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Faculty Handbook

Faculty Messaging to the Campus

This Faculty Handbook is designed to provide information to the Mission College faculty that
allows them to most effectively serve the needs of students.  The material presented includes
information regarding District and College organization, relevant academic and procedural
information, instructional services available to faculty, student services available at the
College, and faculty and student rights and responsibilities. 

This Handbook should be used in conjunction with the agreement between the West Valley-
Mission Federation of Teachers, AFT 6554 and West Valley Mission Community College
District, and the current Mission College Catalog.  Should any con�ict arise between the
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faculty handbook and collective bargaining agreements, the latter shall prevail.

The material presented here is under continuous review.  Suggestions for improvement are
welcome from all members of the Mission College community and should be sent to the
Of�ce of Instruction (mailto: genina.gonzales@missioncollege.edu), or to the President of
the Mission College Academic Senate (mailto:  aram.shepherd@missioncollege.edu).

mailto:genina.gonzales@missioncollege.edu
mailto:aram.shepherd@missioncollege.edu
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Faculty Handbook Introduction

Mission Statement 
Mission College serves the diverse educational needs of our student population by providing
equitable access and support towards completing associate degrees and certi�cates aligned
with transfer and career pathways to meet educational and personal goals as well as the
workforce demands of the city of Santa Clara and Silicon Valley.

History of the District and Mission College

History of the District and Mission College 

In July 1962, the �rst public meeting was convened to address the formation of the West
Valley Community College District.  In October 1962, the District’s formation was approved
by the California State Board of Education.  In January 1963, the District was established by
voters residing in the Campbell, Los Gatos-Saratoga, and Santa Clara High School
Districts. 

West Valley Junior College became operational in September 1964 at the site of the
former Campbell Grammar School in Campbell.  During the 1964-65 academic years, the
college accommodated 3,203 students at this 12-1/2-acre campus.   The staff consisted of
10 administrators and 53 instructors with 100 courses being offered that �rst year. 

In 1964, the present West Valley College 143-acre site at Fruitvale-Allendale was purchased.
Funding was obtained through the State Junior College Construction Act.  The campus
was developed between 1964 and 1974, with the completion of the �rst building in 1968. 
The �rst classes began in Fall 1968. 
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In 1966-67, land was purchased in Santa Clara for the construction of a new college.  These
12 acres were located north of the Bayshore Freeway (Highway 101).  In 1970, the total 164-
acre parcel was acquired.  Mission College began its educational operations at Jefferson
Intermediate School in Santa Clara in 1975. The �rst phase of construction was completed,
and Mission College moved to its new facility in September 1979.  This singular three-story
63 building was designed to re�ect a learning philosophy that relied heavily on study labs.
Other programs and services were housed temporarily in this building with the intent to
move into four attached wings. The Passage of Proposition 13 in 1978 interrupted
completion of the remainder of the college.  To accommodate the increase in student
enrollment, portable classrooms were added to the grounds. 

The Hospitality Management program moved to Mission College from West Valley College
in 1987 after construction of their new building was completed. The Hospitality
Management Building is a 14,500 square foot facility with two self-contained kitchens
containing top quality equipment. 

Mission's Gymnasium was opened in May 12, 1994. It has a multi-use �oor plan with
striping for professional and league basketball as well as badminton and volleyball. It is
equipped with a state-of-the-art sound system, electronically retractable bleachers and a
center-court divider for split games. 

The College's Campus Center grand opening was held on October 29, 1999. The new
facility houses the campus bookstore, a multi-use cafeteria, video lounge, and an arcade
room on its �rst �oor. Its upper level houses of�ces for the Associated Student Body and
clubs, the Director of Student Activities, the Vice President of Student Services, a
conference center with multiple meeting rooms and a 156-station computer lab with 4
group study/activity rooms. 

The Library-Telecommunications Building opened its doors in April 2001.  The library
facility includes 60 computer research stations as well as reference stacks, multi-media
instructional materials, a 50,124-book collection, and over 160 periodicals. Also housed in
the building are �ve group study rooms, a copy center, a training classroom and of�ces for
all library staff and acquisitions. The telecommunications facility has two television studios
used for large meetings, video shoots and teleconferences. The college's of�ce of audio-
visual equipment and repair, the web master and instructional designer are all within the
building as well. 

Ground was broken for the Child Development Center on May 3, 2001 and it opened for
service in August 2002. Within the 9,000 square foot center are meeting rooms, of�ces,
observation rooms, play rooms, a laundry room, and kitchen. Surrounding the building are
outdoor play areas with lawns, play equipment, and seating. 



Physical Education Phase II, adjacent to the gymnasium, opened in October 2003.  This
new building houses new shower and locker rooms, meeting rooms, equipment storage
rooms, team rooms, laundry facilities and of�ces for athletics staff. 

Mission's Silver Anniversary Celebration was held on Saturday, May 18, 2002 at the Triton
Museum of Art in Santa Clara. A special commemorative composition, "Celebration in
Silver" was composed by Professor Keith Johnson. 

President Christopher O'Hearn commissioned a new �ag to be �own in honor of the
college's next 25 years which was unveiled and raised in a ceremony with Vice Mayor
Jamie Mathews on Friday, May 24, 2002 the day proclaimed "Mission College Day" by the
City of Santa Clara. In August 2004, construction on Mission College's Science &
Technology building was completed housing classrooms for Biology, Chemistry, Physics,
Anatomy & Physiology, and Botany, as well as meeting rooms and of�ces for the
programs. 

Mission College began its 1979-80 academic year with 3,500 students, 8 administrators,
and 73 instructors.  Annually, the college has over 14,000 students served by over 100 staff
members, 425 full and part-time instructors, and 19 managers.   Mission College is a
comprehensive educational institution that serves a diverse constituency in Santa Clara
County and northern Santa Cruz County by providing university transfer preparation,
workforce training, basic skills course work, vocational/ career preparation, and counseling
and guidance.  The College grants Associate in Arts (AA), Associate in Science (AS) and
Associate Degree for Transfer (ADT) degrees and Certi�cates of Completion in a wide
variety of subject areas.    Mission College is an accredited member of the Western
Association of Schools and Colleges and is regularly reviewed by the Accrediting
Commission for Community and Junior Colleges.  Mission College received reaf�rmation
of its accreditation in 2016.

Statement of Purpose 

Statement of Purpose
 
Mission College is an institution of higher learning that is open to all.   The purpose of the
College is to: 

Identify and anticipate students’ needs
Provide opportunities for lifelong learning in a supportive environment





Be responsive to the unique cultural and demographic diversity of a changing
community
Serve those seeking vocational skills, associate and baccalaureate degrees, or a
vocational education, and those with special needs 

Mission College supports the mission of the West Valley-Mission Community College
District: 

The West Valley-Mission Community College District is committed to achieving student
success through innovative and effective lifelong education and career opportunities,
which include associate degrees, certi�cates, transfer, occupational programs, workforce
development, pre-collegiate, global, and community education programs. The District
strives to maintain and support institutional integrity, mutual respect, diversity, tolerance,
rigorous evaluation, an exceptional workforce of faculty and staff, and partnerships
between students, faculty, staff, administrators, the Board of Trustees, and the
community. The District promotes an environment conducive to open dialogue and the
free exchange of ideas leading to the achievement of successful student learning
outcomes. 

College Goals

College Goals
 
A. Strategic Focus: Community Life, Outreach, and Marketing

Goal #1: Increase the community understands of the college, its value to the community,
and its ability to meet the educational goals of students. 

Goal #2: Create a sense of community and collaboration at all levels across the college. 

Goal #3: Advance Mission College’s visibility and service to the community. 

B. Strategic Focus: Curriculum and Program Improvement

Goal #1: Ensure that the college’s curriculum responds to the 21st century needs of our
students and the community.

Goal #2: Increase the number of opportunities for students to transfer to a four-year
institution. 





Goal #3: Increase the number of students who earn awards and transfer within Science
Technology Engineering and Mathematics (STEM) disciplines. 

 C. Strategic Focus: Economic Development and Sustainability

Goal #1: Provide market-responsive education, training, and services that are developed in
conjunction with business, industry and community partners to address local workforce,
economic and community needs. 

Goal #2: Establish Mission College as a community leader and partner for workforce and
economic development in the region. 

Goal #3: Develop and implement a systematic and coordinated process for soliciting,
evaluating and responding to workforce and economic development opportunities.  Goal
#4: Create a scheduling model which includes criteria for resource allocation model
implications to ensure that college �scal solvency equals enrollment solvency.  

D. Strategic Focus: K-12 and Higher Education Articulation and Partnerships 

Goal #1: Strengthen collaborative partnerships with the local K-12 institutions to align
programs and facilitate student matriculation to Mission College.

Goal #2: Establish collaborative partnerships with local universities to align programs and
provide students with a seamless transfer experience. 

Goal #3: Expand and enhance collaborative partnerships with international communities
to increase the global diversity of the college. 

E. Strategic Focus: Leadership and Professional Development

Goal #1: Provide opportunities for all employees to receive professional development and
skill building.

Goal #2: Promote leadership growth and participation in community and college activities
from all college constituencies. 

F. Strategic Focus: Student Learning, Completion, and Institutional Accountability



Goal #1: Facilitate student persistence, retention, and goal completion through effective
student support and instructional strategies.

Goal #2: Implement ongoing institutional assessment and evaluation that supports
student learning and completion.

G. Strategic Focus: Technology

Goal #1: Optimize technology to provide effective support for programs, services, and
processes, with a focus on sustainability.

Goal #2: Identify and foster partnerships with technology organizations to keep the
college at the forefront of technological advances. 

Local Vision Goals 

Local Vision Goals

Goal 1:  Completion
Goal 1A:  Increase all students who earned an Associate Degree (including ADTs)
Goal 1B:  Increase all students who earned a Chancellor’s of�ce approved certi�cate
Goal 1C:  Increase all students who attained the vision goal completion de�nition 

Goal 2:  Transfer
Goal 2A:  Increase all students who earned an Associate Degree for Transfer
Goal 2B:  Increase all students who transferred to a CSU or UC institution 

Goal 3:  Unit Accumulation
Goal 3A:  Decrease average number of units accumulated by all associate degree earners 

Goal 4:  Workforce
Goal 4A:  Increase median annual earnings of all students
Goal 4B:  Increase all students who attain the living wage
Goal 4C:  Increase all students with a job closely related to their �eld of study 

Goal 5:  Equity
Goal 5.1A:  Increase all students who earned an Associate Degree (including ADTs)
Goal 5.1B:  Increase all students who earned a Chancellor’s of�ce approved certi�cate





Goal 5.1C:  Increase all students who attained the vision goal completion de�nition
Goal 5.2A:  Increase all students who earned an Associate Degree for Transfer
Goal 5.2B:  Increase all students who transferred to a CSU or UC institution
Goal 5.3A:  Decrease average number of units accumulated by all associate degree earners
Goal 5.4A:  Increase median annual earnings of all students

State/District/College Relationships

State/District/College Relationships

State of California 

The California public community colleges are administered by a Board of Governors
consisting of fourteen members,  appointed  by the Governor and  approved  by the State
Senate.  The Community College System is coordinated by a State Chancellor located in
Sacramento.  The Chancellor executes the duties and responsibilities delegated to him by
the Board of Governors. 

The California Community College Board of Governors through the State Chancellor’s
of�ce implements applicable legislation, appropriates monies to local colleges, approves
all course and program offerings, and ensures compliance to the laws of the State of
California. Quality education for the citizens of the State of California is offered through
the local community colleges.  Local community colleges are divided into districts
governed by local governing boards.  West Valley College and Mission College constitute
the West Valley- Mission Community College District. 
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District Information

District Information
A seven-member Board of Trustees elected at large to four-year terms and two non-voting
student members (one from each campus) govern the West Valley-Mission Community
College District (WVMCCD).  As stated in the 1995 Mission College Accreditation Report, The
Board of Trustees “is responsible for the quality and integrity of the institution...selects a chief
executive of�cer, approves the purposes of the institution, and responsibly manages available
�scal resources. It establishes broad institutional policies and delegates to the chief executive
of�cer the responsibility to administer these policies.”  The District is administered by the
Chancellor, Brad Davis, who reports directly to the Board of Trustees.  Daniel Peck, President
of Mission College, and Charles Bullock, Interim President of West Valley College, report to the
Chancellor.

District Structure

District Structure

Administrators

Chancellor, Brad Davis
President of Mission College, Daniel Peck
President of West Valley, Stephanie Kashima
Associate Vice Chancellor of Finance and Administration:  Ngoc Chim
Associate Vice Chancellor of Human Resources, Eric Ramones
Associate Vice Chancellor of Information and Educational Technology:  Dan Borges
Associate Vice Chancellor of Facilities, development and Operations:  Javier Castruita
Associate Vice Chancellor of Governmental Relations and Public Communications: 
Manny Cappello
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Police Chief, Chris Rolen

Board of Trustees

Susan Fish
Adrienne Grey
Anne Kepner
Randi Kinman
Jack Lucas
Robert Owens
Karl Watanabe

District Support

District Support 

The College receives the following support services from District of�ces:

1. Business Services
2. Budget preparation, monitoring, and analysis
3. Accounting
4. Purchasing
5. Payroll
6. Computer Services
7. Facilities/Planning and Operations
8. Grants and Development
9. Human Resources

10. Labor Relations
11. Police/Parking Safety
12. Economic Development Institute
13. Staff Development
14. Community Services
15. Public Relations
16. Advancement/Foundations



Bargaining Groups

Bargaining Groups
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The West Valley-Mission Federation of Teachers (WVMFT, AFT 6554) represents
certi�cated faculty.  The West Valley Mission Classi�ed Employees Association
(WVMCEA) represents basic unit non-supervisory classi�ed employees.  The Professional
and Vocational Division, Teamsters Union, Local 856, represents supervisory employees. 
The Peace Of�cers' Association represents the public safety of�cers.  These organizations
are recognized by the Board of Trustees as the sole and exclusive representative of
personnel within these areas.

District Committees

District Committees

Administrative Service Council
Audit and Budget Oversight Committee
Bene�ts Advisory Committee
Citizens Bond Oversight Committee
Curriculum Student Team
Data Management Advisory Council
District Academic Senate
District Council
District Information Systems Planning and Advisory Committee
District Joint Accreditation Steering Committee
District Staff Development Committee
EEO Diversity Advisory Council
Operations and Infrastructure Committee
District Enrollment Management Committee
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College Structure

Organizational Charts
Administration Fall 2019
Administrative Services Fall 2019
Constituencies and Committees 2019-2020
Instruction Fall 2019
Student Services Fall 2019

Participatory Governance

Participatory Governance 

Participatory governance, broadly de�ned, refers to a set of practices through which all
constituencies of an institution participate in signi�cant decisions. At Mission,
participatory governance includes the active participation of staff, faculty, student, and
administrator constituency groups. This structure enables and empowers all members of
the institution to participate in the discussion of important issues, and through this
dialogue, in institutional efforts to improve practices, programs, and services, all in support
of student learning. 

Committees, both standing and ad hoc, rely heavily on the participation and leadership of
faculty, classi�ed staff, students, and administrators. The speci�c functions of individual
committees vary depending on the committee’s charge, the topic or problem under
discussion, and the committee’s prede�ned role in planning and governance activities.
 More information can be found in the Participatory Governance and Decision Making
Handbook. 
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Mission College Academic Senate

Mission College Academic Senate 

The Mission College Academic Senate (MCAS) is charged with representing all full-time
and associate faculty members in academic and professional matters.  The shared
governance provisions of AB 1725 have greatly increased the role of the Academic Senate
in college policy and specify eleven broad areas in which the Board of Trustees must rely
primarily upon the advice of the Senate.  The Senate also consults with WVMFT, AFT 6554
on work-related issues to ensure a uniform faculty voice.   Senators representing each
division are elected by the full-time faculty in the division.  Senators representing
associate faculty are elected by the associate faculty at large.  The Senate president
represents the Senate on most shared governance committees and is elected by all
faculty, both full time and associate.  Recommendations of the Senate are regularly
communicated to the College President, the Governance and Planning Committee, the
Chancellor’s Advisory Council, and the Board of Trustees.  MCAS meets every Thursday
2:20-4:15. 



Mission College Classi�ed Senate

Mission College Classi�ed Senate 

The Mission College Classi�ed Senate (MCCS) represents basic unit, con�dential, and
supervisory classi�ed staff.  The Senate provides a formal structure to ensure the role and
participation of classi�ed staff in the college's formation of campus goals, objectives,
policies, procedures, and regulations. 



Associate Student Government

Associate Student Government 

The Associated Student Government (ASG) represents student issues and voices
opinions, participates in decision-making process, and discusses school activities and
projects. The ASG is responsible for appointing students to college and district
participatory governance committees. The ASG provides input to the prioritization process
for new planning and resource requests through their appointments to the CBAC and
College Council committees. The ASG President also meets regularly with the College
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President at the President’s Roundtable to discuss student issues or concerns. Students
have a responsibility to gather information from these meetings and to disseminate this
information to, and collect feedback from, their student peers.

College Council

College Council 

The College Council (CC) serves as an overall coordinating body in the governance of
Mission College. The body coordinates initiatives that arise from either internal college
business or opportunities presented by the community. The group serves as a planning
body and provides advice to and consultation with the President and, at times, through
the President to the Chancellor and the Board of Trustees. The group serves as a body to
whom appeals can be made if decisions of the constituent bodies are in excessive
con�ict.  College Council meets every other Wednesday at 12:30-2:00.  



College Committees

College Committees 

Academic Senate Subcommittees

Academic Directions Committee – The Academic Directions Committee serves as a
standing subcommittee of the Academic Senate to provide support to the Senate and the
College as a whole for the examination and maintenance of the balance of curriculum at
Mission College.  ADC meets the second Thursday of the month from 4:30-5:30. 

Associate Faculty Committee – The Mission College Associate (Part-Time) Faculty
Committee serves as a standing subcommittee of the Academic Senate to provide
support to the Senate and the College as a whole on all academic issues pertaining to
part-time faculty. 

Career and Technical Education Committee – The Career and Technical Education (CTE)
Committee serves as a standing subcommittee of the Academic Senate to lead the
College in reviewing, re�ning and developing innovative CTE programs and initiatives. 
The CTE committee meets Wednesdays from 4:00-5:30.
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Curriculum Review Committee - The Curriculum Review Committee (CRC) is responsible
for reviewing proposals for new and revised courses and programs and making
recommendations to the MCAS concerning curriculum policies and procedures, general
education requirements, certi�cate and degree requirements, and graduation
requirements.  CRC meets Wednesdays from 2:15-4:00. 

Distance Learning Committee – The Distance Learning (DL) Committee recommends
policies for distance education in compliance with Title V regulations.  It provides resource
materials for best practices in distance education and advocates for new technologies in
development of online teaching materials.  The DL committee meets Mondays from 2:30-
3:30. 

Faculty Professional Development Committee – Working with the Professional
Development Super Committee, the Faculty Professional Development Committee
oversees faculty professional development activities, plans Flex Day workshops,
coordinates the new faculty mentor program and evaluates the Teaching, Learning and
Improvement fund proposals.  The committee also provides recommendations to the
MCAS on professional development policies and procedures.  The committee meets on
Monday a month from 1:00-2:00. 

Noncredit Committee – The Mission College Noncredit Committee serves as a standing
subcommittee of the Academic Senate to provide support to the Senate and the College
as a whole and facilitate the implementation of noncredit programs and courses at
Mission College. 

Committee meetings will be held as needed during the academic year but at least twice
per semester.

Program Review Committee – The Program Review Committee (PRC) facilitates the
annual program review process and provides recommendations to the MCAS on program
review policies and procedures.  The committee meets Fridays from 11:00-12:00.

College Council Subcommittees

Art on Campus Committee – The Art on Campus Committee acquires, maintains,
preserves, protects, and documents works of art for the Mission College campus, and
manages the public display cases and areas.  The committee meets as needed.   
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College Budget Advisory Committee – The College Budget Advisory Committee (CBAC)
guides the overall budget process, implementation, and timelines as part of institutional
planning.  Working with the Institutional Effectiveness Committee, CBAC reviews
strategic planning and resource requests.  CBAC reviews funding sources and provides
recommendations to College Council regarding budget allocations.  CBAC meets every
other Wednesday from 12:30-2:00. 

Facilities & Safety Committee – The Facilities and Safety Committee (FSC) oversees
college facilities-related issues including maintenance, space allocation, remodeling and
construction. The committee will facilitate the college's emergency preparedness plan.
FSC will make recommendations College Council regarding how the college can better
meet the facilities mandates.  The FSC meets every second/fourth Thursday from 12:30-
2:00. 

Institutional Effectiveness Committee – The Institutional Effectiveness Committee
reviews institutional planning activities for completion, develops institution-set standards,
evaluates performance on institutional effectiveness measures and works with
responsible parties to develop improvement plans when those measures fall short of
college standards, and evaluates the Integrated Budget and Program Review Resource
Allocation Process.  The committee meets every other Wednesday from 4:00-5:00. 

Marketing Advisory Committee – The Marketing Advisory Committee reviews research
data, recommendations, available budgets and the college's enrollment objectives, and
collectively advises the Marketing Director and staff of marketing opportunities and
priorities. The committee also assists with marketing activities wherever possible or
secures the support of staff who could. The committee support outreach efforts and assist
with campus events and event planning.  The committee meets monthly as needed. 

Organizational and Professional Development Committee – The Organizational and
Professional Development Committee guides implementation, oversight and review of
the Mission College Organizational and Professional Development Plan, coordinate
College Flex Day Activities, makes recommendations to the college and to the district on
policies and procedures, serves as liaison with the District related to staff development
matters and Flex activities, plans staff/professional development activities, and reviews
and makes recommendations regarding staff/professional development accreditation
standards.  The committee meets the third Wednesday of every month from 4:00-5:00. 

Outcomes Assessment Committee – The Outcomes Assessment Committee (OAC)
oversees the implementation of the Student Learning and Service Area Outcomes and
Assessment process at Mission College.  The OAC meets every �rst and third Thursday
from 1:00-2:00. 
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Student Equity and Success Committee – The Student Equity and Success Committee
reviews institutional and state data to make recommendations on activities and policies
that focus on three major areas 1) student equity; 2) completion and retention; 3) student
engagement.  The committee meets the �rst and third Monday from 2:00-3:30. 

Sustainability Committee – The Sustainability Committee acts as a resource and
knowledge base for campus sustainability decisions, helps Mission develop a "green"
identity in both curricula and practice, and provides information and outreach to increase
campus awareness.  The committee meets Wednesdays from 2:00-3:30. 

Technology Committee – The Technology Committee develops the Technology Plan, and
identi�es areas of technology need and innovation.  The committee meets every second
and fourth Thursday from 2:30-4:00. 

Operational Committees

Division Council – Division Council (DC) coordinates administrative functions and provides
support and assistance to faculty colleagues in assigned or merged areas. Committee
members assist the executive administration with shared policy development and
administration and the promoting of areas of the college both internally and externally. 
DC is composed of one Department Chair representative from each division, all Division
Deans and the Vice President of Instruction.  DC meets every other Monday from 10:00-
12:00. 

Student Services Council – Student Services Council (SSC) advises on matters pertaining
to college policies and procedures, strategic initiatives, program review/master planning,
budget allocation, and matters that pertain to the well-being and academic success of
students. This council also serves as a community information network.  SCC meets bi-
weekly throughout the Fall and Spring semesters.
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Faculty Expectations

Faculty at Mission College focus primarily on teaching and assisting students. This requires
expertise in the teaching �eld and a plan for maintaining currency in the subject matter.
Interactions with students demand that the instructor have an astute interest in the
students’ welfare, exercise mature judgment, and maintain an open, nonjudgmental attitude.
Beyond teaching, full-time faculty have responsibilities and professional duties with respect
to governance and academic matters, including developing and proposing solutions for
curriculum, degree requirements, and other aspects of student learning. Faculty are also
committed to improving not only their own teaching but that of others, as well as working to
improve the overall college experience for students.

Faculty obligations include:
Informing students, in writing, at the beginning of the term, about course requirements,
grading standards, and policies
Meeting each in-person class at the regularly scheduled time for the full time allotted
Demonstrating regular and substantive student contact in distance education courses
Maintaining accurate attendance and scholastic records of students and submitting
required reports according to identi�ed deadlines
Communicating appropriately with students, peers, department chair, staff, and
administration
Being available to students through the maintenance of of�ce hours
Conferring with individual students regarding their progress toward course goals
Providing a learning environment conducive to stimulating intellectual curiosity and
fostering respect for others
Providing instruction in accordance with the statement of purpose of Mission College,
established course outlines, and the college catalog
Developing and periodically reviewing curriculum
Helping students solve study problems and evaluating their potential achievement in
�elds familiar to the instructor, especially those in speci�c career and vocational areas

https://missioncollege.edu/
https://missioncollege.edu/gen_info/
https://missioncollege.edu/gen_info/faculty-handbook/


Knowing the services available at Mission College and referring students with physical,
emotional, learning, or other problems outside the instructor’s area of expertise to
resources on campus
Providing students with job placement information, where appropriate
Participating in institutional responsibilities
Maintaining professional, ethical, and legal standards of behavior
Protecting district property from unauthorized use, theft, or abuse
Observing safety rules, using good judgment to prevent accidents and reporting
potential safety hazards to the Department Chair or Division Dean
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Campus Emergencies

Important Numbers
1. Emergency 9-1-1 or 408-299-3233

1. 408-299-3233 will route you to Santa Clara County Sheriff Dispatch. District Police
has a contract with the County for dispatch services.

2. Ask for a Mission College Police Of�cer
2. Mission College Police Of�ce: 408-855-5435

1. This is not an emergency phone number nor is it 24hrs.
2. This number is to be used when you have general questions about campus safety.

3. West Valley College Police Of�ce: 408-741-2092
1. This is not an emergency phone number nor is it 24hrs.
2. This number is to be used when you have general questions about campus safety.

4. Mission College Health Services: 408-855-5140
1. For medical emergencies call 9-1-1 �rst
2. Health Services is not an emergency response of�ce.
3. Health Services can assist in a medical emergency after 9-1-1 is called.

5. District Facilities 408-855-5134
1. During operating hours call District Facilities to report any utility failure
2. For utility failure that is a public safety emergency call 9-1-1.
3. For utility failure, that is not an emergency and happens after hours, call the

Evening/Saturday Administrator at 408-590-2657
6. Evening/Saturday Administrator: 408-590-2657

1. Mon - Thu 5:00pm - 9:00pm, on site. 9:00pm - 10:00pm on call
2. Fri 5:00pm - 6:00pm on site, 6:00pm - 10:00pm on call
3. Sat 8:00am - 4:00pm

1. There is no Saturday Administer after the �rst 3 weeks of the semester
2. There is no Saturday Administer during Winter and Summer sessions

WVM Alert

https://missioncollege.edu/
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1. What is it?
1. WVM Alert is the Campus emergency messaging system used by West Valley

and Mission colleges to ALERT the campus to emergencies. All students, faculty
working the current semester, and fulltime staff are automatically put into the
system. Others must Opt In.

2. As a part of this service you will periodically receive text, voice and email
messages. The system is tested twice per semester and used for actual
emergencies as necessary.

3. Keep your cell phone out during class to see text warnings.
2. How are messages sent?

1. Most messages are sent to voice, text and email. Text is the fasted method.
1. It is recommended that you create a contact in your phone for WVM Alert!

The phone number will always be 408-855-5444
2. Some messages will be sent to the classroom emergency phones.

1. If this phone rings, answer the phone, place it on speaker mode so your
class can hear the message.

3. What situations prompt a WVM Alert?
1. Lockdown
2. Building/Campus Evacuation
3. Campus Closure
4. Shelter in Place - this is different from a lockdown.
5. Semester System Test

4. What do I do when I receive a WVM Alert?
1. Follow the directions provided in the message and understand campus

emergency procedures at edu/emergency under Emergency Guidelines.

Injuries/Illnesses

Injuries/Illnesses

1.  If the injury/illness is life threating call 9-1-1
2. You may call Health Services, 408-855-5140 during their of�ce hours, only after 9-1-1 is

called.
3. Complete the Incident-Injury-Accident Report. Submit a completed copy to:

1. Student involved: Health Services & Administrator in Charge of area where the
injury/illness took place.

2. Employee involved: employee’s supervisor and Human Resources 



Building/Campus Evacuation

https://wvm.edu/services/police/alert/Pages/default.aspx#Tab1
https://wvm.edu/services/police/alert/Pages/default.aspx
http://wvm.edu/emergency
https://wvm.edu/services/police/prepare/Forms/Medical_Emergencies.pdf
https://www.westvalley.edu/services/health/_files/pdf/WVMCCD_Accident_Injury_Report_Form.pdf


Building/Campus Evacuation

1. DO NOT USE ELEVATORS
2. Watch the Campus Safety video on the District website wvm.edu/emergency

Lockdown Options

Lockdown Options

1.  Watch the "Run, Hide, Fight" video
2.  If you have a safe way out and away from the campus.
3.  Lock doors and windows (some buildings have Lockdown pull stations that lock all

doors in the building). Conceal yourself and plan your next move (run or �ght)
4. Watch the Last Resort video on the District website



Fire

Fire

1. Pull Fire Alarm
2. Evacuate – Do not use Elevators



Classroom Safety Check list

Classroom Safety Check list

1. The checklist ensures the proper safety equipment is in place and you have
developed a plan with your students.

Child Abuse Mandated Reporting
Per penal code PC 1165, all teachers and school administrators are Mandated Child Abuse
Reporters.  Mandated Reports must report known or suspected child abuse to the
appropriate authorities immediately by phone and follow-up with a written report to the
same agency within 36 hours.  To �le the required verbal and written reports, contact the
District Police Department.  To obtain additional information about Child Abuse
Mandated Reporting, contact Human Resources or District Staff Development.



https://wvm.edu/services/police/prepare/Forms/Evacuation.pdf
https://wvm.edu/services/police/prepare/Forms/Shots_Fired_Outline.pdf
https://www.youtube.com/watch?v=5VcSwejU2D0
https://www.youtube.com/watch?v=r2tIeRUbRHw
https://wvm.edu/services/police/prepare/Forms/Fire.pdf
https://wvm.edu/services/police/prepare/Forms/Classroom_Checklist.pdf


Protocols for Locked Doors
If your classroom door is not unlocked prior to your class meeting, contact the following
for assistance.  The lists are prioritized (i.e.  try a �rst, then, etc.). 

Monday through Friday, 8.00 a.m. to 5.00 p.m.:

1. Division Administrative Specialist
2. VP of Administrative Services (SEC 331)
3. VP of Instruction (SEC 331)
4. District Facilities (408-855-4121)

Monday through Friday, 5.00 p.m. to 10.00 p.m.:

1. Division Administrative Specialist
2. Evening/Weekend Administrator (408-590-2657)

Saturday, 8.00 a.m. to 4.00 p.m.:

1. Evening/Weekend Administrator (408-590-2657)
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Procedures - Prior to Term

Contracts

Contracts

Contracts are issued to all adjunct faculty and full-time faculty with an overload or an
assignment during the Winter and/or Summer terms. Your division’s Administrative
Specialist will process the contract; the Division Dean will approve the contract.  There are
currently two processes for faculty to approve contracts. 

For adjunct faculty teaching during any term, and full-time faculty teaching during Winter
and/or Summer, faculty will approve their contracts through Banner, under Faculty Load
and Compensation (FLAC).  There is a short window of time during which faculty can
acknowledge their contract; failure to do so may result in a delay in pay.  You will receive
communication from HR prior to the window.  For instructions on how to acknowledge
your assignment, download the How to Acknowledge Faculty Contracts guide. 

Full time faculty teaching an overload during the Fall or Spring terms will receive a paper
contract from HR.  You will be asked to sign the contract and return it to HR in a timely
manner.  It is strongly recommended that you retain a copy of the contract for your
personal �les. 

Per the WVMFT, AFT 6554 contract, full time faculty with an overload or who teach during
Winter and Summer have three (3) options of what to do with their load:  (1) they can be
paid for their overload from the Adjunct Faculty Salary Schedule; (2) they can bank the
overload in their regular overload bank; and (3) they can bank the overload in their pre-
retirement bank.  For more information about these options, please review the contract. 



https://missioncollege.edu/
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https://www.wvm.edu/services/hr/employees/Forms/WVMFT-AFT%20Contract%20July%201%202014-June%2030%202017.pdf


Faculty do not receive contract revisions.  Therefore, when there is a change in contract
load it is the responsibility of the faculty member to ensure that they are being paid the
correct amount or, for full time faculty only, that the correct amount has been banked. 

Course Outlines

Course Outlines

The Education Code requires each department to have current course outlines on �le in
the Of�ce of Instruction.  If you do not have a copy of the current course outline, you may
obtain one from your Administrative Specialist or Department Chair.  The course outline is
a content guide for the instructor that enables the institution to maintain standardization
and articulation agreements.    Course content is established by the course outline, and all
faculty must teach according to the established outline.



Email

Email

All employees of Mission College are issued a college email address.  For full-time faculty,
the email address will be �rstname.lastname@missioncollege.edu.  For adjunct faculty,
the email address will be �rstname.lastname@wvm.edu. 



Flex Day

Flex Day

Flex Day occurs on the Friday immediately prior to the beginning of the Fall and Spring
terms.  This all college event includes information about the state of the college, a key
note address, a variety of workshops, and Division and Department meetings. 
Noti�cation of the Flex Day schedule will be emailed to all college faculty well in advance
of Flex Day so faculty can plan accordingly.  For record keeping purposes, faculty are
required to sign a roster for all workshops and/or meetings attended.  Additionally, after
Flex Day, faculty must submit a completed and signed Flex Day Contract to their
Department Chair, who will then forward the paperwork on to the Division Dean.  It is
recommended that you make a photocopy of the forms before submitting them. 





Full Time Faculty Obligations

All full-time faculty are required to attend Flex Day during the Fall and Spring semesters. 
Faculty are required to attend for 6.0 hours each term unless they participate in other
activities with prior approval from the Division Dean. 

Adjunct Faculty Obligations

There shall be no obligation for Associate Faculty to attend Flex Day activities.  Up to three
(3) hours of paid �ex day activities per semester are available for Associate Faculty who
choose to attend �ex day activities.  Payment for �ex day activities is available for those
who choose to attend at a rate of $50.00/hour, but not to exceed $150.00/semester. 

ID Badges and Keys

ID Badges and Keys

Keys and ID badges/keycards are managed by the District Facilities Maintenance Of�ce
located in the District Of�ces at the West Valley College campus.  All key requests and
card clearances must be generated from the department Administrative Specialist or
Division Dean. All requests must be submitted online using the Facilities/I.S. Work Order
System.  Key users must receive their keys in person at the Facilities Of�ce located at
Mission College. Valid identi�cation must be presented at the time the keys are issued. 

Administrators, faculty and staff are not required to pay for initial authorized key(s) but will
be required to pay a fee for replacement of keys that have been lost or stolen.  Employees
who have lost their key(s) should immediately report the details of the loss to the Campus
Police Department located respectively at each college. A new key request containing the
police case number must be generated by the Administrative Specialist or Division Dean,
and just like with the initial key, the request will be submitted through the online Work
Order System.

District employees are not allowed to duplicate District keys for any reason. 

All keys must be returned to the Facilities Of�ce at Mission College Facilities Of�ce upon
termination or departure of the employee.  Keys must also be returned if the employee
changes job assignment or work location. 





For more information, download the District Key Policies and Procedures. 

How to use the electronic key cards can be found here.

Instructional Supplies

Instructional Supplies

Instructional supplies such as whiteboard markers, pens, letterhead, etc.  are purchased
by the division for use by division faculty.  Contact your division Administrative Specialist
to check on supply availability and/or to see about ordering supplies. 



Parking Permits

Parking Permits

YOU MUST PROPERLY DISPLAY A VALID PARKING PERMIT AT THE TIME THE VEHICLE IS
LEFT PARKED ON CAMPUS.   Failure to display a valid permit will result in a �ne. 

All employees of the West Valley Mission Community College District are issued STAFF
parking permits at no cost.  You can submit an application for your parking permits to
Parking Services; see the instructions below.  Parking permits issued to full time faculty
never expire.  Parking permits issued to adjunct faculty expire at the end of the calendar
year (December 31 ); therefore, adjunct faculty must submit an application for a permit
every year that they have an assignment with the college.  The parking permit may only
be used on the vehicle speci�ed on the Parking Permit Application.  Faculty are issued up
to two parking permits. 

Primary Parking Permit

Your primary parking permit is a static cling permit, which must be displayed in your
primary vehicle in the bottom left (driver’s) corner of your windshield, facing out. 

Second Parking Permit



st
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You may request a second parking permit for a secondary vehicle.  Your second parking
permit is an adhesive permit.  Permits will be issued only to a secondary vehicle registered
by the DMV at the same address as the primary vehicle. 

Obtaining a Parking Permit:

Step 1:  Complete the Parking Permit Application.  This is a �llable PDF that you need to
print. 

Step 2:  Login to SSB (Self Service Banner) and print a copy of your Notice of Assignment. 
If you are unsure  how to print your Notice of Assignment, download this Guide. 

Step 3:  Submit your completed application and copy of your Notice of Assignment to
District Police Services.  You can submit via any of the following methods:

Email: parking.services@wvm.edu (your Notice of Assignment can be a screen shot from
SSB if you are using this mode of submission)

In Person: at the Police business of�ce at either campus

Mail: Parking Services, 3000 Mission College Blvd, Mail Stop #8, Santa Clara, CA  95054

For more information, visit the Staff and Faculty Parking webpage.

Reciprocal Parking

Reciprocal parking is a privilege enjoyed by all faculty and staff at WVMCCD.  Vehicles
displaying a valid WVMCCD parking permit may reciprocally park at both West Valley and
Mission College.

Employee Responsibility

Finding authorized space:   Drivers are responsible for �nding an authorized parking
space. Lack of available space or other factors do not justify parking violations.  Employees
who park in unauthorized spaces (such as loading zones, special permit, or �re lanes) will
be cited.  Employees who forget their parking permit need to obtain a temporary parking
permit for the day from the District Police Business Of�ce located in the Campus Center -
lower level - across from Parking Lots A and B. Notes and business cards are not honored.

https://wvm.edu/services/hr/employees/faculty/Forms/WVMCCD%20Staff%20Faculty%20Parking%20Permit%20Application%20Fillable.pdf
https://missioncollege.edu/gen_info/faculty-handbook/documents/How-to-Print-My-Notice-of-Assignment.pdf
https://wvm.edu/services/police/parkingtraffic/Pages/Staff-and-Faculty-Parking.aspx


Guest Speakers

Visitor passes are available for guest speakers and any individual visiting the campus on
of�cial business.   To obtain a guest parking permit, simply email parking services at (mail
to:  parking.services@wvm.edu) with the following information:

Name of event

Date(s) of event

Duration of event

Preferred parking location/lot

Number of cars

Campus/Department/Contact information

Appealing a Citation

Citations must be appealed in writing within 21 calendar days of issuance.  To submit an
appeal  via the mail, complete the Parking Citation Initial Review Request form and mail
it to the Of�ce of Parking Violations (the address is on the form).  To submit an appeal
online, you can �ll out a form at the following address:  https://tinyurl.com/y43d26d8.  For
more information about appeals, visit the Citations and Appeals webpage. 

Lost or Stolen Permits

If your permit is lost, please contact the District Police Business Of�ce immediately.
Permits stolen must be reported.

Vehicle Disposal

In the event a vehicle is sold or disposed of, a substantial portion (50% or more) of the
decal must be returned to the District Police Business Of�ce before a replacement decal
will be issued.

Changes in Employment Status

mailto:parking.services@wvm.edu
https://www.pticket.com/WVMC/Request%20for%20Administrative%20Review%20Form.pdf
https://tinyurl.com/y43d26d8
https://wvm.edu/services/police/parkingtraffic/Pages/Citations-and-Appeals.aspx#Tab2


When terminating employment, employees must return their permits to the District
Police Business Of�ce.

Change of Address

When an employee home address changes, he/she is responsible for contacting the
District Police Business Of�ce with this information.  It is important that this information
be kept current.

Textbooks

Textbooks

The department is responsible for the evaluation and selection of course materials. All
course materials must comply with the provisions of the Americans with Disabilities Act.

Required Textbooks

Textbook selections support the content of each course as re�ected in its of�cial course
outline. Textbooks include printed books, open source materials, e-books, and duplicated
materials. Where possible, the same textbook(s) should be used for each class section
offered at the college.  Textbook selection should be based on consideration of the
following criteria:

College grade level readability.
Student learning outcomes (supports the attainment of student learning outcomes).
Bias-Free (job designation; sex-role stereotyping; age discrimination; racial, ethnic,
and/or religious bias; all other discriminatory characteristics).
Accuracy (factual, up-to-date; suf�ciently detailed to minimize misinterpretation).
Appropriateness and versatility (appropriate to learners with varying levels of
maturity; suitable for a variety of learning environments; language and/or visuals are
easy to understand, challenging, but not beyond ability of learner; important and
relevant to subject matter area).
Verbal and visual effectiveness (attractively designed; logical development of ideas;
stimulating; develops critical thought and creativity).
Cost (available at a cost commensurate with value and probable use, based on
comparable texts).

Zero Textbook Cost 





Faculty are encouraged to use Open Educational Resources (OERs) to identify any
appropriate textbooks or materials that can be used at no cost to the student.  Course
sections with Zero Textbook Costs will be marked with a special icon in the course
schedule.  

Supplemental Textbooks

When appropriate, a list of supplemental textbooks may be provided by instructors.
 Instructors shall coordinate the procurement of speci�c supplemental textbooks with the
Bookstore. When supplemental textbooks are used, the course syllabus shall indicate that
supplemental textbooks are not required to be purchased by students, and that their use
will not have any bearing on the determination of a �nal grade in the course.

Ordering Textbooks 

Faculty are responsible for submitting orders for textbooks and other instructional
materials to the Mission College Bookstore.  Departments may choose to designate one
person in the department to order all department textbooks, or alternatively to assign
each course with a coordinator who is responsible for ordering the textbooks for all
sections of that course.  Textbook orders can be placed in one of two ways: 

 

1. Via the online ordering system Faculty Enlight
2. By emailing the order to bookstore@missioncollege.edu with the following

information:  course ID, course section number(s), projected enrollment, and
textbook name, author, publisher and ISBN

Summer and Fall textbook orders are due in the Bookstore approximately six (6) weeks
before the end of the Spring semester. Winter and Spring textbook orders are due to the
Bookstore approximately six (6) weeks before the end of the Fall semester.  An order must
be submitted for each scheduled section.  Department chairs or designee should email
the Bookstore with a list of any section that does not require the students to purchase a
textbook. 

Ordering Instructional Materials

Faculty who need to have simple (stapled, 3-hole punched, plastic wrapped) instructional
materials available for students to purchase in the Bookstore should:

https://mc.bncollege.com/webapp/wcs/stores/servlet/BNCBHomePage?storeId=34051&catalogId=10001&langId=-1
https://www.facultyenlight.com/?storeNbr=597
mailto:mc.bookstore@missioncollege.edu


1. Contact the Bookstore Manager for planning purposes (408-855-5080 or
bookstore@missioncollege.edu)

2. Provide a camera-ready master;
3. Be prepared to sign a form acknowledging copyright responsibility;
4. Remember to process a Text Requisition that shows the Bookstore as the publisher;

and
5. Allow at least six (6) weeks for publication. 

Selling instructional materials and books in the classroom is prohibited. 

Desk Copies

Desk copies should be ordered directly from the publisher by the Faculty. Alternatively,
Contact your publisher’s book rep for more information. 

Copyrighted Materials

District employees shall follow all applicable copyright laws affecting the use of textbooks
and other classroom materials.

mailto:mc.bookstore@missioncollege.edu
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Procedures - Beginning of Term

Opening Day Rosters, Add Codes , Waitlists, Adding
Students, Dropping Students

Opening Day Rosters, Add Codes and Waitlists 

You can access your Opening Day Rosters, Add Codes and Waitlists on the Portal.  Faculty
teaching face-to-face courses are expected to print out their own copy of the opening day
roster and bring it to their �rst class meeting.  You can use this document to retain a
record of the registered students’ attendance during the beginning of the term.  

For directions on accessing your rosters, codes and waitlists, download the Opening Day
Rosters, Add Codes and Waitlists guide.  
Adding Students           

Prior to Census Day 

Between the �rst day of instruction through Census day students can only add into
courses with an add code.  Add codes can be found on the Portal under Faculty Services. 
Keep these numbers private until adding students to ensure that students who you don’t
intend to add don’t use a code.  Instruct the students that they can only use these codes
online on the Portal. Some students require an add form from A&R to be signed by you in
lieu of an add code (e.g. high school students); this form cannot be used online and will
require students to wait in line at the A&R of�ce. 

Add students from the wait list in the order that they appear.  Faculty cannot add
students out of order, regardless of their hardship.  If you have gone through all names on
the wait list, you still have “drop-in” students wanting to add, and you still have spots
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available in the class, consider doing a lottery to �ll the remaining spots.  

After Census Day 

Faculty are discouraged from adding students after the census deadline.  Any late adds
must be approved by the Division Dean and require a valid justi�cation (e.g. a student
who has been attending since the �rst day of instruction that ran into registration issues). 
A petition for late add can be obtained from Admissions and Records.  

Dropping Students 

Prior to Census Day 

Drop any student that does not participate in the course during the census period. 
Faculty have a legal requirement to clear all inactive participants from their roster prior to
submitting their census roster so that the college does not receive apportionment
funding for students who are not eligible.  More information on this policy can be found
on the Census Roster Policy page. 

For directions on dropping students, download the How to Drop Students in Banner
guide. 

After Census Day 

Prior to that withdrawal “W” deadline, faculty can drop students if their absences exceed
10% of the total class meetings and all attempts at contacting the student to see if they
wish to proceed with the course have failed.  Remember to print and retain a copy of your
drop report(s).  Note:  Instructors cannot drop students after the “W” deadline.  

Students cannot be dropped from the class because of cheating or bad behavior.  If a
student is exhibiting behavioral problems, you can excuse that student for up to 2 class
meetings.  You must also �ll out an Incident Report Form.  The Vice President of Student
Services will determine the best course of action.  More information can be found on the
Incident Reporting page.   

Auditing a Course

Auditing a Course 



https://missioncollege.edu/gen_info/faculty-handbook/documents/How-to-Submit-Your-Census-Roster.pdf
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An audit student is a student who is specially registered to attend a class without the
requirement of taking tests or completing assignments.  Each College department shall
determine which courses may be audited.  Check with your Department Chair to see if
your course can be audited.  

Ultimately it is the instructor’s decision to allow students to audit a course.  Note that the
classroom or lab’s maximum occupancy may dictate whether you can allow auditing;
priority in class enrollment shall be given to students desiring to take the course for credit.
 If you are willing to accept the student, s/he must �ll out a Course Section Audit Request
form, have you sign the form, and pay a fee ($15) to enroll in the course on an “Audit”
basis.  Please verify that s/he has paid the fee by requiring them to show you a copy of the
receipt.  Under no circumstances can an unregistered student remain in your class past
the second week of instruction. 

Census Rosters

Census Rosters are used for accounting purposes when applying to the state for
apportionment funding.  Census Rosters are submitted after the �rst 10% of the course
meetings.  For full length courses during the primary terms (Fall and Spring) census day is
usually the third Monday of the semester.  Please be sure to review the Census Roster
closely to ensure that (1) all students provided with an add code have been added; and (2)
all “no show” students have been dropped.  Visit the Census Roster Policy to review the
MCAS approved policy regarding Census Rosters.  

For directions on submitting your Census Roster, download the Submit Census Rosters
guide.  

All faculty are contractually obligated to submit their Census Roster by the due date. 
Admissions and Records will identify any sections for which Census Rosters have not been
submitted and will send that list to the Division Dean.  The Division Dean will provide a
copy (hard copy or PDF) of the Census Roster for the faculty member to sign.  Any “no
show” students who should be dropped should be noted on the form.   



Communicating with Students

Communicating with Students           



https://www.missioncollege.edu/admissions/documents/Audit_Form_2014.pdf
https://missioncollege.edu/gen_info/faculty-handbook/documents/Census-Policy-Final.pdf
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Faculty can email their enrolled students through either the Portal or through Canvas. 
Because waitlisted students do not have access to your Canvas course, the only way to
email waitlisted students is through the Portal.  

For directions on emailing your students through Canvas, download the How to Email
Students Using Canvas guide. 

Course Overlap Procedure

Course Overlap Procedure 

Per Board Policy 4226 and Administrative Procedure 4226, students may not enroll in two
or more classes where the meeting times overlap, unless the student provides a valid
justi�cation, other than scheduling convenience, of the need for an overlapping schedule
that does not exceed 10% of class meeting time.  The student must make up the
overlapping hours at some other time during the same week under the supervision of the
instructor of the course.   

Students who are interested in enrolling in overlapping courses must discuss their options
with both faculty members affected.  Neither faculty member is obligated to approve of
any schedule modi�cations.  If a schedule modi�cation is agreed upon, the student will
ask the instructor to sign a Petition to Register in Classes With Overlapping Times form. 
The student must then get a signature from the VP of Instruction. 



Course Pre or Corequisites

Course Pre or Corequisites 

Many college courses have pre- or co-requisites.  Check the Course Outline of Record to
see the most current course requisites.  Students must ful�ll the pre-/co-requisite
requirement prior to enrollment in the course.   For students inquiring about clearing a
pre- or co-requisite please refer them to the Clearing Prerequisites information page on
the Admissions and Records website.  Only the Department Chair can approve
prerequisite challenges. 
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Of�ce Door Signs 

Of�ce Door Signs 

All full-time faculty must display a sign on or near their of�ce door with the following
information:  contact information; class days/times; of�ce hours days/times.  A template is
available for all faculty to use.  It is the faculty member’s responsibility to update their door
sign every semester and to email the updated version to their division Administrative
Specialist.  The Administrative Specialist maintains a copy of the door sign in the division
of�ce. 



Of�ce Hours

Of�ce Hours 

Full-time Faculty 

Full-time faculty must schedule at least three (3) of�ce hours per week, outside of his/her
regularly scheduled classroom hours.  Of�ce hours for full-time faculty are a part of the
workweek.  The speci�c times, days, and location must be clearly noted on the faculty
member's syllabi and of�ce door sign.  

associate Faculty 

associate faculty must schedule at least thirty (30) minutes of of�ce hours per week,
outside of his/her regularly scheduled classroom hours, for every section taught.  For
example, if the faculty member is assigned to two sections in a given term, s/he must
schedule at least sixty (60) minutes of of�ce hours per week.  Of�ce hours for associate
faculty are a part of the workweek.  The speci�c times, days and location must be clearly
noted on the faculty member’s syllabus.  Of�ce hours can be held in the following
locations:  GC 114 and SEC 250; science faculty may also hold their of�ce hours in SCI 130. 
Check with your department chair for other suggestions if those locations do not work for
you.  

Faculty Teaching Online 



https://missioncollege.edu/inside_mission/admin_services/door_sign_templates.html


Faculty teaching online can hold online of�ce hours as part of their required time.  Faculty
can communicate with students, for example, via Canvas’ Chat or Conferences features. 
For assistance with Canvas, search the Canvas Guides.  For technical support, contact
John Spencer  john.spencer@missioncollege.edu.  

Pass/No Pass Grading Option

Pass/No Pass Grading Option 

Some department courses may be taken on a Pass/No Pass basis.  Check with your
Department Chair to see if your course has this option.  A student must opt for a Pass/No
Pass grade in a qualifying course no later than the date speci�ed on the Portal for each
section.  For full term sections during the primary semesters, this date is usually by the
end of week 5.  If the student chooses this option, s/he must submit a Pass/No Pass Grade
Option Request form to Admissions and Records.  



Room Change Requests

Room Change Requests 

If you are not satis�ed with the room to which your course has been assigned, you may
request a room change.  All room change requests must be directed to the Department
Chair.  Email your Department Chair with a description of the type of room that you are
requesting (capacity, building, special needs, etc.) and s/he will contact the room
scheduler.  Please note that room availability is limited, and your request may not be
granted.  



Syllabi

Syllabi 

Your course syllabus (also called a "green sheet”) contains vital information about your
course.  Instructors are contractually obligated to provide students with a course syllabus
at the beginning of the term.  It is strongly advised that each instructor post a copy of
their syllabus on Canvas in advance of the term so students may print their own copy.  For
face-to-face courses, this information should also be explained to students on the �rst day



https://community.canvaslms.com/community/answers/guides/
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of class.  A copy of the syllabus for each course should be provided to the Department
Chair during the �rst week of each semester so that it can be placed on �le with the
college.  

The course syllabus must contain the following information: 

Course ID, name and section number
Meeting days and times
Final exam date and time
Drop deadlines (both w/o a “W” and w/a “W”)
Instructor name, contact information and of�ce hours (time and location)
Required course materials
Course description
Student learning outcomes
Details on how points are to be earned
Grade computation
Attendance policy
Canvas information
Course policy on cheating
Course policy on making up assignments, quizzes, exams, etc.
Code of student conduct
Disability statement
Safety/Emergency information
Tutoring information
FERPA information
Harassment statement
Nondiscrimination statement
Smoke and Drug free policy
Grievance process
Policy for course repetition 

For assistance in developing your course syllabus, please contact your Department
Chair for examples. 
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Absence Reporting

Absence Reporting 

Faculty are expected to meet their classes and hold of�ce hours as scheduled, and
administer �nal examinations at the designated time during the �nal examination
period.  In the event that you must be absent, in accordance with the current WVMFT, AFT
6554 contract, the absence must be reported.  Reporting procedure are as follows: 

Step one:  Report your absence through the Online Reporting Tool.  For information on
how to use this tool, download the Absence Reporting Guide.  If you are unable to use the
online tool (e.g. you have no access to the internet), please call your Administrative
Specialist, or the Evening Administrator (408-590-2657) to report your absence. 

Step two:  Notify your students through Canvas.

Step three:  Upon your return, �ll out a Faculty Absence Form and leave it in your Division
Dean’s mailbox.  If a substitute was used, his/her name should be included on the form. 

Faculty are strongly encouraged to also inform their Department Chair of their absence. 
For faculty teaching instructional labs (e.g. science labs), please inform the Instructional
Laboratory Technician to avoid unnecessary lab setup and wasting of lab materials.



Canvas Learning Management System

Canvas Learning Management System 
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Canvas is a district-wide learning management system (LMS) available to all courses
(including face-to-face, hybrid and online courses) for both full and part-time faculty. This
system is integrated with our registration system, which means that the instructor on
record for the course automatically receives a “course shell” and students are
automatically enrolled into the course shell as they enroll into a course.  Per senate policy,
Canvas is the district supported system for distance learning courses. Regular and
substantive interaction with students must be conducted via the District’s learning
management system (Canvas).  For more information, download the DE Manual. 

Canvas provides a place to communicate with your students, post important documents
and announcements, host discussion forums or chat sessions, hold virtual of�ce hours,
record attendance, maintain your gradebook, and administer online assignments, quizzes
and exams.   Canvas also tracks students’ use in the system and conveniently allows
faculty to see which students may require additional assistance based on teacher selected
criteria such as completed homework or test results etc. Students can check their grades,
conveniently communicate with their instructor and classmates, and review or preview
course material if their instructor chooses to use Canvas to post documents. 

Canvas has great resources for faculty unfamiliar with this LMS.  For assistance with
Canvas, search the Canvas Guides.  For technical support, contact John Spencer (mailto: 
john.spencer@missioncollege.edu).  You can also contact Canvas’s 24/7 hotline at 833-
816-6629. 

Class Hour

Class Hour 

Under the sixteen-week schedule, classes vary in length from 65 minutes to 200 minutes.
Hours must be strictly followed with one, two or three breaks, depending on the length of
the class (see information below).  No breaks are included in classes held for 95 minutes or
less.  

It is important that the course meets for the required number of student contact hours. 
Excessive faculty absences or cancelled classes will affect the college’s ability to claim
apportionment for a course.  Work with your Department Chair to �nd a substitute to
cover your course to avoid multiple cancellations. 



Class Breaks 
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Class Breaks (anchor here) 

Classes at Mission College are based on a 16-week schedule. Classes held for 65, 70, 75, 85,
90 and 95 minutes have no breaks; the breaks are already programmed into the stopping
times of these classes. For classes longer than 95 minutes, the breaks are to be integrated
into the class offering times, not saved until the end. The following class meeting intervals
have the identi�ed breaks: 

Class Meeting Minutes:                      Breaks:

100 - 149 minutes                   one 10-minute break

150 - 199 minutes                   two 10-minute breaks

200 -249 minutes                    three 10-minute breaks

250 - 299 minutes                   four 10-minute breaks

300 - 349 minutes                   �ve 10-minute breaks

350 - 399 minutes                   six 10-minute breaks

Duplicating Services

Duplicating Services (anchor here) 

Quick Copying 

When your copying needs are limited to 1 to 10 copies you may use the copy machines
located in all division areas.  You will need to login into the copy machine with either your
magnetic key card or by typing in your Banner ID.  The operating instructions are posted
on each copy machine. 

Duplicating Services 





For all other copying needs, a duplication order must be placed with Duplicating
Services.  Duplicating Services provides copies in black ink printed on 8-1/2" x 11" white
paper.  If speci�c color bond paper is required, it must be supplied by the requestor;
minimal use is recommended for ecological purposes.  

Mission College’s preferred method for duplication orders is digital submission via the
PrintSnap Digital Storefront.  For information on how to use Print Snap, please download
the Print Snap Training Guide.  Please allow at least one (1) to two (2) business days for
completion of normal duplication orders (e.g. exams) and at least �ve (5) business days for
completion of large orders (e.g. handbooks).  Completed work will be shelved in the
Duplicating Center located in GC 112 until picked up. To expedite your order, please send
an email to mc.duplication@missioncollege.edu.  

Information About Copyright Laws 

Duplicating Services reserves the right to refuse to accept a copying order if, in its
judgment, ful�llment of the order involves violation of copyright laws.  Such orders will be
returned to the faculty member with an explanation of why the job was not completed.  

Handbook lines have been established by the U.S. Congress on permissible photocopying
of copyrighted works.  Observance of these handbook lines is important for both the
faculty and the College.  Because of potential liability, Duplicating Services has
instructions to return all reproduction requests that appear to be in con�ict with the
congressional handbook lines. Questions regarding copyright handbook lines should be
directed to a Dean or the Vice President of Instruction.  According to the standards of
educational fair use under section 107 of H.R. 223: 

An instructor may:
Make a single copy for use in scholarly research, in teaching, or in preparation
for teaching a class, of the following:
A chapter from a book.
An article from a periodical or newspaper.
A short story, short essay or short poem, whether or not from a collect work.
A chart, diagram, drawing, cartoon or picture from a book, periodical or
newspaper.
Make multiple copies for classroom use only, not to exceed one per student in a
class, of the following, provided that each copy contains a notice of copyright
[This material may be protected by Copyright Law (Title 17 U.S. Code).]:
A complete poem, if it is less than 250 words and printed on not more than two
pages.
An excerpt from a longer poem, if it is less than 250 words.

https://www.nationsprint.com/clients/printsnap/
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A complete article, story, or essay, if it is less than 2,500 words.
An excerpt from a prose work, if it is less than 1,000 words or 10 per cent of the
work, whichever is less.
One chart, graph, diagram, drawing, cartoon, or picture per book or periodical. 

An instructor may not:
Make multiple copies of a work for classroom use if it has been copied for
another class in the same institution.
Make multiple copies of a short poem, article, story, or essay from the same
author more than once in a class term or make multiple copies from the same
collective work or periodical issue more than three times in a term.
Make multiple copies of works more than nine times in the same class term.
Make a copy of works to take the place of an anthology.
Make a copy of "consumable" materials such as workbooks 

As per the Handbook lines for the proviso of subsection 108 (9)(2), the Library, for
interlibrary loan purposes, can do the following provided that each copy bears a
notice of copyright:

Make up to six copies a year of a periodical published within the last �ve years.
Make up to six copies a year of small excerpts from longer works.
Make copies of unpublished works for purposes of preservation and security.
Make copies of published works for purposes of replacement of damaged
copies. Make copies of out-of-print works that cannot be obtained at a fair price

Early Alert

Early Alert

During week �ve (5) of full-term (16 week) courses you will have an opportunity to �ag
students for support services by participating in Early Alert.  You will be assessing your
students based on attendance, assignments and exams. Counselors and other Student
Services professionals will contact �agged students and follow up with them. 
Participation in Early Alert is critical for the following reasons: 

This is a proactive approach to informing students of their current status in class
based on your early assessment.
After receiving the Early Progress Assessment, students are encouraged to meet
with you, and seek tutoring and counseling.
National research indicates that Early Progress Assessment on students’ attendance,
assignments, and exams is key to early intervention and is an excellent strategy to
improve student success.





With this Early Progress Assessment, students be able to seek campus resources,
services, and support programs while there is still time in the semester to bring their
grades up.  

Field Trips

Field Trips

All �eld trips must be scheduled and approved in advance (no later than 5 working days
prior to the �eld trip) by your Division Dean and the Vice President of Instruction.    Faculty
must submit a completed Voluntary Field Trip/Excursion Authorization form to the
Division Dean.  On this form, you will list the trip, the date/time and the purpose.  Faculty
will attach a copy of the most current list of enrolled students (from Banner) to the
authorization form.  

Each enrolled student must turn a Voluntary Field Trip Excursion Notice into the faculty. 
The student simply �lls in the name, address and phone number of an emergency
contact.  Once all forms are collected, the faculty will submit them to the Division Dean.  

Field trip attendance is not mandatory for students, especially if the �eld trip requires a
time longer than the regularly scheduled class.  Field trips must be related to the course
objectives. An alternative student assignment should be given in lieu of the �eld trip for
students who do not participate in �eld trips. Please be sure you have a Class II driver's
license if you take a van with a capacity exceeding nine passengers. 

If you take a District vehicle, the District's insurance will be primary for District related
travel.  If a personal vehicle is used, the individual's insurance will be primary and District
insurance secondary.  The College does not encourage faculty to use their own vehicles to
transport students on �eld trips.  If students provide their own transportation and meet at
the �eld trip site, District responsibility for the event starts at the site.  The student's
insurance would be responsible for the travel time. 



Incident Reporting

Incident Reporting (anchor here) 
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It is the faculty member’s responsibility to ensure that all students enjoy a supportive,
respectful learning environment. Further by enrolling in Mission College, students have
agreed to the Code of Conduct found in the College Catalog, including policies pertaining
to behavior. Examples include willful disobedience, theft or damage to college property,
threat of force or violence, or offensive conduct or language, etc.  Please refer to the code
of student conduct (link to page) for further information.  Faculty have the right to
excuse students for up to two (2) instructional days for any behavior that is in violation of
the code of conduct.  The Vice President of Student Services (VPSS) is responsible for
excusing students beyond two days.  

When a student is charged with plagiarism or cheating related to a class, and the
instructor has reasonable proof or documentation or the student admits the violation, the
instructor may select one or more of the following options: 

1. Issue an oral or written warning the student that further acts of this sort will result in
additional disciplinary action.

2. Issue a failing grade (“F”) or “0” for the assignment in question.
3. Refer the student to the CSSO for disciplinary action. 

An instructor cannot automatically give a student an “F” grade for the �nal course grade
where the student is only known to have cheated or plagiarized on one of several
assignments that count toward the �nal grade.  

Faculty can report any violations to the code of conduct or any instances of academic
dishonesty by �lling out a Student Incident Report.

Mailboxes and Mail Procedures

Mailboxes

All full time and adjunct faculty are provided with a mailbox.  Faculty mailboxes are
located in your Division Of�ce.  Your mailbox is an important method for communicating
with other faculty and staff.  Many important documents are routinely placed in your
mailbox.  Please make it a habit of checking your mailbox before each class meeting.  

Mail Procedures

Inter-Of�ce Mail
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Inter-Of�ce mail envelopes are available in all division areas, as well as the adjunct faculty
areas in GC 114 and SEC XXX.  Print the name, mail stop or department and campus on the
Inter-Of�ce envelope.   

U.S. Mail

All outgoing U.S. mail must be clearly addressed and must include the zip code. The
sender's name and department must appear above the College address. 

Special MailFor special mail services including bulk mail, registered mail, mail to be
wrapped or packaged, see your division Administrative Specialist. 

Foreign Mail

Please paper clip a large identi�cation note to the front of all outgoing mail destined for
foreign countries to identify it as foreign mail.

Substitute Requests

Substitute Requests (anchor here) 

Faculty who are absent should request a substitute for their class so that the required
contact hours are still met.  There is funding available to pay substitute instructors.  To
request a substitute, faculty must contact their Department Chair.  Upon return from the
absence the faculty member must submit a Faculty Absence Form and the substitute
must submit a Certi�cated Hourly Instructor and Community Education Timesheet to
the Department Chair so that the substitute can get compensated for their time.  



https://missioncollege.edu/gen_info/faculty-handbook/documents/New-Faculty-Absence-Tool-Instructional-Guide.pdf
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 Prep Week 

Prep Week 

Final Exam Preparatory Week ("Prep Week") is the week immediately preceding the initial
day of the �nal examination period of a full-term, regular academic semester.  Classes are
held according to the regular semester schedule, but there will be no �nal examinations
or other major exams scheduled during this week. Exceptions to this rule must be
approved by the Of�ce of Instruction and may only be granted when scheduling an exam
during Prep Week directly bene�ts students (e.g. lab practical exams that would
otherwise have to be scheduled during �nals week, in addition to the lecture �nal).
Faculty may, at their discretion, make an arrangement with an individual student if the
student has a compelling need.  Student activities are allowed, but only insofar as they
bene�t students and do not require mandatory attendance or extra-curricular work on
the part of students. Prep Week constraints do not apply to late-start and short-term
courses.



Final Exams and Final Course Grades

Final Exams 

All instructors are expected to give �nal examinations on the day and time at which they
are scheduled.  Exceptions to this schedule must have prior approval of the Dean.   Please
refer the current Schedule of Classes for the �nal examination schedule. 



https://missioncollege.edu/
https://missioncollege.edu/gen_info/
https://missioncollege.edu/gen_info/faculty-handbook/
https://missioncollege.edu/class_schedule/index.html


All students are required to take a �nal exam in all credit courses.  Final exams are not
required in noncredit courses.  Students must take the �nal exam on the scheduled
date/time.  Final examinations will not be given in advance of scheduled times unless
special permission to do so is granted by the instructor in exceptional cases.  For more
information about this policy, refer to the College Catalog.  

Final Course Grades 

You must build and maintain your own grade roster for your course(s).  This can easily be
accomplished using our Canvas course management system, or by creating an Excel
spreadsheet.  Faculty are encouraged to use Canvas for grade tracking so that students
have regular access to their grades.  If you are using Canvas as your grade roster, at the
end of the semester download the scores into a �le as a backup copy for future
reference.  

Final course grades are due within �ve (5) calendar days of the date of the �nal exam.  It is
imperative that faculty adhere to this deadline.  Late submission of grades impacts the
ability to evaluate students’ �nancial aid eligibility, degree/certi�cate completion,
transcript production, and academic standing, etc.  Faculty who do not submit grades by
the deadline will be contacted by the Division Dean with procedures for submitting them
late.  

Grades are submitted electronically through Banner.  For more information on submitting
your �nal course grades, download the How to Submit Grades 

Once you have submitted the grades online, they cannot be changed online; errors must
be �xed with a grade change form (see below). 

Positive Attendance Reporting

Positive Attendance Reporting (anchor here) 

A positive attendance course is any class with fewer than �ve (5) class meetings and/or
meets irregularly for any number of class meetings during the term.  Few courses at
Mission College are considered positive attendance courses for attendance accounting
purposes.  Check with your Department Chair if you are uncertain if your course is positive
attendance. 
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Instructors are expected to maintain accurate attendance records for positive attendance
courses by creating sign-in sheets to track the hours of attendance by each student. 
Record their attendance for every class meeting, including lecture, lab and “by
arrangement”.  At the end of the semester, the sign-in sheets should be submitted to
A&R.  You can submit either the paper version of the sheets, or a scan of the sheets via
DocuSign using your district email address.  If submitting your originals, it is highly
recommended that you make a photocopy �rst.  

For more information on how to use DocuSign, download the DocuSign Quick Steps
guide. 

Incompletes and Grade Changes

Incompletes (anchor here) 

Assigning students a grade of “Incomplete” must only be done due to extenuating
circumstances.  According to the College Catalog:  Incompletes are given “for
unforeseeable, emergency, and justi�able reasons near the end of the term”.  A student
who is failing a course and wishes to retake the course does not qualify for an Incomplete. 
If a student approaches you about an incomplete, please make it known to him/her that
all grades earned up until that point will still count toward their �nal grade; in other
words, they cannot re-take exams, assignments, etc. that they have already taken in an
attempt to raise their grade.  

If this student has a veri�able excuse that you accept, then instructors must �ll out the
incomplete form.  Once completed, supply at copy of the form to A&R and the student; it
is highly recommended that you keep a copy for yourself as well.  When submitting your
grades online, you will need to give the student a grade of “I”.  

Students who wish to receive an incomplete have one (1) year to complete the course and
will not be allowed to re-enroll in the course while an incomplete is pending.  Both
instructor and student need to work out arrangements for the work to be completed
within a one-year period of the term when the incomplete goes into effect.  As the
instructor, you should know that by agreeing to assign an incomplete you are responsible
for completing the activities outlined in the Incomplete contract (administering and
grading exams, etc.) even if you are not employed by the college at the time that the
activities are being completed.  Also, only the instructor on record for the course can
change the student’s grade from an Incomplete to a �nal course grade.  
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After all the necessary make-up works have been completed, instructors need to submit a
grade change form.  

For security and integrity purposes, incomplete and grade change forms are not available
electronically and need to be picked up at A&R.  

Grade Changes 

Once you have submitted grades, they cannot be changed online; errors must be �xed
with a grade change form.  For security and integrity purposes, grade change forms are
not available electronically and need to be obtained from A&R.  Once you have completed
the form, deliver a copy to A&R (SEC 118), either by handing the form to a Student
Enrollment & Financial Services Advisor at the window or dropping it in the secure box
located outside of A&R.  Be sure to retain a copy for yourself.  
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Other Important Information
College Catalog
Conference Attendance
District Check Request
District Credit Card
Electronic Accessibility
High School Student Enrollment
Institutional Responsibilities
Leaves of Absence
Petty Cash
Professional Growth & Development
Sexual Harassment and Discrimination
Student Mental Health

College Catalog

The of�cial Mission College Catalog is revised and published annually. The Catalog contains
information regarding the following:

General admissions and residency requirements
Advanced placement and credit by examination
Registration fees and charges
Academic regulations and grading system
Final examinations
Academic probation and disquali�cation
Graduation requirements, including pro�ciency
Code of student conduct and disciplinary sanctions
Student family educational rights and privacy act
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Student grievances

Faculty needing additional information in these areas should contact their Division Dean. A
copy of the most current catalog may be obtained from the Administrative Specialist.

Conference Attendance

Per Article 35 of the WVMFT, AFT 6554 contract, the District has allocated funds to all full
time and associate faculty for conference attendance. The money is not vested by any
individual faculty member or academic department. Eligibility for conference participation is
during the term of active employment. Funding will be approved by the Conference Leave
Committee. The application is on a rolling basis, meaning that when you are ready to apply,
you do not have to wait for a speci�c deadline. Applications will be considered until the end
of the �scal year or until the fund has been exhausted. Information about applying for these
funds is sent to all college faculty during the Fall term.

Additionally, funds can be requested for both full and associate faculty through the Faculty
Professional Development Fund (FPDF); information about applying for these funds is sent to
all college faculty during the Fall and Spring terms.

All conference reimbursements are subject to the availability of funds. All conference
attendance and reimbursement are under the regulations listed in Administrative
Procedures AP 6311 and AP 7400.

Prior to the Conference

Conference attendance must have prior approval by the Division Dean and the Vice President
of Instruction. Download the Conference Attendance Reimbursement Form. Complete
Section I and submit it to your Division Dean for approval. Travel requests exceeding $5,000
need board approval.

If travel is occurring on instructional days and a substitute is required the Department Chair
must submit a request for substitute in advance of the conference for approval by the
Division Dean and Vice President of Instruction.

After the Conference

Complete Section II of your form and submit it, along with original receipts, to your Division
Dean for Approval and processing. MAKE SURE YOU ATTACH A COPY OF THE CONFERENCE
AGENDA TO REIMBURSEMNT PACKAGE. The claim shall be submitted no later than 45 days
after the date of travel Reimbursement is based on the lowest cost form of travel For

https://wvm.edu/services/hr/employees/Pages/default.aspx#Tab1
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after the date of travel. Reimbursement is based on the lowest cost form of travel. For

example, increased costs associated with driving to Alaska, rather than �ying, will not be
reimbursed. Keep a copy of the form and attachments and submit the original form with
attachment to the Finance Of�ce at the District Of�ce.

Upon return, complete and submit a Faculty Absence Form, with Conference checked as the
speci�c reason for absence. Attach the approved conference form to your absence form. If a
substitute taught your class(es) include their names on the form. Substitutes should submit a
timesheet so they can get paid for their time.

Meals

It is not necessary to turn in meal receipts. If you have not completed one of these forms
before, please see your Division Dean or Administrative Specialist for assistance in completing
the meal reimbursement section of the conference attendance form.

Employees are not eligible for meal reimbursement if the conference is providing the meals
or if the meals are charged on a District-issued credit card. If meals are charged on a District-
issued credit card, the employee will be responsible for the difference of the actual charge
and the per-diem limit.

Meals that would take place after the conclusion of the conference are not eligible for
reimbursement. For example, if a conference ends at 10AM, you are not eligible for
reimbursement for lunch or dinner following the conference.

If you have a food allergy or dietary restriction that cannot be accommodated by the event
and that would prevent you from eating the meals provided, please secure a note from your
personal physician and attach it to the conference reimbursement form in order to have all
meals that you cannot eat reimbursed at the current rate.

Rental Cars

The standard size for automobile rental is a “compact” unless more than two employees share
a single vehicle. Car rentals are allowed one day before or after the conference. There will be
no reimbursement for car rentals that are beyond the conference period. The employee will
also need to justify why a car was rented over the usage of a shuttle or rideshare to/from the
conference location.

Airfare



Air travel shall be by regularly scheduled airlines in coach class. All expenses above the regular

coach class will not be reimbursed by the District. Upgrading to a more expensive class is
allowed but only at the employee’s expense. Early bird check-in or anytime fares on
Southwest airlines are considered upgrades and will be the responsibility of the employee.

Hotel

While traveling on District business, employees are encouraged to stay at moderately priced
hotels and are encouraged to stay within the hotel where the conference is taking place.
Expenses for spouse or children, personal use items, laundry, in-house movies, alcoholic
beverages, telephone calls or wireless internet (other than for district business) will not be
reimbursed. Hotel stays are allowed one day before or no more than one day after the
conference, depending on the location of the conference. Hotel stays that exceed this grace
period are the responsibility of the employee.

All district employees must submit an Occupational Tax Waiver Form to the hotel. Nearly all
hotels in California accept the Occupational Tax waiver (there are some exceptions in Orange
County) for those traveling on of�cial state business. As a state employee, you may also be
eligible for the state government travel rate that is available at some hotels. FAILURE TO
PRESENT THE OCCUPANCY TAX WAIVER FORM IN GOOD FAITH WILL MEAN YOUR TAX MAY
NOT BE REIMBURSED BY THE DISTRICT. PROVIDE DOCUMENTATION IN YOUR PACKET IF
THE OCCUPANCY TAX FORM WAS DENIED.

Mileage

Mileage for the use of a personal vehicle is reimbursed at the current IRS-approved rate.
Reimbursement is based on the mileage amount from Mission College to the location of the
event. You should include an internet map (google maps) that shows the total miles traveled.
Mileage for personal excursions while at a conference will not be reimbursed. If it is
determined that airfare to the event, plus the estimated cost of a rental car, would have been
less expensive than the reimbursement for using a personal vehicle, the employee will be
reimbursed at the cost of the airfare plus the rental car.

Parking and Travel to the Airport

You will be reimbursed for parking at the airport in the economy lot for the days that you are
attending the conference. If you would prefer to take ride share to the airport, you will need to
turn in the receipts for each trip. Shuttles may also be used to/from conference location
from/to airport provided they are non-luxury (for example, a super shuttle shared van is
appropriate versus a private limousine). If the conference hotel offers a complimentary
shuttle the employee should use the shuttle if at all possible

https://www.wvm.edu/services/fiscal/acctspayable/Forms/Hotel%20tax%20waiver.pdf


shuttle, the employee should use the shuttle if at all possible.
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District Check Request

A District Check Request may be used for reimbursing employee purchases,
memberships/subscriptions, pre-payment of registration, conference fees, airline tickets and
hotels, and meals and lodging for athletic events and student activities. Requests may not be
used for equipment or furniture. Requests must have the signature of the appropriate
budget administrator and the Vice President of Administrative Services or designee.

Original receipts must accompany each request and must contain transaction date, vendor
name and address, a detailed list of the items purchased, the cost of each item, and the total
cost of all items. Copies of receipts will not be accepted. Multiple receipts may be submitted
in one check request. Merchandise purchased on-line must be delivered to the District
Warehouse in order to receive reimbursement; items delivered to personal addresses will not
be reimbursed. District Check Request forms must be submitted to District Finance within
45 days.

District Credit Card

Under special circumstances, with the approval of the budget administrator and the District,
a credit card can be issued to department faculty or staff with a regularly established position
in order to expedite the purchase of materials (e.g. the purchase of lab supplies). Most card
holders have a limit of up to $1000/month. The credit card may not be used for personal or
unauthorized purposes. A credit card form, as well as receipts for items purchased, must be
provided during each billing cycle.

Download and review the Credit Card Use Policies and Procedures.

Electronic Accessibility (anchor here)

Electronic accessibility is the practice of ensuring that our community members, who have a
diverse range of hearing, movement, sight or cognitive abilities, can use our websites, web
applications and digital content. Any faculty creating digital content is responsible for
adhering to the Web Content Accessibility Guidelines (WCAG) put forth by the World Wide
Web Consortium. Accessibility training is offered by District, either through in-person training
sessions periodically throughout the year or through materials posted on the Portal.

Every video shown in class or made available to the class must have closed captioning Every

https://wvm.edu/services/fiscal/acctspayable/Pages/default.aspx#Tab2
https://wvm.edu/services/general/purchasing/Pages/default.aspx#Tab2
https://www.w3.org/WAI/standards-guidelines/wcag/


Every video shown in class or made available to the class must have closed captioning. Every

audio recording must have a transcript. Without captions and transcripts, the materials are
inaccessible to any deaf or hard-of-hearing students. It is a legal requirement bene�tting not
only students with hearing disabilities, but also much of the general student population, such
as older students, military veterans, and students who are English language learners. Review
your video materials to ensure they are closed captioned. If they are not captioned, either try
to �nd comparable content with captions, or apply for grant funding to have your videos
captioned. To apply, contact Nan Biltz, DSPS Alternate Media Technician, at 408.855.5384 or
nan.biltz@missioncollege.edu.

Online images not used for decorative purposes, such as images contained within online
documents made available in Canvas, are required to have text descriptions. Without image
descriptions, the material is inaccessible to blind and visually challenged individuals.

Documents must be able to be read with a screen reader. In MS Word, use Styles, Headings,
and Formatting tools. Do not tab and space to create Tables and Columns. Use the
Formatting Tools to create Tables and Columns.
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High School Student Enrollment (anchor here)

The West Valley-Mission Community College District has developed a policy in cooperation
with local high school districts that allows a limited number of high school students to enroll
in college courses for advanced academic or vocational classes. Faculty should maintain
standard college level academic performance expectations and grading policies for the high
school student, even if the student has been authorized to receive high school credit for the
College course. High school students will enroll the week before classes begin and must meet
the same prerequisites.

Institutional Responsibilities (anchor here)

Per Article 21 of the WVMFT, AFT 6554 contract, participation in institutional responsibilities
is required of all full-time faculty members. Each faculty member is responsible for 78.75
hours of institutional work per semester. Examples of institutional responsibilities include, but
are not limited to, participation in college or district committees, schedule production,
curriculum revision, program review, student learning outcomes assessment, performance
appraisal, hiring committees, accreditation, and outreach. Accountability for these
responsibilities is accomplished by submitting Form I to the Division Dean at the end of each
academic year.

mailto:nan.biltz@missioncollege.edu
https://wvm.edu/services/hr/employees/Pages/default.aspx#Tab1
https://missioncollege.edu/gen_info/faculty-handbook/documents/Form-I-Institutional-Responsibility-Form-Regular-and-Contract-Faculty.docx
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Leaves of Absence

The Board of Trustees has sole, exclusive and discretionary rights to grant leaves of absence.
Faculty earn thirty (30) hours of sick leave per semester and six (6) hours of personal leave per
year. Bereavement leave is available for the death of an immediate family member; faculty are
provided up to three (3) consecutive days of bereavement leave, or �ve (5) days if out-of-state
leave is required.

Faculty may also apply for the following types of leaves of absence:

Pregnancy disability leave

The Board of Trustees provides leaves of absence for any members who are absent from their
duties because of an inability to perform duties due to pregnancy, miscarriage, childbirth and
recovery. The length of leave is determined by the faculty member and their physician. The
faculty member is entitled to use sick leave and shall receive all bene�ts. For more
information about pregnancy disability leave, please refer to Article 30 of the WVMFT, AFT
6554 contract.

Legal and civic duty leave

Paid leave is granted to faculty who are required to appear in court as a witness, serve on a
jury, or respond to an of�cial order from another governmental jurisdiction. For more
information about legal and civic duty leave, please refer to Article 32 of the WVMFT, AFT
6554 contract.

Industrial accident/illness leave

Any faculty member who injured or develops and illness as a result of their job duties will be
granted industrial accident/illness leave. Leave is granted for sixty (60) days. The member is
paid their full salary during this time. For more information about industrial accident/illness
leave, please refer to Article 34 of the WVMFT, AFT 6554 contract.

Disability allowance

Faculty members who apply for disability allowance under the State Teachers Retirement
System (STRS) may be granted a leave of absence for up to thirty (30) days. If STRS approves,

https://wvm.edu/services/hr/employees/Pages/default.aspx#Tab1
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the leave may be extended up to thirty-nine (39) days. For more information about disability

leave, please refer to Article 34 of the WVMFT, AFT 6554 contract.

Banked load leave

Load can be banked through overload assignments, as well as summer and winter
assignments. Faculty members on banked leave receive full pay and bene�ts, and are not
considered to have had a break in service. Faculty can bank up to 2.0 load (i.e. one full
academic year) in their Regular Bank. Regular banked load can be used for full or partial
semester leave, or retirement. Faculty can bank up to 2.0 load (i.e. one full academic year) in
their Pre-retirement Bank. Pre-retirement banked load can be used for pre-retirement
banked load leave. For more information about banked load leaves, please refer to Articles 15
and 36 of the WVMFT, AFT 6554 contract.

Rejuvenation and retraining leave

Full-time faculty, who have taught at least six (6) years, are eligible to apply for rejuvenation
and retraining leave, which provides faculty an opportunity to update their skills. The number
of R&R leaves that are approved is determined by the college President. Leaves can be
granted for one or two semesters; during this time faculty are paid their salary minus the cost
of one (1) full time equivalent associate faculty, and receive full bene�ts. A compliance report
is due upon return from leave. For more information about of rejuvenation and retraining
leave, please refer to Article 37 of the WVMFT, AFT 6554 contract.

Sabbatical leave

Full-time faculty, who have taught at least six (6) years, are eligible to apply for sabbatical
leave. Sabbatical leave provides time for faculty to complete a substantial project that will
bene�t the faculty member, the students and the college. Sabbatical leave can be granted
for: study, travel, work experience, curriculum development, or other scholarly or creative
activities. Applications, which are due by December in the year proceeding the semester of
leave, are reviewed by the Sabbatical Leave Committee. The district provides funding for up to
eleven (11) sabbatical leaves per semester. Faculty who go on sabbatical for one semester
receive their full salary and bene�ts; faculty who go on leave for two semesters will receive
either (a) half their salary and their full bene�ts; or (b) their full salary and bene�ts if they do
twice the amount of work of a semester-long leave project. Compliance reports are due upon
return from leave. For more information on sabbatical leave, please refer to Article 38 of the
WVMFT, AFT 6554 contract.

Academic exchange leave

https://wvm.edu/services/hr/employees/Pages/default.aspx#Tab1
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Faculty members may be granted a leave of absence for up to one (1) year for academic
exchange. Assignment to an academic exchange position does not affect the faculty
member’s seniority or their retirement bene�ts under STRS. For more information about
academic exchange leave, please refer to Article 39 of the WVMFT, AFT 6554 contract.

Unpaid leave

Leave without pay for up to twenty-two (22) days must be approved by the Chancellor. Leaves
without pay for twenty-three (23) days to one (1) year must be approved by the President,
Chancellor and Board of Trustees, and require the faculty member to pay the cost of bene�ts
in order to avoid having their bene�ts rescinded. For more information about unpaid leaves
of absence, please refer to Article 40 of the WVMFT, AFT 6554 contract.

Parent, child and family medical leave

The Board of Trustees may approve of a Parental and Child leave, without pay but with
bene�ts, for up to six (6) months following the birth, adoption, or foster care placement of a
child. Under California’s Family Rights Act (CFRA), members can take Parental Leave for up to
twelve (12) weeks. For faculty members who give birth, leave begins after pregnancy disability
leave concludes. Unpaid Family Medical Leave may also be taken for up to twelve (12) weeks
to care for a child, spouse or parent who has a serious health condition. Bene�ts are covered
under this leave. For more information about parent, child and family medical leave, please
refer to Article 41 of the WVMFT, AFT 6554 contract.

Military leave

Faculty members are granted military leave when they enter active military service. This leave
of absence shall not affect the classi�cation of the faculty member. For more information
about military leave, please refer to Article 42 of the WVMFT, AFT 6554 contract.

Legislative leave

The Board of Trustees will grant legislative leave to any faculty member who is elected to the
Legislature. This leave of absence shall not affect the classi�cation of the faculty member. For
more information about legislative leave, please refer to Article 43 of the WVMFT, AFT 6554
contract.
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Petty Cash

Petty cash in the amount of $5,000 is held in each college A&R Of�ce for the purpose of
covering minor expenditures that may arise. Requests can be made to reimburse employees
for the purchase of supplies and postage expenditures of $100 or less. Supplies are de�ned as
items costing $100 or less that are necessary to sustain or conduct day-to-day business of a
particular department. Petty Cash requests will not be processed for reimbursement of food
for meetings.

Requests are limited to an aggregate of $100 per employee, per month. Multiple receipts may
be submitted. Splitting an expense of $100 between two or more employees is not allowed.
Requests must have the signature of the appropriate budget administrator and the Vice
President of Administrative Services or designee.

Original receipts must accompany each request and must contain transaction date, vendor
name and address, a detailed list of the items purchased, the cost of each item, and the total
cost of all items. Copies of receipts and/or calculator tapes will not be accepted. Merchandise
purchased on-line must be delivered to the District Warehouse in order to receive
reimbursement. Items delivered to personal addresses will not be reimbursed.

Petty Cash request forms must be submitted within 45 days of the date of the transaction.

Professional Growth & Development

Faculty are automatically granted step advancement on the salary schedule for every year of
service, up to step 12. Beyond step 12, step advancement can only be accomplished through
the Professional Growth and Development process. To be eligible, the faculty member must
be in Satisfactory standing, have served three (3) years, and have completed of a Professional
Growth and Development project. The purpose of the project is to allow faculty an
opportunity to update their knowledge and abilities, develop new skills, and improve
professional expertise. Project proposals are submitted to Human Resources by the second
Friday in October, up to a year before eligibility (e.g. while on step 11) and are reviewed by the
Professional Growth and Development Committee. There are two segments to the proposal.
Segment A requires at least three (3) units of coursework in the areas of: computer
technology, instructional/student service methodology, cultural awareness/diversity, or
learning theory. Segment B requires the equivalent �ve (5) units of work. Up to three (3) of
those units can be completed through coursework. Other equivalent activities include
curriculum development, participation in workshops and conferences, organizational
activities, travel related to the member’s discipline, authorship, contribution to the arts,
research, work experience, or other activities or projects which will have a bene�t to the

https://wvm.edu/services/fiscal/acctspayable/Pages/default.aspx#Tab2


applicant, students or college/district. Compliance reports are due the �rst Friday of the April
of the completion year. For more information about PG&D, please refer to Article 44 of the
WVMFT, AFT 6554 contract and the PG&D webpage.
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Sexual Harassment and Discrimination

Harassment and discrimination are violations of the federal Civil Rights Act of 1964, TitlesVII
and IX of the Educational Amendments Act of 1971, laws and regulations of the state of
California, and of�cial policy of the West Valley-Mission Community College District. The
policy and its supporting regulations stand behind the District’s philosophy that all students
and all employees should be able to enjoy a working and learning environment free from any
form of discrimination, including sexual harassment or gender discrimination. Section 6
contains information regarding �ling a grievance against a college employee or student.

Sexual Harassment Grievance Policy

It is the policy of The District to maintain a work and learning environment that is free of
sexual harassment. In accordance with District policy, employee complaints of sexual
harassment are referred to the Director of Labor Relations. For more information, the District
Of�cer at Mission College is the Vice President of Student Services.

Student complaints of sexual harassment are de�ned in this section of the
Discipline/Grievance Policy. Sexual harassment, as de�ned by Title VII of Civil Rights Act, Title
IX of Educational Amendments of 1972, Of�ce of Civil Rights, and current District Policies is
de�ned as: “Unwelcome sexual advances, requests for sexual favors, and other verbal or
physical conduct of a sexual nature when made by a member of the school staff to a student
or to another staff member, when made by a student to another student, or when made by a
student to a staff member.”

1. Submission of such conduct is made, either explicitly or implicitly a term of condition of
an individual’s employment or education; or

2. Submission to, or rejection of, such conduct is used as a basis for employment or
education decisions affecting such individual; or

3. Such conduct has the purpose or effect of substantially interfering with an
4. individual’s educational or work performance, or creating an intimidating, hostile, or

offensive employment or educational environment.

https://wvm.edu/services/hr/employees/Pages/default.aspx#Tab1
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Sexual harassment may include, but is not limited to:

Suggestive or obscene letters, notes, invitations, derogatory comments, slurs, jokes,
epithets, assaults, touching, impeding or blocking movement, leering, gestures, display

of sexually suggestive objects or pictures or cartoons.
Continuing to express sexual interest after being informed that the interest is
unwelcome. (Reciprocal attraction is not considered sexual harassment.)
Implying or withholding support for an appointment, promotion, or change of
assignment, suggesting poor performance report will be prepared; or suggesting
probation will be failed. Within the educational environment, implying or actually
withholding grades earned or deserved; suggesting a poor performance evaluation will
be prepared; or suggesting a scholarship recommendation or college application will be
denied.
Coercive sexual behavior used to control, in�uence or affect the career, salary, and/or
work environment of another employee, within the educational environment, engaging
in coercive sexual behavior to control, in�uence or affect the educational opportunity,
grades and/or learning environment of a student
Offering favors or educational employment bene�ts, such as grades or promotions,
favorable performance evaluations, favorable assignments, favorable duties or shifts,
recommendations, reclassi�cations, etc., in exchange for sexual favors.

Complaints against College Employees

Sexual harassment, as noted above, may take many forms. The goal of this policy is to have a
process that is sensitive to the needs of students as well as the rights of those against whom
allegations have been made. All complaints, both formal and informal, will be handled with
the strictest standard of con�dentiality.

The State Education Code, Title 5, Section 59334, requires that a single person investigate and
report formal sexual harassment (and discrimination) complaints. That person for the District
is the Director of Human Resources and Employee Relations.

The VPSS is designated as the Title IX responsible of�ce for Mission College. The VPSS will
assist students at both the formal and informal grievance levels and answer any questions or
concerns.

Many complaints may be resolved at the informal level. Often discussion with the College
employee will successfully change the behavior to the student’s satisfaction.

Sometimes the nature of the sexual harassment is so severe to the student that no contact



with the individual or their supervisor is possible. In those situations, the student should
immediately report the incident directly to the VPSS or the Director of Human Resources and
Employee Relations.

1. Informal Level

2. The Step 1 level encourages the student to approach the person who has caused the
complaint. The student should specify the incident that caused the complaint and the
action that, in the student’s opinion, would resolve the matter.

3. At the Step 2 level, the student approaches a third party, either the Department chair or
the immediate supervisor of the employee. The student should specify the incident that
caused the complaint and the action that, in the student’s opinion, would resolve the
matter.

1. Formal Level

The Step 3 level is directly with the VPSS or the Director of Human Resources and
Employee Relations. Appeal procedures beyond this level are determined by the District
Personnel Policies. The student begins the formal discrimination procedure at this level
if he or she believes it is necessary.

1. Timeline

Formal complaint must be �led in writing within 60 days of occurrence in the Of�ce of
Human Resources and Employee Relations.
Investigation will be completed within a 90 day period and complainant will receive a
written noti�cation of �nal disposition. If additional time is necessary, an interim
noti�cation will be provided to the complainant.
The District, through the Director of Human Resources and Employee Relations will
report all formal complaints to the State Chancellor’s Of�ce within 90 days of receipt of a
complaint. (Title 5, Section 59336).

Complaints against Other Students

Sexual harassment is a violation of the Student Code of Conduct, and students are subject to
disciplinary sanction for this behavior. Complaints are �led with the VPSS at each campus.

Discrimination Grievance Procedures

It is the policy of the District to maintain an environment that is free from discrimination on
the basis of race, ethnic background, national origin, sex, age, sexual preference, or physical or
mental handicap.
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Any student may �le a complaint against a student or staff member under the provisions of
this procedure. As with other grievances, there are both formal and informal complaint levels.
The complaining student may, however, �le a formal complaint directly with the Director of
Human Resources and Employee Relations at any time.

1. Informal Level: The lowest level of complaint is informal (Step 1), which is with the

individual who caused the complaint. The student informally attempts to resolve the
situation to his or her satisfaction. At this level, the student may meet with the
supervisor of the employee who has created the complaint. The student may also meet
with the VPSS for information or assistance at any time.

2. Formal Level: Formal complaints are �led with the Director of Human Resources and
Employee Relations and must be �led in writing within 60 days of occurrence.
Investigation will be completed within a 90-day period and complainant will receive a
written noti�cation of �nal disposition. If additional time is necessary, an interim
noti�cation will be provided to the complainant. The District, through the Director of
Human Resources and Employee Relations, will report all formal complaints to the State
Chancellor’s Of�ce within 90 days of receipt of a complaint. (Title 5, Section 59336). A
student may appeal the decision of the Director of Human Resources and Employee
Relations to the Chancellor and then to the Board of Trustees.

3. Timeline:
4. Formal complaint must be �led in writing within 60 days of occurrence in the Of�ce of

Human Resources and Employee Relations.
5. Investigation will be completed within a 90 day period and complainant will receive a

written noti�cation of �nal disposition. If additional time is necessary, an interim
noti�cation will be provided to the complainant.

6. The District, through the Director of Human Resources and Employee Relations will
report all formal complaints to the State Chancellor’s Of�ce within 90 days of receipt of a
complaint. (Title 5, Section 59336)

7. Appeal procedures are de�ned in the District policy.

Free Speech and Discriminatory Harassment

The District is committed to creating an educational environment that does not tolerate
harassment or discrimination. At the same time, the College must protect the Constitutional
Rights of free expression under the First Amendment.

back to top

Student Mental Health

Crisis counseling is available to students who are distressed. For urgent matters, crisis
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counseling is available to students. Faculty should direct or escort students to the Counseling
Of�ce in SEC 139, or call (408) 855-5555 for assistance. If the student poses an immediate
danger to themselves or others, call 911. For nonurgent matters, personal counseling is
available through the Counseling Of�ce in SEC 139 and the Student Health Services center
in SEC 104. Free personal counseling is also available to students 24/7 through Each Mind
Matters; students simply text “COURAGE” to 74171.

Mental health counseling is also available to students through Student Health Services.
Students can participate in up to eight (8) sessions of individual psychotherapy each
semester. Licensed mental health professionals are there to counsel students with all
concerns, big or small.

Other important phone numbers:

24 Hour Suicide and Crisis Service, County of Santa Clara: 855-278-4204
National Suicide Prevention Lifeline: 800-273-8255

Kognito is a suite of six online, interactive, and research-proven training simulations, which
are designed to educate faculty, staff, and students about best practices in supporting (1)
students who struggle with psychological distress including depression and suicidal ideation,
(2) LGBTQ students who are struggling due to harassment or exclusion, and (3) student
veterans who are facing challenges in adjusting to college life. Each training takes 30-60
minutes to complete and is structured as a virtual practice environment where users learn by
engaging in interactive role-play conversations with emotionally responsive student avatars.
The suite is available at no-cost to all California community college faculty, staff, and students.

For more information download the Supporting Veterans, LGBTQ Students,
and Students in Distress information sheet (link to �le).
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Policies

Academic Freedom

With the exception of the �rst paragraph de�ning the scope of its coverage at West
Valley-Mission Community College District, this policy is an almost verbatim rewriting of
the California State University system's statement on Academic Freedom, with the name,
"West Valley-Mission Community College District" inserted where needed.  The CSU
statement of Academic Freedom is, in turn, substantially based on the 1940 AAUP
Statement of Principles of Academic Freedom and Tenure, while their statement on
Professional Ethics is an exact transcription of the 1966 AAUP Statement on Professional
Ethics.   

Faculty Ethics 

The Academic Senate for California Community Colleges adopted the “American
Association of University Professors (AAUP) Ethics Statement" in 1987 and in April 1988
released a paper entitled, "Why the Academic Senate has adopted the AAUP Ethics
Statement."   The AAUP statement and explanation for its adoption have been quite
helpful to local senates in discussions of ethics. However, community college faculty faces
situations that are distinctly different from those faced by university professors.
Furthermore, since the time the ethics statement was adopted by the Academic  Senate, 
AB  1725  has  become  law,  and  the  bill's  rede�nition  of  the community college faculty
profession has resulted in an abundance of ethical questions regarding faculty roles,
responsibilities, and obligations.   Hence, the purpose of this paper is to offer expanded
discussions on the AAUP Ethics Statement focusing on issues that typically face faculty in
California's Community Colleges. 
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The AAUP ethics document consists of �ve statements outlining faculty responsibilities to
their disciplines, students, colleagues, institutions, and communities.   The text of these
statements is included in Section II of this Handbook.  It serves as an excellent foundation
in principles upon which decisions of ethical behavior can be based. 

Those principles are expanded in Section III in the areas of scholarly competence, honest
academic conduct of students, academic standards, cultural and gender sensitivity, the
free pursuit of learning, avoiding exploitation of students, academic freedom, and
contributing to the profession. 

AAUP Ethics Statement 

Professors, guided by a deep conviction of the worth and dignity of the advancement of
knowledge, recognize the special responsibilities placed upon them.  Their primary
responsibility to their subject is to seek and to state the truth as they see it.  To this end
professors   devote   their   energies   to   developing   and   improving   their   scholarly
competence. They accept the obligation to exercise critical self-discipline and judgment
in using, extending, and transmitting knowledge.  They practice intellectual honesty.  
Although professors may follow subsidiary interests, these interests must never seriously
hamper or compromise their freedom of inquiry. 

As teachers, professors encourage the free pursuit of learning in their students.  They hold
before them the best scholarly and ethical standards of their discipline.  Professors
demonstrate respect for students as individuals and adhere to their proper roles as
intellectual guides and counselors.   Professors make every reasonable effort to foster
honest academic conduct and to ensure that their evaluations of students re�ect each
student's true merit.   They respect the con�dential nature of the relationship between
professor and student. They avoid any exploitation, harassment, or discriminatory
treatment of students.  They acknowledge signi�cant academic or scholarly assistance
from them.  They protect their academic freedom. 

As colleagues, professors have obligations that derive from common membership in the
community of scholars.   Professors do not discriminate against or harass colleagues. They
respect and defend the free inquiry of associates. In the exchange of criticism and ideas
professors show due respect for the opinions of others.  Professors acknowledge
academic debt and strive to be objective in their professional judgment of colleagues.
Professors accept their share of faculty responsibilities for the governance of their
institution. 



As members of an academic institution, professors seek above all to be effective teachers
and scholars. Although professors observe the stated regulations of the institution,
provided the regulations do not contravene academic freedom, they maintain their right
to criticize and seek revision.  Professors give due regard to their paramount
responsibilities within their institutions in determining the amount and character of work
done outside it. 

When considering the interruption or termination of their service, professors recognize
the effect of their decision upon the program of the institution and give due notice of
their intentions. 

As members of their community, professors have the rights and obligations of other
citizens.   Professors measure the urgency of these obligations in the light of their
responsibilities to their subject, to their students, to their profession, and to their
institution.   When they speak or act as private persons, they avoid creating the
impression of speaking or acting for their college or university.  As citizens engaged in a
profession that depends upon freedom for its health and integrity, professors have a
particular obligation to promote conditions of free inquiry and to further public
understanding of academic freedom. 

Expanding the AAUP Ethics Statement 

References in the following sections raise questions about how faculty interact with all
members of the college community in carrying out their professional responsibilities and
statements speci�c to students or colleagues should be interpreted as applying to all
other individuals. 

Developing Scholarly Competence 

Every discipline requires scholarship.  Faculty must keep up with new developments in
their disciplines and in teaching methods just as doctors are obligated to keep abreast of
new developments in medicine and attorneys are required to know evolving laws.  It is a
faculty member's ongoing obligation to pursue professional and academic development. 

In addition, faculty has the obligation to pursue the truth. The intellectual virtues of being
openminded, fair, honest and objective in the consideration of differing views, being
thorough in research, avoiding the manipulation of data, and reaching a well- reasoned
viewpoint should all be fostered within the intellectual character of the faculty member. 



These attitudes toward learning are precisely what faculty are trying to get students to
acquire, therefore, faculty are obligated to teach and lead by example.  Modeling and
teaching critical thinking and attempting to instill in students intellectual virtues which
foster critical thinking are key responsibilities for faculty. 

In other words, modeling a democratic style rather than an authoritarian one is more
appropriate.  Instead of trying to control the beliefs, opinions and values of students,
encouraging pluralistic dialogue is an ethical necessity.  Teaching students to respect
differing views and helping them to bene�t from the wisdom often found in ideas with
which they disagree can provide a profound learning experience. 

Maintaining Honest Academic Conduct 

Colleges should have a policy on honest academic conduct, developed by the Academic
Senate working with the student leadership.  Faculty are obliged to make sure that such a
policy exists, is published, and provides appropriate due process standards.  In addition,
faculty needs to adopt a zero tolerance policy toward academic dishonesty.  Students who
behave dishonestly should face retributive consequences consistent with the institution's
policies. 

Faculty have an obligation to prevent academic dishonesty by ensuring that students do
their own work.  Types of dishonesty include copying from others, turning in work that is
not the student's own, and using references without appropriate citation.  Faculty should
provide a de�nition of acceptable academic conduct on the �rst day of class through
discussion and in writing.  An essential strategy for preventing academic dishonesty is to
set up testing situations that minimize the potential for misconduct. 

Finally, there are rules and expectations of proper academic behavior that should be
articulated and taught within the framework of the respective academic disciplines.
Respect for students requires that all be held to the same standard of conduct.  Holding
students to different standards is demeaning and insulting. 

Ensuring Cultural and Gender Sensitivity: Respecting Students as Individuals 

Respecting students as individuals is an ethical imperative for faculty.  All students, as
individuals, deserve the respect of faculty regardless of their cultural background,
ethnicity, race, gender, religious beliefs, political ideologies, disability, sexual preference,
age, or socioeconomic status. 



One of the challenges of being an educator is to reach students at their current point of
understanding.  When relating to students as individuals, faculty must recognize the
unique circumstances of each student's life.  In particular, some students may possess
learning styles which hinder them from bene�ting from traditional methods of
instruction.  Faculty have the responsibility to use all possible effective pedagogical tools
to reach those students. 

Students look to faculty as role models.  Not only must faculty exhibit an appreciation and
respect for students from all backgrounds, but it is also imperative that they teach and
model behavior which is tolerant and shows appreciation and respect for others.
Af�rming individual students' abilities, strengthening their self-identities, and assisting
them to reach their full potential are qualities of an effective faculty member. 

Encouraging the Free Pursuit of Learning: Securing Student Access and Success 

The concept of a community college as de�ned by the California Community Colleges'
Master Plan is one of the best examples of an egalitarian educational model of a system of
higher education in the world.  One could say that the idea of open access is the
quintessential expression of democracy in education and that open access exempli�es
the free pursuit of learning. 

As participants in the development of educational policies at our institutions, we must
remain diligent to protect students' right to freely pursue their education, watching
closely to prevent barriers to access, particularly to those from historically under-
represented groups.  These barriers may include restrictive or dif�cult to accomplish
admission procedures, lack of access to counseling, or unjusti�ed prerequisites.  Faculty
may incorrectly assume that references, examples, or methodologies they use are part of
the students' experience or cultural heritage.  Methods should be sought which can make
learning more achievable to students.  Faculty have an ethical responsibility as educators
to reduce as much as possible all barriers to the pursuit of education and to seek new
methods to assure students' success. 

Avoiding Exploitation of Students 

Exploitation of students by faculty members can take many guises.  Be it for personal
�nancial gain, sexual grati�cation, or any other reason, such exploitation is totally
unacceptable.  It is a fundamental ethical principle that individuals possessing power and
authority should not use their advantaged position for their own gain or to advance their
own self-interest.   



In light of the fact that the educational profession is one in which trust between faculty
member and student maximizes the results of the learning experience, it is especially
reprehensible for faculty to use their power and authority for such self- grati�cation or
self-gain. 

Faculty have power over students by virtue of their position.  There is no greater violation
of that power than when a faculty member exploits this relationship with students.
Students may have fears and insecurities about their abilities and what the future holds
for them.  They may tend to view faculty with a sense of awe that is based on a projected
expectation rather than personal experience of proven expertise or trustworthiness.  They
tend to trust faculty beyond areas of academic expertise.   To take advantage of
individuals under these conditions is ethically inexcusable. 

For example, in cases where some students are being evaluated on the basis of academic
standards while others are being evaluated on the basis of responsiveness to
inappropriate advances or where personal services or favors are traded for grades,
privilege or recognition, one can easily see that such behavior is a violation of ethics. 
Students must be evaluated solely on the basis of academic standards. 

Faculty must be cognizant of the possible perceptions and interpretations their students
may formulate in response to faculty-student interactions.  Therefore, faculty members
are obligated to create a learning environment free of insensitivity, hostility, and coercion.
Faculty must realize that such an environment often can be more contingent upon the
perceptions of students than on the intentions of faculty. 

Establishing Academic Standards 

California Community Colleges have the dual mission of preparing individuals for work
and citizenship.  Successful careers depend on acquiring the skills, knowledge and
abilities to perform competently in the work place.  To prepare students for the world of
work and to avoid misleading them as to what they can expect once they leave the
campus, it is important to evaluate students in a manner which is consistent with the
academic standards of the discipline. 

Academic standards should be determined in the context of one's academic discipline by
the community of scholars within the discipline.  They should not differ signi�cantly from
one faculty member to another within the same discipline.  If, for example, there is
signi�cant variation in grading criteria and standards among faculty who teach courses
that are   the prerequisites for courses further in a sequence, then clearly students,
subsequent courses, and the disciplines, are harmed.  While the mastery that faculty have



of their own discipline and scholarship entitles them to the freedom of the presentation
of their subject matter, it is unethical for a faculty member to persistently interject
material unrelated to the course such that the instructor fails to offer the agreed upon
subject matter of the course. 

Maintaining Academic Freedom 

By nature and de�nition, a college campus embraces the value of academic freedom.  In
order to pursue truth, survey the marketplace of ideas, and acquire knowledge and
understanding, both faculty and students must have the freedom to express their views
and be safe from reprisals.  However, there are obligations which accompany academic
freedom. 

The �rst obligation in maintaining academic freedom is to create a learning environment
which fosters the free exchange of ideas.  In other words, faculty should encourage the
expression of diverse views and the understanding of those views. 

The second obligation which is required to maintain academic freedom is to clearly
distinguish when one is speaking for one's self and when one is speaking as a
representative of the educational institution.  The classroom in particular should not be
used as a forum for the advancement of personal causes.  Our obligation is to inform, not
to indoctrinate.  If a stormy political issue arises, we can certainly encourage a lively
discussion of all facets of the situation.  However, we cannot present just our view or
advocate only our own position unless we do so in the context of debate or other such
pedagogical structures where opposing views may be presented. 

As members of a profession that has a high degree of autonomy and �exibility in
determining how work is accomplished, it is important that faculty discharge all of their
responsibilities conscientiously. 

A recommendation on a framework and processes for developing local faculty
professional expectations and accountability processes is currently under consideration
by the Academic Senate's Educational Policies Committee.

Attendance and Census Rosters

Download the Attendance and Census Rosters policy.



https://missioncollege.edu/gen_info/faculty-handbook/documents/How-to-Submit-Your-Census-Roster.pdf


Prep Week Policy

Final Exam Preparatory Week ("Prep Week") is the week immediately preceding the initial
day of the �nal examination period of a full-term, regular academic semester. Classes are
held according to the regular semester schedule, but there will be no �nal examinations
or other major exams scheduled during this week. Exceptions to this rule must be
approved by the Of�ce of Instruction and may only be granted when scheduling an exam
during Prep Week directly bene�ts students (e.g. lab practical exams that would
otherwise have to be scheduled during �nals week, in addition to the lecture �nal).
Faculty may, at their discretion, make an arrangement with an individual student if the
student has a compelling need. Student activities are allowed, but only insofar as they
bene�t students and do not require mandatory attendance or extra-curricular work on
the part of students. Prep Week constraints do not apply to late-start and short-term
courses.



Distance Education

Download the Distance Education policy.



Drug-Free Schools and Community Act

Drug-Free Schools and Community Act (anchor here)
The District prohibits the unlawful possession, use, or distribution of alcohol and other
drugs by students and employees on the institution’s property or at institutionally
sponsored activities as de�ned in the Drug-Free Schools and Communities Act
Amendment of 1989 (Public Law 101226).  General and speci�c information and assistance
are provided by the Student Health Center and the Counseling Program for students and
the Human Resources Of�ce for employees.  West Valley-Mission College students and
employees are subject to sanctions as de�ned by the Student Handbook, Board Policies,
and other local, state, and federal laws.



Family Educational Rights and Privacy Act (FERPA)

Family Educational Rights and Privacy Act (FERPA) (anchor here) 
The Family Educational Rights and Privacy Act (FERPA, Section 438, Public Law 93-380), as
amended, requires educational institutions to provide: access to of�cial educational
records directly related to the student; an opportunity for a hearing to challenge such
records on the grounds that they are inaccurate, misleading, or otherwise inappropriate;



https://missioncollege.edu/gen_info/faculty-handbook/documents/Newer-DE-policies.pdf


that the college must obtain the written consent of the student before releasing
personally identi�able information about the student except to those persons and
agencies speci�ed by the Act; and that these rights extend to present and former
students of the college.

Education records generally include documents and information related to
admissions, enrollment in classes, grades, and related academic information.
Educational records will be made available for inspection and review during regular
working hours after receiving a written request from the student. If a student wishes
to challenge any information in the educational record, the student shall review their
request with the Director of Admission and Records. The Director will inform the
student of the process and if needed assist the student in correcting the formal
record.
The Act provides that the college may release certain types of Directory Information,
unless the student submits in writing to the Records Of�cer that certain or all such
information not be released without his/her consent. Directory Information at this
college includes:

1. student name and city of residence,
2. participation in recognized activities and sports,
3. dates of attendance,
4. degrees and awards received,
5. the most recent previous educational agency or institution attended
6. height and weight of members of athletic teams.

A copy of the college policy, The Family Education Rights and Privacy Act, Section
438 (P.L. 93-380) and other pertinent information is available for review and
inspection in the Records of�ce during normal working hours.

Students have not only the right to an education, but to the rights of citizenship as well;
therefore, no student shall be deprived of equal treatment and equal access to
educational programs, due process, the presumption of innocence prior to proof
otherwise, free expression and association, or privacy of thought.

Students bring to college various interests and values previously acquired and they
develop new interests as members of an academic community. They shall be free to
organize and join groups, in the pursuit of those interests, subject only to regulations and
procedures which are intended to preserve the integrity of the district and which are
consistent with constitutional guarantees.



In keeping with the ideals of a democracy, students shall be granted the rights and
responsibilities of self-government. In the activities of student groups and the conduct of
student government, discrimination based on race, ethnic background, national origin,
sex, age, sexual orientation, or physical handicap shall be expressly prohibited.

Students and recognized student organizations shall be free to examine and discuss
questions of interest to them and to express their opinions publicly and privately without
fear of reprisal. They shall be free to support legal causes by orderly means that do not
disrupt the operation of the college. College documents are subject to the Family
Educational Rights and Privacy Act (Public Law 93-980).

Attendant upon the right guaranteed to each student are certain responsibilities, which
are respect for the rights of others, acceptance of properly constituted authority, and
compliance with the policies, regulations, and procedures of the district. Each student
bears full responsibility for his or her actions.

Speci�c complaints, questions, or concerns may be directed to the Associate Vice
Chancellor of Human Resources, (408) 741-2060, or the Mission College responsible of�cer,
Vice President of Student Services, (408) 855-5197.

Grading Policy

Grading Policy (anchor here) 
Faculty are expected to keep accurate and complete student records.  When submitted at
the end of the semester, it is recommended that grade or roll books show at least three
substantiating grades in addition to the �nal grade.   Grade/roll books should also include
dates of withdrawal, and the "a" symbol for absences.  All grade rosters must be �led at
the completion of each course or by the deadline published by the Vice President of
Student Services. The grade/roll books are historical documents indicating student
participation and performance.   They are also used to support course and attendance
audit reviews.  



Professional Development

Professional Development 





The Mission College Staff Development Plan has been formulated in response to the
ongoing need for training programs and activities to support the professional growth of
the college community.  It is based on the concept that faculty, classi�ed staff, and
administration — as a whole — are responsible for the delivery and maintenance of a
quality collegiate program that meets the needs of all students.  These needs can only be
met by a staff that stays current and demonstrates enthusiasm for the education and
service of their students.  Therefore, the major goals of this plan are:

To support the instructional needs of faculty
To enhance communication among all areas of service
To increase job satisfaction
To facilitate professional and personal development
To maintain a dynamic organizational structure
To enrich the college community
To support the District and Colleges Strategic Planning

These goals are accomplished through a variety of activities offered by a comprehensive
Staff Development program. This program is formulated and executed by the
Organizational and Professional Development Committee in response to the annual
needs assessment of the college community.

Smoking and the Use of E-Cigarette Devices on Campus Policy

Smoking and the Use of E-Cigarette Devices on Campus Policy 

The West Valley-Mission Community College Board of Trustees have approved both
Mission and West Valley College(s) to be Smoke-Free and Vapor-Free, effective April 21,
2015.  Board Policy says: “Smoking and the use of e-cigarette devices are prohibited in all
indoor locations within the District. Smoking and the use of e-cigarette devices are
prohibited in any enclosed place of employment on campus, including lobbies, lounges,
waiting areas, stairwells, and restrooms that are a structural part of any building that is a
place of employment. Smoking and the use of e-cigarette devices are prohibited in all
areas of the Mission and West Valley campuses except in parking lot areas that are at least
twenty-�ve (25) feet away from buildings and pathways.”

If you see a smoker in the Smoke-Free/Vapor-Free zone, approach the person and draw
his/her attention to the No Smoking/Vaping sign and ask them politely to stop.  If there is
no sign available, then cite that there is a district policy on Smoking and Vaping.





Advise the smoker/vaper that smoking/vaping in the Smoke-Free/Vapor-Free zone is a
violation of the policy, and that smoking and vaping are permitted only in the parking lots
(except Disabled Parking areas).  Explain that the policy is to ensure that there is a safe
and healthy environment for all. If you �nd repeated offenses in the same location, please
contact the District Police by calling 408-299-2311.
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Associate Faculty

Appraisals

Appraisals

Per Article 108 of the WVMFT, AFT 6554 contract, associate faculty are evaluated regularly
through the performance appraisal process.  Appraisals only occur during the Fall and
Spring semesters.  Associatefaculty are evaluated every other semester, beginning with
the �rst semester during which they have an assignment.  Exceptions to this include
faculty that earn a “Needs to Improve” on their appraisal from the previous semester, who
will then be evaluated during the term immediately following the NTI, and faculty on
reduced appraisals due to Re-Employment Preference (see below). 

Associatefaculty are evaluated by full-time tenured faculty from the same discipline,
unless the department does not have a faculty member that �ts those criteria, in which
case the Department Chair will select an appropriate appraisal team chair.  Division Deans
or other appointed administrators may also serve on appraisal teams.

The performance appraisal process involves the following steps:  (1) a pre-appraisal
conference must occur during weeks 1-5; (2) at least one classroom observation by each
team member must occur before week 13; (3) student surveys for each assignment must
be administered between weeks 6-13; (4) a post-appraisal conference must occur prior to
�nals week.  Faculty are provided a copy of all forms by the appraisal team chair once the
process is complete.  Student surveys will be given to the appraisee after the term is over
and grades are submitted. 

Faculty may grieve the performance appraisal process, but not the outcome.  Associate
faculty should familiarize themselves with the process and their rights by reviewing the
contract. 



https://missioncollege.edu/
https://missioncollege.edu/gen_info/
https://missioncollege.edu/gen_info/faculty-handbook/
https://www.wvm.edu/services/hr/employees/Pages/default.aspx#Tab1


Re-Employment Preference (REP)

Re-Employment Preference (REP) 
Per Article 100 of the WVMFT, AFT 6554 contract, Re-Employment Preference (REP) is
granted to associate faculty who meet certain criteria, listed below.  There are two levels of
REP:  REP 1 and REP 2.

REP 1 is granted after three (3) consecutive satisfactory evaluations and teaching
assignments during six (6) semesters.  REP 1 is granted automatically once the above
criteria are met.  REP 2 is granted after two (2) satisfactory evaluations and four (4)
semesters with REP 1 status. 

REP 1 status provides associate faculty preference for teaching assignments and a
minimum load of 0.400.  REP 2 status provides faculty continued preference for teaching
assignments and a minimum load of 0.600.  Note that courses are not split between
faculty to bring total load to 0.400 or 0.600.  For example, if an associate faculty member
with REP2 has 0.533 load assigned, the department chair will not be required to split the
load on an additional section to bring the total to 0.600.  Faculty with REP 2 are evaluated
once every six semesters, with student surveys being administered in between. 



Load Limits

Load Limits 
Associatefaculty can be assigned up to 0.670 load during the Fall, Spring and Summer
terms, and up to 0.400 load during the Winter term.  The only exception to the limitation
is HOD instructors teaching clinical courses. 

For more information about load, please review the contract. 



https://www.wvm.edu/services/hr/employees/Pages/default.aspx#Tab1
https://www.wvm.edu/services/hr/employees/Forms/WVMFT-AFT%20Contract%20July%201%202014-June%2030%202017.pdf
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College Services

Community Education

Community Education

The Community Education of�ce staff is located in SEC 332 and can be reached at 408-
855-5255 or 408-855-5112. Community Education provides classes and special events in the
following areas:

Community Service Classes - These are fee-based classes as advertised via brochure
mailing, online, and direct marketing �yers. Offerings range from vocational training
programs (e.g., Pharmacy Technician) to mandated classes (e.g., Drug Diversion, Anger
Management), to personal and professional enrichment classes (e.g., Financial Planning).

Grant Funded Programs   - These are state-supported programs that provide life skills
education to the developmentally disabled students of our community.

Participants may register on a �rst come, �rst served basis by mail, fax, online or in person.
Discounts are available for District employees and senior citizens.   Late registration at the
start of class is permissible if space is available.

For those wishing to propose or teach a fee-based community service or noncredit class,
please contact the Community Education Of�ce or request a course proposal form.

Faculty participation in classes is also encouraged.  The class fee usually charged to
students will be waived in return for completing an evaluation of a class.  The waiver will
not apply when there are contractual obligations to vendors, e.g. participants must pay for



https://missioncollege.edu/
https://missioncollege.edu/gen_info/
https://missioncollege.edu/gen_info/faculty-handbook/
https://missioncollege.edu/community/community-education/


any supplies, transportation cost, entry fees, or any costs beyond payment of the
instructor.

Custodial Services

Custodial Services (anchor here) 

Any maintenance or repair services should be reported to your Division Administrative
Specialist or Dean for entry into the District Facilities work order system.  For emergencies,
whether in the daytime or evening hours, call 9-911.    For non-emergencies in the evening
hours, feel free to contact MC Evening Supervisor line at (408-590-2657).  If you wish to
move furniture/equipment, an online work order to District Facilities should be completed
by the Division Administrative Specialist or Dean.    



Educational Technology Services (ETS)

Educational Technology Services (ETS)

The Educational Technology Services (ETS) Department at Mission College focuses
primarily on installing, maintaining, and supporting:

All teaching and media production and delivery technology
Technology in college classrooms, labs, conference rooms, signage displays, student
support services facilities, studios, and event venues.

ETS is also the legal licensing administrator for all instructional software on campus. All
requests for usage of software must be coordinated with ETS for consistency in
deployment and integration, and legal compliance. ETS consultation will provide
recommendations based on best practices, optimal selection, and alignment with the
Mission Technology Master Plan.

Service Hours:

8:00 a.m. to 7:00 p.m. Monday – Friday

At this time, ETS do not offer after hours or on-call assistance. Because of the number of
rooms and activities supported, ETS cannot always respond immediately when there is a
problem. Rest assured, ETS does come as quickly as they can during their normal hours.



http://missioncollege.edu/technology/index.html


Please refer to the section below on how to contact ETS when you need help.

Contacting ETS for Help:

ETS has provided User Guides Links on every Instructor PC desktop in every classroom
with a Support Contact Information Card attached to the lectern desktop.

Urgent Service Requests:  Use the ETS help ticket system

ETS staff receive new ticket alerts when you submit a Help Ticket. This is the fastest way to
alert staff and if available, a technician will respond promptly. Phone calls or trying to �nd
a staff member in their of�ces in the TAV building are less effective ways to get help if the
problem you are encountering needs immediate attention.

Connecting Your Personal Equipment to the College Classroom Technology:

ETS has provided VGA, HDMI, and (in the SEC Building) Mini Display Port cables for your
convenience in every classroom if you want to connect your own personal portable
devices.  PLEASE NOTE:  ETS cannot be responsible for problems you encounter regarding
compatibility, settings, or the condition of any personal devices you choose to connect.
They cannot guarantee that your personal device will display or function properly when
connected in one of our classrooms. ETS is happy to assist with checking the functionality
of the cables used to connect personal devices to classroom technology. However, ETS is
unable to assist with troubleshooting and/or modifying the settings on your personal
device. You should always carry backup presentation materials on portable storage for use
on the provided lectern computer

Other Services:

DATA STORAGE ON CLASSROOM COMPUTERS:  All classroom computers have been set
up so that upon reboot all data (but not programs) are wiped clean.  There is an automatic
shutdown at 10:30 PM scheduled daily. This process is in place to protect and manage
data entered by students, faculty, and other users.

CLASSROOM LECTURE CAPTURE:  Lecture Capture hardware in GC-103 and GC-107
presentation halls as well as three GC classrooms provide instructors with straightforward
technological support to capture and record lectures. Portable cart systems are also
available for Lecture Capture in other classrooms. The system provides the ability to
stream between lecture halls for large event over�ow. The Lecture Capture system records
one or two simultaneous sources (computer screen/doc cam/video camera) plus audio.

http://ets.missioncollege.edu/support/


Finished recordings are auto posted to a content server. Videos are accessible via direct
link or through a library listing of recordings. For class use videos, the system will add
captioning. Grants are available through DSPS for class use recordings captioning.

EVENT SUPPORT:  Depending on the venue, setup for special events may require sound
systems and other AV equipment. If your event can be handled with checkout equipment,
you will need to pick up and return the equipment to ETS.  ETS will show you how to setup
and operate the equipment.  Some events will require their setup of the system. Make
arrangements early via ETS work order. 

MEDIA PRODUCTION:  ETS provides media production assistance for instruction and
production for College marketing and archival needs. Most class related media are
created either by lecture capture or desktop media creation software such as Camtasia,
Captivate, or freeware programs such as ScreenCast-o-Matic. ETS can assist with studio
video projects such as student interviews or other instructor led class projects. ETS has
equipment to loan for self-produced projects. ETS cannot supply equipment for student
project assignments.

EQUIPMENT LOAN:  ETS has a variety of gear available for short-term checkout:

Dell PC laptops
Mac Laptops
Microsoft LifeCam Webcams
Portable Projectors
Panasonic Camcorders/Camera Tripods

ETS also keeps a small collection of VGA and HDMI adapters for some Mac laptop models.
Remember to remind guest speakers to bring adapters if they intend to present with a
personal laptop.  Equipment may be checked out directly from ETS during the hours of
8:00 a.m. to 7:00 p.m., Monday through Friday.  Previous arrangements need to be made
to ensure that the equipment is ready for pick-up.  Please reserve equipment at least 24
hours in advance to insure its availability. An ETS W.O. is the most reliable way to request
checkout equipment. Return all equipment to AV Services as arranged.

ETS EVOLVING TECHNOLOGY SUPPORT:  One of our important functions involves
researching education/student-related technological developments and includes
planning, purchasing, installing, and deploying new technology at our campus. ETS works
on new technology for future buildings, refreshing existing technology, upgrading various
pieces of equipment as they become old and/or obsolete, and working with departments
to standardize and help them realize their technology requests.



All instructional technology requests of hardware, equipment, software, upgrades,
operational improvements, and suggestions for additions to classrooms must begin in the
Technology Request process associated with Program Review. When the college proceeds
with projects without involving ETS for a thorough consultation, inef�ciencies, con�icts,
missed deadlines (critical for grant funding), and overlooked better alternatives are often
experienced.

ETS strongly urges all Departments to consult with them early in the process of a
technology initiative, regardless of funding sources. They can provide guidance and
coordination with other initiatives already underway and can help you avoid con�icts in
the context of project management capacity on campus and compatibility with existing
facilities systems. Refer to the GAP and Technology Committee-approved Technology
Request Process for a better understanding of the work �ow. You will �nd it on the
Technology Committee’s web page:

ETS requires a minimum two-week lead-time for any Teacher station and/or student lab,
computer software install/upgrade. They request even longer lead times for new software
titles, due to additional compliance requirements approval. The lead-time for Hardware
depends on the complexity of the project and can run anywhere from 1-6 months.

Please review the ETS Services Classroom/Lab Use Policies 
Please review the ETS Media & Support Policies

Facilities Work Orders  

Facilities Work Orders 
For any maintenance or repair services, submit a work order into the District Facilities
work order system.  To submit a work order, log into MyWebServices, click on Employee,
click on Links, and click on Facilities Work Order.  For more information on how to submit
and check the status of your work order, download the Facilities Work Orders Help guide.



Food Services

Food Services 



http://missioncollege.edu/inside_mission/committees/technology/TechProcessApproved20160209.pdf
https://missioncollege.edu/gen_info/faculty-handbook/documents/ETS-info-for-Instructors.pdf
https://missioncollege.edu/gen_info/faculty-handbook/documents/ETS-Media-Software-Support-Policies.pdf
https://ssb-prod.ec.wvm.edu/PROD/twbkwbis.P_WWWLogin
https://missioncollege.edu/gen_info/faculty-handbook/documents/Facilities-Work-Order-Help.pdf


The Cafeteria
The Cafeteria is located on the �rst �oor of the Student Center, and is open during the Fall
and Spring terms Monday-Thursday 7:30 a.m. to 7:00 p.m.  It is also open Friday from 7:30
a.m. to 2:00 p.m. Hours vary during the Winter and Summer Terms.  Noti�cation of
updated hours is emailed to all faculty at the beginning of the term. 

KJ’s Café
KJ’s Café is located in two buildings:  Gillmor Center and the Student Engagement Center
(SEC).  Gillmor Center hours during the Fall and Spring terms are Mondays-Thursdays 8:00
a.m. to 7:00 p.m. and Fridays 8:00 a.m. to 1:00 p.m.  SEC hours are Mondays-Thursdays 7:30
a.m. to 7:30 p.m., Fridays 7:30 a.m. to 2:00 p.m., and Saturdays 8:00 a.m. to 12:00 p.m.  Hours
vary during the Winter and Summer Terms.  Noti�cation of updated hours is emailed to
all faculty at the beginning of the term. 

The Mission Bistro
Mission Bistro is located in the Hospitality Management Building.  Staff and faculty can
support Mission’s Hospitality Management Program by stopping in for a delicious lunch,
which is cafeteria-style during fall semesters and full-service restaurant-style during
spring semesters. Each lunch is planned and prepared by students and is typically served
on Tuesdays and Thursdays from 11:30 am to 1:00 pm.  The price for a full lunch ranges
from $10-$15 with all proceeds going directly to program operations.  Keeps an eye out for
emails announcing the weekly menus!  For more information, contact Daniel Arias
(daniel.arias@missioncollege.edu or 408-855-5434).

Graphics/Printing Requests

Graphics/Printing Requests

Division Administrative Specialists can help faculty with any graphics/printing requests
(e.g. business cards).  As budget administrator the Division Dean must approve these
requests, and a nominal fee is charged to your department for these services. 



Publications

Publications
Publications are produced in Of�ce of Instruction, located in SEC 331.  The staff produces
informational publications such as the:





Mission College Schedule of Classes
Mission College Catalog
Mission College Faculty Handbook

http://schedule.missioncollege.edu/
http://catalog.missioncollege.edu/
https://missioncollege.edu/gen_info/faculty-handbook/index.html
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Department Chair Procedures

With direction from the Dean, Vice President, President, or designee, the Mission College
Department Chair coordinates administrative functions and provides support and assistance
to faculty colleagues in assigned area or merged areas. As primary leaders of instructional or
service areas, Departments Chairs accept full responsibility and accountability for:

1. The cultivation of proactive and creative approaches on all educational matters and
concerns

2. Meeting college-wide deadlines
3. Providing requested data/information
4. Responding to needs in area(s)
5. Being present and involved in key governance meetings
6. Assisting the dean and president (or designee) with shared policy development and

administration of the college
7. Promoting areas(s) with the college and to the external community

Adding New Course Sections

Adding New Course Sections
The decision to add a section will be made collaboratively by the Division Dean and
Department Chair.

To add a course, the Department Chair must complete a Section Change Form. The form
should be sent to the Division Dean for approval. Once approved by the Dean, the
Administrative Specialist will build the course in Banner.



Cancelling Existing Course Sections

https://missioncollege.edu/
https://missioncollege.edu/gen_info/
https://missioncollege.edu/gen_info/faculty-handbook/
https://missioncollege.edu/gen_info/faculty-handbook/documents/Banner-Section-Change-Form%20revised%203.21.18_Winter_Spring_2020.pdf


Cancelling Existing Course Sections
The decision to cancel a class will be made collaboratively by the Division Dean and
Department Chair using the guidelines from the Class Cancellation Policy.

Step one: Contact the Division Dean and Administrative Specialist about the cancellation.

Step two: Inform students via email about the cancellation. This can be done by either
asking for a list of student emails from the Administrative Specialist or asking the
Administrative Specialist to add you (zero-loaded) onto the course so that you may
communicate with the students via Banner. It is strongly recommended that the
Department Chair provide the students with a list of alternative courses with open spots.

Step three: Submit a Section Change Form to the Division Dean and Administrative
Specialist.

The Administrative Specialist will email the Section Change Form and class roster to the
Of�ce of Instruction. Of�ce of Instruction will drop any registered students and will
perform the section cancellation.

Changing Existing Course Sections

Changing Existing Course Sections
Any change from the published class schedule (e.g., change of day, room or time) MUST
have approval of the Department Chair and Division Dean. The Department Chair is
responsible for coordinating such changes with the Division Dean and the Vice President,
Instruction. The procedure depends on the type of change.

Substantial Changes

Substantial changes include changes to: dates, meeting times, schedule types, instruction
method, fees, contact hours, student attributes, student cohorts, notes with dates, and
room changes. To initiate a substantial change, submit a Section Change Form to the
Division Dean and Administrative Specialist.

Minor Changes



https://missioncollege.edu/gen_info/faculty-handbook/documents/Banner-Section-Change-Form%20revised%203.21.18_Winter_Spring_2020.pdf
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Minor changes include changes to: zero textbook cost (ZTC) codes, instructor, assignment
types, session codes, cross listings, notes without dates, and capacities. To initiate a minor
change, email the Administrative Specialist and Division Dean. A Section Change Form is
not required.

Clearing Pre-Requisites

Clearing Pre-Requisites
Students can request clearance of prerequisites based on prior courses, external exams, or
development of equivalent skills or knowledge through other means. Students make
these requests online at:
https://www.missioncollege.edu/student_services/assessment/prerequisites.html. The
assessment of�ce will clear the pre-requisite for the student if the prior course work is on
the approved list of equivalent courses. Department Chairs are responsible for updating
the list of equivalent courses every year.

In all other cases the assessment of�ce will forward the request to the department for
consideration. Department faculty determine the criteria for approving pre-requisite
challenges. In some cases, particularly if the Department Chairs are unavailable, the
Department Chair can designate another faculty member, counselor, personnel in
assessment or an administrator to approve pre-requisites or co-requisites using the
criteria approved by the department. A student has a right to noti�cation with in �ve (5)
days, per board policy.



Development of the Course Schedule

Development of the Course Schedule
The Division Dean and Department Chair will work collaboratively on the utilization per
Department of the allocated FTEF for each Division and the development of the course
schedule for each department.



FTES and Ef�ciency Goals

FTES and Ef�ciency Goals
College FTES goals and ef�ciency goals will be reviewed and discussed in Division Council,
although these decisions will ultimately be made at the District Goals Committee. The
FTEF utilization per college and per division based on these goals will be reviewed and



https://www.missioncollege.edu/student_services/assessment/prerequisites.html


discussed in Division Council. The cancellation policies and guidelines will also be
reviewed and discussed at Division Council.

Hiring Associate Faculty

Hiring Associate Faculty
All hiring is completed through the e-recruit system. Department Chairs are encouraged
to build a requisition in e-recruit that is open until �lled. Applications will then enter the
system periodically and the department can review them when the need arises. When
adjunct faculty are needed for assignments, the Department Chair should email Sean
McGowan in HR (sean.mcgowan@wvm.edu) to check if there are any new applications in
the system. The Department Chair or designee should review the applications in the
system and interview the applicants that are promising. Note that a formal hiring
committee is not required when hiring adjunct faculty. If an applicant is selected for a
position, email Sean McGowan to change the applicant’s status to “Accepted into Pool”.
Once the applicant’s status has been updated, and an assignment has been made and
accepted, the Department Chair needs to �ll out the Associate Faculty Banner Request
Form.



Hiring Full Time Faculty

Hiring Full Time Faculty
Every Fall semester, the Of�ce of Instruction sends out a call to all Department Chairs to
apply for a new faculty position. Of�ce of Instruction supplies all Department Chairs with
the application form, as well as supporting data. Submitted applications are reviewed by
Division Council and the Academic Senate. The Academic Senate ranks the applications
and provides a recommendation to the College President. Note that the College President
has �nal say in the ranking of the applications.

Once the President announces his decision on ranking, if vacancies are known (based on
the Faculty Obligation Number, or FON) then the departments with the highest ranking
may begin their recruitment process. For example, if 10 applications are submitted, but
there are only �ve (5) openings, then the applications ranked #1-5 can proceed with their
recruitment.

Additional vacancies may be identi�ed through March 15 , which may allow for more
recruitments to be initiated.



th

https://wvm.peopleadmin.com/hr/login
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For detailed procedures on the recruitment process, please review the Faculty
Recruitment and Selection Procedures.

Room Requests (changes and new)

Room Requests (changes and new)
If a faculty member has a compelling reason why a class should be moved to a different
room from the room to which they are assigned, or if a room needs to be reserved for an
event (e.g. a department meeting or interviews), please contact John Spencer
(john.spencer@missioncollege.edu or 408-855-5243). Be sure to specify the needs
(days/times, room capacity, etc.).



Substitutes

Substitutes
There is a two-step process for having a substitute cover a class in a faculty member’s
absence: (1) approval to assign a substitute to a missed class; and (2) completing
paperwork after the absence to get the substitute paid.

Once the Department Chair has identi�ed a substitute s/he must �ll out a Substitute
Request Form and send it to their Division Dean for approval.

After the assigned faculty member returns from his/her absence, s/he must provide the
Department Chair with a completed, signed absence form. The substitute instructor
must provide the Department Chair with a completed, signed timesheet. The
Department Chair collects all paperwork and submits to the Division Dean for approval.

Substitute instructors are paid off the Associate Faculty Hourly Salary Schedule. The
hourly rate depends on the teaching method (lecture, lab, noninstructional).



https://www.wvm.edu/services/hr/careers/Forms/Faculty%20Recruitment%20and%20Selection%20Procedures.pdf
mailto:john.spencer@missioncollege.edu
https://missioncollege.edu/gen_info/faculty-handbook/documents/Request-for-Substitute.pdf
https://www.wvm.edu/services/hr/employees/faculty/Pages/default.aspx#Tab1
https://www.wvm.edu/services/fiscal/payroll/Pages/default.aspx#Tab4
https://www.wvm.edu/services/hr/comp/Forms/Academic%20PT%202018-2019.pdf
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Student Services

Student Services provides a wide variety of services and support programs to students to
assist them in successfully completing their educational goals.

Academic Support Center/Tutoring Center (anchor here)

Academic Support Center/Tutoring Center

The Mission College Academic Support Center (ASC) provides free tutoring for Mission
College students.  The ASC also assists students with academic strategies and study skills
related to their college courses. Students may use computer software, audiovisual aids,
and web-based resources to help them build skills and learn how to improve their success
with course-related materials.  Courses offered through the program include credit and
non-credit academic skills labs, tutor training, and college study skills. Students can meet
with tutors after completing a brief referral and enrollment process. Drop-in, group, and
individual tutoring are provided. Tutoring is provided for most subjects. The ASC is located
in room SEC-154.   



Admissions and Records Of�ce

Admissions and Records Of�ce 

The Admissions and Records of�ce, located in SEC 118, provides numerous student
services in three main areas: Admissions, Cashiering, and Student Records. 

Admissions 



https://missioncollege.edu/
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Provides admissions information
Residency determination
Course registration (in-person, telephone and web)
Facilitates enrollment for veterans
Processes CSU cross-enrollment petitions
Veri�es enrollment 

Cashiering 

Collects, refunds and reconciles fees
Sells parking permits
Distributes paychecks 

Student Records 

Provides Mission College transcripts
Evaluates transcripts from other colleges
Processes degree/certi�cate applications
Processes petitions
Processes grade change forms

Associated Student Government 

Associated Student Government (anchor here)

Student government is represented by the Associated Student Government (ASG).   It
provides students with practical leadership training and education in government and
leadership functions.   The ASG elects the student trustee to sit on the District Board of
Trustees. Student activities include both educational and social events sponsored by the
ASG and the many diverse student clubs.



CalWORKs 

CalWORKs

CalWORKs is the California Work Opportunity and Responsibility to Kids program serving
low-income students parenting at least one child under the age of 18. CalWORKs at
Mission College works in collaboration with Santa Clara County Department of Social
Services. CalWORKs provides educational support and community resources to help



http://www.missioncollege.edu/student_services/student-government/asg.html
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students earn a certi�cate, degree or transfer and to eventually be placed in and retain
family supporting employment. Students currently served are those who meet CalWORKs
or TANF criteria.  

Support Services available to students: 

Book vouchers
Educational counseling
Priority registration
On-campus and community resource referrals
Program assistance with county case workers
CalWORKs on-campus work study employment 

Students interested in further information are encouraged to call the CalWORKs of�ce at
(408) 855-5228 or stop by SEC 144 (Room 150).  

Counseling Services 

Counseling Services
 

The Counseling Department has professional counselors who provide academic, career
and crisis counseling services within both individual and group counseling settings.
Counseling Faculty instruct a number of counseling courses including, Study Skills,
Strategies for Success, Careers & Lifestyles, University Transfer Planning, Valuing Diversity,
and Orientation to Mission College. Counselors assist students in completing their
educational plan, preparing transfer agreements, selecting classes, choosing a major or
career, and solving problems. Counselors are available by appointment or on a drop-in
basis. The Counseling Of�ce is located in SEC 139. 



Disabled Students Programs and Services (DSPS)

Disabled Students Programs and Services (DSPS) (anchor here)

The Disabled Students Programs and Services (DSPS) of�ce, located in CC-240, offers
support services to students with disabilities such as vision, hearing impairments,
orthopedic problems, health impairments, speech and/or communication disabilities, and
learning disabilities.  Examples of services include note-takers, readers, sign language



http://missioncollege.edu/depts/counseling/default.html
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interpreters, real-time captioners, liaison with community members and faculty, priority
registration and test-taking arrangements.  The program also provides special classes in
adaptive physical education, assistive technology and intervention strategies and LD
Assessment.  For further information, please contact: 

DSPS of�ce: (408) 855-5085
TTY: (408) 727-9243
FAX: (408) 855-5449 

What can faculty do in their classes to support potential DSPS students?

1. In your course syllabus, include a statement inviting the student to discuss their
academic needs:
If you have special needs, please let me know as soon as possible so that I may assist
you to be successful in this class.  Students with either permanent or temporary
disabilities are highly encouraged to register with Disability Support Programs and
Services (DSPS), located in the Campus Center Bldg, 2nd �oor, CC240, (408) 855 5085
or DSPS@missioncollege.edu.

2. Provide clear and written expectations of grading, material to be covered and due
dates.

3. Please never discuss a student’s disability in front of others.
4. If you have an accommodation form with a Notetaker needed for a student, please

speak with the student after class. DSPS can help with an appropriate
announcement in the class.

5. Know about services available on campus for students with disabilities.
6. If you have a disruption in your class, caused by a student with a disability, and

preventing others from learning, please report the incident using the Incident
Report Form supplied by the Of�ce of the VPSS.

7. Make lectures and notes easy to understand and make assignments clear.
8. When writing on the whiteboard, turn toward the class. Students with hearing

impairments will be able to see the words you speak.
9. Allow preferred seating for students with disabilities.

10. If you are going to show educational videos during the semester, make sure they are
closed-captioned. If you need assistance, please contact the Program Specialist at
ext.5086 or (408) 855-5086.

11. Make sure all assignment and test documents are in compliance with ADA and
Section 508 of the Rehabilitation Act of 1973. Please ask for training if unsure.

12. Do not remove signs reserving chairs or other furniture for students with disabilities.
13. Do not remove this furniture from the classroom. It is imperative that the furniture

stay in its original placement during the semester.



14. If a student requests an accommodation without an accommodation form from
DSPS, refer the student to the DSPS of�ce. If a student advises you they are in need
of an accommodation due to a disability but does not want to use DSPS,

15. please contact the District ADA Compliance Of�cer, Paul Williams, so possible
arrangements can be discussed.

16. Be �exible with the content and format of assignments and exams (e.g., oral exam,
Braille, audio taped, closed captioned).

17. Be supportive, but not overly solicitous.
18. Do not accept work of a lower quality from students with disabilities. All students

must earn their grade.
19. If a student has not approached you for an accommodation, call DSPS for advice on

whether or how to approach the student.
20. Support student interests in taking your course. If you foresee problems, discuss the

issues, but let the student make up his/her own mind.

Extended Opportunity Program and Services (EOPS) (CARE) 

 Extended Opportunity Program and Services (EOPS) and The Cooperative Agencies
Resources for Education (CARE)

The Extended Opportunity Program and Services (EOPS) of�ce, located in SEC 148, offers
educational  support  services  and  grants  to  students  who  have  historically
experienced economic, social, or language disadvantages.  Often these are individuals
who are within the �rst-generation of their families to attend college.  The Cooperative
Agencies Resources for Education (CARE) Program, a component of EOPS, is designed to
focus on the unique needs of single-parent students who receive CalWorks Cash
Assistance/TANF funds.  The intent, purpose, and resources of EOPS & CARE are focused
on supporting the retention and persistence of program participants towards their
academic and career goals.  

Educational support services include:
Academic, career, and personal counseling
Priority registration
Educational planning
Student progress monitoring
Tutorial assistance
Financial aid information
Meal Vouchers
Book service and school supplies
Transportation service



http://www.missioncollege.edu/depts/EOPS/index.html


Transfer information and assistance
Motivational workshops
Cultural and other special activities

Financial Aid

Financial Aid
 
The Financial Aid of�ce, located in SEC 118A, provides current and potential students with
complete information on various student �nancial assistance options.   It coordinates and
provides information about grants, waivers, part-time employment, scholarships and
student loans available from federal, state and local agencies. 

 



Grants Of�ces 

Grants Of�ces 

The Grants of�ce, located in SEC 350, supports the goals of the institution through the
AANAPISI and the HSI-STEM grants. The Mission College HSI STEMLink Project represents
a �ve-year, $5.4M U.S. Dept. of Education grant to strengthen the pipeline of Latinx and
low-income students from area high school and to increase: Hispanic enrollment and
completion, including STEM transfer and vocational degrees; STEM Counseling support
services; STEM Hands on experiences and STEM-oriented activities; STEM Careers
Mentoring; STEM Learning support services, like Supplemental Instruction (SI). Similarly,
the goal of the U.S. Dept. of Education AANAPISI programs is to improve the transition,
progression, graduation, and transfer rates of Asian American and Paci�c Islander (AAPI)
students at Mission College.  AANAPISI is also the main administrative support for the
STEM Learning Center located in SCI 131.  The center serves as a social hub for students
and offers free printing, computer use, textbook borrowing, academic support, and
support from STEM peer navigators.  The STEM Learning Center is open to all students of
all majors.  Faculty are also welcome to host their of�ce hours in the center.
 



Honors Program
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Honors Program 
 
The Honors Program, located on the second �oor of the Campus Center, provides highly
motivated students the opportunity to work closely with instructors and other motivated
students in advanced levels of critical thinking, analysis, research, writing, and
communication. Honors courses offer enriched educational experiences through
challenging coursework, stimulating colloquia, and the opportunity to study with other
students interested in the highest level of learning. Most Honors courses meet IGETC and
CSU GE-B transfer requirements and are taught by outstanding faculty, selected for their
special interest in working with Honors students.

International Student Center

International Student Center

The International Student Center, located in SEC 111, has an intensive language program
for students from countries outside of the US. It prepares international students with the
English language skills they will need to succeed at Mission College, West Valley College,
or other colleges and universities. It is self-supporting from nonresident tuition collected
from its students. 



Job Placement Center

Job Placement Center
 
The Job Placement Center provides a variety of services to assist students with the career
exploration and decision-making process.  Utilizing the Job Placement Center services,
students will gain an understanding of the occupational outlook, salary and quali�cations
of various professions.   The Job Placement Center is located in Room SEC 122.



Library

Mission College Library
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Below is a brief overview of Library services for faculty. For more comprehensive
information on how the Library can help you and your students, please go to the Library’s
Faculty Services page. For additional information about the Library’s services, policies,
and guidelines, go to the About the Library page

The Library’s web page can be accessed from any page on the Mission College website by
clicking on Library in the menu bar at the top of the page.

OneSearch
The new library management system, OneSearch, provides a simple, single search for
books, e-books, videos, articles, digital media, and more from Mission College Library
eliminating the need to search different databases and library systems. Create an account
to save lists of items, manage your renewals, and request items from West Valley College.
For more information, read the About OneSearch guide.

Reserves
Instructor Reserves are items placed on reserve by faculty for the students in their classes.
You may place as many of your own materials as necessary on reserve. You may also
request items from the Library's print or media collection to be placed on reserve for your
students' use in the Library. You may place up to �ve books from the Library's collection
on reserve per semester, for a maximum of one semester. Unless speci�cally requested
otherwise, all reserve items are removed and returned to the faculty or Library collection
at the end of each school year.

If you wish to place an item on reserve, please print out and attach one Reserve Request
form for each item (available on the Library’s Faculty Services page). Please allow at least
48 hours for processing new reserves.

In addition to instructor reserves, the Library purchases many, but not all, required
textbooks for the Textbook Reserve Collection. Textbook reserves are for use in the Library
only, and may not be taken home. If you would like to request your textbook for inclusion
in the Textbook Reserve Collection you will need to �ll out the Textbook Request Form,
available on the Library’s Faculty Services page.

Food for Textbook Program
The Library has a collection of textbooks and calculators available for semester long check
out with the donation of 10 cans of food which is donated to the Second Harvest Food
Bank. If you would like to request your textbook for inclusion in the Food for Textbook
Collection you will need to �ll out the Textbook Request Form, available on the Library’s
Faculty Services page.

https://www.missioncollege.edu/lib/facultyservices.html
https://www.missioncollege.edu/lib/about.html
https://caccl-mission.primo.exlibrisgroup.com/discovery/search?vid=01CACCL_MISSION:MISSION
https://missioncollege.libapps.com/libguides/admin_c.php?g=985638&p=7127678


Library Orientations
You can help your students go beyond Google by scheduling a Library orientation for your
course. In just one hour or less, a librarian can provide an orientation that is custom-
tailored to the needs of your students. Library orientations increase students’ ability to
�nd research materials for their assignments and help them make the best use of the
many print and electronic resources available to them.  Demonstration of Library
resources can be held in the classroom or in the Library classroom.  Faculty may also
schedule a computer lab and request a Librarian to host a hands-on workshop for
students.

Orientations should be scheduled at least one week in advance. Fill out the online
orientation request form on the Library’s Orientations Webpage (which is available on the
Faculty Services Webpage). If your students will be working on a speci�c assignment,
please include the assignment information with the request.

Assignment Assistance
Librarians provides research assistance to students. A librarian is at the Information Desk
during all open hours. Please encourage your students to ask for help!

The Library also provides academic support services for faculty in all programs. Stop by
the Library or make an appointment for a personal orientation to our services and
resources. Reviewing course needs with the librarians will ensure that we have all the
materials students need to successfully complete your course. Librarians also work with
faculty to identify material to support their classes and professional development. 
Material may be from the Library print or e-resource collection or needed to be
purchased.

For assistance please contact the librarian specializing in the appropriate subject matter.
The librarians specializations are listed next to their name on the Library’s Staff page in the
About the Library section of the website.

Streaming Films & eBooks
The Library collection includes streaming �lms & e-books which can be read and watched
online. They may be accessed through the Library Catalog or the Research Databases
page under the heading “Films & eBooks.”  Links to streaming �lms can be embedded
into a Canvas course.

Research Databases
The Library subscribes to a variety of online research databases to support the curriculum.
There is a wealth of online resources for students to search through.  This is another



reason to schedule a Library Orientation. During an orientation session the Librarian can
highlight speci�c databases that best provide information to meet the needs of a
particular assignment.

Research Portal
The Library’s Research Portal is the easiest way to access research assistance, subject
guides, and useful resources both on- and off-campus. The Portal includes resources
speci�cally chosen to support Mission College programs and course assignments.

Lost, Damaged or Stolen Materials
Faculty are responsible for any materials checked out to them, whether from our Library
or another institution. Faculty are also responsible for payment of any overdue interlibrary
loan charges and, if the material is lost or damaged, the replacement or repair cost.  For
each item overdue, lost or damaged, the faculty member will be noti�ed of the amount
due through email.

Copyright Compliance
The copyright law of the United States (Title 17, United States Code) governs the making of
photocopies or other reproductions of copyrighted material. The Library does not accept
for its collection any reproduced material from a copyrighted original without proof of
copyright clearance.  Faculty members wishing to place such materials in the Library for
use by students are responsible for securing written permission from the copyright holder
and depositing a copy of the permission with the Library.

For additional information or to make comments or suggestions, contact Valerie Jensen,
Dean of Instructional Support valerie.jensen@missioncollege.edu or 408-855-5464.  

Mathematics Engineering Science Achievement (MESA) 

Mathematics Engineering Science Achievement (MESA)

The Mathematics Engineering Science Achievement (MESA) Community College
Program, part of the MESA Undergraduate Program, provides support to community
college students who are majoring in math, science, and engineering so they excel
academically and transfer to four- year institutions. MESA is located in SEC 152.  

MESA CCP is a partnership with the California Community College Chancellor's Of�ce.
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Historically, the MESA program has resulted in outstanding results, providing a diverse
pool of transfer-ready students who are prepared to excel in math, engineering, and
science majors. MESA CCP's rigorous academics, leadership preparation, and collaborative
problem-solving training have helped produce transfer students who graduate as part of
the high-tech workforce that is so urgently needed by industry. 

The main components of the Mission College MESA Program include:

Study Center
Tutorial Center which encompasses individual and group tutoring services in the
following disciplines: Math, Physics, Biology, Chemistry, Computer Science,
Engineering and English
Academic Excellence Workshops
Campus and Industry Tours
Leadership Retreats
Assistance in the transfer process
Career advising
Links with student and professional organizations
Professional development workshops 

In addition to the activities mentioned above, the Mission College MESA program has a
number of bene�ts to students who qualify including:  priority registration, internships,
MESA program positions, scholarship assistance, and on-going support throughout their
college career. 

Outreach

Outreach
 
The Outreach team, located in SEC 120, partners with the Welcome Center, Student
Ambassadors, and campus partners to frequently showcase all that Mission College has to
offer at high schools, college fairs, and community events. Throughout the year they host
several outreach events, including Destination Registration, Preview Day and Explore
Mission College Day.  Department faculty are given opportunities to showcase their
programs at many of these events. 



Placement and Assessment Center

http://www.missioncollege.edu/student_services/outreach/index.html
http://www.missioncollege.edu/student_services/outreach/destination_registration.html
http://www.missioncollege.edu/student_services/outreach/preview-day.html
http://dev5.missioncollege.edu/student_services/outreach/explore-mission.html


Placement and Assessment Center
 
The Placement and Assessment Center, located in SEC 109, assists students with Math
and English course placement.  Additional services include clearing course requisites,
evaluating transfer credits and helping students meet the reading and information
literacy graduation competencies.   

Puente Project

Puente Project 
 
The Puente Project, located in CC 217, is a national award-winning program that for over
30 years has improved the college-going rate of tens of thousands of California's
educationally underrepresented students. The Puente Project is a transfer-prep learning
community that is open to students of all backgrounds. Puente students learn more
about Latinx culture and issues, and receive a personal one-on-one mentor, priority
registration and help with transferring to a four-year college. 

 



STEM Learning Center

STEM Learning Center
 
The STEM Learning Center, located in SCI 131, provides services for Science, Technology,
Engineering and Math (STEM) students at Mission College.  Services include:  

Tutoring services for the following disciplines: Biology, Chemistry, Physics,
Engineering and Math
Of�ce hours for some faculty members
Independent and group study spaces with whiteboards
Use of STEM reference materials (textbooks, model kits, anatomical models, etc.)
Computer use with science related programs (including Chem Draw and MATLAB) 

For more information, contact the STEM Center at (408) 855-5536. 



Student Health Services

http://missioncollege.edu/student_services/assessment/index.html
http://missioncollege.org/depts/puente/index.html
https://www.missioncollege.edu/student_services/stem/STEM_Learning_Center.html


Student Health Services 
 
Student Health Services, located in SEC 104, is a multi-dimensional program consisting of
clinical services, health education and promotion, and web-based services.    

Clinical services include, but not limited to, �rst-aid, urgent care for illnesses, health
screening, laboratory testing, health counseling, personal counseling, and referrals to
community health resources.  Clinical services are provided by the college physician,
registered nurses, and personal crisis counselors.  Health education and promotion
activities include special presentations and a campus-wide health fair each year.   Web-
based services include “Student Health 101,” an e-health magazine which features a new
issue each month.   In addition, the Student Health Services support special events that
bene�t the wider community such as the American Red Cross Blood Donor Program. The
Student Health Services also supports an accident plan for student on-campus injuries.  
However, this plan is secondary to the student’s primary health insurance.    All on-
campus accidents or medical incidents should be reported to Student Health Services
within 24 business hours.  

The Student Health Services is supported by the student health fee which is charged at
time of registration.  Some limited health services are provided to employees, such as the
�u vaccine and tuberculosis skin test, but a nominal fee will be charged.

Transfer Center

Transfer Center 
 
The Transfer Center, located in SEC 139, provides a variety of services to assist students
interested in transferring to four-year colleges and universities.  Services to students
include: 

Transfer advising
A library of college catalogs and brochures
A library of major and college search reference guides
Transfer Admissions Guarantee (TAG) advising
Transfer-related workshops on topics such as completing admission applications,
completing TAG applications, exploring transfer options and what to do after being
admitted to a four-year school.
Appointments with visiting university representatives



http://missioncollege.edu/student_services/health-services/index.html
http://missioncollege.edu/student_services/transfer/index.html


Transfer Day event each fall semester
WACAC College Fair host site each spring semester
Scholarship search software

TRIO 

TRIO
 
The TRIO program, located in SEC 146, is a federally funded Student Support Services
program focused on increasing the retention, graduation, and transfer rates for low-
income, �rst-generation in college, and students with disabilities by providing educational
resources and support to advance their educational goals. 

TRIO program participants will have a variety of services available to them that include: 

Use of the program Study Center (including computers, internet access, free
printing)
Personal and academic counseling
Major and career exploration
Priority registration
Individualized tutoring
University and company tours
Scholarship searches and assistance with applications
Transfer and goal development activities and workshops
Assistance with transfer applications, transcripts, and �nancial aid forms 

The TRIO Program is speci�cally tailored for students who are motivated toward
graduation and transfer. Applications are accepted on an ongoing basis (pending space
availability).



Valor Veterans Center

Valor Veterans Center 

The Valor Veterans Center, located in CC 240, serves all military veterans and their
qualifying dependents, who are students at Mission College. Students of the program
have access to a full-time staff, a technology that includes but not limited to full self-
service computer labs and counseling services that will ensure their continued success
and retention in their program of study until completion.



http://www.missioncollege.edu/student_services/trio/
http://www.missioncollege.edu/student_services/veterans/


Welcome Center

Welcome Center 

The Welcome Center, located in SEC 105, provides new and continuing students
assistance with applying to the college, registering for classes, and applying for �nancial
aid.  The Welcome Center also provides students with campus tours, is available to answer
questions, and connects students with student services. 



http://missioncollege.edu/student_services/welcome_center/index.html
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Student Rights and Responsibilities

Students have not only the right to an education, but to the rights of citizenship as well;
therefore, no student shall be deprived of equal treatment and equal access to educational
programs, due process, presumption of innocence prior to proof otherwise, free expression
and association, or privacy of thought. 

Students bring to college various interests and values previously acquired and they develop
new interests as members of an academic community.  They shall be free to organize and
join groups, in the pursuit of those interests, subject only to regulations and procedures
which are intended to preserve the integrity of the District and which are consistent with
constitutional guarantees. 

In keeping with the ideals of a democracy, students shall be granted the rights and
responsibilities of self-government.  In the activities of student groups and the conduct of
student government, discrimination based on race, ethnic background, national origin, sex,
age, sexual preference, or physical disability shall be expressly prohibited. 

Students and recognized student organizations shall be free to examine and discuss
questions of interest to them and to express their opinions publicly and privately without fear
of reprisal.  They shall be free to support legal causes by orderly means that do not disrupt the
operation of the College. College documents are subject to the Family Educational Rights
and Privacy Act (Public Law 93-980). 

Attendant upon the right guaranteed to each student are certain responsibilities, which are
respect for the rights of others, acceptance of properly constituted authority, and compliance
with the policies, regulations and procedures of the District.   Each student bears full
responsibility for his or her actions. 

Af�rmative Action 

https://missioncollege.edu/
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Af�rmative Action

It is the policy of the West Valley-Mission Community College District (the District) to not
discriminate against any person on the basis of race, color, religion, creed, national origin,
gender, sexual orientation, marital or parental status, or within the limits imposed by law,
age,  or  disability in  all  of  its  educational  and  employment  programs  and  activities, 
its policies, practices, and procedures. This complies with Title IX of the 1972 Educational
Amendments, the Equal Employment Opportunity Act Of 1972 (Title VI and VII of the Civil
Rights Act of 1964, as amended), Section 504 of the Rehabilitation Act of 1974, the Age
Discrimination Act of 1975, and the Americans with Disabilities Act of 1990. It is further the
policy of this District to support diversity through af�rmative action in all of its programs
and in all aspects of employment where persons with a disability or of a particular race or
sex are underutilized or underrepresented. 

The Af�rmative Action Of�cer for the District is the Director of Human Resources located
on the West Valley campus.  Speci�c complaints, questions, or concerns may be directed
to the Human Resources Of�ce at West Valley or the Chief Student Services Of�cer (VPSS)
at each campus.

Care of District Property

Care of District Property

Each student in the District is responsible for the proper care of District property, supplies,
and equipment entrusted to her or his use. 

Students who lose or damage District property shall be noti�ed in writing of the amounts
due and the actions which may be taken for failure to pay.   Such actions may include the
imposition of fees for the loss, damage, or defacement of books and equipment; the
cancellation of registration; the withholding of grades or transcript; and, in extreme cases,
legal action. 

Distribution of Literature and/or Soliciting Petition Signatures to Students on District
Property Pursuant to the provisions of California Educational Code, Section 76120,
individuals and or organizations  wishing  to  distribute  literature  to  and/or  solicit 
petition  signatures  from students of the District, must �le a copy of the petitions or
materials to be distributed with the Student Activities Of�ce.  The application form must
include the distributor’s name, address, and social security number. 





The Director of Student Activities or designated representative will specify the time, place,
and manner in which literature is distributed or the petition signatures solicited.   The
distribution period allowed is two days per month unless modi�ed by the VPSS.    No
materials shall be distributed in, around, or outside any classroom nor in the halls of any
District building at any time without approval. 

Distributing literature or soliciting petition signatures at any place or time other than that
designated, or in any manner other than that speci�ed by the Student Activities Of�ce is
strictly prohibited. 

District and/or College Authority and Criminal Records

District and/or College Authority and Criminal Records

District and/or college regulations shall not be applicable, without due process of law, to a
student who has been convicted in a criminal proceeding for an act to which the District
regulations might otherwise apply.



Drug-Free Schools and Community Act

Drug-Free Schools and Community Act

The District prohibits the unlawful possession, use, or distribution of alcohol and other
drugs by students and employees on the institution’s property or at institutionally
sponsored activities as de�ned in the Drug-Free Schools and Communities Act
Amendment of 1989 (Public Law 101226).  General and speci�c information and assistance
are provided by the Student Health Center and the Counseling Program for students and
the Human Resources Of�ce for employees.  West Valley-Mission College students and
employees are subject to sanctions as de�ned by the Student Handbook, Board Policies,
and other local, state, and federal laws.



Exercise of Rights of Citizenship 

Exercise of Rights of Citizenship





Students will enjoy the same freedom of speech, peaceful assembly, and right of petition
that other citizens enjoy. As members of the College community, they are subject to the
obligations which accrue to them by virtue of this membership. District and/or College
authority will not be extended to inhibit the exercise by students of their rights as citizens
beyond the jurisdiction of the District.

Freedom of Inquiry and Expression

Freedom of Inquiry and Expression

Students and student organizations will be free to examine and to discuss all questions of
interest to them, and to express opinions publicly and privately. They will always be free to
support causes by orderly means which do not disrupt the regular and essential operation
of the institution. At the same time, it should be made clear to the academic and the
larger community   that   in   their   public   expressions   or   demonstrations   students  
or   student organizations speak only for themselves. 

Students will be allowed to invite and to hear any person of their own choosing. Those
routine procedures required by the college before a guest speaker is invited to appear on
campus should be designed only to insure that there is orderly scheduling of facilities and
adequate preparation for the event and that the occasion is conducted in a manner
appropriate to an academic community. It should be made clear to the academic and
larger community that sponsorship of guest speakers does not necessarily imply approval
or endorsement of the views expressed, either by the sponsoring group or the college. 



Student Participation in Institutional Government (ASG)

Student Participation in Institutional Government (ASG)

As constituents of the College community, students shall be free individually and
collectively to express their views on issues of College policy and on matters of general
interest to the student body.  The Associated Student Government will participate in the
formulation and application of college policy affecting academic and student affairs.



Gender Equity



Gender Equity

Building Fairness is a statewide campaign sponsored by the Chancellor's Of�ce of the
California Community Colleges to increase students' awareness of, accessibility to, and
success in all vocational programs, thereby strengthening their potential for personal
ful�llment and economic self-suf�ciency. In the past, certain careers were thought to be
“men's careers” (e.g. automotive mechanic, �re �ghter, plumber) or “women's careers”
(e.g. nurse, childcare worker, cosmetologist). Today, community colleges are building
fairness and breaking down these stereotypes.

Grievances

Grievances

A student may �le a grievance when he or she believes that a faculty or College staff
member has violated College rules, policies, or procedures, or other local, state, or federal
laws. There are two types of grievances:  Academic and non-academic student grievance. 

Academic Grievance 

An academic grievance may be �led when a student feels that a faculty member has
violated state law, federal law, or College policies and procedures relative to grading or
other academic areas.   All grade appeals are �rst with the speci�c instructor, then in
order with the Department Chair, the Dean of Instruction, the VP of Instruction, the
President, the Chancellor, and the Board of Trustees. 

The State Educational Code provides the following:  “All grades awarded by the instructor
of record shall be �nal.  The California Code of Regulations Section 55760, permits a
grievance  to  be  �led  with respect to grading only in situations where a grade was
assigned due to ‘mistake, fraud, bad faith, or incompetence’.” 

Non-Academic Grievance 

A general student grievance may be �led by a student who feels an action of a College
staff member, of�ce, or group violates existing College rules, policy or procedures; or other
local, state, and federal laws.  A grievance of discrimination or sexual harassment is not
included in this category. 





Grievance Process 

The grievance process is a formalized process to ensure the timely resolution of con�ict at
the lowest possible level.  There are three steps to the grievance process with appeal levels
beyond those steps. Either party may be accompanied by an advocate at any step in the
grievance process.  It is the preference of the District to resolve grievances at the informal
level whenever possible. 

Step 1:  (Informal Meeting) this step is the informal resolution stage which involves the
student who has a complaint and the staff member or speci�c group who is the other
party in the grievance.  The student must notify the staff person or representative of a
group that he or she wishes to make an appointment for an informal meeting to review
an action within ten (10) working days of its occurrence.  This informal meeting must then
take place within ten (10) working days of the noti�cation of the desire to meet.  In the
absence of the instructor or staff person and after a good faith effort to make contact, the
grievance may directly contact the department chair. 

Should the outcome of this informal meeting not meet with the satisfaction of the
grievant, he or she may �le a formal Step 2 Grievance with the VPSS within �ve (5)
working days of the informal meeting.  The formal appeal form must outline the action
and outcome of the Step 1 level and the information for the Step 2 level.  (Please refer to
the Grievance Form) 

Step 2:  (Formal Grievance) If the informal Step 1 meeting does not resolve the issues to
the satisfaction of the student, a formal Step 2 meeting may be initiated by the student. 
The formal grievance form is �led with the VPSS, who will forward it to the Step 2 level
staff person.   The grievance form will ask the student to provide the following:    

The exact nature of the grievance
The speci�c details of the grievance; e.g., chronology of events, copies of any
information that may be helpful, etc.
A description of the informal meeting and the attempted resolution
The desired remedy. 

The Step 2 meeting will be with the immediate supervisor of the faculty or staff member
involved and must occur within ten (10) working days of �ling with the VPSS.  The written
outcome of the Step 2 meeting must be completed within two (2) working days of the
formal meeting and turned into the VPSS who will give it to the student �ling the
grievance.    If the outcome of Step 2 is not satisfactory to the student, a Step 3 appeal may
be �led with the VPSS within �ve (5) working days of receipt of the Step 2 outcome. 



Step 3:  (Appeal) The Step 3 appeal with the VPSS must be heard within ten (10) working
days of the �ling of the appeal.  A written decision must be rendered within two (2)
working days. 

The student then has two (2) working days to �le a formal appeal with the President. 

Grievance Timelines 

Complaint occurs and grievant has a maximum of 30 working days to notify the College
staff person/of�ce.  Please refer to AP 5530 (link to �le) for additional information on the
grievance process and timeline. 

Grievance timelines are speci�c but may be deviated from because of scheduling
dif�culties and other reasonable problems.  All delays must be communicated in writing
to the student.

Participation in Institutional Governance (ASG)

Participation in Institutional Governance (ASG)

As constituents of the college, students shall be free individually and collectively to
express their views on issues of college policy and on matters of general interest to the
student body. The Associated Student Government will participate in the formulation and
application of college policy affecting academic and student affairs.



Smoking and the Use of E-Cigarettes on Campus 

Smoking and the Use of E-Cigarettes on Campus

Per Board Policy 3570, Smoking and the use of e-cigarette devices are prohibited in all
indoor locations within the District. Smoking and the use of e-cigarette devices are
prohibited in any enclosed place of employment on campus, including lobbies, lounges,
waiting areas, stairwells,

and restrooms that are a structural part of any building that is a place of employment.
Smoking and the use of e-cigarette devices are prohibited in all areas of the Mission and
West Valley campuses except in parking lot areas that are at least twenty-�ve (25) feet





away from buildings and pathways.

Student Assembly

Student Assembly 

In accordance with state law, the District recognizes the right of peaceful assembly and
will make facilities available for recognized staff and student groups when such assembly
does not obstruct free movement of persons about the campus, the normal use of
classroom buildings and facilities, and normal operations of the college or the
instructional program, and when it does not jeopardize the safety of persons, lead to the
destruction of property or violate the laws of the District, state, or nation. Persons who
engage in activities which violate this policy shall be subject to disciplinary action. Persons
who are not members of the student body or the college and who violate this policy shall
be subject to the control of public authorities.



Student Membership in Organizations

Student Membership in Organizations 

The Board of Trustees recognizes that any person qualifying for participation in classes of
the Colleges shall be entitled to attend these classes, or to participate in any public
performance growing out of attendance in the classes, irrespective of any af�liations
which the individual may have with any organization.   It is not the intention of the Board
of Trustees to inject itself in any way into the relationships existing between any student
enrolled in any class and the organization with which he or she is af�liated.



Student Production of Goods and Service

Student Production of Goods and Service 

Students may produce services and materials for community organizations or groups only
to the extent that such production furthers such students’ educational development. 
Care must be exercised by the administration in interpreting this policy to avoid student
exploitation. 





Vandalism 

Vandalism

Property of the District as well as that of individuals should be respected. Theft of any kind,
the destruction and mutilation of media resource material or the equipment or buildings
or grounds of the college are inconsistent with objectives of the District and good
citizenship. Those engaging in vandalism are, therefore, subject to disciplinary action. 
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Standards of Conduct and Student
Discipline Procedures

Code of Student Conduct

Code of Student Conduct
The District has an obligation to specify those standards of behavior essential to its
educational mission and campus life.  The following conduct shall constitute good cause
for discipline, including but not limited to the removal, suspension or expulsion of a
student: 

Causing, attempting to cause, or threatening to cause physical injury to another
person.
Possession, sale or otherwise furnishing any �rearm, knife, explosive or other
dangerous object, including but not limited to any facsimile �rearm, knife or
explosive, unless, in the case of possession of any object of this type, the student has
obtained written permission to possess the item from the District Police, which is
concurred in by the Vice President of Student Services.
Unlawful possession, use, sale, offer to sell, or furnishing, or being under the in�uence
of, any controlled substance listed in California Health and Safety Code Sections 11053
et seq., an alcoholic beverage, or an intoxicant of any kind; or unlawful possession of,
or offering, arranging or negotiating the sale of any drug paraphernalia, as de�ned in
California Health and Safety Code Section 11014.5.
Committing or attempting to commit robbery or extortion.
Causing or attempting to cause damage to District property or to private property on
campus.
Stealing or attempting to steal District property or private property on campus, or
knowingly receiving stolen District property or private property on campus.
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Willful or persistent smoking in any area where smoking has been prohibited by law
or by regulation of the college or the District.
Committing sexual harassment as de�ned by law or by District policies and
procedures.
Engaging in harassing or discriminatory behavior based on race, sex, religion, age,
national origin, disability, or any other status protected by law.
Willful misconduct that results in injury or death to a student or to District personnel
or which results in cutting, defacing, or other injury to any real or personal property
owned by the District or on campus.
Disruptive behavior, willful disobedience, habitual profanity or vulgarity, or the open
and persistent de�ance of the authority of, or persistent abuse of, college personnel.
Cheating, plagiarism (including plagiarism in a student publication), or engaging in
other academic dishonesty.
Dishonesty; forgery; alteration or misuse of District documents, records or
identi�cation; or knowingly furnishing false information to the District.
Unauthorized entry upon or use of District facilities.
Lewd, indecent or obscene conduct or expression on District-owned or controlled
property, or at District sponsored or supervised functions.
Engaging in expression which is obscene, libelous or slanderous, or which so incites
students as to create a clear and present danger of the commission of unlawful acts
on District premises, or the violation of lawful District regulations, or the substantial
disruption of the orderly operation of the District.
Persistent, serious misconduct where other means of correction have failed to bring
about proper conduct.
Unauthorized preparation, giving, selling, transfer, distribution, or publication, for any
commercial purpose, of any contemporaneous recording of an academic
presentation in a classroom or equivalent site of instruction, including but not
limited to handwritten or typewritten class notes, except as permitted by any district
policy or administrative procedure.

Student Discipline Procedures

Student Discipline Procedures (anchor here)
The District shall maintain and enforce a fair, uniform, and con�dential student discipline
process, the purpose of which is to promote the orderly conduct of a responsible student
body in a manner compatible with the District and College function as an educational
institution (Education Code 66300). 

Pursuant to California Education Code 76030 - 76037, the following types of discipline may
be initiated at any time when a student is found to be in violation of the policies or rules
and regulations of the West Valley-Mission Community College District or its colleges.





College authorities will determine which type of action is appropriate. Any member of the
college community (i.e., faculty, staff, and student) may �le a written complaint with a
college administrator against any student for misconduct. 

Of�cial warning: A written notice from the VPSS that if the misconduct continues it
may result in further disciplinary action.
Removal from class: An instructor may remove a student from class for up to two (2)
consecutive class meetings.  A written report shall be provided to the VPSS.  A
conference between the student and instructor, as arranged by the Division Dean. 
The Division Dean may attend the conference. If further action is required, within �ve
(5) days of the conference the Division Dean will refer the student to the VPSS for
further disciplinary action. 
Withdrawal of consent to remain on campus: District Police, working with the VPSS
or college President, may notify a student that consent to remain on campus has
been withdrawn.  Consent may only be withdrawn for up to fourteen (14) calendar
days.  Any person who re-enters campus, except for the purpose of a meeting or
hearing, is subject to arrest. 
Of�cial reprimand: A reprimand is a written notice of violation of speci�c rules from
the VPSS, indicating that continued conduct of the type described in the reprimand
may result in more severe disciplinary action. 
Social probation: Students may be excluded from participation in speci�ed or all
extra-curricular college activities. 
Restitution: Students may be required to reimburse the college for damages to or
misappropriation of District property or property of a visitor of the college. 
Disciplinary probation: Disciplinary probation is a lesser sanction than suspension.
Probation requires the student to adhere to speci�c written terms and conditions
de�ned by the College Hearing Board or the VPSS.  Should the student violate one or
more of the terms of the probation during the probationary period, the Vice
President of Student Services will impose a more stringent disciplinary action such
as suspension.
Interim/emergency suspension: In those cases where an immediate suspension is
required in order to protect lives or property, or to ensure the maintenance of order,
the College President or the President’s designee may summarily suspend a student
for a period not to exceed ten (10) instructional days provided that, within the ten-day
period, a reasonable opportunity for a disciplinary hearing is provided to that
student.
Disciplinary suspension: Disciplinary suspension is the exclusion from the campus
and other privileges or activities for a de�nite period of time. Disciplinary suspension
serves as a penalty against a student for repeated, continued, or serious violations of
the District’s and/or College’s rules, policies, or regulations. A student may be
suspended for one (1) or more classes for up to ten (10) days of instruction; from one



(1) or more classes for the remainder of the school term; or from all college classes
and activities for one (1) or more terms.
Expulsion: An expulsion for good cause is a permanent termination of student status
with readmission to the College upon the express approval of the Board of Trustees.

Consistent with Education Code Sections 66017 and 76030, the student disciplinary
actions of interim/emergency suspension, disciplinary suspension, and expulsion are
subject to the due process and appeal procedures. 

For more information on student discipline procedures, due process procedures and
student appeal procedures refer to AP 5530.  (link to �le)

 

https://missioncollege.edu/gen_info/faculty-handbook/documents/AP-5530.pdf

