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 This Adjunct Faculty Handbook is not an employment contract.  It is a guide to the employment practices of San Juan College.  The management of the College reserves the right to interpret the provisions of this handbook and to make changes in its content and application whenever necessary.  

San Juan College Profile

697 acres at main Farmington campus

Campuses in Aztec (San Juan College East) and Kirtland (San Juan College West)

Employees:

Full-time faculty
106
Part-time faculty
275

Total employees
862
Student Enrollment:

Annual unduplicated credit headcount – 14,279

Fall 2005 credit enrollment (end of semester) – 8,993

Fall 2005 full-time equivalent – 4,196

Student Profile (Fall 2005):
Male: 41% / Female: 59%

Median student age: 33.5

Continuing students: 78%

Seeking a degree or certificate: 71%

Attending full time (12 or more credit hours): 36%

Eligible students receiving financial aid
79%

Majoring in an academic area

36%

Majoring in a vocational/career area 
34%

Undecided



30%

Ethnic Mix (Fall 2005):
Anglo




58%

Native American



27%

Hispanic




11%

Other




4%

Mission 

The mission of San Juan College is to improve the quality of life of the citizens it serves by meeting the education and human needs of the entire community in concert with other community agencies, businesses, industries, and other groups.  

To assist in the accomplishment of its mission, the College will assess needs, identify clientele, utilize appropriate resources, removes access barriers, and develop and implement curriculum and services appropriate to a comprehensive community college.  These services include the transfer function, vocational/technical training, developmental education, student services, and community services.

San Juan College will maintain accountability in all of its functions.

San Juan College Board Policy #200

Vision


San Juan College will be a model of the learning college of the future by promoting student-centered learning, using appropriate technology, employing systems thinking, implementing collaborative approaches, and utilizing data-driven decision-making.

San Juan College Board Policy #200

Values

San Juan College believes an ethical foundation reflecting the values of honesty, trust, fairness, respect and responsibility to achieve the College mission and values.  A commitment based on academic integrity and a high standard of individual and institutional ethics shall guide the work of the students, the faculty and the staff.

San Juan College Board Policy #200

Philosophy 

San Juan College strives to provide education and service to all individuals who seek this service both in and beyond its service area.  In doing so, San Juan College asserts these fundamental beliefs:

That every individual has inherent worth and potential, regardless of race, sex, age, socioeconomic group, or other factors, and the College pledges itself to provide a variety of programs and activities to develop that potential.

That San Juan College is strongly community based and anticipates, as well as responds to, the changing needs of the community while at the same time remaining accountable to its constituency.

That education is a life-long process and every individual has a capacity for life-long learning; the community college is a fundamental provider in this quest.

That San Juan College promotes cultural and enrichment activities and responds to community interest.

That the College has a responsibility to the community and nation in assisting in the solution of greater problems that affect us at every level.

San Juan College Board Policy #201

Quality of Personnel

The quality of any educational institution’s program is dependent on the skills, commitment and enthusiasm of its employees.  

The College seeks to employ only the most outstanding personnel available.  In return, the College expects all of its employees to accept and support the institution’s philosophy and purposes.  Specifically, all employees are expected to be aware of the College’s policies, procedures and programs, to devote their professional services and individual skills to the realization of the institution’s objectives, and to discharge their duties in such a manner as to reflect credit upon the College.

San Juan College Board Policy #500

Equal Opportunity 

San Juan College will comply with existing federal and state laws and regulations in its personnel actions, including the Title VII Civil Rights Act of 1964 and 1990; Executive Order 11246; Section 504 of the 1973 Rehabilitation Act; the Age Discrimination Act of 1967; the Americans with Disability Act of 1990 as amended; and the Vietnam Era Veteran’s Readjustment Act of 1974 where applicable.  


San Juan College Board Policy #500

The Learning College


San Juan College embraces the Learning College philosophy. This is a student-centered approach to education, placing student learning above all other goals.  The tenets of this approach specify that a Learning College will do the following:

1. Create substantive change in individual learners

2. Engage learners in the learning process as full partners who assume primary responsibility for their own choices

3. Create and offer as many options for learning as possible

4. Assist learners in forming and participating in collaborative learning activities

5. Define the role of learning facilitators by the needs of learners

6. Succeed only when improved and expanded learning for its learners can be documented

7. Provide educational experiences for learners any way, any place, any time

San Juan College faculty members are expected to incorporate the Learning College philosophy into their approach to education.  They are expected to maintain a focus on student needs and adapt their styles to enhance student learning.

Accreditation

San Juan College is accredited by the North Central Association of Colleges and Secondary Schools as a degree-granting institution. Membership in this accrediting association makes possible the transfer of credits to other colleges and universities. Accreditation information can be viewed by the public upon request from the San Juan College Office of Institutional Research and Planning.


San Juan College Board Policy #405

Academic Freedom

Academic freedom is a right protected by the First Amendment of the United States Constitution.  

In their work, teachers are governed by the policy statements of the College.  They are entitled to freedom in the classroom in discussing their subjects, but a teacher should be careful not to introduce into his/her teaching controversial matter that has no relation to one’s subject.  

San Juan College Board Policy #601
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Background Checks:

Criminal background checks will be required on adjunct faculty that work in the follow job category:

· Instruction, working regularly with, or supervising minors

· Maintain, change or manipulate sensitive information through the college’s computer system.

General Information

· Job Description
As an adjunct instructor, you are responsible for providing objective and unbiased teaching that is meaningful, relevant and current.  Classes are to be well organized, thoroughly prepared and in conjunction with a course syllabus.

· Teaching Responsibilities

· Course Planning

1. Use institutional course syllabi or assist in preparing syllabi.
2. Prepare the course guidelines/syllabus handout to include objectives, grading policy, due dates and other pertinent information.
3. Use appropriate instructional media.
4. Prepare thoroughly for each course and class session.
5. Adapt teaching to meet individual learning needs.
· Course Implementation

1. Meet scheduled classes or make approved alternative arrangements (see section under “Course Management”).

2. Foster inquiry through free expression and class interaction.

3. Facilitate interdisciplinary experiences for students.

4. Meet students for individual consultations as needed.

· Course Evaluation

1. Use evaluative devices (e.g. questionnaires, tests, etc.) to measure learning outcomes.

2. Use evaluative devices for course effectiveness.

3. Report grades within the time frame specified.

· Accountability

1. Be responsible to the appropriate supervisor(s) within the institution.

2. Maintain appropriate course materials for evaluation by the supervisor.

3. Work with the lead instructor as assigned in the respective discipline.

· Employment Terms

Adjunct faculty members are hired on a semester basis, depending upon the instructional needs identified by the departments/schools for each semester.  Such services shall be compensated on a credit hour or contact hour basis at rates recommended by the president and approved by the Board.

It is the policy of San Juan College that adjunct faculty members may teach no more than 15 credit hours in the Fall and Spring semesters combined.  Requests from the academic dean for more than 15 credits for the Fall and Spring semesters combined or 25 hours a week must be approved by the Vice President and Associate Vice President of Human Resources prior to contract approval.

· Payroll and Benefits

Adjunct faculty members are paid twice a month, on the 15th and the last day of the month or the closest working day thereto, provided that all payroll forms are signed in a timely manner.  Problems concerning payroll should be referred to the Business Office (payroll - x3543) or Human Resources Office (x3215).

There is no medical/dental benefits provided to adjunct faculty.  State and federal taxes, FICA and social security will be withheld for all adjunct faculty.

Educational retirement contributions will be subtracted once the adjunct is contracted to teach four or more credit hours.  Contributions from the employee are 7.75% and the college matches with 10.15%.  Contact the Human Resources Office for more information on retirement.

Any adjunct instructor may have tuition and special course fees waived for up to four (4) credit hours for the semester for which they are employed.  (Adjunct instructors are not eligible for the Family Tuition Waiver.)  In addition, an adjunct instructor wishing to participate in any credit HHPC Fitness conditioning class will receive an additional waiver, only for the semester for which they are employed.

· Drug Policy

Employees are one of San Juan College’s most valuable resources, and their health and safety are matters of serious concern.  It is the goal of San Juan College to protect the public health and environment of all members of the College by promoting a drug-free work environment in accordance with the Drug Free Workplace Act of 1988, and the Drug Free Schools and Campuses Act Amendments of 1989.  San Juan College prohibits the unlawful manufacture, distribution, dispensation, possession or use of any controlled substance, alcohol, or illegal drug on its premises.

Employees have the right to an environment free from the effects of substance abuse.  The term substance abuse, as used in this policy, refers to the use of illegal drugs, controlled substances and the consumption of alcohol in quantities to the extent that an individual is unable to perform in a safe and productive manner.  Employees who violate the provisions of this policy may be subject to disciplinary action.

Employees are expected and required to report to work fit to perform in a safe and efficient manner.  San Juan College interprets “employees” in the broadest sense to include all individuals who receive any reimbursement from the College for their services.  It is a federal requirement and College policy that any employee will notify his or her immediate supervisor within five days after conviction of a criminal drug offense occurring in the workplace.  Supervisors are to inform the Associate Vice President of Human Resources/Vice President through appropriate channels of any notifications received.

San Juan College recognizes drug/alcohol dependency as an illness and a major health problem.  The College also recognizes drug/alcohol abuse as a potential health, safety and security problem to the institution.  Employees needing help in dealing with such problems may contact the Human Resources Office or their respective dean for referrals to available substance abuse education, treatment, and rehabilitation programs, and to obtain information relative to insurance coverage for such programs.  Voluntary, conscientious efforts to seek such help will not, per se, jeopardize an employee’s job.

· Sexual Harassment Policy

Harassment on the basis of sex is a violation of Title VII of the Civil Rights Act of 1964 and the Civil Rights Act of 1991 and Title IX.  San Juan College forbids sexual harassment activity, which is a form of sexual discrimination, by any of its employees.  Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature toward any student or employee constitutes sexual harassment.  See the Personnel Office for specific details of this policy.

· Reproduction of Copyrighted Material

San Juan College will abide by the United States Copyright Law, Public Law 94-553, as it applies to the fair use of copyrighted material.  The law provides that instructors and students may make single copies of chapters, articles, short stories, short essays, short poems, charts, graphs, diagrams, cartoons and pictures for their own scholastic use.

Instructors may make multiple copies of brief extracts from articles, stories, or poems; single copies of charts, graphs, diagrams, cartoons or pictures for use as class handouts provided that: (1) the need for the materials is for the term only; (2) does not replace materials which could reasonably be purchased by students, and (3) students are not charged more than the reproduction cost for the material.  Multiple copies must include a notice of copyright.  Violation of this policy may result in disciplinary action.

· SJC’s Commitment to its Staff

Optimum use of human resources is a prime responsibility of SJC’s administrative staff.  In fulfilling this role, it should be understood that a full-time faculty member with less than a full load might be assigned to teach a course that an adjunct faculty member was teaching.  This shift in assignments is rare, and would occur within the first twenty calendar days of the semester.  Every attempt will be made to inform the adjunct faculty member as soon as possible concerning any change in assignment.  SJC tries to attract and use the best teaching talent available.  The College reserves the right to adjust assignments, change curriculum and offer new courses in order to respond to community needs.  Adjunct faculty are employed on a course-by-course basis.

Course Planning and Registration

· Course Planning

Systematic planning is necessary to ensure course quality.

· Develop course objectives.  Write what the student should learn from completing the class (be specific).

· Review the syllabus on file.  Develop a course guideline that specifies the course work, class schedule and objectives for each session.  Submit to the Division Dean for approval.
· Develop lesson plans.  The lesson plans should include specific topics to be covered, the purpose of the lesson, expected student accomplishments, materials and equipment needed, and a time line, relationship of the lesson to the course and the lesson’s relationship to relevant situations where applicable.

· Textbooks, supplies and materials should be ordered through your supervisor well before the first day of class.  Supplies required for the class should be put into a list for distribution during the first class meeting. 
· Prior to the first class, check on the arrival of textbooks and supplies, class enrollment date and the adequacy of the classroom.

· Come to the first class prepared to utilize the entire instructional period.  If fewer than ten (10) students are enrolled for the class, maintain a positive outlook and encourage students to help “recruit” their friends and acquaintances for the class session.  Normally the decision to continue a class is made by the end of the first week of class.

· Registration Procedures

Registration should be completed prior to the first class meeting.  Should you have students in your class that do not appear on your class roster, send them to the Enrollment Services Office to complete registration.  Students pay their fees and tuition in the Business Office.  Under no circumstances should student attend classes in which they have not officially enrolled.

· Schedule Changes

Schedule Change Period

· Advise students that the schedule change period is the first through the second day of the semester calendar.  A Schedule Change Form is required.  Phone calls or other written requests are not accepted as equivalent.  Forms are available from division offices and the Student Services Office.  Completed forms with necessary signatures should be returned to the Admissions and Records Office.
Drop/Add Period

· Advise students that the drop/change period starts the fifth day of the semester calendar for a posted number of days.  Class addition requests are honored during late registration through the fifth day of the semester calendar, and require permission of the instructor.
Late Registration

· A late registration period for any student who could not register during the scheduled times, is scheduled for two days (from the first day of classes through the second day of class).  Registration for off-campus classes will be held the first class session.
· Canceled Classes

The College reserves the right to cancel classes that do not meet the minimum enrollment.  Cancellation decisions are often made after the first class meeting, during the schedule period change, if possible.  An instructor of a canceled course will not receive any compensation.  The minimum enrollment is usually ten (10), but it may be higher or lower depending on the class.  If the class is canceled, the College will inform the students.

Course Management and Evaluation of Student Process

· Session Length

Credit courses are usually set up on a 50-minute instructional period per credit hour.  A three credit hour class meets 150 minutes a week; a two-hour class, 100 minutes; and a one-hour class meets 50 minutes.  Activity and lab courses require longer class sessions.

Classes that meet for more than 75 minutes usually take a break during the middle of class.  Base breaks upon the needs and interests of the students, keeping in mind the content and quantity of material you are trying to complete during the class period.

· Classroom Order and Morale

Establish a positive learning environment by being flexible, having well planned and integrated lessons, consider student problems and questions, being available to help students and communicating clear expectations.

· Student Motivation

Consider ways you can motivate each student.  Individualize your instructional approach, be practical, allow students to work toward goals of their choosing (within the framework of the course), stress growth and accomplishment and vary your teaching methods.

· Class Lists

Four (4) class lists are distributed during the semester.  They include:

Initial

Issued the first day of class

Tentative
Issued after the schedule change and late registration

Census Date
Issued third Friday of semester (Spring and Fall)

Final Proof
Issued at the end of withdrawal/drop-add period

Directions are provided with each list regarding procedures to cover enrollment.  ONLY the census date listing needs to be returned.  The class list provides the official certification of semester enrollment.

A final grade sheet is issued three days prior to the last day of instruction for each semester for all courses taught during the semester, whether full semester, short courses or extended length courses.  GRADES MUST BE TURNED IN ON TIME!

· Student Evaluations

Student surveys of instruction are designed to assist the supervisor and instructor in identifying strengths and weaknesses.  Administration of surveys is done sometime during the last half of course sessions.  Allow class time for the surveys and ask students to cooperate.  The supervisor will review the responses and share them with the instructor.

· Course/Session Changes

Permanent changes require approval by the Vice President for Learning, submitted to the Student Services Office.  Check with your supervisor regarding temporary absences and location changes.  Notify each student of the changes and inform the Information Desk personnel so that inquiries the day of the class session can be answered.  If all students have not been notified, someone should meet the class.  Substitutes are to be approved by the supervisor and are not reimbursed by the College.

Cancellations should be made up.  Consult your supervisor on available schedule times.  Final decisions should accommodate class input where possible.  Notify the supervisor, Classroom Schedules Office and Information Desk personnel of final decisions.

· Finals

Final exams are to be administered at the specified time period of the last five instruction days for the term.  Credit courses that do not conform to the regular semester should use their final class periods for their exams.  Some classes may not have a final exam due to the nature of the course.  However, this time should be used for a wrap up of the course information.

· End of Course Procedures

At the conclusion of your class, you should check out with your supervisor to discuss your class, voice any problems/concerns, discuss your interest in teaching in the future, return keys, etc.  If you are departing from the area and do not intend to do any more adjunct teaching, give your supervisor any class records (attendance and grade books) you have in case there is a grade dispute by a student after your departure.

Be sure to return any books, media materials or equipment checked out from the Library.  Failure to do this may delay your final check.

· Smoking/Food Regulations

Smoking, use of tobacco products and food/drink are prohibited in classrooms, laboratories and the Library.  Smoking is permitted in designated smoking areas only.

· Classroom and Building Upkeep

Staff and students are expected to assist in keeping the campus clean and in good order.  Do not tape papers to any painted surfaces – doors, classroom walls or hallways.  Bulletin boards and flipcharts are provided for this purpose.

· Opening Classrooms

Most on-campus classrooms are opened prior to your class.  If for some reason yours is not, contact Security at 3333.  The switchboard may also be contacted at ‘0’.  They will see that a Security Officer or staff member opens your room.  Following class, straighten your room/laboratory, turn off the lights and close the door.  Please secure your room during breaks when you are away from the classroom.  Keys are not usually issued to adjunct faculty unless unusual circumstances exist.

Off campus instructional space typically requires keys for entry.  In some cases, keys are issued to faculty prior to, or on the first night of class; however, in some situations arrangements will be made for your room to be opened.  As a representative of the College, you are responsible for helping to maintain good relations with those who make instructional space available to us.

· Academic Honesty Policy

San Juan College believes that the basis for personal and academic development is honesty. Personal commitment, honest work, and honest achievement are necessary characteristics for an educated person. In order to help the students, staff, and faculty of San Juan College maintain academic honesty, a policy that governs the procedures and consequences associated with academic dishonesty has been developed.
Please refer to http://www.sanjuancollege.edu/pages/3010.asp for full written policy.
· Course Grading/Appeals

The College uses letter grades having the following grade points assigned per credit.

Regular Grades:

A – Excellent Work (4)

B – Better Than Average Work (3)

C – Average Work (2)

D – Below Average Work (1)

F – Failing Work (0)

X – Failing Work for Non-Attendance (0)
Other Instructor Grades:

You must have prior approval to assign the following grades:

Incomplete Work (0)

“I,” Incomplete, indicates a temporary grade for makeup of incomplete work.  The student must have been passing and have mitigating circumstances beyond their control.

The original course instructor recommends assignment of a temporary “I” grade at the time the final grades are due.  You should not misuse the grade to avoid earned “D” or “F” grades, or require a student to enroll in a subsequent class simply because work was not completed on time.

Document the circumstances that were beyond the student’s control on Form AD-83.  State your requirement for the student to complete work for removal of the “I” grade.  Requirements to enroll in the course again are not permitted.

The removal period is twelve (12) months from the date of issue.  The original instructor must judge the student’s work.  Grades not changed within the period remain on the student record permanently.  Such grades may not be changed by work completion.

The effect upon academic standing of removing an “I” depends upon the transaction record.  Replacement grades entered before the beginning of the subsequent semester are included in the grade point average (and used in establishing academic standing).  Afterwards, the replacement grade affects grade point averages starting with the next semester the student is enrolled.

RR – Re-Register (0)
Courses must have prior approval.  Approved self-paced courses qualify.  Students pay course tuition/fees for subsequent re-registration.

S/U – Satisfactory or Unsatisfactory Work (0)

Courses must have prior written approval, as indicated on the final grade sheet.  If so, assign only “S” or “U.”

Other Grades:

These grades may also appear on grade sheets.  However, you may not assign any of the following:

AU – Audit (0)

An instructor may not assign an “AU”.  An official Audit is indicated on the final grade sheet.

W – Withdrawal (0)

An instructor may not assign a “W.”  An official Withdrawal is indicated on the final grade sheet.  If not, supply a regular grade.

AW – Administrative Withdrawal (0)

An instructor may not assign an AW.  Administrative Withdrawal is indicated on the final grade sheet.

· Student Withdrawal Period

A student may withdraw from one or more classes during a semester by completing an AD-21 Student Withdrawal Card.  The scheduled period for student withdrawals is from the first day of class and before the sixteenth day prior to the last day of instruction.  A “W” is given as a grade for each course from which a student is withdrawn.  After the final withdrawal date has passed, a letter grade must be given in each course for which a student is registered.

· Grade Appeals

The College is committed to a fair, equitable and understandable grading system.  Students who believe a faculty member has treated them unjustly may initiate an appeal of a grade within forty-five (45) days after the last regularly scheduled day of class.

Appeals must be made in reference to the course syllabus.  Therefore, as instructor of record for a class, you must provide each class a course guideline containing goals, objectives, a topical outline, and the grading system and attendance requirements.

Grade appeals follow the following process:

1. Obtain the formal Application for Grade Appeals form from the Office of the Vice President for Student Services.

2. Discuss the appeal with the faculty member involved.  The faculty member must complete Section I of the appeals form.  If the grade conflict is resolved, no further action is required.  The completed form is then returned to the Office of the Vice President for Student Services.

3. If the appeal is denied, students will contact the Division Dean, who will complete Section II of the form.  If the grade conflict is resolved, no further action is required.  The completed form is then returned to the Office of the Vice President for Student Services.

4. If the appeal is denied, the student must submit a written letter of appeal, along with appeals form, to the chair of the Grade Appeals Committee, through the Office of the Vice President for Student Services.

· Hearing Procedure

The committee will provide the student and the faculty member involved an opportunity to present their concerns.  The committee will determine the outcome based on the information presented at the formal hearing.

The Grade Appeals Committee chairperson notifies the faculty member involved of the request for a formal grade appeal hearing.  At that time, the chairperson will request from the faculty member involved:

· A copy of the course guidelines containing goals, objectives, topical outline, grading system and attendance requirements.

· Documentation pertaining to attendance and grades.

· The appeals form (if the student has not included it with the letter of appeal).

The chairperson will schedule the appeal to be heard at the next committee meeting.

· Decision

The committee will determine a grade appeal decision based on the hearing, handouts and documentation.  The decision of the committee becomes official upon a majority vote.  The committee decision may be appealed to the Vice President for Learning.

· Records

A copy of the committee’s decision will be distributed to the student, the faculty member, the division dean, the Grade Appeals Committee chairperson, the Vice President for Student Services, the Vice President for Learning and the Director of Enrollment Services.

Student/Faculty Support

· Center for Teaching Excellence

The Center for Teaching Excellence, located in Room 1024, near the SUB area, was created to promote teaching and learning excellence for all faculty.

 *   Adjunct Work Space including:  PCs, telephones, fax machine, Scantron machine and copier
     *   Training Classroom and Workshop Facilities

        *     Multimedia Equipment including:  scanners, digital cameras, CD burners, and color printers.

        *     Instructional Resources including:  assessment materials, learning style strategies, and teaching activities.

        *     Comfortable study space for preparation of classes


*
Expert Assistance and Professional Development Opportunities

       Opportunities for professional development are communicated through campus email, the CTX newsletter and on the Organizational Development website.


Center for Teaching Excellence hours are 8:00 a.m. to 8:00 p.m., Monday    through Thursday and 8:00 a.m. to 5:00 p.m., Friday.
· Counseling/Financial Aid

Counseling and Financial Aid services are located in the Clock Tower Building.  Counseling Office hours are 8:00 a.m. to 6:00 p.m., Monday through Thursday and 8:00 a.m. to 5:00 p.m., Friday.  Financial Aid Office hours are 8:00 a.m. to 5:00 p.m., Monday through Friday.  Most other Student Services office hours are 8:00 a.m. to 6:00 p.m., Monday through Thursday and 8:00 a.m. to 5:00 p.m., Friday.

· Student Activities

The Office of Student Activities is located in the first floor of the Learning Commons. They provide programs and services to San Juan College students to get involved and participate in campus life. Their goal is to enhance students’ educational experience and contribute to their personal and leadership development. Valuable learning experiences outside of the classroom are gained through participation in student government, intramural sports, the student ambassador program, clubs and organizations, and contributing to the Buzz.  Student Activities hours are Monday through Thursday 8:00 AM to 6:00 PM and Fridays from 8:00 to 5:00.

· Food Services

Food Service hours are 7:30 a.m. to 2:30 p.m., Monday through Friday.  Special hours are posted.

· Bookstore

The Bookstore and Food Service are located in the Student Union.

Bookstore hours are 8:30 a.m. to 6:00 p.m., Monday through Thursday and 8:30 a.m. to 5:00 p.m. on Friday during the spring and fall semesters.  Summer hours are 8:30 a.m. to 5:00 p.m., Monday through Friday.  Special hours are posted.

· Library

An extensive main campus library collection is available to the instructional staff and students.  The library contains a collection of more than 58,000 books, 450 periodicals and 2,000 videos.  Forms are available at the Circulation Desk to place materials on reserve.  The library catalog is available through the San Juan College web site (www.sanjuancollege.edu).  Tours of the library and bibliographic instruction are available upon request.  Call extension 3256 at least one week in advance of your class visit.  Hours of operation are 8:00 a.m. to 9:00 p.m., Monday through Thursday; 8:00 a.m. to 5:00 p.m., Friday; and 1:00 p.m. to 5:00 p.m. Saturday and Sunday.

San Juan College West Library – Monday, Tuesday and Thursday:  12:00pm – 8:00pm.  Wednesday:  8:00am – 8:00pm.  Friday:  8:00am – 5:00pm.
· Technology Services
San Juan College offers students fifteen instructional computer labs to support both credit and noncredit courses in a variety of areas.  Student assistants staff all labs.

Computer lab hours are Monday through Thursday, 8:00 a.m. to 10:00 p.m.; Friday, 8:00 a.m. to 5:00 p.m.; Saturday, 9:00 a.m. to 5:00 p.m.; and Sunday, 1:00 p.m. to 5:00 p.m.  Access to labs depends on lab assistant coverage.  Not all labs will have weekend access.

Available Software

Operating System


Integrated Software Packages

Windows 2000 & Windows XP
Microsoft Office 2000

Math Software


Controls Technology Software

Maple



Electronic, semiconductor

Minitabs



Manufacturing process control and

Interactive Math


Programmable logic control

Geometer’s Sketchpad

Multimedia courseware

World Wide Web Software

Student E-Mail

Internet Explorer


E-Mail accounts by application

Specialized Software


Programming Software

Varies by semester


Borland C++

Course and instructor specific

Microsoft Visual Basic






Microsoft Visual C++

General Usage Labs
Keyboarding Lab – Room 1200 A

566-3330

Word Processing Lab – 1200 B


566-3330

Writing Development Lab – Room 1215
566-3439

SJC East Lab – Aztec Campus


334-3831

SJC West Lab – Kirtland Campus

566-3598

Health & Human Performance Center

566-3410

West Classroom Complex Commons

566-3614

Computer Commons Area


566-3586

Library Pod




566-3249

Specialized Labs
Controls Technology Lab – Room 1514

566-3228

This lab is only used by the controls and manufacturing technology students.

CAD/Drafting Lab – Room 1415 and 1413
566-3473

This lab is used by drafting and graphics students, utilizing Auto CAD 2000, 3-D modeling and Animation software.

Media Development Lab - Room 1921

566-3640
This lab supports the needs of students enrolled in the Creative Arts and Technologies Program.  The lab features software and equipment to assist in the design and creation of web-based technologies as well as digital video.

Language Development Lab – Room 1610
566-3541

The Foreign Language Learning Center utilizes multimedia and supports the college’s foreign language curriculum through the use of interactive software in Spanish, German, French, Navajo and other major world languages.

CPT Lab – Room 4106


566-3326

College Placement Testing Lab

Developmental Math Lab – Room 1922

566-3556

The Developmental Math Lab offers students the opportunity to gain experience with a variety of software, especially mathematics.  Ancillary learning materials designed for many specific academic areas are found in this lab.  Subject and software titles vary by instructor and semester.

Networking Lab – Room 7127


No Phone – call Lab 1204

Internet Lab – Room 7126


566-3599

The Internet Lab offers students instruction in Microsoft Office XP as well as various programming languages such as Visual Basic, C++, HTML and Java.  This lab runs Windows XP and is open for general use when classes are not scheduled.

Cisco Lab – Room 7128


566-3599

OS Lab – Room 7129



566-3599

Testing Center Lab – Room 7133


566-3599

EDGE Lab – Room 1416


566-3145
Physics Lab




566-3230

· Contact the Math/Science Division

Robotel Interactive Classroom


566-3657
Collaborative instruction is possible in the Robotel Interactive classroom.  The 30-station room can be divided into two classrooms with 15 workstations for small group instruction.

Student Success Center

These labs emphasize the basic skill development.  The Student Success Center also features specialized equipment and assistance designed for students with disabilities.

SDOC Lab – Room 1611A


566-3643
Reading Lab – Room 1611


566-3210

SMART Lab – Room 1611


566-3340

Math Lab – Room 1611


566-3362

Health and Human Performance Center

HHPC Lab – Room 55346


566-3224

The Health Occupation Programs share this lab.

· Child Care Services

The Child and Family Resources Department operates two separate facilities to serve children, families, and San Juan College students: the Child and Family Development Center on campus and the Family Resource Center at 3539 E. 30th Street.

The primary purpose of the Child and Family Development Center on campus is to serve as a lab school for San Juan College students.  Observation rooms into each classroom provide opportunities for students to learn about children’s development and behavior.  Practicum students in early childhood education courses are part of the Center staff each semester.  They are supervised by qualified teachers to plan, implement, and evaluate developmentally appropriate activities for young children.  Students also use the Center as a site for special projects and research efforts.

The secondary purpose of the Center is to provide quality child care and early education services to children of full-time (12 credits) San Juan College students, faculty and staff.  The Center is open fall and spring semesters, and programs are available for children between the ages of 6 months and 6 years.  A child care subsidy program seeks to remove childcare expenses as a barrier to education.  The subsidy is available to students whose children attend either the Center on campus or a state-licensed center or home in the community.  For further information, call 566-3383.  

The Family Resource Center at 3539 E. 30th Street offers child care referrals, a toy lending library, technical assistance, parent education, and training.  All services are free to any resident of San Juan County.  For further information, call 566-3825.

· Native American Services

Assistance to Native American students in college entrance, adjustment, and retention matters is available through the Native American Program Office.  The Program Office is located in the West Classroom Building, Room 1717.  Services to students include advisement in academic, career programs, and scholarships, and support in cultural and ethnic activities.  The Program also networks with Native American funding sources and collaborates with Native American Programs of other New Mexico colleges and universities in the transfer of students.

· Students with Disabilities

The Students with Disabilities Program is a component of the Advising and Counseling Center.  This program is designed to enable physically, emotionally and learning challenged students to complete a chosen area of study and to remove competitive barriers in the academic and vocational classroom while preserving the integrity of the course objectives.  San Juan College seeks to provide equal access to its programs, services, and activities for people with disabilities.  Reasonable prior notice is needed to arrange accommodation for known disabilities.

If a student needs accommodations and has registered with the disabilities office, he will bring you a notice of the type of accommodation that is needed.  If you are unsure of how to assist the student, please contact the lead instructor in your area or Jackie McFarland @ mcfarlandj@sanjuancollege.edu, or 505.566.3271.  Typical accommodations that might impact your instruction include extended time on tests (this includes on-line and finals), testing in a separate place, tape recorders or note-takers in the classroom and copies of instructor notes or power point presentations. 

Also available to students with disabilities is a Learning Technology lab that houses screen reading software, voice activated software and a brailler. Jackie McFarland coordinates use of this lab, so again, please send or have students contact her at the above e-mail address.

http://www.sanjuancollege.edu/pages/384.asp

· Veterans Services

The Admissions & Records Office has the responsibility for certification of veterans and/or dependents while they attend San Juan College.  Prospective students are urged to submit completed applications for veterans’ educational assistance.

· Tutoring

The Student Success Center provides tutoring to students free of charge.  Students may receive assistance in any of the courses offered at the College.  SJC students who have demonstrated proficiency in their classes are hired as tutors.  The center is open Monday through Thursday from 8:00 a.m. to 8:00 p.m., and 8:00 a.m. to 5:00 p.m. on Friday.  The Student Success Center is located in room 1611.

· Career Services
San Juan College maintains a full-time Career Planning and Placement Office.  Services include career counseling, a library of career information, assistance in establishing credential files, workshops, employment interviews and a regular listing of job opportunities.  Adjunct and full-time job opportunities are kept on file in the Placement Office.  The office is located in Room 1608 and is open Monday through Friday from 8:00 a.m. to 5:00 p.m.

Emergency Procedures
· Fire Emergencies

· Locate an alarm box and pull the alarm.
· Notify Security at extension 3333.
· Bomb Threats

· Remain calm.  Listen for as much information as possible, such as tone of voice, accent, and background noises.
· Do NOT hang up the phone, even if the caller hangs up, to allow for a phone trace.  Do NOT use hand-held radios in the event the device may be triggered by radio frequencies.
· Notify Security at extension 3333.
· Evacuation Procedures
Call appropriate College officials until someone is reached.

· Security (ext. 3333)
· Vice President for Business Affairs (ext. 3253)
· President (ext. 3209)
· Vice President for Student Services (ext. 3318)
· Vice President for Learning (ext. 3213)
Evening hours, contact:

· Security (ext. 3333)
· Evening hours support office (ext. 3220)
· Evening administrator (dial 0)
· Disturbance/Disruptions

Notify an appropriate official, according to the following list of telephone 

extension numbers.  Proceed down the list until someone is reached.

· Security (ext. 3333)

· Vice President for Student Services (ext. 3318)

Evening hours, contact:

· Security (ext. 3333)

· Evening administrator (dial 0)

· Lost Children

Notify an appropriate College official.

· Security (ext. 3333)

· Vice President for Student Services (ext. 3318)

Evening hours, contact:

· Security (ext. 3333)

· Evening hours support office (ext. 3220)
· Evening administrator (dial 0)
· Keys Locked in Vehicle

Notify the Security Office at extension 3333.

Evening hours, contact:

· Security (ext. 3333)

· Evening hours support office (ext. 3220)
· Evening administrator (dial 0)
· Accidents or Injuries

Follow these procedures in the order given:

· If serious, call 911.

· Render first aid if neglect would be a liability.

· Comfort the victim and call Security (ext. 3333).  Give your name and location.  State the emergency and whether you need immediate help (e.g. ambulance or other assistance).

· Remain with the victim if possible.  Delegate someone to make the emergency call.

· Ask witnesses to remain for questioning by authorities.

· Call the Vice President for Student Services in serious cases so that follow-up contacts may be made, such as spouse, legal guardian or family doctor.

· Complete an accident report after all appropriate action has taken place.  File the report with the Security or Personnel Office within twenty-four (24) hours.

Student/Visitor Accident Form
Please fill in all information on both sides of this sheet. PLEASE PRINT LEGIBLY!!
Today’s Date _____/_____/_____

Staff Member Preparing Form_______________________________


           Mo    day       yr

Personal information
Name of injured party___________________Date of Birth_____/_____/_____  Gender  M   F
Phone #__(____ ) ___________
Social Security Number___________________________
Age________

Address_____________________________________________________________


Street


Apt#


City


State


Zip

Details of accident
Location of Accident (Room Number, Hallway, Outdoor Location, Etc.)_______________________________________________  

Accident Date _____/_____/_____
Time of Accident______________  AM
PM

Program:
OLER     Gymnasium     Birthday Party  PHED Class     FCC     Intramurals     City League



Group Exercise     Special Event     Climbing Wall     Other_______________________
How did the injury occur


Describe event/situation leading up to the accident (include what the injured party was doing at the time) ______________________________________________________________________________________________________________________________________________________________________________
How did the injury occur
collision w/obstacle
collision w/participant
collision w/playing surface

Equipment related
non-contact
unknown
other______________________

Were you a witness to the accident
YES
NO

If you were not a witness, then please describe the scene when you arrived ______________________________________________________________________________________________________________________________________________________________________________
Describe in detail exactly how the injury occurred

__________________________________________________________

__________________________________________________________

__________________________________________________________

Part of body injured
LEFT       Back of Head     Face     Ear     Mouth     Neck     Shoulder     Chest     Back     Arm     Wrist     Hand     Finger    

Leg     Knee     Ankle     Toes     Hip     Other______________________________________

 RIGHT       Back of Head     Face     Ear     Mouth     Neck     Shoulder   Chest     Back     Arm     Wrist     Hand     Finger   

Leg     Knee     Ankle     Toes     Hip     Other______________________________________
Describe in greater detail! (Inside of left ankle, back of hand tip of left index finger)_____________________________________________

________________________________________________________________________________________________________________

Were there any witnesses?

YES
NO (If yes, please list below)

Name__________________________________________ Phone________________________________

Address____________________________________ City__________________________________ State _____________ Zip___________

Name__________________________________________ Phone________________________________

Address____________________________________ City__________________________________ State _____________ Zip___________

Name and titles of any other SJC staff called to the scene (including security officers)____________________________________________
First Aid
Indicate if any first aid was administered  Ice     Controlled Bleeding     Elevated     Applied Bandage     Rescue Breathing     CPR

AED     Oxygen     Other________________________________________

Describe first aid administered in greater detail ________________________________________________________________________________________________________________________________________________________________________________________________________________________
Was any blood related waste created?
YES
NO 
(If yes, what waste was created and where was it disposed of?) _______________________________________________________________

Who administered the first aid?__________________________ Phone____________________________

How did the injured party leave the facility? (Driving, emergency contact, ambulance)____________________________________________

Who transported the injured party from the facility? ________________________________________________________________

Where were they going? (Home, hospital, doctor)__________________________________________________________

Was anyone else contacted? (Name, title)_____________________________________________________________

Name and title of person who reported the accident __________________________________________________________________    
Signature______________________________________________________
I, _______________________________________ agree that the information contained in this report is accurate and true.


Injured party

_____________________________________Injured party was unable to sign 

 Signature of injured party

Follow-Up
Injured went to doctor and was diagnosed with ________________________________________________________________

Injured plans to see a doctor (When?) ________________________________________________________________

Case assigned to ________________________________________________________________

Injured is fine, no complications _____/_____/_____





Date

Route Copies to

Business Affairs - Budget and Risk Management Specialist

Vice President of Student Services

Health & Safety Officer

Executive Assistant to the President

Assistant Director of Physical Plant

NOTES

______________________________________________

NOTES

______________________________________________

NOTES

______________________________________________

Accreditation

San Juan College is accredited by the 

North Central Association of Colleges and Schools

Statement of Non-Discrimination

San Juan College is an equal opportunity employer and, as such, takes affirmative action to ensure that part-time faculty are treated in compliance with applicable laws and regulations governing equal employment opportunity and nondiscrimination in employment on the basis of race, color, religion, national origin, handicap, age, sex, or status as a disabled or Vietnam-era veteran.
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