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MESSAGE FROM THE SUPERINTENDENT/PRESIDENT

Welcome to Santa Monica College, an exceptional teaching and learning community. A
pioneer of the community college movement, SMCis California’s leader in transferring students
to the University of California—a record unbroken for 26 years straight. Plus, we are number one
in transfers to USC, LMU, as well as to the UC & California State University systems combined.
And SMCiis a leader in career education on the Westside.

Santa Monica College offers over 110 degrees and certificates in fields ranging from the
traditional (Business, Health Sciences, Early Childhood Education) to the emerging and
innovative (Computer Science & Information Systems, Sustainable Technologies, Design
Technology). A growing STEM program, Public Policy Institute, an award-winning Film
Production program, and an Interaction Design baccalaureate degree—among others—are
proof of our commitment to our passion for being “ahead of the game.”

Santa Monica College’s academic excellence has always been driven by a world-class faculty
who are here because they believe in the power of the student-teacher connection—I look
forward with great excitement to supporting your contributions to the growing and future of
SMC.

Dr. Kathryn E. Jeffery
Superintendent/President
Santa Monica Community College District




GREETINGS TO OUR FACULTY
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Graduates at Santa Monica College’s commencement ceremony.
To All Members of the Faculty:
Welcome to our Santa Monica College Community!

We hope that you will thrive at SMC as you learn and participate in the many services and
programs available to students, staff and faculty at this college.

Feel free to peruse the Human Resources Office website where you will find information,
documents, and links to assist you in all of your human resource needs such as employment,
benefits information, professional development, bargaining unit agreements, retirement plan
and payrollinformation, and much more. You will also find information in this handbook to assist
you with your faculty needs such as instructional and student support services information.

The Office of Human Resources staff members are committed to providing quality customer
service within a professional, knowledgeable, and friendly environment.

| am certain your time at Santa Monica College will be filled with rewarding experiences.

Sherri Lee-Lewis
Interim Vice President
Office of Human Resources

Simply click on the following link to discover the wide world of
Santa Monica College’s Office of Human Resources:
http://www.smc.edu/HumanResources/HumanResourcesDepartment/Pages/default.aspx
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OUR VISION, MISSION & GOALS
Santa Monica College:

Changing Lives in the Global Community through Excellence in Education

Vision and Core Values

Santa Monica College will be a leader and innovator in learning and achievement. As a
community committed to open dialog and the free exchange of ideas, Santa Monica College
will foster its core values: knowledge, intellectual inquiry, research-based planning and
evaluation, academic integrity, ethical behavior, democratic processes, communication and
collegiality, global awareness, and sustainability.

Mission

Santa Monica College provides a safe, inclusive, and dynamic learning environment that
encourages personal and intellectual exploration - one that challenges and supports students in
achieving their educational goals. Students learn to contribute to the local and global
community as they develop an understanding of their relationship to diverse social, cultural,
political, economic, technological, and natural environments. The College recognizes that each
individual makes a critical contribution to the achievement of this mission.

Santa Monica College’s academic programs and support services are intended to serve diverse
individuals from local, national, and global communities who are seeking high-quality,
affordable undergraduate education. The College offers certificates, Associate degrees, a
baccalaureate degree, and streamlined pathways for transfer to university and for career
training. The College promotes a commitment to lifelong learning among students and the
communities it serves.

Goals

To fulfill this mission, Santa Monica College has identified the following Institutional Learning
Outcomes and supporting goals.

Institutional Learning Outcomes:

Santa Monica College students will:
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1. Acquire the self-confidence and self-discipline to pursue their intellectual curiosities
with integrity in both their personal and professional lives.

2. Obtain the knowledge and academic skills necessary to access, evaluate, and
interpret ideas, images, and information critically in order to communicate
effectively, reach conclusions, and solve problems.

3. Respect the inter-relatedness of the global environment, engage with diverse
peoples, and acknowledge the significance of their daily actions relative to broader

issues and events.

4. Take responsibility for their own impact on the earth by living a sustainable and
ethical life style.

5. Demonstrate a level of engagement in the subject matter that enables and
motivates the integration of acquired knowledge and skills beyond the classroom.

Supporting Goals

Innovative and Responsive Academic Environment

= Continuously develop curricular programs, learning strategies, and services to
meet the evolving needs of students and the community.

Supportive Learning Environment

* Provide access to comprehensive student learning resources such as library,
tutoring, and technology.

= Provide access to comprehensive and innovative student support services such as
Admissions & Records, Counseling, Assessment, Outreach, and Financial Aid.

Stable Fiscal Environment

* Response to dynamic fiscal conditions through ongoing evaluation and
reallocation of existing resources and the development of new resources.
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Sustainable Physical Environment

= Apply sustainable practices to maintain and enhance the College’s facilities and
infrastructure including grounds, buildings, and technology.

Supportive Collegial Environment

* Employ decision-making and communication processes that respect the diverse
needs of the entire College community.

Approved by DPAC: 3/14/2012
Approved by Board of Trustees: 4/3/2012; Revisions approved by the Board of Trustees: 4/7/2015

North American Nebula (GNC 7000)
The above image is stitched together using visible and infrared observations from the Digitized Sky Survey and

NASA's Spitzer Space Telescope. (Source: https://en.wikipedia.org/wiki/North_America_Nebula#/media
[File:Changing Face of the North America Nebula.jpg); NASA/JPL-Caltech/L. Rebull (SSC/Caltech) - NASA JPL

3|Page


https://commons.wikimedia.org/wiki/Category:Infrared
https://commons.wikimedia.org/wiki/Category:Digitized_Sky_Survey
https://commons.wikimedia.org/wiki/Category:Spitzer_space_telescope
https://en.wikipedia.org/wiki/North_America_Nebula#/media%20/File:Changing_Face_of_the_North_America_Nebula.jpg
https://en.wikipedia.org/wiki/North_America_Nebula#/media%20/File:Changing_Face_of_the_North_America_Nebula.jpg
http://www.spitzer.caltech.edu/images/3508-ssc2011-03a-Changing-Face-of-the-North-America-Nebula

SECTION 1

PURPOSE OF HANDBOOK

This handbook is an attempt to provide brief answers to some of the most commonly asked
questions concerning Santa Monica College’s policies and procedures. Complete copies of the
Board of Trustees’ policies and administrative regulations are available online on the Board
Policy Manual website*. Most departments have their own policies concerning such matters as
access to facilities, use of equipment, and textbook selection. Contact your Department Chair if

you have questions about departmental policies.

If you need clarification about any of the items addressed in the guidelines below, or if you have
questions about any other college policy procedure, please contact your Department Chair.

Note: Specific language relating to Articles and Appendices of the Agreement between
the SMCFA and the SMCCD, herein known as the “District”, as well as Memorandum of
Understanding (MOUs) can be found on the HR website at
http://www.smc.edu/HumanResources/HumanResourcesDepartment/Pages/SMC-Faculty-
Association-Agreement-and-Documents-of-Interest.aspx

SECTION 2
SANTA MONICA COMMUNITY COLLEGE DISTRICT

HISTORY

The Santa Monica Community College District is a 37+ acre campus with 5 satellite locations
situated in the City of Santa Monica, which is located in the western part of Los Angeles County.

*The District is in the process of updating and revising its Board Policy Manual with the assistance of the
CCLC Policy and Procedure Service. Current Board Policies and Administrative Regulations will remain
posted on the website as the District moves through the transition. Provisions that are currently in Board
policy will not be repealed, but may be moved to another chapter or combined with other policies.Updated
Chapters of Board policy will be posted on the website as they are approved by the Board. The former
sections will remain on the website. A matrix illustrating the transition will also be posted on the website.

http://www.smc.edu/ACG/BoardofTrustees/Pages/Board-Policy-Manual.aspx
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Santa Monica College is operated under the California Law of 1917. The College provides
excellent academic and vocational programs and counseling services to an ethnically diverse
student population of 33,000. Santa Monica College is proud of the rich tradition of community
service and public education.

A seven-member Board of Trustees, elected to a four-year term by the residents of Santa
Monica and Malibu, govern the Santa Monica Community College District. A student-elected
representative with an advisory vote serves on the board as student trustee.

The Santa Monica Community College District has an annual budget of $197 million, with
approximately 1,900 faculty members and classified staff.

ACCREDITATION
http://www.smc.edu/ACG/Accreditation2010/Pages/default.aspx

Santa Monica College is officially accredited by the Western Association of Schools and Colleges
and is approved by the California State Department of Education and the Office of Private Post-
Secondary Education for training veterans and other eligible persons under the provisions of the
G.l. Bill. The University of California, California State Colleges and Universities, and private
institutions of high rank give credit for transfer courses completed at Santa Monica College.
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SECTION 3

CAMPUSES IN THE
SANTA MONICA COMMUNITY COLLEGE DISTRICT

The Santa Monica Community College District is comprised of a main campus and
several satellite campuses.

Santa Monica College Campuses & Transit Map

CENTER FOR MEDIA
AMND DESIGM (CMD)

PERFORMING
ARTS CENTER
[PAC)

._'- b
> F
3
&
5 ; 'ﬁ" 1
e
AL
s | |samTa mowica CAMIPY
SMIC CAMPUSES e CoLLecE AIRPORT ¢ pory i
; Rt MAIN CAMPUS J0HN ATAME ARTS SHUTTLE
E Pico Boulevard o HnLE seear AT PARKING
Sartta Maonics, A 50405 * [AIR] and
Temporary
Center for Media and Design (CMD) Classrooms
1640 Stowart Streat

Sarvta Monica, CA 90404
Administration

2714 Pico Boulsvard
Santa Monica, CA #0405

Bundy Campus

3171 5. Bundy Driva

Los Angales, Ca 90064
Emeritus Campus
1227 Zrvd Struat

Santa Monica, CA #0401
Performing Arts Center (PAC)
1310 11th Streat

Santa Monica, CA #0401

To park on any of the SMC campuses you must
have a current parking decal. Parking decals for
SMC's Bundy and Airport campuses are FREE
and shuttles are available to each campus.

All other campuses require paid parking decals.

ADDITIONAL CLASS LOCATIONS

John Adams Middle School
2475 14th Street

Santa Monica, CA 90405
Santa Monica High School
&1 Pico Boulevard

Santa Monica, CA 90405

b Rowte #43 in green connects The Metro Rail,
SMC Main and the Center for Madia and
Design {CMD).

Rowte 44 in orange connects The Metro Rail,
SMC Main Campus, and Bundy Campus.

= The Performing Arts Camber (PAC) Shuttle
Service route is in blue.

For more information and schedules go tor
smc.eduftransportation

http://www.smc.edu/MapsDirections/Documents/SMC-Campus-Shuttle-Map.pdf
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SECTION 4
ACADEMIC AFFAIRS AND INSTRUCTIONAL SUPPORT SERVICES

ADD AND DROP PERIOD

Some "Authorization to Add" codes are provided along with your online class rosters for all
instructors at the beginning of the semester. Additional codes are available upon request
through the faculty web portal, mProfessor at www.smc.edu/mp. Students may self-enroll in

online and hybrid classes until the Sunday night before classes begin. For on-ground classes,
students may self-enroll into open classes up until the night before the second class meeting.
For classes that meet once per week and those that have a lab component, students may self-
enroll only through the end of the night before the first class meeting. Once a class has reached
90% full, it will appear “closed” to students so that faculty can confidently give out add codes
without fear of over-enrolling their class. To add a class once the class has started and 90% of
your course seats are filled, the student must request an add code from the instructor. Students
will be prompted to use this electronic code when they enroll online through Corsair Connect at
www.smc.edu/cc. Friday of the second week of classes during the Spring or Fall semesters is the

last day students are allowed to add classes with an instructor's add code. Instructors may
approve that a student be added after the Friday of the second week by certifying that the
student has been in attendance since the first day of class. In these cases, the instructor will issue
a late add code or reinstatement code to the student and the student will need to add him or
herself into the course through Corsair Connect. Add codes, reinstatement codes, and late add
codes all essentially serve the same purpose but with different deadlines. They are all approvals
to add one seatin your class, but each has a different expiration date. Tell the student the code’s
expiration date and be sure you are giving a code that has not already expired.

Instructors are expected to add students up to the limit set for their class. Students who are on
the wait list and attend class for the first two class sessions with the hope of becoming enrolled
should be allowed to take the place of students who are enrolled but who fail to attend the first
two class sessions.

Faculty are required to clear their rosters of "no show” students before the census date. Check
your mProfessor (www.smc.edu) portal for your course-specific census date. Be sure you clearly
outline your attendance policy in your syllabus. Since it may occasionally happen that
someone on your roster misses the first class session and then arrives late for the second class
session, it is strongly advised that you delay adding students to replace "no-shows" until the end
of the second class meeting. Otherwise you may end up with more students enrolled than you
have seats. An exception involves certain lab science classes for which a warning statement is
included in the class schedule. The intent here is to enable an instructor to assign lab lockers,

7|Page


http://www.smc.edu/mp
http://www.smc.edu/cc
https://smccis.smc.edu/smcfcl/f?p=420160817:LOGIN_DESKTOP:15094414464705

conduct safety training, and thus start the first two or three hour lab activity with a full
complement of students. For these classes the instructor may add students to replace any
students who are "no-shows" at the time of assignment of lab lockers.

Please consider that students coming directly from work to attend evening classes may be
unavoidably detained due to unusually heavy traffic congestion during the first two weeks of
school.

It is strongly encouraged to use the wait list as a tool to issue add codes. Students who appear
on the wait list have attempted to add the class prior to the start of the semester and chose to
officially wait for a spot in the class. Once you have added students based on the prioritized wait
list, it is also fair to give priority to walk-ins that were there on the first day of class over those
non-enrolled students who didn't appear until the second class meeting. You may not use pre-
test scores, quiz results, interviews, personality, attractiveness, etc., to determine the order of
adding students. After adding the wait listed students, if there are additional seats available in
the class, many faculty choose to use a lottery or random drawings of student names to
distribute add codes when more students want to add than there are seats available. Please do
not use a lottery system when adding students in the wait list.

You may get tremendous pressure from students who want to add your course. There have even
been cases where students wishing to add have attempted to bribe the instructor. Be firm; take
some pressure off yourself by referring students who have a problem with the enrollment
procedures, the number of sections offered or the number of students allowed per section, to
your Department Chair. Take note of any approval codes you hand out to students by writing

the student’s name and SMC ID number on your roster. There are many instances when
students sell the approval code to others. This is against College policy, and you should refer
any suspected fraud to the Office of Student Judicial Affairs.

It is the policy of the SMC Bookstore to not allow students to purchase textbooks unless they
provide evidence that they are enrolled in the class. This is so there will be enough books for the
students who are enrolled. You are urged to place extra copies of your textbooks on reserve in
the Library for use by students who cannot afford them and for those who cannot purchase the
textbook until they officially enroll in the class.

ASSOCIATE FACULTY STATUS
http://www.smc.edu/HumanResources/HumanResourcesDepartment/Pages/default.aspx
Article 6, Agreement between SMC FA and the District

Advances in academic status (associate professor) are granted to adjunct instructors based
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upon length of service.

Eligibility: After five consecutive semesters of employment with the District, with an assignment
of at least 5LHE per week within a discipline for each of the five consecutive semesters, a part-
time faculty member shall be designated as "Associate Faculty" provided that the part-time
faculty member has not received less than a satisfactory evaluation during the qualifying five
semesters. Note that no more than 60% of the part-time faculty within a discipline may have
Associate Faculty status.

AUDITING CLASSES BY FACULTY
Article 10, Agreement between SMC FA and the District

Faculty shall be allowed to audit up to two courses per year at Santa Monica College provided
the instructor of the class agrees and a regular student is not displaced. Note: thisis an informal
class audit. You cannot “enroll” in the class via the student portal or through Admissions. If you
would like to take the class for credit, you must apply for admission to SMC at smc.edu/apply.

CANCELLATION OF CLASSES DUE TO LOW ENROLLMENT

Any class with an enrollment of fewer than eighteen students is subject to cancellation. The
decision to cancel a class is made by Jason Beardsley, Dean of Instruction, in consultation with
the Department Chair.

Adjunct faculty are paid a minimum of two (2) weeks’ pay (one week pay in summer or winter
sessions) for a graded class that is canceled after the class convenes (Article 8.6, Agreement
between SMC FA and the District).

A full-time faculty member whose class is canceled must be reassigned to another section; this
can result in their replacing an adjunct faculty member. When the canceled class was to be
taught as an overload or intersession assignment of a full-time faculty member, no faculty
member is displaced.

An adjunct faculty member with Associate Faculty status whose class is canceled may be

reassigned to another section if available; this can result in their replacing a non-Associate
Faculty member. This provision does not apply to intersession assignments.
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CLASS MEETING TIMES AND BREAKS

You are expected to meet your classes on time and for the time interval scheduled. Classes are
not expected to get out early. A "three hour" class is scheduled for 185 minutes per session and
is allowed 20 total minutes of break time per session. "Two hour" classes are scheduled for 125
minutes per session and are allowed 10 minutes of break time per session. If your class meets for
less than two hours, there are no breaks. It is not acceptable to save all the break time for the
end of the class period so as to get out early, nor to use the break time at the start of class so as
to start late. Your students need some break time even if you don't.

COMMENCEMENT

All faculty are strongly encouraged to participate in the annual commencement ceremony,
which customarily takes place on Corsair Field the last day of Spring semester. Academic regalia
are made available for free through the Admissions Office, upon request.

CONFERENCE ATTENDANCE (see Professional Development in this section)

DEPARTMENT MEETINGS

Full-time faculty are required to attend departmental meetings. Part-time faculty are required
to attend one departmental meeting. After fulfilling that obligation adjunct faculty are
welcome, but not required, to attend.

DISTRICT CALENDAR
District Calendar
Article 11, Agreement between SMC FA and the District

Fall Semester 16 weeks Last week of August to mid-December
Winter Session 6 weeks First week of January to mid-February
Spring Semester 16 weeks Mid- February to mid-June

Summer Session 8 weeks Mid-June to mid-August

See APPENDIX E for the current District Calendar.
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ENROLLMENT IN CLASSES
Article 10, Agreement between SMC FA and the District
(see Auditing Classes by Faculty in this section of the handbook)

Enrollment, whether for credit or not, should be outside of normal working hours, and not in
conflict with assigned teaching or conference hours. Please notify your Department Chair of your

intent to enroll, inform the instructor of the class of intended enrollment, and follow normal
application and enrollment procedures.

FACULTY SERVICE AREAS
Article 16 and Appendix |, Agreement between SMC FA and the District

The term “faculty service area” means a service or instructional subject area or group of related
services or instructional subject areas in which service is performed by faculty. The term
“eligibility criteria” refers to criteria by which a faculty member is deemed competent to render
service in a faculty service area.

FIELD TRIPS & BUS TRANSPORTATION REQUESTS

Field trips should be planned weeks in advance. Student liability release and application forms
are available in your department or the Office of Academic Affairs. Student release forms should
be signed by students and collected and by the instructor. For day trips, only one form is needed
but it should be signed by all the participating students. For overnight trips, a separate form is
required for each student. A separate form is always required for student participants who are
under the age of 18, even for day trips. Return completed field trip application forms to your
Department Chair at least 10 business days (2 full weeks) before the trip. They will be forwarded

to the Office of Academic Affairs for approval and, if approved, a copy is returned to the
instructor who should keep it in possession during the trip.

FINAL EXAMS

Each class is expected to have a Final Exam. A special time schedule is provided for all semester
long classes during final exam week, so as to allow three hours for each final exam and minimize
conflicts. This is instructional time and must be utilized. Adhere to the final exam schedule. If
your class has both lecture and lab times, select the final exam time that matches the lecture.
Classes that are held on Saturday or Sunday and those that are less than a full semester in length
will hold their final exam during the last class meeting. Instructors for short-term classes in the
regular semester and Summer or Winter intersession are expected to administer the final
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examination during the last scheduled class period. Approval from your Department Chair and
the Dean of Instruction is required for deviation from the final exam schedule.

FINAL GRADES
Dates and Deadlines
Article 11, Agreement between SMC FA and the District

Submission of grades in a timely fashion is critical to ensure that students’ records are accurate
and updated in a timely fashion. Final grades must be posted by the date stated in the "Dates
and Deadlines" established by Admissions and Records based on the Faculty Contract.

Instructors are expected to post grades no later than one week after the end of the term. Failure
to submit your grades on time is considered negligent of your professional responsibility and
couldresultinthe delay of your last paycheck for the semester/term (per FA Contract). All grades
submitted after the posted submission deadline must be accompanied by a “Grade Change

Form"” for each student.

FLEX CALENDAR
Article 11, Agreement between SMC FA and the District

Flextime is time for which faculty members are compensated for professional development
activities accomplished outside of instructional time. Flextime is governed by the Collective
Bargaining Agreement and by State of California regulations. Compensation for flex activities is
included in faculty salaries. Failure to complete one’s flex requirement will result in a reduction
in pay.

For the academic year, nine flexible calendar days are part of the calendar for full-time faculty
members. This includes three department days, four individual contract days and two
institutional days.

Adjunct faculty members are obligated to participate in flex activities during the semester for a
number of hours equal to the number of hours of their weekly faculty assignment. Part-time
counselors and librarians are not required to complete the flex requirement unless they have a
teaching assignment. Part-time counselors and librarians should consult with the Department
Chair regarding the non-instructional faculty Memorandum of Understanding (MOU). You will
have to make arrangements with your Department Chair in regards to flextime.

You will receive an email directing you to an online Flex Contract at the beginning of the
semester. Enter your proposed flex activities and check the electronic signature box before you
submit it for your Department Chair’s approval. Once the proposed activities are approved and
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you have completed those activities; return to the online Flex Contract to document their
completion.

In general, activities that can be used by adjunct faculty members for flex time include
participation in department meetings, extra office hours, attendance at the college-wide flex
activities at the beginning of each semester, participation in departmental flex activities and
attendance at professional meetings and seminars.

Please contact the Office of Human Resources, Professional Development Coordinator, if you
have any questions or concerns.

GROUP AND STEP ADVANCEMENT
Appendix D, Agreement between SMC FA and the District

Group advancement earned and properly filed for by faculty shall be granted effective the
beginning of the Fall semester (full-time faculty), or the beginning of Fall, Winter, Spring or
Summer (part-time faculty). If you are planning to advance to a higher group on the salary
schedule for the following College year, you must schedule an appointment with the Office of
Human Resources and complete a course approval form (see Human Resources for the
appropriate form) by April 15th.

Faculty who have full-time or partial assignments which extend over a period of at least 75% of
the days that the College is in session during the Fall and Spring semester (regular session) shall

advance one step on the salary schedule effective July 1st.

Adjunct faculty and/or full-time instructors teaching overload classes will be paid in four
installments at the end of every month.

Questions regarding your salary should be directed to the Office of Human Resources.

Academic Rank/Full-Time Faculty

Yrs* Group1 Groupll Grouplll GrouplV  GroupV  GroupVIl Doctorate

1-3 I I I I I I A.P.

4-6 I A.P. A.P. A.P. A.P. A.P. Assoc.
7-10 I A.P. A.P. Assoc. Assoc. Assoc. Assoc.
11-15 A.P. A.P. Assoc. Assoc. Assoc. Assoc. Prof.
16-20 A.P. A.P. Assoc. Assoc. Prof. Prof. Prof.
21-30 A.P. A.P. Assoc. Prof. Prof. Prof. Prof.
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I-Instructor

A.P. - Assistant Professor

Assoc. - Associate Professor

Prof. - Professor

* Years Teaching College (AR 3211.6)

PASS/NO PASS (P/NP) GRADE POLICIES
Dates and Deadlines

Students may enrollin a certain number of classes on a pass/no pass basis. Students may request
to take a class on a Pass/No Pass basis through the student portal, Corsair Connect prior to the
30% point in the term. For class-specific deadlines, students should review their class schedule
on Corsair Connect. Instructors are not notified which students are enrolled on a pass/no pass
basis. The instructor assigns a regular grade (A, B, C, D, F, W) for the student. Grades A, B, or C
are automatically changed to "P". Grades of D, F are changed to "NP". Neither "P" nor "NP" has
any effect on a student’s G.P.A.

PROFESSIONAL DEVELOPMENT

Conference or professional development opportunities may be available through your
department or the Professional Development Committee as provided under the provisions of
AB 1725, (BP 3133)

SOLICITATIONS

Solicitations are not permitted in classes. Do not allow your students to be solicited by sales or
political representatives during class time.

SUBSTITUTES (RULES & MEETING TIMES)

It is every faculty member’s responsibility to meet each class for the full amount of time
scheduled-including the time designated for the final exam schedule. Having colleagues
substitute without authorization is a violation of the Education Code and personnel procedures.
In addition, faculty members are reminded of the following institutional guidelines:

* Faculty absences must be reported by completing a District absence form. If a substitute
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is provided, the substitute must be selected by the Department Chair from faculty
members who have a current teaching assignment or have been processed as substitutes
for the current semester.

= (Class substitutes for the first day of a reported absence will not be approved.

= Exceptions will be recommended by the Departmental Chair for approval by the Dean of
Instruction.

= (lassified staff members may serve as substitute instructors only if they are currently
authorized to teach and are performing these teaching duties outside the hours of their
classified assignment.

* "“Trading” of classes between faculty members is allowed only with the prior approval of
the Department Chair.

= “Subcontracting” (out-of-pocket payment of a substitute with no absence report) is not
allowed. All faculty absences must be reported and substitutes, if approved, must be paid
by the District.

= (lasses should meet at the location indicated in the schedule of classes. Any change of
location must have prior administrative approval and must be posted so that students
are appropriately informed.

* Field trip forms must be completed if a class is to meet off campus in lieu of the regular
class meeting time. (This does not apply to classes regularly scheduled to meet in off-
campus locations.)

Please contact your Department Chair or Faculty Chair if you have additional questions.

TIME CONFLICT POLICY
Time Conflict Form

There is a state requirement that students have at least 10 minutes of "pass time" between
classes and a 29 minute gap if traveling from one campus to another. If a student wants to add
into your class but has a time conflict, they will not be able to enroll in both courses. A student
must pick up a Time Conflict form from the Admissions Office and have the impacted class
instructor agree to a "make up" of the time. The "make up" must be supervised by the instructor.
For state auditing purposes, the instructor must maintain a log of when the student made up the
missed time. Please see the Time Conflict form on the Admissions website under “Forms” for
more details.
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SECTION 5

COMMUNICATIONS

ELECTRONIC MAIL (E-MAIL)
https://accounts.smc.edu/district/

All faculty e-mail accounts are created based on an active assignment in the ISIS system. Once
the Office of Human Resources has processed the employee and his/her assignment has been
entered, he/she can request an e-mail account via the internet. It is expected that all faculty use
their SMC email. Critical communication from the District and your Department Chair will go to

your SMC email address.

Please be sure that the Office of Human Resources has entered your information into the
employment database before submitting this request and please have your assigned five-digit
SMC employee ID number given to you at the time of processing.

The e-mail account or username is created using the employee’s last name followed by an
underscore and the first name. The default password is SMC-#### where #### is the last four
digits of the employee’s SSN.

Microsoft Outlook or a web browser are required software applications used to access e-mail on
campus. If you need assistance accessing e-mail on your campus computer, please contact the
Telecom Department at (310) 434-3010.

FACULTY BULLETIN BOARD/POSTING LOCATIONS
http://www.smc.edu/HumanResources/HumanResourcesDepartment/Pages/Workplace-

Postings.aspx

The Faculty and Staff Bulletin Board is located in the mailroom in the Liberal Arts building and
is a vital source of information and interest to faculty. Bulletin boards and posting locations can
be found throughout the main campus and all satellite campuses for employee announcements.
Workplace labor postings and posting locations are listed online and can be found at
http://www.smc.edu/HumanResources/HumanResourcesDepartment/Pages/Workplace-

Postings.aspx.
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MAILROOM
Liberal Arts, LA 102

The main campus mailroom is located at the East end of the Liberal Arts Building (LA Room
#102). Eachinstructor is provided with a mailbox in the mailroom. The combination for the lock
on the mailbox can be obtained from the mailroom clerk during the first week of the semester.
Instructors who teach exclusively at the Bundy Campus, Emeritus Campus, SMC Performing Arts
Center, Santa Monica Airport or the Center for Media and Design receive their mail at those
locations. Your mailbox is the location of all written college communication, including vital
information from your Department Chair and the District.

While email is probably the best way to have your students contact you if you are an adjunct
faculty member, there is a special "Notes for Instructors" slot in the mailroom. Please be sure to
check your mailbox whenever you are on campus. If you need special access to the mailroom (to
get packages, etc.) after regular hours, contact Campus Police at extension 4300.

ON-CAMPUS TELEPHONE DIRECTORY
http://www.smc.edu/EmployeeDirectory/Pages/default.aspx

A campus directory is available to you online.

TELEPHONES

All full-time faculty are assigned an extension and an e-mail address on campus. Since adjunct
faculty members are generally on campus only at the time their classes meet, it is recommended
that you encourage your students to communicate with you through email rather than phoning
the college. Since department offices are only open for limited times each day, find out from
your Department Chair the department's phone number and office hours and instruct students

to call only during those hours to leave truly important messages. If you have the good fortune
to be "sharing" an office with a full time faculty member, check with that person about phone
messages from students.

SECTION 6

FACILITIES

ATHLETICS FACILITIES

Faculty and staff are welcome to use the campus athletic facilities, including the swimming pool,
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when they are not being used for instruction or athletic events. For information contact the
Athletic Director and/or the Kinesiology Department Chair.

CLASSROOM DESKS, CHAIRS AND OTHER EQUIPMENT

Do not remove desks, chairs or other equipment from classrooms since each room is designed
for several classes and the amount of equipment in the room has been established to meet fire
and safety regulations.

COLLEGE CAMPUS STORE
http://bookstore.smc.edu/ (310) 434-4258

There are three Campus Store locations:
= Main Campus next to Student Center

» Center for Media & Design
= Bundy Campus, next to main entrance

The SMC Campus Store sells new and used textbooks, textbook rentals, E-books, a selection of
current fiction and nonfiction paperbacks, school and office supplies, campus sweatshirts, T-
shirts, art materials. The Campus Store also stocks class schedules.

At specified times, the Campus Store hosts buyback sessions for many of the textbooks
purchased for classes at the College. The agency conducting the buy determines ALL prices
offered for buybacks, and estimates will NOT be given over the phone. Buyback sessions are
held ONLY at the Campus Store on SMC’s main campus. Buybacks are held the first week of the
Fall and Spring semesters and the Summer and Winter sessions, as well as during the week final
exams are held each term. For specific times that buybacks will be held, please check with
Campus Store’s main campus branch.

The booklist will be posted on the Campus Store’s webpage.

COLLEGE CAMPUS STORE: ONLINE CAMPUS STORE
http://bookstore.smc.edu/ (click on the "Online Bookstore” link)

The Online Campus Store offers some especially convenient features. The Online Campus
Store’s offers a section, “Just for Faculty”, where faculty may requisition textbooks for each

course offered.
Students may browse through a catalog of items or search for a specific title, make purchases
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on the spot, and have their order shipped directly to their home.

COPYRIGHT INFORMATION FOR INSTRUCTORS
http://bookstore.smc.edu/site_faculty.asp?

Instructors wishing to sell copyrighted information in course packs at the SMC Campus Store
should go to the Online Bookstore and complete the Declaration of Copyright Document.

Instructors who wish to distribute copyrighted materials in class must follow all applicable
copyright laws. The links below provide some further information about use of copyrighted
materials:

* Copyright Clearance Center Online: http://www.copyright.com/

= Copyright & Fair Use: http://fairuse.stanford.edu/

ELEVATORS
Facilities/Maintenance Office (310) 434-4378

Elevators are available for use by all members of the College community. Elevators are located
in the Administration, Bundy, Cayton Center, Drescher Hall, Emeritus, Humanities and Social
Sciences, Library, and Science Buildings. Elevator problems should be referred to
Facilities/Maintenance at the number listed above and to the Campus Police Department (310)

434-4300.

EMERGENCY PREPAREDNESS & RESPONSE
http://www.smc.edu/StudentServices/EmergencyPreparedness/Pages/Emergency-

Preparedness.aspx
Emergency Preparedness Video (YouTube video-https://youtu.be/14dYPMTDmhY)
Campus Police at 310-434-4300 or dial 911

For maximum understanding of SMC safety procedures please read the red and white "Faculty
& Staff 911/Emergency Guide” folder and the Emergency Preparedness Emergency Procedures
Manual. If you do not have an updated copy of this information, email the Emergency
Preparedness and Safety Facilitator at: lewis_marcia@smc.edu. Each classroom bulletin board
displays an Emergency Preparedness Safety Procedures poster. If your classroom does not have
a poster, email lewis_marcia@smc.edu.

Your students look to you for guidance and direction in an emergency situation. During the first
week of class it is important to discuss with your students what to do if an emergency situation

19|Page


http://bookstore.smc.edu/site_faculty.asp
http://bookstore.smc.edu/site_faculty.asp?
http://www.copyright.com/
http://fairuse.stanford.edu/
http://www.smc.edu/StudentServices/EmergencyPreparedness/Pages/Emergency-Preparedness.aspx
http://www.smc.edu/StudentServices/EmergencyPreparedness/Pages/Emergency-Preparedness.aspx
http://www.smc.edu/StudentServices/EmergencyPreparedness/Pages/Emergency-Preparedness.aspx
https://youtu.be/14dYPMTDmhY

develops. In case of an emergency, stay calm and follow the appropriate procedures in your

Emergency Preparedness Manual. In the event of a major disaster that affects the entire
campus, the Campus Police will already be aware of it. (BP_2415 Campus Safety, BP 2416

Emergency Response Plan)

LiveSafe is a free personal safety mobile app that Santa Monica College provides to all
students, faculty, and staff to download. The app provides a discreet way to communicate
directly with SMCPD, enhancing your overall safety.

Directions to Download the LiveSafe App:

4.

5.

Download "LiveSafe" from the App Store or Google Play. (Enable location services and

push notifications when prompted).

Sign up using your mobile phone number.

Create a password and fill in your name.

Search for "Santa Monica College" to connect with the organization.

Add your email to your profile (Left Menu > Settings > Profile).

Main Features of the LiveSafe App:

Report Tips: The "Report Tips" feature allows you to send text, picture, video, and
audio directly to Santa Monica College Police in real-time, and anonymously if you
prefer. You can share information about any safety incidents or concerns, such as
suspicious activity, theft, harassment, and more. You can also engage in a live chat with
a safety official.

Emergency Options: By calling 911, calling Santa Monica College Police, or Messaging
Santa Monica College Police from the "Emergency Options" screen, you will initiate
location tracking, allowing safety officials to see where you are and respond to you
more quickly in an emergency situation. You can easily stop location tracking at any
time after the call is placed.

SafeWalk: Get from place to place safely by using SafeWalk to invite your contacts to
"virtually escort" you, allowing them to follow your location on a map as they chat with
you. You can request to virtually escort others as well.

Receive Alerts: Stay up to date by receiving important safety notifications and
emergency alerts from Santa Monica College Police.

20|Page


http://www.smc.edu/ACG/Documents/Board_Policy_Manual/BP%202000%20General%20District.pdf
http://www.smc.edu/ACG/Documents/Board_Policy_Manual/BP%202000%20General%20District.pdf
http://www.smc.edu/ACG/Documents/Board_Policy_Manual/BP%202000%20General%20District.pdf
https://itunes.apple.com/us/app/livesafe/id653666211?mt=8
https://play.google.com/store/apps/details?id=com.livesafe.activities&hl=en

= Resources: Access important safety information such as emergency procedures, health
& wellness resources, sexual assault assistance resources, and more.

EMERGENCY PREPAREDNESS: Active Shooting Incidents
http://www.smc.edu/StudentServices/EmergencyPreparedness/Pages/Active-Shooter-

Situations.aspx

Campus Police at 310-434-4300 or dial 911

The Santa Monica College Police Department (Campus Police) has adopted nationally accepted
law enforcement response procedures to contain and neutralize such threats. The following
information regarding law enforcement response will enable you to take appropriate protective
actions for yourself and your students. The following instructions are intended for incidents that
are emergent in nature (i.e., imminent or in progress).

We strongly suggest you watch the following video which covers an active shooter situation.
Click on the arrow to begin the video.

RUN. HIDE. FIGHT.

If an active shooter situation develops, Santa Monica College will implement its emergency
response plan and alerts will be sent out via the Connect Ed Notification System, E Mail, and
Telephonic Message System for instructions to staff and students. Santa Monica College Police
and the City of Santa Monica Police Department will work together to manage the situation.

Active shooter situations are dynamic and evolve rapidly, demanding immediate response and
deployment from law enforcement and emergency personnel to stop the shooting and prevent
further harm to the community. It is important to follow the link on Active-Shooter-Situations
prior to the start of class so that you can familiarize yourself with the best practices to protect

yourself, colleagues, and students from harm.
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In general, how you respond to an active shooter will dictate the circumstances of the encounter.
If you find yourself in an active shooter situation, try to remain calm and call the Campus Police
at 310-434-4300 or dial 911 as soon as possible.

On the Main Campus: If you believe an individual poses an imminent threat to a member or
members of the College community please contact our College Police immediately.

IF USING A PERSONAL PHONE... DIAL 310-434-4300;
IF USING A DISTRICT LANDLINE... DIAL EXT. 4300.

At a satellite campus: If you are located at a satellite campus and believe imminent danger
is likely, please contact 911 immediately.

If you do not believe that harm is imminent, but an individual’s behavior seems threatening or
like it could lead to harm to the individual or community, you should report the concern by
contacting Campus Police or the Care & Prevention Team.

It is better to error on the side of caution and notify the appropriate individuals than to
remain silent; Santa Monica College has resources to assess situations and the individual of
concern.

Be Prepared Means...
SEE SOMETHING / SAY SOMETHING

To REPORT AN EMERGENCY,
CALL310-434-4300;
OR DiALgm

FRoM ANY CAMPUS PHONE

If you have any questions, please contact the Campus Police Department at 310-434-4300.

EMERGENCY PREPAREDNESS: Earthquakes and Other Disasters
http://www.smc.edu/StudentServices/EmergencyPreparedness/Pages/Earthquake-

Information.aspx
Campus Police at 310-434-4300 or dial 911
Facilities Department (310) 434-4228
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DROP, COVER AND HOLD
Wherever you are, protect yourself! You may be in situation where you

cannot find shelter beneath furniture (or against a wall). It is important
- to think about what you will do to protect yourself wherever you are.
COVER! For example, what if you are driving, in a theater, in bed, at the beach,

Interior wall etc.?

Unless it is safe to do so and the earthquake has stopped, do not move to another location or
outside. Earthquakes occur without any warning and may be so violent that you cannot run or
crawl. You are more likely to be injured if you try to move around during a strong earthquake or
aftershock.

DURING THE EARTHQUAKE:

ON UNTIL THE

SHAKING STOPS

1. DROP to the ground.

2. Take COVER by getting under a sturdy desk/table or crouching down close to a
wall. Remember to cover your head and stay clear of falling objects.

3. HOLD ON until the "shaking" stops (2 to 5 minutes).

If indoors, stay there. Get under a desk or table and hold on, or stand in a corner. Do not go in
a doorway. Protect your head, neck, and face.

If outside, stay clear of falling objects.

If driving, pull over to the side of the road and stop. Avoid overpasses and power lines. Stay in
the vehicle until the shaking is over.

If in a high-rise building, stay away from windows and outside walls. Get under a desk or table
and hold on. Do not attempt to use elevators.

If in a crowded public place, do not rush for the doors. Move away from windows and shelves
containing objects that could fall.
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In a stadium or theater: Stay at your seat and drop to the floor between rows and protect your
head and neck with your arms. Don't try to leave until the shaking is over. Once it is safe to do
so, walk out slowly watching for anything that could fall on you during an aftershock.

AFTER THE EARTHQUAKE:

After the shaking subsides, turn off computers; unplug electrical equipment; replace
telephone handsets; go outdoors; and stay clear of buildings, walls, power lines, and trees.

= Identify and assist the injured.
= Keep phone lines clear except when necessary to report serious hazards or injuries.

* Do not return to an evacuated building unless directed to do so by College Police or
public agency personnel.

» ltis possible that roads will be blocked and impassable. Be prepared to stay where
you are for a few hours or for several days depending upon your location.

Z Earthquake Safety (PE and Dance Areas)

Santa Monica College’s Annual Security Report, and Crime Alerts and Bulletins can be found
on the Santa Monica College Police Department’s webpage:
http://www.smc.edu/StudentServices/police/Pages/default.aspx

ENERGY CONSERVATION

Whenever you leave a room that is not going to be occupied immediately by someone else, you
should turn off the lights and, if you have access to the switch, turn off the air conditioning or
heating. Also turn off any classroom technology in rooms that will not be occupied immediately.
This includes the LCD projector, computer, and document camera wherever applicable.

ENTRY TO BUILDINGS OR OFFICES DURING NON OPERATIONAL HOURS
http://www.smc.edu/StudentServices/police/Pages/Facility-Access-Policy.aspx

Contact for assistance:

Campus Police (Santa Monica College Police)
http://www.smc.edu/StudentServices/Police/Pages/default.aspx
1718 Pearl Street, Santa Monica, CA 90405 (310) 434-4300
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All campus buildings are secured by Campus Police between the hours of 10:00 p.m. to 6:00 a.m.
Mondays-Thursdays, and between 5:00 p.m. on Fridays and 6:00 a.m. on Mondays. Contact
Campus Police at 310-434-4300 for access during these times.

To gain entry to a building or office during non-operational hours (anytime between 10 p.m. & 6
a.m., Sundays, holidays and during semester breaks and vacation periods), employees must first
receive prior authorization for access to College buildings, then go to the College Police Department
(on campus) and present their identification to establish their identity and their right to enter. Under
NO circumstances will students be admitted unsupervised during such hours.

FACILITY ACCESS

Santa Monica College is an open campus in an urban area. It is the College’s policy and the
responsibility of all College personnel and students to ensure that the doors to facilities are
kept closed and locked at all times when the facility is not in use or has limited occupancy in
order to discourage unwanted entrance.

FACILITY ACCESS POLICY

http://www.smc.edu/StudentServices/police/Pages/Facility-Access-Policy.aspx
Campus Police (Santa Monica College Police)

http://www.smc.edu/StudentServices/Police/Pages/default.aspx

1718 Pearl Street, Santa Monica, CA 90405 (310) 434-4300

"At Santa Monica College, the safety and well-being of our students, faculty, and staff is always
our first priority. With the support of other departments, we have numerous people involved in
keeping this campus safe and secure. However, a truly safe campus can only be achieved
through the cooperation of all students, faculty, and staff."

Santa Monica College is an open campus in an urban area. It is the College’s policy and the
responsibility of all College personnel and students to ensure that the doors to facilities are kept
closed and locked at all times when the facility is not in use or has limited occupancy in order to
discourage unwanted entrance.

All campus buildings are secured by Campus Police between the hours of 10:15 p.m. to 6:00 a.m.
Mondays-Thursdays, and between 5:00 p.m. on Fridays and 6:00 a.m. on Mondays. Contact
Campus Police at 310-434-4300 for access during these times.

Santa Monica College’s Annual Security Report, and Crime Alerts and Bulletins can be found
on the Santa Monica College Police Department’s webpage:
http://www.smc.edu/StudentServices/police/Pages/default.aspx
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FACULTY LOUNGE

The Staff Lounge is located on the west side of the student dining hall. The hours of operation
may vary during College breaks and other non-peak times.

FITNESS CENTER
http://www.smc.edu/AcademicPrograms/KAD/Pages/Fitness-Center.aspx

CPC Building (310) 434-4741

The Fitness Center is available to both students during KIN PE 10 classes and faculty/staff during
staff hours. It is located on the second floor of the Core Performance Center (CPC). It features
an Aerobic Super Circuit system that combines low intensity, high repetition circuit weight
training with aerobic activity stations. The system has been proven successful and is especially
designed to be efficient, effective, and fun! There are resistance machines, dumbbells and
cardiovascular machines.

All students, faculty and staff that use the room are required to be dressed to work out and
wearing athletic shoes. Everyone is required to sign in upon entering and show a valid
faculty/staff ID. Anyone that misuses the equipment will be asked to leave and not allowed back.

Faculty/staff hours are from 6am-8am M-Th and from spm-7pm M-Th during fall and spring

semesters and winter and summer sessions only. (The facility is closed between semesters and
sessions.)

GUEST PARKING

Visitors must have the host department obtain permission in advance through the College Police
Department (310) 434-4300. Employees from satellite campuses of the District should have
parking decals and are therefore allowed to park in faculty/staff parking areas. Staff located in
the Administration Building at 2714 Pico Blvd. has assigned parking spaces; there is no guest
parking available. Metered street parking is available on Pico Blvd. for short term parking. For
long term (i.e., all day) guest parking at 2714 Pico Blvd., contact Letty Kilian
(Kilian _Leticia@smc.edu).

Faculty and Staff also can take advantage of the “Any Line. Any Time.” free ridership program
through the Big Blue Bus. You must get a current semester sticker through the Bursar’s office
and place it on your staff ID card to ride for free. For more details and bus route information, go
to: http://www.smc.edu/transportation/
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HEALTH SERVICES CENTER/EMERGENCIES
http://www.smc.edu/StudentServices/SHSC/Pages/default.aspx

(310) 434-4262

The Health Services Center is located near the East entrance to the cafeteria foyer.

This office handles any injuries or illnesses that occur on campus during the day and
recommends that even students with minor injuries, should be examined by a staff member of
the Health Services Center. For more severe injuries, the Health Services Center will send a staff
member to the classroom.

The Health Services Center closes at 6:00 p.m. Phone the Campus Police at (310) 434-4300 if

someone has a medical emergency when the Health Services Center is closed. They will route
the paramedics to your classroom faster than if you phoned 911 directly.

LOCKS, KEYS AND SECURITY

Most of the instructional rooms and offices are assigned to departments. Keys are issued on an
"as needed" basis when the appropriate Department Chair fills out and submits a key request

form. If your Department Chair determines that you need keys you will receive notification in
your mailbox when your keys are ready to be picked up at the College Police Department. Please
do not loan your keys to anyone. If you lose your keys, notify your Department Chair and the
College Police as soon as possible.

Whenever you leave a classroom or lab and it is not going to be occupied immediately by another
class, you should secure the room as is appropriate.

OFFICE SPACE

Full-time faculty are assigned offices. Please see your Department Chair regarding your office

location. Some departments have an arrangement whereby full-time instructors "share" their
offices with other full-time or adjunct faculty. In such cases, some storage space may or may not
be allotted to adjunct faculty. It is important under such an arrangement that the rights and
properties of both the full-time and the adjunct faculty members be respected. See your
Department Chair for details. If you do not have an office and need a place to meet with your
students, see your Department Chair.
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PARKING PERMITS
http://www.smc.edu/StudentServices/Police/Pages/Parking-Permits.aspx

http://www.smc.edu/StudentServices/police/Parking/Pages/Parking-Rules-Requlations.aspx
Auxiliary Services Office, 1738 Pearl Street, Santa Monica, CA 90405, (310) 434-4255

Permits are now automated and are tied to your license plate and or temporary plate or Vehicle
Identification Number (VIN). You obtain a permit in advance. The District sells one college-

parking permit to each staff member. Multiple vehicles may be registered to and share the same
virtual permit; however, only one vehicle per permit may be on Campus at a single time. Vehicles
will need to purchase parking separately when parked on Campus concurrently and sharing a
permit. All vehicles parking on any Santa Monica College property must have a valid Santa
Monica College parking permit unless parked in metered spaces. Personal notes left on vehicles
describing reasons for parking on the campus without the proper parking permit or for parking
in an unauthorized manner do not constitute permission to park; these vehicles will be cited
accordingly.

For more information on Santa Monica College rules and regulations, call (310) 434-4608.
RECYCLING & RESOURCE MANAGEMENT

http://www.smc.edu/AcademicAffairs/Sustainability/Pages/default.aspx
Facilities Department/Recycling or (310) 434-8726

SMC has a recycling program. Cans, glass bottles, and plastic bottles are recycled in green
painted recycling containers located in various selected localities.

Outside the classrooms in various strategic areas are clearly marked stations having three
different containers for: (1) glass and plastic bottles and cans, (2) trash (food contaminated
containers and wrappers) and (3) recyclable paper. There is signage for all containers.

White paper, colored paper, envelopes (even those with windows), magazines, and newspapers
are included in the recycling program. Paper cups, tissues, and paper contaminated with food
waste are not included. Cups clog the pulping machine because they are coated with wax or
something else that makes them non-permeable to water. Paper that has any food on it
contaminates the entire container, which then must be discarded as trash and added to a landfill.

You may contact Tom Corpus, Grounds Manager at (310) 434-4475 for a paper-recycling
container if you need one.

SMC has a no eating and no drinking in classroom policy. Please remind your students not to eat
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in class. Please also remind your students to recycle. Together we do make a difference.

REQUISITIONING SUPPLIES

Supplies for classroom use or office use are to be requisitioned through the Department Chair or

department manager or administrative assistant.

Faculty usually bring their own markers into classrooms. Please leave erasers, erasing cloths and
cleaning fluid in the classrooms where you find them. Do not erase the boards with paper towels
or anything else that will damage them. Soft rags and medical gauze both work well. The boards
can be cleaned with Windex. Please keep the pens capped whenever you are not using them
(even for a few seconds) as this prolongs their useful life.

ROOM RESERVATIONS, CONTACT
https://fems.smc.edu/EmsWebApp/
Events Office (310) 434-3001.

You may submit an application for use of College facilities on-line through the Events
Department. Several venues are listed for your selection. You may also request special
equipment and services at that time of the room request.

Go to https://ems.smc.edu/EmsWebApp/ to make your requests.

SAFETY
http://www.smc.edu/StudentServices/HealthSafety/Pages/default.aspx

Santa Monica College continually strives to provide an even safer, more secure campus
environment for all members of our community.

Smoking, eating and drinking are not permitted in classrooms and other instructional areas.
Student safety is the responsibility of each instructor. Report potential safety hazards to the
College Police department.

SWIM CENTER
http://www.santamonicaswimcenter.org/swim-center
2225 16 Street, Santa Monica, CA 90405
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Tel: (310) 458-8700

The Santa Monica Swim Center is managed and run by the City of Santa Monica. SMC offers
classes and trains the aquatic teams at the Center. Free swim is offered to students, faculty and
staff during fall and spring semester on Tuesdays and Thursdays from 11:00am to 12:30 and
Fridays from 8:00am to 11:00. During winter and summer session and any holidays, free swim is
not offered. Students, faculty and staff should enter the pool on the south side gate, nearest to
the track. An SMC ID with a current sticker is required upon entrance.

For more information regarding the Swim Center, check the website
(http://www.santamonicaswimcenter.org/drop-in/) or call regarding available times and fees.

The City does offer open swim times for a nominal fee.

UNAUTHORIZED OBLIGATIONS

Faculty and Staff shall not contract for supplies, services, equipment, or offer or assign work to
another individual, unless properly authorized to do so. District procedures and policies must be
followed. For further clarification regarding this policy, contact the Office of Human Resources
or the Office of Academic Affairs.

UTILITIES AND MAINTENANCE
Facilities/Maintenance Department General Office (310) 434-4378 7:00am —3:30pm

Electrical, HVAC, Plumbing (310) 434-4478, or (310) 434-4144
Carpentry, Paint, Locks/Doors (310) 434-4478, or (310) 434-4799

Maintenance problems can be reported to the numbers listed above according to the nature of
the service being requested. In the event of a major utility failure that occurs during regular
working hours (7:30 a.m. - 4:00 p.m., M-F) immediately notify the Maintenance department. If
there is a potential danger to building occupants, or if the utility failure occurs after hours or on
weekends or holidays, notify College Police at (310) 434-4300.

Report non-emergency repairs, including replacement of burned out light bulbs, to your
Departmental Chair so that a work order can be generated.
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WORK ORDERS
Facilities Office/Maintenance Department (310) 434-4378

Work Order requests should be routed through Department Chairs or administrative assistants.

Any faculty member can submit a work order request. If you see a problem requiring attention,
e.g. graffiti, submit a work request. Work Order Requests may only be submitted online:
http://maintenance.smc.edu/WebMainsaverii1.6/1658/idxwwm.aspx?customer no=1658//.

SECTION 7

FACULTY GOVERNANCE AND ORGANIZATIONS

Faculty service on committees is expected of and encouraged for full time faculty. Such service
can include being a sponsor of a student club, participating in faculty organizations, and
assuming responsibilities related to the broader academic and social communities in which we
operate. These non-teaching responsibilities are more significant now than ever before as a
result of collective bargaining and legislation (AB 1725) that have imposed operational changes
in hiring procedures and faculty governance. The Board of Governors of the California
Community Colleges monitors the provisions of AB 1725.

ACADEMIC SENATE
http://www.smc.edu/ACG/AcademicSenate/Pages/default.aspx

(310) 434-4611
The Santa Monica College Academic Senate is composed of elected faculty senators and

represents all faculty in participatory governance in such areas as academic standards,
curriculum development, and other academic and professional matters as stated in the Title V
of the California Administration Code for Education.

ACADEMIC SENATE FOR CALIFORNIA COMMUNITY COLLEGES (ASCCC)
https://www.asccc.org/

(916) 445-4753

This is a statewide professional organization, interested in all matters pertaining to education,
especially on the state level, including research, legislation, dissemination of information, and
faculty rights and duties. The ASCCC, like the local faculty senates and district senates, is
included in Title V of the Administration Code for Education, as representative to the Board of
Governors in all faculty matters not covered by collective bargaining. For further information,
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write to ASCCC, 910 "K” Street, Suite 300, Sacramento, CA 95814.

FACULTY ASSOCIATION
http://www.smcfa.org/

(310) 434-4394

The Santa Monica College Faculty Association (*"FA” or “the union”) is the exclusive bargaining
and grievance representative for the faculty of the Santa Monica Community College District
and is legally required to represent every member of the bargaining unit. Union membership is
not a condition for employment but because of the Agency Shop provision of the Contract, fees
are automatically deducted from salary warrants. A full-time or part-time faculty member
contributes .58% of their salary (.3% contribution of salary for Emeritus faculty).

FACULTY ASSOCIATION OF CALIFORNIA COMMUNITY COLLEGES (FACCQO)
http://www.faccc.org

(916) 447-8555

As a non-profit, professional association of community college educators, the FACCC promotes
legislation on all matters relating to community colleges and the professional recognition of
community college teachers. For further information, write to:

FACCC, 926 J St., Suite 211, Sacramento, CA 95814 or call (916) 447-8555.

SECTION 8

INSTRUCTIONAL INFORMATION AND PROCEDURES

CANVAS ACTIVATION

Canvas is the online course management system used by the District and is available to all SMC
faculty to provide supplemental tools to support your class. Use of Canvas is optional, but many
faculty find it a very convenient tool for improving communication with students. Faculty who
wish to use Canvas will need to go into their SMC faculty Canvas site (via mProfessor) prior to
each term and “publish” each shell that they wish to make accessible to their students. Until a
shell is published, students will not have access. While faculty can publish their shells well in
advance of a term start, students will not have access until the first day of a term. Important:
Faculty who want to use Canvas to send emails prior to a term start will need to first publish their
shell/course.

32|Page


http://www.smcfa.org/
http://www.faccc.org/

Canvas shells for on-campus classes are created by our SMC MIS team several weeks before a
term begins. Students begin to populate the shells approximately 7 days prior to a term and have
access for 14 days after a term ends but only if faculty opt to publish the shell.

To troubleshoot activation Issues, email: distance _ed inquiry@smc.edu.

Help-Desk Support for Faculty (i.e., “how to use” tools, platform questions, system Connectivity
Issues, Email Issues within Online Courses, etc.) is supported directly by Canvas. Their helpdesk
team is available 24/7/365 via toll-free phone: Tel: (877) 740-2213.

CENTER FOR TEACHING EXCELLENCE

The Center for Teaching Excellence (The Center), located in the Media Center Building in M104,
was funded by the Title V - Hispanic Serving Institutions (HSI) Program under the U.S.
Department of  Education. The Center  provides  year round professional
development opportunities such as seminars applicable to all faculty, departmental workshops,
content specific-courses, and customized individual and small group support. The Center’s
annual professional development arch for faculty includes: an annual Faculty Summer Institute,
CTE Winter Institute, and Reading Apprenticeship Course and Culturally Responsive Teaching
Speaker Series in the Spring. At the heart of this project is a faculty centered approach to
hone teaching methods to increase success rates among low-income, Latino, and other
traditionally underrepresented students as they pursue their academic and career goals.

The Center acts as a space to hold workshops, but is also available for faculty to meet with
colleagues and discuss teaching practices. Please visit our website for calendar of events and
resources at http://www.smc.edu/thecenter. Hours of operation are subject to change each

semester; email thecenter@smc.edu or call The Center at or (310) 434-8717 to confirm hours of
operation.

COURSE SYLLABUS

On the first meeting of class you should provide a course syllabus for your students. If you prefer
to make your syllabus available electronically via Canvas or SMC email, you may, but you should
provide a hardcopy to any student enrolled in your class upon request. You should also upload
a copy of the syllabus for each class you are teaching in your mProfessor portal.

Your course syllabus should indicate what is expected of your students, including your grading
policy, attendance policy, a plan of course activities, and the Student Learning Outcomes for the
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course. Course content, including Student Learning Outcomes, is dictated by the Course Outline
of Record available from your Department Chair. The Professional Ethics and Responsibilities

Academic Senate-Joint Committee has developed a "model syllabus" as a resource for faculty
members. It can be accessed at their website and is composed of two documents:

1) Atemplate indicating what a typical syllabus might look like,
http://www.smc.edu/ACG/AcademicSenate/AScommittees/Documents/Professional%20E

thics¥%20and%20Responsibilities/2014 Model Syllabus Template.pdf

2) A more extensive menu of items you might choose to include on your syllabus,
http://www.smc.edu/ACG/AcademicSenate/AScommittees/Documents/Professional%20E
thics%20and%20Responsibilities/2014 Model Syl MENU.pdf

Editable word documents of the model syllabus are available in FAC101 within Canvas.
A good syllabus should include:

* Name, number and description of course (may use description in class schedule);

» Pre-requisites, co-requisites and/or advisories;

= Asummary of course content and based on approved course outlines;

O The Student Learning Outcomes for the course based upon the approved
course outline;

= Required and recommended textbooks and other materials (handout packets,
calculators, safety glasses, etc.);

* Your name, how to contact you through email and campus mail, and the location of
the Mailroom (Room LA 102);

= Days, times and rooms for class meetings;

= Tentative schedule of topics to be addressed in the course;

= Schedule of lab experiments and lab policies, if you teach a lab course;

» Tentative dates of tests, quizzes, papers, and other course assignments;

= Date of the final exam as assigned by the college;

= Description of the grading system, including the number of points allotted to tests,
quizzes, papers, lab reports attendance, etc.;

» Guidelines for papers and other assignments;

* Instructors policy on late assignments and make-up tests;

» Instructors policy on attendance and tardiness (Title 5 regulations specify that
students will attend class regularly, and that instructors will have a method of
monitoring attendance on a regular basis to determine whether a student is still
actively pursuing the completion of the course);

» Instructor’s policy on academic honesty (cheating), referring to the SMC Code of
Academic Conduct (a statement such as "the academic honesty policy of Santa
Monica College will be strictly enforced" is sufficient);
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= A statement that you will make accommodation for disability related needs if
students have a Disabled Student Center verification and let you know of these
needs. (The Disabled Student Center requires that a disabled student "self-identify"
and also provide appropriate documentation in order to establish the existence of the
disability and the need for accommodation.);

= A statement that students with medical problems which might interfere with your
class should let you know the nature of their problem, the action they want you to
take if the problem occurs during class, the name and telephone number of their
physician and/or names and numbers of people who can be called to take them home
or to a place designated for their care.

You must upload a pdf copy of each of your syllabi (one per course section) in mProfessor at the

beginning of each semester. In some lab classes, a copy of your syllabus must also be provided
to the appropriate laboratory technician.

EXCLUSION FOR NON-ATTENDANCE

During the semester, a student may be dropped from class when, in the instructor's judgment,
the number of absences has become excessive, or in the case of online classes, for lack of
substantive participation. Normally this is one hour more than twice the number of hours the
classis scheduled per week, unless there are extenuating circumstances and the student and the
instructor come to a different agreement. Such judgment should be based exclusively on the
student's prospect for successfully completing the course. Policies concerning dropping or
lowering the grades of students because of excessive absences should be clearly stated in
writing on your syllabus at the beginning of the semester.

Although both the College catalog and schedule of classes state that it is the student's
responsibility to withdraw from the class, the state mandates that faculty shall clear their
class rosters of no-shows or students no longer attending as of census day (see your class
roster for specific deadline dates).

Instructors will manage their rosters online. Itisimportant to drop students who are not actively
attending your class. The definition of non-participation includes, but is not limited to, excessive
unexcused absences. Students failing to attempt or complete course requirements (more than
one assignment) may fall into the non-participation category. A student who drops after the
“Avoid a W” deadline will receive a "W" grade regardless of the quality of work performed or the
number of previous absences. Students must drop before the 75% point in any class in order to
receive a guaranteed W. The exact deadlines are posted in Corsair Connect and in the faculty
member’s mProfessor portal. A student who attends after the “"Guaranteed W” deadline of a
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given class must earn a letter grade.

Instructors may not drop a student as a result of earning substandard grades.

FACULTY & STAFF TECHNOLOGY RESOURCES LAB
IT Building/Media Center, M106
(310) 434-4398, or email: nasr_waleed@smc.edu

Lab Business Hours:
Monday -Thursday: 7:30 a.m. - 7:30 p.m.
Fridays: 7:30a.m. - 5 p.m.

The Faculty & Staff Technology Resources Lab is equipped with 28 PC-compatible machines as
well as a Macintosh computer, two laser printers, and two Scantron machines. These computers
offer the standard Microsoft Office Suite software (Word, Excel, Access, and PowerPoint),
Office 365, Adobe software and much more. Image and OCR scanning is also available for faculty
and staff.

This Technology Resources Lab is designed as a hub to support instructors in using computer
technologies to enhance education at SMC. A Staff person is always available for consultation,
guidance, and technical assistance.

Contact the Resources Lab for all your technical and instruction related questions. Edit your

homepage, manage your e-mail, reset password, scan pictures, create PDFs, Canvas support,
MS Office, Adobe, scan your exams using Parscore, mProfessor, Flex hours tracking, etc.

GRADING/GENERAL INFORMATION

During the first week of class, all instructors should indicate in writing their standards and criteria
for grading and should state clearly how the final grade is to be determined. This should be
described in the Syllabus. Students should know how much of their final grade is affected by
class participation, examinations, and other assignments. Students should also be informed in
writing of penalties for missed exams and policies concerning make-up exams and submission
of late assignments. A clear, written explanation of grading policies discourages student
complaints and will serve as documentation for the instructor in the event a student chooses to
appeal a grade. All of this information should be included in your course syllabus. Please ensure
your grading criteria is very clear. Do not use “grading” notations on assignments such as a "+,
-, W or “x” without actually defining how many points the equal to. Using these notations
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often results in grade appeals.

All students active after the 75 percentile of a semester or term must be awarded grades of A, B,
C, D, F, or I (Incomplete). For courses designated as Pass/No Pass, the symbols P or NP will be
used.

"Incomplete" grades can only be given when the student is currently earning a C or better in the
class and is able to show that illness, accident, emergency, or special circumstances beyond the
student's control prevents the completion of immediate "end of semester" course requirements.
The instructor will fill out an online form when submitting their final grades.

The "Incomplete” grade is not to be used to extend deadlines that the student might reasonably
be expected to meet. A student must make up an "incomplete" grade no later than one year
from the time it was assigned. The instructor must indicate at the time the "incomplete" grade
is given the conditions for removal of the "incomplete" and the grade to be assigned if those
conditions are not met.

The California Education Code requires that students be given the grade they earn. It is against
SMC policy to give a student a D or F if they have earned a higher grade (students will sometimes
negotiate for a D or F if they have earned a C so that they can retake the course and try for a
higher grade).

If a student commits an act of academic dishonesty the faculty member may fail the student on
that assignment or exam and should submit a report to the Campus Disciplinarian. The student
cannot be failed for the entire course an instance of academic dishonesty. See Legal Opinion o7-
12 from the Chancellor’s Office.

If a student has a grade complaint that you cannot resolve, send the student to see the
Department Chair. Grade disputes that cannot be resolved by the Chair are referred to the

College Ombuds Office at 310-434-3986 or email ombuds@smc.edu, who will endeavor to settle

the dispute through informal discussion with the instructor and the student. If the problem
cannot be resolved through their efforts, a more formal Grade Appeal procedure is available to
the student through the Dean of Enrollment Services. Only the instructor may change a grade
unless a finding in favor of the student after undergoing a formal grade appeal is made by the
Grade Appeal Committee, composed of faculty, students, and administrators. Decisions for
grade changes must be based upon provisions of the California Education Code that allow
changes only in cases of instructor (l) bad faith, (2) fraud, (3) incompetence, or (4) mistake.

Be sure to submit your final grade rosters online by the published deadline (usually 7 days after
the term is over). Failure to do so negatively impacts students who are waiting for their
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transcripts to be sent so they can transfer, and it can also negatively impact their ability to
receive Financial Aid. Grades that are submitted after the posted deadline must be accompanied
by a “Grade Change Form” for each student.

GUEST SPEAKERS IN CLASSROOMS

An instructor must be present at all times while a class is in session. A guest speaker may be used
in a class, without pay, provided the instructor of record (or another instructor who has been
processed by the Office of Human Resources and approved by the department chair) is also
present. When appropriate, an instructor may incorporate an off-campus activity into the class
instruction. At least 10 days prior to the off-campus activity, (1) a field trip request form
approved by the Department Chair and the Office of Academic Affairs, (2) a copy of the class
roster, and (3) signed field trip form that all students have signed must be on file in the

department office. Note that there is no mileage allotment.

MULTIMEDIA (AUDIO/VISUAL EQUIPMENT)
Media Center (310) 434-4352
http://www.smc.edu/TechnologyResources/TheMediaCenter/Pages/default.aspx

Nearly all SMC classrooms have A/V equipment located inside the classroom. Check at the A/V
counter (located in the Media Center) or call for more information on A/V classrooms and
multimedia carts, TV/VCR'S, overhead projectors, screens, etc., that can be checked out through
the Media Center. Keys and equipment must be returned to the Media Center before 9:55 p.m.

You can also have educational television programs recorded for classroom use by the Media
Center personnel.

Policies and Procedures for the Media Center can be found at:
http://www.smc.edu/TechnologyResources/TheMediaCenter/Pages/Policies-Procedures.aspx

OFFICE HOURS - ADJUNCT FACULTY
Article 14 of the Agreement between SMC FA & SMCCD

Adjunct faculty who are teaching load factor 1.0 courses are expected to fulfill and are
compensated for 16 minutes of office hour time per hour of assignment in the fall and spring
semesters. For example, an adjunct faculty member teaching a three hour course is expected to
hold 48 minutes of “office hour” time per week. See Article 14 of the faculty contract. Part-time
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faculty with assignments that are less than load factor one shall receive paid office hours at the
office our parity rate of load factor one part-time assignments. For assignments with a 0.75 load
factor, office hours will be compensated at the rate of 2.43 minutes per teaching hour per week.
For all other assignments, office hours will be compensated at the rate of 10.5 minutes per
teaching hour per week. To help students who need extra help with course material, you are
expected to make time available-before, during or after class-to answer questions about grades
or class procedures. An option you might try is to occasionally devote a short period at the
beginning or end of a regular class session for "office hours" type activities or for questions about
course material and policies.

You can use your classroom (if it is open). Check with your Department Chair to see if your

department has a conference room that may be available for office hours. Check with your
Department Chair to see if any of the full time faculty members in your department are willing
to share their offices. Some adjunct faculty use the staff lounge to meet with their students.
Time spent in office hours beyond the required minimum may be used to fulfill individual flex
requirements for adjunct faculty.

Adjunct Faculty must submit their office hours via the online form available in mProfessor
within the first week of each class session.

OFFICE HOURS - CONTRACT FACULTY
Article 6.4 of the Agreement between SMC FA & SMCCD

For each full-time faculty member whose contractual (non-overload) weekly teaching
assignment is 12 to 16 WTH (weekly teaching hours) per week, four hours per week of the
assigned total hours shall be devoted to office hours, reqularly scheduled on at least three days
of each week. Faculty members whose weekly contractual teaching assignment is 17, 18, or 19
WTH per week (load factor <1) shall schedule three office hours per week, regularly scheduled
on at least three days of each week. Faculty members whose weekly contractual teaching
assignment is 20 WTH (load factor 0.75) or more per week shall schedule at least one office hour

per week. (Article 6.4)

Full Time Faculty must submit their office hours via the online form available in mProfessor
within the first week of each class session.

OFFICE HOURS - INTERSESSIONS

All faculty, both full time and part time, are expected to fulfill and are compensated for a total
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of 60 minutes of office hour time per adjusted hour of teaching assignment in the winter and
summer intersessions. For example, a faculty member teaching a course that would meet 3
hours per week in a full semester and at load factor 1.0 would hold a total of 180 minutes of office
hours in summer or winter, or 30 minutes per week over a 6-week session. A faculty member
teaching a course meeting 3 hours per week in a full semester at load factor 0.75 would hold a
total of 135 minutes of office hours, or 22.5 minutes per week in a 6-week session.

All faculty must submit their intersession office hours via the online form available in
mProfessor within the first week of each class session.

PHOTOCOPYING
Media Center/South side of Library (310) 434-4828.

Reprographics (located in the Media Center) will make copies of tests, quizzes, handouts, syllabi,
etc. Originals should be submitted a minimum of 4 hours before they are needed, but please
allow extra time during peak times, such as the beginning of the semester and during finals. You
are allowed to make 10 copies per student per semester, exclusive of tests and syllabi. Originals
may be submitted electronically using DSF Webprint (https://webprint.smc.eduy).

For your convenience, the Bookstore and Reprographics can build and sell your "custom course
packs". Simply contact the Bookstore for more information on this process, which will allow you
to distribute large quantities of documents to your student at no cost to you. They want about
6 - 8 weeks of lead-time on major packets that are needed for the beginning of a semester. They
can do smaller jobs with no copy clearance, during the semester in about 2-3 weeks. You must
fill out two forms, including a copyright clearance in the Bookstore (see David Dever, Ext. 4384)
and then take your photo-ready copy to the Media Center. You can arrange to have extra "desk
copies" made of your packets at no cost to you or the department. Please provide copies of any
handout labs to classified support staff as is appropriate.

RELIGIOUS HOLIDAYS

In accord with the California Education Code, Sections 262 and 76121, Santa Monica College’s
policy is that students may be required to make-up missed work from absences due to the
observation of a religious holiday, but they cannot be penalized for such absences. This extends
to any work affecting a student's grade.
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STUDENT COMPUTER LABS
http://www.smc.edu/InformationTechnology/Pages/Cayton.aspx

All Associated Student members currently enrolled at SMC may use the computers at the
Cayton Associated Students Computer Lab, located on the second floor of the Cayton Building,
above the cafeteria. Other labs are available only to students enrolled in specific SMC classes.
However, during certain, variable, non-reserved hours, some of these normally restricted labs
are open to the general student population. Some labs that follow this practice are the
Computer Systems and Information Systems (CSIS) Lab (Room B231 in the Business Building)
and the Library Lab, as well as the English Labs in Drescher Hall 203/204 and the Science Lab in
Science 240. Please access the following web page for a complete list of SMC computer labs:
http://www.smc.edu/InformationTechnology/Pages/Cayton.aspx

To see the open hours of the larger labs available to general students, please reference the
following web page: http://www.smc.edu/InformationTechnology/Pages/Lab-Schedule.aspx

STUDENT MISCONDUCT/CHEATING
http://www.smc.edu/StudentServices/StudentJudicialAffairs/Pages/Our-Staff.aspx

Cheating is both academically intolerable and violates standards of student conduct. The
instructor should take every step possible to prevent and discourage cheating. It is strongly
suggested that instructors have alternate test forms and seat students so as to discourage
cheating. Don't be naive enough to think that your students would never cheat in your class.
Don't take it personally if your students do try to cheat. Just stop them from doing it or getting
away with it. That's part of your job. The following are appropriate actions instructors may take
in dealing with cheating:

* |ssuing of an oral reprimand, and assigning a failing grade to the exam or assignment in
which cheating or plagiarism has occurred.

* In more severe incidents, including, but not limited to, impersonation, stealing exams or
research papers, or repeated violations, recommending suspension or expulsion may
result. Such consequences are administered by the campus disciplinarian.

In any incident of academic dishonesty, the faculty member should adhere to the following
procedures:

» Inform the student that academic dishonesty was the basis for the action.
* Inform the Department Chair about the incident.
= Complete the online Academic Dishonesty Report form and submit it, along with any
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related evidence, to the College Disciplinarian, Interim Dean, Nick Mata, within five
working days of the allegation. This information will remain a part of the student's
disciplinary records for two years.

STUDENT MISCONDUCT/DISRUPTIVE BEHAVIOR
http://www.smc.edu/StudentServices/StudentJudicialAffairs/Pages/Student-Discipline-

Referral.aspx

"Disruptive" refers to all behaviors that interfere with the legitimate instructional,
administrative, or service functions of the College. This would include the behavior of students
(or non-student intruders) who verbally threaten or abuse College staff or other students,
physically threaten or assault others, willfully damage College property, use illegal drugs or
alcohol on College grounds, or interfere with the learning environment by disruptive verbal or
behavioral expressions.

You have an obligation as the instructor in charge of the class to maintain control and not allow
individuals to disturb instruction. If individuals cause a class disturbance, then you need to
behave in such a way as to control the disturbance. Usually stopping what you are doing and
looking at the person causing the disturbance is enough. If that doesn't work, asking the
offender to step outside, and then talking privately to the offender is probably the best method.

When you get the offender outside do not allow yourself to be drawn into an argument. In a
calm, firm voice say, "Think about what you are doing. Try to get control of yourself. You're
disturbing the class. | can't allow that to continue. If you continue to disturb the class you will
leave me with no option but to suspend you from class."

If the person tries to argue with you then say, "I don't have time now to discuss this with you. |
will speak to you about this after class." Then go back into the classroom.

During the meeting after class inform the student that such behavior will not be tolerated and
that if the student is unwilling or unable to accept the rules of classroom behavior, the student
should withdraw from the course.

If the person refuses to cooperate with you and persists in trying to argue with you or disturbs
the class in some other fashion, (1) announce to the class that there will be a fifteen minute
break. (2) Ask to speak to the offending student in private and walk to an area of the room where
there are no people. (3) As quietly, but firmly as possible, tell the offending student that he/she
is removed from class. (As described below, classroom removal is a tool for an instructor to get
a student out of a particular class for up to two class sessions.) Do not allow yourself to be drawn
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into an argument. If you believe the student’s conduct presents a danger to you or any student,
request immediate assistance from College Police. If the offender refuses to leave the room call
the College Police; inform them that you have removed a student, and that he refuses to leave
your classroom. They will know what to do next. Keep your cool. Act in a calm, resolute, rational,
non-emotional manner through it all.

Under California law, the instructor may remove the student for (1) the class session in which the
disruptive behavior occurred, and (2) the next class period. Whether you do one or two classes,
removal should be based on the nature of the conduct. In some circumstances, a one day
removal may be sufficient to correct the student’s behavior. If the instructor removes a student,
the instructor must file written notification of the removal with the College Disciplinarian,
Interim Dean, Nick Mata, using the Class Removal Submission form. Please also talk to your
Department Chair about what happened so that the person who will likely be dealing with the

student knows what is going on. If the student is disruptive the next time the student returns to
class, the instructor can remove the student again.

The conduct that results in a classroom removal could also result in a formal suspension or
expulsion. These procedures require more formal due process to implement.

If the student appears to have emotional problems, recommend personal counseling (available
through Psychological Services located in LA 110).

STUDENT PRIVACY RIGHTS
http://www.ed.gov/policy/gen/quid/fpco/ferpa/index.html_
http://www.smc.edu/EnrollmentDevelopment/Admissions/Pages/FERPA.aspx

The Family Education Rights and Privacy Act of 1974 (FERPA) requires educational institutions
to protect a student’s privacy by developing policies and implementing procedures for
maintaining the student’s records to prevent unauthorized access to them, and limit the types
of level of access that are permitted.

To comply with FERPA, Santa Monica College has developed policies governing student records
and procedures for safeguarding those records, sharing student information with individuals and
organizations, and maintaining a record of persons and organizations that request or receive
information from student records.

All faculty are required to complete an online training regarding FERPA. The training can be
accessed at: http://www.smc.edu/EnrollmentDevelopment/Admissions/Pages/FERPA.aspx, and

may be used for flex credit.

43|Page


http://www.smc.edu/HumanResources/HumanResourcesDepartment/Documents/Faculty-Documents/Department%20Chairs/Dept_Chairs-Admin_Asst_2019-2020.pdf
http://www.smc.edu/EnrollmentDevelopment/Admissions/Pages/FERPA.aspx
http://www.smc.edu/EnrollmentDevelopment/Admissions/Pages/FERPA.aspx

TAPE RECORDING IN CLASSROOMS

State law provides for the protection of instructors by requiring that the use of listening or
recording devices in the classroom must have prior approval by the instructor concerned. Faculty
should, however, recall that Federal law mandates "reasonable accommodation" for disabled
students and such devices may be necessary for reasonable accommodation purposes. If you
have questions about reasonable accommodations for students, please contact the H.R. Office
and we will refer you to the appropriate resource/compliance officer.

WITHDRAWALS (FOR STUDENTS FROM CLASS)

A student enrolled in any class at Santa Monica College must attend all sessions of the class that
meet during the first week of the class or in the case of online courses, must participate the first
week of classes or risk being dropped from the class by the instructor.

It's the instructor’s responsibility to clear their rosters of No-Show students prior to the
census deadline (which can be found on their online roster in the faculty portal.) This is an
important obligation for faculty and is outlined in Title 5 Section 58004 (c) (1)-(3).

Since attendance is essential for normal progress in a class, a student is expected to be in class
regularly and on time. Faculty will determine the consequences of absences and late arrivals
and should clearly outline their policy in their syllabus.

To withdraw from a class, a student may use the web enrollment system. It is the student’s
responsibility to withdraw from a class - informing the instructor is NOT sufficient notice. Failure
to withdraw (officially drop) from a class could result in a grade of “F” (0.0).

SECTION g

PARTICIPATORY GOVERNANCE AT
SANTA MONICA COMMUNITY COLLEGE DISTRICT

ACADEMIC SENATE STANDING NON-JOINT COMMITTEES

Adjunct Faculty Fiscal Affairs

Department Chairs & Coordinators Legislative Action

Elections and Rules Professional Ethics and Responsibilities
Equity and Diversity Social Committee
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DISTRICT PLANNING ADVISORY COUNCIL (DPAQ)
http://www.smc.edu/ACG/DistrictPlanningPolicies/Pages/District-Planning-and-Advisory-

Council.aspx

The Board of Trustees establishes the District Planning and Advisory Council. The Board
recognizes the Council as the body primarily responsible for making recommendations to the
Superintendent/President on matters that are not otherwise the primary responsibility of the
Academic Senate, Classified Senate, Associated Students or the Management Association.
Issues include, but are not limited to, District budget, facilities, human resources, instruction,
student services and technology planning. Discussion of these issues by the Council will not
supplant the collective bargaining process.

The District Planning and Advisory Council shall comprise representatives of the faculty
(Academic Senate and Faculty Association), classified staff (CSEA), students (Associated

Students) and management (Administration/Management Association), who shall mutually agree

upon the numbers, privileges, and obligations of Council members. The District Planning and
Advisory Council shall establish its own procedures in conformity with the law. (Adopted:

1/10/05)

FACULTY SENATE JOINT COMMITTEES

Curriculum Personnel Policies

Distance Education Professional Development
Environmental Affairs Program Review

Global Citizenship Sabbaticals & Fellowships
Information Services Student Affairs

Institutional Effectiveness Student Instructional Support

Occupational Education

If you are interested in serving on one of these committees, please contact the Academic
Senate President at 310-434-4611.
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SECTION 10

ORGANIZATIONAL CHART

ADMINISTRATION
http://www.smc.edu/ACG/Documents/Org%20Charts/Org%20Charts%205-2018.pdf

The management organization charts can be located on-line on the Santa Monica College
website under College Governance.

SECTION 121

OTHER CREDIT AND NOT-FOR-CREDIT PROGRAMS

COMMUNITY SERVICES
http://www.smc.edu/ACG/AcademicSenate/CurriculumCommittee/Pages/Non-Credit-

Courses.aspx
Bundy Campus

3171 S. Bundy Dr. (at Airport Ave.), Room 112
Los Angeles, CA 90066

(310) 434-3400

Continuing & Community Education Classes are short-term, not-for-credit classes. Some
classes are open to students under 18 with permission of the instructor. College for Youth class
ages are listed with the class title. Continuing & Community Education classes are not
equivalent to credit classes and cannot be used to meet prerequisites in the SMC credit program.

EMERITUS COLLEGE
http://www.smc.edu/AcademicAffairs/Emeritus/Pages/default.aspx

Emeritus Campus
1227 Second Street
Santa Monica 90401

(310) 434-4306

The SMC Emeritus College, started in 1974, serves people 55 and older by offering classes in
downtown Santa Monica, in Malibu, and in conveniently located community facilities. Emeritus
serves over 3,400 students annually and offers a broad range of non-credit classes which cater
to the older adult community. The name Emeritus refers to people “retired with honor.” All
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seniors are welcome.
SECTION 12
PAYROLL

ADDRESS/CONTACT INFORMATION
Administration Building

2714 Pico Blvd, 3rd Floor
Santa Monica, CA 90405

(310) 434-4234

The Payroll Department is located off the Main campus in the Administration Building on Pico
Blvd. The Payroll Department is responsible for issuing payroll warrants to all employees
(faculty, staff and students).

Faculty and staff who believe there is a mistake in their pay rate should first contact the Office
of Human Resources. The office will review the matter and may ask faculty to contact the District
Payroll department for clarification.

FALL/SPRING SEMESTER
http://www.smc.edu/HumanResources/HumanResourcesDepartment/Pages/default.aspx
Article 8, Agreement between SMC FA and the District

Hourly employees working a compressed 16-week semester assignment shall be paid in four
installments each semester during the regular year. Payment shall be made on the last weekday
of each month after the first month of the semester.

PAYROLL CALENDAR -WINTER INTERSESSION/FALL SEMESTER/ SPRING SEMESTER
|SUMMER SESSION
http://www.smc.edu/BusinessServices/payroll/Pages/default.aspx

Dates checks are released vary from session to session and semester to semester. Please check
with the Payroll Department for dates or click on the link, above.

SUMMER and WINTER SESSION
http://www.smc.edu/HumanResources/HumanResourcesDepartment/Pages/default.aspx
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Article 8, Agreement between SMC FA and the District

Three checks of equal amount are issued for six and eight week intersession assignments. Dates
checks are released vary session to session. Please check with the Payroll Department for dates.

SECTION 13

PERSONNEL INFORMATION AND PROCEDURES
OF THE OFFICE OF HUMAN RESOURCES

OFFICE OF HUMAN RESOURCES : OVERVIEW
http://www.smc.edu/HumanResources/HumanResourcesDepartment/Pages/default.aspx
2714 Pico Blvd., 2" Floor, Santa Monica, CA 90405 (310) 434-4415

Hours: Monday — Friday, 8:00am - 12:30pm; 1:30pm — 5:00pm

SMC is committed to building an equitable, inclusive, and diverse community made up of
faculty, staff, students, and volunteers. The SMC community has the right to experience an
environment free from discrimination and harassment in any of its programs, services, and
activities, and works hard at eliminating such behavior.

A major role of the Office of Human Resources’ role is to safequard the interests of the District
by establishing equitable procedures and by ensuring compliance with laws, policies, rules and
regulations pertaining to discrimination, harassment, and personnel matters.

The Office is charged with:

* Academic recruitment, training, and oversight of academic hiring committees,
onboarding and processing of new academic administrators and faculty hires;

» Administration of health benefits, including medical, dental, vision and life insurance, as
well as voluntary benefits approved by participatory governance and the Board of
Trustees;

* Compliance administration including processing and investigation of unlawful
discrimination complaints and grievances lodged against the district and or district staff,
and all regulatory responsibilities under Title 5 and Title IX as well as other relevant
federal and state laws and regulations;

* Input of data and coordination with Los Angeles County Office of Education (LACOE),
and all staff assignment changes (See Appendix B: New Employee Processing And Salary

Payment);

= Orientation for all new employees;

= Performance evaluation procedures and tracking for all district staff;
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» Performance management and progressive intervention;
* Processing and assignment correction; and

» Professional development for all district staff.

The Office of Human Resources has developed an extensive website on which one can find a
wide range of information, forms, resources, and links:
http://www.smc.edu/HumanResources/HumanResourcesDepartment/Pages/default.aspx

In addition, to support the unlawful discrimination laws and regulations of Title 5 and Title IX, a
companion website has been developed, “Diversity, Equity & Inclusivity”:
http://www.smc.edu/HumanResources/HumanResourcesDepartment/Diversity-Equity-

Inclusivity/Pages/default.aspx, which covers information relevant to its support of equal

employment opportunity, unlawful discrimination, sexually related misconduct and/or assault,
and offers links and contact information to community resources:

Other services provided by the Office of Human Resources include:

e Address and telephone changes

e Changes in withholding tax exemptions

* Direct Deposit (reinstatement)

e Employee benefit packets

e Employment Verifications

e Insurance provider books

e Leave of Absence request forms

e List of Vision Care Providers

e Personnel Action Request forms (authorization to hire)
e Salary Updates/Changes

ABSENCES
Article 17, Agreement between SMC FA and the District

Instructors have a responsibility to meet their classes on the dates and for the time interval
scheduled unless prevented from doing so by illness or other emergency. When it becomes
impossible to meet a scheduled class, it is the instructor's responsibility to notify the College.

This should be done by calling the_Department Chair and/or following the established practices
of your department. If you are unable to reach your department chair or other department
representative before the scheduled start time of the class, contact Campus Police at 310-434-
4300 to have a notification posted for your students. You must still notify the Department Chair
of the absence.
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Notification that you will be absent should be given to your Department Chair as early as
possible. Department Chairs have the responsibility of finding appropriate substitutes for
classes. Substitutes must be instructors who have been processed by the Office of Human
Resources. (See Substitutes "Rules and Class Meeting Times” in this handbook).

Full-time faculty shall be granted each college year a maximum of 10 days of ill time.
Department Chairs shall be entitled to 11 days of ill time and Coordinators shall have 12 days of
ill time.

Adjunct faculty earn iliness time at the rate of seven (7) hours for each one hundred (200) hours
of teaching service. lliness leave hours are earned from the first day of employment and are
accumulated from semester to semester and year to year. Absences for reasons other than
illness, certain emergencies, or official college business are considered personal and are unpaid.

AUTHORIZATION TO HIRE

Notices of hiring adjunct faculty are initiated by the Department Chair. The Office of Academic

Affairs review and approve all pertinent information for new faculty members and their teaching
assignments. The assignment must be confirmed by the Office of Human Resources before a
paycheck can be issued. (See Appendix B)

CalSTRS CASH BALANCE PLAN & Social Security Retirement - Part-Time Faculty Only

CalSTRS Cash Balance Plan and Social Security Retirement are mandatory alternatives for all
academic employees who are not participants in the State Teachers’ Retirement System (STRS).

CHANGE OF ADDRESS OR TELEPHONE NUMBER

Change of address or telephone number should be reported immediately to the Office of Human
Resources. All College information, including payroll warrants and benefits information are sent
to the address on file in the Office of Human Resources.

CREDIT UNIONS

Kinetca Federal Credit Union
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310-828-5795; 800-854-9846
http://kinetca.org

The Kinecta Federal Credit Union offers a variety of services to its members including loans,
checking and savings accounts, and auto insurance. For more information, please contact them
for services and details.

SchoolsFirst Federal Credit Union
800-462-3828
https://www.schoolsfirstfcu.org/wps/portal

Schools First Federal Credit Union offers checking accounts, saving accounts, loans, retirement
savings and other financial services. The District offers automatic transfer to a Schools First
FCU Summer Saver account. For more information, contact Schools First FCU directly or visit a
local branch.

DISABILITIES

Under Federal and California law, the District has a duty to reasonably accommodate employees
who are disabled so that disabled employees can perform the essential job duties of their
positions. If you have questions about reasonable accommodations for disabled employees,
please contact the Office of Human Resources and we will refer you to the appropriate
resource/compliance officer.

EEO, EQUITY & EQUIVALENCY STATEMENTS

EEO Statement
The Santa Monica Community College District is committed to the principles of equal

employment opportunity. All qualified applicants for employment, as well as District
employees, shall have full and equal access to employment opportunity. No person shall be
subjected to unlawful discrimination in any program or activity of the District. The District's
Board Policy 3420 (EEO) may be accessed at: http://www.smc.edu/ACG/BoardofTrustees/
Pages/Board-Policy-Manual.aspx.

Equity Statement

Santa Monica College encourages candidates that are equity-minded to apply. SMC is a
minority-serving, Hispanic-serving institution. We actively seek to attract candidates from
minority groups that value equity, diversity, and inclusion. Equity, diversity, and inclusion are
built into the culture at SMC, and are an essential component of the work that we do. SMC is
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committed to racial and socioeconomic diversity as it is a reflection of our student population
and we strive to hire candidates that share this commitment.

Equivalency Statement

The Santa Monica Community College District, in its desire to select outstanding faculty
members from the largest possible pool of qualified applicants, recognizes the fact that
candidates may attain expertise in a discipline through a variety of means. Certain combinations
of education, experience and other accomplishments in the field may be judged by the District
as equal to the stated minimum qualifications for this position. Candidates who feel they possess
such equivalent qualifications are encouraged to apply and provide appropriate documentation
of their qualifications.

EMERGENCY CONTACT

All employees shall provide the Office of Human Resources with an emergency contact and
current telephone number through which they may be reached in the event of an emergency.
Employees are encouraged to update emergency contact information by filing the appropriate
form. Forms are available from the Office of Human Resources.

EVALUATION OF FACULTY
Article7, 7.A., 7.B., 7.C. and 7.D., Agreement between SMC FA and the District

Newly hired full-time faculty are evaluated during their first (1st), second (2nd), third (3rd), and
fourth (4th) year at Santa Monica College. Tenured full-time faculty members are evaluated
every third (3rd) year. At least once every nine years, this evaluation must be conducted by a panel
of your peers.

Santa Monica College utilizes a peer evaluation process for review of tenured faculty. The
process is designed to foster meaningful professional growth. The assumption is that all
professional educators have areas in which improvement of performance is possible.

Adjunct Faculty members shall be evaluated twice in their first four semesters of employment

and at least every four (4) semesters of employment thereafter by their departments; and every
fourth (4th) semester by their students.
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FAMILY MEDICAL LEAVE ACT (FMLA)
Article 17, Agreement between SMC FA and the District

FMLA is an approved unpaid leave. FMLA shall begin on the first actual day of your absence and
the 12 (twelve) weeks of leave shall be inclusive of any days in which you are entitled to paid
leave. FMLA will run concurrently with any other leave you may have been authorized for by the
District. Medical absences in excess of five consecutive working days must be verified by a
medical doctor or licensed practitioner.

FINGERPRINTING
Campus Police, 1718 Pearl Street, Santa Monica 90405 (310)434-8847

Live Scan - Fingerprinting Process Pursuant to the State of California Education Code Section
87013, the Santa Monica Community College District is mandated to obtain fingerprints from all
faculty members for purposes of criminal background checks. Education Code Sections 87405
and 87406 state in part, that a California Community College shall not employ, or retain in
employment, persons having a criminal record that includes convictions for certain drug or
sexual conduct offenses. Should such convictions exist, such persons will be excluded from
employment opportunities or have their employment terminated. Currently, the fingerprint
process is done by Live Scan. Live Scan is a system for the electronic submission of fingerprints
and the subsequent automated background check and response. Faculty members shall be
responsible for payment of the fees assessed by Live Scan Fingerprinting.

New employees, including all full and part-time faculty, management, supervisory, and
classified employees, will be fingerprinted by District Police Officers. (State of California,
Department of Justice, Education Code Section 87013, 88024).

HEALTH BENEFITS (MEDICAL, DENTAL, VISISON CARE COVERAGE)
http://www.smc.edu/HumanResources/HumanResourcesDepartment/Pages/Benefits.aspx
Article 10, Agreement between SMC FA and the District

Full-time faculty are entitled to a full benefits package which includes medical, dental, vision
care and life insurance. Please be sure to see the benefits representative. You have 6o days
from your date of hire to enroll in benefits.

Adjunct faculty who have been employed two previous semesters within the last six semesters,
and, as of Monday of the third week of the semester, are assigned five or more teaching hours
per week, are eligible to receive single-party Kaiser medical insurance, a composite dental plan
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or a single-party vision plan for that semester. If a part-time faculty member elects the Kaiser
medical insurance, he/she may purchase at his/her cost, coverage for dependents, the
composite dental, and/or vision insurance plan. If the covered instructor's teaching load during
the year drops below five hours per week, but is at least three hours, the instructor's coverage
will continue through the college year unless the reduction in load is at the faculty member's
request. Contact a representative of the faculty association for more details.

HIRING
(See Hiring Policy, Appendix A of this handbook)

INJURY ON THE JOB/WORKPLACE SAFETY
http://www.smc.edu/BusinessServices/RiskManagement/Pages/default.aspx

(310) 434-4102 Administration Building, 3rd Floor Risk Management

For job-related injuries, workplace safety issues and certificates of insurance contact Daniel
Phillips at 310.434.4318/Phillips daniel@smc.edu, or Adriene Smith at 310.434.4102/

Smith _adriene@smc.edu.

Pre-Designation of Personal Physician

If you are injured on the job, you have the right to be treated immediately by your personal
physician (M.D., D.O) if you notify your employer, in writing, prior to the injury. Per Labor
Code 4600 to qualify as your pre-designated, personal physician, the physician must agree, in
writing, to treat you for a work related injury, must have previously directed your medical care
and must retain your medical history and records. Your pre-designated physician must be a
general practitioner, family practitioner, board certified or board eligible internist, pediatrician
or obstetrician-gynecologist. This is an optional form.

LEAVES OF ABSENCE
Article 17, Agreement between SMC FA and the District

Within the District/Faculty Association Agreement, several types of leaves are available to
employees. Please discuss your request with yourimmediate supervisor. If you are unsure about
the process, please feel free to contact the Office of Human Resource to assist with any absence
and leave concerns.
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MANDATED REPORTER

California law requires certain persons to report known or suspected child abuse or neglect. These
individuals are known under the law as "mandated reporters.” California Penal Code § 11166.5(a)
requires that all mandated reporters of child abuse and neglect sign an acknowledgement of their
legal duties and that the District retain it. Further, it requires that all mandated reporters be
provided with the Penal Code provisions.

Child Abuse and Neglect Reporting Law (Penal Code, § 11166.5) Definitions: The following
situations involving individuals under 18 years of age are reportable child abuse and neglect
conditions:

1) Physical abuse

N

)
) Sexual abuse
) Child exploitation, child pornography and child prostitution

w

4) Severe or general neglect

5) Extreme corporal punishment resulting in injury
6) Willful cruelty or unjustifiable punishment

7) Abuse or neglect in out-of-home care

Who must Report: Any employee whose duties bring them into contact with children on a
reqgular basis or any supervisor of such an employee is a mandated reporter effective January 1,
2013. This includes nearly all Santa Monica College employees including all Coaches and
Assistant Coaches.

Upon hiring, all personnel will be given a copy of the following documents: Penal Code §
11166.5, “Where to Report Child Abuse”, “Frequently Asked Questions (FAQs)”, and an
“*Acknowledgement Form”, acknowledging the receipt of such information. All SMC employees
shall sign the Acknowledgement Form and return the original, signed form to the Office of
Human Resources for inclusion in their personnel file.

MEDICAL LEAVES
Article 17, Agreement between SMC FA and the District

The Board of Trustees, Superintendent/President or designee may require a medical verification
statement from any academic employee who is absent due to illness or injury. Such requests
may be made to determine fitness to return to work. Requests will be made on a timely basis.

Please note: Failure to verify a medical leave may result in an unpaid status for the days of
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your absence(s).

For leave related issues, contact Lugina Rogers (310) 434-4060 or email
Rogers Lugina@smc.edu in the Office of Human Resource.

MINIMUM QUALIFICATIONS
http://www.cccco.edu

With the passage of Assembly Bill 1725 (1988), the issuance of credentials was discontinued in
1990. Credentials were replaced by a set of "Minimum Qualifications" that are used to determine
a candidate's eligibility for academic and administrative positions in the community college
system based on their education and experience.

All public California community college districts have hiring authority and must adhere to the
minimum qualifications when establishing hiring criteria and/or determining hiring eligibility.
The districts may include additional criteria over and above the minimums, but can never hire
below the minimums. More detailed information is available at the link,
http://californiacommunitycolleges.cccco.edu/Portals/o/FlipBooks/2014 MQHandbook/#/o

Please Note: Holders of valid community college “life” credentials retain the right to serve
under the terms of their credential, and are considered to meet the statewide minimum
qualifications for all academic positions within their subject matter areas (EC 87355).

Education Code Sections on Minimum Qualifications
87350 et seq. Qualifications for Community College Personnel

To access the relevant sections of the California Code of Regulations, here is a shortcut. Click on
the link, California Code of Regulations. In the black task bar on the newly opened window, click
on “Search”. When prompted, enter the section number in the "Section" field.

Title 5 Regulations on Minimum Qualifications

Section Number Section Content
53400 et seq............... Qualifications for Community College Personnel
53410 cciieeeeiiiiiieeaaaanns Instructors of Credit Courses, Counselors, and Librarians
534210.Tuccieeiiiiiieeaaaannns Professional License
Lo /% s R Health Services Professionals
53412 i Instructors of Non-Credit Courses
53413 i Apprenticeship Instructors
5341 ueeeeeaaaaaaiiiieeaanns Disabled Students Programs and Services Employees
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G3415 . e iiiiieeeeaeeeennenees Learning Assistance or Learning Skills Coordinators or
Instructors, and Tutoring Coordinators

53416...ccciiiiiiiii Work Experience Instructors or Coordinators
LY/ by A Licensed or Certificated Occupations

53420 ciiuiiiiiireaaaanannns Educational Administrators

53500 et Seq................ Faculty Internship Programs

56260 et seq............... Staffing Standards

In order to be employed in a California Community College, state law requires that faculty
members fulfill specific requirements.

1. They must possess the minimum educational qualifications for their respective discipline
prescribed by the California Community College Board of Governors or have the
"equivalent."

2. They must possess a valid California Community College Credential in the subject
discipline. (Issued prior to June 30, 1990).

Furthermore, the District may establish additional criteria for hiring that go well beyond the

minimum qualifications set by the State.

NAME CHANGES
Administration Building/Office of Human Resources

Employees shall notify, in a timely period, the Office of Human Resources of changes in their
name by filing the appropriate form and providing a copy of their new Social Security card.

PERSONAL INFORMATION (CHANGES/UPDATES)
Administration Building/Office of Human Resources

It is a good idea to review the personal information that the District has on file in the Office of
Human Resources on an annual basis. Changes in the following events require you to notify the
office of Human Resources: address, marital status, dependents, contact information,
beneficiary, etc. Updates to your SMC Emergency Contact information may be made online at
https://www.surveygizmo.com/s3/712363/SMCEmergencyContact, or you may come into the
Office of Human Resources and submit the information in person.
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SALARY
Article 8, Agreement between SMC FA and the District

Full-time faculty are paid on the first working day of the month. All newly hired full-time faculty
will receive their first paycheck the 1st working day in October through June. All other full-time
faculty have the option of being paid over 10 months or 12 months. Faculty members who
choose to be paid over 12 months will receive their first paycheck the first working day in August.
Part-time faculty are paid at the end of the month during the Fall and/or Spring in which they
teach. Part-time faculty receive four paychecks per semester.

SECTION 125
http://www.smc.edu/HumanResources/HumanResourcesDepartment/Pages/Voluntary-403b-

457b-Plans.aspx
Article 10, Agreement between SMC FA and the District

Bargaining unit members will be permitted to participate in IRS Code Section 125 plans.
Seminars and enrollments shall be conducted each November for the forthcoming year. Times
and dates for such seminars and enrollment period shall be convenient for faculty members.

STATE TEACHERS RETIREMENT SYSTEM (STRS)
http://www.calstrs.com/

STRS, the retirement fund program for teachers, is funded by contributions by the State and by
employees. To contact STRS, call (800) 228-5453 (Sacramento). The retirement fund program
also has a home loan package for members.

TAX-SHELTERED ANNUTIES (TSA)
http://www.smc.edu/HumanResources/HumanResourcesDepartment/Pages/Voluntary-403b-

457b-Plans.aspx

The Board of Trustees has adopted a resolution, which makes it possible for salaried employees
to purchase tax-sheltered annuities as approved by the Internal Revenue Service. These
annuities are purchased by amendment to the employment contract, reducing the employee’s
salary by the specific amount requested. The amount deducted for this purpose is not reported
to the Internal Revenue Service or the Franchise Tax Board as taxable income during the year
such annuities are purchased. Income taxes are deferred until the contributions are withdrawn.
A reduction in salary for the purchase of TSAs does not reduce the gross salary reported to the
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State Teachers’ Retirement System. Further information about TSAs is available in the Office
of Human Resources through the Employee Benefits Coordinator.

TUBERCULOSIS EXAM

State law requires that all persons employed, WITHOUT EXCEPTION, in a school district submit
evidence of freedom from tuberculosis upon initial employment. No person shall be initially
employed by the District in an academic assignment unless the person has submitted to an
examination or assessment within the past 60 days to determine that he or she is free of active
tuberculosis, by a physician licensed under the California Business and Professions Code. New
employees are responsible for arranging for a TB test or assessment at the District’s Health
Center before the employee begins working (Education Code 87408.6).

Permanent employees and part-time faculty are required to renew their TB certification every
four years. TB clearance expiration dates will be monitored by the Office of Human Resources.
Employees whose TB clearances have expired will be sent a request from the Office of Human
Resources to submit proof of clearance, or to schedule a TB assessment with the Health Office.

If a positive result is obtained from the skin test, the new employee will be required to obtain an
X-ray. If the employee elects to go to one of the District's health care providers, the District is
billed and there is no cost to the employee.

Employees who are medically unable to undergo a skin test or x-ray must present a physician’s
statement to that effect. The physician must also certify that an examination has been
performed and that the employee has been found free of the symptoms of active tuberculosis.

UNEMPLOYMENT INSURANCE
http://www.edd.ca.gov/uirep/uiappind. htm

(Funded entirely by Employers’ taxes)

Unemployment Insurance is a nationwide program created to provide partial wage replacement
to unemployed workers while they conduct an active search for new work. Unemployment
Insurance is a Federal-state program, based on Federal law, but executed through state law.
Employers finance the Ul program by tax contributions. In California, the Employment
Development Department administers the Ul program according to guidelines established by

the Ul Code and the California Code of Regulations, Title 22. If you have questions about
unemployment insurance, please access this webpage (http:/www.edd.ca.gov/unemployment/)

for State of California contact information.
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SECTION 14

PUBLICATIONS

Catalog - Published each year the Catalog lists course descriptions, degree and certificate
requirements, college and district policies, regulations and other information of interest to
students and faculty; also includes a list of faculty and degrees they hold.
http://www.smc.edu/CollegeCatalog/Pages/default.aspx

Corsair — Student Newspaper - The campus student newspaper is published approximately
every week. http://www.thecorsaironline.com/ (310) 434-4340

Santa Monica Review - Founded by SMC English Professor Jim Krusoe in 1988, Santa Monica
Review is a nationally distributed literary arts journal sponsored by Santa Monica College. The
journal is published twice yearly, in Fall and Spring.

The Review currently features literary fiction and nonfiction, though in past years also included
poetry. SMR represents Santa Monica College’s commitment to the literary arts, community,
and literacy.

In 17 years of production, the Review has featured both first-time writers and established literary
authors, with a focus on showcasing the work of Southern California and Pacific Rim writers.
http://www.smc.edu/ACG/Marketing/Events/Pages/Santa-Monica-Review.aspx

Schedule of Classes - Published each semester/term; contains important requlations as well as
useful information about student services.
http://www.smc.edu/AboutSMC/Pages/Class-Schedules.aspx

SECTION 15

STUDENT SUPPORT SERVICES

ADMISSIONS & RECORDS | ENROLLMENT SERVICES
http://www.smc.edu/admissions

Student Services Center, #102

Phone: (310) 434-4380; Fax: 310-434-3645
Email: admissions@smc.edu

Students may enroll at Santa Monica College if they are a high school graduate or are 18 years
of age or older or are 16 years of age or older and submit a “Student Score Report” for passing
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the California High School Proficiency Examination and meet the residency requirements. See
Applying for Admission, below, for more information.

BLACK COLLEGIANS CENTER
http://www.smc.edu/StudentServices/BlackCollegians/Pages/Black-Collegians-Club.aspx

Student Services Center, 2™ Floor

Phone: (310) 434-4232
Email: Black_Collegians@smc.edu

The Black Collegians Center is dedicated to promoting, encouraging, and increasing the
retention, transfer, academic success, and graduation of African American students. The Black
Collegians program helps guide the transfer process of Black Collegian students, and has
successfully transferred Collegians to colleges and universities including Spelman College,
Howard University, UC Berkeley, UCLA, and Stanford. All SMC students, regardless of ethnicity,
are encouraged to visit the Center.

APPLYING FOR ADMISSION

Continuing Students do NOT have to reapply for admission. If they have never attended Santa
Monica College (new student) or have been away for two or more consecutive semesters
(returning student) they must first:

* File an application for admission online;

* Complete the placement process in English (or ESL) and Math;

= Complete online orientation.

* Arrange for transcripts of previous college work (or high school work, if no previous
College work was completed) to be sent to the Admissions Office

Students will be e-mailed an admission welcome letter containing information regarding the
online orientation, placement, and enrollment procedures.

ARTICULATION
www.smc.edu/articulation

SMC recognizes that articulation is the cornerstone of the transfer process and consequently has
a counselor, Estela Narrie, designated as the SMC Articulation Officer who devotes 80% of her
time to articulation. The Articulation Officer works closely with UC and CSU and other four-year
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institutions to determine course equivalencies, is an active member of the SMC Curriculum
Committee, and serves as an important resource of information for SMC faculty and staff.

ASSESSMENT CENTER (SEE STUDENT ENGAGEMENT CENTER)

ASSOCIATED STUDENTS (AS)
http://www.smc.edu/StudentServices/AssociatedStudents/Pages/default.aspx
Cayton Center (310) 434-4000

Associated Students provides students with the opportunity to enrich their college experience
by becoming involved in student government and in a variety of campus clubs.

ATHLETICS
http://www.smccorsairs.com/landing/index

(310) 434-4311

Santa Monica College has a proud tradition of championship teams and student athlete alumni
who have gone on to successful career at four-year College, university, and professional team
levels. SMC competes in the Western State Conference and is a member of the Californian
Community College Commission on Athletics.

ATHLETICS COUNSELING
http://www.smc.edu/StudentServices/Counseling/Pages/Counseling-Programs.aspx

PE 215 (2nd Floor GYM) or (310) 434-8017
This counseling program assists SMC athletes with academic planning, class scheduling, unit

enrollment requirements, athletic eligibility, and other athlete-specific educational and
counseling issues.

AUDITING OF CLASSES

Student auditing is not permitted at Santa Monica College. "Informal auditing" is not permitted.
All students attending class must be enrolled for credit through the Admissions and Records
Office. Students attending not-for-credit classes must be enrolled through the SMC Community
Education Office.
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BACK TO SUCCESS
http://www.smc.edu/StudentServices/Counseling/Pages/Back-To-Success-Workshops.aspx

All students on academic or progress probation are urged to attend a Back to Success small
group counseling session. Sessions are 2 hours in length and have an average of 8 - 10 students
per session. Each session is facilitated by an SMC counselor. The workshops are only offered
during the Winter and Summer sessions.

The purpose of the workshop is to define, for the students, the college’s probation policies and
the consequences of probation, while providing the students with valuable information
necessary for college success. The students have an opportunity to get their questions answered
and engage in discussions with their peers regarding their college experience. At the end of the
session, each student completes an educational plan for the next semester, which is checked by
the counselor.

CALWORKS
http://www.smc.edu/StudentServices/CalWORKs/Pages/default.aspx
Student Services Center, #238

Phone: (310) 434-4082

California’s welfare reform program, CalWORKS, offers eligible students the support needed to
successfully transition from welfare to self-sufficiency. This includes academic and training
support, pre-employment assistance, work-study experiences, financial resources and childcare
services.

Temporary Assistance for Needy Families (TANF) is the Federal block grant program that has
replaced AFDC. California Work Opportunity and Responsibility to Kids (Cal Works), is
California’s TANF program that provides education, job development, child-care, transportation
and other supportive services to eligible welfare recipients as they prepare for the job market.

CARE (Cooperative Agencies and Resources for Education)
http://www.smc.edu/StudentServices/EOPS/Pages/default.aspx
Student Services Center, 2" Floor (310) 434-4449

CARE is a state-funded counseling and retention program that offers educational and financial
support services to single parents receiving TANF and attending SMC full time. Servicesinclude
academic counseling, parenting workshops, and financial assistance.
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CARE & PREVENTION TEAM (formerly Crisis Prevention Team)
http://www.smc.edu/StudentServices/CPT/Pages/default.aspx

The SMC Care & Prevention Team (CPT) is dedicated to addressing issues of safety and
concern on our campus. Santa Monica College is committed to preventing crisis situations on
campus and to ensuring a safe and healthy environment for all members of the college
community. We believe that a student’s wellbeing is vital to academic success.

In an emergency, 24/7, from any campus phone dial 4300 or 911.
From a mobile phone, call SMC dispatch at 310.434.4300
If off campus, call 911.

The SMC Care & Prevention Team is composed of various members of the SMC campus
community whose role(s) and areas of expertise are key to effectively responding to a range of
crisis situations and/or incidents of concern.

Team members
= Johnnie Adams, Chief of Police, Ext. 4300
* Brenda Benson, Senior Administrative Dean, Counseling, Retention, and Student
Wellness, Ext. 4433
= Alison Brown, Coordinator of the Center for Wellness and Wellbeing, Ext. 4438
= Susan Fila, Director of Health and Wellbeing, Ext. 4746
= Laurie Guglielmo, Chair Counseling Department, Ext. 4133
= Denise Kinsella, Dean of International Education, Ext. 3466
= Sherri Lee-Lewis, Interim Vice President, Human Resources, Ext. 4419
» Lina Ladyzhenskaya, Director of Student Judicial Affairs, Ext. 4192
= Nathalie Laille, Coordinator of Disabled Student Programs and Services, Ext. 4299
* Nick Mata, Director of Special Programs, Ext. 4435
= Jennifer Merlic, Vice President, Academic Affairs, Ext. 4616
= Robert Myers, Campus Counsel
= Eric Oifer, Campus Ombudsperson, Ext. 8912
= Lisa Winter, Compliance Administrator Title IX Coordinator, Ext. 4225
» Case Management Coordinator, Vacant, Ext. 4192

When to report a concern
= Discipline Problems
* Emails that are threatening, contain overly violent themes, display suicidal ideation or
severe depression, or are overly personal, etc.
* Experiencing a decline in work or academic performance
= Inappropriate or Bizarre Behavior
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* Inappropriate/disturbing comments in conversation, email, letters, social media
postings, or papers (comments that are out of context, violent, sexual, display paranoid
thinking, etc.)

= Mention of Thoughts or Gestures of Self Harm or Harm to Others

= Mention of Family or Domestic Problems

= Skipping class, activities, work or personal commitments

* Showing changes in appearance, behavior or weight

= Suspicion of Alcohol or Drug Abuse

= Uncivil Classroom Behavior

= Violent Acts (threats, assaults, etc.)

= Weapons (guns, knives, etc.)

=  Whenever you wonder, “Should I?”

If you would like to report a concern, please use the Referral link below:
http://www.smc.edu/StudentServices/CrisisPreventionTeam/CPT/Pages/default.aspx

CAREER SERVICES
http://www.smc.edu/StudentServices/CareerServicesCenter/Pages/default.aspx
Student Services Center, 2" Floor (310) 434-4337

SMC's Career Services Center is a one-stop shop for student career needs. The center offers
individual career counseling, job search assistance — including assistance with resume writing
and interviewing, an internship program, and an applied learning program.

The center offers a computer based career information system called Choices 360. Students can
find employment and internships through https://www.collegecentral.com/smc.

CASHIER'S OFFICE
http://www.smc.edu/BusinessServices/AuxiliaryServices/Pages/Cashiers-Office.aspx

Student Services Center, Ground Floor
Phone: (310) 434-4664

Collection of student fees, parking permits, ID cards, Big Blue Bus stickers, and student
transcript payment.

CENTER FOR WELLNESS AND WELLBEING (Formerly Psychological Counseling)
http://www.smc.edu/StudentServices/PsychologicalServices/Pages/default.aspx

Language Arts 110 (310) 434-4503
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The Center provides confidential psychological support for students to help them meet the
personal challenges and stresses of their daily lives. Services include short term counseling,
referral services, psycho-educational presentations and crisis intervention. Services are
provided by licensed psychologists and/or graduate psychology interns.

COUNSELING
http://www.smc.edu/StudentServices/Counseling/Pages/default.aspx

The Counseling Department at Santa Monica College has approximately 46 full-time and 70
part-time counselors who work in 20 different specialized counseling programs. Counselors
counsel students individually and in small groups, lead student success workshops, and teach
Counseling classes. (See the Transfer Center/Counseling in this section of the handbook for
further information.)

COUNSELING CLASSES
The Counseling Department offers several Counseling classes to help students achieve success
in school and in life. These courses, taught by Counseling Faculty, include:

Course Name Description CSU Transferable  UC Transferable
Counseling 1 Developing Learning Skills v

Counseling 11 Orientation to Higher Education v

Counseling 12 Career Planning v

Counseling 19 Orientation Seminar v

Counseling 20 Student Success Seminar v v

Counseling 20 is now SMC’s 2™ most popular course and supports SMC's overall student
retention effort. The Counseling Department also offers many courses through the Disabled
Student Services Program, covering similar topics and designed specifically for students with
learning and/or physical disabilities.

CENTER FOR STUDENTS WITH DISABILITIES
http://www.smc.edu/StudentServices/DisabilityResources/Pages/default.aspx
Student Services Center, 15 Floor

Voice: (310) 434-4265 Video Phone: (424) 238-4272; Fax: (310) 434-4272
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High Tech Training Center
Student Services Center, 1% Floor
Phone: (310) 434-4267

Learning Disabilities Program
Student Services Center, 3™ Floor

Phone: (310) 434-4684 or (310) 434-4265

This center provides services to students with a verifiable disability, who need accommodations
to mitigate their disability related educational limitations in their classes. Examples of services
include, but not limited to, academic counseling, assistive technology, alternate media, sign
language interpreting, learning disability and acquired brain injury assessment, note taking, test
proctoring, and support classes.

Students who wish to use the special services provided through the Center for Student with
Disabilities should call (310) 434-4265 before they start the admission procedures.

Under Federal and California law, the District has a duty to provide reasonable accommodations
to students with disabilities. If you have questions about reasonable accommodations for
students, please contact the H.R. Office and we will refer you to the appropriate
resource/compliance officer.

Printed materials are available in alternative media upon request. To request publications in
alternate formats for disability accommodation, send e-mail to DSCcontact@smc.edu or call (310)

434-4265.

DISCIPLINARIAN
http://www.smc.edu/StudentServices/StudentJudicialAffairs/Pages/default.aspx
see Office of Student Judicial Affairs in this section of the handbook

ELECTRONIC SEP/DEGREE AUDIT

Counselors utilize an electronic educational planning form as well as a Degree Audit system that
was created in house by our IT department. Both the Degree Audit program and the electronic
SEP are well utilized and continue to evolve as needs are identified.

EOPS (EXTENDED OPPORTUNITIES, PROGRAMS AND SERVICES)
http://www.smc.edu/StudentServices/EOPS/Pages/default.aspx
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Student Services Center, 2" Floor (310) 434-4268

EOPS is a counseling and retention program for full-time students who come from low-income
families, are first generation college students, or face other barriers to educational success.
Services include academic counseling, priority registration, textbook assistance, tutoring,
school supplies, transfer assistance and much more.

FACULTY GUIDE
http://www.smc.edu/EnrollmentDevelopment/Admissions/Pages/Faculty-Staff-ONLY.aspx

This online resource for faculty shares important policies and information concerning
enrollment, grade changes, dates, and deadlines, etc..

FINANCIAL AID OFFICE
http://www.smc.edu/EnrollmentDevelopment/FinAid/Pages/Financial-Aid-Information.aspx

Student Services Center, 1°t Floor (310)434-4344

Financial aid is money for college. It is provided by the United States taxpayers to ensure that
everyone who wants a college education has the financial ability to pay for their college
expenses.

The financial aid office provides information and applications for federal and state grants, work

study, loans and fee waivers. Scholarships are also offered for a wide variety of achievements
and activities through the SMC scholarship office.

FOOD SERVICES

Santa Monica College food services are located on the ground floor of the Student Center. The
food services area includes a food court that offers a selection of meals, snacks, and beverages
at reasonable prices. Service is indoors, and seating is available inside and on outdoor patio
areas. Food and beverage carts, as well as vending machines, can be found at various locations
on and off campus.

GUARDIAN SCHOLARS
http://www.smc.edu/StudentServices/EOPS/Pages/Guardian-Scholars.aspx
Student Services Center, 2nd Floor
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The SMC Guardian Scholars Program (GSP) supports the educational goals of current and
former foster youth aged 17-24. GSP prepares its students for academic and professional
readiness, and advocates for student success while working closely with LMU and UCLA. Our
services include academic counseling, tutoring, Financial Aid/CHAFEE assistance, direct student
aid and referrals to community resources such as employment, housing, medical, transportation
and scholarships. For more information, contact Debra Locke (310) 434-4449 or
locke_debra@smc.edu.

HEALTH SERVICES CENTER
http://www.smc.edu/StudentServices/SHSC/Pages/default.aspx
Cayton Center Complex by the Cafeteria (310) 434-4262

The Health Services Center provides primary health care services to currently enrolled Santa
Monica College students. Services include: acute illness and injury evaluation, non-emergency
care for mild infections and injuries, health care counseling, physician hours, mental health
counseling, preventive health information and screening programs, immunizations and TB
screening. The Health Center is staffed by registered nurses, a dietician, and health assistants.

The Health Services Center is open Monday through Thursday from 7:30am-6:00pm and on
Fridays from 7:30am-3:30pm during Fall and Spring. Summer and Winter hours may vary. When
there is a campus emergency, phone campus police first at (310) 434-4300. Campus Police will
determine if the emergency should be handled by Student Health Services, or by the
paramedics. If appropriate, Campus Police will call either the paramedics or Student Health
Services to respond.

INTERNATIONAL STUDENTS
http://www.smc.edu/EnrollmentDevelopment/IEC/Pages/default.aspx

Student Services Center, 3rd Floor (310) 434-4217 or sending a fax to (310) 434-3615

The College defines an “international student” as a student who is admitted to this country with
an F-1foreign student visa to attend SMC. Students with F-1 Visas from other schools may enroll
at SMC on a limited basis. Please consult with the International Education Center for more
information. Students with other type of visas (not F-1) may enroll through the Admissions and
Records Office.

The International Education Center welcomes applications from international students who
wish to attend Santa Monica College. Nearly 3,000 international students from more than 100
countries are currently enrolled at the College. SMC offers a number of district advantages to
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international students beginning their university education in the United States. Application for
Admission may be downloaded from the website.

INTERNATIONAL EDUCATION CENTER
www.smc.edu/international

Student Services Center, 3rd Floor (310) 434-4217

The International Education Center offers academic and personal counseling for international
students who are studying at SMC on an F-1 Visa. For more information or questions regarding
the IEC, contact Denise Kinsella, 310-434-3466, or Kinsella_denise@smc.edu, or the general
email: IntlEd@smc.edu.

LATINO CENTER
http://www.smc.edu/StudentServices/LatinoCenter/Pages/default.aspx
Student Services Center, 2nd Floor (310) 434-4459

The Latino Center is dedicated to promoting, encouraging, and increasing the retention,
transfer, academic success, and graduation of Latino students. The Adelante Program is a
support program that focuses on academic achievement, cultural awareness, and personal
growth, and offers classes that accentuate the Latino experience. All SMC students, regardless
of ethnicity, are encouraged to visit the Center.

LIBRARY
http://www.smc.edu/AcademicAffairs/Library/Pages/About-the-Library.aspx
For information call (310) 434-4334, or E-mail: libref@smc.edu

The recently remodeled and expanded SMC library has one of the largest collections of materials
in the California Community College system with more than 95,000 volumes and access to over
2,400 periodicals.

LOST AND FOUND
Santa Monica College Police Department (310) 434-4608
(see Section 17 of this handbook)
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MYEDPLAN
http://www.smc.edu/EnrollmentDevelopment/Admissions/SSSP/Pages/MyEdPlan.aspx

The Student Success Act of 2012 requires that all new, first-time college students have in place
an abbreviated education plan consisting of one or two semesters/sessions prior to enrolling in
their first term; and then a comprehensive education plan, by the time students complete their
15" unit of study or before completing their third semester. Santa Monica College has
responded to this mandate by creating an online, interactive, wizard-driven student education
planning program, called MyEdPlan, designed for student and counselor use. New students are
prompted to complete this online educational planning tool before enrolling in their first term
of classes.

NURSING/HEALTH SCIENCE COUNSELING
Bundy Campus (310) 434-3450

This program assists SMC Nursing and Respiratory Therapy students with academic planning
and other health science-specific educational and counseling services.

OFFICE OF STUDENT JUDICIAL AFFAIRS
http://www.smc.edu/StudentServices/StudentJudicialAffairs/Pages/default.aspx
Student Services Center, 3™ Floor (310) 434-4655

The Disciplinarian, Staff and Ombudsperson operate under the auspices of the Vice President of
Student Services. The Office of Student Judicial Affairs, formerly the Disciplinarian’s Office, is a
place to go to have problems solved, reach agreements, and to gather information. The office
takes a positive, comprehensive and proactive approach and provides a place for students and
faculty to receive information regarding student conduct, academic honesty, behavior/anger
management, before these concerns become discipline problems. It is crucial that faculty know
they are being supported in dealing with extremely challenging and often disruptive students.
Student referrals are received from faculty, staff and College Police. Only Santa Monica College
Faculty and Staff Members may submit the online referral forms. (AR 4410)

Interim Dean of Students/Disciplinarian: Nick Mata — mata_nicholas@smc.edu, or ext. 4655

For online referral forms please use link:
https://cm.maxient.com/reportingform.php?SantaMonicaCollege
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OMBUDSPERSON
http://www.smc.edu/StudentServices/Ombudsperson/Pages/default.aspx

Letters & Science Building, Room 124
(310) 434-3986

Eric Oifer, Professor of Political Science, Ombudsperson — oifer_eric@smc.edu
Yvonne Ortega, Professor of Nutritional Science, Ombudsperson- Ortega_yvonne@smc.edu

The Ombudsperson acts as a listening ear, conciliator, mediator, and resource for students with
problems involving other students, faculty, and administrators. Responsibilities also include
investigating grade disputes and other various complex issues.

ONLINE COUNSELING
http://www.smc.edu/StudentServices/Counseling/Pages/Online-Counseling.aspx

The SMC Counseling Department offers an online counseling program for new and continuing
students. Students who utilize the program are guaranteed a response within 48 hours.

ONLINE ORIENTATION
http://www.smc.edu/EnrollmentDevelopment/Admissions/Pages/Orientation.aspx

Orientation is an Internet based presentation designed to promote student success. It includes
information on: services and programs at Santa Monica College, planning a schedule of classes,
the enrollment process and much more. New students who would like additional assistance are
invited to meet with a counselor in the Welcome Center.

OUTREACH & RECRUITMENT
http://www.smc.edu/EnrollmentDevelopment/NewStudents/Pages/High-School-Student.aspx
Student Services Center, 1°t Floor (310) 434-4189

The Outreach Program serves as a bridge between SMC and local high schools, middle schools,
and community agencies to ensure a smooth transition process from high school to college.
Outreach provides services to over 60 local high schools in LA County, including college and
career fairs, recruitment, on-site English and Math placement testing, financial aid
presentations, and application workshops.
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PICO PARTNERSHIP
http://www.smc.edu/StudentServices/PicoPartnership/Pages/default.aspx

Student Services Center, 2nd Floor (310) 434-4926

The Pico Partnership is a joint effort between Santa Monica College, Virginia Avenue Park and
the City of Santa Monica, and is designed to provide educational counseling and financial
assistance to underserved, under-represented at-risk youth living near the College.

REGISTRATION
(See Admissions and Records Department)

SCHOLARSHIPS' OFFICE
http://www.smc.edu/EnrollmentDevelopment/Scholarships/Pages/default.aspx

Student Services Center, 1% Floor (310) 434-4290

The Santa Monica College Scholarship Program is sponsored by the Santa Monica College
Foundation. The Foundation receives contributions for the Scholarship Program as well as other
campus programs. For further information about making a contribution/s, please contact the
Foundation Office at (310) 434-4215.

Approximately 300+ scholarships are awarded at Santa Monica College each year; criteria
include scholastic achievement, financial need, and participation in school activities, community
service, honors and organizational affiliations. Additional elements may be reviewed, such as
educational objectives of applicants, which relate to a particular concentration, field of study, or
major, place of residence or project and design portfolios.

SCHOLARS PROGRAM
http://www.smc.edu/StudentServices/Scholars/Pages/default.aspx

Student Services Center, 2nd Floor (310) 434-4371

The Scholars Program is a specialized transfer program offering exceptional academic
opportunities and critical support services to students with a 3.0 GPA or higher. This program
provides priority consideration for transfer admission to a variety of universities including UCLA,
UC Irvine, Loyola Marymount University, Occidental College, Pomona, and Chapman.
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STEM/SCIENCE RESEARCH INITIATIVE (SRI) PROGRAM
http://www.smc.edu/AcademicPrograms/Counseling/STEM/Pages/default.aspx
Drescher Hall 301 (310) 434-3988

The Science and Research Initiative is an academic support program designed to help
traditionally underrepresented students interested in pursuing STEM majors. The SRI program
is designed to help students successfully complete their studies at SMC, transfer to ANY
baccalaureate program or enter the STEM workforce by providing:

= Specialized classes

= Applied learning experiences, including research opportunities
* Transfer counseling

= Student success workshops

= Supplemental Instruction

= Exposure to careersin STEM fields

= Peer Mentors

Additionally, SMC has partnered with UCLA’s Center for Community College Partnerships
(CCCP) and the Undergraduate Research Center (URC) to provide students with mentoring,
summer bridge programming at UCLA, summer research opportunities and onsite advising.

STUDENT SERVICES WORKSHOP AND EVENTS CALENDAR
www.smc.edu/studentservicescalendar

Each semester the Counseling Department and other student service areas conduct a number
of workshops and events to promote student success. The Counseling Department coordinates
the publication of a Student Services calendar that is widely distributed to SMC faculty and staff.

SUCCESS and ENGAGEMENT CENTER
http://www.smc.edu/EnrollmentDevelopment/SuccessCenter/Pages/default.aspx

Student Services Center, 1st Floor (310) 434-8040

Placement testing is available on a walk-in, first-come/first-served basis during our normal
testing hours. The placement process is essential to evaluate students’ skills in English/ESL, and
mathematics, to ensure students are placed into the courses that best meet their needs. This
process is used only to generate English, ESL, and math placement recommendations, and not
to advance students to higher-level courses once they enter a course sequence.
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SUPPLEMENTAL INSTRUCTION (Sl)
www.smc.edu/si

Drescher Hall 302 (310) 434-4271

Supplemental Instruction is an academic assistance program at Santa Monica College that
provides free out-of-class sessions to students enrolled in specific courses. The S| sessions
operate differently than the services provided by the various tutoring labs on campus in the
sense that Sl leaders do not tutor students or assist students with homework problems. In SI
sessions, Sl leaders engage students in interactive group activities to help them learn course
concepts, prepare for exams, and learn effective study skills. Sl is typically offered for
traditionally difficult basic skills courses that have a low success rate.

TRANSFER/COUNSELING CENTER
http://www.smc.edu/StudentServices/TransferServices/Pages/Contact-Hours.aspx

Student Services Center, 2nd* Floor (310) 434-4210

The Counseling Department at Santa Monica College has approximately 46 full-time and 70
part-time counselors who work in 20 different specialized counseling programs. Counselors
counsel students individually and in small groups, lead student success workshops, and teach
Counseling classes

The Transfer/Counseling Center provides counseling regarding life/school balance, overcoming
barriers to success, and other related issues; assistance with course selection and academic
planning; advisement on occupational certificates, Associate of Arts degree and transfer
requirements; discussion of important dates and deadlines; and counseling for probationary or
disqualified students.

Transfer services include visits from campus representatives from over 6o four-year institutions,
campus tours of California colleges and universities, and workshops on the transfer application
process and financial aid. For more information about transfer services, please visit the Transfer
Center website.

TUTORING
http://www.smc.edu/AcademicPrograms/Tutoring/Pages/default.aspx

There are multiple tutoring areas:
=  Business —Bus 150, ext. 4322
= (SIS-Bus 231, ext. 4322

75|Page


http://www.smc.edu/si
http://www.smc.edu/StudentServices/TransferServices/Pages/Contact-Hours.aspx
http://www.smc.edu/AcademicPrograms/Tutoring/Pages/default.aspx

» English/Humanities - Drescher Hall, 3rd floor
= ESL-ESL 120, ext. 4569
=  Mathematics —ext. 8586
0 Math Complex 84
0 Math Lab MC-72
0 CMD-Room 132
* Modern Languages - Drescher Hall 219, ext. 4683
= Public Speaking- Library 193, ext. 8724
= Science Tutoring - Science Building 245, ext. 4630 or 4101
=  Writing & Humanities — Drescher Hall 313, ext. 4682

Audio/Visual materials are available in the Library
Learning Disabilities - Math Complex

The Center for Students with Disabilities, located in Administrative Complex, Room 101,

assists students with physical and/or learning disabilities.

VETERANS RESOURCE CENTER
http://www.smc.edu/StudentServices/VeteransResourceCenter/Pages/default.aspx

Veteran’s Resource Center, Language Arts 135 or (310) 434-8205

The Veterans Resource Center serves veterans entering college for the first time or returning
to college to further their education. The Center acts as a liaison between the student and the
Veterans Administration verifying enrollment for veterans and their dependents who claim
benefits under the G.I. Bill or the Veterans’ Vocational Rehabilitation Program. The program
offers psychological counseling for veterans and their families and can make referrals to
various veteran-serving agencies on the West side of Los Angeles.

VIP WELCOME DAY
http://www.smc.edu/EnrollmentDevelopment/Admissions/VIPDay/Pages/default.aspx

The VIP Welcome Day is a joint student services program designed to welcome new students
and their families to SMC. Highlights of the day include a campus resource fair and workshops
designed especially for new students.

WELCOME CENTER/FIRST YEAR PROGRAM & SERVICES
http://www.smc.edu/StudentServices/WelcomeCenter/Pages/default.aspx
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Student Services Center, 1°t Floor (310) 434-8101
Email: WelcomeCenter@smc.edu

The Welcome Center is available to assist new and first-year students with course selection and
enrollment. The center offers various student services designed to help new students including
academic counseling, and enrollment assistance.

The First Year Programs & Services, offered through SMC’'s Welcome Center, helps new
students make a successful transition from high school to college. FYE will familiarize students
with the SMC campus, student resources and programs, and introduce students to a support
network of students, faculty and staff. Program services include: targeted academic counseling,
enrollment assistance, guaranteed enrollment in English and math classes, early enroliment for
classes, summer programs, and career counseling.
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APPENDIX A

BOARD POLICY & ADMINISTRATIVE REGULATIONS

The District is in the process of updating and revising its Board Policy Manual with the assistance
of the CCLC Policy and Procedure Service. Current Board Policies and Administrative
Regulations will remain posted on the website as the District moves through the
transition. Provisions that are currently in Board policy will not be repealed, but may be moved

to another chapter or combined with other policies.

Updated Chapters of Board policy will be posted on the website as they are approved by the
Board. The former sections will remain on the website. A matrix illustrating the transition will
also be posted on the website. The District’s policies and procedures may be viewed at the
following link:

http://www.smc.edu/ACG/BoardofTrustees/Pages/Board-Policy-Manual.aspx.

For your convenience, some of the District’s policies and procedures are summarized below.

DRUG FREE ENVIRONMENT & DRUG PREVENTION PROGRAM
BP 3550, AR 3111

“It is unlawful to manufacture, distribute, or possess a controlled substance in the workplace
and... appropriate action will be taken against an employee violating this regulation...”

INSTITUTIONAL CODE OF ETHICS
BP 3050, AR 5220

The Code of Ethics applies to all members of the Santa Monica College community. The college
is committed to uphold the following ethical standards in carrying out its mission, vision, values
and goals: Fairness, Responsibility, Integrity, and Civility.

"As educators committed to student success and the advancement of knowledge, faculty
members recognize our special responsibilities as teachers and counselors, scholars,
colleagues, members of an academic community, and citizens. We carry out our professional
duties honestly, fairly, and reflectively while showing respect for all persons.”

(Statement on professional ethics Adopted 03/26/02 by SMC Academic Senate).
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HIRING POLICY

The policies and practices regarding hiring will be negotiated through the campus and District
Academic Senate, in accordance with AB 1725. Current policies and procedures regarding hiring
may be obtained by contacting the Office of Human Resources.(AR 3211/Full-time, AR 3230/Part-

time)

SEXUAL HARASSMENT/MUTUAL RESPECT/DISCRIMINATION

The harassment or discrimination of employees or students in the academic and work
environments violates both Federal and California law and will not be tolerated by the District.
To retaliate against any individual for filing or participating with a complaint of harassment or
discrimination, also violates Federal and California law and will not be tolerated by the District.

The District prohibits workplace and campus violence and strongly promotes civility in the
workplace. The District is committed to maintaining a safe, collegial environment in which fear,
intimidation and bullying will not be tolerated. Treating others with civility and respect and
refusing to perpetuate or tolerate bullying behavior are expected performance standards of
administrators, management, faculty, staff, volunteers and students as well as vendors,
independent contractors and visitors to the College.

For the full text of the District’s policies in these areas, please review the following Board
Policies at the following link:

http://www.smc.edu/ACG/Documents/Board Policy Manual/Updated%20Board%20Policies%20
2017/Board%20Policy%20Chapter%203.pdf

=  BP 3410: Nondiscrimination
= BP3420: Equal Employment Opportunity (EEO)
= BP 3430: Prohibition of Harassment
= BP3510: Workplace Violence
BP 3540 Sexual and Other Assaults on Campus:

For the full text of the District’s administrative regulations 3120, 3121, 3122, and 3123, click on
the following link:
http://www.smc.edu/ACG/Documents/Administrative Regulations/AR 3000 Human%20Resourc

es.pdf

SMOKE FREE CAMPUS

Santa Monica College is committed to providing a healthy, comfortable and productive
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environment, free form effects of second-hand smoke, for its students, faculty and staff.
Smoking shall ne be permitted in any District building, vehicle or facility, or on District
grounds. California Government Code Sections: 7596-7598 (Board Policy 3570)

80|Page


https://leginfo.legislature.ca.gov/faces/codes_displayText.xhtml?lawCode=GOV&division=7.&title=1.&part=&chapter=32.&article=
http://www.smc.edu/ACG/Documents/Board_Policy_Manual/Updated%20Board%20Policies%202017/Board%20Policy%20Chapter%203.pdf

APPENDIX B

GUIDELINES: NEW EMPLOYEE PROCESSING AND SALARY PAYMENT

The following presents a short overview covering how new adjunct faculty are processed in order
to be paid:

ONE: AN "AUTHORIZATION TO HIRE" IS SUBMITTED

After a new instructor has been offered and accepted an hourly assignment, the Department
Chair fills out an Authorization to Hire form noting the employee's assignment and submits it to
the Academic Affairs or Student Affairs office. The form contains the new instructor's name,
address, phone number, and email address, the courses to be taught, the Department Chair's
signature, and the date.

The Department Chair submits to the Office of Academic Affairs or Student Affairs an
application, equivalency form if deemed necessary, transcripts and or any supporting
documentation. This ‘packet’ authorizes the new employee to work.

The form is signed and reviewed by:
a) Department Chair
b) College Academic/Student Affairs Officer
c) College Human Resources Officer
d) College Human Resources Staff member

TWO: DISTRICT PROCESSING OF NEW FACULTY

The Office of Human Resources receives the Authorization to Hire form and supporting
documentation, and contacts the individual in order to complete the processing of personnel
and other employment forms. At the time of processing, the individual needs to provide two
forms of identification. The Human Resources Dean reviews the authorization to hire packet;
the Human Resources Specialist receives the district application and transcripts to determine
the new employee's pay rate. The Academic Affairs Office, Student Affairs Office, the
Mailroom, Postmaster, hiring department, and the Payroll Office are notified that the
assignment is confirmed and the faculty member is cleared to work.

THREE: THE AUTHORIZATION TO HIRE INFORMATION IS ENTERED INTO THE
COMPUTER

Once a new instructor's eligibility to work has been established (fingerprinting and T.B.
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clearance is required), information is entered into the ISIS system by HR and the Academic
Affairs staff; the instructor's class rosters will be generated by the system as well as listings in
the class schedule.

FOUR: CAMPUS AUTHORIZATION TO PAY EMPLOYEE

Based on the completion of the new hire paperwork (including salary placement), the Human
Resources Specialist inputs the employee's assignment into the county system authorizing the
District Payroll office to pay the new employee.

FIVE: DISTRICT PAYS EMPLOYEE

The District Payroll department sends the faculty a paycheck based on the established Payroll
Schedule. (Faculty are paid based on weeks and checks are mailed to the address faculty have
indicated as their warrant address in the personnel processing packet, or directly deposited
into a designated bank/credit union account. Adjunct faculty must reinstate their direct deposit
each semester (or session) for which they are employed by the District. Pay dates are listed in
the payroll schedule which faculty can obtain in the Payroll Department, or on the HR website:
http://www.smc.edu/BusinessServices/payroll/Pages/Payroll-Schedules.aspx.

Any questions regarding personnel processing should be directed to the Office of Human
Resources, (310) 434-4415. Any payroll questions should be directed to Payroll office, (310) 434-

4234.
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APPENDIX C

TIPS TO MINIMIZE DISRUPTIVE BEHAVIOR IN THE CLASSROOM

Student behavior can have a significantimpact on your classroom and the learning that takes place.
While SMC faculty manage their classrooms effectively under normal circumstances, even veteran
faculty members occasionally find themselves faced with unusual, challenging behavioral situations
that fall outside their experience.

SMC provides a wealth of resources to support faculty in such situations, to facilitate student
disciplinary processes as appropriate, and to ensure that troubled students get the help they need.
Based on feedback from Department Chairs, faculty leaders, members of the Crisis Prevention

Team, and members of the Office of Academic Affairs, the following guidelines were developed as
a tool to assist faculty in dealing with disruptive student behavior and to acquaint them with
available resources. Very often taking actions such as those described below can help to minimize
or stop problematic student behavior, preventing it from escalating into more serious problems.

ADDRESS BEHAVIOR PROBLEMS WHEN THEY HAPPEN

When students are disruptive in class it impacts everyone’s learning experience. It is important to
address the problem behavior when it happens. If you do not, the behavior is likely to continue, and
you are sending a message to the rest of the class that such behavior is acceptable. It is important
to manage your own frustration with problem behavior. Do not lose your cool.

= Ask the student to stop the behavior. If you do not want to do so in front of the class,
you could take a break and talk to the student in the hallway or ask the student to step
outside with you for a moment.

» Be clear exactly what needs to change and what the consequences will be if they do
not. "I need for you to stop having side conversations while | am lecturing. It is
distracting for everyone. If you continue to do so | will dismiss you from class for two
meetings and submit a disciplinary report.”

* Follow-up. If the behavior improves, acknowledge the improvement. If the behavior
does not change, implement the consequences you promised.

* There are excellent online resources for faculty to help with the challenges of classroom
management and discipline cases on the following webpage:
http://www.smc.edu/StudentServices/StudentJudicialAffairs/Pages/Faculty-
Resources.aspx.
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RIGHTS AND RESPONSIBILITIES

M Review the Administrative regulations, 4410 and 4411 to become familiar with the Student
Conduct Code:
http://www.smc.edu/ACG/Documents/Administrative_Regulations/AR 4000 StudentServices.pd

f

M If a student is continuously disruptive in class, negatively impacting the learning environment
for everyone, you may remove that student for two class meetings— the day of the incident
and the next class session. When you remove a student, you must file a disciplinary report
immediately. Go to this site to submit the report:
http://www.smc.edu/StudentServices/StudentJudicialAffairs/Pages/Student-Discipline-
Referral.aspx. The student has the right to return to class following the period of removal
unless further disciplinary action is taken by Student Judicial Affairs.

M If you dismiss a student for being disruptive and he/she will not leave, call Campus Police at
X4300.

M You can drop a student who has stopped attending an on-ground class or stopped participating
in an online class based upon the extent to which he/she is unlikely to pass the course due to
excessive absence.

See “Attendance Policies” on p. 317 of the 2013-14 college catalog:
http://www2.smc.edu/catalog/2013 2014/13-14 catalog part 4.pdf. You may not drop a

student for disruptive behavior; the discipline process must be followed to remove a student
from class for such conduct.

M If you suspect a student has committed an act of academic dishonesty, you can give the
student a failing grade for that assignment or exam. You must file an academic dishonesty
report.

M If a student is exhibiting unusual or worrisome behavior and you are not sure what to do,
contact the Crisis Prevention Team by submitting a referral to:
http://www.smc.edu/StudentServices/CrisisPreventionTeam/Pages/Referral-Form.aspx

CONSULT

Santa Monica College has great resources to help when you face classroom management issues.
The members of our world-class faculty constitute one of the greatest resources. Consult with your
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colleagues and brainstorm solutions to problems. Chances are that someone in your department
has faced a similar challenge. Your Department Chair is a good place to start. Please contact the

Office of Academic Affairs or any of the following people, for advice and assistance:

* Your Department Chair and/or colleagues;
* The ombudsperson: http://www.smc.edu/studentservices/ombudsperson/;

» The campusdisciplinarian: http://www.smc.edu/studentservices/studentjudicialaffairs/;

= Chair of the Honor Council: http://www.smc.edu/studentservices/honorcouncil/

= Chair of the Professional Ethics and Responsibility Committee:
http://www.smc.edu/acg/academicsenate/ascommittees/pages/professional-ethics-
responsibilities.aspx;

= The Care & Prevention Team:
http://www.smc.edu/StudentServices/CrisisPreventionTeam/CPT/Pages/default.aspx
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APPENDIX D

CANVAS PRE-TERM FACULTY TIP SHEET

Canvas shells for the upcoming semester are available @ 1-2 months prior to a term start.
Students will be enrolled approximately two weeks prior to each term start. Thereis at least a
one day delay between new teaching assignments loaded in Isis being reflected/updated in
Canvas.

New hires must first have activated their SMC faculty email account and have a teaching
assignment in Isis in order for their Canvas accounts to be generated.

HOW TO LOGIN TO CANVAS

To log into Canvas: http://www.smc.edu/OnlineED - click on the yellow login tab. Faculty can
log into our Canvas SMC campus using the same credentials that they use to access their
mProfessor (network) account. In most cases it will be: last name_first name (underscore
between last and first name). Faculty will use the same password they use to access
mProfessor.

CANVAS TECHNICAL AND "HOW TO” HELP INFORMATION

Faculty can make use of the Canvas helpdesk support. They are available by phone 24/7/365.
Their toll-free number is (844) 303-0352. You can also find the helpdesk phone number inside
the *Help & Academic Resources’ tab within your faculty Canvas page on the lower left.

CANVAS CENTRAL

You will find an abundance of resources, tutorials, and Q&A forums in Canvas Central:
https://online.smc.edu/courses/3333. Please take a look in ‘Canvas Central’ first for useful guides
and information regarding any inquiries regarding Canvas and our SMC community.

Do not forget to add Canvas Central to your dashboard
https://guides.instructure.com/m/4152/l/48284-how-do-i-customize-my-courses-list You can also
find Canvas Central inside the ‘Help & Academic Resources’ tab on your faculty Canvas page on
the lower left.

CANVAS TRAINING OPPORTUNITIES

We expect that there will various forms of ongoing training offered. Faculty will be able to see
the most updated list by visiting the Canvas Faculty Training Opportunities via the link below:
http://www.smc.edu/ACG/DistanceEducation/Canvas/Pages/Canvas-Training-Opportunities.aspx
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COURSE COPYING FROM ANOTHER INSTITUTION

If you have content in another Canvas shell from another institution or the Instructure faculty
site, you can export and import that forward.

Click here for how to export a Canvas course: https://quides.instructure.com/m/4152/l/41323-
how-do-i-export-a-canvas-course

Click the link below for how to import a course https://guides.instructure.com/m/4152/l/41324-
how-do-i-import-a-canvas-course-export-package

REQUESTING ADDITIONAL EMPTY SHELLS

The initial eCollege archived sandboxes were necessary because of this transition and our
training needs. However, we still urge faculty to use the free teaching account for any
additional shell requests since it is a quick and convenient option for all.

It is amazing what Canvas allows us to offer faculty in comparison to our old platform. We are
excited to give faculty autonomy of creating their own shells and sharing with their colleagues
if they wish. Faculty no longer have to be dependent on the Distance Education department
staff when they wish to develop content. Click on the link below for more information

https://canvas.instructure.com/register from website *Click ‘Build it’ instead of ‘Try it'*

REQUESTING ALTERNATE VIEW

There is a form link available inside the ‘Help & Academic Resources’ tab on your faculty
Canvas page on the lower left. Faculty no longer have to request student access, as you are
able to use the student view

https://quides.instructure.com/m/4152/l/61153-how-do-i-enable-student-view option inside your
shells. However, please use the form to grant TA/Observer access to colleagues.

If you have general questions about the content of this post, please
use our DE email alias via the link below
distance ed _inquiry@smc.edu<mailto:distance ed_inquiry@smc.edu

Thank you for your support!

Distance Ed. Team
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