articles, or buy refreshments. Participants in teaching circles are strongly

encouraged to share the results of their discussions and projects with the broader college

community.

Teaching Squares

This is an informal evaluation process where: Faculty improve teaching skills and build
community through a structured, non-threatening process of classroom observation and
shared reflection. The process involves the best aspect of peer evaluation i observation
and discussion T while excluding judgment and evaluation. Participants in a square learn
about the best practices of other faculty in order to improve their own teaching. Contact
Deanna Anderson the FTLC if you would like to participate in this process.

Instructional Designers

Are you teaching online? Do you intend to teach online soon? Because of a good working
relationship with Distance Learning, they have been gracious enough to have their expert
instructional designers help faculty develop quality online courses. Faculty can call them
directly and set up appointments.

FTLC Dialogs

Once each semester the FTLC brings the college together to address issues of teaching and
learning. The Taylorsville Redwood and South City campuses host the FTLC Dialogs,
which are panel discussions wherein faculty, staff, and administrators look at the topic
from multiple perspectives.

Digital Media Assistance

The FTLC enjoys the services of an accomplished digital media technician. He can help
you digitalize photographs or slides, or work with digital video and document your
students6é wor k or for class projects.

Tutorials and Workshops

The FTLC offers tutorials and workshops to full-time and adjunct faculty, including;
A Online tutorials through the FTLC website on WebCT, MyPage, and Banner.
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Workshops on Assessment Evaluation

Workshops on Diversity Courses and Learning Communities
Workshops on Curriculum Development and Active Learning Strategies.
Student-centered workshopd providing alternatives to lecturing.
Workshops on Pod casting and I-tunes.

I > > > >

Supporting General Education

The FTLC sponsors Teaching & Learning in Community: Showcasing Multidisciplinary
Education, a new initiative in General Education. Faculty are encouraged to have their
General Education courses join in this effort. Each semester, faculty collectively choose a
theme that courses will address from their specific disciplinary vantage points. At the end
of the semester, students demonstrate publicly their understanding of the theme topic.
Students are also asked to learn from the public demonstrations of other classes.

Equipment and Facilities

A Conference and workshop rooms @ Taylorsville Redwood, South City, & Jordan.
Computer labs at Taylorsville Redwood, South City, & Jordan.

Copy machines at Taylorsville Redwood, South City, & Jordan.

Books on teaching and learning.

Faculty lounge at Taylorsville Redwood, South City, & Jordan offices.

Macintosh computers at Taylorsville Redwood and South City.

> > > > >

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA)

The Family Educational Rights and Privacy Act (FERPA) affords students certain rights
with respect to their education records. These rights are:

THERIGHTt o i nspect and review the studentos
day the College receives a request for access. Students should submit written requests

identifying the record(s) they wish to inspect to the registrar. The registrar will make

arrangements for access and notify the student of the time and place where the records

may be inspected. If records are not maintained by the registrar, he/she shall advise the

student of the correct official to whom the request should be addressed.

THERIGHTt o request the amendment of the stud
believes are inaccurate or misleading. Students may ask the College to amend a record that

they believe is inaccurate or misleading. They should write the College official responsible

for the record, clearly identify the part of the record they want changed, and specify why it

is inaccurate or misleading. If the College decides not to amend the record as requested by

the student, the College will notify the student of the decision and advise the student of the

right to a hearing regarding the request for amendment. Additional information regarding

the hearing procedures will be provided to the student when notified of the right to

hearing.

THE RIGHT to consent to disclosures of personally identifiable information contained in

the studentés education records, except to
without consent. One exception which permits disclosure without consent is disclosure to

school officials with legitimate educational interests. A school official is a person
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employed by the College in an administrative, supervisory, academic or support staff
position (including law enforcement unit personnel and health staff); a person or company
with whom the College has contracted (such as an attorney, auditor, or collection agent); a
person serving on the Board of Trustees; or a student serving on an official committee,
such as a disciplinary or grievance committee, or assisting another school official in
performing his or her tasks. A school official has a legitimate educational interest if the
official needs to review an education record to fulfill his or her professional responsibility.
Upon request, the College may disclose education records without consent to officials of
another school in which a student seeks or intends to enroll.

NOTE: SLCC has contracted with the National Student Clearinghouse to provide
verification of student enrollment and degrees or certificates earned. The National Student
Cl earinghouse is considered a fischool
interests. o

THE RIGHT to file a complaint with the U.S. Department of Education concerning
alleged failures by SLCC to comply with the requirements of FERPA. The name and
address of the Office that administers FERPA is:

FAMILY POLICY COMPLIANCE OFFICE
U.S. DEPARTMENT OF EDUCATION
400 MARYLAND AVENUE, S.W.
WASHINGTON, D.C., 20202-4605

Personally identifiable information or records relating to a student will not be released to
any individual, agency or organization without the written consent of the student as
described in FERPA regulations, except Directory Information, which may be released
upon request unless the student specifically withholds permission to do so. Directory
information includes:

St udaélame 0s

Date of birth

Major field of study

Dates of attendance

Enrollment Status

Degrees and awards received

Most recent previous educational agency/institution
Participation in recognized activities/sports

E-mail address

I I I D I D D

To prevent directory information from being disclosed, students need to complete a
Request to Prevent Disclosure of Directory Information Form in Enrollment Services.

For more information on FERPA, contact the Enrollment Services, (801) 957-4298, or
visit http://www.slcc.edu/enrolimentservices/misc/FERPA.asp (see STUDENTSERVICES
for hours).
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FAX MACHINES (see MAIL SERVICEP

The Taylorsville Redwood Campus FAX number is (801) 957-4444; South City is (801) -
957-3300. Incoming FAX messages will be received without prior arrangement at any
time day or night. FAXES will be delivered to your division/department mail boxes
during our next delivery. (Note: Several other FAX machines for official College
business are located in individual division/departments and at other College sites.)

Mail Services is happy to provide FAX availability to students, faculty, and staff for
transmission or receipt of personal FAX messages. Incoming FAX messages cost 10
cents per page. Outgoing FAX messages to local numbers cost 20 cents per page,
long distance numbers cost 50 cents per page. Outgoing International FAX messages
cost $1.50 for the first page, $1.00 for each additional page.

No refunds will be issued for FAXES that are submitted with the wrong FAX number.
No refunds will be issued for any problems encountered with the recipients FAX line.

For more information, contact Mail Services: (801) 957-4544 or visit
http://www.slcc.edu/mailservices/index.asp

FINAL EXAMINATIONS

Finals are scheduled the last four days of the semester or last two days of a summer term
for day classes. Two-hour final examinations are given the last night of class for block
classes such as afternoon, evening, and weekend classes. If finals are given prior to the
scheduled final exam period, the class will meet during the scheduled exam period for a
significant learning experience. Faculty may not alter scheduled meeting times. When
conflicts exist, please coordinate with the division/department chair or director. Check
the class scheduléhttp://www.slcc.edu/schedule/) for examination times. Give the
finals at the scheduled time so students will not have conflicts with other examinations or
classes. (Call the Assessment Center for information - Taylorsville Redwood (801) 957-
4269, South City Campus (801) 957-3284.)

FOOD SERVICE

Food Service is available for students, faculty, staff and guests. Food Service provides
beverages, snacks, breakfast, sandwiches, grill service, salads, pasta, Mexican food, and
hot entrees at reasonable prices.

The Taylorsville Redwood Campus Student Center features Bruin Bites Food Court.
Formal and informal indoor seating and a spacious patio offer a variety of options to the
diner. Vending machines are also located at all campus locations. SLCC Food Services
offers dining to the following campuses:

Taylorsville Redwood Campus, Student Center 1 (801) 957-4060

7:00 a.m. to 7:00 p.m. Monday 1 Thursday.
7:00 a.m. to 3:30 p.m. Friday.
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Summer hours vary.

South City Campus, W1157 (801) 957-3415
7:00 a.m. to 7:00 p.m. Monday i Thursday.
7:00 a.m. to 3:30 p.m. Friday.
Summer hours vary.

Jordan Campus, HTC151 7 (801) 957-2880

To visit Food Services website, go to http://www.slcc.edu/diningservices/.

GLOBE STUDENT MEDIA (GSM) (see MEDIA PRODUCTIONS)

The Salt Lake Community College Division of Fine Arts and Communications provides
production opportunity for top performing SLCC students. Under the direction of SLCC
staff, GSM produces digital media in video, audio, and internet for campus organizations
as diverse as Student Life and Leadership, Bruin Athletics, Learning Services, the
Thayne Center for Service and Learning and others.

For additional information, contact the director of development at (801)-957-4282.

GRADES AND REPORTS (see WEB FOR FACULTY
Grades are due three working days after the last scheduled final exam day.

Faculty will submit grades online through MyPage Services for Faculty. A printed copy of
grades should be turned in to the division/department chair or director.

Do not post final grades by name, social security number or give them to students over the
telephone.

Do not have students go to Mail Services, division/department ¢ h a,idiredo6 , or
d e a offeced to pick up final grades or papers. To ensure the privacy of all students, do
not allow students to view the grade roster or any other class list at any time (see FERPA.
Please contact Enrollment Services at (801) 957-4298 for additional questions about final
grades.

Students may view final grades on MyPage, under the STUDENT tab and FINAL

GRADES on the menu. Students have access to their grades once you have submitted

them and they are Arolledod to student acad
times dailyd 6:00 AM, 12:00 Noon, and 6:00 PM.

Grading Policies

Students must complete, by the end of the term, all courses for which they register.
Students will be awarded letter grades with quality points used in GPA computation for
work undertaken at SLCC.
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Performance is Graded as Follows:

GRADE | PTS. | QUALITY

A 4.0 Superior Grade

A- 3.7

B+ 3.4

B 3.0 Above Average Grade
B- 2.7

C+ 2.4

C 2.0 Average Grade

C- 1.7*

D+ 14

D 1.0

D- 0.7 Lowest Passing Grade
E 0.0** Failing Grade

* C- or lower is unacceptable in classes requiring a grade of C or better.
** All E grades are designated with the last date of attendance.

Grade not used in GPA Computation:

GRADE | DESIGNATION

W Withdrawal *

P Passing Grade

I Incomplete Grade
AU Audit
EX Extension”

! Withdrawal from class after the third week of the semester or 20% of the term. Not
calculated in GPA.

2 (EX) Grades: Allowed only in open entry classes. Students need to re-register for the
class and pay tuition. EX grades must be completed within one year.

Incomplete Grades
The following contains guidelines regarding Incomplete Grades:
¢ Incomplete grades may be given by instructors to student who cannot continue in
class because of circumstances beyond their control (such as serious illness, death
in the family, or change of employment).
Student must provide proper documentation.
Student must be passing the course at the time of incomplete grade request.
A substantial portion of a course must be completed before an incomplete is given.
Upon receiving an 0616 grade, the student
create a contract for completing the class work. The time may not exceed one year
from the time the 616 grade was receive
e Student should not re-register for the class, but should work directly with the
instructor to complete the contract.
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e The student who fails to fulfildl the co
received wil/l (a) have their 6106 grade
be required to retake the class in order to receive credit. An incomplete must be
resolved before the student will be permitted to register for the same course again.

Repeat Courses

A student may repeat a course in which a low grade has been received. The student must

notify Enrollment Services at the end of the term in which the class was repeated. The

original grade remains on the record and is marked as a repeated course. The highest grade
received in the course will th#8ewmGPBhe used i
Classes repeated at other institutions may be marked as repeated classes if the classes

taken elsewhere are accepted as transfer credit at SLCC.

Student final grades may be changed by either of the two following methods:
1. Submit a completed and signed green Change in Final Grade card to your
division/department chair, who will forward it to Enrollment Services for
processing.
2. Send an e-mail directly to the Registrar (with a copy to your
division/department chair) from your college e-mail accountwi t h t he st ud
name and 1D number, the course ID and CRN, the new grade, and the term.
Grades wi || be changed directly on the stu
submission list will not reflect grade changes.

GRAMA (see RECORD$

GUEST SCHOLAR

Nationally recognized scholars are invited to make presentations during the academic year.

HEALTH AND WELLNESS SERVICES

Health & Wellness Offices
Taylorsville Redwood Campus, SC 035171 (801) 957-4268
South City Campus, W 1757 (801) 957-3323
Jordan Campus, JHS 0117 (801) 957-6211

Health and Wellness Services exists to keep students healthy, in school, performing at
their optimal ability, and prepared to peruse lifelong wellness. SLCC has a staff of health
educators, social workers, massage therapists, and medical providers who can offer
educational experiences, training, support, and care to keep students well, and to help
students overcome illness should they become sick. Health and Wellness Services also
serves faculty and staff for a minimal charge.

Counseling Services

Four free counseling sessions per semester are available to fee-paying SLCC students.
Further sessions can be scheduled for a sliding-scale fee. If you are an employee of SLCC
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with benefits, you have pre-paid mental health services through the Employee Assistance
Program. Call Health and Wellness Services for more information. Counseling is
available for a variety of issues including: depression, stress, crisis intervention, violence,
anxiety, issues surrounding sexual orientation, and relationships.

Student Health Clinic

Free and nominal cost medical care is available for fee-paying SLCC students at our
Student Health Clinics. Faculty and staff members can be seen for low cost as well. Our
Family Nurse Practitioners (FNPs) provide a variety of health services including:
immunizations, health checks, prescriptions, testing, and lab work. Clinics are located at
both the Taylorsville Redwood (SC048/ 801-957-4347) and South City (W175/ 801-957-
3323) campuses.

Education and Prevention Services

Health and Wellness Education and Prevention Services focus on supporting responsible
choices and challenging social norms. Prevention Services offers a variety of
presentations and workshops for faculty and staff, including: bias awareness, alcohol and
drug abuse, stress management, and sexual health presentations. We also recruit and
train a student group, The Student Health Advisory Committee, which focuses on peer
education surrounding health and wellness issues. There are Education and Prevention
Services at both the Taylorsville Redwood (SC035/ 801-957-4268) and South City
(W175/ 801-957-3442) campuses.

Massage Services

Fee-paying SLCC students can receive up to 10 free 15-minute massage sessions per
semester from our Licensed Massage Therapists. Longer massages are available at low-
cost. Faculty and staff can also receive massages at low-cost. Massage Services are
available at the Taylorsville Redwood Campus (SC035/801-957-4268), with chair
massages available on various days at the South, Jordan (801-957-4268), and Sandy (801-
957-4268) campuses.

Contact Health and Wellness Services for additional information about specific services or
visit http://www.slcc.edu/hw/index.asp.

Alcohol/Drug Campus Policy

SLCC code prohibits possession, consumption or distribution of hallucinating, narcotic or
other illegal drugs. The code also prohibits possession, consumption or distribution of
alcoholic beverages on any property owned or leased by the College and at any college
activity. Campus members may be subject to prosecution by civil authorities or violation
of state and federal laws. Violation of the alcohol, tobacco and other dug policies will be
handled through the Dean of Students. The sanctions taken may include, but are not
limited to: referral for assessment to Health and Wellness Services, appearance before the
Student Standards Committee, probation or expulsion.

Alcohol and Tobacco Laws Penalties
DUI - Itis illegal to drive or be in Up to 6 months imprisonment &/or
physical control of a vehicle under the $1,000 fine, rehabilitation assessment
influence of alcohol or other drugs. & education class, suspension of
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Alcohol and Tobacco Laws

Penalties

Utahoés I mplied Con
submission to blood alcohol content

(BAC) tests. Refusal will result in
revocation of license for one year. You

are in violation if your BAC is .08 or
greater or if you are incapable of driving

a vehicle.

license for 90 days, $100 to victim
restitution fund. Accident, injury or
death will increase penalties. Class B
misdemeanor.

Minor in Possession (MIP) - It is
illegal for minors (under 21) to buy,
possess (even hold) or drink alcohol.

Up to 6 months imprisonment &/or
$1,000 fine. Class B misdemeanor.

Not-a-Drop- You are in violation if you
are under 21, have consumed any
amount of alcohol and are driving.

Lose license for 90 days, required
substance abuse assessment, & may
still face MIP laws.

Open Container- It is illegal to drink
any alcoholic beverages while
operating, or as a passenger in, a vehicle
(parked or moving), or have an open
container in vehicle.

Up to 6 months imprisonment &/or
$1,000 fine. Class B misdemeanor.

Selling, furnishing or supplying
alcohol to a minor- You are in
violation if you provide alcohol to a
minor.

Up to 1 year imprisonment &/or
$2,500 fine. Class A misdemeanor.

Intoxication- You are in violation if
you are under the influence of
intoxicating liquor or other substances
to the degree that you may endanger
yourself or others in a public or private
place and unreasonably disturb others.

Imprisonment in jail or detoxification
center if necessary for protection of
self or others. Class C misdemeanor.

Tobacco Use or Possession- It is
unlawful for any person under the age of
19 to purchase or possess tobacco in any
form.

Maximum $500 fine. Class C
misdemeanor

Clean Air Act- Prohibits smoking in a
public place, public meeting or any
government building. (All buildings on
SLCC campus)

Maximum $500 fine. Class C
misdemeanor.

Alcohol Heath Risks

Possible Effects: Psychologically & physically addictive, respiratory depression,

depression of the immune system, increased risk of accidents, injury due to violence,
heart disease, cancer, hypertension, brain damage, impotence at high dosage levels, drunk
driving crashes. In addition, alcohol use increases the risk of unwanted sex, unwanted
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pregnancy, sexually transmitted diseases and acquaintance/date rape. Mothers who drink
during pregnancy may give birth to infants with Fetal Alcohol Syndrome. These infants
have irreversible physical abnormalities and mental retardation. Research indicates that
children of alcoholic parents are at greater risk than other people of becoming alcoholics.

Withdrawal Symptoms: Repeated alcohol use can lead to dependence. Sudden
cessation is likely to produce withdrawal symptoms including: severe anxiety, tremors,
hallucinations and convulsions. Alcohol withdrawal can be life threatening. Long term
consumption of large quantities of alcohol, combined with poor nutrition, can also lead to
permanent vital organ damage.

Effects of Overdose: Very high doses cause respiratory depression and death. If
combined with other depressants of the central nervous system, much lower doses of
alcohol will produce the effects just described.

WHERE TO GO FOR HELP OR A FREE
ALCOHOL USE ASSESSMENT (BASICS)
Health & Wellness Services
Taylorsville Redwood, STC 035, (801) 957-4268
South City, W175, (801) 957-3323
Student Health Clinic
Taylorsville Redwood, STC 048, (801) 957-4347
South City, W175, (801) 957-3323

For more information on the health effects of alcohol, tobacco and other drugs, please
visit the Health & Wellness Services website at www.slcc.edu/hw.

ID CARD (OneCard)

Our goal at SLCC is to provide 1 card that can be used at all SLCC campuses and
locations. To that end the OneCard, SLCC's only official card, can be used for many
purposes. As the college grows, so will the services associated with the OneCard, and it's
valid as long as you are registered at SLCC. For information about obtaining a OneCard
and the services that are provided, contact your division/department chair, call (801) 957-
4022, or visit the website at http://www.slcc.edu/onecard/index.asp.

What OneCard does:

OneCard is the official ID card for the college

Provides access to the Lifetime Activities Center for facilities and events
Provides door access to selected areas

After hours building access for employees

Functions as a library card

Serves as a debit card for Food Services, College Store, the Lair, & vending
machines

Serves as a debit card for tuition payments

Voting card for student elections

Provides ID for computer lab access and printing services

>y D>

37


http://www.slcc.edu/hw
http://www.slcc.edu/onecard/index.asp

A Provides ID for test taking at assessment center

All registered students, full-time and adjunct faculty, full or part-time staff and alumni of
Salt Lake Community College may obtain a SLCC OneCard. For registered students,
student fees cover the cost of the card. Staff and Faculty may obtain their OneCard from
any ID center. A OneCard ID request formmust be acquired from their
division/department. The cost is $10. Pay in cash, check, or ask your supervisor for
authorization to use you division/department's cost code (your supervisor must sign the
proper authorization form).

60neCarddé I D Center Locations and Phone Nu
Taylorsville Redwood Campus, Courtesy Desk i (801) 957-4868
South City Campus, E148 1 (801) 957-3306
Jordan Campus, Courtesy Desk T (801) 957-2631
Sandy Campus, Building B. T (801) 957-3727

INSTRUCTOR INFORMATION (see SYLLAB)

LEARNING CENTERS

Mission Statement

The mission of the SLCC Learning Center is to provide free tutorial services to students

enrolled in various courses offered by the college in order to promote student success. We

strive to help our students to build confidence, defeat anxieties, and develop a greater
appreciation for educationand | ear ni ng. We focus on acti ve
independence, and motivation. The-cammar ni ng
population by offering one to one tutoring and other educational/support services at The

Learning Center, Student Writing Center, and the ESL Lab. The Learning Center supports

computer literacy and offers free computer access at our labs; we also offer online tutoring

support in the Student Writing Center.

Many programs are offered, but not all services are available at all locations. Offerings
vary from semester to semester. Please contact each Learning Center for specific details
of times, dates, and offerings.

Tutoring/Tutor referrals

Free tutoring is available on a drop-in basis to all SLCC students. Subjects include math,
chemistry, physics, biology, English and writing. The ESL Lab helps ESL students
practice English with native English speakers

The Learning Center at the Taylorsville Redwood campus also connects students with
qualified private tutors for most subjects. Tutor lists are offered as a service to students,
but students must contact and pay private tutors individually. For more information call
(801) 957-4172.

Multimedia Learning Tools
Students who want to review or preview course work may use computer software provided
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with their textbooks in various courses.

Workshops and Group Study

Several free workshops are offered each semester in response to faculty and student
requests. Small study groups are organized and conducted in selected courses. Trained
tutors develop course concepts and suggest study skills necessary to be successful in those
courses.

Student Writing Center

Writing advisors work with all in-class writing and other writing projects such as

scholarship applications, memos and reports. Advisors assist in analyzing the writing
situation or project, developing a writing
feedback to the writer. Computers are available, as is assistance with word processing.

One-on-one or small group consultations are available and writers are encouraged to meet
with an advisor at any stage in their writing project (from brainstorming to final editing).
The Student Writing Center also holds special workshops on reading/writing topics,
demonstrates in-class peer group work-shopping and distributes other writing-related
materials (including material on documentation and research methods).

On the Taylorsville Redwood Campus, the Student Writing Center (AD 218) is housed
separate from the Learning Center (TB 213). At the South City, Jordan and Sandy
locations, the Student Writing Center is located within the Learning Center facility. For
more information on Student Writing Center services, call (801) 957-4893.

The Learning Center Locations
Taylorsville Redwood Campus:
Learning Center, TB213 1 (801) 957-4172
Student Writing Center, AD218 i (801) 957-4893
Open Computer Lab, TB221 71 (801) 957-4178
English as a Second Language (ESL) Lab, TB213F i (801) 957-4026
South City Campus:
N308 71 (801) 957-3261
Sandy Center:
Building B 105 i (801) 957-3707 (voice mail)
Jordan Campus:
HTB 1027 (801) 957-2852

LEARNING RESOURCES LIBRARY/MEDIA

The library system has 99,094 print books and about 500 print periodical subscriptions,
access to 75 electronic databases which include full text articles and indexing/abstracting
services, as well as access to 81 electronic reference titles, over 35,000 e-books, and over
600 e-journals. The Media collection contains approximately 30,774 items for viewing,
listening and watching. Telecourse videos also are available for checkout.

Library staff provides assistance with research and reference questions; inter-library and
inte-campus | oans; and training to assist in
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Internet. Patrons may access the library's online catalog and many of its electronic
indexing and full text database services through any personal computer on campus or from
their homes via the Internet.

The Library at Taylorsville Redwood also provides groups with study rooms, individual
and group viewing areas, coin-operated copy machines and an art exhibit area, as well as a
student computer lab and laptop computer checkout.

A current SLCC One Card ID is required to check out materials from SLCC Libraries and
Media Centers.

See the following websites for hours of operation:
Library: http://libweb.slcc.edu/
Media Center: http://libweb.slcc.edu/index/electronic-classrooms

Library/Media Center Phone Numbers

Jordan Campus Library/Media - (801) 957-2661
Sandy Center Library - (801) 957-3708
South City Campus Library/Media, E106 - (801) 957-3432

Taylorsville Redwood Campus
Markosian Library - (801) 957-4602
Media Center - (801) 957-4199

MAIL SERVICES

Individual Mail Boxes

At the Taylorsville Redwood Campus and all other sites except the South City Campus,

you will be assigned a mail box or slot by your division/department chair or director. At

South City Campus, your mail will be available in N121. Please check your mail often. It

will contain all/|l U. S. Post al Service (USPS
other memos, and campus mail from all SLCC sites.

Personal Mail

Incoming:
Personal mail may not be sent to the College address.

QOutgoing:

Although you may not use College envelopes or postage for your personal mail, you are

welcome to place stamped envelopes in division/department drop boxes, bring it to Mail

Services, or depositing it in the box on 4600 South (just north of the Administration

Building). The outside box is picked up at 3:30 p.m. Monday through Friday. (See also

AStamp Sal es, Envel opes, and Package Proce

Student Assignmentsi Drop Off

Individual mailboxes may not be accessed by students to leave or pick up assignments

and/or graded work. Students may leave assignments at the counter in Mail Services, at

the front desk in other centers such as Sandy, Jordan, & Library Square, or in any campus

maildr op box so |l ong as they place the instru

40


http://libweb.slcc.edu/
http://libweb.slcc.edu/index/electronic-classrooms

front of the assignment. Such assignments will be processed as any other piece of campus
mail. HOWEVER, to ensure the security of your mail and the mail of others whose boxes
are in you area, under no circumstances are students allowed access to unattended mail
box areas to drop off or pick up assignments.

Student Assignmentsi Pick Up
Graded assignments may not be left in mailboxes for pickup by students or for

dist ri bution by Afront desko personnel . Ma i
anyone.

Campus Mail

You may send mail to College employees at

Mail may be dropped off in Mail Services (Taylorsville Redwood Campus, AD 022; South
City, N121) or in designated drop boxes in division/department offices.

If broad distribution of written information is part of your job, Mail Services has

established a number of mail care¢égemnitss o( &
to help you send memos through campus mail more effectively. If you use one of these

established categories, you may send mail
name and mail stop code. oarlis. us and wedl

Preparing Campus Mail for Delivery

As you send mail to other individuals at any College location, please use campus mail

envelopes (reusable envelopes that come in two sizes and are available from Mail

Services) or other envelopesrathert han | eaving items Al ooseo i
envel ope clearly with the individual sd nam
delivery. (Division/department names and room numbers are not used for mail sorting, but

may be placed on the envelope if you choose to do so). Mail stop codes are available in

the College telephone directory or may be obtained by calling any Mail Services.

Outgoing U.S. Mail

Your division/department is charged for the postage on any official mail you send from the
college. If you are sending out mail, it must be stamped by your division/department or
you must write your division/department identification on it in the return address area
before depositing it for processing. It may then be dropped off at Mail Service locations or
left in division/department drop boxes.

Although you may not use College envelopes or postage for your personal mail, you are
welcome to process stamped mail through Mail Services by dropping it in
division/department mail-out boxes, bringing it to Mail Services, or depositing it in the
box on 4600 South (just north of the Administration Building),. The outside box is picked
up at 3:30 p.m. Monday through Friday.

Stamp Sales, Envelopes, and Package Processing

Stamps may be purchased in two locations on the Taylorsville Redwood Road Campus-

Mail Services (AD 022) and at the Courtesy Desk located in the Student Center just north

of the Bookstore entrance. Stamps may be purchased at the South City Campus in Mail

Services (N121). We will be happy to assist students, faculty, and staff in processing

per sonal mail such as packages. Smal | and
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envel opes, 0 and some additional packing ma
Mail Services locations.

Bulk Mail

Bulk mail pieces should be cleared through Mail Services on the Taylorsville Redwood
campus before printing to make sure they meet postal regulations and qualify for the bulk
rate discount. Additionally, as processing occurs, also check with Mail Services to make
sure postal sorting and bundling requirements are met. Correctly processed bulk mail
received in Taylorsville Redwood Mail Services by 10:00 a.m. will normally be dispatched
the same day.

Certified Mail, Express Mail and other Special Services

Correctly labeled mail pieces received by 3:00 p.m. will be dispatched the same day. If
you have any questions about USPS T special services mail preparation or need blank
forms, please contact us.

Fax Machine

The Taylorsville Redwood Campus FAX number is (801) 957-4444; South City is (801)
957-3300. Incoming FAX messages will be received without prior arrangement at any
time day or night. FAXES will be delivered to your division/department mail boxes
during our next delivery. (Note: Several other FAX machines for official College business
are located in individual division/departments and at other College sites.)

Mail Services is happy to provide FAX availability to students, faculty, and staff for
transmission or receipt of personal FAX messages. Incoming FAX messages cost 10
cents per page. Outgoing FAX messages to local numbers cost 20 cents per page;
long distance numbers cost 50 cents per page. Outgoing International FAX messages,
cost $1.50 for the first page, $1.00 for each additional page.

For additional assistance, visit http://www.slcc.edu/mailservices/index.asp.

MARKETING & PROMOTIONS

College advertising/promotions/marketing is coordinated through the Institutional
Marketing Department. Please address questions about marketing and promotions to:

SLCC Institutional Marketing Department
Tel: (801) 957-4025 Fax: (801) 957-4121
http://www.slcc.edu/institutionalmarketing/index.asp

MEDIA & PUBLIC RELATIONS
Dr. Cynthia Bioteau, President of SLCC, and Joy Tlou, Director of Public Relations, are
the official spokesmen for the College. In their absence, another individual will be
appointed by the president.

All media contacts (incoming and outgoing) must be coordinated through the
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Director of Public Relations. Please forward all calls and requests to:

Joy Tlou, Director of Public Relations
SLCC Institutional Marketing Department (Taylorsville Redwood, AD011B)
Tel: (801) 957-6067 Fax: (801) 957-4121

MEDIA PRODUCTIONS

Media Productions provides professional technical support for all types of media
production, including studio and in-class video production, telecourse production, video
and audio editing, creation and duplication DVD, DVD Video and CD, digitization of
media for internet usage, streaming media for all applications, web hosting of media
components, video teleconferencing, satellite downlinking, and EDNET system use. The
College is a designated regional fiber hub in the Utah Educational Network (UEN)
statewide system. This hub is located in the Technology Building on the Taylorsville
Redwood Campus and is primarily supported by MPS. There are interactive classrooms
connected to this statewide hub on most campuses.

Medi a Productions is the operator of Valle
partnership with local cities for television broadcast on Comcast channel 17.

Media Productions also performs an important function in serving in a consulting and
supporting role for the College in the specification and design of audiovisual systems and
wiring planning for existing and new facilities and the communication networks that link
the various campuses.

For more information, contact Bill Bradford, Director Media Operations, at (801) 957-
4966.

MEDIA SERVICES

Media Services has a variety of audio-visual equipment available for faculty members to
check out or have delivered to their classrooms. Some of the more popular equipment
includes data projectors, laptop computers, slide projectors, plus many more items that
faculty may check out or have delivered. Media Services is located at the following
campuses:

e Taylorsville Redwood Campus (801) 957-4199
0 7:30a.m.i 9:30 p.m. Monday i Thursday
o 7:30a.m.7i 6:00 p.m. Friday
0 9:30a.m.7 6:00 p.m. Saturday
o Sunday Closed

e Jordan Campus (801) 957-2661
0 7:30a.m.7i 8:00 p.m. Monday i Thursday
o 7:30a.m.i 3:30 p.m. Friday
o 8:00am.7i 12:00 p.m. Saturday
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0 Sunday Closed

e South City Campus (801) 957-3432
o 7:30a.m.i 9:30 p.m. Monday i Thursday
o 7:30am.7i 3:30 p.m. Friday
o Saturday & Sunday Closed

e Sandy Campus (801) 957-3708
0 8:00a.m.7 8:30 p.m. Monday i Thursday
o 7:30a.m.i 11:30 a.m. Friday
0 Saturday & Sunday Closed

x Please note hours of operation may vary during breaks and the summer
semester.

MEDICAL CLINIC (see HEALTH AND WELLNESS SERVIQES

ON-LINE SERVICES FOR FACULTY

Special Note: In keeping with the Family Educational Rights and Privacy Act
(FERPA), please remember that student information provided through on-line
Services for Faculty is confidential and should not be given to anyone.

ocoakrwnhE

Logging in to Faculty Services on MyPage
Reporting Final Grades

Giving Faculty Permits

Adding Students to Classes
Administrative Drops

Access to Student Phone Numbers

Logging into Services for Faculty on MyPage

1)
2)

3)
4)

5)
6)

Go to http://www.slcc.edu

Enter your user name and password in the MyPage login section at the bottom left
corner of the page and click the Log In button. If you have not used MyPage
before, follow these instructions:

Click Need Your User/Pass?

Enter the required information. Click Submit. Record your user name and
password in a secure location for future use.

Click Faculty tab

Select desired menu option.

OUTLOOK/ELECTRONIC MAIL

Outlook is the Electronic Mail system used by Salt Lake Community College. It can be
used to communicate with faculty and staff on campus or with colleagues around the world
as long as they have an Internet address. Business related e-mail may constitute a public
record and therefore be accessed by the College or others for specified reasons such as to
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comply with a public records request, to investigate suspected misuse of the e-mail system,
or to conduct system repairs. Every faculty member is expected to utilize e-mail and is
responsible for information sent electronically.

PARKING

Full-Time Faculty

If you work on the Taylorsville Redwood, Jordan, South City, or Meadowbrook Campuses
you must obtain a parking permit from Parking Services. Full-time employees will receive
a multi-year permit and the division/department will cover the cost of a permit. Adjunct
faculty and Part-time staff will be given an annual parking permit upon authorization from
their division/departments. Each division/department determines if the permit is to be paid
for by the division/department or by the individual.

*** ALL Full-Time Faculty and Adjunct Faculty or Part-Time Staff ***

You must have authorization from your division/department chair/director to receive
a faculty/staff permit. All tickets must be paid in order to receive a parking permit.
It is at the discretion of the division/department which type of permit will be received

and paid for by the division/department.

Part time staff who are students will receive a student permit based on the policies of

the institution.

Full-Time Faculty/Staff will receive a multi-year parking permit. The type of permit
issued will be a hangtag with an expiration date. To receive your permit please bring:

e Current vehicle registrations for all vehicles to be included on permit
Adjunct/Part Time Staff employees will need to bring:

e Current vehicle registration
o0 One registered vehicle: one (1) sticker will be issued.
o Two registered vehicles: one (1) hangtag will be issued. You must bring in
both vehicle registrations before a hangtag can be issued.

Permits are only valid for the vehicles registered to them. It is your responsibility to
keep the permit current and up to date with any vehicle changes.

Permits may be picked up at the Taylorsville Redwood Campus Parking Services Office

GFSB-103, Monday thru Thursday 7:00 am to 8:00 pm and Friday 7:00 am to 4:00 pm;

the South Cit yOfficeavumay thru Ridag &00 aanrto@:60 pm; and the
Jordan Campus Cashierd6s Office, Monday thr

Faculty/staff permits are good in all faculty/staff and student areas. Permits are not
allowed at Cosmetology or Dental Hygiene Reserved Stalls. Parking brochures are
available at Parking Services explaining the regulations that govern college parking or on
the website at http://www.slcc.edu/parking/index.asp or call (801) 957-4011 for more
information. Parking violations must be paid promptly.
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If you have a state disabled placard or plate, please call Parking Services at (801)
957-4011 for more information on receiving an SLCC disabled permit.

POLICIES AND PROCEDURES

See http://www.slcc.edu/policies/index.asp for an online listing of Policies and Procedures.

PRINTING SERVICES & COPY CENTERS

Locations / Hours of Operation

Main Office, Taylorsville RWD Campus ATC 109:
Phone (801-957-4157)

Hours M-Th 7:30 AM to 6:30 PM, F 7:30 AM to 4:30 PM

Student Center Kiosk, Taylorsville RWD Campus STC 100E:
Phone (801-957-5197)
Hours M-Th 8:00 AM to 6:30 PM, F 8:00 AM to 4:30 PM

South City Campus Copy Center N121.:
Phone (801-957-3301)
Hours M-F 7:30 AM to 4:30 PM

Coming August 2009: Jordon Campus copy Center HTC 131.:
To Be Determined:

Evening schedules will vary when classes are not in session and during summer guarter.

Personnel in Printing Services

Faculty and Staff Copier Maintenance Request (801-957-4756) or (801-957-4950)
Document Printing/Production (801-957-4157)

Billing & Access Codes (801-957-4950)

Printing Services Manager (801-957-4757)

Services

The SLCC Printing Services & Copy Centers offer a full variety of printing services from
digital printing to high quality xerographic copies accommodating the printing needs for
faculty, staff, and students. Non-College related copying is accepted as well.

Billing
Charges are billed monthly to division/department cost codes, cash and credit cards are
accepted as well.

Summary of Services

Variety of Paper Supplies, B&&W Copies, Color Copies, Offset Printing, digital
Printing, Scan-to-Print, Scan-to-Email, Bulk Mailing/Variable Data, Postcards,
Mailmerge, Labeling, Envelope Printing, Stamps, Postage metering, Booklets, Brochures,
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Flyers, Binding, Numbering, Fax, Folding, laminating, Drilling, cutting, 2-4 Prt Duplicate
Forms, Transparencies, Tabs, Covers, Calendars, Mouse pads, etc.

Additional Services

Banners-Vinyf and Paper, Wi de Format Printing up
Portrait Printing, Enlargements & Reductions, Mounting, Large Document Scanning,

Plotter and Architectural/Engineering Document Printing.

Editing and Document Layout Services
We use a variety of software tools that allow us to accommodate Desktop Publishing
requirements and Graphic requirements.

Job Request Submission

Documents and files can be submitted in person, via department employee email, or via
our department email address: copycenter@slcc.edu. We prefer your documents/files are
submitted in electronic form. This will provide the best quality. Hard copies are
accepted as well but the result is a second generation product. (Please contact the Copy
Center for more information on doing electronic transfer.) Note: We also have the
capability to load a direct submission link to your desktops.

Important Not: Please insure your documents, text, graphics, and fonts are setup to
accommaodate the proper printing request.

Job Request Forms: Each request should be accompanied by a Job Request Form (blank
forms are available in the Printing Services & Copy Centers and at pickup and delivery
locations). For instructions or help filling out these forms, contact Printing Services.
Either the cost code or department name must be identified for work to be processed.

Turnaround Time Requested
Projects should be submitted in advance to accommodate production requirements.

Please contact a print technician to arrange print scheduling. We can and do
accommodate rush and emergency request depending on production loads. Most short
projects are/can be processed in a 24 hour turnaround time or sooner (depending on how
intricate the requirements may be).

Pickup Location

Projects to be printed/copied are picked up daily at the following locations: AT 206, ATC
Printing Services Main Office, BB 130, CC 230, LAC 210, STC 254, and TB 216. Non-
RWD Campus projects should be submitted via campus mail to the nearest copy center
location or to the Printing Services Main Office, ATC 109.

Delivery Locations
Deliveries are available upon request to all campuses.

Note: If work is to be picked up in the Copy Center, please do not send work study

students, as Copy Center personnel are instructed not to release tests and other materials
to students.
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Convenience Copying Locations

Convenience copiers for faculty and staff use are provided by SLCC Printing Services at

the locations listed below. Short training sessions can be arranged and access codes set
up by contacting the division/department secretary at their convenience. Note: Several
division/departments also have convenience copiers available for their employees.) If

one of our convenience machines is out of order, bring your work to the Copy Centers for

while-you-wait service.

Convenience machines are located in the areas listed below:

Airport Aviation Maintenance

Airport North Aviation Maintenance - Coin-Op

JRD HTC 103 FTLC Small

JRD HTC 103 FTLC Large

JRD HTC 101 Distance Education
JRD HTC 135 Dental Hygiene

JRD HTC Lobby Coin-Op

JRD HS-011C Student Health Clinic
JRD HS-012A OTA/PTA Clinic
JRD HS-047D Admissions Office
JRD HS-103F Nursing

JRD HS-106D Nursing

JRD HS-123K Medical Asst

JRD HS-143H

JRD HS-235 Library - Coin-Op
JRD HS-235 Library

JRD HS-254E

LHM CART 102C - Culinary Arts
LHM MATC 201C

LHM MATC 203

LHM MFEC 117A

LHM MFEC 211 Color - Faculty Support
LHM MPDC 110R

LHM PSET 270A

LHM PSET Foyer Coin-Op

Library Sq 1st Floor Main Lobby
Library Sq 103 Faculty Lounge
Library Sq 402 Student Lounge
MdwBrk Bldg A 101

MdwBrk Bldg B 1st Floor - Hall
Prison Office i Timpanoges

Prison Oquirrh 5 Facility

Prison Wasatch Bldg

Prison Wasatch Facility Module 4
RWD AD Basement Hall Scan/Fax
RWD AD-195S Student Employment
RWD AD-222 English Dept

RWD AD-241 English Dept. Scan/Fax
RWD AT-204
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RWD ATC-109 Copy Center - Foyer Left
RWD ATC-109 Copy Center - Foyer Right
RWD ATC-109 Copy Center i Color
RWD ATC-2nd Floor Hall

RWD BB-105

RWD BB-112

RWD BB-330P

RWD CT-222 East i Skylight

RWD CT-238

RWD CT-254 West

RWD GFSB Facilities Compound

RWD LAC-119C

RWD LAC-235

RWD Library - Oce - Coin-Op

RWD LIB - #1 Left Coin-Op

RWD LIB - #2 Middle - Coin-Op

RWD LIB - #3 Right - Coin-Op

RWD SI1-024 Basement

RWD SI-220

RWD SI-241 Related Technology

RWD SI-305 Faculty (Key Entry)

RWD SI-341 Nat'l Science

RWD STC-254A T Breakroom

RWD STC-2nd Floor - Student Express
RWD STC Kiosk Copy Center Color
RWD STC Kiosk Copy Center B&W-Left
RWD STC Kiosk Copy Center B&W-Right
RWD TB-Main Floor Lounge - Coin-Op
RWD TB-213 Learning Ctr

RWD TB-216

RWD TB-315

RWD TB-316

RWD TB-324A Faculty Teaching/Learning Ctr
RWD TB-325F

RWD TB-416

RWD TB-424 (Key Entry)

RWD TB-516

SCC E106 Library

SCC E106 Library - Coin-Op

SCC E150 Faculty Teaching & Learning Ctr
SCC N121A Faculty

SCC N121 Foyer

SCC N326

SCC W138 Student-Commons Area i Coin-Op
SCC W236

SND B108 Faculty Lounge

SND B108 Faculty Lounge

SND Bldg B Library - Coin-Op



Copyright Compliance (see COPYRIGHT COMPLIANCE

The Copyright Law of 1976 restricts photocopying of materials, even for classroom use.
Risk Management provides a free booklet describing the provisions of that law and
guidelines for staying in compliance with its requirements. We will also be glad to help
you get permission to use any materials that require such permission. Please pick up our
booklet, which also provides information about copying of computer software, audio
and/or video cassettes, etc. Contact (801) 957-4041 or e-mail nancy.sanchez@slcc.edu

PRIORITY TICKETS

When students attempt to add a class on-line that has reached maximum capacity, they will
be provided with a Priority Ticket. This allows the students an opportunity to register for a
class during an early priority registration for next semester (prior to the standard
registration dates). Students should be sure to check for other open sections of the class as
they may still register for any open sections of this class during the current semester until
the ADD deadline (5" business day of semester). Priority Tickets provided during
Summer or Fall Semester registrations may be used for the subsequent Spring Semester.
Enrollment Services will notify students with Priority Tickets of the dates for early priority
registration.

PROFESSIONALISM

Classes should begin and end on time. Extending classes intrudes on the time of the next
instructor. Excusing classes early shortchanges the students. Successful completion of the
teaching assignment includes (but is not limited to) meeting all classes as printed in the
Class Schedu)éolding classes during all assigned final examination times as printed in
the Class Schedulef classes, and submitting timely and accurate student grades for each
course comprising the teaching assignment.

Please assist in maintaining the beauty and cleanliness of college facilities. Eating and
drinking in classes or labs is not acceptable. Children are not allowed in classes or labs. If
Media Services personnel enter the classroom to deliver requested equipment or to assist
with equipment operation, please allow them to complete their business as quickly as
possible. Every effort will be made to minimize classroom disruption.

PURCHASING DEPARTMENT

All items purchased for the @ege must be purchased by the Purchasing Departnizmt
not contact vendors directly. Contact the division/department chair or director to arrange
for requisitions to be sent to the Purchasing Department for all supplies or materials. For
more information, contact (801) 957-4254 or visit http://www.slcc.edu/purchasing/.

RANK ADVANCEMENT

The Department Sitting Tenure Committee reviews each rank advancement proposal to
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insure that an individual's request will meet his/her personal needs, the needs of the
division/department, and will strengthen the overall curriculum and offerings of the
division/department. If the Sitting Committee agrees, the chair of the Committee signs the
Rank Advancement form. For complete information, review the Policies and
Procedures/Academic Freedom/Professional Responsibility/Tenure
(http://www.slcc.edu/policies/docs/c4s01.01.pdf) or call (801) 957-4593.

READING DAY

Reading Day is a non-teaching contract one day prior to fall and spring semester final
examinations.

RECORDS (see STUDENT RECORD&nd FERPA

Access

Salt Lake Community College complies with the Government Records Access and
Management Act (GRAMA) of the State of Utah. Certain records are classified as private,
controlled or protected. For information concerning classified records, contact Risk
Management, AD 050 or call (801) 957-4041 (see STUDENT RECORDS

Transcripts

Student permanent academic records (transcripts) are maintained by Enrollment Services.
Students may request transcripts online through MyPage, by mail, by FAX at (801) 957-
4961, or in person at the following campuses/centers at a cost of $4.00 per transcript:
Taylorsville Redwood, South City, Jordan, and Sandy. Mailed, FAX, and in person
requests require a signed written request. Students obtaining their own transcripts in
person must provide a picture ID. Individuals requesting transcripts in behalf of a student
must provide a written and signed release from the student and their own picture ID.
Transcript requests are usually processed within 3-5 days. For more information, please
visit wwwe.slcc.edu/enrolimentservicesand ¢l i ck the | ink fiRequest
the Outgoing Transcript Office at (801) 957-4298. Skills Center records are available
separately through the Skills Center at South City Campus, call (801) 957-3356 for more
information.

Incoming Transcripts
If you are a transfer student or wish to send credits from your previous institutions to
SLCC, then please visit the Incoming Transcripts page.

Verification of Enroliment and Graduation

Salt Lake Community College has authorized the National Student Clearinghouse to act as
its agent for verifications of student enrollment and graduation. Please contact the
Clearinghouse via e-mail at enrollmentverify@studentclearinghouse.org, by telephone at
(703) 742-4200, or by FAX at (703) 742-4239. Verification requests are available through
Student Self Service.

Please contact Enrollment Services, (801) 957-4298 or visit
http://www.slcc.edu/enrollmentservices/ for more information.
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RECREATION/WELLNESS OPPORTUNITIES

Lifetime Activities Center (LAC) Desk (801) 957-5808
Recreation Coordinator (801) 957-4398
SCC Pool (801) 957-3268

Campus recreation opportunities include open recreation, extramural sports, and sport
clubs. The OneCard provides access to the Lifetime Activities Center for facilities and
events. If you do not have your OneCard with you, the entrance fee is $2.00.

Open Recreation
Open recreation times are available at both Taylorsville Redwood and South City
Campuses.

Taylorsville Redwood 1 Lifetime Activity South City

Center (LAC) A Gymnasium
A Weight Room A Swimming pool
A Fitness Center A Fitness Center

A Gymnasium
A Racquetball Courts
A Indoor Track

Student Clubs & Organizations
For information on student clubs, please call (801) 957-4072 or visit the website
http://www.slcc.edu/sll/Clubs_Organizations.asp.

REGISTRATION REGULATIONS

Before the beginning of each term, students will register for classes listed in the class
schedule. Class schedules are available online at http://www.slcc.edu/schedule/. Class
schedules are also printed each semester and contain a listing of classes taught, as well as
policies and procedures relating to registration, adding and dropping classes, tuition
payment, refunds, challenging of classes, and due dates.

Registration is completed when students enroll in one or more courses and tuition and fees
are paid in full, or payment arrangements have been made. Registration deadlines and
payment due dates are listed in the class schedule and online in the MyPage Academic
Calendar. Instructor permission must be obtained to add classes after the published
deadline and late payment fees may be assessed. Early class registration services are
available for students who are registered with the Disability Resource Center.

Senior Citizen Enrollment
Senior Citizens, age 62 and over, who are Utah residents may enroll in any classes for a
reduced fee under the following conditions:

e Space availability.
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o Classes will be taken on an audit basis (no college credit.)

« $10 registration fee is required each semester. This does not cover the cost of books,
supplies, parking, or lab fees.

e An Application for Admission as a non-matriculated (non-degree seeking) student
must be submitted to Enrollment Services. The Application Fee is waived.

e Do not complete the online applicatioffo have your application fee waived, please
complete the paper application.

*Senior citizens desiring college credit for their classes must follow regular admissions
and registration procedures and pay full tuition and fees.

Auditing Classes
Students may audit most SLCC classes for the purpose of the learning opportunity it
provides, according to the following conditions:

o Tuition and fees will be assessed at the same rate for audited classes as those taken
for credit.

« Students are not required to attend, take exams, or otherwise participate in classes
they are auditing.

« Students do not receive Attempted or Earned credit hours for audited classes.

e Audited classes appear on student transcripts with an AU grade which is not
calculated in term or cumulative grade-point averages.

e Audited classes are not counted as part of student enrollment status.

« Students will not be awarded financial aid nor receive veterans benefits for audited
classes.

o Audited classes will not be considered part of Satisfactory Progress for financial aid
purposes.

Students should declare their intent to audit a class at the time of registration and before
the DROP deadline. Exceptions may be recommended by the appropriate administrative
authority.

To audit a class, you will need to fill out the Class Audit Form and submit it in person, or
fax it to Enrollment Services (801) 957-4961.

Skills Center Registration i Career & Technical Training

Skills Center registration requires a non-refundable $35 application fee. This covers
application, admissions, advising, assessment tests, program selection and new student
orientation. Students may re-enter a Skills Center program within two calendar years with
no additional registration fee. Registration fees must be paid before a student can be
enrolled.

Adds/Drops/Withdrawals

Students are responsible for adding and dropping their own classes and should follow the
procedures outlined in the class schedule. No extra charge is made for adding or dropping
classes. If needed, faculty may assist students by performing adds/drops/withdraws upon
their request.

Adds
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Classed may be added during the scheduled registration periods though the 5™ business
day of each full semester or term of 7% weeks or longer, or through the end of the 2"
business day of any term shorter than 7%~ weeks. Students hoping to add a course are
encouraged to attend the first class meeting of that course.

Drops
Definitionof Drop: A drop i s defined as the removal
and includes the following characteristics:

e A dropped class will not appear on a
e A refund or reduction of tuition and fees may occur, depending on the
studentodos remaining enrolled hours.

e Drops occur within the designated time period each term or part of term.
The designated drop period is 20% of the term/part of term. The drop period
is 15 teaching days in a full semester (75 days).
Classes may be dropped until the published drop deadline. Students dropping classes by
the published deadline will receive a refund or adjustment of tuition according to the
refund/adjustment schedule printed in the class schedule and available online in MyPage.

No entry is made on the studentds per manen
deadl i ne. (See AnRefunds/ Adjustment to Tui
Withdrawals

Definition of Withdrawal: A withdrawal is an enrollment status in which a student
ceases official participation or attendance in a class by following a designated college
procedure and includes the following characteristics:

e A grade of AW0O is awarded for the wit
permanently on a studentds transcript.
e The AWO grade is not <santacetade @GPAA.d i n a

¢ No refund or reduction of tuition applies.

e Withdrawals occur within a designated time period each term or part of
term, beginning immediately after the close of the Drop period and
extending through 60% of the term or part of term. The designated
withdrawal period extends to 45 teaching days in a full semester (75 days).

Students may withdraw from classes after the third week through the ninth week of a

semester or within the first 60% of a 7% week term. For sessions shorter than 7% weeks,

see deadlines published on MyPage and in the class schedule. Withdrawal from classes

after the third week of the semester or 20% of the term will be shownasado W6 on t he
transcript and will not be calculated in the grade point average. No tuition

refund/adjustment will be made for withdrawals.

Exceptions to the withdrawal deadline may be granted by a division/department chair or
dean, dean of students, or the Disability Resource Center in extenuating circumstances
with appropriate documentation. No exceptions will be granted after final exams have
been given.

Administrative Drop for Non-attendance

In order to maximize registration opportunities for all students, students are required to
attend the first class meeting of any regularly scheduled class that meets once per week or
at least one of the first two class meetings of any regularly scheduled class that meets more
than once per week. Students who are unable to attend the initial class meeting(s) as
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required must inform the instructor or division/department office, preferably in writing,
that they intend to attend subsequent meetings and do not want to be dropped.

Students who fail to attend the initial class meeting(s) as required and who fail to
contact the instructor in advance of the absence may be dropped from the course by
the instructor.

Students enrolled in classes of high demand and/or limited availability are particularly
vulnerable to a drop for non-attendance.

Students who receive an Administrative Drop for Non-attendance will receive full credit

for tuition paid. Dropping and reinstatem
first 20% of the term. (See class schedule for specific calendar dates.) Students are not
automatically dropped for non-attendance. ( See fiFai |l ure to Drop/ Wi

College Catalogue.)

Note: The policy for Administrative drops for non-attendance requires administrative
drops by faculty to take place within the designated drop period each term or part of
term.

RIGHT OF APPEAL

When a student wishes to appeal a decision, it may be done through the Appeals
Committee (http://www.slcc.edu/enrolimentservices/misc/appealssub.asp). (See also
POLICIES AND PROCEDUREShapter 3, Section 2:01, Student Code of Conduct
(http://www.slcc.edu/policies/docs/Student Code of Conduct.pdf)

RISK MANAGEMENT (see EMERGENCIEP

The Collegebs liability insurance is provi
Management. The Office of Risk Management provides a liaison with that office through

the director, who also acts as the College risk manager. Our goal is to help prevent

accidents or damaging incidents. However, when they occur we help make the

determination as to whether an incident is covered by our liability insurance and how to

proceed.

Report any safety hazards promptly to Environmental Health and Safety, (801) 957-4902
or (801) 957-4041, 8:00 am. - 4:30 p.m. In this way safety hazards may be eliminated
before accidents occur. In case of an emergency follow the EMERGENCIESnstructions,
then report all accidents or incidents and refer any student or visitor involved in an
accident or incident to Risk Management, (801) 957-4041, 8:00 a.m. - 4:30 p.m. or (801)
815-7555 anytime (cell phone).

Do not ever intimate or otherwise lead someone to believe thaCthlkege's insurance
will cover certain accidents, losses, et€ach matter must be evaluated individually.

Please feel free to contact Risk Management (801) 957-4041, 8:00 a.m. - 4:30 p.m., or
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(801) 815-7555 anytime (cell phone), mail stop ADM, or e-mail nancy.sanchez@slcc.edu
with any questions about the College's insurance coverage, liability, risk issues, theft or
other related issues.

Student accident insurance is provided automatically when students register and pay their
fees. Any claims against this insurance (effective as a second carrier only) should be
referred to Health and Wellness Services, (801) 957-4268, Monday T Friday 8:00 a.m. -
4:30 p.m. Medical insurance for students is also available through the Health and
Wellness Services office.

ROLLS 8 CLASS ROLLS

Up-to-date rolls/class lists are always available on MyPage under the FACULTY tab (See
ON-LINE SERVICES FOR FACULTY for more information). Printable rolls/class lists
wi || be sent -mal acdyoontjat“)trre peginkiipg Bfahg term and at the end of
the official enrollment period (end of 3" week for a full semester). If you cannot access e-
mailed class rolls, for assistance contact your division/department office or Enrollment
Services, (801) 957-4298.

ROOM USE SCHEDULE

Classroom and laboratories are scheduled under the direction of the Vice President of
Academic Services. Changes of regular class schedules and room assignments MUST be
coordinated with the division/department chair/director who will consult with the dean
and scheduling director, Robert Velasquez at (801) 957-4614.

SABBATICAL LEAVE

Guidelines on how to apply for sabbatical leave can be located in Policies and Procedures
Chapter 4 Section 1.02; go to the following site to review these procedures online:
http://www.slcc.edu/policies/docs/C4s1-02r07.pdf. Sabbatical Request forms may also be
printed out at this site, http://www.slcc.edu/facultyservices/ or call (801) 957-4593 for more
information.

SECURITY (see EMERGENCIE}
The Taylorsville Redwood Campus and South City Campuses have police officers on duty
twenty-four hours a day, seven days a week to protect and maintain the security of people
and property. Jordan Campus has a Community Cop Shop located in the Jordan HTC
building which West Jordan Police officers regularly visit.
I n case of Al i f des didhdleat eni ngd emergenc

For non-emergency situations, call the appropriate campus police services.
Campus Security Law Enforcement Agency
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Airport Center (801) 575-2401 |Airport Operations
Community Writing Center (801) 799-3000 Salt lake City Police

Jordan (801) 840-4000 West Jordan City Police

Larry H. Miller (801) 840-4000 |Sandy City Police

Library Square (801) 799-3000 |Salt lake City Police
Meadowbrook (801) 840-4000 |South Salt lake Police

Sandy (801) 840-4000 |Sandy City Police

South City (801) 957-3800 |Department of Public Safety-UHP
Taylorsville Redwood (801) 957-3800 |Department of Public Safety-UHP
Unity Center (801) 799-3000 |Salt Lake City Police

Faculty are advised to read the Campus Safety and Security Guidelihexhure which
complies with the Campus Crime Awareness and Campus Security Act of 1990. This
publication may be viewed at
http://www.slcc.edu/police/2007_SLCC_Crime_Awareness_and_Campus_Security Rep

ort.pdf.

SERVICE-LEARNING (see THAYNE CENTER FOR SERVICAND LEARNING

Service-Learning Advisory Board

Salt Lake Community College has a Service-Learning Advisory Board, which was
created to promote and direct the Service-Learning program within the College. It is
comprised of full-time and adjunct faculty, community partner representatives, students
and Thayne center staff members and is chaired by the Service-Learning Coordinator of
the Thayne Center for Service & Learning.

In February 2004, Salt Lake Community College adopted a formal definition and criteria
for Service-Learning based on the research comprised of Faculty Fellow research briefs.
These faculty created the necessary procedural documents for formalizing and
designating a service-learning class section and/or an entire course offering.

Service-Learning Definition

ServicelLearning is an innovative method of teaching and learning in which students,
faculty and community partners work together to enhance student learning by: applying
academic knowledge in a commurligsed sting and addressing the needs of the
community, while meeting instructional objectives through fatityctured service

work and critical reflection meant to prepare students to be civically responsible
members of the community.

Criteria for Integrating Service-Learning into Course Curricula

Service must be integrated with the course or program content and learning goals and
must meet a community need. It must have adequate instructor supervision and guidance
in a critical reflection process.

Planning and preparation of service-learning projects, when possible, involves the
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students and the community partners in identifying community needs and structuring an
appropriate experience, integrated with the curricula.

Reflection that challenges the students critical thought process creates the connection
between service work, course objectives and student learning outcomes. Such reflection
is facilitated by the instructor and can occur through discussion, reading, writing, and/or
any form of creative project. It is the reflection outcomes that are graded, not the act of
performing the service work.

Faculty are encouraged to teach a Service-Learning course as appropriate to the learning
goals of their class sections. For further information, training, and support please contact
the Thayne Center for Service & Learning Director, (801) 957-4689 or the Service-
Learning Coordinator, (801) 957-4688. The Thayne Center for Service & Learning is
located at the Taylorsville Redwood Campus in the Student Center, room 020 and on the
South City Campus, E148A. The main office phone number is (801) 957-4555.

SMOKING ON CAMPUS

Smoking in or within twenty-five (25) feet of any campus building entrance or ventilation
unit violates the Utah Indoor Clean Air Act and is prohibited. Campus police and/or legal
action will enforce any violation of this Act.

STUDENT ASSOCIATION/STUDENT LIFE AND LEADERSHIP OFFICES

All students who are registered and have paid their student fees are members of the Salt
Lake Community College Student Association (SLCCSA). The elected student Executive
Council provides leadership to the SLCCSA. Students are represented by the Executive
Council and the Student Senate on various SLCC boards and committees to bring forth
student issues and concerns. SLCCSA is housed in the Student Life and Leadership
Offices at Jordan Campus - Student Pavilion, Taylorsville Redwood Campus - SC124
and South City Campus - E174. Students are welcome to come in to any office and get
involved with any of the boards or apply for Student Senate or just to learn more about
Student Association. Activities and events are held at each campus. Volunteers are
needed in all areas to assist in developing, implementing and promoting different
activities.

Office Locations and Phone Numbers
Jordan Campus, SP: (801) 957-2835
Taylorsville Redwood Campus, SC124: (801) 957-4620
South City Campus, E174: (801) 957-3452

The SLCC Student Association Executive Council

The Executive Council is made up of seven elected positions which include the SLCCSA
President, who sits on the Board of Trustees; the Executive Vice President, who presides
over the Student Senate; the Jordan Region Vice President, who takes care of the students
at the Miller Center, Sandy Center, Draper Center and the Jordan Campus; the South City
Region Vice President, who serves the students at Library Square, Airport Center and
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South City Campus; the Taylorsville Redwood Activities Vice President, who provides
activities for Meadowbrook Center and the Taylorsville Redwood Campus; the Fine Arts
& Lectures Vice President, who provides cultural fine arts events and lectures for the
student body; the Clubs and Organizations Vice President, who supports student clubs
and organizations. There is also a Public Relations Vice President who is appointed.
Elections are during Spring Semester, but positions on boards are open several times a
year.

Student Senate

The Student Senate is made of senators who represent the different campuses and centers.

Each region is allowed up to eight appointed senators per each 1,000 students in that

region. Each fall they are re-apportioned based on the preceding Spring Semester. Each
senatords objective is to work with studen
They may be reached through the Student Life and Leadership Offices.

Student Live and Leadership Eligibility

SLCC students are invited to apply for any position on the many boards and committees.
To be eligible a student must have and maintain a 2.5 semester/term GPA and complete
nine credit hours per semester. Applications are available in any office.

SLCCSA Clubs and Organizations

The Clubs and Organization office is housed in the Student Involvement Center at
Taylorsville Redwood Campus SC 232 or (801) 957-4072. Students who are interested
in joining or starting a club or organization are encouraged to talk with the Clubs and
Organization Vice President. Club organizing information is also available at the Student
Life and Leadership Offices at Jordan and South City. A list of already active clubs and
organizations is available in any Student Life and Leadership Office and at the following
website: http://www.slcc.edu/sll/.

STUDENT CODE OF CONDUCT

The Student Code of Conduct governs the behavior of our student body and is for student

use. The purpose of a published Code of Conduct is to state the specific authority and

responsibility of the College in maintaining social discipline, outline the process for a

legitimate grievance,andesta bl i sh t he proper procedures to
process, 0 which protects accused student s
sanctions. The Code outlines the specific rights which students are guaranteed and the

responsibilities students have as a community member. It also specifically outlines the

procedures for hearing cases of student misconduct, grievances, and academic dishonesty

issues. For more information, see

http://www.slcc.edu/policies/docs/Student_Code_of Conduct.pdf.

Code Availability

Students may obtain a complimentary printed copy of the Student Code of Conduct from
the Office of Student Life and Leadership (SC124), Taylorsville Redwood Campus.
Students also may request printed copies from Student Services offices at all other SLCC
locations. The Student Code is also available online at
http://www.slcc.edu/policies/docs/Student_Code_of Conduct.pdf.
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Student Rights and Responsibilities
Students at Salt Lake community College retain and enjoy all rights and laws of the United
States, the State of Utah and local ordinances.

Rights and freedoms are best preserved in a community whose members are mutually
tolerant of the exercise of rights and freedoms and whose members are free from physical
violence, force, abuse and threat. Toward that end, SLCC has adopted certain personal
and organizational standards, policies and procedures that govern the responsibilities and
behavior of its members. Violations are grounds for judicial action and possible
disciplinary sanctions. Any students who assist, encourage, or incite others to violate
SLCC policies are similarly subject to such action.

Authority and Responsibility

Daily responsibility for good conduct rests with the students. All members of the College
community are expected to use reasonable judgment in their daily campus life and show
due concern for the welfare and rights of others.

Ultimate responsibility and authority to enforce the Student Code of Conduct rests with the
College President. The President may, and has, delegated responsibility for administration
of the discipline system to the Vice President of Student Services. The Vice President
delegates responsibility to various judicial bodies and administrators. All procedures
followed and decisions made by authorized hearing officers and bodies are subject to Vice
Presidential and Presidential review. SLCC reserves the right to take any necessary and
appropriate action to protect the safety and well being of the campus community.

Academic Honesty

Honesty is an expectation at SLCC. This means that each member of the College
community will adhere to principles and rules of the College and pursue academic work in
a straightforward and truthful manner, free from deception or fraud. Any attempt to
deviate from these principles is academic dishonesty and will be dealt with according to
rules of due process as outlined.

Students are also held to the College policy on Acceptable Use of College Computing
Resources which prohibits the distribution of passwords or confidential information;
sending, receiving or storing fraudulent, harassing or obscene messages; the encroachment
of computer resources or any attempt to break, or override the security of the College
computers.

STUDENT EMPLOYMENT/COOPERATIVE EDUCATION
Taylorsville Redwood Campus, AD 1957 (801) 957-4014
South City Campus, W 13471 (801) 957-4304
Jordan Campus, 164B i (801) 957-4218
Sandy Campus i (801) 957-4218
All other Campuses i (801) 957-4014

SLCC Student Employment and Cooperative Education (CO-OP) office blends three
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separate, but closely-related services:
A Co-op Education/Internships/Work-based Learning
A Student Employment
A Student Employment services for Special Populations

Services include full-time career and training-related employment services, part-time and
temporary employment, internships and work-based learning.

Cooperative Education/Internships/Work-based Learning:
Cooperative Education Services help students gain a variety of work experience
opportunities to assist in their transition from education to employment.

Cooperative Education (CO-OP) is a program that integrates course work with study-
related work experience. Cooperative Education offers opportunities for students to
complete portions of their educational goals through new learning associated with
employment/internships. Cooperative Education is a partnership involving employers,
educational institutions, and students. Using learning objectives, CO-OP students earn
college credits which apply toward diploma, certificate, or degree programs. In some
programs, CO-OP may be substituted for lab classes with faculty approval. Because CO-
OP course requirements are based primarily on regular periods of study-related work and
are individualized for each participating student, it is not possible to audit or challenge a
CO-OP course.

In most cases CO-OP and internship students receive pay or renumeration for work
performed. To ensure against exploitation, a student may not be involved in an unpaid
work experience with the same employer for more than one semester without review by
the CO-OP office.

Co-Op/Internship/Work-Based Learning Benefits:

A better understanding of relationships between education and the world of work.
More meaningful academic experiences through working with professionals in the
field.

Opportunities to work with equipment, facilities, and processes that cannot be
duplicated in college classrooms or laboratories.

Classrooms or laboratories.

Opportunities to fine-tune basic skills for heightened professional competence.
Earnings to apply toward living or educational expenses.

Opportunities to combine theory with practice in completing the educational
process.

Development of a study-related work history (for inclusion in a resume).

Credit toward college degree, diploma, or certificate.

> D> D>y D> D

Before registering for a CO-OP/internship/work-based learning course, students are
required to have employment or an internship in a study-related job and must obtain an
approval form to register from a CO-OP Specialist. Students who wish to participate in
CO-OP, but who do not have employment or an Internship in a study-related position,
should come to the Student Employment Office at least one semester in advance for
assistance in finding an appropriate CO-OP opportunity. More specific information on
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each CO-OP program may be found in semester class schedules. Students should contact a
Student Employment Specialist to determine whether their current job qualifies them for
CO-OP credit. If CO-OP is not listed in a specific major, please inquire at a CO-OP office
(listed above).

STUDENT RECORDS (see also RECORDSind FERPA

Faculty have access to the education records of students. Please remember, however, that
personally identifiable information relating to any student may not be released to any
organization or person (including parents or spouse). This information can be released
only to the student.

Refer requests for individual student information to Enrollment Services, (801) 957-4298.

Also contact the college or GRAMA Coordinator, (801) 957-4041, for College policy

and/or information on the restrictions of Government Records Access and Management
Act (GRAMA). The privacy of student records is governed by the Family Educational
Rights and Privacy Act (FERPA) of 1974 and institutional policy.

Contact the GRAMA coordinator with any requests for release of student or other College
records, (801) 957-4041, 8:00 a.m. T 4:30 p.m. Monday through Friday.

STUDENT SERVICES

A broad range of Student Services assist students in having a successful and positive
experience at SLCC. These departments have offices at the College Center (Taylorsville
Redwood Campus) and most are also located at South City Campus, Jordan and Sandy

Campuses.
Departments Phone Location| Hours
(Fall and Spring Semester)
. MWR, 8:00 a.m. T 8:00 p.m.
fcademic & Career | (890957 | s7C 240 | T, 11:00am. T 8:00 p.m.
g F, 8:00 am. i 4:30 p.m.
(801) 957- MTWR, 8:00 a.m. i 8:00 p.m.
Assessment Center 4269 CT 033 F, 8:00 am. i 4:30 p.m.
Athletics 51850115) ik LAC 201 | MTWRF, 8:00 a.m. 1 4:30 p.m.
(801) 957- STC MTWR, 8:00 a.m. T 8:00 p.m
College BookStore | 45 E’I'a'” F,8:00 am. i 4:00 p.m.
oor
Disability Resource (801) 957- STC244 MTWR, 8:00 a.m. i 4:30 p.m.
Center 4659 F, 8:00 a.m. 1 4:30 p.m.
Enrollment Services (801) 957- STC 270 | MTWR, 8:00 a.m. i 8:00 p.m.
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Departments Phone Location| Hours
(Fall and Spring Semester)
4298 F, 8:00 a.m. 1 4:30 p.m.
(801) 957- STC 270 | MTWR, 8:00 a.m. i 5:00 p.m.
Data Center 4283 H F, 8:00 a.m. i 4:30 p.m.
: o (801) 957- MTWR, 8:00 a.m. i 8:00 p.m.
Financial Aid 4410 STC 268 F, 8:00 am. i 4:30 p.m.
Food Service (801) 957- ﬁ/l-l;lci:n MTWR, 7:00 a.m. i 7:00 p.m.
4067 F, 7:00 a.m. T 3:00 p.m.
Floor
Health & Wellness 1 (801) 957- | o1 35 | MTWRF, 8:00 am. i 4:30 p.m.
Services 4268
MRF, 8:00 a.m. T 4:00 p.m.
Student Health Clinic 51%(2117) BT I'sTC 048 | T, 11:00 am. i 7:00 p.m.
W, 10:00 a.m. T 4:00 p.m.
Student Employment | (801)957- | Apy 195 | MTWRE, 8:00 am. 1 3:45 p.m.
Services 4014
Parking Services (801) 957- GSFB MTWR, 7:00 a.m. i 8:00 p.m.
g 4011 103 F, 7:00 a.m. i 4:00 p.m,
51%%18) ik Open recreation hours in LAC vary
Lifetime Activity Center because of classes. Check their
LAC : . .
(LAC) website for up to date information:
(801) 957- _
http://www.slcc.edu/lac/schedule.asp
5808
Student Support (801)957- | po 43 | MTWREF, 8:00 am. i 4:30 p.m.
Services 4089
Thayne Center for (801) 957- . .
Service and Learning 4555 STC 020 | MTWREF, 8:00 a.m. T 4:30 p.m.
Vet eransod 5182%19) 957 STC 059 | MTWRF, 8:00 a.m. i 4:30 p.m.

Student Services are also available at Jordan and Sandy Campuses.

STUDENTS WITH DISABILITIES (see AMERICANS WITH DISABILITIES & BABILITY

RESOURCE CENTBR

SURPLUS

Surplus is now handled by the Facilities Department. We are located on the northwest
corner of Taylorsville Redwood Campus, the Facilities Complex, Building 104.
For more information please visit http://www.slcc.edu/surplus/index.asp.

63



http://www.slcc.edu/lac/schedule.asp
http://www.slcc.edu/surplus/index.asp

SYLLABI

A copy of each current semester or term syllabus must be given to the division/department
chair or director. Departmental practices vary as to whether instructors follow a
department syllabus or create their own following departmental course outlines or
guidelines. Please check with the division/department chair or director for a sample
syllabus. Faculty should insure that each student receives a written syllabus on the
first day of class. The syllabus should include an office, voice mail number, and a
mailbox location where the instructor may be reached. For procedures for course packets
to be sold at the College Store see COLLEGESTORE

The instructor should design the syllabus to exhibit the quality of work expected from the
students. The syllabus should be current and clearly written in the active voice without
grammatical, spelling, or other mechanical errors. The instructor should be aware of the
impact of layout, including underlining, HEADINGS, italics, appropriate organization of
material into paragraphs, and the use of illustrations and white space to make the material
more attractive and give it emphasis.

The course syllabus is a contractual agreement with the students. The syllabus should
address the following issues of class management:

The following information is required:
Salt Lake Community College
Name of Division/Department
Prefix and Number of Course
Name of Course
Semester and Term
Instructords name
Office
Office Phone
E-Mail Address
Mailbox Location
Consultation Hours
Link or Instructions for Accessing Online Course Materials [if applicable]
Textbooks (Title, Edition; Author; Publisher, date)
Required Equipment, Ancillary Readings, Packets, Etc. [if applicable]
Course Description (Copy Course Description from current College Catalog)
Prerequisite
Course Goals &/or Learning Objectives (use or incorporate course goals from Course
Curriculum Outline)
Course Requirements [add or delete headings as required for each course]
e EXxams (Clearly describe the policies for assessment in your class. Include
frequency, make up policies, point system, etc.)
e MAJOR AsSIGNMENTS (If you have any out of class assignments that are scored
on a par with tests include the description here)
e PREPARATION (This category includes both Homework and in-class
assignmentsd in other words, this is everything the student does to prepare for a
test)
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e LABREQUIREMENT, TUTORING CENTER, WRITING CENTER [if applicable]

e SERVICE LEARNING, OTHER OUT-OF-CLASS REQUIREMENTS [if applicable]

e ATTENDANCE AND PARTICIPATION (This section should describe your policies for
Attendance and Participation. There is a Departmental Attendance policy in this
documentd this section shows how you plan to implement that policy.

Grading Scale and Policy (use the departmental policy if there is one. If there is a
minimum grade for progress to the next course, or other departmental policy
about grading, include it here)

Incomplete Policy [use the departmental policy if there is one]

Extra Credit [use the departmental policy if there is one]

Late Work [use the departmental policy if there is one]

Attach a CALENDAR that includes test days, due dates for major assignments, etc.

The following language should be incorporated word for word when applicable:
STUDENT CODE OF CONDUCT

The student is expected to follow the SLCC Student Code of Conduct found at
http://www.slcc.edu/policies/docs/Student_Code_of Conduct.pdf

GENERAL EDUCATION STATEMENT

This course fulfills the [category] requirement for the General Education Program at Salt
Lake Community College. It is designed not only to teach the information and skills
required by the discipline, but also to develop vital workplace skills and to teach
strategies and skills that can be used for life-long learning. General Education courses

teach basic skills as well as broaden a st
Education is much more than the acquisition of facts; it is being able to use information
in meaningful ways in order to enrich onebo

While the subject of each course is important and useful, we become truly educated
through making connections of such varied information with the different methods of
organizing human experience that are practiced by different disciplines. Therefore, this
course, when combined with other General Education courses, will enable you to develop
broader perspectives and deeper understandings of your community and the world, as
well as challenge previously held assumptions about the world and its inhabitants.

ADA STATEMENT

Students with medical, psychological, learning or other disabilities desiring
accommodations or services under ADA, must contact the Disability Resource Center
(DRC). The DRC determines eligibility for and authorizes the provision of these
accommodations and services for the college. Please contact the DRC at the Student
Center, Suite 244, Taylorsville Redwood Campus, 4600 So. Redwood Rd, 84123. Phone:
(801) 957-4659, TTY: 957-4646, Fax: 957- 4947 or by e-mail: linda.bennett@slcc.edu

EMERGENCY EVACUATION PROCEDURES

The following could be included as desired:

Course Introduction (Add more introductory material beyond the Course Description
from the catalog)

Student Contribution (Include in this section any other advice regarding how students can
achieve success in your class. Include study tips, personal motivation ideas, etc.)
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Other Classroom or Conduct Policies you Require
Articulation Information

Division/Department Mission Statement
Departmental Diversity Statement

Departmental Attendance Policy

Additional tips may be found at
http://partner.slcc.edu/sites/FTLC/Forms/Your%20Cours%20Syllabus.doc or to view a
web training of building a syllabus online, visit
http://www.slcc.edu/distance/training/docs/create syllabus.htm.

TENURE (see POLICIESAND PROCEDURESChapter 4, Section 1:01, Academic Freedom,
Prof. Resp. and Tenure Poliduttp://www.slcc.edu/policies/)

AThe awarding of tenure is not automatic
years) that involves annual evaluations of tenure track faculty followed by a Letter of

Progress or a Letter of Concern. Faculty members are awarded tenure by the President of

the College upon recommendation of both the Department Sitting Tenure Committee and

the Dean or Associate Vice President.0 C.8.3)

FILES
"Division/Department Faculty Files" (C.3.7)

AAIl information regarding a faculty me mber 6 s per f or mance r evi
tenure, as well as post-tenure performance reviews, will be contained in the

division/department faculty file maintained within the division/department (see 1. N.) and

is available to the faculty member at any time and to the Department Sitting Tenure

commi ttee during the tenure review process

AA faculty member has the right to make

(C.3.7.2)

Al n any correspondence woffacultymemientee pert
correspondent will be notified tCBa3 ¢t he
AThe chair is responsible to notify the

THE TENURE PROCESS

For Detailed information regarding the Tenure Process, please refer to the Tenure
Document i n Policieeand@rockdlires. gChck the following link to go to the
Tenure Document: http://www.slcc.edu/policies/docs/c7s01.01.pdf. For more information,
visit http://www.slcc.edu/facultyservices/index.asp or contact your division/department
chair.
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THAYNE CENTER FOR SERVICE & LEARNING

Taylorsville Redwood Campus | SC 020 | (801) 957-4555
South City Campus | E 127 | (801) 957-3148
www.slcc.edu/thaynecenter

The Thayne Center for Service & Learning unites Salt Lake Community College with our
greater community through civic participation, service-learning, and volunteerism.

Service-Learning

Service-learning combines community service with academic instruction, focusing on
critical, reflective thinking, and personal and civic responsibility (American Association
of Community Colleges). The service-learning program of the Thayne Center focuses on
cultivating community partnerships, facilitating course development, and supporting
faculty who engage in this innovative pedagogy.

Nationally-recognizedas a | eader in the fi-lanidg t he Tha
program focuses primarily on faculty development initiatives, and training and technical

assistance through one-on-one consulting as well as workshops, panel presentations, etc.

Instructors interested in service-learning have the opportunity to network with
experienced pr act i {aaroingEaculty Consulting CopCthe Ser vi ¢
Service-Learning Grant & Designation program offers $1,000 grants for course

development, as well as personalized assistance with syllabi construction.

For more information, contact Gail Jessen at 801-957-4688.

Civically Engaged Scholar Program

The Civically-Engaged Scholar program provides a structure for students to develop
knowledge and skills to become active members of their communities. The requirements
include a combination of service-learning and co-curricular service experience. Upon
completion of the program, scholars graduate with honors, wear cords of distinction at
commencement, and receive formal acknowledgement of their accomplishments on their
college transcripts. The program transfers directly to the Service-Learning Scholar
program at the University of Utah.

For a complete description of program requirements, visit:
http://www.slcc.edu/thaynecenter/civicallyengagedscholars.asp

Co-Curricular Service & Leadership Programs
The Thayne Center coordinates a variety of student leadership programs and service
initiatives. For information, visit: www.slcc.edu/thaynecenter/students.asp

TRAVEL AND FIELD TRIP PROCEDURES

Class off-campus field trips or outings related to course study are permissible; however
prior to the trip, faculty are required to obtain the appropriate request form from their
division/department chair, then submit to the approving authority listed on the form at least
two weeks prior to travel. After receiving approval for travel, then a travel packet needs to
be completed and turned in prior to the travel. There are several forms to be completed in
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each packet. There are conduct waivers that need to be completed by the responsible,
traveling SLCC advisor, and one for each student participating. Each of these waivers ask
for emergency contact, insurance, and pertinent participant information. SLCC Student
Travel Form, which asks for all basic information about your trip, is also included and may
be located at http://www.slcc.edu/sll/docs/SLCC_Student Travel Approval Form.pdf.

There are three different requests for travel forms.

Local Same Day Field Trip & defined as a trip along the Wasatch Front going and
returning on the same day. This needs to be approved by the division/department chair or
dean.

United States Travel Request 8 defined as any overnight travel outside the Wasatch
Front. It needs to be approved by the division/department chair or director, the dean, and
the Vice President of Academic Services.

International Travel Request & defined as any travel outside the continental United
States. This needs to be approved by the division/department chair or director, the dean,
the appropriate Vice President, and the President of the College. For more information,
visit http://www.slcc.edu/internationaled/forms.asp or call (801) 957-4593.

TRAVEL GRANTS (see CONFERENCE GRANTS

TUITION REIMBURSEMENT PROGRAM (see EDUCATIONA. REIMBURSEMENT
PROGRAM

TUTORING SERVICES

In many cases, students need additional support to be successful in their course work. Free
tutoring is available at the following locations:

Jordan Campus:

HTC 102 Learning Center

Math

Biology, Chemistry, Physics

Writingd help with all writing assignments

Hours vary. Call (801) 957-2852 for an updated schedule.

Taylorsville Redwood Campus:
Fall and Spring Schedule: For summer schedule, call (801) 9571 4172
Math - (all math classes) Learning Center, TB213

8:00 a.m. - 8:00 p.m. Mon. - Thur.
8:00 a.m. - 6:00 p.m. Fri.
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9:00 a.m. - 3:00 p.m. Sat
Subject to change, call (801) 957-4172 for updated schedule.

Sciences 1 (chemistry, physics, biology) Learning Center, TB213

8:00 a.m. - 8:00 p.m. Mon. - Thur.
8:00 a.m. - 6:00 p.m. Fri.
9:00 a.m. - 3:00 p.m. Sat.

Subject to change, call (801) 957-4172 for updated schedule.

Language Conversation Lab 7 (ESL) Learning Center, TB 213
9:00 a.m. T 5:30 p.m. Mon. - Thur.
9:00 a.m. 1 3:00 p.m. Fri.
10:00 a.m. 7 1:00 p.m. Sat.
Subject to change, call (801) 957-4026 for updated schedule.

Computer Lab i (Internet, Microsoft Office) Computer Lab, TB221
8:00 a.m. - 7:00 p.m. Mon. - Thur.
8:00 a.m. - 5:00 p.m. Fri.
Subject to change, call (801) 957-4178 for updated schedule.

Writing Center i AD 218, help with writing assignments for any college class,
9:00 a.m. - 5:00 p.m. Mon. - Fri.
Subject to change, call (801) 957-4893 for updated schedule.

Writing tutors are available at Learning Center locations at the Taylorsville
Redwood, Jordan, Sandy, and South City campuses. Check with the individual
sites for writing tutor availability.

Sandy Center:
B-105 Learning Center
Biology, Chemistry, Physics
Math--all math classes through MATH 1060
Writing--help with all writing assignments
Hours vary. Call tutoring coordinator at (801) 957-3261 for an updated schedule.

South City Campus:
N308 Learning Center
Math--all math classes through MATH 1060
Biology, Chemistry, Physics
Writing--help with all writing assignments
8:00 a.m. 1 8:00 p.m. Mon. - Thurs.
8:00a.m. 71 5:30 p.m. Fri.
Subject to change, call (801) 957-3261 for an updated schedule.

For a complete listing of tutoring services available, see http://www.slcc.edu/tutoring/.
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UNIVERSITY CENTER

The University Center, in coordination with other institutions of higher education, offers a
limited number of evening baccalaureate level programs at SLCC sites to students who
have completed, or nearly completed, Associate of Science degrees, and in some cases
Associate of Applied Science degrees.

The University Center promotes student access to baccalaureate degrees and enhances
student s 06 specifiadaysai ptogramabg protviaing articulation guidelines,
academic advising, information sessions, individualized support as needed, and transfer
information specific to the baccalaureate programs offered. Academic advising is
available for students interested in transferring to the programs listed below. For more
information, scheduling an advising appointment and schedules, contact the University
Center, (801) 957-4824 or (801) 957-4735 or visit our web site at
www.slcc.edu/universitycenter. Our regular office hours are 9:00 am i 6:00 pm Monday
through Thursday and 9:00 am T 2:30 pm on Friday.

Associate of Applied Science
Ornamental Horticulture with Utah State University

Bachelor of Science Programs
Bachel ords degr ees TaylrevilleRedwood Roda tampusdrom t he SL
the following institutions:

Weber State University Utah Valley University
BS in Criminal Justice BS in Biotechnology (Jordan campus)
BS in Computer Science
(Meadowbrook campus) Franklin University (Online)
BS in Construction Management BS in Accounting
Technology BS in Applied Management
BS in Automotive Technology BS in Business Administration
(available Fall 2010) BS in Business Forensics
BS in Computer Science
University of Utah (online) BS in Financial Management
RN-BS BS in Forensic Accounting
BS in Health Care Management
California State University (online) BS in Human Resources Management
BS in Environmental Resource BS in Information Technology
Management BS in Management
BS in Management of Information
Utah State University Systems
AAS & BS in Ornamental Horticulture BS in Marketing
BS in Business (via satellite) BS in Public Safety Management
Certificate in Human Resource BS in Web Development
Management

Masters Program in Computer Science
(via satellite)

The University Center continually seeks new partnerships to provide SLCC students with
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additional educational opportunities in a wide range of fields. Details will be provided
online via MyPage and campus postings as they become available. The University Center
is located on the Taylorsville Taylorsville Redwood Campus, CT 272 and may be reached
at (801) 957-4824 or (801) 957-4735.

VOICE MAIL

All faculty are encouraged to establish an
Call (801) 957-4525 for more information on how to gain access and use this system or

visit http://www.slcc.edu/oit/telecom/telephones.asp. Please supply your departmental

index number as well as your Banner Employee ID (S-number) when requesting an

extension.

WITHDRAWAL FROM CLASSES (see REGISTRATION
REGULATIONSAdds/Drops/Withdrawals)

Guidelines:

1. Students are responsible for dropping or withdrawing from classes they are not
attending or not intending to complete in the current semester.

2. Students may drop classes before the deadline published in the Class Schedule and
receive a refund or adjustment of tuition and fees, according to the refund/adjustment
policy.

3. Students may withdraw from classes after the third week and through the ninth week
of the semester or specified weeks or dates of a term as published in the Class
Schedule. See specific requirements for special sessions.

4. Exceptions to the withdrawal deadline may be granted by a division/department
chair/director or dean in extenuating cir
appropriate documentation. Such circumstances are defined as:

A llIness or injury which prevents students from attending classes for an extended

period of time,

A death in the immediate family,

Circumstances requiring students to alter their course schedule to secure,

maintain or change employment,

Change in work schedule as required by an employer,

Other similar emergencies.

>

> D>

No exceptions are granted after final exams have been given. Withdrawal from classes

after the third week of school nowvdaldulatedb e s ho
into the grade point average. Students who stop attending class without following the

formal drop or withdrawal procedures by the published deadlines will receive a failing

grade (AEO0) for the cour se.orTdheed Ifaosrt adat e E

WORK-STUDY (see STUDENT EMPLOYMENT/COOPERATIVE EDUCATION)
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