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Asnuntuck’s Mission Statement

The mission of Asnuntuck Community College is to offer quality education in an accessible, affordable, and nurturing
environment.

The College fulfills its mission by:
o offering associate degrees and certificate programs for transfer opportunities, career preparation, and
enhancement, and lifelong learning;
e providing individualized support services to develop critical thinking skills, strengthen self-confidence, and
foster personal growth;
e supporting community and workforce development with business, industry, and community partnerships.

Notice of Non-discrimination:

Notice of Non-discrimination: Asnuntuck Community College does not discriminate on the basis of race, color, religious creed, age, sex, national
origin, marital status, ancestry, present or past history of mental disorder, learning disability or physical disability, sexual orientation, gender
identity and expression or genetic information in its programs and activities. In addition, the College does not discriminate in employment on the
basis of veteran status or criminal record. The following individuals have been designated to handle inquiries regarding the non-discrimination
policies: Timothy St. James, Interim Dean of Students/Title IX Deputy, tstiames@asnuntuck.edu (860) 253-3011 and Deborah Kosior, 504/ADA
Coordinator, AS-DisabilityServices@asnuntuck.edu (860) 253-3005, Asnuntuck Community College, 170 Elm Street, Enfield, CT 06082.
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Academic Affairs Office

Teresa Foley, Interim Dean of Academic Affairs 860-253-3137 tfoley@asnuntuck.edu

Jenna-Marie Jonah, Administrative Assistant 860-253-3049 jionah@asnuntuck.edu
Academic Tutoring Center 860-253-3164

Angelina Hinojosa, Director 860-253-3169 ahinojosa@asnuntuck.edu
College Career Pathways

Julie Cotnoir, Coordinator 860-253-3019 jcotnoir@asnuntuck.edu
Department of Advanced Manufacturing Technology

Mary Bidwell, Interim Dean 860-253-3118 mbidwell@asnuntuck.edu
Department of Careers

Carol LaLiberte, Chair 860-253-3187 claliberte@asnuntuck.edu
Department of Liberal Arts

Fredric Stefanowicz, Chair 860-253-3154 fstefanowicz@asnuntuck.edu

Department of Science, Technology, Engineering, Art, & Mathematics (STEAM)
Michael Demers, Chair 860-253-3075 mdemers@asnuntuck.edu

Educational Technology (Blackboard)
Katie O’Connell, Director 860-253-3109 koconnell@asnuntuck.edu

Information Center (front desk)
Kimberley Quinn, Secretary I 860-253-3012 kquinn@asnuntuck.edu

Information Technology (email, phone, or computer issues)

IT Support Help Desk 860.253.1290 X31290
Travis Brown, IT Technician I 860.253.1294 tbrown@asnuntuck.edu
Ben Durant, Coordinator of Media Services & IT 860-253-3074 bdurant@asnuntuck.edu
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Charles Knurek, Acting Asst. Director. of IT
Nathan Thibodeau, IT Technician Il

Library
Matt Hall, Director

Payroll
Josh Ochs, Assistant Payroll Coordinator

Payroll Questions:
e CoreCT password resets
e Direct Deposit changes
e W4 Modificatoins
e W2 Inquiries
e General Payroll Questions

Student Services
Timothy St. James, Interim Dean of Student Services/

Title IX Deputy

Andrea Skidgel, Secretary |I

860-253-3037
860-253-1293

860-253-3171

860-906-5004

860-253-3011

860-253-3020

cknurek@asnuntuck.edu
nthibodeau@asnuntuck.edu

mhall@asnuntuck.edu

jochs@ccc.commnet.edu

CSCU-PayrollSSO@commnet.edu

tstiames@asnuntuck.edu

askidgel@asnuntuck.edu


mailto:tstjames@asnuntuck.edu

Coronavirus (COVID-19) Pandemic Disclaimer

For the past year and a half, Connecticut along with the rest of the United States suffered the effects of the COVID-19
coronavirus pandemic. Day-to-day life as it existed before the pandemic changed drastically, and individuals and
institutions have adapted to new practices and behaviors. Virus mitigation measures such as wearing facial masks,
maintaining social distance, and working and learning remotely are now routine practices incorporated into our lives.
Learning about and adhering to Center for Disease Control and Prevention (CDC) guidance has become a way of life. As
we plan for the next academic year, there remains the continuing threat of COVID-19, yet there is hope to be found
through vaccination.

The Connecticut State Colleges and Universities (CSCU) continues to adapt to meet this reality, and that includes the
vaccination requirement. As you know, it is up to all of us — faculty, staff and students — to do our part to ensure our
campus community stays as healthy and safe as possible. This continues to be a shared responsibility, and every
member of our community must adhere to national, state, and local health guidelines and requirements, and adhere to
those measures Asnuntuck Community College deems safe and appropriate for the campus. This will include being or
getting vaccinated (or requesting an exeption), social distancing, wearing masks or other facial coverings, not reporting
to class or work if sick, and isolating when required.

Although Asnuntuck Community College is readily developing a schedule of courses that include some in-class and on-
ground instruction, the environment remains somewhat unpredictable. In the case of a severe outbreak of the
coronavirus or other iliness, the institutions reserve the right to adapt the format of any class to an entirely
online/distance learning modality as public health conditions warrant. Such change will not result in any increase or
decrease of tuition and fees. We all understand that tuition and fees are in exchange for learning, academic credit, and
certain non-academic services regardless of whether taught on-ground, in a hybrid environment or entirely remotely.

Most important to CSCU and Asnuntuck Community College is the health, safety and welfare of every member of its
community. Yet, despite campus efforts to comply with health and safety guidelines, it is not possible to guarantee a
disease-free environment, or to guarantee that campuses will not close and return to an online-only learning
environment. These are the realities of working and learning during a pandemic. By choosing to be on campus during the
pandemic, you accept that you are willing to do your part to keep the campus safe and acknowledge that you may be
required to complete your course work in an evolving or remote learning environment.

Asnuntuck Community College community is looking forward to welcoming you.

Instructional Methods
Asnuntuck offers the following course types to address learning, scheduling and safety considerations for all in our
educational community:




Instructional

Course

Instructional Method

requirement

(i.e., *asynchronous), on-
campus requirement for
orientation or proctored
assessment(s) as
designated by the instructor

e Students complete
assignments online in
Blackboard and/or a
publisher platform

e There is an on-campus
requirement for an initial
orientation or proctored
assessment(s) as
designated by the
instructor

Method Code Location SR Description e
Traditional On-campus Scheduled on-campus class | e Traditional in class Traditional in class instruction
(TRAD) times based on the instruction that takes that takes place on-campus

published day/time place on-campus
Online All online e Online work may be o Allinstruction takes place Students need access to a
(ONLN) done anytime (i.e., online reliable computer with internet
*asynchronous) e Instructors are available connection
online
o Students complete all
assignments online in
Blackboard and/or a
publisher platform
Live/Remote Online All online e Scheduled online class | e Allinstruction takes place Students need access to a
Teaching times (i.e., online during scheduled reliable computer with internet
(LRON) *synchronous) and other class time connection, microphone, and
online work that may be | e Instructors are available web camera
done anytime (i.e., online Live instruction is conducted via
*asynchronous) e Students complete all a video conferencing platform;
assignments online in students should expect to turn
Blackboard and/or a their camera on and access their
publisher platform computer’s microphone during
class meeting times.
Hybrid Both on- e Scheduled on-campus e Instruction takes place Students in an HYBR course
(HYBR) campus and class times; Online work both online and in person need access to a reliable
online in Blackboard may be on-campus computer with internet
done anytime (i.e., e Students complete connection
*asynchronous) assignments in-person as
well as online in Black-
board and/or a publisher
platform
Online with Campus Online with an | Online work in Blackboard e Allinstruction takes place Students need access to a
Requirement (OLCR) on-campus and/or publisher platform online reliable computer with an

internet connection

*Synchronous teaching and learning happens in real time, on a certain day and time, in person in a classroom, or in a virtual environment like WebEx,

Teams, or Blackboard Collaborate. Participants listen and respond to each other within the live, online meeting.

*Asynchronous - means you do not meet in person at the same time or in the same room/virtual meeting. Students and instructors login to Blackboard
or a publisher's website to access content, and complete assigned activities or assessments at a time of their choosing. Students complete course

activities according to the course syllabus schedule or posted due dates.
Asnuntuck Community College reserves the right to change the methods of instruction and course delivery at any time. All course dates are subject to

change.




FERPA & VIRTUAL LEARNING

WHAT IS FERPA?

FERPA (Family Educational Rights and Privacy Act, as amended), also known as the Buckley
Amendment, was passed by Congress in 1974. It grants three specific rights to a post-secondary student:
¢ Toinspect and review the education records that the institution is keeping on the student within 45
days of a request.
¢ To seek amendment to the student’s education records and in certain cases append a statement to
the record.
e To control the disclosure of a student’s educational records to others except when the student
provides consent, or as required or permitted by CSCU BOR policy or by law.

Unlike at the primary and secondary level, these rights belong to the post-secondary student, and not to the
student’s parents or legal guardians, regardless of the student’s age. Moreover, the rights continue to exist
after the student’s graduation and expire only upon either the destruction of the relevant records or the
student’s death. If students feel their rights have been violated, they have the right to file a complaint with
the Family Policy Compliance Office of the U.S. Department of Education, however, FERPA does not
create personal rights that an individual may enforce.

FERPA & VIRTUAL LEARNING - FAQs

What constitutes an “education record” under FERPA?

Under FERPA, “education records” are, with certain exceptions, those records, files, documents and other
materials that are:
e Directly related to a student; and

e Maintained by an educational agency or institution or by a party acting on behalf of the educational
agency or institution, and are not specifically excluded under the six categories of exceptions set out
in 20 USC 1232g(a)(4)(B).

What is “Personally Identifiable Information” under FERPA?

“Personally identifiable information” or “PII” refers to any data element contained in an education record
that, if disclosed alone or together with another data element, would allow a reasonable person to reasonably



identify the eligible student who is the education record’s subject. FERPA prohibits disclosure without prior
consent of education records and PII from an education record. PII includes, but is not limited to:

a) The student’s name;

b) The name of the student’s parent or other family members;

(c) The address of the student or student’s family;

(d) A personal identifier, such as the student’s social security number, student number, or biometric record;

(e) Other indirect identifiers, such as the student’s date of birth, place of birth, and mother’s maiden name;

(f) Other information that, alone or in combination, is linked or linkable to a specific student that would
allow a reasonable person in the institution’s community, who does not have personal knowledge of the
relevant circumstances, to identify the student with reasonable certainty; or

(g) Information requested by a person who the educational agency or institution reasonably believes knows
the identity of the student to whom the education record relates.

Note: CSCU institutions have increasingly been collecting contextual or transactional data as part of their
operations, often referred to as “metadata” or “aggregated data.” Metadata or aggregated data refer to
information that provides meaning and context to other data being collected; for example, information about
how long a particular student took to perform an online task has more meaning if the user knows the date and
time when the student completed the activity, how many attempts the student made, and how long the
student’s mouse hovered over an item (potentially indicating indecision). Metadata or aggregated data that
have been stripped of all direct and indirect identifiers are not considered protected information under
FERPA because they are not PIL

Do classroom recordings constitute FERPA education records?

e Maybe. Video, photo or audio recordings of virtual classes qualify as “education records” only if they
directly relate to a student and are maintained by an educational agency or institution or by a party
acting on their behalf. FERPA’s non-disclosure provisions may still apply to class recordings even if they
do not qualify as “education records,” if the recording contains Pll from student education records:

o If the video recording made by the institution directly relates to a student or contains student PlII,
disclosure of the recording outside the class requires written consent from all affected students, or
a de-identification or redaction of all relevant student PII prior to disclosure. If the video or audio
recording only identifies the faculty member, and does not directly relate to any student or contain
student PII, the recording is not a FERPA education record, but is the intellectual property of CSCU
or Asnuntuck Community College.

o Arecording of a virtual class should not generally be considered an education record for a specific
student and should not be maintained in a specific student’s records. If, however, the recording is
maintained in a specific student’s record (perhaps, for example, as a record of misconduct engaged
by the student during the virtual class), then it must be treated as a FERPA education record.

For more information regarding recordings under FERPA, see U.S. Department of Education’s FAQs.
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I’m a faculty member working from home and would like to have a conference
with a student and my spouse is at home in the same room. Is it alright 1f I
conduct the conference?

Yes, as long as the faculty:

* Does not disclose PII from the student’s education record in hearing of the faculty’s spouse during the
conversation; or

* Moves away from the spouse to discuss PII from the student’s education records so that the spouse does
not overhear the discussion; or

» Obtains prior consent in writing (electronic) from the eligible student for the potential disclosure of PII
from the student’s education records to the faculty’s spouse.

What is “Directory Information” and how does it apply in a virtual classroom?

FERPA identifies a limited number of data elements contained in students’ education records that may be
designated as “directory information,” which is the sort of information that would not generally be
considered harmful or an invasion of privacy if disclosed. Educational agencies or institutions may disclose
directory information after publishing a FERPA policy detailing what information constitutes directory
information. See BOR FERPA Notice and Directory Information Policy for the types of information CSCU
BOR has designated as directory information.

The directory information exception permits certain PII from education records which an educational agency
or institution has designated as directory information to be disclosed during classroom instruction to students
who are enrolled in and attending a class, including a virtual class.

e The directory information exception may not be used by the student to opt out of disclosures of a

student’s name, identifier, or institutional email address in a class in which the student is enrolled. 34
CFR §99.37(c).

Can non-students observe or participate in a virtual class?

e Just like on-ground classes, non-students should not attend virtual classes. As a best practice, CSCU
institutions should discourage non-students from observing virtual classrooms in the event that PIl from
a student’s education record is, in fact, disclosed in such virtual classrooms.

e However, there are scenarios where it is important to have a non-student participate or observe the
class. The two most common examples are guest speakers who are experts in a topic or prospective
students that would like to experience the classroom environment. When a non-student will be present
in the virtual classroom, please give the following guidance to that guest:

o Do not ask anyone for any personally identifiable information (PIl) during the virtual class; and
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o The guest is not allowed to record or disseminate the class content, including to other platforms or
websites such as YouTube, Course Hero, Facebook, Twitter, etc.

Who owns the intellectual property rights of the class recordings?

Generally, faculty and students retain ownership rights in their scholarly work, unless an exception or a
contractual agreement applies. However, CSCU owns the copyright in the recordings the institution
makes of faculty courses and presentations. Although CSCU owns the class recordings, it generally does
not own the faculty member’s scholarly work content contained within the recording, unless an
exception applies.

If I am recording in any of my classes, regardless of instructional method, what

should I put in my syllabi?

Please insert the following language in the class syllabi:

“Class sessions may be recorded and uploaded to Blackboard and shall be used for the purpose of
completing course assignments only. Unless prior permission is obtained or reasonable accommodation
granted, students are not permitted to record classes. Students participating in the virtual classroom
should refrain from sharing personally identifiable information from education records. Additionally,
U.S. Copyright Law, Connecticut State law, or relevant collective bargaining agreements protect the
intellectual property of the faculty member, CSCU or Asnuntuck Community College, which may include,
but is not limited to: lectures, demonstrations, or performances. Any redistribution of recordings
without the faculty’s or the institution’s prior approval constitutes academic misconduct and may result
in disciplinary sanctions. CSCU or Asnuntuck Community College reserves the right to delete the class
recordings pursuant to CT State law retention requirements after the period of instruction is over.”
In order to establish student consent to recording of classes create a 1 question quiz in Blackboard “I
consent to having classes recorded in my ENG*101: Composition CRN #### course.” (customize with
your course number, name, and CRN #) Student response options would be “yes” or “no”. Any student
who responds “no” needs to be redacted from any recordings. This is a one time quiz that will establish
consent for the duration of the semester.

Also announce at the beginning of each recording that the class session will be recorded and uploaded
to Blackboard.

Can faculty record classes and post the recording of the virtual classes on

Blackboard for students enrolled in the class who are unable to attend?
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Yes, as long as the faculty member is careful not to disclose student Pll (unless the faculty obtained
prior student consent) from student education records, FERPA does not prohibit faculty or the
institution from making a recording of the virtual class available to students enrolled in the class. The
recording should only be shared through a platform that is accessible to the student class members.

Can the faculty show or share recordings from last year’s class in the current

class?

If the recording contains information directly related to specific students or contains student PlI, this
situation must be treated as if the video or audio recordings were being shown to or shared with a
third-party audience, which requires the affected students to sign FERPA consents, or if the students’
consent is not feasible or granted, to de-identify or redact any student PII prior to disclosure.

Additionally, if recorded lectures or lessons are disseminated to a third-party audience, faculty
intending to disseminate the recording(s) need to ensure appropriate copyright permissions or licenses
are secured.

May students record virtual classes?

No, not without the consent of the faculty member or the institution’s Dean of Academic Affairs, or
designee. Students who would like to record classes as a reasonable accommodation should be referred
to the institution’s Office of Disability Services.

May students share the class recordings outside of the student’s course

instruction?

No, a student has no right to use the institution’s recordings outside of the purpose of completing the
course requirements. Generally, CSCU owns class recordings and the student needs prior written
permission from the faculty or the Dean of Academic Affairs, or designee to share the class recording
outside of the student’s course instruction. Faculty are encouraged to put students on notice in their
syllabi that classroom recordings are owned by the institution and course content is owned by the
faculty.

Does FERPA require institutions to maintain or store video or audio recordings of

classes?

No, FERPA does not obligate educational agencies or institutions to maintain or store these types of
records, and CSCU or Asnuntuck Community College may delete the video or audio recordings after the
period of instruction is over. Likewise, FERPA does not require educational agencies or institutions to
notify a student prior to destruction of the students’ education records. However, CT State record
retention regulations for higher education institutions may apply. There is no video or audio recording
category for higher education institutions within the CT State record retention regulations, but for other

12


https://atlas.ct.gov/Portal/pages/index.jsp?reportSubmission=true&item=masterSchedules&class=All&recordclass=Agency+General+Schedules%3A+Higher+Education&recordtype=All&keyword=All
https://atlas.ct.gov/Portal/pages/index.jsp?reportSubmission=true&item=masterSchedules&class=All&recordclass=Agency+General+Schedules%3A+Higher+Education&recordtype=All&keyword=All

CT State agencies, the video recording retention requirements are recording date + 30 days. Faculty
may state in the course syllabi that CSCU or Asnuntuck Community College reserves the right to delete
class video or audio recordings pursuant to CT State law retention requirements after the period of
instruction is over.

What if a student objects to being recorded?

e [f a student objects to being recorded in a virtual classroom, an acceptable compromise is for the faculty
member to de-identify or redact the student’s image or portion of the student’s class participation.

What if a student declines to sign a FERPA consent?

e Students cannot be compelled to give consent, but faculty may redact the student out of the recording
or de-identify the student even if the student refuses to consent.

If I require students to show their face during a LRON course so I can make sure
they are participating or not cheating during an exam, what do I do if a student
refuses to turn on their camera?

e Ifitisfor alegitimate academic purpose, faculty can ask students to have their cameras turned on.
However, there may be scenarios where a student may receive an accommodation from this
requirement. For example, the student is a domestic abuse survivor, under the care of Department of
Children and Families (DCF), has severe anxiety, or other circumstances warranting a reasonable
accommodation or exception. If a student wishes to receive an accommodation from having their
camera turned on, refer them to the College’s Office of Disability Services. If a student cannot afford a
webcam, refer to the College’s point of contact for the Student Emergency Fund.
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ACADEMIC ORGANIZATION

The Academic Affairs Office is responsible for all academic programs, courses and instruction as well as the Academic
Tutoring Center and the Library. All course and program planning and matters relating to full-time and adjunct faculty are

overseen by this department.

The academic disciplines at Asnuntuck Community College are organized into four departments, each with a department
chair. The four departments are: Science, Technology, Engineering, Art, & Mathematics (STEAM), Liberal Arts, Careers,
and Advanced Manufacturing Technology.

The disciplines assigned to each department are as follows:

Department of Science, Department of Liberal Department of Careers:

Technology, Engineering, Arts:

Art & Mathematics

(STEAM):

Art Anthropology Accounting

Astronomy English Business Administration

Biology HDEV/First Year Exp. Communications

Chemistry History Criminal Justice

Computer Information Humanities Early Childhood Education
Systems Technology Philosophy Human Services

Dance Political Science Registered Medical Asst.

Digital Arts Psychology all related certificates

Engineering Sign Language

Environmental Science Sociology

Geography Spanish

Graphic Design

HPE/Yoga

Oceanography

Physics

Mathematics

Music

Theater

Department of Advanced
Manufacturing Technology:

Manufacturing Electro--
Mechanical Maintenance
Technology

Manufacturing Electronics
Controls Technology

Manufacturing Machine
Technology

Manufacturing Welding
Technology

and all related certificates

Academic Tutoring Center

The Academic Tutoring Center provides additional professional, academic support to students outside the classroom
setting. Services provided by the Center are free of charge to Asnuntuck students taking Asnuntuck courses. The Center is
located inside the Library in room 119.

During the Fall 2021 and Spring 2022 semesters, tutors will be on-ground and available for in-person sessions during our

regular operating hours. On-ground tutors will also have the capability to provide live, online support if students cannot come

to campus for an in-person session. Students can reach out to tutors online, without an appointment and in real time, to ask
quick questions using our Tutor Chat option. We will also offer an asynchronous Paper Submission Service, where students
can upload any written coursework for review and comment by ACC'’s tutors.
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Students can schedule their own appointments online at
https://outlook.office365.com/owa/calendar/AcademicTutoringCenter@ctregents.onmicrosoft.com/bookings/. Students may
also call 860-253-3164, leave a message in the Tutor Chat, or email AS-tutors@acc.commnet.edu to make an
appointment. Please see the Academic Tutoring Center’'s website for updated information https://asnuntuck.edu/student-
resources/academic-tutoring-center/, or visit us on Instagram (@acctutoringcenter) for more information on our services.

Library

The Library has a collection of 27,000 print books, as well as nearly 1,000 online e-books; thousands of online full text
scholarly journals; and a collection of DVDs. Services offered by the Library include assistance in person or online with
reference and research needs, library instruction for classes, interlibrary loan, assistive technology for Library users with
disabilities and/or special needs, and a web site that enables access to resources 24/7/365. There is also a small collection
of textbooks on Reserve for students.

Through the Library’s web site and online catalog, users may view and request items not only in the Library’s own collection,
but also in the sixteen other BOR institutions. More information can be found on our website at
https://asnuntuck.edu/student-resources/library/.

During the 2020-2021 semesters the Library will have four (4) computers available for student use to ensure proper social
distancing. The Homework Computer Lab, located in the back of the Library, will not be available due to social distancing
guidelines. Student access to the Library will be by appointment only via a Bookings app accessible on ACC’s website.
The library will be student use only and not accessible to the public. The library will be physically staffed 16 hours/week
for on ground services. Online access to the library’s research services will remain at the "normal" 57 hours/week and
can be reached by emailing as-Ircref@acc.commnet.edu.

Student Computer Labs

During the Fall 2021 semester the computer lab classroom in 212 will be used as student computer lab. Room 215, the
MAC Lab, is reserved for students in the ART/DGA/GRA classes only due to specific software needs. The computers in
the Communications Lab 116 have been moved to room 133A, so social distancing guidelines can be followed. Hybrid
classes held on campus will use laptop carts or can book room 214 to meet their computer needs during instruction. The
computers in the Homework Lab have been shut down because social distancing cannot be followed in that room.
Students will be able to book or reserve all computer lab time using a Bookings app available on ACC’s website. All
computer lab time will be in no more than 2-hour increments.
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ACADEMIC INFORMATION

Please also read appropriate sections in the college catalog, which contains official Connecticut Board of Regents of Higher
Education (BOR) and college policies.

Academic Integrity - Procedures Regarding Suspected Violations of Academic Integrity
Issues of academic integrity are of vital concern to any academic community. Academic integrity involves values that are at
the core of the educational and developmental mission of any institution of higher education.

The Connecticut Board of Regents of Higher Education Policy on Student Conduct sets forth the Expectations for Student
Conduct regarding Academic Integrity. The College’s procedure for addressing a suspicion of academic integrity as defined
by the BOR Policy on Student Conduct is as follows:

Any member of the College faculty or staff (e.g., another instructor, lab assistant, tutors, support staff, etc.) who has
information regarding a possible violation of academic integrity as defined by the BOR Policy on Student Conduct must report
the information to the instructor in whose course the violation may have occurred as well as to the Dean of Student Services.
Upon receipt of any such information the instructor will investigate and resolve the matter as to any academic consequences
in the course. The Dean of Student Services will proceed in accordance with the Procedures set forth in the BOR Policy on
Student Conduct.

The faculty member in whose course the violation of academic integrity may have occurred will promptly review the
information provided. If the faculty member determines there is reason to believe a violation of academic integrity may have
occurred, the faculty member will gather all relevant information and promptly provide the student with an opportunity to meet
as soon as reasonably possible. If the student elects to meet with the faculty member, the faculty member will discuss the
information gathered regarding the possible violation by the student of the Policy on academic integrity and allow the student
to provide relevant information. As soon as possible after receiving all information, including information from the student, the
faculty member must make a determination as to whether a violation of academic integrity was committed by the student. If
a violation is determined to have occurred, the faculty member must determine the appropriate academic sanction in the
course from among the following:

1) No sanction
2) Reduced grade on the assignment, paper, quiz, exam, etc.
3) A grade of “F” for the assignment, paper, quiz, exam, etc.
4) Areduced course grade

)

5) An “F” for the course

Normally within thirty (30) days of initially receiving information regarding a possible violation of academic integrity, the faculty
member must notify the student, Dean of Academic Affairs and the Dean of Student Services of the decision and forward to
the Dean of Student Services all of the information gathered by the faculty member, whether or not the decision of the faculty
member is that violation occurred.
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Upon receipt of information regarding a possible violation of academic integrity or upon receipt of a report from a faculty
member of a determination of academic integrity the Dean of Student Services will initiate the Procedures set forth in the
BOR Policy on Student Conduct during which the student’s status with the College will be reviewed and which may result in

sanctions being imposed that include, but are not limited to, Probation, Suspension or Expulsion from the College.
August 14, 2007

Violation Occurs

Instructor Investigates

Instructor member notifies student, Dean of Students, and Academic Dean

1
1 1
)

Meeting with Instructor, Meeting with Instructor and
Student and Dean of Students Student

Instructor Issues Sanction

Dean of Students Issues Instructor issues Sanction

Sanction
I

Student Notification

Instructor Notifies Dean of
Students and Academic Dean

Dean of Academic Affairs
Notification

Dean of Students meets with
Student

Dean of Students Issues
Sanction

Student Notification

Approved Add/Drop Policy:
First 7 days of semester:
Students who wish to add or drop a course may do so online or in person at the Registrar’s Office during the first
seven days of the semester. No instructor permission is required to add or drop during this time period. It is the
student’s responsibility to contact the instructor and take appropriate action to make up missing work (as
permitted by instructor) when adding after the class has met.
On 8th day of semester:
Add period ends. Classes cannot be added on or after the 8t day of the semester. Student who wish to add a
course may wish to consider our late start schedule. To drop a course, students must do so in person at the
Registrar’s office. No instructor permission is required to drop a course.
After 14th day of semester:
Drop period ends. Withdrawal period starts and a W will appear on student’s transcript. (The instructor’s
signature is required to withdraw after the 6t week of the semester)
Accelerated Classes:
An accelerated class (meeting fewer than 15 weeks) requires the instructor’s signature to add the course after it
has met.



Add Period:

e 7days
Drop Period:
e 14 days

ADD/DROP and COURSE WITHDRAWAL

Courses may be added to a student’s schedule through the first seven (7) calendar days of a standard semester (fall or
spring). Students may drop or add a class online at http://my.commnet.edu, by emailing an completed Add/Drop form to
the Registrar’s Office at AS-Registrar@Asnuntuck.edu, or by faxing the form to 860-253-3016 or dropping it off in person
to the Registrar’'s Office. The preferred method of communicating with the Registrar’s Office during the current COVID-19
pandemic is by email. Itis the student’s responsibility to contact the instructor and make up missed work if the course
added has already met.

Courses may not be added on or after the eight (8t) calendar day after classes begin. Students who wish to add after
this date can consider our late-start schedule.

Courses that do not meet for the standard fifteen (15) weeks, including Summer session, Winter session, accelerated,
and late-start courses, have their own add/drop/withdraw deadlines. These deadlines are relative to the length of the
course. In some cases, the add/drop period can be as short as one day. Please consult your instructor or the Registrar's
website for applicable dates.

Changes made to a course schedule that increase or decrease total number of credits in which a student is enrolled will
affect billing and financial aid.*

DROPPING AND WITHDRAWING FROM A COURSE
Courses dropped during the Drop Period - the first 14 calendars days of each standard semester --will not appear on
students’ academic transcripts, but will affect billing and financial aid. *

After the Drop Period, a course withdrawal is reflected by a “W” notation on a student’s transcript. A student may
withdraw from a course through the end of the 11t week of the semester, but the instructor’s signature (or an email
directly from the instructor to the Registrar) is required to withdraw after the 6t week of the semester. Students are
encouraged to meet with a financial aid counselor to determine the impact that a withdrawal will have on financial aid
awards.

A student may not obtain a transcript notation of “W” in a course if there exists a substantial reason to believe that the
student has engaged in academic misconduct in the course. A transcript notation of “W” will only be permitted for such
students when the final resolution of the case is a finding that the student did not commit the alleged academic
misconduct in the course.

*Students should carefully review the Financial Aid and Tuition and Fees sections of the college catalog before
making schedule changes and meet with a Financial Aid counselor to determine any impact.
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ACADEMIC ENGAGEMENT

Current CSCU policy requires that students who do
NOT begin participation in each class by a certain date
be dropped from the class(es) in which there is no

evidence of active participation. This will impact

financial aid eligibility.

SUMMARY: IMPACT OF DROPPING/WITHDRAWING FROM COURSES

STANDARD 15 WEEK SEMESTERS (FALL & SPRING)*

TIMING OF DROP/ IMPACT ON FINANCIAL INSTRUCTOR
WITHDRAWAL TRANSCRIPT IMPACT SIGNATURE REQUIRED?
Before semester begins Course will not appear Fees not refunded
100% tuition refund No
Semester weeks 1-2 Course will not appear Fees not refunded
(add and drop periods) 50% tuition refund No
Semester weeks 2-6 “W” recorded Fees not refunded
Tuition not refunded No
Semester weeks 7-11 “W” recorded, with Fees not refunded
instructor permission Tuition not refunded Yes
Semester weeks 12-15 Grade calculated based Fees not refunded n/a, withdrawal not
on work completed Tuition not refunded permitted

Please remember: any change in the number of credits in which a student is enrolled can
have an impact on Financial Aid.

*NON-STANDARD and ACCELERATED COURSES: Courses that do not meet for the standard 15
weeks, including Summer session, Winter session and late-start courses, have their own
add/drop/withdraw deadlines. These deadlines are relative to the length of the course. In some
cases, the add/drop period can be as short as one day. Please refer to that session’s brochure
for applicable dates.

Change of Grade Notification

Should you find that you need to change a student’s final grade that has been submitted to the Registrar, you will need to
complete a “Change of Grade Notification” form. You can find a copy of the form in the appendix of this handbook. This form
must be submitted when a student has been assigned an incomplete and has successfully submitted the work required to
complete the course. Should a student dispute a grade they have received, a determination to change the grade is at the
discretion of the faculty. Change of grade forms are provided by the Registrar’s office.
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Class Rosters

Class rosters are available by logging on to myCommNet and clicking on Banner Student & Faculty Self-Service link on the
right of the page. Next, select “Faculty/Advisor Services.” The page will provide multiple options including a link to view
“Class Lists and Rosters.” Be sure to select the current term prior to opening your roster. Faculty should check their rosters
on myCommNet throughout the semester, especially during the first two weeks of the semester as students will continue to
add and drop classes during those first two weeks of class.

English As A Second Language

The Academic Tutoring Center has staff trained to help students needing help mastering English. If you have such a student
in class, refer them as quickly as possible to Angelina Hinojosa, Director of the Academic Tutoring Center at 860-253-3169 or
ahinojosa@asnuntuck.edu. We all want to help students receive the maximum benefit from the college.

Exams

The College does not require midterm or final examinations, though they are encouraged. There is a final exam period at the
end of each semester, and the meeting of students during this time is recommended. In the event of illness during a final
exam, it is the student's responsibility to contact the instructor and schedule a time to take the exam, if allowed. Individual
faculty determine their policy for make-up exams which should be clearly stated on the course syllabus.

Grading System

The method of evaluation of student achievement are left to the professional judgment of each faculty member (unless a
department or area has a standard method of evaluating students in a particular course). Remember to include how a final
grade will be determined in your syllabus, or other written material provided to students and the Office of Academic Affairs.
All Community Colleges use the same grading system as defined below:

Grade Quality Points
A 40
A- 3.7
B+ 3.3
B 3.0
B- 2.7
C+ 2.3
C 20
C- 1.7
D+ 1.3
D 1.0
D- 0.7
F 0.0

The letter grades shown above, with an additional designator, shall also be used for grades awarded to students in
developmental courses. The current practice is that a # symbol shall be added immediately following the grade.

Posting of “F” Grades
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The online grading process requires additional information whenever a grade of F is assigned. To record a failing grade, the
instructor is asked to also include the last date of student academic engagement:

F: This grade is reserved for students who have, in the judgment of the instructor, completed assignments and/or
course activities throughout the term sufficient to make a normal evaluation of academic performance possible, but
who have failed to meet course objectives.

Academic Engagement:

Asnuntuck students are expected to actively engage in learning. CSCU policy requires that students who do NOT begin
participation by a certain date after the beginning of each class must be dropped from the class(es) in which there is no
evidence of active participation.

Academic engagement includes, but is not limited to:
e Attending a class where there is an opportunity for direct interaction between the instructor and students
Submitting an assignment or taking an exam
Engaging in an interactive tutorial or computer-assisted instruction
Taking part in a study group assigned by the instructor or ACC tutor
Participating in an online discussion about the course material
Initiating contact with a faculty member to ask a question about the academic subject studied in the course

Academic engagement does not include:
e Logging into an online class without active participation — Logging into Blackboard or other publisher systems
alone doesn’t count as active participation
e Participating in academic counseling or advising

Faculty/ Instructors/ Asnuntuck staff will determine whether academic engagement has occurred. A student’s certification
of participation that is not supported by documentation cannot count as engagement.

Administrative Transcript Notations — Letters other than A-F
(These notations are assigned by the Registrar’s office and are not available to faculty when submitting grades.)

AU - Audit

An administrative transcript notation for students auditing a course. This status will allow them to participate in class
activities without being required to meet the examination requirements of the course. A student who wishes to
change from credit to audit status must request this within the first four weeks of the course, using such forms and
procedures as the college may prescribe. Students auditing a course may not change to credit status.

| - Incomplete

A temporary grade assigned by the faculty member when course work is missing and the student agrees to
complete the requirements. The use and management of this grade is prescribed in Board of Trustees policy 3.5.1—
Granting of an Incomplete, adopted July 23, 2001.

M - Maintaining Progress

An administrative transcript notation used for developmental courses only to indicate that the student is maintaining
progress. It may be given to a student for a course only twice.
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P - Pass
An administrative transcript notation for successful completion of courses taken on a pass/fail basis. Students failing
will receive a grade of “F”.

R - No Grade
An optional administrative transcript notation for any situation where there is no grade reported by the instructor at
the end of the traditional semester.

TR- Transfer
An administrative transcript notation in lieu of grades for courses accepted for credit from other colleges and
universities.

W - Withdrawal
An administrative transcript notation used to indicate that a student is withdrawn from a course in accordance with
the procedures prescribed by the college.

Submitting Grades Online

Instructors are required to submit final grades for the semester by the deadline listed on the academic calendar. Grades
are submitted by logging on to myCommNet. For detailed instructions on how to enter grades through myCommNet,
visit

https://cscu.edusupportcenter.com/sims/helpcenter/common/layout/SelfhelpArticleView.seam?inst name=cscu&article i
d=1912-1468912

Please note that myCommNet and Blackboard are not connected and final grades in Blackboard will not appear in
myCommNet automatically. Please submit your final grades to the Registrar using the myCommNet portal.

Assigning an Incomplete
An incomplete (1) is a temporary grade assigned to a student who, because of special circumstances, cannot complete the
semester and who has received a written time extension from the instructor.

A student requesting an incomplete must:
e have completed 756% of the course work prior to the request
e request the incomplete from the appropriate instructor
e if granted, sign the “Assignment of an Incomplete” form. The instructor will indicate on the form: the grades
that have already been earned by the student and the work that remains to be completed.

The instructor must send a copy of the form, with all appropriate signatures, to the Registrar’s Office by the semester grade
deadline. A copy of this form is available in the Appendix of this handbook as well as the Registrar's Office.

The coursework must be completed per the instructor's expectations and the deadline may not be extended beyond the 10th

week of the next standard semester (Fall or Spring). Incompletes not updated will convert to the grade indicated on the original
form. The “I” will convert to an “F” if no grade is indicated.
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Overrides

When a course is closed because enrollment has reached the maximum, a student may request an override from the
instructor. Students are encouraged to contact the faculty directly for their permission to enroll in the class beyond the
maximum enroliment. Faculty need to sign the student’s registration form indicating their permission to over-enroll or confirm
their permission by email which the student can submit to the Registrar with their registration form. The decision to allow an
override for a class is at the discretion of the instructor.

With permission of the instructor (adjunct or FT) and subject to room/lab capacity, up to 2 students may be added beyond the
original course enrollment cap. Any request to increase overrides beyond 2 must be approved by the Coordinator,
Department Chair, or Academic Dean. If the instructor cannot be reached for approval, the Coordinator, Department Chair,
or Academic Dean can consulted for over enrollment approval.

Plagiarism
If you suspect plagiarism in a student’s work, you must report this to the Dean of Student Services. Please see the section

on Academic Integrity for information on the procedures for handling plagiarism.

SafeAssign Plagiarism Detection Tool and Syllabus Statement

At this time, SafeAssign is the only plagiarism detection tool provided by Asnuntuck for use in courses taught here. Some
colleges in the CSCU system may use another service, such as Turnitin. If you are associated with colleges or
universities outside the CSCU system, please remember that you are not allowed to upload CSCU student work to a
plagiarism detection service provided by that college, nor can you use our detection service to assess the work of a
student not registered for your CSCU-contracted courses. See attached for formal notice and guidelines from CSCU
counsel regarding SafeAssign.

SafeAssign is a plagiarism prevention service, offered by and integrated into Blackboard. This service helps educators
prevent plagiarism by detecting unoriginal content in student papers. SafeAssign compares submitted assignments
against a set of academic papers to identify areas of overlap between the submitted assignment and existing works. You
can use SafeAssign to help prevent plagiarism and create opportunities to help students identify areas for improving
attribution and paraphrasing.

Faculty must first add the "SAFEASSIGN SYLLABUS STATEMENT” This statement is on Page 28.
SafeAssign has two options that instructors may use:
1. SafeAssign built into a Blackboard Assignment:
Students self-submit their own papers via an assignment that has been set up so that student submissions are
checked for plagiarism using SafeAssign. Originality reports are then delivered to the instructor--and optionally to
the student if the instructor permits it.
When an Assignment incorporates SafeAssign, grading is integrated with Blackboard's Grade Center, as

grading is done through the Assignment tool submissions. Assignments DO NOT become part of SafeAssign’s
global database and students will not see a box to check to allow that (old system). Faculty will see a checkbox
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to “exclude submission to database ... but it can be ignored. Checked or unchecked, any work submitted will
reside in the CSCU database only.

2. Direct Submit:
This option enables instructors to submit papers or to copy and paste text from a paper or any other source (a
discussion, blog, or journal post, for example) to be checked for plagiarized content. This option requires that
instructors remove personally identifiable information and only instructors receive the originality report. This
option is not linked with Blackboard's Grade Center.

To learn how to incorporate SafeAssign, watch the CSCU EdTech channels’ video: Assignments Overview:
Including SafeAssign and Rubrics

Student Absences

The College does not maintain a policy regarding student absences. Faculty members must inform students of their
attendance requirements on the course syllabus. You may not fail a student for non-attendance. If a student does not attend
the class or stops attending after a few classes, please contact the Student Services Secretary at 860-253-3020. Please be
sure to have your course CRN, the student’s name and their banner ID number.

Student Complaints About Instructors
Most often, student complaints about instructors focus on:

e expectations: student does not understand or does not accept faculty expectation of course work, either in quality or
quantity

e grades: grading on exams or papers is deemed "too harsh" by student

e personal: faculty style is offensive, perhaps language or a viewpoint is taken exception to, or the materials used are
found to be in "bad taste”

The basis for the process we use are the beliefs that students and faculty have the right to personal opinions and behaviors,
that teachers have academic freedom and that students have a freedom to question, and that rational discussion carried on
in a non-threatening context will result in an understanding of the mutual dependency of the freedoms and rights we promote.
The role of an administrator in this setting is as student advocate and as faculty advocate.

Students are encouraged to speak with their instructors first before contacting an administrator. However, when the student
feels that either a satisfactory response is not reached or are uncomfortable speaking with their instructor, the following
process is available:

1. The student speaks with the discipline Coordinator or the department Chair to express their concerns.

2. The Coordinator or department Chair will speak with the faculty member to determine if a resolution can be
reached.
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3. The faculty member and Coordinator/Chair will determine who should respond to the student with their
response to the complaint.

4. Ifthe student does not feel that the matter is resolved to their satisfaction, they may appeal to the Academic
Dean for review of the decision in writing.

Our experience is that resolution and new understanding usually takes place with one or two conversations among faculty,
student, and department chair. In that setting the department chair most often acts as the clarifier and will often offer
alternative solutions.

We encourage faculty to work closely with their students, and to know they have access to this process when there is a need.
For more information, please refer to the Policy on Student Rights: Review of Academic Standing section of the College
catalog.

Student Disabilities - Services

Asnuntuck Community College, under the jurisdiction of the Board of Regents is “committed to the goal of achieving equal
educational opportunity and full participation for people with disabilities in the community colleges.” Please refer to the
Persons with Disabilities: Policy Statement in the Asnuntuck Community College catalog.

Asnuntuck welcomes students with disabilities and embraces the opportunities to provide positive experiences for all of our
students. Itis, therefore, the policy of Asnuntuck Community College to provide reasonable academic adjustments for
students with a documented disability. Students with documented disabilities are encouraged to notify Deborah Kosior,
504/ADA Coordinator, AS-DisabilityServices@asnuntuck.edu, 860-253-3005, Asnuntuck Community College, 170 Elm
Street, Enfield, CT. 06082.

ADJUNCT RESPONSIBILTIES and GENERAL INFORMATION

Audio-Visual Equipment, Films, Auditorium etc.
Information Technology staff handles all Media Services requests. A request can be made online at as-
servicedesk@asnuntuck.edu by Friday, 12:00 p.m., one week prior.

Bookstore

The College bookstore is run by Follett Corporation. The hours of operation vary according to the time of year so check the
hours posted on the door for the accurate operating hours. Please check with your Department Chair and/or Program and
Discipline Coordinator as to how to proceed with ordering textbooks.
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Contract to Teach

Every adjunct will receive a “Notice of Appointment for Adjunct Faculty” (contract to teach) for each course they are assigned
to teach. This contract must be signed and returned to Cheryl Cyr in Human Resources in order to process your stipend and
begin the payroll process. Instructors will not receive payment for their teaching until a signed contract has been returned to
the Human Resources office. Adjunct faculty are required to be available between the dates on their contracts. If you have
not received a contract by the first day of classes, please contact the Cheryl Cyr immediately (860-253-3045).

Cancellation of Classes/Absence Procedures

Asnuntuck Community College expects that our Adjunct Instructors meet with their classes each scheduled class period, for
the duration of the class time period for the entire term of the semester in which they have a contract to teach. Regular
attendance of our adjuncts is important to the College and for our students in order to provide consistency in instruction and
continuity for each class for which they are enrolled during a given semester. Thus, we expect our adjuncts to maintain a
constant presence through stable class attendance. It is also important to note that only an official of the College, can cancel
your class.

If you are unable to meet your class as scheduled for any reason, there is a two-step process to follow to ensure that
cancellations are handled properly:

1. First, you must notify the College immediately by contacting the Academic Affairs Office during their normal
business hours (8:00 am —4:00 pm) or the Information Desk after 4:00 pm. Please do not leave voice
mail messages; if beyond business hours please send an email to Jenna-Marie Jonah
(lonah@asnuntuck.edu), Andrea Skidgel (askidgel@asnuntuck.edu) and AS-SecurityGuards (AS-
SecurityGuards@asnuntuck.edu). In the email include the course, start time and room number. Once this
notice is received a sign will be posted outside your classroom door and at the information desk. As much
as possible, faculty should notify their students by sending an email and posting an announcement on your
Blackboard course website.

2. The second step is to notify your Department Chair or Coordinator of your absence and your plan to make
up the cancelled course time. For short-term illnesses, faculty are expected to reschedule their classes at
times convenient to students and to inform their discipline Coordinator or Chair and the Academic Affairs
Office of the make-up schedule. In cases of expected prolonged absence, a request should be forwarded
to the Dean of Academic Affairs for a long-term substitute. You must notify the College if your class will not
be meeting for any reason or if the meeting location has changed for your class as the College is
accountable for all building occupants during an emergency.

College Closings

When classes are canceled by the college due to inclement weather, television stations WFSB-TV3, WWLP-TV 22, WVIT-
NBC 30, WGGB-ABC TV 40 will carry the announcements. The college radio station, WACC, 107.7 FM will also announce
cancellations. The primary means of determining the status of classes is our number that has weather-related recorded
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messages 800-501-3967. Select option 2 from the main menu to hear the current message. Cancellations are also posted
on the college website at http://www.asnuntuck.edu.

myCommNet Alert delivers Emergency notifications to students, staff, and faculty.

e Contact can be via text, celllhome phone, and email

e Loginto myCommNet (http:/my.commnet.edu) and click on myCommNet Alerts to keep your emergency contact
information up-to-date. (Note: myCommNet Alert updates do not update personal information in Banner Self-
Service).

Copying Facilities

There are several copiers and basic office supplies located in the Copy Center Workroom near the Business Office. The
Workroom can be unlocked by scanning your college ID on the lock, and adjunct faculty may use the copiers themselves. If
you have any questions about the machines or notice that a machine is not working properly, please contact the staff in the
Business Office.

A scantron machine (used to scan special forms instructors may use for multiple choice tests) with scantron sheets is located
in the Teaching & Learning Center (room 113). The door may be locked at times but a Security Officer at the Information
Desk can open the door at your request if scanning your college ID does not permit access.

Course Syllabus and Outline

Faculty are required to distribute a written syllabus to students. A sample syllabus can be found on page 36. While you are
not required to use this template, you are required to include all of the information listed on the sample. A copy of both the
syllabus and course outline needs to be submitted to the Academic Affairs Office or emailed to Jenna-Marie Jonah at
jionah@asnuntuck.edu no later than 7 days after your first class meeting. The College needs complete records to help
students transfer, to provide information to accrediting agencies, and to provide a record of what is taught in particular
courses. All substantive changes to your course syllabus or assignments should be printed and distributed to your students.
If the syllabus you submit does not contain all of the required language you will be asked to revise and resubmit.

Your course syllabus should be posted in your course shell in Blackboard. If you need assistance with Blackboard, contact
Katie O’Connell at 860-253-3109 or koconnell@asnuntuck.edu.

Disruptive Students

If you find that there is a student who does not respond appropriately in spite of your best efforts, contact Timothy St. James,
Dean of Student Services & Campus Facilities as soon as possible. A behavioral flag in Starfish may be raised to notify the
Dean of Student Services. If it is an emergency, contact the Information Desk at X33012 and request the assistance of the
security guard.
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Early Warning Process

Each semester, the Dean of Students issues a request for a list of students who may be in danger of failing their courses. It
is of the utmost importance that you send the names of students in your classes to the Student Services Office. Once the list
is compiled, students are notified of the potential danger of failure and the options that are available to them for assistance,
i.e., the Academic Tutoring Center, Library, etc.

Emergencies
The initial and primary source for all emergency information is the Timothy St. James, Interim Dean of Students & Campus

Facilities, 860-253-3011. In the first week of classes, you should provide your class with general information relating to
emergency procedures, including evacuation route, emergency phone location, etc. The instructor should be familiar with the
school’'s emergency response plan and be able to direct visitors with disabilities. In the event of an emergency, take
responsible charge of the classroom and follow emergency procedures for all building alarms and emergencies.

Emergency Procedures:

1. Dial 911 immediately. Be sure to inform the police of the room number. When calling from an ACC phone, this will
automatically notify the front desk, the security officer, and the Dean of Students. The Dean of Students (or his
designee) and the security officer will respond to the call.

Ensure the safety of students, staff and visitors.

Remain calm to encourage students to stay calm. When appropriate, ask students to remain in the room.

Once emergency personnel arrive, provide necessary information.

After the incident is cleared, write a report of events to be filed with the Dean of Students.

SANIE I S A

In case of an emergency please follow the safety procedures below:

SHELTER IN PLACE - Imminent Danger

1. Immediately lock classroom doors & windows, and turn off lights. Draw exterior window curtains % closed
and draw door shades completely. Retreat to a point away from the door near a second means of egress if
one exists.

If outside, do not re-enter the building. Guide students to an outdoor safe area.

Disregard fire alarm unless you detect smoke or fire.

Use discretion — keep students quiet.

DO NOT CALL INFO DESK!

Remain in place until you receive face-to-face contact from a college official or emergency responder.

ok wh

EVACUATE SCHOOL
1. Once announcement/text received give students explicit directions on evacuation process.
2. Close and lock all doors and windows.
3. If Bomb Threat: DO NOT use cell phone and do not initiate radio communications.
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4. Immediately direct all students out of classroom to pre-designated fire exits. Count students as they exit
classroom & at staging area.
5. Exit building and guide students to a safe area at least 200 feet away from the building.

SECURE SCHOOL

1. Once announcement/text received secure hallways. Close and lock all doors & windows. Draw exterior
window curtain % closed and draw door shades completely.

Continue teaching, and notify students of increased security.

Continue normal school operations.

Report any noticeably missing students.

Report any unusual activity observed outside of the building.

Wait for notification that Secure School has been lifted.

ok wh

Evaluation of Faculty

Adjunct faculty are evaluated in their first semester and then periodically after that. You will be notified in advance to
schedule a day for a classroom observation. Evaluations follow a three step process. The first step is for the faculty member
to complete a pre-observation form which is submitted to the evaluator. The next step is for the evaluator to attend a regular
class for approximately one hour. The final step is for the faculty member and evaluator to meet to discuss the written
evaluation. Faculty members are provided an opportunity to respond in writing to the evaluation. Once the steps are
completed, the written evaluation is signed and submitted to the Dean of Academic Affairs with a copy provided to the faculty
member.

Guest Lecturers

Faculty may invite guest speakers to attend their classes. Generally, the stipend is no more than $50 per guest, per lecture.
Requests outside this amount should be submitted in writing to your Department Chair or Program Coordinator. Faculty
must be present when a guest lecturer addresses a class and should not schedule a guest in lieu of their own attendance.

To begin the approval process for a guest lecturer, please submit an Internal Requisition at least one month in advance of
the lecture date to your Department Chair or Program Coordinator. Include the following: name and information for the guest
speaker, the expected date(s) of their visit, your course name and the content of the lecture, the length of time the speaker
will speak, room number, and approximate number of students. If approved by your Coordinator or Chair, the Internal
Requisition will then be forwarded to Academic Affairs for final approval. Instructors will be notified that their request has
been approved via their Asnuntuck email address. After the guest lecture has taken place, please submit a Payment
Request form directly to the Academic Affairs office. Both forms can be found on our website at Q:\Forms.

All guest speakers need to follow our visitor sign-in procedure when arriving on campus. This procedure is in place to
enhance security and safety at the college. The procedures are as follows:

1) Please send an email notification to AS-VisitorVendor@acc.commnet.edu and include the individuals
name/company, date, time and the location of where the visitor will be in the building.
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2) Upon arriving on campus, your guest will stop at the Information Desk to sign in. Please notify your guest that they
will need to present identification to verify their identity.

3) Visitors will receive a badge.

4) At the conclusion of their visit, your guest will stop at the Information desk again to sign out.

If you see someone working in the building without a badge, you may notify security and/or the Information desk immediately.

Identification Cards
The College provides a photo identification card for all adjunct faculty and requires it to be worn while adjuncts are on
campus. Stop by the Information Center to obtain a photo ID.

Library Cards
Faculty are encouraged to obtain a Library borrower’s card. All services of the Asnuntuck Library are available to adjunct

faculty.

Mail (Regular and Email)

Both regular mail and in-house notices and communications are distributed through the mailboxes located at the Information
Center. Your mailbox is the one below your name. Adjunct mailbox labels are red and full-time faculty and staff labels are
black. Please be sure to check your mailbox regularly as administration and students may leave important information for
you to review.

Every faculty member receives a Community College System email address. Instructors are required to use their system
email address to communicate with Asnuntuck students, faculty and staff while teaching for this college. Information is
regularly communicated to our adjuncts via group email messages so it is important that faculty check their email account
regularly. Instructions for accessing your email account are available in the appendix of this handbook.

Meetings
Adjunct faculty are encouraged to attend professional development and department meetings held at the beginning of the fall

and spring semesters. You are not required to attend department meetings or all-college meetings during the semester,
however, you are welcome to attend.

Off-Campus Experiences
If you wish to take your class to an off-campus experience, contact your Coordinator or Department Chair at least one month
prior to the trip. You should submit a written explanation of the trip and its relevance to your course with an estimate of the
costs that may be incurred. Once approved, submit a Travel Authorization Request and an Internal Requisition form (if there
will be a cost to the College) along with the description of the trip and approval from your Coordinator or Chair to the
Academic Affairs Office. The Academic Dean has final approval on all such requests.
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For all off-campus activities, students are required to complete an Activity Waiver form and an Emergency Contact form. The
instructor collects these forms from students and submits them to the Student Affairs office at least three days in advance of
the trip. A copy of both forms can be found in the Appendix of this handbook and the Travel Authorization and Internal
Requisition can be found in the Faculty & Staff section of our website.

Office Hours and Office Space

Adjunct faculty are encouraged to make time available for students before or after class periods, and should identify for
students how they can be reached outside of class time. Your syllabus is an appropriate place to include this information.
There are two faculty suites (Room 112 and Room 152) with multiple desks available for you to either prepare for class or
meet with students. Part-time faculty teaching on campus can select one of the two suites.

Pay/Payroll
Human Resources will inform faculty of the pay dates for the semester. If you do not choose to have direct deposit your

payroll check will be mailed on Friday morning. Direct deposits are electronically deposited in your account Wednesday
evenings after midnight giving you access to your money before the Friday check date. If you are interested in direct deposit,
email CSCU-PayrollSSO@commnet.edu.

Reimbursements

Reimbursements are for travel expenses and for emergency purchases only. Purchasing that does not have pre-
approval (i.e. signed Internal Requisition prior to purchase) is in violation of our purchasing policy and is an audit issue
for the College. If a rush is needed on an order, please indicate that on the Internal Requisition and the Business Offices
will do its best to accommodate the request.

In order to receive mileage reimbursements:
*You must have an approved Travel Authorization on file in the Business Office.
*You must have a current insurance certificate for your personal automobile on file in the Business Office. The
minimum amount of insurance required is $50,000/$100,000 for liability coverage.
*The state car must be listed as reserved or unavailable. To inquire about the guidelines and availability of the state
car, please see the Administrative Assistant to the Academic Dean in the Academic Affairs office.
*A written request for mileage reimbursement must be submitted after the date of travel. The request should include
the date, purpose, and place traveled from and to. This can be done on an internal requisition form.

Also, please remember:

*If you are traveling from your home to your destination point, the mileage you would normally commute to the
College will be deducted. You will be reimbursed for the difference.

*The maximum time allowed to honor mileage reimbursements is on a quarterly (3 month) time period. Monthly
would be preferred.
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Smoking/Vaping and Food

Food is not permitted in classrooms, auditorium, science laboratories, Library, or Computer Labs. The College building is a
smoke-free environment. Smoking and vaping are permitted only in the back of the building in the gazebo. Smoking and
vaping are not permitted in any entrance, sidewalk, deck, or grassy area around the building.

Student Evaluation of Faculty

Asnuntuck believes in the full involvement of students in all aspects of College affairs. In this regard, Asnuntuck conducts
student evaluations of all courses in the fall and spring semesters. Evaluation packages are distributed after the mid-
semester mark in faculty mailboxes with detailed instructions to guide students and faculty. Results are distributed after final
grades are posted. Please encourage your students to participate in this important process.

Supplies
General supplies are located in the Copy Center and more specific supplies are kept in the Business Office. Items can be

selected from their closet and signed out.

Teaching and Learning Center

The Teaching and Learning Center offers a communal space that promotes a culture of excellence in teaching and learning
by facilitating professional development activities. The goal of the center is to enhance teaching techniques, promote best
practices, and support innovation to accommodate current and evolving pedagogies. The center is located in Room 113 and
also houses the office of the Director of Educational Technology.

Telephones
To make a local or long distance call on campus, dial 8 and then the number. You do not need to use a code to dial long

distance phone numbers.

Textbooks
As a general rule, adjuncts do not select textbooks. If you wish to discuss books, please talk with full-time faculty members in
your area and your Department Chair.

Websites (ACC and Community College System)
Asnuntuck Community College's website is located at www.asnuntuck.edu. Current course offerings, course descriptions,
academic calendars, as well as general information for the public are available at the ACC web site.
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The Community Colleges’ self-service information portal website is http://my.commnet.edu. Students are able to view their
personal information, academic record, semester schedule, and final grades. Faculty are able to print their class rosters and
enter their grades online as well as connect to email and the Blackboard course website(s).

STUDENT SERVICES

Career Services

Asnuntuck offers career counseling for students, alumni and community members. Services including providing a wide
range of job search strategies, including developing and reviewing resumes and cover letters, sharpening interviewing skills
and learning how to market oneself using various networking techniques. For more information, contact Catherine Carter at
860-253-3072 or ccarter@asnuntuck.edu.

Children's Reading Room

Due to the COVID-19 pandemic and current social distancing guidelines the Children’s Reading Room will be closed until
further notice. The College runs a cooperative child care program during the day. The program is open to the young children
of students, staff, and faculty. The Reading Room is open to children ages 3 and up. Contact Pam Keenan at 860-253-3040
or pkeenan@asnuntuck.edu for further information.

Safety and Security

The College Emergency Response Plan is located on the college website. Faculty are strongly encouraged to become
familiar with all of the protocols and the process for reporting incidents. An incident report form is located on the website as
well. The Evacuation Plan, located on the website, is also included in the packet of information distributed during faculty
orientation. In the event of a fire alarm, everyone is required to evacuate the building immediately.

All classrooms lock on the inside and phones are located in each classroom that have the capability to call the front desk or
911 emergency response. The VOIP phone system also allows emergency broadcast messaging.

Student Advising

Please refer students in need of academic advising to the Center for Advising and Student Achievement (CASA) in the
Student Services department. Students can make appointments by emailing as-advising@asnuntuck.edu or calling 860-253-
1207 or through Starfish https://asnuntuck.edu/student-resources/advising/casa-appointments/.

Transfer Information
Students wanting to talk to a counselor about transferring should contact Amanda Looney-Goetz, Transfer and Academic
Advisor, at 860-253-3073 or alooney-goetz@asnuntuck.edu.
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Connecticut State Colleges & Universities (CSCU) Policies
Please see the current college catalogue for system-wide policies.
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ASNUNTUCK COMMUNITY COLLEGE SAMPLE SYLLABUS *
*Please note that while you are not required to use this template, you are required to include all of the
information listed below in your syllabus.

Course Code & #:

CRN#:

Course Title:

Credit/Semester Hours:

Year and Semester: Fall 2021
Instructor:

Instructional Method:
[indicate if the class is HYBR, LRON, ONLN, or TRAD and delete the other instructional methods and their

description as needed]

HYBR — Online and Classroom — Hybrid classes meet for half of the scheduled class time on campus
(synchronous) and the remainder of the time is delivered in an asynchronous manner using Blackboard
and/or a publisher platform. Students in an HYBR course need access to a reliable computer with internet
connection. All social distancing guidelines will be followed for any class time that is held on campus.
Students registering for a HYBR course will need to be prepared to transition to a fully online format if
the need arises at any point in time. Students will also be expected to participate remotely using
Blackboard and/or a publisher platform on days when campus is closed due to inclement weather.

LRON - Live/Remote & Online Component — Fully online classes with specific virtual meeting days &
times (i.e., synchronous) as well as asynchronous completion of learning activities and coursework
using Blackboard and/or a publisher platform. Students and instructors are required to meet virtually
during their scheduled class time for no less than 1/3 of the scheduled class time. Students enrolling in an
LRON course need access to a reliable computer with internet connection, microphone, and web camera.
Live instruction is conducted via a video conferencing platform; students should expect to turn their
camera on and access their computer’s microphone during class meeting times. Students should also be
prepared to attend virtually during their scheduled class time despite inclement weather, such as snow,
etc.

ONLN — Fully Online — A fully online class with flexible scheduling and an asynchronous learning
environment. Blackboard and/or a publisher platform are used for the delivery and organization of course
materials. Students in an ONLN course need access to a reliable computer with internet connection.
Students should be prepared to participate virtually and meet deadlines outlined in course syllabi despite
inclement weather, such as snow, etc.

OLCR — Online with a On Campus Requirement — Online with a Campus Requirement (such as orientation
or assessment not instruction) — An online class in which all of the instruction takes place online (i.e.,
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asynchronous). Blackboard and/or a publisher platform are used for the delivery and organization of
course materials. There is some “in-person’ non-instructional component to the class, such as an initial
orientation or proctored assessment(s) as designated by the instructor. Students in an OLCR course need
access to a reliable computer with internet connection. Students should be prepared to participate
virtually and meet deadlines online in course syllabus despite inclement weather, such as snow, etc.

TRAD — On Ground - Traditional — Fully on-ground course that meets on campus on the scheduled
day/times (i.e., synchronous) listed.

Recording of Class Sessions:

[The following statement must be included in any course syllabus in which class sessions will be recorded
regardless of course format.]

Class sessions may be recorded and uploaded to Blackboard and shall be used for the purpose of completing
course assignments only. Unless prior permission is obtained or reasonable accommodation granted, students
are not permitted to record classes. Students participating in the virtual classroom should refrain from sharing
personally identifiable information from education records. Additionally, U.S. Copyright Law, Connecticut
State law, or relevant collective bargaining agreements protect the intellectual property of the faculty
member, CSCU or Asnuntuck Community College, which may include, but is not limited to: lectures,
demonstrations, or performances. Any redistribution of recordings without the faculty’s or the institution’s
prior approval constitutes academic misconduct and may result in disciplinary sanctions. CSCU or
Asnuntuck Community College reserves the right to delete the class recordings pursuant to CT State law
retention requirements after the period of instruction is over.

e [Instructors must announce at the beginning of each recording that the class session will be
recorded and uploaded to Blackboard.]

e [In order to establish student consent to recording of classes create a 1 question quiz in
Blackboard “I consent to having classes recorded in my ENG*101: Composition CRN ####
course.” (customize with your course number, name, and CRN #) Student response options would
be “yes” or “no”. Any student who responds “no” needs to be redacted from any recordings. This
is a one-time quiz that will establish consent for the duration of the semester. |

Class Meeting Location:
[for HYBR, LRON, and TRAD classes; for OLCR classes indicate the required on-campus component of the

class]

Class Meeting Time:
[for HYBR, LRON, and TRAD classes; for OLCR classes indicate the required on-campus component of the

class]

Office Location and Hours of Availability:
[describe how and where you are providing office hours and how students can reach you if they have

questions]
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Required or optional (specify which) lab hours:
Texts and other required or recommended materials:

Course Description:
This should include the verbatim description that is on ACC’s website.

Course Prerequisites:
This information should be in the course description that is on ACC’s website. Please check with your

Coordinator or Department Chair if you have any gquestions.

Course Objectives:
These are determined at the Program level. They specify in some detail what students can expect to be covered

in the course and the levels of understanding the student should achieve. For more information about the
objectives for your course, please see your Coordinator or Department Chair.

Course Outcomes:
This should specify in detail what skills or knowledge the student will have upon completion of the course. If

you have questions contact your Coordinator or Department Chair.

Course Format:
Provide a general summary of the style of delivery used for this class. Include expectations for student

participation, the structure of lectures and discussions, the use of outside readings, and specifics regarding
outside assignments such a group projects or off-campus activities. If there are labs, provide details on how they
operate. You may also want to highlight how much outside work is generally required per week.

Assessment & Grading:
Clearly state how you will assess student learning. What are the specific breakdowns of how students’ final

course grade will be determined? It is especially important to clearly state your policies on accepting late work

and on making up tests/exams.

Course Grading: A =100-93; A-=92-90; B+ = 89-87; B = 86-83; B- = 82-80; C+=79-77; C = 76-73;
C-=72-70; D+ = 69-67; D = 66-63; D- = 62-60; F = 59-0
Academic Engagement:
Asnuntuck students are expected to actively engage in learning. CSCU policy requires that students who do
NOT begin participation by a certain date after the beginning of each class must be dropped from the
class(es) in which there is no evidence of active participation.

Academic engagement includes, but is not limited to:

e Attending a class where there is opportunity for direct interaction between students and
instructors (this can be physically attending a class on-campus -or- attending a
scheduled/synchronous/ LRON class)
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o Note: the New England Commission of Higher Education (NECHE) does not require
institutions to be attendance taking, and institutions are not considered attendance taking
for Title IV (financial aid) purposes.

Submitting an academic assignment

Taking an exam, quiz, survey, or other assessment

Engaging in an interactive tutorial or computer-assisted instruction

Participating in an online discussion about academic matters

Initiating contact with a faculty member to ask a question about the academic subject studied in
the course

Initiating contact with a faculty member to express difficulty in accessing course materials,
Blackboard site, etc.

Academic engagement does not include:

e Logging into an online course without active participation — Logging into Blackboard or other
publisher systems alone doesn’t count as active participation

e Participating in academic counseling or advising

e Engaging in clubs and other student activities not directly related to coursework

Faculty/Instructors/Asnuntuck staff will determine whether academic engagement has occurred. A student’s
certification of participation that is not supported by documentation cannot count as engagement.

Technology Resources:

Computer and online access for ONLN, LRON, HYBR, and OLCR classes is a requirement. Please note -
Phones/mobile devices are not adequate for college coursework. Technology resources for students can
be found on the Blackboard & Technical Support page of ACC’s website (https://asnuntuck.edu/support/). In
addition to maintaining regular access to a computer and internet, students must have a back-up plan as well.
The following is a list of resources available to assist students with developing a technology plan:

e Student Computer Labs — Student Computer Labs are available Monday — Thursday 9 AM — 7
PM and Fridays — 9 AM — 3 PM. Access to the Student Computer Labs is by appointment only.
To book an appointment, please use this link: (Student Computer Lab Appointment)

e Computers or public access wifi are also available in the Library when it is open for on-campus
hours (Monday — Thursday 8:30 AM — 8:00 PM, Friday 8:30 AM — 4:40 PM, Saturday 9:00 AM
—2:00 PM). Access to the Library is by appointment only. To book an appointment, please use
this link: (Library Appointment)

e ACC has some remote learning equipment (e.g., laptop computers, hotspots, webcams) to lend to
students on a first-come-first-serve basis. Please submit a request by clicking on the following
link: Student Request for IT Equipment

e Many public libraries offer free wifi and some may offer hotspots that can be checked-out. Check
with your local library to see what resources are available.

e Several towns have compiled a list of free wifi spots. Use the Town of Enfield’s list to find wifi
spots near campus. (https://www.enfield-ct.gov/140/Free-Wireless-Internet-in-Enfield)

e Students taking a HYBR or LRON class who need a designated learning space during live remote
class meetings can sign up here to access an Asnuntuck classroom.
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A Community of Learners Statement: [optional]

“A goal for this course is that we shall all contribute to a climate that promotes a Community of Learners.
This includes participating in an instructional environment that promotes respect, interaction, and
communication. Respectful language and behavior are expected of all students during classes and class
discussions.” (Source: McGuire, J. M. (2007, Spring). EPSY 336: Individual pupil assessment. Course
syllabus, Department of Educational Psychology, University of Connecticut, Storrs, CT.)

Attendance and Participation Policy:
It is important to state your expectations for attendance and participation. Consider establishing guidelines for

student absences or participation in class activities.

Course Schedule:
Provide a description or information on the schedule of course topics or reading assignments by class/week
and/or test dates.

To be in compliance with various federal regulations, the following language must be included verbatim.

Academic Credit Hour
Asnuntuck Community College is in compliance with the federal definition of credit hour. For each credit

hour, the college requires, at a minimum, the equivalent of three hours of student academic work each week.
For instance, a typical 3-credit class during a 15-week semester involves a minimum of 9 hours of work per
week. Academic work includes, but is not limited to, direct faculty instruction, e-learning, recitation,
laboratory work, studio work, field-work, performance, internships and practica. Additional academic
activities include, but are not limited to, reading, reflections, essays, reports, inquiry, problem solving,
rehearsal, collaborations, theses, and electronic interactions. Student work reflects intended learning
outcomes and is verified through evidence of student achievement.

Semester Hour
Courses designated by semester hour are intended to prepare students for credit hour course work. Semester

hour designations have expectations of 50 minutes of classroom or direct faculty instruction and a minimum
of 2 hours of student work outside of class each week for each semester over approximately 15 weeks.
(Semester hour courses do not count towards graduation).

Student Disabilities - Services
Asnuntuck Community College, under the jurisdiction of the Board of Regents is “committed to the goal of

achieving equal educational opportunity and full participation for people with disabilities in the community
colleges.” Please refer to the Persons with Disabilities: Policy Statement in the 2021-2022 Asnuntuck Community
College catalog.

Students with Disabilities (including short-term impairments): If you are a student with a documented
disability and you believe you will need accommodations or academic adjustments for this class, it is your
responsibility to submit a request through our Accommodate System at https://asnuntuck-
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accommodate.symplicity.com/public accommodation/ . Any questions or trouble accessing the site, please
contact our Office of Disability Services at AS-DisabilityServices@Asnuntuck.edu or 860-253-3005. To avoid
any delay in receipt of accommodations or academic adjustments, you should submit your request as soon
as possible. In response to your request, the Office of Disability Services may ask you to provide supporting
medical documentation, diagnostic test results or professional prescriptions to evaluate your request for
the accommodations or academic adjustments. The Office of Disability Services may also obtain its own
professional determination of whether specific requested accommodations or academic adjustments are
necessary. Please note that accommodations or academic adjustments cannot be provided until approved
and an accommodation letter from the Office of Disability Services has been received by faculty and
student. For students previously approved through Disability Services, to continue your accommodations,
you will need to renew them and request your Accommodation Letter by submitting a Semester Request
through Accommodate at: https://asnuntuck-accommodate.symplicity.com. If you experience a temporary
impairment, and medical condition that interferes with your schoolwork, call 860-253-3005 or email at AS-
DisabilityServices@Asnuntuck.edu

Notice of Non-discrimination
Asnuntuck Community College does not discriminate on the basis of race, color, religious creed, age, sex,

national origin, marital status, ancestry, present or past history of mental disorder, learning disability or
physical disability, political belief, sexual orientation, gender identity and expression or genetic information
in its programs and activities. In addition, the College does not discriminate in employment on the additional
basis of veteran status or criminal record. The following individuals have been designated to handle inquiries
regarding the non-discrimination policies: Timothy St. James, Interim Dean of Students/Title IX Deputy,
tstjames@asnuntuck.edu (860) 253-3011 and Deborah Kosior, 504/ADA Coordinator, AS-
DisabilityServices@asnuntuck.edu (860) 253-3005, Asnuntuck Community College, 170 Elm Street,
Enfield, CT 06082.

To be in compliance with various federal regulations, the above language must be included verbatim.

The following text must be included by all CSCU faculty in their syllabi if they are planning to use
SafeAssign. It is recommended for inclusion even if you are not planning on using anti-plagiarism
options currently, and change your mind at a later date. You can simply copy and paste the text.

SafeAssign Syllabus Statement
SafeAssign, Blackboard’s anti-plagiarism detection software, may be used in this course. Anti-plagiarism

detection software products assist faculty and students in preventing and detecting plagiarism. Professors
may utilize this software in order to check the originality of the academic work students submit in a course
by comparing submitted papers to those contained in its database consisting of submitted papers and other
sources. Anti-plagiarism detection software returns an “originality report” for each submission. The report is
limited in scope to merely identifying passages that are not original to the author of the submitted work and
which may include correctly cited quotations and information. Professors and students must carefully review
such reports. No adverse action may be taken by a professor with respect to a student solely on the basis of
an originality report which indicates the potential for plagiarism.
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In this course you may be asked to submit your academic papers and other creative work containing
personally identifiable information for originality reporting. By doing so, your work along with personally
identifiable information will be retained in the product database and may be subsequently reported out
containing your personally identifiable information not only to your professor, but also to professors of other
universities and colleges within Connecticut State Colleges and Universities (CSCU) as part of subsequent
originality reports.

You may decline to submit your work for originality reporting. If so, you must be provided an alternative
method in which to submit your work. However, your professor, after removing your personally identifying
information, may nonetheless submit limited portions of your academic work for originality reporting.

Starfish Syllabus Statement
Asnuntuck Cares About Your Success!

Throughout the term, you may receive emails from Starfish® regarding your course grades or academic
performance. Starfish is an online resource found on my.commnet.edu that allows faculty, staff, and current
students to easily connect, find resources, and communicate to help promote overall student success. Please
check your college email regularly and take the recommended actions. They are sent to help you be
successful!

In addition, your instructor may:

1. Request that you schedule an appointment through Starfish
2. Refer you to a specific campus resource, such as tutoring, transfer advising, or career advising.
One of these services may also contact you directly.

We hope that you find Starfish useful and an easy way to communicate and connect with your instructors and
resources on campus!

Mandated Reporting and Title IX
Under federal law, all faculty and staff who are made aware of a possible incident of “covered sexual

harassment” which includes sexual assault, sexual harassment, stalking, intimate partner violence, domestic
violence, and/or dating violence are mandated reporters. This means that any disclosed incidents you share in
person, via electronic communication, or in a written assignment to a faculty member needs to be reported to
Timothy St. James, Interim Dean of Students/Title IX Deputy, tstjames@asnuntuck.edu (860) 253-3011

While our conversation/communication will be private, it will not be confidential, given my status of
Responsible Employee. If you would like to speak with someone confidentially, please contact: The
Network Against Domestic Abuse: Hotline phone number (860) 763-4542 statewide hotline (888) 774-
2900 Or YWCA —Sexual Assault Crisis Services confidential 24-hour hotline English — (888) 999-5545,
Spanish — (888) 568-8332, local Hartford — (860) 547-1022. Resources available at Title IX at ACC,
(https://asnuntuck.edu/student-resources/title-ix-at-acc/).
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Proctorio Test Proctoring Software
[Note: Only include this section if vou plan to use Proctorio in your class and have attended the

required training session]

[Note: If you plan to use the test proctoring software Proctorio in your course please include the following
statement in your syllabus. You will need to edit the specific pieces which call for instructor input. In order
to use the software program in your course you must first attend a training by Procotrio which is offered
through the CSCU System Training Calendar.]

In this class I use Proctorio to remotely proctor quizzes and exams. Proctorio is an online program that is part
of our Blackboard course. It creates a test environment through which your identity will be verified and then
the quiz/exam will be administered and recorded. I use Proctorio to ensure (faculty chose one: accreditation
standards, academic integrity, transferability of the course). I realize taking a quiz or test can make anyone
feel anxious, and I hope using Proctorio does not add to your anxiety.

What do you need for Proctorio?
e A desktop computer or laptop with a webcam and microphone,
e Reliable internet connection,
e A quiet place to take the quiz/exam,

e The chrome browser with the proctorio extension installed. The proctorio extension can be
removed after the quiz/exam. Proctorio system requirements

e A photo identification card (e.g., college id, driver's license, other form of state or federally issued
photo id)

If you do not have appropriate technology, please notify me so that we can discuss strategies for you to
successfully complete the requirements of this course.

How does Proctorio monitor a quiz/exam?
It makes a video recording via your web cam of you or anyone else physically present in the room where you

are taking the exam,

e [t may record any web browsing during the exam,

e It may lock down your browser to prevent browsing,

¢ [t may disable printing from your computer during the exam,

e Depending on the settings I have chosen, it may ask you to do a room scan, turning your web
camera in a 360-degree pan to survey the room. Proctorio may ask more than once if the program
hears noises: the application is trying to ensure there is nobody else in the room.

Is Proctorio secure?
Proctorio recordings are only available to me, and the extension only runs during the quiz or exam.

Therefore, no student privacy rights are violated, nor is the security of computers or laptops jeopardized.
Proctorio is FERPA compliant. Proctorio does not access any of your personal computer’s documents or
files. Proctorio privacy information can be found here: https://proctorio.com/about/privacy.
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Proctorio has been recognized by The IKeepSafe Coalition for meeting the highest data security and privacy
standards, allowing Proctorio to be the first and only remote proctoring software to earn the iKeepSafe
certification. Proctorio is NOT a spyware.

e Proctorio cannot and will not access any personal files or documents.

e During a quiz/exam, Proctorio may take screenshots of the desktop, detect the number of
computer monitors connected to the computer, or record web traffic. This information will only
be recorded if I as the instructor have enabled it within the quiz/exam settings. The information is
stored with zero-knowledge encryption, which means the data is encrypted both in transit and at
rest.

e Once a quiz/exam is completed, Proctorio no longer has access to this information.

e [t is impossible for anyone at Proctorio or any of its affiliates to view quiz/exam recordings. They
are only accessible to me as the instructor.

e Proctorio never stores academic information from any of its users.

Where can you learn more about Proctorio?
Proctorio offers 24/7 support and can answer your questions by chat by clicking the shield icon in Chrome,

by email at support@proctorio.com, or by phone at 1-866-948-9087 or 1-480-428-4076. Alternatively, you
can visit Proctorio’s support page and start a live chat with Proctorio customer service by clicking the “start
live chat” button.

All students must review the syllabus and the requirements including the online terms and video testing
requirements to determine if they wish to remain in the course.

Proctorio Accessibility Standards and Guidelines are available. These include compatibility with screen
readers and the ability to extend time for students with a documented need. If you have a documented
disability and still have concerns, please talk to me or contact Disability Services.

Instructor's Proctorio policy:

(Filled in by the instructor)

EXAMPLE: The mid-term and the final exam will both be administered using Proctorio. You will have a 24-
hour time frame within which to take the exam, but once you open the exam, it must be completed in 3

hours. I will provide access through Proctorio to a calculator and other resources as needed. Prior to
administering the exam, I will explain which settings I have configured in Proctorio. Additionally, I will be
giving a practice assignment so you can become familiar with using Proctorio and identif
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Department of Information Technology

To: All Full and Part-Time Faculty

The Information Technology department supports the teaching, learning, and administrative needs of the Asnuntuck
community. It provides service in the areas of instructional computing, administrative computing, workstation and server
hardware and software support, telecommunications, and telephone support.

It is important to note that there is no food or drink allowed in any computer lab. Instructors and students may leave
these items in the front of the labs, or on rolling carts on the side if available.

Any files saved to the hard drive will be deleted when the computer is rebooted. Always have your students save to their
OneDrive or USB drive.

If you have special software needs to accommodate your textbooks, please contact the Academic Dean to follow the
Academic Software approval process.

If you are planning to bring your class into a computer lab for occasional Internet research or ad hoc use, please
Request a Room through EMS on our website. Booking rooms/labs through EMS becomes available two-weeks after the
start of the semester.

If you have any questions, please the Information Technology department.

IT Support Help Desk x31290 or 860.253.1290
Ticketing System: https://cscu.service-now.com/sp
E-mail: AS-ServiceDesk@acc.commnet.edu
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Faculty Login - Computer Labs/Offices

If you are a faculty member trying to use a computer in the labs or faculty offices on campus press CTRL-ALT-DEL and a
Windows login screen will appear:

Your NetID is composed of the following two items.

o Username: Banner ID (without the ‘@”)
o Domain: @acc.commnet.edu

Note: Adjunct faculty will have only ONE username for the Community College System.
The domain (the “acc.commnet.edu” portion) will be determined by your primary college assignment.

Example: If your Banner ID is @01234567 and your primary assignment is Asnuntuck, your Net ID will look like
this: 01234567@acc.commnet.edu.

Password: Your initial password will be a combination of personal information as follows
1. 1stthree characters of birth month with first letter CAPITALIZED
2. Ampersand character (&)
3. Last 4 digits of your Social Security Number

Example: Peter Guota with a birth date of 10/24/79 and SSN of 123-45-6789 will have the following initial
password: Oct&6789

You will be required to change your password the first time you logon. The password requirements are:

At least eight characters.

Must include at least one uppercase character, lowercase character, number, and special character (!, $, #, %)
Password must not contain all or part of the user's account name.

Password must differ from previous passwords.

Password is forced to change every 90 days, but users have the ability to change them sooner.

Forgotten or Expired Passwords:
A web utility has been created to allow users to reset expired, lost, or forgotten passwords. Go to one of the kiosks near
the Information Desk to access this utility. The address is http://supportcenter.ct.edu/NetID/pswdmenu.asp.

In addition to several areas (Information Desk, Registrar’s Office, Admissions Office, Library, Manufacturing Technology)
in which employees have the ability to reset student passwords, there are now three telephones which have been
programmed to connect to the BOR Student Service Support Help Desk automatically. These phones are located across
from the Information Desk, in Manufacturing Technology, and in the Library. Instructions for use are located next to each
phone. Students may also call directly from their home by dialing 860-723-0221.
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Accessing E-mail via Office365 from Home

1. Goto: https://my.commnet.edu

2. Login with your Net ID
e Your Net ID is composed of your Banner ID and the domain @acc.commnet.edu

Note: Adjunct faculty will have only ONE username for the Community College System. The domain (the “acc.commnet.edu”
portion) will be determined by your primary college assignment.

Example: 01234567 @acc.commnet.edu

3. Enter your Password and click Logon

If you have not set up your password, please visit http:/my.commnet.edu/ first, to log in to the Community College
System portal website and change your password.

4. Click the email icon at top to access email.
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C P AsnunTUCK COMMUNITY COLLEGE

170 EIm Street Enfield, CT 06082 860.253.3000 Fax 860.253.3007

ASSIGNMENT OF AN INCOMPLETE
(Board Policy on Reverse Side)

Student’s Name Student ID @

Name of Faculty Member

CRN and Course Number Semester

Policy:
An incomplete (I) is a temporary grade assigned to a student who has complete at least 75% of the assigned work and,

because of special circumstances, cannot complete the semester. An incomplete must be requested by the student and
agreed to by the faculty member using this form.

The coursework must be completed per the instructor’s expectations below and the deadline may not be extended

beyond the 10 week of the next standard semester (Fall or Spring). Incompletes not updated will convert to the grade
of “F” unless otherwise indicated on this form.

Requirements:
In order to complete the course requirements, the student must (attach additional pages if needed):

Optional: The student has already completed the following assignments and tests and earned the following grades:

Student will receive a grade of if coursework indicated above is not completed by the deadline.
Faculty Member’s Signature: Date:

Student’s Signature: Date:

Department Chairperson’s Signature Date:

Academic Dean’s Signature: Date:

Copies:

Academic Dean, Registrar, student//faculty member retains original Rev. 08/2015

An Equal Opportunity Employer @CK www.acc.commnet.edu

A Connecticut Community College
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C P AsnunTUCK COMMUNITY COLLEGE

3.5.1

170 Elm Street Enfield, CT 06082 860.253.3000 Fax 860.253.3007

Granting of an Incomplete

An Incomplete is a temporary grade assigned by the faculty member when coursework is missing and the
student agrees to complete the requirements. Although a student may request an Incomplete, the faculty
member is not required to honor the request. The faculty member should assign an Incomplete when there are
extenuating circumstances such as illness that prevent a student from completing the assigned work on time
and the student has completed at least 75% of the course requirements and, in the judgment of the faculty
member, the student can complete the remaining work within the time limit established by system policy.

A faculty member who assigns an Incomplete shall file a system report form that includes:
(a) a brief description of the requirements to be completed;
(b) the date by which the coursework must be submitted to the faculty member, which is the end of the
tenth week of the next standard semester;
(c) a statement that the Incomplete will change to a specified letter grade if the work is not completed by
the end of the tenth week of the next standard semester.
The faculty member shall keep the original signed form, with copies to the student, the Academic Dean, the

Registrar, and such other appropriate parties as the college may identify. The form, shown in the attachment,
shall be standard for all colleges.

All Incompletes must convert to a letter grade by the end of the following semester. If a student submits the
required work on time, the faculty member shall calculate a grade to replace the Incomplete and submit it to
the Registrar by the end of the semester. If a student fails to complete the required work or fails to submit the
work by the specified time, or if the faculty member fails to submit a replacement grade, the Registrar shall
convert the Incomplete to the letter grade specified in the report form, and that letter grade shall be entered on
the student’s transcript.

Students with an Incomplete are temporarily ineligible for semester or graduation honors. Upon conversion of
the Incomplete to a letter grade, students may retroactively receive semester or graduation honors, and such
recognition shall appear on the transcript, provided that the student has earned the required grade point
average.

(Adopted July 23, 2001)

An Equal Opportunity Employer @CK www.acc.commnet.edu

A Connecticut Community College
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@ AsNUNTUCK COMMUNITY COLLEGE

Submit to the Office of the Registrar
Print clearly:

Student’s Name

170 Elm Street Enfield, CT 06082 860.253.3000 Fax 860.253.3007

CHANGE OF GRADE NOTIFICATION

Student’s Banner ID#:

Semester:

CRN: Title:

Grade Change: From:

To:

Instructor's Name

Instructor’s Signature

Date

Registrar’s Office Use Only:

Banner Updated:

Date

Signed

Revised
04/04
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ASNUNTUCK COMMUNITY COLLEGE
Academic Adjustment Agreement
Date:

This form is to be used by students and faculty to document approved academic adjustments.

STUDENT FACULTY
Name: Professor Name:
Banner ID: Course:
Semester:

Academic Adjustment(s) approved by (check one):

504/ADA Coordinator Deborah Kosior, 860-253-3005
AS-DisabilityServices@asnuntuck.edu

Academic Adjustments(s):

Extended time on tests and quizzes Preferential seating
Specifically: time and a half

Alternative test(s)
Environment with minimal distractions

for test and quizzes, separate area, as needed Closed Caption
OTHER:
Faculty Signature Date Student Signature Date

(Acknowledging receipt of student academic adjustment)

Return to Deborah Kosior, 504/ADA Coordinator

Notice of Non-discrimination:

Notice of Non-discrimination: Asnuntuck Community College does not discriminate on the basis of race, color, religious creed, age, sex, national
origin, marital status, ancestry, present or past history of mental disorder, learning disability or physical disability, sexual orientation, gender
identity and expression or genetic information in its programs and activities. In addition, the College does not discriminate in employment on the
basis of veteran status or criminal record. The following individuals have been designated to handle inquiries regarding the non-discrimination
policies: Timothy St. James, Interim Dean of Students/Title IX Deputy, tstiames@asnuntuck.edu (860) 253-3011 and Deborah Kosior, 504/ADA
Coordinator, AS-DisabilityServices@asnuntuck.edu (860) 253-3005, Asnuntuck Community College, 170 Elm Street, Enfield, CT 06082.
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BOARD OF REGENTS OF HIGHER EDUCATION
Asnuntuck Community College

Activity Waiver Form

Participant's name:

Please Print

In consideration of being permitted to participate in (hereinafter called “the activity”) |, for
myself, my heirs, personal representatives or assigns, do hereby release, waive, discharge, and covenant not to sue Asnuntuck Community
College and/or the Board of Regents of Higher Education (hereafter called “the College”), their trustees, officers, employees, and agents and to
indemnify them from liability for any and all claims resulting from personal injury, accidents or illnesses (including death), and property damage or
destruction arising from, but not limited to, participation in the Activity.

Signature of Parent/Guardian of Minor Date

Signature of Participant Date
Participant’s Age (if minor) ____

| understand that participation in the Activity carries with it certain inherent risks that cannot be eliminated regardless of the care taken to avoid
injuries. The specific risks vary from one activity to another, but the risks range from 1) minor injuries such as scratches, bruises and sprains, 2)
major injuries such as eye injury or loss of sight, joint or back injuries, heart attacks and concussions, to 3) catastrophic injuries including
paralysis and death.

| have read the previous paragraphs and | know, understand, and appreciate these and other risks that are inherent in the Activity. | hereby
assert that my participation is voluntary and that | knowingly assume all such risks.

| also agree to indemnify and hold the College harmless from any and all claims, actions, suits, procedures, costs, expenses, damages and
liabilities, including attorney’s fees, brought as a result of my involvement in the Activity and to reimburse them for any such expenses incurred.

| further expressly agree that the foregoing waiver and assumption of risk agreement is intended to be as broad and inclusive as is permitted by
the law of the State of Connecticut and that if any portion thereof is held invalid, it is agreed that the balance shall, notwithstanding, continue in
full legal force and effect.

Finally, | have read this waiver of liability, assumption of risk and indemnity agreement, fully understand its terms, and understand that | am
giving up substantial rights, including my right to sue. | acknowledge that | am signing the agreement freely and voluntarily, and intent it by my
signature to be a complete and unconditional release of all liability to the greatest extent allowed by law.

Signature of Parent/Guardian of Minor Date
Signature of Participant Date
Participant’s Age (if minor)
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ASNUNTUCK COMMUNITY COLLEGE

170 Elm Street Enfield, CT 06082 860-253-3012 860-253-3063
Contact Information
Name:
Street Address:
Town: State: Zip:
Home Phone: Cell Phone:
Emergency Contact: Relationship:
Phone:
Email Address:

*If there are any medical concerns or special needs that we should be aware of please list here:

Program/Activity:

In consideration for participating in the above-referenced program/activity sponsored by the Student Activities Club at Asnuntuck
Community College, I hereby waive and release Asnuntuck Community College, its agents, officers and employees, whether paid
or voluntary, from and against any and all claims, suits, actions, damages, liabilities, costs, expenses and or judgments, including
attorney’s fees and court costs, which may arise from my participation in the above-referenced program/activity or any illness or
injury resulting there from, either directly or incidentally.

1 hereby represent that I understand and am familiar with the nature and type of activities in which I will participate as part of the
above-referenced program/activity. I further represent that I am in good physical and mental health condition and that I am
unaware of any physical or other health condition that would affect my ability to participate in the above-referenced
program/activity.

I acknowledge that I will be solely responsible for the furnishing of all safeguards and appropriate equipment for protection
against injury.

Photo Release: The Student Activities Club reserves the right to photograph program participants for publicity purposes. Please
be aware that these photos are for Asnuntuck Community College use only and may be used in future catalogs, websites,

brochures, pamphlets and/or flyers.

I have read this document and understand and agree to its terms and conditions.

Participant Signature Date
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