
NEOSHO COUNTY COMMUNITY COLLEGE 
BOARD OF TRUSTEES 

AGENDA 

May 9, 2019 – 5:30 P.M. 
Student Union – Room 209 

I. Call to Order 

II. Roll Call

III. Public Comment

IV. Approval of the Agenda

V. Consent Agenda

A. Minutes from April 11, 2019
B. Minutes from Special Board Meeting April 23, 2019
C. Claims for Disbursement for April 2019
D. Course Inventory Revisions/Additions
E. Revised Director of Finance Job Description
F. Personnel

VI. Reports

A. Faculty – Eric Row
B. Student Learning- Dr. Sarah Robb
C. Treasurer – Sandi Solander
D. President – Dr. Brian Inbody

VII. Old Business

A.

VIII. New Business

A. Resolution 2019-12: MOU for Reunification Facility Participation
B. Resolution 2019-13: 2018-2019 Budget Amendment
C. Resolution 2019-14: Bids for Fleet Vehicles
D. First Reading:             Overtime Policy Change
E. Executive Session: Negotiations
F. Resolution 2019-15: Approval of the 2019-2020 PEA Negotiated Agreement
G. Executive Session: Employee Matters

IX. Adjournment



NEOSHO COUNTY COMMUNITY COLLEGE 
BOARD OF TRUSTEES 

MINUTES 

May 9, 2019 – 5:30 P.M. 
Student Union – Room 209 

I. CALL TO ORDER 

David Peter called the meeting to order at approximately 5:30 p.m. in Room 209 of the Student 
Union.  

II. ROLL CALL

The following members were present:  Kevin Berthot, Charles Boaz, Lori Kiblinger, David Peter 
and Dennis Peters Amendment to the roll call; Jenny Westerman came in at 5:45 pm.

Also in attendance were Kerrie Coomes, Marie Gardner, Dr. Brian Inbody, Kerry Ranabargar, Sarah
Robb, Eric Row, Angela Rowan, Sandi Solander, Karin Jacobson, Tony Jacobson and The Chanute
Tribune.

III. PUBLIC COMMENT

There were no speakers.

IV. APPROVAL OF THE AGENDA

On motion by Dennis Peters and second by Charles Boaz the agenda was approved as presented.

V. CONSENT AGENDA

On motion by Dennis Peters and second by Lori Kiblinger the following items were approved by
consent:

A. Minutes from April 11, 2019

B. Minutes from Special Board Meeting April 23, 2019

C. Claims for Disbursement for April 2019

D. Course Inventory Revisions/Additions

Before each semester begins, the Kansas Board of Regents asks coordinated institutions to 
submit a list of courses that the college is capable of teaching in that semester, but is not 
compelled to offer.  This list of courses is referred to as the course inventory.  Each change to the 
inventory must be approved by the academic department where it originated, the curriculum 
committee, the Chief Academic Officer, the President of the College and finally, the College Board 
of Trustees, as per NCCC policy.   



 

Course Inventory Changes 
May 2019 Board Meeting 

 
NURS 153 Pediatric Intensive – Camp Barnabas – New Course – see attached CCR and Syllabus 
                An elective offered in the Summer for additional exposure to Pediatric care. 
 
NURS 118 Medic to RN – New Course – see attached CCR and Syllabus 
                A course giving military medics access to nursing completion as part of a military 

initiative with the state of Kansas. 
 

ALHT 255 – Changes: 
Current Title:  HIT Clinical Affiliation II 
Change:  Professional Practice Experience in Revenue Management 

 
Current Crdt Hrs:  Three 
Change:  One 

 
ALHT 200 – Changes: 
Current Title:  HIT Clinical Affiliation I 
Change:  Professional Practice Experience in Data Management 
Current Crdt Hrs:  Three 
Change:  One 
 
Changes to the ALHT courses were implemented to align with KBOR credit hours and to align 
with CAHIIM accreditation requirements. 
Changes made to the Program course sequence were implemented to promote student ability 
to complete individual goals and internal alignment. 

E. Revised Director of Finance Job Description 

It has been recommended that the College modify two requirements from Bachelor’s degree in 
the director of finance position:  

1. Major in accounting preferred, rather than required, 

2. 3-5 years of experience in auditing or fund accounting required, rather than 3-5 years 
of experience in auditing and fund accounting required. 

Staff have made edits to the original job description. The revised job description follows.  

 

  
  



 

Reports to:  Chief Financial Officer 
Classification:  Full-time, 12-month Employee 

Pay Status:  Administrator, Exempt  
Fringe Benefits per Board Policy 

Starting Salary Range:  $35,000 – $50,000  
Revised:  May 2019 

 
 
Position Overview 

This position reports to the Chief Financial Officer.  The Director performs duties related to all fiscal 
activities.   
 
Essential Functions 

1. Provide premiere quality service to all constituencies of the College. 
2. Engage in continuous quality improvement and professional development. 
 
Primary Duties 

Duties include, but are not limited to: 

1. Performs routine calculating, posting and verifying duties to obtain financial data for use in maintaining 
accounting records. 

2. Prepares the bank statement reconciliation, issues stop payments on checks, reissues checks and 
clarifies NSF checks; examines the daily cash drawer, balance sheets, and bank deposit slips. 

3. Monitors outstanding checks, reissue and void on a timely basis. 
4. Researches processing problems and resolves them by contacting departments when necessary. 
5. Prepares routine entries and posts financial transactions; reconciles entries and internal ledgers to 

financial reports. 
6. Prepares trial balances; closes accounts at the end of the fiscal year and prepares opening balances and 

accounts at the beginning of the new fiscal year. 
7. Compiles data for preparation of periodic and annual financial reports and prepares monthly reports 

for the Board of Trustees. 
8. Monitors the college bank accounts and ensures that banks maintain adequate levels of pledged 

securities at all times. 
9. Balances all Federal and State Grant accounts to ensure that adequate, but not excessive monies are 

drawn down. 
10. Provides monthly financial reports to the grant departments. 
11. Draws down Federal and State Grant funds in a timely manner. 
12. Draws down financial aid funds, including Pell grants, Supplemental Educational Opportunity Grants, 

Student Support Services and college work study. 
13. Prepares sales tax exemption certificates when requested.   
14. Performs miscellaneous job-related duties as assigned. 
 
Minimum Job Requirements 

1. Bachelor’s degree required, major in accounting preferred, plus 3-5 years of experience in auditing or 
fund accounting required.  CPA license preferred.  Experience in supervision of staff preferred; OR 

2. Master of Business Administration (MBA) degree in accounting required, plus 1-3 years of experience in 
auditing and fund accounting required.  CPA license preferred.  Experience in supervision of staff 
preferred. 

 



 

Knowledge, Skills, and Abilities Required 

 Knowledge of college accounting policies, procedures and regulations 

 Records maintenance skills 

 Ability to utilize automated accounting system 

 Ability to understand and interpret financial information 

 Account balancing skills 

 At ease with t-accounting techniques 

 Ability to process computer data and to format and generate reports 

 Basic data entry and/or word processing skills 

 Knowledge of mathematics 

 Knowledge of general accounting principles 

 Strong communication and interpersonal skills 

 Ability to analyze and solve complex problems 
 
Working Conditions 

1. Normal office working environment. 
2. Ability to sit in an office chair for long periods while operating a personal computer required. 
3. Ability to reach and work overhead on an occasional basis is required. 
4. Occasional lifting of up to 50 pounds from the floor to waist is required. 
5. Some travel during normal working hours will require a valid driver’s license. 
 
Non-Discrimination  

The current non-discrimination policy can be found at: 
http://www.neosho.edu/Portals/0/Policies/Employee/Personnel/Non-discrimination.pdf 
 

 

  

http://www.neosho.edu/Portals/0/Policies/Employee/Personnel/Non-discrimination.pdf


 

F. Personnel 

1. Resignation of Administrative Assistant for the Dean for the Ottawa & Online Campus 

It was the president’s recommendation that the Board approve the resignation of Sydney 
Meyer, Administrative Assistant for the Dean for the Ottawa & Online Campus. Her last day 
will be May 17, 2019. 

2. Resignation of Accounting Specialist 

It was the president’s recommendation that the Board approve the resignation of Kasie 
Setter, Accounting Specialist. Her last day will be May 17, 2019. 

3. Resignation of Bus Driver (Part-Time) 

It was the president’s recommendation that the Board approve the resignation of Larry 
Alexander, Bus Driver (Part-Time). His last day will be May 31, 2019. 

4. Resignation of Bookstore Coordinator  

It was the president’s recommendation that the Board approve the resignation of Kara 
Hale, Bookstore Coordinator pending her approval of Director of Finance. Her last day will 
be May 31, 2019. 

5. Director of Finance   

It was the president’s recommendation that the Board approve the employment of Kara 
Hale as the Director of Finance. She has been an employee at the NCCC Chanute Campus 
since June 2006 beginning as the Financial Aid Specialist, then went to Director of Financial 
Aid and most recently has worked as the Bookstore Coordinator.  

Ms. Hale will be paid an annual salary of $38,000. (Admin) beginning June 1, 2019. 

VI. REPORTS 

A. Faculty – Eric Row gave a report on what faculty was doing. See attachment. 
B. Student Learning – Dr. Sarah Robb reported on the Student Learning Division.  See attachment. 
C. Treasurer – Sandi Solander gave a treasurer’s report.  Revenue for the month of April was 

$888,776.81and disbursements were -$1,954,218.36.  See attachments. 
D. President – Dr. Brian Inbody gave his president’s report.  See attachment. 

VII. OLD BUSINESS  

A.  

VIII. NEW BUSINESS 

A. MOU for Reunification Facility Participation 

As the Board knows, the College has maintained close working relationships with the city of 
Chanute and Neosho County public agencies for decades.  This is particularly true in the area of 
public safety and emergency planning.  NCCC simply does not have the resources to handle all 
emergencies without considerable help from our public “partners.”  The same can be said for 
all of our public partners as well.  We all share some of the responsibility for providing 
whatever assistance we can in the event of some local emergency. 

As such, the Neosho County Health Department has reached out to NCCC asking for a 
memorandum of understanding (MOU) for the college to provide facilities for reunification 
points following an emergency, whether natural or man-made.  This would allow the Health 



 

Department to have separate areas for children, parents and families to reunite in the event of 
such a disaster. 

The College attorney created an MOU with some specific terms (copy attached), but is general 
enough to allow the College some latitude during the actual emergency.  The College is not 
obligated to provide resources, supplies, equipment, staffing or volunteers under the terms of 
the MOU.  NCCC must simply, upon request, designate separate areas for children, parents and 
families to reunite on it Chanute campus in the event of some disaster in the County.  The MOU 
does allow either the College or the Health Department to terminate the agreement with 
ninety (90) days written notice. 

It was the president’s recommendation that the Board authorize the President to execute a 
memo of understanding the Neosho County Health Department with the explicit purpose of 
providing reunification areas at the College as noted above.  
 
Resolution: 2019-12 
RESOLVED that the Board of Trustees of Neosho County Community College approves the 
memorandum of understanding for Reunification Facility Participation. 

On motion by Charles Boaz and second by Dennis Peters, the above resolution was approved 
unanimously.    

B. 2018-2019 Budget Amendment  

The College received unanticipated revenue for Postsecondary Technical Education funds.  It is 
necessary to amend the 2018 budget to provide authority to spend the additional funds. 
 

 

NOTICE OF HEARING ON 

AMENDING THE 2018 BUDGET 
     

The governing body of 

 Neosho County Community College  

will meet on the 13th day of June, 2019 at 5:30 P.M., at 

 Sanders 105 room  

for the purpose of hearing and answering objections of taxpayers relating to the proposed 

amended use of funds. 

Detailed budget information is available at 

Chief Financial Office 

and will be available at this hearing. 

     

 SUMMARY OF AMENDMENTS 

 Adopted Budget Proposed Amendment 

 2018-2019 2018-2019  Budget 

 Actual Amount of Tax Expenditures Expenditures 

Fund Tax Rate to be Levied and Transfers and Transfers 

Postsecondary Tech Ed 0 $0  $4,491,248 $5,241,248 

     



 

     

       

Board Chairman     
     

 
Resolution 2019-13 
RESOLVED, that the Board of Trustees of Neosho County Community College approves the FY 
2018-2019 Budget Amendment for publication.  Further, that the public hearing on the 
proposed budget amendment be held on Thursday, June 13, 2019 at 5:30 p.m.  Sanders 105 
Room of the Student Union of the College. 
 
On motion by Dennis Peters and second by Lori Kiblinger, the above resolution was approved 
unanimously.    

 
C. Bids for Fleet Vehicles 

The College is currently leasing two 15-passenger vans.  Administration is recommending 
replacing the leased vans with two new Lease-purchase vans.  This allows the College to move 
away from leasing vehicles without dipping too far into the Equipment Reserve.  The current 
monthly lease payment is $690 per van.  It is anticipated that the new vans will still have 
substantial value when traded in about five years. 

Sufficient funds are currently available in the Equipment Reserve budgeted for vehicle 
replacement. 

The vans will be housed at the Chanute campus.  

Bids were solicited from Jay Hatfield, Chanute; Shields Motor Co. Inc., Chanute; Masters 
Transportation Inc, Ozark, MO and Merle Kelly Ford Inc., Chanute.  

The following bids were received and opened by Sandi Solander with Ben Smith and Kyle 
Seufert present:  

Merle Kelly Ford, Inc.  
Option 1 
2- 2019 Ford Transit Wagon (X2C) T-350 XLT 3 Year Term $75,263.80 
Ford Credit’s Municipal Lease-Purchase: 
APR 7.25%  Total Interest $5,324.99 
Payment Timing Annual in Advance Payment Amount $26,862.93 

Option 2 
2- 2019 Ford Transit Wagon (X2C) T-350 XLT 4 Year Term $75,263.80 
Ford Credit’s Municipal Lease-Purchase: 
APR 7.00%  Total Interest $7,801.56 
Payment Timing Annual in Advance Payment Amount $20,766.34 

• No security deposit required, no prepayment penalty and no mileage penalty 
• At inception, the municipality is the Registered Owner and Ford Credit holds the lien 
• At term-end, the municipality buys the equipped vehicle for $1.00    

It was recommended that the Board accepts Option 1-3 annual payments of $26,862.93 bid 
from Merle Kelly Ford, for two 2019 Ford Transit 12-passenger wagons.   



 

Resolution 2019-14 
RESOLVED, that the Board of Trustees of Neosho County Community College accepts the 
Municipal Lease-Purchase plan bid from Option 1 of 3 annual payments of $26,862.93 bid from 
Merle Kelly Ford, for two 2019 Ford Transit 12-passenger wagons.   
 
On motion by Dennis Peters and second by Charles Boaz, the above resolution was approved 
unanimously.    

D. Overtime Policy Change (first reading)  

The administration must adjust procedure from time to time to adapt to changes in law, 
direction from a state, local, or federal agency, or to improve college operations.  We 
constantly review Board Policy and bring suggested changes that better match accepted 
processes and procedures.  The current overtime Board Policy does not follow Department 
Labor guidelines when dealing with flex time, comp time, overtime, and holiday pay.  The 
following changes are necessary to ensure board policy follows these guidelines and remains 
consistent with current practice. Highlighted in green is added text, highlighted in yellow has 
been deleted from the Overtime Policy. The policy follows.  

All overtime must receive prior approval by the supervisor.  The time card must be initialed 
by the supervisor to verify approval.  Overtime worked will be taken in the form of 
compensatory time the week overtime was earned, or at one and one-half times thereafter 
but within the next four weeks current pay period.  The Chief Financial Officer may offer 
overtime pay in lieu of compensatory time. 

Overtime generated by weekend and holiday assignments shall entitle the employee to 
overtime pay at the rate of one and one-half times the appropriate calculated rate of pay or 
compensatory time if requested by the employee and approved by the Chief Financial 
Officer. 

This is a first reading.  No action on this proposed policy change will be taken until the next 
regular meeting of the Board of Trustees. 

E. Executive Session – Negotiations 

On motion by Dennis Peters and second by Charles Boaz the Board recessed into executive 
session for 25 minutes to discuss matters relating to employer/employee negotiations and to 
include the President, Vice President for Student Learning, Vice President for Operations, Chief 
Financial Officer, college attorney via telephone if needed.  

The Board entered executive session at 6:27 pm and returned to open meeting at 7:04 pm.   
 

F. Approval of the 2019-2020 PEA Negotiated Agreement  
 
The PEA negotiation team and the administration reached an agreement for the 2019-2020 
academic year.  The revisions were mailed to faculty members for ratification.  Faculty have 
ratified the agreement.   

The following is a list of changes made and will begin in the next contract year: 

 Cleaned up some clerical errors and old forms in the appendix, changed the dates, etc. 

 Presently assumed duties of the Professional Employee were listed more specifically. 

 Student rating forms will be offered to students in every class every semester. 



 

 The Early Retirement Incentive now refers to the Board Policy instead of having a parallel 
policy in the agreement.  The Board recently added the ability to retire early from KPERS 
and still get the college’s incentive, so Professional Employees get that too. 

 Change to the health insurance section so that the college could choose to join a 
consortium that does not allow Section 125 payments in lieu of health insurance. It’s one 
of the options we are considering in light of the large expected increase in premiums that 
we have been warned about. 

 The negotiating team chose to change the chart to the fullest extent instead of step 
movement.  As a result, the faculty pay chart was increased by 4% in all steps and levels 
but no “Step” given for the year of service. So members of the collective bargaining group 
get a 4% raise but will stay on their current step.  (Horizontal movement for credit hour or 
degree attainment still occurs as normal as does any “freezing” of raises if the professional 
employee does not fulfill their professional development required by the deadline).  The 
2019-2020 academic year is year three of the four-year plan to raise salaries at NCCC. 

 The Overload rate will go up from $475 a credit hour to $525 a credit hour for those who 
choose to teach beyond the normal load or during the summer (starts fall 2019).  

 Professional Employee Titles: Currently everyone in the collective bargaining unit has the 
title of Instructor.  It is common place in higher education to have titles such as Assistant 
Professor, Associate Professor, and full Professor, etc., in addition to Instructor to 
recognize degree attainment and longevity among other things.  The association proposed 
and the Trustees agreed to create a title system.  The titles in no way affect the terms of 
the contract or any monetary compensation. While largely symbolic, the title is an 
attempt to honor long-standing faculty for their service to our mission and our 
students.  Exceptions to these parameters and titles may be made at the discretion of the 
Chief Academic Officer.  

A copy of the 2019-2020 PEA Negotiated Agreement is provided as a separate document.  It 
was the president’s recommendation that the Board approve the 2019-2020 PEA Negotiated 
Agreement.   

Resolution 2019-15 
RESOLVED, that the Board of Trustees of Neosho County Community College approves the 
2019-2020 Negotiated Agreement with the NCCC PEA and the Outside Employment Policy. 

On motion by Charles Boaz and second by Jenny Westerman, the above resolution was 
approved unanimously.    

G. Executive Session – Employee Matters 

On motion by Dennis Peters and second by Kevin Berthot the Board recessed into executive 
session for 15 minutes to discuss personnel matters of non-elected personnel which if 
discussed in open meeting might violate their right to privacy and college attorney (via 
telephone if needed) be included and that our President be on standby.   

The Board entered executive session at 7:06 pm and returned to open meeting at 7:21 pm.  

Resolution 2019-16 

RESOLVED, that the Board of Trustees of Neosho County Community College approves the 
extension of Dr. Brian Inbody’s contract as discussed in executive session. 



 

On motion by Jenny Westerman and second by Kevin Berthot the above resolution was 
approved unanimously.    
 

IX. ADJOURNMENT 

On motion by Dennis Peters and second by Kevin Berthot the meeting adjourned at approximately 
7:26 pm.   
 
Respectfully submitted, 

David Peter, Board Chair 
Angela R. Rowan, Board Clerk 

 



PRESIDENT’S REPORT 
MAY 9TH, 2019 

Trustees, thank you again for your continued service to this college and its mission. We are moving into the last 

week of the semester and graduation is pending.  It is a busy but exciting time!  Here are a few items of interest for 

this month. 

ENROLLMENT 

The end of the year enrollment is not much of a surprise.  It has held steady for the year down about 3.5% overall 

when compared with the 2017-2018 year.  These are the “unofficial” numbers.  The final numbers won’t come for 

quite a while when we complete the Kansas State Post-Secondary Database (KSPSDB) entry in October. 

Here is the final “unofficial” report for 2018-2019. 

SPRING SEMESTER 2019 

CAMPUS 
YEAR  
CODE 

TERM 
CODE 

RUN 
DATE 

STUDENT 
TOTAL 

CREDIT 
HOUR 
TOTAL 

% INCREASE 
OR 

DECREASE 

TOTAL 2017 50 5-8-18 1804 16610  

TOTAL 2018 50 5-8-19 1719 15740 -5.24% 

       

CHANUTE 2017 50 5-8-18 548 4787  

CHANUTE 2018 50 5-8-19 482 4510 -5.79% 

       

OTTAWA 2017 50 5-8-18 481 3335  

OTTAWA 2018 50 5-8-19 459 3142 -5.79% 

       

ONL 2017 50 5-8-18 841 4561  

ONL 2018 50 5-8-19 757 3910 -14.27% 

       

ODO 2017 50 5-8-18 221 1423  

ODO 2018 50 5-8-19 264 1650 15.95% 

       

IDO 2017 50 5-8-18 276 1764  

IDO 2018 50 5-8-19 285 1900 7.71% 

       

HYBRID 2017 50 5-8-18 199 740  

HYBRID 2018 50 5-8-19 158 628 -15.14% 



Enrollment is underway for the 2019-2020 academic year as well.  Here the numbers are more mixed.  Overall, the 

college is up about 9% over this time last year with a huge surge in enrollment in ODO for fall.  I believe our 

waiving of the fees for Excel in CTE classes is helping to achieve this effect.  We have seen high schools enrolling 

sooner and with greater numbers for the most part.  We are seeing more numbers for HVAC in Garnett and a new 

construction program at Yates Center which is impacting these early enrollment figures as well.  We are looking at 

launching electrical program in Ottawa too and will be putting together grant opportunities to help start that new 

offering. 

On the Chanute campus we are seeing housing contracts turned in at a higher rate than before, up about 20 over 

this time last year.  And we have launched the Southern High School Initiative where we invite high school students 

on campus during the school day to take classes we only offer here.  So far I am aware of 24 or more students from 

Chanute and several from Erie (they are still testing) who are taking part of that opportunity. 

Summer enrollment is down, but getting better.  Early this week it was down about 25% and now down 17%.  We 

always see a surge of enrollment during finals week for summer.  Last year we graduated on May 11th and this year 

it is set for May 17th so we may see a surge next week that will help catch us up a bit more. 

SUMMER SEMESTER 2019 

CAMPUS 
YEAR  
CODE 

TERM 
CODE 

RUN 
DATE 

STUDENT 
TOTAL 

CREDIT 
HOUR 
TOTAL 

% INCREASE 
OR 

DECREASE 

TOTAL 2019 10 5-8-19 346 1660  

TOTAL 2018 10 5-8-18 426 2008 -17.33% 

       

CHANUTE 2019 10 5-8-19 57 192  

CHANUTE 2018 10 5-8-18 66 224 -14.29% 

       

OTTAWA 2019 10 5-8-19 47 135  

OTTAWA 2018 10 5-8-18 73 205 -34.15% 

       

ONL 2019 10 5-8-19 296 907  

ONL 2018 10 5-8-18 387 1218 -25.53% 

       

ODO 2019 10 5-8-19 5 30  

ODO 2018 10 5-8-18 7 42 -28.57% 

       

IDO 2019 10 5-8-19 9 18  

IDO 2018 10 5-8-18 10 20 -10.00% 

       

HYBRID 2019 10 5-8-19 97 378  

HYBRID 2018 10 5-8-18 87 299 26.42% 



FALL SEMESTER 2019 

CAMPUS 
YEAR  
CODE 

TERM 
CODE 

RUN 
DATE 

STUDENT 
TOTAL 

CREDIT 
HOUR 
TOTAL 

% INCREASE 
OR 

DECREASE 

TOTAL 2019 30 5-8-19 737 7671  

TOTAL 2018 30 5-8-18 569 6554 17.04% 

       

CHANUTE 2019 30 5-8-19 979 3323  

CHANUTE 2018 30 5-8-18 766 2938 13.10% 

       

OTTAWA 2019 30 5-8-19 452 1944  

OTTAWA 2018 30 5-8-18 412 1641 18.46% 

       

ONL 2019 30 5-8-19 509 1487  

ONL 2018 30 5-8-18 500 1484 .20% 

       

ODO 2019 30 5-8-19 106 639  

ODO 2018 30 5-8-18 9 57 1021.05% 

       

IDO 2019 30 5-8-19 16 69  

IDO 2018 30 5-8-18 8 48 43.75% 

       

HYBRID 2019 30 5-8-19 74 209  

HYBRID 2018 30 5-8-18 140 386 -45.85% 

 

 

LEGISLATIVE UPDATE 

The Kansas Legislature did adjourn the veto session last Sunday in the wee hours of the morning.  During these last 

days there was a move by a group of legislators to try to force a vote on Medicaid expansion in the Senate, since it 

had already passed the House and the Governor would sign it.  The plan was to hold up the budget until they got a 

chance to vote on the expansion. In the process of holding it up, the budget was changed.  Higher Education was 

slated to get quite a bit in the original budget, a return of the last part of the 4% cut, additional funds for 

operations (which has not happened since 2008), and full funding of Excel in CTE.  In the battle, the budget was 

changed to remove much of the new funding both for higher education but also for the prison system, which most 

agree is in desperate need of additional resources.   

Eventually the coalition began to fracture after a full day of caucuses and meetings.  The budget was restored to 

the original amounts and passed.  No vote occurred on the Medicaid expansion. 



The legislature also passed a more “watered down” version of a tax bill that gives corporate tax relief with regard 

to off-shore money and allows individual taxpayers to “uncouple” their federal and state taxes, filing either long or 

short form as they wish.  The fiscal note to this bill is not entirely clear and the Governor has yet to sign it.  She 

vetoed an earlier version that was much larger in scope. 

Also passed and signed by the Governor is HB 2144 that will require community colleges to post certain budget 

and enrollment figures on our website as well as fee information.  That bill will take effect in July of 2020.  We are 

awaiting direction from KBOR, and perhaps a template, of what will satisfy the law.  This is the bill that I discussed 

earlier that was much more restrictive in its initial version, limiting on how fees are gathered, allowing for protest 

petitions on large expenditures, etc.  This final version, while not wanted by the community colleges, was 

agreeable after the changes. 

DINING HALL PROJECT 

The project is still set to begin after graduation, beginning the week of the 20th.  We have had a few smaller 

donations come in and are working on more along the way.  Ben has scheduled meetings with the contractor on 

lots of small specific decisions we will need to make along the way. 

Here is a mock-up of the donor plaque which matches the overall esthetic we are going for in the renovation.  

These will NOT be the words on the plaque, just the overall look and feel. The words will contain our mission 

statement in some form.  Of course, the names are fake. 

 

 

Reminder:  This is the last Trustees meeting in the Oak Room.  For our June 13th meeting we will be moving to 

Sanders 105 for the summer.  I am hopeful we will be in the newly renamed Board Room for the August 8th 

meeting. 

 

  



CLARKE WILSON 

The Dining Hall won’t be the only thing that changes over the summer.  Clarke Wilson is the long-time food 

services manager for Great Western Dining at our Chanute Campus.  Clarke is taking a new positon with GWD in 

the Wichita area to be closer to family there.  We will miss Clarke a great deal and wish him all the best in his new 

position.  When the new manager is announced I will pass that on to you. 

 

PANTHER/COMET COLLEGE NOW! 

Thanks to USD 290 Superintendent Dr. Ryan Cobbs in Ottawa we have an exciting pilot program that has 

completed its pilot stage and is ready for continuance and replication.  For the past two years we have been 

offering the program known there as C3 where the school district pays NCCC a flat rate based on a 3-year average 

of tuition and fees collected from students at the school.  The district is free to then enroll as many qualified 

students as they wish in the college classes offered at the high school at no extra fee (unless we add extra sections 

to accommodate more enrollment).  The district can, if it chooses to, charge a nominal fee to their students to take 

the college classes to help recoup the fee costs while giving students some, “skin in the game” to pay for their 

college education.   

The program has been very successful growing enrollment by 40% as cost was clearly a barrier for some students. 

Chanute Public Schools Superintendent Steve Parsons and Assistant Superintendent Dr. Kent Wire are interested in 

replicating this program with their district as well.  On Monday, Brenda Krumm and I attended the USD 413 Board 

meeting and helped present the program that was well received by the Board.   

I expect that we will have a signed MOU to bring you at the June Trustees meeting for your approval.  This will 

certainly be a huge help to families that struggle to pay the full tuition and fee rates for their children at a time 

when federal assistance is not available to them until after high school.  I believe the plan is for the district to 

charge a nominal fee as well.  We will be talking about lots of detail items such as textbooks, number of sections, 

etc. as well as finalize the MOU.   

 

FEDERAL WORK STUDY WAGE 

We are having difficulty finding students who qualify to accept working for the college through the Federal Work 

Study program.  The college controls the hourly rate, and since 2010 it has been set at the Federal minimum wage 

of $7.25.  When students can get a plethora of jobs now that pay substantially more than this, we are having 

difficulty finding need-based qualified students to take the work, and thereby having issues with spending all of the 

money from the government that we have been given.   

This week the Executive Committee voted to increase the minimum hourly student wage from $7.25 to $9.25 per 

hour.  This is both for Federal Work Study students as well as institutional (non-need based) students.  This 

represents the minimum wage.  Several departments already pay more than this for student workers for certain 

jobs on campus, most notably, maintenance. 

 

  



EMPLOYEE SURVEY 

We recently completed the Employee Survey for 2019 and I was very pleased with the results!  There are 69 main 

questions on a variety of topics, including quality of instruction, support for students and employees, supervisor 

interaction and working conditions.  Of the main items, 56 showed improvement scores from the previous year.  In 

fact, 20 items were the best they have been since we began tracking this in 2007!  This includes the item on the 

confidence in the Board of Trustees – so well done Board! 

I have uploaded the full 2019 results as well as our spreadsheet that shows year to year comparisons for your 

review.  The number scale is as follows: 

 1=Strongly Agree 

 2=Agree 

 3=Neither Agree nor Disagree 

 4=Disagree 

 5=Strongly Disagree 

So, lower numbers are better than higher numbers.  If a score is around 2 or less it is said that the majority agree 

with that time.   

The best score we received was on something that I am very proud of our employees for: I understand how my job 

contributes to the college’s purpose.  There the employees scored the item 1.53.  The employees also scored “the 

Mission of the College is appropriate” as the second best (tied with the appearance of the campus grounds!).  So 

the employees believe in the mission and know how they contribute to it.  This is a wonderful result! 

The worst score we received was on the item, “I believe I have adequate input into the college decision-making 

process.”  There the employee scored that item 2.46. But even there, it is below 3 and the best we have ever 

scored on that item, with marked improvement in recent years!  We have been making this an area of focus by 

more interaction with committees and our recent “strategic planning listening sessions” where twice this year we 

have held open sessions on the plan to gather reaction and input.  I’m glad to see that it is showing some 

improvement! 

There are many comments which the employees have made on a variety of topics.  The Executive Committee 

spends time reviewing these comments during the summer retreat. As I caution all readers of the survey, 

remember, the comment is one person’s opinion, while the numbers represents everyone’s collective opinion. 

  



Here is just one summary item that, again, is the best we have ever done. 

 

 

 

 

SERVICE AWARD EMPLOYEE OF THE MONTH 

I am pleased to tell you that the Service Award Employee of the Month is The Dean of Outreach and Workforce 
Development, Brenda Krumm.  Here is what the nomination said about Dean Krumm: 

  

Brenda plays a big part in my success and the success of my programs at NCCC. She always lends a 
supportive ear and has the best objective advice with her ability to see the full picture from all angles. Her 
enthusiasm to make things better and move forward new ideas is an admirable trait. I would truly be lost 
without her, she is my rock! 

 

Congratulations Brenda! 
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I am satisfied with the overall quality of this institution



BRIAN’S TRAVELS  AND IMPORTANT DATES 

 

 Nurses Pinning   4:30pm  Friday, May 17th  Memorial Auditorium 

 Commencement   7:00pm  Friday, May 17th  Memorial Auditorium 

 Employee Service Awards & Lunch 12:00pm (1:30) Monday, May 20th  SU and Auditorium 

 Memorial Day (College Closed) All Day  Monday, May 27th  

 Summer Hours Begin on May 28th Offices Open 7:30am-5:30pm Monday-Thursday 

 Brian on Vacation  May 28-May 30th 

 Brian’s HLC Deployment  June 2nd – June 5th    North Dakota 

 Board Meeting    5:30pm  Thursday, June 13th  Sanders 105 
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2018-2019 Highlights
• Academic Awards Ceremonies

• Awards
 PTK students
 Departmental Honors
 Athletic Academic Honors
 Student Senate
 Outstanding Achievement
 Sigma Alpha

Photos by Ben 
Smith

Thank you!



2018-2019 Highlights
• Integrated 10 new faculty members into the 
NCCC educational team
 Jonah Amponsah – Math (Ottawa)
 Ted Babin – Sociology (Chanute)
 Amber Blaufuss – Nursing (Ottawa)
 Shannon Crays – Nursing (Chanute)
 David Crellin – Welding (LaHarpe)
 Jonathon Curl – Welding (Chanute)
 Sally Kittrell – Biology (Chanute)
 Angela Mustapha – English (Chanute)
 Heidi Ranz – Nursing (Chanute)
 Tricia Stogsdill – Theater (Chanute)



2018-2019 Highlights
• Implemented an improved Placement Policy
for English and Math
 Several years of preparation and planning via Testing and Placement Task 

Force
 Pilot study
 Data reviews 
 Process implementation



2018-2019 Highlights
• Completed 8 Academic Program Reviews 
 Accounting
 Criminal Justice
 Healthcare Coding
 Health Information Technology
 HVAC
 Music
 Nursing* 
 Psychology

* Used ACEN Self-Study report as Program Review



2018-2019 Highlights
• Collaboration!

• Combined Choir/Band Concert with Allen Community College and 
Fort Scott Community College

Photos by Ben 
Smith

Thank you!





2018-2019 Highlights
• Concurrent Initiatives
 Removal of Fees for Excel in CTE (SB 155) courses
 Continued the Northern High School Initiative
 Continued the C3 program with Ottawa High School
 Implemented a Southern High School Initiative



2018-2019 Highlights
• Honors Program

Photos by Ben 
Smith

Thanks Again!



2018-2019 Highlights
• GRADUATES!

Certificates Degrees
Fall 54 73
Spring 222 225
Total (2018-2019)* 276 298
*Intents (Due in February) still coming in 



2018-2019 Highlights
• Adjunct Longevity

Service Years Part-time Faculty Members
5 11 

10 3 
15 1
20 2
22 2
23 2



Perkins
• FY19 Allocation = $125,778
 No issues (no consortium)
 Funded Faculty Salaries, Equipped Welding in Ottawa, funded 

professional development for Nursing, OTA, HIT, SURG, Admin, and 
Welding

• FY20 Allocation = $119,912 plus $5,000 for 
implementation of new goals/needs assessment
 Significant Changes to Program

 Transition Year
 Needs Assessment – multiple stakeholders, required State meetings
 New Goals



Nursing
• Improvements
 Addressing Pass Rates
 Updated expectations – students must achieve 80% on all 

categories of assessment (exams and homework) to continue the 
program

 Student Success Specialists
 Updating All Exams
 Professional Development for Nurse Educators

 Possibility of cohort decrease in future years
 Possibility of no return after failing program once



Current/Summer Projects
• National Community College Benchmarking Project

• Cost & Productivity

• Performance Agreement Report

• Quality Initiative Project Proposal – HLC



News for Next Year
• Offering Construction at Yates Center High School

• Offering Electrical Technology at Ottawa High 
School

• Using HLC’s location update system (in progress) for approval

• College NOW! Program at Chanute High School
• Implementing an agreement with Chanute High School to reduce barriers to 

enrollment for concurrent students

• Replicates the successful Ottawa “C3” program



Syllabus Management



CoursEval
• Product via

• Improves on the ability to get feedback from students about courses 
and instructors

• Integrated into myNeosho

• Pending approval of 2019-2020 Negotiated Agreement, we will be 
offering the opportunity for our students to complete course and 
instructor rating forms for every course



 

 
 
 
 
 
 
 

Neosho County 
Community College 

 
 
 
 
 
 
 
 
 
 

2018-2019 2019-2020 NEGOTIATED 
AGREEMENT 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Board of Trustees 
of 

Neosho County Community College 
 
 

and 
 

Neosho County Community College 
Professional Educators' Association 



2  

Table of Contents 
 
 

Preamble ................................................................................................................................................. 3 
Article 1 Distribution of Agreement .............................................................................................. 4 
Article 2 Workload and Calendar .................................................................................................. 5 
Article 3 Association Privileges ..................................................................................................... 6 
Article 4 Grievances ..................................................................................................................... 7 
Article 5 Leaves  ......................................................................................................................... 10 
Article 6 Fringe Benefits  ............................................................................................................ 16 
Article 7 Tuition Reimbursement  ............................................................................................... 17 
Article 8 Professional Development  ........................................................................................... 18 
Article 9 Professional Attire  ....................................................................................................... 20 
Article 10 Professional Employee Evaluation  ............................................................................... 21 
Article 11 Salary Schedule Description  ......................................................................................... 26 
Article 12 2016-2017 Salary Schedule  .......................................................................................... 27 
Article 13 Supplemental  .............................................................................................................. 28 
Article 14 Early Retirement Incentive  .......................................................................................... 31 
Article 15 Individual Professional Employee Contract  .................................................................. 33 
Article 16 Duration  ...................................................................................................................... 35 

Appendix 1.   Faculty Evaluation 
a. Form A:  Self Evaluation  .................................................................................. 37 
b. Student Course and Instructor Rating Instrument  ............................................ 40 
c. Form C:  Videotape or Classroom Evaluation  ................................................... 44 
d. Form D:  Online or Hybrid Course Evaluation  ................................................... 45 
e. Faculty Evaluation Conference  ........................................................................ 48 
f. On-line Rating Form  ........................................................................................ 49 

2. Absence Report  ..................................................................................................... 55 
3. Staff Scholarship Form  ........................................................................................... 56 
4. Dependent Scholarship Form  ................................................................................ 57 
5. Supplemental Contract  .......................................................................................... 58 
6. Professional Development 

a. Application for Professional Development Credit and Funding  ........................ 59 
b. Certification of Activity Completion  ................................................................. 60 
c. Application for Class/Teaching Discipline Related Work ................................... 61 

7. Grievance 
a. Grievance Complaint Form  .............................................................................. 62 
b. Employee Grievance Procedure  ...................................................................... 63 

8. Family and Medical Leave Request  ........................................................................ 64 



3  

PREAMBLE 
 
 

Agreement made and entered into as of the 913th day of MayJune , 20182019, by and between the 
Board of Trustees of Neosho County Community College, hereinafter referred to as the "Board," 
and Neosho County Community College Professional Educators' Association, hereinafter referred to 
as the "Association." 

 
WHEREAS, the Legislature of the State of Kansas has established a procedure for Professional 

Employees employed within a college of the State of Kansas to organize and to select a representative 
for the purpose of professional negotiation, and the majority of the teaching staff, excluding 
administrators, within the College has designated the Association as its representative for professional 
negotiation; and 

 
WHEREAS, the Board recognizes the Association as the exclusive representative of all those 

employed by the Board in professional or instructional capacities, including all classroom instructors, 
head athletic coaches and athletic support personnel, and librarian employed under a full-time contract, 
but shall not include any administrative employees or assistant athletic coaches. 

 
WHEREAS, the Board and Association recognize and declare that providing a quality education 

for the students of Neosho County Community College is their mutual desire and that the character of 
such education depends predominantly upon the quality and morale of the teaching staff, and 

 
WHEREAS, it shall be the mutual aim of the parties of this agreement to maintain and improve 

the quality of the instructional program and morale of the teaching staff; and 

 
WHEREAS, representatives of the Board have met with representatives of the Association and 

have negotiated in good faith the terms and conditions of professional service. 

 
Therefore the parties agree as follows: 

Formatted: Not Highlight

Formatted: Not Highlight
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ARTICLE 1 
 
 

DISTRIBUTION OF AGREEMENT 
 

An electronic copy of this Agreement shall be made available on InsideNC myNeosho within thirty 
(30) days after the Agreement is signed and presented to all Professional Employees now employed, 
hereafter employed during its life, or offered employment by the Board. A printed copy will be 
provided free of charge by NCCC to any Professional Employee who requests one. 

Formatted: Font: Italic
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ARTICLE 2 
 
 

WORKLOAD AND CALENDAR 
 

A. Contract Length and Calendar. The contract length shall be 180 days each contract year subject to 
exceptions provided elsewhere in this contract. A member of the Association will be appointed to 
the committee responsible for recommending the calendar. The Professional Employees and the 
Administration will jointly recommend by February 1 each contract year one or more annual 
calendars to the Board of Trustees for approval subject to changes made by the Board, including 
any modifications to the calendar made by the Board to make up days lost due to an extended 
emergency closing of the College. The calendar will include class days, final exams, holidays, and in- 
service days with each day and duty specified by date. The Administration shall provide a copy of 
the Professional Employee calendar, as adopted by the Board, to all employees at least two weeks 
prior to the beginning of the fall semester. 

 

B. Normal Professional Work Load. The professional work load shall consist of 30 credit hours of 
teaching (or the equivalent as determined by the Administration) per academic year. In addition, 
other assigned duties may include faculty workshops, in-service days, assistance with enrollment, 
student registration, student academic advisement, recruitment, committee assignments, 
outcomes assessment duties, and sponsoring activities related to the Professional Employee's 
teaching assignments. Committee assignments shall be limited to two standing committees per 
academic year and ad hoc committees as needed. Standing Committee assignments will be 
announced on or before the fall semester inservice meeting and are subject to change due to 
vacancies or reorganization. The standing committee chairs shall be announced during the spring 
semester prior to the effective date of assignment. 
 
As a Pprofessional Employeeeducator, there are certain practices that are assumed to be part of the 
normal professional workload as part of the instruction of any course.  These assumed practices 
would include, but are not limited to, items such as adequately preparing for class, meeting class 
regularly and on time, substantially utilizing the instructional class period, grading material in a timely 
fashion, generally keeping the online gradebook up to date on a weekly basis, giving a substantial 
final exam/assignment during finals week, timely completion of any required reports, such as 
certification rosters and final grades, and fostering an open exchange of ideas through creating an 
educational environment open to all.   Many of these assumed practices are outlined in the mission 
and purpose statements for the College. 

 

C. Professional Work Days. Professional Employees shall be required to be present at an assigned site 
5 days a week for 35 hours per week exclusive of meals, or equivalent as determined by the 
Administration, including regular class time (other than overload class time), regular posted office 
hours, and other assigned duties. Professional work load schedules shall be subject to the approval 
of the Administration. The Administration may approve time off from regular duties for the 
conducting of college business, attendance at conferences, workshops, or seminars, or for other 
purposes which benefit the College. Overload class time is in addition to the 35 hour- per- week 
requirement described above. 

 

D. Full-time Athletic Coach’s Contract. A full-time athletic coach's ("Coach") contract shall end the 
Sunday before the second Monday following full completion of the athletic competition season for 
the Coach's sport, including playoff's or championship tournaments (the "end of the season"). 
When renewed, subsequent contracts shall begin with the second Monday following the end of the 

Formatted: Justified, Indent: Left:  0.32"
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season. A Coach with a full-time employment coaching contract during the 2015-2016 academic 
year may elect to retain the beginning and ending date of the Coach's contract covering the 2015- 
2016 academic year to continue for subsequent years, in which event this paragraph and Article 15- 
1 shall not be applicable to the Coach. 
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ARTICLE 3 
 
 

ASSOCIATION PRIVILEGES 
 

A. Duly authorized representatives of the Association shall be permitted to transact official Association 
business on college property at reasonable times provided that classroom time, office time or other 
college activities are not interrupted. 

 

B. The Board agrees to furnish to the Association, upon request, all records, free of charge, to which it 
is entitled by law. 

 

C. The Association shall have the right to post notices of activities and matters of Association concern 
on employee bulletin boards at least one of which shall be provided by the Board in each faculty 
lounge. The Association shall have the use of employee mail boxes for the dissemination of 
communications to faculty. Copies of all communications distributed to a majority of the 
membership will be provided at the same time to the Chief Business Officer. 

 

D. Within thirty (30) days after receipt of written authorization from the Professional Employee, the 
Board shall deduct from the salary of the employee and make appropriate remittance for 
Association dues. Such authorization shall continue in effect from year-to-year. Pursuant to such 
authorization the Board shall deduct one-twelfth (1/12) or appropriate amount of such dues from 
the regular salary check of the Professional Employee each month. Amounts to be deducted shall 
be supplied to the Board through a schedule established by the Association. Any balance due upon 
the Professional Employee's termination of employment shall be deducted from such individual's 
final check. Prior authorizations existing on the effective date of this Agreement shall continue in 
full force and effect until revoked in writing by the Professional Employee. The Association shall 
indemnify and hold harmless the Board of Trustees from any and all claims, demands, suits, or other 
forms of liability (including specifically costs and attorney fees) that may arise out of or by any 
reason of any action taken or not taken by the Board for the purposes of complying with the 
provisions of this paragraph or the authorization form. 

 

E. The Association shall have the right to use school facilities and equipment including, but not limited 
to, typewriters, photocopying equipment, calculating machines, data processing equipment, and 
audio-visual equipment when such equipment is not otherwise in use. The Association shall pay the 
cost of all materials and supplies incident to any such use. The Association shall have the right to 
use college buildings for meetings. 

 

F. The President of the Association or his/her designee shall have the right to address the faculty 
during the Annual fall In-service faculty meeting regarding the contents of the negotiated 
agreement. 
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ARTICLE 4 
 
 

GRIEVANCES 
 

A. Definitions 
 

1. Grievance: Grievance means a complaint regarding the meaning, interpretation, or application 
of any provision in this agreement, or Board of Trustee approved policy. This grievance policy is 
not related to discrimination based on sex, or any act of sexual harassment or based upon the 
NCCC Non-Discrimination policy. 

 

2. Aggrieved Person: The person or persons making the complaint. 
 

3. Party in Interest: The person or persons making the complaint and/or any person who might be 
required to take action or against whom action might be taken in order to resolve the 
grievance. 

 

4. Days:  Except when otherwise indicated, days shall mean contract working days. 
 
 

B. Purpose 
 

The purpose of this procedure is to secure, at the lowest possible level, equitable solutions to the 
problems affecting Professional Employees which may arise from time to time. 

 
 

C. Procedure 
 

l. Level One 
 

a. Within 20 days from the date of awareness of a problem, the aggrieved person shall seek to 
resolve the matter informally with the Professional Employee’s supervisor. 

 

2. Level Two 
 

a. If the aggrieved person is not satisfied with the disposition of his/her grievance at Level 
One, or if no decision has been rendered within five (5) days after discussion of the 
grievance he/she may file the grievance in writing within ten (10) days of the Level One 
response with the Chief Academic Officer on the form provided in the Appendix. 

 

b. Within five (5) contract days after receipt of the written grievance by the Chief Academic 
Officer, an ad hoc advisory committee consisting of three (3) professional employees shall 
be drawn by lottery. From the first three names drawn, the aggrieved person and the Chief 
Academic Officer may each dismiss one name without cause, and the Chief Academic 
Officer shall thereafter draw additional name(s) as necessary to complete the three 
member committee. The Chief Academic Officer will formally appoint and organize the 
committee. The committee shall have ten (10) days to conduct hearing(s) to investigate 
and to write a summary report with recommendations regarding the grievance. The Chief 
Academic Officer shall submit his/her decision in writing together with the summary report 
and recommendations of the ad hoc committee to the aggrieved person within five (5) days 
after the committee has made its written recommendations. 
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3. Level Three 
 

a. If the aggrieved person is not satisfied with the disposition of his/her grievance at Level 
Two, he/she may file the grievance within ten (10) days of the Level Two response with the 
President. 

 

b. Within five (5) days after receipt of the written grievance the President or his/her designee 
will meet the aggrieved person and his/her representatives in an effort to resolve it. The 
President shall submit his/her decision in writing to the aggrieved person within five (5) 
days of the meeting. 

 

4. Level Four 
 

a. If the aggrieved person is not satisfied with the disposition of his/her grievance at Level 
Three, he/she may file the grievance within ten (10) days of the Level Three response with 
the Board of Trustees. 

 

b. Upon receipt of the written grievance by the Board, the grievance shall be scheduled at the 
next regular Board meeting or the following regular Board meeting if the next meeting is 
within ten (10) days of the receipt of the grievance by the Board. The Board may elect to 
recess the matter to an alternate date if appropriate to allow adequate time only after 
consulting with grievant for a mutually acceptable time. The grievance will be heard in 
executive session to protect privacy interests of all parties in interest. The Board shall 
submit its decision in writing to the aggrieved person within five (5) days of the meeting. 

 
 

D. Rights of Faculty to Representation 
 

1. No reprisals will be taken by the Board or Administration against any participant in the 
grievance procedure by reason of such participation. 

 

2. A Professional Employee may be represented at all stages of the grievance procedure by 
himself/herself or, at his/her option, by a representative selected by the grievant. 

 
 

E. Miscellaneous 
 

1. The number of days indicated at each level should be considered as maximum and every effort 
should be made to expedite the process. The time limits specified may, however, be extended 
by mutual agreement. 

 

2. In the event a grievance is filed at such time that it cannot be processed through all the steps in 
this grievance procedure by the end of the contract year, the days shall be those days during 
which the college office is open for business. 

 

3. If at any stage of the grievance procedure, the grievant does not take the next step within the 
time allotted, the grievance shall be settled in the manner recommended at the last step, or the 
grievant may advise the Administration that the grievance is dropped. 

 

4. Decisions rendered at Levels Two, Three, and Four the grievance procedure will be in writing 
setting forth the decision and the reasons therefore and will be transmitted promptly to all 
parties of interest. 
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5. When it is necessary for a representative to attend a grievance hearing during the school day, 
he/she will, upon notice to the Chief Academic Officer or The Professional Employee’s 
supervisor, be released without loss of pay. Any Professional Employee whose appearance in 
such hearings as a witness is necessary will be accorded the same right. 

 

6. All documents, communication, and records dealing with the processing of a grievance will be 
filed in a separate grievance file and will not be kept in the personnel file of any of the 
participants. 

 

7. Forms in the appendix for filing grievances, serving notices, making appeals, making reports and 
recommendations, and other necessary documents will be prepared by the Administration and 
given appropriate distribution by the Association to facilitate operation of the grievance 
procedure. The cost of preparing such forms shall be borne by the Board. 

 

8. Time line exception: If the grievant chooses to have representation at any level, the 
Administration will contact the grievant, who may coordinate with his/her representative to 
determine mutually acceptable dates at each level. 
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ARTICLE 5 
 
 

LEAVES 
 

Sick Leave 
 

A. Upon initial employment, thirty-five (35) hours of sick leave will be granted with the beginning of 
each semester for the first year. Seventy (70) hours of sick leave will be granted with the beginning 
of the contract year after at least a full year of employment. Then, seventy hours every contract 
year thereafter will be granted with the stipulation that unused sick leave may only accumulate to 
six-hundred-thirty (630) hours. All current Professional Employees will retain their accrued unused 
sick leave and will be granted an additional seventy (70) hours with the start of each contract 
period. 

 

B. A full-time Professional Employee is able to utilize the College’s Shared Sick Leave Pool policy found 
in the Board of Trustees Policy Manual. 

 

C. Neosho County Community College shall provide the Professional Employee with the opportunity to 
request approved time away from work to resolve medical problems and/or recuperate so they 
may return to full productivity. Sick leave may be taken only to the extent that it is actually 
accrued, one cannot borrow against anticipated sick leave earned. 

 

D. A Professional Employee shall be compensated for all remaining accumulated sick leave at the time 
of that employee’s retirement. Compensation will be set at a rate of six dollars ($6) per hour for 
each hour of remaining accumulated sick leave at the time of retirement. 

 

E. Sick leave may be granted for: 
 

1. Illness or injury of a Professional Employee which prevents the Professional Employee from 
performing his/her usual duties; 

 

2. Medical appointments; 
 

3. Quarantine due to a contagious disease in the Professional Employee's immediate family; 
 

4. Actual period of temporary disability connected with childbearing; 
 

5. Illness of a member of a Professional Employee's immediate family (defined as spouse, children, 
parents, or family member residing with the Professional Employee). 

 

F. The Board may require a statement from a medical doctor that the Professional Employee was 
unable to work in order to insure that there will be no abuse of sick leave privileges. 

 

G. Whenever a Professional Employee is unable to report to work, the Professional Employee must 
notify his/her immediate supervisor as soon as is practicable, preferably through direct 
conversation. On the first day back to work, an absence report must be submitted with the 
Professional Employee’s supervisor and forwarded to Payroll in order to account for the sick leave. 
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Bereavement Leave 
 

A Professional Employee may request to take up to a maximum of five thirty-five (35) hours of 
accumulated sick leave as bereavement leave due to the death in the Professional Employee's family 
(for this purpose defined as spouse, children, parents, siblings, grandparents, grandchildren, mother-in- 
law, father-in-law, brother-in-law or sister-in-law).  Any further days must be cleared with the 
Professional Employee's supervisor. 

 
 

Emergency Leave/Personal Leave 
 

Each full-time Professional Employee will be provided fourteen (14) hours per year of 
emergency/personal leave subject to prior notification of the Professional Employee's supervisor or the 
Chief Academic Officer (or his/her designee). A written request for emergency/personal leave for an 
in-service day or the first work day before or the first work day after an in-service day, holiday, or 
break must provide a specific reason for the request and be approved by the Chief Academic 
Officer no fewer than five working days prior to the leave day. Employees taking emergency/personal 
leave during regular work days, other than those previously identified, need only provide prior 
notification without giving a specific reason for the leave. On the first day back to work, an absence 
report must be submitted with the Professional Employee’s supervisor and forwarded to Payroll in 
order to account for the leave. 

 
 

Emergency/personal leave hours can be accumulated to twenty-eight (28) hours. A Professional 
Employee may be compensated for unused emergency/personal leave at the time of retirement. 
Compensation for unused emergency/personal leave will be set at a rate of six dollars ($6) for each 
hour of unused emergency/personal leave. 

 

It is understood that emergencies may arise unexpectedly and written pre-notification may be 
impossible. In such cases, the Professional Employee should notify his/her immediate supervisor or the 
Chief Academic Officer as soon as practicable. 

 
 

Military Leave 
 

Full-time Professional Employees who leave their positions for extended compulsory active duty in the 
military service of the United States during a state of war or natural emergency, or for a period of 
required military training, shall be granted a military leave without pay for the duration of their 
commitment in accordance with the terms of applicable law. 

 
 

Sabbatical Leaves of Absence 
 

The Board of Trustees encourages its Professional Employees to pursue advanced study in their 
respective academic disciplines, or other areas of expertise that may be of direct benefit to the College 
and its stakeholders. The Board acknowledges its role in aiding the Professional Employee in this 
worthwhile undertaking and advances the provisions outlined here pursuant to that end. 

 

A. The Board of Trustees, upon the recommendation of the appropriate administrator and the 
President of the College, may grant sabbatical leaves of absence for advanced study or other 
appropriate  educational  activities.     The  Professional  Employee  will  submit  their  request  for 
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sabbatical leave of absence no later than the first working day in November for consideration of 
granting the leave by the next contract year. Board action on the recommendation from the 
President will occur at the March board meeting. Any Professional Employee having been 
employed for six (6) years by the College becomes eligible for up to one (1) year of sabbatical leave. 
Professional Employees who have received a sabbatical become eligible to apply for additional 
leaves after completing an additional six full years of teaching. 

 

B. The number of Professional Employees who may be granted sabbatical leave during any one 
academic year shall be determined by the Board of Trustees upon recommendation of the 
President of the College. If the application for sabbatical leave is denied, the applicant shall be 
notified in writing of the reason(s) for the denial within a period not to exceed one calendar week 
following the regularly scheduled Board of Trustees meeting at which the sabbatical leave was 
denied. 

 

C. During such leave a Professional Employee will be eligible to receive compensation equal to one- 
half salary plus full fringe benefit for a one-year sabbatical, or, full salary and full fringe benefit for a 
one-half year sabbatical. In the alternative, the Professional Employee may request a one-year 
sabbatical leave of absence with reduced teaching requirements and/or reduced duties (including 
those listed in Article 2 with full salary and full fringe benefits during the one-year absence. 
Sabbatical compensation will be based on the Professional Employee’s salary and full fringe benefit 
compensation during the contract year of the sabbatical leave. Professional Employees on 
sabbatical leave shall be eligible for participation in the College health insurance plan according to 
the provisions in effect at the time sabbatical leave is taken. 

 

D. The Professional Employee is obligated to continue his/her employment with the College for a 
period of not less than two (2) contract years following the conclusion of the sabbatical. 
Professional Employees who fail to return to Neosho County Community College following the 
sabbatical period for the full two years shall refund all sabbatical compensation provided by the 
College. Additionally, the Professional Employee who fails to complete two (2) full contract years 
will pay all costs assumed by the College to cover the Professional Employees teaching load while 
on sabbatical leave. The Professional Employee who is found to not have made good faith effort to 
complete his/her planned sabbatical leave activities, may be required to pay back all or part of the 
compensation he/she received and the College’s costs incurred when he/she was on sabbatical 
leave including the Professional Employee’s salary, cost of fringe benefits, and cost of the salary and 
fringe benefits for the Professional Employee’s replacement. 

 

E. After completion of the sabbatical leave, the Professional Employee shall be reinstated in the same 
position he/she held when the sabbatical leave was granted. Or, the Professional Employee may, at 
his/her discretion, agree to be reassigned to a different position, should such an offer be made by 
the Administration. 

 

F. Within the first semester upon completion of his/her sabbatical leave the Professional Employee 
will submit a written report to the Chief Academic Officer detailing knowledge gained from the 
sabbatical activities. Such a report will be placed in the Professional Employee’s official personnel 
file. Additionally, the Professional Employee will give a presentation to the college community and 
the Board of Trustees of knowledge gained during the sabbatical leave. 

 

G. Upon resuming duties at the College, and commencing with the next contract year, the Professional 
Employee shall be granted appropriate advancement on the salary schedule, including step, that 
incurs as a result of the advanced study undertaken on sabbatical, in addition to any advancement 
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in salary and/or step which may have been negotiated on behalf of the Bargaining Unit during 
his/her absence. 

 

Professional Leave 
 

The Board encourages full-time Professional Employees to belong to local, state, and national 
educational associations and to attend and participate in their meetings and activities subject to the 
prior approval of the Chief Academic Officer: 

 

A. Professional Employees shall be allowed professional leave of up to twenty-one (21) hours per year, 
without loss of pay, to be used for attending or participating in conferences or meetings not related 
to labor relations, which contribute to the professional enrichment of the Professional Employee 
and which benefit the College, other employees and students. Additional days may be granted by 
the Chief Academic Officer upon request by the Professional Employee. 

 

B. Subject to prior approval of the Chief Academic Officer, Professional Employees who are invited to 
make presentations of an educational nature at professional meetings shall receive payment for 
actual expenses incurred for attending such meetings if those expenses are not paid by the 
organization sponsoring the meeting, subject to the availability of funds. 

 

C. Any expenses actually incurred through professional leave may be recommended for payment by 
the Board after expenses have been approved in advance by the Chief Academic Officer and the 
Chief Business Officer. 

 
 

Jury Leave 
 

Professional Employees who present a court subpoena or summons to their supervisor shall be granted 
a leave of absence for such time as is necessary to complete his/her jury obligation, provided that such 
leave will not seriously impair the College’s instructional program, in which case the President will 
request that the Judge release the Professional Employee from jury service. Such leave of absence, 
when taken, shall be without loss of pay. 

 
 

Family and Medical Leave 
 

Professional Employees shall be provided family and medical leave as provided by policy approved by 
the Board and required by current federal law and regulation. A copy of this plan for providing leave 
under this policy shall be kept at each campus, in the faculty office area and will be made available to all 
Professional Employees at the beginning of each school year.  Please refer to the current Board Policy 
related to the Family Medical Leave Act which maintains federal requirements. If the federal law 
changes significantly or is abolished, open negotiations will be required at such time. 

 

 
A. End of Semester 

 
The President may require a Professional Employee to continue leave until the end of a semester if 
the leave begins more than five (5) weeks before the end of a semester, lasts more than three (3) 
weeks and the return would occur during the last three (3) weeks of the semester. 

 

If the leave is for a reason other than the Professional Employee's serious health conditions, the 
President may require a Professional Employee to continue leave until the end of a semester, if: 
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1. the leave begins in the last five (5) weeks of a semester, will last more than two (2) weeks 
and the return to work would occur in the last two (2) weeks of a semester, or 

2. the leave begins in the last three (3) weeks of a semester, and lasts more than five (5) days. 
 

B. Communication during Leave 
 

When possible, the employee on leave needs to communicate with their supervisor about their 
expected date of return to work. If this return to work date changes due to changing medical 
conditions and doctor’s recommendations, the Professional Employee shall notify their supervisor 
of this change as soon as it is practicable. 
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ARTICLE 6 
 
 

FRINGE BENEFITS 
 

Health Insurance 
 

The Board will pay single membership level health insurance coverage for each full-time Professional 
Employee. Each full-time Professional Employee shall participate in the college-sponsored group health 
insurance plan at least at the single membership level unless health insurance coverage is maintained 
by the Professional Employee through a qualified group health insurance plan. A qualified group health 
plan is defined as: a) health coverage that is offered by an employer unit to all full time employees of 
that organization; and (b) to qualify as an employer unit, the group must be formed for purposes other 
than obtaining insurance; and (c) there must be employer contribution and payroll deduction for 
premiums paid by the employee. A full time Professional Employee that is covered by a qualified group 
health insurance plan may elect to receive $100.00 per month in lieu of the insurance, which only can 
be used to participate in the College’s I.R.S. Section 125 Cafeteria Plan, unless not allowed by the 
insurance carrier or consortium. 

 

Any Professional Employee who is enrolled in the NCCC Group health insurance plan may, at the 
employee’s expense, enroll a spouse and eligible dependent children, subject to the same conditions 
and limitations that apply to the person enrolled in accordance with the terms of the group health 
insurance plan. 

 
 

I.R.S. Section 125 Cafeteria Plan 
 

In addition, Professional Employees may elect to reduce their salaries and designate said sum to be 
applied to one or more of the below I.R. S. Section 125 Cafeteria Plan Options. 

 

Each full-time Professional Employee shall allocate said sums to other fringe benefits, including salary 
protection insurance, cancer and dread disease insurance, dependent care reimbursement, dental, 
vision, and medical reimbursement as provided by the Board in the Cafeteria Plan. All elections shall be 
made according to the Section 125 Cafeteria Plan. 

 

At such time as the Board of Trustees is considering a change in current benefits and/or any carriers of 
any option included in the I.R.S. Section 125 Cafeteria Plan, and if a study committee is formed, the 
President of the Association or his/her designee, will participate on the committee. The Board of 
Trustees or their designee will take into consideration any suggestion(s) that may be offered by the 
Association prior to making any decisions pursuant to changes in insurance carriers, benefits, or Section 
125 Cafeteria Plan options. Notification of such changes will be made to the President of the 
Association in a timely manner. 
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ARTICLE 7 
 
 

TUITION REIMBURSEMENT 
 

Full-time employees and their dependents, will, upon application, be awarded a tuition and consumable 
book loan scholarship for credit courses. To maintain eligibility, the employee must be employed full- 
time by NCCC on the first and the last day of class. Scholarship recipients will be liable for tuition costs 
for each credit hour that they do not receive a grade of A, B, C, or P. Scholarship recipients receiving 
consumable book loan books must abide by all book loan rules. Fees are not included in the scholarship 
award. 
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ARTICLE 8 
 
 

PROFESSIONAL DEVELOPMENT 
 

Responsibilities 
 

Each professional employee will be required to complete a minimum of six (6) units (semester hours or 
equivalent) of professional development every five year period of employment. Hours completed for 
horizontal salary schedule movement under Article 11 may also be used to satisfy professional 
development requirements under this article. The units shall be related to the professional employee’s 
discipline of instruction or of benefit to NCCC, may be in the form of college credit hours or an 
equivalent measure of training or educational coursework. A formula of 15 clock hour’s equals one unit 
will be used for conversion purposes. Units can be determined in 1/5 hour increments. Units shall be 
approved in advance by the Chief Academic Officer, as recommended by the Professional Development 
Committee, on written forms provided by the office. The anniversary date for determining if sufficient 
units for professional development have been completed shall be February 1st of each year.  On 
February 1st of each year a professional employee shall be in compliance with this article if (a) the 
Professional Employee’s employment originated less than five years prior; or (b) the Professional 
Employee has completed six units during the preceding five years. 

 

Once a professional employee has satisfied his/her professional development requirements for a given 
five year period as outlined above, following the February 1st deadline of the Professional Employee’s 
fifth year, he/she may submit professional development activities toward fulfillment of the 
requirements for the next five-year professional development period without waiting for the beginning 
of the next contract year. 

 
If a professional employee fails to fulfill the six (6) units of professional development requirement by 
the established deadline the salary of the professional employee shall remain at its current amount 
regardless of any approved steps or additions to the salary schedule in subsequent negotiated 
agreements. The Professional Employee salary shall remain at that amount until the professional 
employee completes the required units. Once the expectation has been met, the professional 
employee’s salary will be adjusted at the next contract year to the current salary schedule that may 
have been adopted while his or her salary was frozen and set at the appropriate step number that 
would have been achieved if the salary had not been frozen. Failure to comply with the professional 
development requirement during one five-year period does not alter the deadline for subsequent 
minimum professional development requirements. If a professional employee fails to complete the 
initial required six (6) units of professional development within a seven year period of employment, 
additional action may be taken including possible non-renewal of contract. 

 
 

Support 
 

Each fiscal year the institution will establish a “Professional Development Fund” equal to the number of 
full-time professional employees times $750. 

 

During the academic year, individual Professional Employees who have received approval for units from 
the Chief Academic Officer may submit written application in advance for funds to be used to defray 
expenses for the approved academic coursework, activity.   Each Professional Employee is eligible for 
$750 per year. A Professional Employee may submit written application in advance for funds to be used 
to  defray  expenses  for  attendance  of,  and  travel  to  workshops,  clinic,  conferences  and  other 
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professional activities. Between April 15th and May 1st, Professional Employees may apply for any 
uncommitted funds. Applications must be submitted no later than May 1st and no funds will be 
committed after June 1st. 

 
Application will be reviewed by at least three (3) members (who do not have a conflict of interest) of a 
five (5) member committee to be elected by the Professional Employees at large in May of each year 
during a scheduled Professional Employee meeting. The Committee will meet at least once a month 
during the academic year to review applications. The Committee will be responsible for developing all 
methods of implementing funding criteria including any forms they see fit to develop for application of 
funds. 

 

Compensation for mileage expenses involving the use of personal vehicles, and/or charges for use of 
College vehicles, shall be the same as the Board-approved rate in effect at the time the travel expense 
was incurred. These rates will be recorded, when appropriate, on the Application for Professional 
Development Credit and Funding. 

 

Upon completion of the professional development activity, the Professional Employee shall submit a 
Certification of Activity Completion form and shall attach written proof as to how the funds were 
expended. Additionally, the Professional Employee will return any non-utilized funds to the Chief 
Academic Officer as soon as practicable. 

 

 
 
 
 
 

Note: All General fund line items not spent in a fiscal year must be returned to the General Fund and 
are considered uncommitted general funds for the next fiscal year. State budget law does not permit 
the Professional Development fund to carry uncommitted or unused fund balance from one fiscal year 
into the next fiscal year. 
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ARTICLE 9 
 
 

PROFESSIONAL ATTIRE 
 

In classes, instructors shall wear suitable academic attire consistent with community standards of public 
decency. 

 

A determination as to what constitutes a violation of public decency standards for classroom instructors 
shall be made by the employee’s immediate supervisor in consultation with the employee. Professional 
Employees determined to be in violation of this standard shall work with their supervisor to address the 
situation in a timely, practicable manner. 

 

In laboratory and vocational classes the College shall supply wearing and safety apparel as follows: 
 

1. In science laboratory classes the College will initially provide two lab coats, one apron, two pair 
of rubber gloves and two pair of safety goggles or glasses. 

 

2. In vocational classes, as per OSHA requirements and/or where appropriate. 
 

3. Replacement of apparel and safety equipment will be provided by the College as the items are 
worn out, damaged or become unusable. 
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ARTICLE 10 
 
 

PROFESSIONAL EMPLOYEE EVALUATION 
 

A. The purpose of Professional Employee evaluation shall be to promote quality in teaching and all 
other professional duties as outlined in Article II. The intent of the evaluation procedures shall be: 

 

1. To provide a means of evaluating the instructional process; 
 

2. To identify specific strengths and/or weaknesses of the Professional Employee; 
 

3. To provide a means of upgrading and improving the skills of the Professional Employee; 
 

4. To ascertain all aspects of the professional employee’s job description are being conducted at 
satisfactory levels; and, 

 

5. To provide a means for a hearing by the evaluation review committee, if needed. 
 

B. This policy is based on the assumption that only qualified Professional Employees are initially 
employed; therefore, the task of evaluation is not to determine qualifications, but to improve all 
aspects of the professional employee’s teaching and all other professional duties as outlined in 
Article II.  All evaluation resources should be directed toward that goal. 

 

C. The following evaluation process and statements refer to the evaluation of all NCCC Professional 
Employees as defined in K.S.A. 72-9002-9005. 

 

1. The process herein described shall apply to all full-time Professional Employees from the date of 
initial employment. 

 

2. The evaluation process for Professional Employees shall be conducted by the Chief Academic 
Officer or the Professional Employees direct supervisor. 

 

3. Evaluation schedule: All first and second year Professional Employees shall be evaluated at 
least one time each semester; all third and fourth year Professional Employees shall be 
evaluated at least one time each year. After the fourth year of employment, all Professional 
Employees shall be evaluated at least one time every three years. Both Form C and D shall be 
used for all Professional Employees who teach both modalities. Professional employees 
teaching an on-line course on a rotational schedule shall be evaluated using the Form D On-line 
Course Observation form at least once every three years. The Chief Academic Officer will 
prepare a schedule of these evaluations so that each Professional Employee will know the 
academic year in which he/she is to be evaluated. 

 

Professional Employees teaching on-line for the first time shall be evaluated using the Form D 
On-line Course Observation form in the first semester the course is taught. 

 

During the 2011-12 academic year all Professional Employees who teach on-line courses will be 
evaluated using the Form D On-line Course Observation form. 

 

4. The evaluation process shall consist of the following: 
 

a. Form A – Evaluation Checklist/Self Evaluation Form 
Form B – Student Rating Form (either the in-class or the on-line version, where appropriate) 
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Form C – Video Tape or Classroom Observation Form 
Form D – On-line Course Observation Form 

 
All forms are located in appendix 

 
b. First, and second year Professional Employees shall be evaluated every semester using all 

four forms of evaluation, the evaluation check list (Form A), the student rating (Form B), 
and the video tape evaluation or classroom observation (Form C) and, if appropriate On-line 
Course Observation (Form D). 

 

c. Third and fourth year Professional Employees will use the check list (Form A) as well as the 
student rating (Form B) during the first semester. If deemed necessary by the Chief 
Academic Officer or the Professional Employee’s supervisor, third and fourth year 
Professional Employees may also have a video tape evaluation or a classroom observation 
(Form C) and, if appropriate On-line Course Observation (Form D). 

 

d. All Professional Employees evaluated after the fourth year will use all four forms of 
evaluation (A, B, C and D). Those Professional Employees being evaluated may be scheduled 
either the first or second semester. 

 

e. There shall be a conference between each of the Professional Employees evaluated and the 
evaluator to review the results of the evaluation process. A written report of the 
conference shall be prepared, signed by both parties, and placed in the personnel file of 
each Professional Employee, along with any supportive documentation. Any item marked 
less than satisfactory by the evaluator will be supported by a written comment. A copy of 
the report will be received by the Professional Employee and may include: (a) any strengths 
or weaknesses noted, (b) any recommendations for improving, teaching and all other 
professional duties as outlined in Article II and (c) other possible comments. A copy of a 
reporting form is in the appendix. The Professional Employee shall have the opportunity to 
attach additional written comments to the reporting form within 10 working days of 
receiving said form. 

 

f. The Professional Employee and the Chief Academic Officer and/or immediate supervisor 
will discuss steps that can be taken to improve teaching and all other professional duties as 
outlined in Article II.  These steps may include the following: 
 
(1) Evaluation and revision of objectives and syllabus for the courses taught. 
(2) Observations of the instructional techniques of colleagues. 
(3) Additional college or university work. 
(4) Scheduled conferences with the Chief Academic Officer or the immediate supervisor. 
(5) Additional  classroom  visitations  by  the  Chief  Academic  Officer  or  the  immediate 

supervisor. 

(6) In-service workshops. 
(7) Consultations or conferences with other colleagues. 
(8) Additional workshops or seminars. 
(9) Other steps “mutually agreed upon” with the Chief Academic Officer or immediate 

supervisor. 
 

g. Outside of the normal evaluation schedule, each time a course is offered, enrolled students 
will be given the opportunity to complete Form B.  The resulting trend data will be used by 
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the Professional Employee’s Supervisor as part of the normal evaluation schedule 
delineated above. 

 
D. In the event a Professional Employee receives an unfavorable or unacceptable evaluation of 

performance, the Professional Employee has the right to respond within two weeks and make a 
written request to the Chief Academic Officer for a hearing by the evaluation review committee. 

The  Chief  Academic  Officer  will  have  one  week  from  receiving  the  request  to  organize  the 
evaluation review committee.  (One week is defined as 5 business days.) 

 
 

Evaluation Review Committee 
 

A. No member of the instructional staff shall serve on more than one evaluation review committee 
during any academic year. The evaluation review committee shall consist of the following four 
members: 

 

1. Two instructors chosen by the evaluated Professional Employee, to be designated in the written 
request for hearing submitted to the Chief Academic Officer. 

 

2. An instructor from the same division as the evaluated Professional Employee, and the same 
discipline, if possible, chosen by the Administration. 

 

3. The  Chief  Academic  Officer  or  the  Professional  Employee’s  supervisor  (whoever  was  not 
involved in the original evaluation). 

 

B. The duties of the evaluation review committee shall be: 
 

1. To conduct hearings according to ethical and professional practices. 
 

2. To determine if the evaluation process has been fairly implemented: 
 

a. Did the evaluator note the areas in which the Professional Employee was adequate? 
 

b. Did both the evaluator and the Professional Employee agree that there was a problem and 
agree to the nature of the problem? 

 

c. Did the Professional Employee agree that the proposed recommendations for improvement 
were appropriate? 

 

d. Did the Professional Employee receive cooperation from other employees and the 
Administration? 

 

e. Was there sufficient follow-up on the part of the evaluator to determine if the Professional 
Employee was meeting success or frustration? 

 

f. Was there sufficient effort on the part of the Professional Employee to implement 
recommendations? 

 

g. The evaluation review committee will consider whether or not to review the evidence that 
the college has been supportive in providing the conditions that would allow improvement, 
such as: 

 

(1) adequate support for in-service workshops; 
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(2) adequate teaching environment, or 
 

(3) adequate administrative support. 
 

C. The evaluation review committee shall file its written results of deliberations and their 
recommendations  with  the  President  of  the  college  within  two  weeks  of  being  organized.  
Extensions may occur due to unavailability of committee members or upon approval of both 
parties. The report will be signed by the Chief Academic Officer and by the evaluated Professional 
Employee. A copy will be filed with the original evaluation and with the evaluated Professional 
Employee. The report will be based on whether the evaluation has been fairly administered and 
implemented. 

 
 

Guidelines for Videotape or Classroom Evaluation 
 

A. As a part of the regularly scheduled evaluation procedure, the following are possible: 
 

1. Videotape(s) of a current class. 
 

2. Classroom observation(s) of a current class(es) by the Chief Academic Officer or the immediate 
supervisor. 

 

B. The evaluator will provide the Professional Employee with a copy of Form C identifying standards 
and specific areas to be evaluated and will follow-up with a completed Evaluation Form, citing any 
identified strengths or suggestions for improvement. 

 

C. Videotape(s) will be viewed simultaneously by the Professional Employee and the evaluator with 
the express purpose of identifying areas for improvement of instruction. The self-examination 
necessary in this procedure should provide the basis for effective improvement of instruction. 

 

D. The Professional Employee may want to videotape and review his or her class performance prior to 
the selection of an evaluation tape or classroom observation.  All videotaping will be coordinated by 
the library audio/visual department and tapings will be limited only by scheduled use of the 
equipment. 

 

E. In the event that the Professional Employee should desire a hearing to appeal the evaluation the 
videotape will be kept until the appeal procedure has been completed. 

 
 

Guidelines for On-line or Hybrid Evaluation 
 

A. As a part of the regularly scheduled evaluation procedure, the Professional Employee’s Chief 
Academic Officer or Direct Supervisor will evaluate the courses when they have reached between 
25-75% of completion. 

 

B. The course selected for evaluation is determined by the supervisor. Criteria for selecting the course 
for evaluation should be based on: 

 

1. number of students enrolled with preference for greater enrollment, 
 

2. number of semesters the on-line or hybrid course has been offered with preference for courses 
that have been offered the fewest number of times. 

 

C. The evaluator will provide the Professional Employee with a copy of Form D identifying standards 
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and specific areas to be evaluated and will follow-up with a completed On-line or Hybrid Course 
Evaluation Form, citing any identified strengths and/or suggestions for improvement. 

 

D. After a mutually agreed upon meeting time has been determined, the evaluation should be done 
simultaneously  by  the  Professional  Employee  and  the  evaluator  with  the  express  purpose  of 
identifying areas for improvement of instruction. The self-examination necessary in this procedure 
should provide the basis for effective improvement of instruction. 

 

E. The Professional Employee may want a peer review of his or her on-line or hybrid course prior to 
the supervisor’s evaluation. Assistance will be made available through the on-line instruction 
committee, the Coordinator of On-line Campus, and/or Technology Services. 

 

F. In the event that the Professional Employee requests a hearing to appeal the evaluation of the on- 
line or hybrid course, both the Self and Supervisor completed versions of Form D will be kept until 
the appeal is completed. 
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ARTICLE 11 
 
 

SALARY SCHEDULE DESCRIPTION 
 

A. Upon initial employment, the salary and salary placement shall be determined by the 
Administration and Board. 

 

B. Horizontal movement is possible according to the guidelines established in the negotiated 
agreement. 

 

C. The 7 horizontal columns shall be titled Instructor, MS, MS+15, MS+30, MS+45, MS+60 and DOC. 
 

D. To qualify for horizontal salary schedule movement above the Master's degree, hours completed 
after 9/1/91 must be earned through: 

 

1. Graduate hours in the Professional Employee's major assigned field of teaching. The 
Professional Employee must submit an official transcript and form; 

 

2. The Chief Academic Officer may approve in advance other graduate hours, workshops, clinics, 
or conferences that are related to the employee’s discipline or job duties. The Professional 
Employee must submit at least two weeks prior to the beginning of the activity the Academic 
Class/Teaching Discipline Related Work form including justification as to why this should count 
for horizontal advancement on the salary schedule. A formula of 15 clock hours equals one 
credit hour will be used for conversion purposes. 

 

E. Graduate hours are defined as all course work certified as graduate level by the granting institution. 
 

F. For any bargaining unit Professional Employee that is required by the institution to work more than 
the standard nine months (180 days) period in a contract year, the rate of compensation shall be 
calculated as a direct ratio of the nine-month salary (e.g., a ten-month assignment shall be 
calculated as (10/9) ten times the appropriate row and column salary divided by nine.) 

 

G. Professional Employees anticipating a move to a new column must notify the Chief Business Officer 
in writing prior to May 1 preceding the next contract year. To receive horizontal advancements, 
official transcripts or other information acceptable to the Chief Business Officer must be filed prior 
to September 10 of the contract year following the May 1 notification. 

 

H. All hours completed prior to 9/1/91 and currently certified or on file with the Chief Business Officer 
will be allowed for salary placement and movement. 

 

I. All salaries paid to a full-time Professional Employee by the College for the duties set forth in 
Professional Employees' Contract (form as set forth in Article 15), with the exception of overload 
and supplemental, will be included in the primary contract of the Professional Employee. 

 

J. The Professional Employee will have the option to temporarily reduce his or her salary in order to 
participate in Rural Opportunity Zone (ROZ) student loan repayment plans where available and 
applicable by law. The amount of the reduction is to be determined by the Professional Employee 
within the limits of the ROZ program. 

 
K. FacultyProfessional Employee Titles: For the purpose of title only, faculty Professional Employees 

will be designated by the following titles based on the parameters below: 
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Doctorate - Full Professor when offered a continuing contract 
Doctorate, probationary contract - Associate Professor 
 
Masters - Full Professor when offered an 8th contract 
Masters, when offered a continuing contract - Associate Professor 
Masters, probationary contract - Assistant Professor 
 
Bachelors - Full Professor when offered a 12th contract  
Bachelors – Associate Professor when offered an 8th contract 
Bachelors, when offered a continuing contract – Assistant Professor 
Bachelors, probationary contract - Instructor 

 
The above titles in no way affect the terms of the contract or any monetary compensation. The 
salary schedule will be followed according to the guidelines in the schedule. All members of the collective 
bargaining unit will be referred to as Professional Employees, regardless of title.  Exceptions to these 
parameters and titles may be made at the discretion of the Chief Academic Officer. 
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ARTICLE 12 
 
 
 

    

Base 35,910 
  Step Instructor MS MS 15 MS 30 MS 45 MS 60 DOC 

1 34,501 35,910 36,949 38,170 39,507 40,638 44,034 

2 35,243 36,874 37,912 39,134 40,470 41,603 44,998 

3 35,984 37,837 38,877 40,100 41,435 42,566 45,963 

4 36,726 38,802 39,840 41,369 42,398 43,530 46,925 

5 37,467 39,543 40,803 42,029 43,361 44,493 47,889 

6 38,209 40,285 41,768 42,991 44,326 45,457 48,854 

7 38,949 41,027 42,510 43,955 45,290 46,422 49,817 

8 39,691 41,768 43,250 44,919 46,255 47,386 50,782 

9 40,432 42,510 43,992 45,661 47,217 48,350 51,745 

10 41,174 43,250 44,734 46,402 48,181 49,312 52,709 

11 
 

43,992 45,475 47,145 49,145 50,277 53,673 

12 
 

44,528 46,218 47,886 49,887 51,018 54,414 

13 
 

45,067 46,958 48,625 50,630 51,762 55,157 

14 
 

45,605 47,701 49,369 51,371 52,502 55,898 

15 
 

46,142 48,237 49,941 52,113 53,244 56,640 

16 
 

46,681 48,776 50,516 52,852 53,985 57,380 

17 
 

47,217 49,313 51,089 53,595 54,727 58,463 

18 
 

47,756 49,851 51,663 54,336 55,469 58,864 

19 
 

48,293 50,390 52,237 54,909 56,041 59,437 

20 
 

48,831 50,926 52,809 55,482 56,613 60,009 

21 
 

49,370 51,465 53,383 56,056 57,189 60,584 

22 
 

49,906 52,001 53,957 56,630 57,762 61,158 

23 
  

52,540 54,532 57,205 58,337 61,732 

24 
  

53,078 55,104 57,778 58,909 62,306 

25 
  

53,615 55,678 58,350 59,483 62,878 

26 
    

58,926 60,057 63,453 

27 
    

59,498 60,630 64,025 

28 
    

60,071 61,203 64,600 
 
 

Horizontal movement is possible according to the guidelines established in the negotiated agreement. 

Commented [SR1]: New Chart (4%) 
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ARTICLE 13 
 
 

SUPPLEMENTAL 
 

A. A supplemental contract shall be issued to each Professional Employee accepting assignments that 
are not part of the primary contract as described in the master agreement. These assignments 
include, but are not limited to, overload teaching, summer teaching, and sponsorship/supervising 
duties.  All supplemental contracts shall include a statement of the duties to be performed. 

 

B. For Professional Employees on extended or supplemental contracts, Memorial Day and the Fourth 
of July will be considered as paid holidays if they occur within the period of the extended or 
supplemental contract. 

 

C. Except for Professional Employees who have head coaching duties as a part of the primary contract, 
all sponsorship, coaching, or special extra-duty assignments will be paid according to an amount 
mutually agreed upon between the Professional Employee and the Administration.  The 
Professional Employee may be accompanied by an NCCCPEA advisor during the discussion. These 
assignments shall be identified by separate supplemental contract issued by the Administration 
within the first 30 calendar days of the semester prior to beginning duties. Payment for services 
performed to be made on the next pay period following completion of the supplemental contract. 

 

D. Overload classes and classes scheduled outside of normal duty days shall be contracted by 
supplemental contract. Teaching assignments will be clearly identified in the supplemental contract. 
This contract will be subject to the following terms and conditions: 

 

If an overload class contract or contract for classes scheduled outside of normal duty days is offered 
and accepted and the College Administration determines that the class should be cancelled, the 
Professional Employee will be paid in the appropriate fractional amount of the contract amount 
as to hours actually taught by the Professional Employee up to the date of cancellation of the 
class. 

Professional Employees will be given the opportunity to teach overload classes and classes 
scheduled outside normal duty days in their teaching discipline prior to adjunct instructors if: 

 

1. The term of the supplemental contract will not extend beyond the last day of a non- 
renewed or a resigning Professional Employee’s primary employment contract and any 
extensions of the same. 

 

2. Overload assignments are limited to one to three (3) classes, but not more than six (6) 
credit hours per semester.  Additionally, total contract load is not to exceed twenty-one 

(21) credit hours per semester.   The Chief Academic Officer may approve a greater 
overload assignment with advanced written authorization. 

 
The decision as to whether a class goes will be made on or before the beginning of the 
second class meeting. If the class has a finalized enrollment of eight (8) or more 
students, the instructor will be issued a contract for $475 $525per credit hour. If 
there are not 8 finalized students enrolled, the administration can approve a 
contract for the instructor on a pro-rated basis. A supplemental contract will be 
issued following the conclusion of the second class meeting. 
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3. The professional employee notifies the administration no less than 28 days before the 
beginning of the class or as soon as it is practicable. Exceptions may be approved by the 
Chief Academic Officer due to extenuating circumstances. 

 

E. When a professional employee accepts appointment to a committee that will require commitment 
of time during summer months not covered by the primary employment contract, the professional 
employee shall be entitled to compensation if: 

 

1. The written appointment is made by the Chief Academic Officer and states that compensation 
shall be paid. 

 

2. Amount of total compensation requested for professional employee committee members does 
not exceed the amount budgeted in advance by the Chief Academic Officer for committee 
member compensation. 

 

3. The committee chairperson certifies actual attendance time expended and participation by the 
professional employee to the Chief Academic Officer. 

 

Compensation to be paid shall be $30.00 per hour. 
 

F. Special Situations 
 

1. On-line courses: 
 

a. The Professional Employee will be credited with one (1) hour of release time for one (1) 
semester for each credit hour of course developed. 

 

b. In addition to the normal contract, the Professional Employee will be compensated for each 
section of each course taught in an amount equal to 25% of the summer/overload scale of 
this article for the first two semesters the course is taught and 10% each subsequent 
semester. 

 

c. The Professional Employee in conjunction with the administration may propose an 
alternative work schedule that includes teaching an online course from a remote site. All 
work schedules are subject to the approval of the chief academic officer. 

 

2. Hybrid courses: 
 

a. The Professional Employee will be credited with one-half (1/2) hour of release time for one 
(1) semester for each credit hour of course developed. 

 
b. In addition to the normal contract, the Professional Employee will be compensated for each 

section of each course taught in an amount equal to 25% of the summer/overload scale of 
this article for the first two semesters the course is taught and 10% each subsequent 
semester. 

 

c. The Professional Employee in conjunction with the administration may propose an 
alternative work schedule that includes teaching a hybrid course from a remote site. All 
work schedules are subject to the approval of the chief academic officer. 



31  

3. ITV courses in addition to the normal contract: 
 

a. The Professional Employee will be paid $75.00 per credit hour for the 1st time the 
Professional Employee offers the course. 

 

b. The Professional Employee will be compensated an amount equal to 15% for one off 
campus site, 30% for two and 45% for three or more off campus sites, of the 
summer/overload scale of this article 

 

4. Instructors of private music lessons: 
 

a. The Professional Employee will receive compensation on the basis of four (4) applied music 
student contracts equal one (1) credit hour of regular contract time for Professional 
Employees with less than fifteen (15) hours and at least twelve (12) hours of “regular 
classes” that do not include applied music classes. 

 

b. For overload, Professional Employees will receive for each applied music student contract 
compensation equal to the overload schedule for one student of this article plus the 
additional private lesson fees charged to the student. 

 

c. Only full-time students enrolled in at least one other NCCC music class or juniors and 
seniors from high schools that qualify for the concurrent enrollment program will be able to 
receive private lessons on any of the NCCC campuses. Normal overload limitations apply 
for the maximum number of private music lessons that an instructor can teach. 
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ARTICLE 14 
 
 

EARLY RETIREMENT INCENTIVE 
 

A Professional Employee of NCCC who may find it necessary or desirable to retire from employment 
with the College prior to normal retirement age may retire under the terms and conditions as stated 
in the Board of Trustees Policy Manual.  hereinafter specified, subject to the following limitations: 
 

1. Eligibility:  A Professional Employee is eligible for early retirement if such Professional Employee: 
 

Is currently a full-time bargaining unit Professional Employee; 
 

a. Has completed ten (10) or more years of full-time employment services with the College; 
 

a. Provides verification of retirement from the Kansas Public Employee Retirement System; and 
 

(0) Must complete the academic year in which the Employee is under contract to receive the 
benefit, or receive written approval from the President pursuant to allowable exception(s). 
 

Eligibility in accordance with (a) – (c) above will be determined by the President of the College. A 
Professional Employee applying for early retirement shall have the responsibility to provide all facts and 
information necessary to prove eligibility for early retirement and to determine benefits to be paid. 
 

1. Application. A Professional Employee may apply for early retirement by giving written notice to 
the President of the College. Such written notice by the Professional Employee shall be submitted on or 
before the first day of February preceding the anticipated retirement date, and the notice shall 
include the following information: 
 

a. A statement of the applicant’s desire to take early retirement; 
 

a. Notification as to whether the applicant desires the payment in January or July of each year; 
and, 
 

a. Notification as to whether the applicant desires health insurance coverage through the college 
group health insurance program. 
 

Following final action by the Board on any application for early retirement the President of the 
College shall notify the applicant in writing of the final disposition and the date and amount of early 
retirement benefits to be paid. Note: The college will make payments in accordance with applicable 
State and Federal Statutes and regulations. 
 

1. Basis of Retirement Benefit. The early retirement benefit shall be an annual payment made in 
the retired Professional Employee’s name to the college’s identified 403(b) plan provider. The payment 
will be determined by utilization of the percentage opposite the year of benefit on the following 
table. The percentage for the year shall be multiplied by the Professional Employee’s last annual 
contract salary. The payment shall be paid annually in either January or July. The early retirement 
benefit period will end when the Professional Employee reaches age 65 or when five (5) years of 
early retirement benefits have accrued, whichever occurs first. The benefit for a benefit year in 
which the full-time employee reaches age 65 shall be prorated. The initial date selected for first year 
payment (January/July) shall then become the anniversary date for subsequent payments. 
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Early retirement benefits shall be based on KPERS retirement eligibility and years of service after 
eligibility according to the chart below. 
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ARTICLE 15 
 
 

INDIVIDUAL PROFESSIONAL EMPLOYEE CONTRACT 
 

PROFESSIONAL EMPLOYEE'S CONTRACT 
NEOSHO COUNTY COMMUNITY COLLEGE 

 

 
This contract is executed between the Board of Trustees and    

 

professional employee). 
 

The Board and the Professional Employee agree that: 
 

1. The Professional Employee is employed for contract days 
 

beginning on ending on . 
 

2. The Professional Employee is employed to perform the following duties:    
 
 
 

and such other duties as may be assigned by the Board. The Professional Employee shall be subject 

to and abide by the Negotiated Agreement and the NCCC Board Policy. 

3. The Board shall compensate the Professional Employee at the annual rate of $   
 

to be paid in twelve substantially equal installments. Payment shall begin on . 
 

4. If the Professional Employee provides written authorization to the Board by April 1, the balance of 

the Professional Employee's compensation shall be paid in one payment upon completion of all the 

Professional Employee's contractual obligations. Such payment shall be made no later than June 1. 

The authorization shall be effective for successive years unless it is revoked in writing by the 

Professional Employee. 

5. This Contract is subject to the statutory provisions of the State of Kansas. 
 

6. The terms of this Contract may be modified only upon the mutual agreement of the Board and the 

Professional Employee. 
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WITNESS: By signing this Contract the Board and the Professional 

Employee manifest their agreement to its terms. 

Signature of Professional Employee:    
 

Date:    
 

 
 
 
 

BOARD OF TRUSTEES OF NEOSHO COUNTY COMMUNITY COLLEGE 

PRESIDENT:    

CLERK:    
 

DATE:    
 

 
Step Number, Column 9-Month Amount Extended Contract 
Amount 
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ARTICLE 16 
 
 

DURATION 
 

This Negotiated Agreement, as ratified by the Board of Trustees of Neosho County Community College 
and the recognized negotiating unit represented by Neosho County Community College Professional 
Educators' Association shall become effective on  July 1, 20197, and  shall expire on June 30,  202018, 
covering one contract year, July 1, 20197, through June 30, 202018. 

 

The terms of this negotiated agreement may be modified only upon the mutual agreement of the Board 
and the Neosho County Community College Professional Educators' Association. 

 

Approved and ratified this   9th  day of May , 20179, by the Board of Trustees of 
Neosho County Community College. 

 
 
 
 
 
 

Chair, NCCC 
Board of Trustees 

 

 
 

ATTEST:    
Clerk of the Board 

 
 
 
 

 
Approved and ratified this 9th    day of May , 20197, by the Neosho County 
Community College Professional Educators' Association. 

 

 
President 
Professional Educators' Association 

 

 
 

ATTEST:    

Formatted: Superscript

Formatted: Superscript
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APPENDIX 
 

 
 
 
 
 

The documents in this Appendix may be changed with the 
approval of the President of the College and the President of 

the Professional Educators’ Association. 
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Neosho County Community College 
Form A 

Evaluation Check List/ Self Evaluation 
 

 
 

Name  Date    
 

 
    _Self evaluation _Supervisor evaluation completed by    

 

Instructional Check List 
 

A. Specific responsibilities 

 
1. Professional Classroom Instruction 

 

a. Teaches classes as scheduled (day, evening, off-campus.) 
Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
b. Communicates effectively with students. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
c. Keeps accurate records of student progress and attendance. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
d. Maintains an atmosphere conducive to learning. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
e. Follows safety practices in classrooms, shops, and labs. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
f. Utilizes assessment tools to determine course outcome achievement. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
g. Uses outcome assessment results to make appropriate enhancements to teaching/learning process. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
h. Provides appropriate level of rigor that challenges students to perform academically. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
i. Takes reasonable precautions to guard student academic honesty. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
j. Sets appropriate grading standards to guard against grade inflation. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
k. Utilizes active learning techniques and/or other methods that promote student engagement. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 
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2. Professional Growth and Development 
 

a. Attends workshops, seminars, and/or classes, that will keep instructor current in his or her discipline. 
Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
b. Participates in activities that will keep instructor current in the field of teaching. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 
 

 
 
3. Institutional Support 

 

a. Demonstrates a basic knowledge of institutional programs and services. 
Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
b. Participates on college committees. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
c. Meets deadlines for assignments. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
d. Maintains professional attitude. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
e. Maintains a professional image appropriate to his or her responsibilities or discipline. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
f. Attends in service, faculty and, division meetings, and graduation. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
g. Maintains contacts with local business and industry and other community groups as the discipline 
warrants. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
h. The Professional Employee demonstrates a commitment to diversity. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 
 

 
 
4. Student Support 

 

a. Advises students using the current requirements for graduation 
Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
b. Assists with student recruitment and retention efforts. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
c. Maintains posted office hours. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 
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d. Treats students with respect and common courtesy. 
Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
e. Assists with semester enrollments. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 
 

 
 
5. Course Materials 

 

a. Assists in development and revision of official course syllabi for each course in the instructor’s 
discipline.  (Each syllabus should be revised at least once every 3 years.) 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
b. Prepares copies of specific course section syllabi each semester for placement on the computer 
system. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
c. Assists in the selection of textbooks, equipment, and other instructional needs. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 

 
d. Utilizes the automated college learning management system. 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 
 
 
 
 
B. Overall Evaluation 

Outstanding Meets Expectations Needs Improvement Unsatisfactory N/A 
 
 
 
 

Comments   
 
 
 
 
 

Professional Employee Signature Date 
 
 
 
 

Supervisor Signature Date 
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Student Course and Instructor Rating Instrument 
 

Please complete the questionnaire below.  This information is used by the College and the instructor to 
improve the student’s educational experience. The results of this anonymous questionnaire will NOT be 
shared with the instructor until after semester grades are submitted. Written comments may be added 
on the separate sheet of paper provided to you. Your honest and constructive opinions are  
appreciated. 

 

1. Are you a:  

 a.   freshman (0-26 credit hours) b.   sophomore (27 or more credit hours) 
 

 
 
2. 

c. concurrent (high school student) 
 
Are you taking this course as a/an: 

d.   non-degree seeking 

a. requirement b.   elective 
 

3. Are you a: 
a. male b.   female 

 
4. Your expected grade in this course is: 

a. A b.   B c. C d.   D e.   F 

 
5. Rate the course content: 

 

 
 
6. 

a.   very good 

 
Rate the instructor: 

b. good c. fair d. poor e. very poor 

 a.   very good b. good c. fair d. poor e. very poor 

 
7.   Rate the course in general: 

 a.   very good b. good c. fair d. poor e. very poor 

 

8. 
 

Semester: 
a.   interterm 

 
 

b. 

 
 
fall 

 
 

c. 

 
 

winter 

 
 

d. 

 
 
spring 

 
 

e. 

 
 
summer 

 

9. The instructor follows his/her stated course syllabus. 
a. strongly agree b.  agree c. disagree d. strongly disagree 

 
10. The instructor is well prepared for each class. 

a. strongly agree b.  agree c. disagree d. strongly disagree 

 
11. The instructor is knowledgeable of the subject matter. 

a. strongly agree b.  agree c. disagree d. strongly disagree 

 
12. The instructor expresses ideas clearly. 

a. strongly agree b.  agree c. disagree d. strongly disagree 

 
13. Please mark “A” on this item. 

 
14. The instructor effectively communicates the subject matter to the students. 

a. strongly agree b.  agree c. disagree d. strongly disagree 
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15. The instructor seems genuinely interested in what he/she is teaching. 
a. strongly agree b. agree c.  disagree d. strongly disagree 

 
16. The instructor shows enthusiasm when teaching. 

a. strongly agree b. agree c.  disagree d. strongly disagree 

 
17. The instructor is concerned with whether or not the students learn the material. 

a. strongly agree b. agree c.  disagree d. strongly disagree 

 
18. Please mark “B” on this item. 

 
19. The instructor seems genuinely interested in me as a person. 

a. strongly agree b. agree c.  disagree d. strongly disagree 

 
20. The instructor helps students to feel free to ask questions. 

a. strongly agree b. agree c.  disagree d. strongly disagree 

 
21. The procedure for grading is fair. 

a. strongly agree b. agree c.  disagree d. strongly disagree 

 
22. The instructor has a realistic definition of good performance. 

a. strongly agree b. agree c.  disagree d. strongly disagree 

 
23. Please mark “C” on this item. 

 
24. The instructor keeps me informed of my current grade. 

a. strongly agree b. agree c.  disagree d. strongly disagree 

 
25. This course challenges me intellectually. 

a. strongly agree b. agree c.  disagree d. strongly disagree 

 
26. I have become more competent in this area because of this course. 

a. strongly agree b. agree c.  disagree d. strongly disagree 

 
27. The instructor usually holds class for the full amount of allotted time. 

a. strongly agree b. agree c.  disagree d. strongly disagree 

 
28. Please mark “D” on this item. 

 
29. The instructor works to make the subject matter interesting. 

a. strongly agree b. agree c.  disagree d. strongly disagree 

 
30. The course assignments are clearly specified. 

a. strongly agree b. agree c.  disagree d. strongly disagree 

 
31. The instructor is an effective speaker. 

a. strongly agree b. agree c.  disagree d. strongly disagree 
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32. This is an interesting course. 
a. strongly agree b. agree c.  disagree d. strongly disagree 

 
33. Please mark “A” on this item. 

 
34. The content of this course is consistent with the stated outcomes of the course. 

a. strongly agree b. agree c.  disagree d. strongly disagree 

 
35. The instructor makes me aware of the current issues in this field. 

a. strongly agree b. agree c.  disagree d. strongly disagree 

 
36. The instructor’s use of examples helps to get points across in class. 

a. strongly agree b. agree c.  disagree d. strongly disagree 

 
37. The instructor clarifies complex concepts. 

a. strongly agree b. agree c.  disagree d. strongly disagree 

 
38. Please mark “B” on this item. 

 
39. The class time spent is worthwhile. 

a. strongly agree b. agree c.  disagree d. strongly disagree 

 
40. I would recommend this course to a fellow student. 

a. strongly agree b. agree c.  disagree d. strongly disagree 
 

 
 

41. Assistance from the instructor outside of class is readily available. 
a. strongly agree b. agree c.  disagree d. strongly disagree 

 
42. The exams are fair. 

a. strongly agree b.  agree c. disagree d. strongly disagree e.   N/A 

 
43. Please mark “C” on this item. 

 
44. The instructor takes reasonable precautions to prevent cheating. 

a. strongly agree b.  agree c. disagree d. strongly disagree e.   N/A 

 
45. The instructor generally uses technology effectively. 

a. strongly agree b.  agree c. disagree d. strongly disagree e.   N/A 

 
46. Any required supplemental online software resource is sufficiently utilized. 

a. strongly agree b. agree c. disagree d. strongly disagree e. N/A 

 
47. Any supplemental online software resource used for this class is effective. 

a. strongly agree b. agree c. disagree d. strongly disagree e. N/A 
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Please comment on the following items: 

 
a. Instructor: 

 

 
 
 
 
 
 
 
 
 

b. Coursework: 
 

 
 
 
 
 
 
 
 
 

c. Teaching Materials (books, notes, films, etc.): 
 

 
 
 
 
 
 
 
 
 

d. Positive aspects of the class: 
 

 
 
 
 
 
 
 
 
 

e. Negative aspects of the class: 
 

 
 
 
 
 
 
 
 
 

Additional comments: 
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Neosho County Community College 
Form C 

Videotape or Classroom Evaluation 
 

Name: Date:    
 

Class Observed:    
 

By: Time length of observation:    
 

Specific activities of class and topics observed: 
 

 
 

Please respond numerically according to the scale below: 

 
5 – Excellent 
4 – Above Average 
3 – Satisfactory 
2 – Needs Improvement 
1 – Unsatisfactory 

 

    1.  Poise and confidence of the instructor. 
 

    2. Classroom climate conducive to learning:  student interest, attention, participation. 
 

    3. Instructor’s interest and enthusiasm for the subject matter. 
 

    4. Organization of the learning activity:  order, direction, conclusion. 
 

    5. Selection and utilization of instructional materials and/or techniques:  positioning, eye 
contact, use of equipment or materials, etc. 

 

    6. Instructor’s ability to clarify material by explanation and example. 
 

    7. Effective and acceptable communication skills:  speech, language, writing. 
 

    8. Respect for students’ point of view. 
 

    9.  Elicits respect from students. 
 

    10. Overall rating of instructional techniques. 

 
Please supply any written comments on the back of this form. 
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Form D Online or Hybrid Course Evaluation 
 

Course Code & Section 
Instructor’s Name 
date. 
Course Start Date 
date. 

Click here to enter text. 
Click here to enter text. 

 
Click here to enter a date. 

Course Name 
Date Submitted 

 
Course End Date 

Click here to enter text. 
Click here to enter a 

 
Click here to enter a 

Check One: Online Course  Hybrid Course 

Check One: 
Evaluation 

Self-Evaluation Peer Evaluation Supervisor 

 

For further explanations on these guidelines please refer to the NC Best Practices for Online Courses 
document. 

 
 
Excelle 
nt 

Above 
Avera 
ge 

 
 

Satisfa 
ctory 

Needs 
Improv 
ement 

 
 
Unsatisf 
actory 

 
 
 

COURSE OVERVIEW AND INTRODUCTION 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

Navigational instructions make the organization of the course easy to 
understand. 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

A statement introduces the student to the structure of the course. 
 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

Netiquette expectations with regard to discussions and email 
communication are clearly stated. 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

The self-introduction by the instructor is appropriate. 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 
Students are requested to introduce themselves to the class. 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

Minimum technology requirements, minimum student skills, and, if 
applicable, prerequisite knowledge in the discipline, are clearly stated. 

Click here to enter comments. 
 
 
Excelle 
nt 

 

Above 
Averag 
e 

 
 

Satisfa 
ctory 

 

Needs 
Improv 
ement 

 
 
Unsatisf 
actory 

 
 
 

LEARNING OUTCOMES 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

The learning outcomes of the course are clearly stated and 
understandable to the student. 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

Instructions to students on how to meet the learning objectives are 
adequate and easy to understand. 

Click here to enter comments. 
 
 
Excelle 
nt 

 

Above 
Averag 
e 

 
 

Satisfa 
ctory 

 

Needs 
Improv 
ement 

 
 
Unsatisf 
actory 

 
 
 

ASSESSMENT AND MEASUREMENT 
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The grading policy is transparent and easy to understand. 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 

Instructor keeps students informed of grades on assessments and 
the class as a whole in a timely manner, based on instructor- 
specified timeline. 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 

The types of assessments selected and the methods used for 
submitting assessments are appropriate for the distance learning 
environment. 

Click here to enter comments. 
 
 
Excelle 
nt 

 

Above 
Averag 
e 

 
 

Satisfa 
ctory 

 

Needs 
Improv 
ement 

 
 
Unsatisf 
actory 

 
 
 

RESOURCES AND MATERIALS 
 

 

 
 

 

 

 

 
 

 

 

 

 
 

 

 

 

 
 

 

 

 

 
 

 

Instructional materials are presented in a format appropriate to the 
online environment, and are easily accessible and usable by the 
student. 

Click here to enter comments. 
 
 
Excelle 
nt 

 

Above 
Averag 
e 

 
 

Satisfa 
ctory 

 

Needs 
Improv 
ement 

 
 
Unsatisf 
actory 

 
 
 

LEARNER INTERACTION 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

Learning activities foster instructor-student, content-student, and 
student-student interaction. 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

Clear standards are set for instructor response and availability (turn- 
around time for email, grades posted etc.) 

 

 
 

 
 

 

 
 

 

 
 

 

 
 

 

 

The course design prompts the instructor to be present, active, and 
engaged with the students. 

Click here to enter comments. 
 
 
Excelle 
nt 

 

Above 
Averag 
e 

 
 

Satisfa 
ctory 

 

Needs 
Improv 
ement 

 
 
Unsatisf 
actory 

 
 
 

COURSE TECHNOLOGY 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

The tools and media enhance student interactivity and guide the 
student to become a more active learner. 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

Technologies required for this course are either provided or easily 
downloadable. 

 

 
 

 
 

 

 
 

 

 
 

 

 
 

 

 

Instructions on how to access resources at a distance are sufficient 
and easy to understand. 

Click here to enter comments. 
 
 
Excelle 
nt 

 

Above 
Averag 
e 

 
 

Satisfa 
ctory 

 

Needs 
Improv 
ement 

 
 
Unsatisf 
actory 

 
 
 

LEARNER SUPPORT 
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The course instructions articulate or link to a clear description of the 
technical support offered. 

Click here to enter comments. 
 
 
Excelle 
nt 

 

Above 
Averag 
e 

 
 

Satisfa 
ctory 

 

Needs 
Improv 
ement 

 
 
Unsatisf 
actory 

 
 
 

ACCESSIBILITY 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

 
Web pages have links that are self-describing and meaningful. 

Click here to enter comments. 
This section to be used during self-evaluation and supervisor evaluation: 

 

 
Excelle 
nt 

 

Above 
Averag 
e 

 
 

Satisfa 
ctory 

 

Needs 
Improv 
ement 

 
 
Unsatisf 
actory 

 
 
 

OVERALL 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

 
Instructor’s interest and enthusiasm for teaching this course. 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

 
Overall rating of instructional techniques. 

Click here to enter comments. 



 

Neosho County Community College 
Faculty Evaluation Conference 

 
 
 
 

Name: Date:    
 

 
Evaluation Checklist Instructional Evaluation    
Student Evaluation (video tape or classroom observation) 

 

 
Strengths: 

 
 
 
 
 
 
 
 

Areas for Improvement: 
 
 
 
 
 
 
 
 

Comments/Recommendations: 
 
 
 
 
 
 
 
 

.................................................................................................................................................................................................. 

 
Administrator/Supervisor 

 

 
********** 
Signature indicates instructor has received a copy of this form; not necessarily agreement. 

 
Instructor     
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On-Line Rating Form Revision 

0 0 0 0 
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You are being asked to participate in a survey of the on-line course(s) that you have taken this semester. 
The information obtained WILL NOT be shared with your instructor(s) until after grades have been finalized. 

All responses are anonymous. · 
 

 
 
 
 

Are you a 

O Freshman O Sophomore 

 
 
 

Are you taking this course as a 

O Required O Elective 

 
 
 

Are you a 

O Male O Female 

 
 
 

Your expected grade in this course is 

OA OB oc OD 
 

 
What is the end result you are seeking 

O Associate 

of A rts 

O Associate 

of Science 

 
Associate 

of App lied 

Science 

 
Associate 

of  General 

Studies 

 
Non 

Degree 

Seeking 

O Certificate Don't 

Know 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Page 1 
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For each of the following questions, please mark how you feel about this on-line course. 
 

 

Course Overview and Introduction 
 

Agree Strongly 

 
 
 

Agree Disagree 

 

 
 

Disagree 

Strongly 

 
 
 

N/A 

 

 
 
 
 
 
 
 
 
 
 
 
 

Minimum technology requirements, minimum 

student skills, and, ifapplicable, prerequisite 

knowledge in the discipline, were clearly 

stated. 

0 0 0 0 0 

 

 

Additional comments about the course content, subject matter and any 

particular relevance this course has had to your education. 
 

 
 

 
 

Learning Outcomes 
 
 
 

Agree Strongly Agree 

 
 
 

Disagree 

 

 
 

Disagree 

Strongly 

 
 
 

N/A 

 
 
 

outcomes were NOT adequate and easy to 

understand. 
 

 
 

Additional comments on how clearly the objectives of the course were stated 

and followed. 
 
 
 
 
 
 

Page 2. 
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Assessment and Measurement 
 

Disagree 

 
 
 

The instructor did a good job  keeping me 

informed of my grades on assessments  and 

tests and the class as a whole. 

 
 
 
 
 
 
 

Additional comments on the examinations as to difficulty, fairness, etc. 
 

 
 
 
 

Resources and Materials 
 

Agree Strongly Agree Disagree N/A 

 
 
 
 
 
 
 

Additional comments on the value of books, homework and papers (if any) in 

this course. 
 

 
 
 
 

Learner Interaction 
 

Agree Strongly 

 
Agree 

 
Disagree 

 
Disagree 

Strongly 

 
N/A 

 

Page 3 
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0 0 0 0 0 
On-Line Rating Form Revisi on 

 

The Instructor responded  by e-mail,grade 

posting, etc. within the posted time limits. 
 

 
 
 
 

Additional comments about learner interaction 
 

 
 

 
 
 
 
 

For each of the following questions, please mark how you feel about this on-line course. 
 
 

Instructor Items 
 

Agree Strongly Agree Disagree 

 
Disagree 

Strongly 

 
N/A 

 
 
 
 
 
 
 

The instructor demonstrated a thorough 

knowledge of the subject matter. 
0 0 0 0 0 

 

 
 
 
 

Additional comments about the instructor{s) in this course? 
 

 
 

 
 

Course Technology 
 

Agree Strongly Agree Disagree N/A 
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On-Line Rating Form Revision 
 

course were either provided easily 

downloadable, or Iwas told how to get them. 
 

 
 

Additional comments about the course technology 
 

 
 
 
 

Learner Support 
 

Agree Strongly 

 
Agree Disagree 

 
Disagree 

Strongly 

 
N/A 

 
 

The instructor provided clear information on 

how Ican access the college's student support 

system , such as free tutoring, library 
 

 
 
 
 
 
 

Additional comments about learner support 
 

 
 
 
 

Accessibility 
 

Agree Strongly 

 
Ag ree Disagree 

 
Disagree 

Strongly 

 
N/A 

 

 
 
 
 

Additional comments about accessability 
 

 
 
 
 
 
 
 
 
 
 

Page 5 



55  

 

 
 

Overall Course 
 
 
 

Agree Strongly Agree Disagree 

 

 
 

Disagree 

Strongly 

 
 
 

N/A 

 
 
 
 

Iintend to take another class in an on-line environment . 

O Agr ee Strongly O Agree O Disagree O Disagree Strongly 

 
 
 

What improvements would you suggest for this course? 
 

 
 
 
 

What is your evaluation of this course? Please base your answer upon: A. Your 

satisfaction with what you got out of this course and B. Whether it was a 

valuable educational experience or a disappointment. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Page 6 
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Neosho County Community College 

Absence Report 
 

Name:    Employee ID#   
 

Date:    

Date:    

Date:    

Date:    

Date:    

Date:    

Date:    

Date:    

Date:    

Date:    

Hours:     

Hours:     

Hours:     

Hours:     

Hours:    

Hours:     

Hours:     

Hours:     

Hours:     

Hours:     

□ Sick ☐ Vacation ☐ Personal* 
 

□ Sick ☐ Vacation ☐ Personal* 
 

□ Sick ☐ Vacation ☐ Personal* 
 

□ Sick ☐ Vacation ☐ Personal* 
 

□ Sick ☐ Vacation ☐ Personal* 
 

□ Sick ☐ Vacation ☐ Personal* 
 

□ Sick ☐ Vacation ☐ Personal* 
 

□ Sick ☐ Vacation ☐ Personal* 
 

□ Sick ☐ Vacation ☐ Personal* 
 

□ Sick ☐ Vacation ☐ Personal* 

 

 

Total Hours :    
 

*Emergency/Personal Leave (Professional Employees Only) 
 

 Minimum leave reported is .50 hour. 
 

 Leave for a professional employee is subject to the provisions of the negotiated agreement between the 

College and the Professional Educators Association. 

 Leave for all other employees is subject to the provisions of the Board of Trustees Policies. 
 

 
Employee: Date:    

 

Supervisor: Date:    
 
 

Payroll Use Only 
 

Employee Master ☐    
 

Payroll ☐    
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NEOSHO COUNTY COMMUNITY COLLEGE 

STAFF SCHOLARSHIP FORM 

 
Please complete this form in order to apply for a Staff Scholarship. This form must be completed each semester of 
enrollment and submitted to the Financial Aid Office at the Chanute campus. Staff scholarships are for tuition and 
participation in the Consumable Book Loan program. To maintain eligibility, the employee must be employed full-time 
by NCCC on the first and the last day of the class. Scholarship recipients will be liable for tuition costs for each credit 
hour that they do not receive a grade of A, B, C, or P. Please refer to the NCCC Board of Trustees Policy Handbook and 
the Scholarship Handbook for scholarship guidelines and requirements. 

 

 
 

Semester & Year Hours Enrolled     
 

 
Student’s Printed Name    

 

 
SSN  NCCC ID#     

 
 
 
 

Student’s Signature Date 
 
 
 
 
 

NCCC Scholarship Office Use Only - District Status Determined by Tuition Type as per the Student Master. 
 

 
 

  Tuition Type 1 =  In-District Tuition 4361 Consumable Book Loan 4368 
 

  Tuition Type 2 =  Out-District Tuition 4961 Consumable Book Loan   4968 
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NEOSHO COUNTY COMMUNITY COLLEGE 

DEPENDENT SCHOLARSHIP FORM 

 

 
Please complete this form in order to apply for a Dependent Scholarship. This form must be completed each semester 
of enrollment and submitted to the Financial Aid Office at the Chanute campus. Dependent scholarships are for tuition 
and participation in the Consumable Book Loan program. To maintain eligibility, the employee must be employed full- 
time by NCCC on the first and the last day of the class. Scholarship recipients will be liable for tuition costs for each 
credit hour that they do not receive a grade of A, B, C, or P. Please refer to the NCCC Board of Trustees Policy 
Handbook and the Scholarship Handbook for scholarship guidelines and requirements. 

 
 
 
 

Semester & Year Hours Enrolled    
 

Student’s Printed Name    
 

SSN NCCC ID #    
 

NCCC Employee’s Printed Name    
 

 
Relationship of Student to NCCC Employee    

 
 
 
 

NCCC Employee’s Signature Date 
 
 
 
 

Student’s Signature Date 
 
 
 
 

NCCC Scholarship Office Use Only - District Status Determined by Tuition Type as per the Student Master. 
 

 
 

  Tuition Type 1 =  In-District Tuition 4371 Consumable Book Loan 4378 
 

  Tuition Type 2 =  Out-District Tuition 4971 Consumable Book Loan   4978 
 
 
 
 
 
 
 
 
 
 



 

NEOSHO COUNTY COMMUNITY COLLEGE 
SUPPLEMENTAL CONTRACT 

 

This contract, made and entered into, this                day of        __   by and between the Board of Trustees of Neosho County Community College, Neosho County, 

Kansas, hereinafter called the “Board” and______________, Employee ID #________ hereinafter called the “Employee.” 
 

The parties hereto agree that the Instructor shall be employed by the Board as an employee of Neosho County Community College for the school year  ________, 

whose supplemental duties as defined and scheduled by the Board, shall include the following services to be rendered:       

Reason for Authorization:     Overload       Other:  _________________ 
 

Fiscal Year:____________               Semester:                                    Fall     Spring     Summer 
 

Course # Course Name Location of Class 

(site) 

Cr/ 

Hrs 

Start 

Date 

End  

Date 

#* 

Students 

Pay 

Rate 

Total 

Pay 

         

         

         

 

TOTAL 
        

 
Account #:  Amount:  On-line Compensation:  Amount:  

Account #:  Amount:  
                  (if applicable) 

    

 

Payment Schedule and/or Installments: 

 

 Month/Amount   Month/Amount   Month/Amount          Month/Amount 
1.   2.   3.   4.    

5. 6. 7. 8. 

   

_______________________________________  ______________    _____________________________________  _______________ 

         Instructor         Date                   Division Chair            Date 

_______________________________________  _____________    ______________________________________  _______________ 

         Vice-President        Date                Business Manager            Date 

 

_______________ Payroll Signature 

NEOSHO COUNTY COMMUNITY COLLEGE 
SUPPLEMENTAL CONTRACT 

 
This contract, made and entered into, this day of by and between the Board of Trustees of Neosho County Community College, 
Neosho County, Kansas, hereinafter called the “Board” and  hereinafter called the “Employee.” 



 

1.   2.    3.   4.   

5.   6.    7.   8.   

 

The parties hereto agree that the Instructor shall be employed by the Board as an employee of Neosho County Community College for the school year    2015- 
16  , whose supplemental duties as defined and scheduled by the Board, shall include the following services to be rendered: 

 

Reason for Authorization: Overload Other:     
 

Fiscal Year: 2015-16  Semester: Fall Spring Summer 

 
Course # Course Name Location of Class 

(site) 
Cr/ 
Hrs 

Start 
Date 

End 
Date 

#* 
Student 
s 

Pay 
Rate 

Total 
Pay 

         

         

         

 

Account Number:  Job Code:    
 

Payment Schedule and/or Installments: 
 

Month/Amount Month/Amount Month/Amount Month/Amount 
   

   
 

 

Instructor Date Professional Employee’s supervisor Date 
 
 

 
Revised 6/07 

Vice-President Date Business Manager Date 
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Neosho County Community College 
Application for Professional Development Credit and Funding 

 
This professional development form must be completed and submitted to the Professional Development Committee 
whether funding is requested or not. Each professional employee is required to complete a minimum of six (6) units 
(semester hours or equivalent) of professional development every five year period of employment.  After completing 
the professional development activity, the professional employee must submit the attached certification of 
completion form to the Professional Development Committee.  The units shall be related to the professional 
employee’s discipline of instruction or of benefit of NCCC, and may be in the form of college credit hours or an 
equivalent measure of training or educational work. (See article 8 of Negotiated Agreement.) 

 
Horizontal advancement on the salary scale requires the application for class/teaching form, which is submitted to the 
Chief Academic Officer. (See article 11 of Negotiated Agreement for requirements.) 

 
Applicant (please print)    

 

  Specific discipline or area of benefit (Example: Psychology or Instruction) 
 

  Approximate date of the professional development activity  (Attach information about professional 
development activity.) 

 
  Specific coursework or workshop/seminar applicable to this 
request.  Give detailed course or workshop description. 

 

  Total number of credit hours 
 

  If this is based on a workshop or seminar list the number of contact hours. 
7 ½ contact hours = ½ credit hour 
15 contact hours = 1 credit hour 

 
Funds requested yes  no If requesting funds please complete the following information. 
  Tuition, fees, registration 
  Lodging/food 
  Transportation (mileage rate per college policy) 
  Miscellaneous, special supplies, etc. 

 

  Total Cost of Professional Development Activity 
  Amount taken from other sources, i.e, Department budgets, Carl Perkins, etc. 
  Amount allowed by professional development committee 

 

Accounts from which cost is to be drawn: 

 
  Account number for additional funds requested. 
  1-11-4200-629 Professional Development 

 

  Claimant  Date 
  Professional Dev. Com. Chair  Date 
  Academic Vice President  Date 
  V.P. of Business Affairs  Date 
NOTE: Applicant will receive a copy with appropriate signatures when approved. 
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Professional Development 

Certification of Activity Completion 

 

 
 
I  completed the professional development activity 

please print 
 

 
 
   on     

list activity  date 
 

 
 

The funds requested on the application have have not been used as requested. 
 

If you checked have not, please explain and return unused funds to the Chief Academic Officer. 
 
 
 
 
 
 
 
 
 
 
 
 

Signature Date 

 
Attach receipts and evidence of completion or attendance 
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Neosho County Community College 
Application for Class/Teaching Discipline Related Work 

(In regard to horizontal advancement on salary schedule) 

 
CONDITIONS:  (as per MASTER AGREEMENT) 

The Vice President of Academic and Student Affairs may approve in advance other graduate hours, workshops, 
clinics, or conferences that are related to the Employee’s discipline or job duties.  The Professional Employee 
must submit (this form) at least 10 business days prior to the beginning of the activity, including justification as 
to why this should count for horizontal advancement on the salary schedule. 

 
Name: Date:    

 

Name of Class:    
Catalog Number: or Teaching Discipline Related Work (if applicable) 
Teaching Discipline:    

 

College/University: Semester & Year    
or Sponsoring Agency 

 
Working Toward Degree: yes no Title of Degree:    
Required for Certification:  yes no 
Certificate:    

 

Improvement of Instruction: Pedagogy Technology New Assignment 
 

Credit Hour equivalent units (CEU) Conversion: clock hours/15= _credit hour 
(exclude meal and break times) 

 
Current Salary Schedule Placement: (vertical step number) 

 

  _Instructor _MS _MS+15 _MS+30 MS+45 MS+60 ______DOC 

 
Justification for counting towards horizontal movement    

 
 
 
 
 

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * 
The above coursework and/or teaching discipline related work has been reviewed for advancement on the Professional 
Employee’s Salary Schedule in compliance with Board Policy. 

 
  Credit Hours Approved  Credit Hours Denied Date:    

 

Vice President of Academic and Student Affairs:    
 

A copy of this form should be sent to the Director of Human Resources and the employee. 
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Neosho County Community College 
Grievance Complaint Form 

 

 
 

The grievance form has been developed to assist all parties to comply with the requirements of the policy governing 
work related complaints.  After the grievant has read the policy, “Grievance Procedure,” which is published in the 
Negotiated Agreement and the Board of Trustee Policy Manual, the form should be completed and returned to the Vice 
President of Academic and Student Affairs.  The Vice President of Academic and Student Affairs is also responsible for 
answering questions regarding the intent of the policy and the procedures and time constraints inherent in the language 
of the “Grievance Procedure.” 

 
To Be Completed by the Grievant 
(Additional sheets may be attached.) 

 
1. Name of Grievant:    

 

2. Title of Grievant:    
 

3. Statement of Grievance:    
 
 
 
 
 

4. Synopsis of facts giving rise to grievance:  (Include specific dates, times, etc.)     
 
 
 
 
 

5. Policy or procedure allegedly violated:     
 
 
 
 

6. Date on which alleged violation occurred:    
 

7. Specific relief requested:     
 
 
 
 
 

8. Signature of Grievant: Date:     
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Neosho County Community College 
Employee Grievance Procedure 

 
Step 1 

I have discussed my grievance with my supervisor, , on    
and wish to proceed to Step 2 of the grievance procedure. 

 

 
Employee Signature Date 

 

*************************************** 

Step 2 
I have discussed the above grievance with    
on and my decision is:    

 

 
 
 

Vice President of Academic/Student Affairs Date 
 

I accept the above decision. 
I do not accept the above decision and wish to appeal to Step 3. 

 

 
Employee Signature Date 

 

*************************************** 

Step 3 
The above grievance has been reviewed according to College personnel policies.  My decision is: 

 
 
 
 
 

President Date 
 

I accept the above decision. 
I do not accept the above decision and wish to appeal to Step 4. 

 

 
Employee Signature Date 

 

*************************************** 

Step 4 
The above grievance has been reviewed by the Board of Trustees.  The decision of the Board of Trustees is as follows: 

 
 
 
 
 

Chairperson, Board of Trustees Date 
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Neosho County Community College 
Family and Medical Leave Request 

 
Name Date    

 

I hereby request family and medical leave beginning and ending    
  as outlined in the Negotiated Agreement and the Board of Trustee Policy Manual. 

 

 
Employee Signature SSN 

 
------------------------------------------------------------------------------------------------------------------ 

 
To be completed by the President or his/her designee 

 

Eligible 
 

Yes 

No 

Type of Leave 
 

1. Paid Vacation 
 

2. Personal 
 

3. Sick 
 

4. Disability 
 

5. Salary reduction 
 

6. Unpaid 

Reason for Leave 
 

1. Birth 
 

2. Adoption 
 

3. Immediate Family Illness 
 

4. Serious Employee Illness 

  

Schedule of Leave 
 

1. Consecutive 
 

2. Intermittent 
 

3. Reduced 

 

Requirements 
 

1. Medical certification 
 

2. Health premium payments 
 

3. Job restoration or Equivalency 
 

4. Fitness-for-duty certification 
 

 
 

Other comments or stipulations:    



Q1 Please select the most appropriate answer to the following
statements.

Answered: 121 Skipped: 0

Excellent
teaching is...

Faculty are
qualified to...

The college
supports...
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The highest
priority amo...

Students
experience...

Learning
center...

Institutional
publications...
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Faculty
demonstrate...

The quality of
instruction ...

Faculty are
fair and...
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40.50%
49

48.76%
59

4.13%
5

0.83%
1

0.00%
0

5.79%
7

 
121

 
1.63

32.50%
39

52.50%
63

2.50%
3

0.00%
0

0.00%
0

12.50%
15

 
120

 
1.66

30.58%
37

35.54%
43

7.44%
9

2.48%
3

0.83%
1

23.14%
28

 
121

 
1.80

40.50%
49

45.45%
55

7.44%
9

2.48%
3

0.83%
1

3.31%
4

 
121

 
1.74

33.61%
40

57.98%
69

3.36%
4

1.68%
2

0.00%
0

3.36%
4
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1.72

21.01%
25

40.34%
48

11.76%
14

1.68%
2

0.00%
0

25.21%
30

 
119

 
1.92

24.17%
29

42.50%
51

17.50%
21

1.67%
2

0.83%
1

13.33%
16

 
120

 
1.99

29.75%
36

50.41%
61

9.09%
11

2.48%
3

0.00%
0

8.26%
10

 
121

 
1.83

27.27%
33

52.89%
64

9.09%
11

2.48%
3

0.00%
0

8.26%
10

 
121

 
1.86

22.31%
27

47.11%
57

10.74%
13

4.96%
6

0.83%
1

14.05%
17

 
121
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Strongly Agree Agree Neither Agree nor Disagree Disagree

Stongly Disagree Don't know/Doesn't apply

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

 STRONGLY
AGREE

AGREE NEITHER
AGREE
NOR
DISAGREE

DISAGREE STONGLY
DISAGREE

DON'T
KNOW/DOESN'T
APPLY

TOTAL WEIGHTED
AVERAGE

Excellent teaching
is expected at this
college.

Faculty are
qualified to teach
the courses to
which they are
assigned.

The college
supports freedom
of inquiry by
faculty.

The highest priority
among faculty and
staff is promoting
student success.

Students
experience
intellectual growth
here.

Learning center
resources meet
the teaching
needs.

Institutional
publications reflect
diversity in the
student body,
faculty, and staff.

Faculty
demonstrate
integrity in their
daily work.

The quality of
instruction at
NCCC is excellent.

Faculty are fair
and unbiased in
their treatment of
individual students.
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Q2 Please select the most appropriate answer to the following
statements.

Answered: 121 Skipped: 0

This college
currently ha...

The college
provides...

The process of
student...
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Instructional
program...

The college
catalog...

Academic
program...

Adequate
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11.57%
14

62.81%
76

8.26%
10

12.40%
15

0.00%
0

4.96%
6

 
121

 
2.23

Strongly Agree Agree Neither Agree nor Disagree Disagree

Strongly Disagree Don't know/Doesn't apply

The faculty at
NCCC are...

NCCC fulfills
its promise ...

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

 STRONGLY
AGREE

AGREE NEITHER
AGREE
NOR
DISAGREE

DISAGREE STRONGLY
DISAGREE

DON'T
KNOW/DOESN'T
APPLY

TOTAL WEIGHTED
AVERAGE

This college
currently has
adequate
resources to
accommodate its
students.
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14.88%
18

71.07%
86

6.61%
8

4.96%
6

0.00%
0

2.48%
3

 
121

 
2.02

22.50%
27

40.83%
49

10.83%
13

5.00%
6

1.67%
2

19.17%
23

 
120

 
2.04

27.27%
33

52.07%
63

3.31%
4

0.83%
1

0.00%
0

16.53%
20

 
121

 
1.73

21.49%
26

47.93%
58

13.22%
16

1.65%
2

0.00%
0

15.70%
19

 
121

 
1.94

24.79%
30

52.89%
64

4.96%
6

3.31%
4

0.00%
0

14.05%
17

 
121

 
1.85

19.17%
23

45.00%
54

10.00%
12

7.50%
9

1.67%
2

16.67%
20

 
120

 
2.13

33.06%
40

55.37%
67

6.61%
8

0.00%
0

0.00%
0

4.96%
6

 
121

 
1.72

33.88%
41

52.07%
63

9.09%
11

1.65%
2

0.00%
0

3.31%
4

 
121

 
1.78

The college
provides
appropriate
services to meet
the needs of
students.

The process of
student learning
outcomes
assessment is
faculty driven.

Instructional
program
outcomes relate to
the college’s
purposes.

The college
catalog accurately
depicts academic
life at this college.

Academic
program
requirements are
clear and
reasonable.

Adequate
resources exist for
academic
advising.

The faculty at
NCCC are
competent.

NCCC fulfills its
promise to provide
quality education
to its students.

8 / 44
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Q3 Optional:  Provide any comments about teaching and learning at
NCCC. If comments are provided, please include enough context and

details for the comment to be understood.
Answered: 24 Skipped: 97

# RESPONSES DATE

1 when instructors spend class time talking about personal opinions/issues or students are reluctant
to go to an instructor for fear of being talked down to it is difficult to agree that there is teaching
excellence here.

4/22/2019 1:12 PM

2 We could use another computer lab at Ottawa. Ours are often booked up and difficult to schedule.
I think there is an imbalance to how much students are treated like students and how much they’re
treated like customers. I feel like sometimes we are more concerned with their happiness and
experience than providing their education and holding them accountable to that education. I feel
like outcomes is administration driven. The only time I ever hear faculty discussing outcomes is
when they know their outcomes are not going well. The outcome assessment tool on my Neosho
is incredibly helpful. It makes a very tedious job much easier.

4/22/2019 11:09 AM

3 Kyle Bures has done an excellent job with the academic advising. His weekly emails are
informative. He has definitely made a difference in the materials available for advising.

4/22/2019 10:49 AM

4 We do not have degree check sheets available for every program that we offer. The sheets
available often have a previous year listed. The faculty obviously have the required credentials
necessary to teach. With our student satisfaction rate declining, are we fully utilizing the responses
from student evaluations? We review them, but do we take any action?

4/22/2019 10:13 AM

5 I appreciate that adjunct faculty has printing privileges and an office space. On the other hand, the
pay is incredibly low considering that an adjunct must have a master's degree. Adjuncts are not
able to focus their full attention on providing the best student learning at the current pay rate.

4/20/2019 2:01 PM

6 Thank you... 4/20/2019 8:15 AM

7 Sometimes we focus on numbers too much. Quality should be the focus. 4/19/2019 12:37 PM

8 I believe there is a gap in communication between the teachers, coaches, student, and Tutoring
services on what is expected and how to handle students who are struggling with their academic
success.

4/18/2019 4:12 PM

9 I feel like there could be more tutoring and supplemental resources (like workshops) for some
classes, like English and math.

4/18/2019 2:01 PM

10 Many students have come to me and expressed that several of the Nursing program instructors do
not seem to be prepared. Some of these students have mentioned that they know other people
that are attending other nursing programs and have not experienced this.

4/18/2019 10:18 AM

11 We have a range of faculty members at this time. Some are incredible - beyond excellent! Some,
however, are not as excellent.

4/17/2019 5:25 PM

12 All of my family has attended NCCC, dating back to my father, when the JUCO was attached to the
high school, my brother and sister who proudly participated in the yearly renaissance festival on
campus, and myself. My three child attended as well. My daughter went to CCA, and then NCCC,
prior to moving on to PSU. She reports her foundation at NCCC in core curriculum was excellent,
and she feels it gave her an edge in her higher level coursework

4/17/2019 10:07 AM

13 as an adjunct I don't know several of the answers such as advising, etc. 4/17/2019 8:49 AM

14 Does "Learning center resources" under number 1, refer to the CLC/CAVE? If so, I think the
question needs to be expanded and specified. Examples: is adequate tutoring available, are
resources and research tools adequate for your course , is test proctoring meeting expectations,...

4/16/2019 4:19 PM

15 This is my first experience teaching, and I teach HS CNA students. I have had a great experience
- the support I have to get my job done has been wonderful.

4/15/2019 6:14 PM

9 / 44
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16 Our program requirements for many of the health related occupations are out of date. Students are
being told by clinical locations which makes us look bad. Our dedication to student success has
weakened - significantly. I don't see it as our top priority - not by a long shot.

4/15/2019 2:33 PM

17 Kudos to Kyle Bures on his regular advising emails. He keeps us all informed and on track! 4/15/2019 1:06 PM

18 I truly feel that faculty need to have resources to help with different teaching strategies and
multiple intelligence lesson plans. I know a few faculty are struggling with this and that their pass
rate is very low. I feel helping teachers learn how to teach should be a recurring theme in in
services.

4/15/2019 12:57 PM

19 Not everyone in the nursing department is accepting of students who are in CNA/CMA classes
and are not nursing school bound.

4/15/2019 11:47 AM

20 Nothing to add 4/15/2019 11:40 AM

21 Need more dedicated office space in the nursing department so that each educator can have their
own office space. Temperature is often chilly in the nursing department. Upgrade computer
systems with faster operating systems for laptops and desk tops would be a huge plus. Better
communication and support between the college and the nursing department.

4/15/2019 10:08 AM

22 Always room for improvement 4/15/2019 10:03 AM

23 Believe the college and faculty do their best to enrich the lives of students. Care about the students
academic success

4/15/2019 10:01 AM

24 The program sheets in the college catalog are not clear. At most colleges it is clear what courses
are required for any given program. The "core courses" method in our catalog is confusing. Many
programs need updated to meet current needs. The focus on new programs is good, but please
do not forget that existing programs need support to remain viable.

4/15/2019 9:56 AM
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24.11% 27

70.54% 79

1.79% 2

3.57% 4

Q4 The following questions deal with your primary work location. Please
indicate where you work primarily.

Answered: 112 Skipped: 9

TOTAL 112

Ottawa

Chanute

Online

Other location
(Garnett,...

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

ANSWER CHOICES RESPONSES

Ottawa

Chanute

Online

Other location (Garnett, Lawrence, LaHarpe, Pittsburg, Ft. Scott, concurrent, etc.)
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Q5 Please select the most appropriate answer to the following
statements.

Answered: 116 Skipped: 5

I am pleased
with the...

The Human
Resources...

My physical
workspace is...
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Students are
able to obta...

The purchasing
procedures f...

The Student
Information...

myNeosho is an
effective...
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(Not counting
the Student...

My working
environment ...

The college
bookstore...
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Qualified
administrati...

I am confident
of the Board...

Administrators
demonstrate...

Staff
demonstrate...
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48.28%
56

43.97%
51

2.59%
3

2.59%
3

0.00%
0

2.59%
3

 
116

 
1.58

42.48%
48

49.56%
56

3.54%
4

2.65%
3

0.00%
0

1.77%
2

 
113

 
1.66

28.95%
33

51.75%
59

8.77%
10

7.89%
9

0.00%
0

2.63%
3

 
114

 
1.95

24.14%
28

40.52%
47

11.21%
13

3.45%
4

0.00%
0

20.69%
24

 
116

 
1.92

Strongly Agree Agree Neither Agree nor Disagree Disagree

Strongly Disagree Don't know/Doesn't apply

As an adjunct
instructor I...

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

 STRONGLY
AGREE

AGREE NEITHER
AGREE
NOR
DISAGREE

DISAGREE STRONGLY
DISAGREE

DON'T
KNOW/DOESN'T
APPLY

TOTAL WEIGHTED
AVERAGE

I am pleased with
the appearance of
the campus grounds.

The Human
Resources
Department is
responsive when I
ask for help.

My physical
workspace is
conducive to a good
working
environment.

Students are able to
obtain essential
study materials
through our college
library.
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25.00%
29

53.45%
62

6.03%
7

5.17%
6

0.86%
1

9.48%
11

 
116

 
1.93

16.38%
19

48.28%
56

13.79%
16

4.31%
5

0.00%
0

17.24%
20

 
116

 
2.07

19.83%
23

50.86%
59

12.07%
14

8.62%
10

1.72%
2

6.90%
8

 
116

 
2.16

23.28%
27

47.41%
55

15.52%
18

7.76%
9

4.31%
5

1.72%
2

 
116

 
2.21

25.00%
29

53.45%
62

7.76%
9

9.48%
11

0.86%
1

3.45%
4

 
116

 
2.04

30.17%
35

50.00%
58

4.31%
5

0.86%
1

0.00%
0

14.66%
17

 
116

 
1.72

30.43%
35

58.26%
67

5.22%
6

0.87%
1

0.00%
0

5.22%
6

 
115

 
1.75

40.52%
47

44.83%
52

7.76%
9

1.72%
2

0.00%
0

5.17%
6

 
116

 
1.69

37.93%
44

52.59%
61

5.17%
6

2.59%
3

0.86%
1

0.86%
1

 
116

 
1.75

40.52%
47

50.86%
59

5.17%
6

3.45%
4

0.00%
0

0.00%
0

 
116

 
1.72

10.53%
12

7.89%
9

5.26%
6

1.75%
2

0.00%
0

74.56%
85

 
114

 
1.93

The purchasing
procedures for
goods and services
for my program are
generally
satisfactory.

The Student
Information System
is an efficient way of
maintaining
institutional data.

myNeosho is an
effective educational
tool.

(Not counting the
Student Information
System) I have few
problems using the
computer
applications/software
supported by the
college.

My working
environment is
physically
comfortable most of
the time.

The college
bookstore effectively
meets the
coursework needs of
students.

Qualified
administrative
personnel oversee
institutional
activities.

I am confident of the
Board of Trustees'
ability to govern this
institution.

Administrators
demonstrate integrity
in their daily work.

Staff demonstrate
integrity in their daily
work.

As an adjunct
instructor I feel
supported at this
institution.
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Q6 Please select the most appropriate answer to the following
statements.

Answered: 116 Skipped: 5

Changes in the
administrati...

Generally
speaking, th...

Long-range
planning has...
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The
year-to-year...

College
policies...

The college’s
relationship...

Representatives
of employee...
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College
management o...

When the
budget for m...

I believe I
have adequat...
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Adequate
channels exi...

The college
administrati...

The
administrato...

Generally
speaking, I...
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10.34%
12

37.93%
44

30.17%
35

4.31%
5

0.86%
1

16.38%
19

 
116

 
2.37

18.10%
21

50.00%
58

16.38%
19

9.48%
11

1.72%
2

4.31%
5

 
116

 
2.23

24.14%
28

48.28%
56

17.24%
20

2.59%
3

0.86%
1

6.90%
8

 
116

 
2.01

21.55%
25

48.28%
56

16.38%
19

3.45%
4

0.86%
1

9.48%
11

 
116

 
2.05

26.72%
31

59.48%
69

6.90%
8

6.03%
7

0.00%
0

0.86%
1

 
116

 
1.92

25.86%
30

46.55%
54

6.03%
7

0.86%
1

0.00%
0

20.69%
24

 
116

 
1.77

22.41%
26

43.97%
51

12.07%
14

4.31%
5

0.86%
1

16.38%
19

 
116

 
2.01

Strongly Agree Agree Neither Agree nor Disagree Disagree

Strongly Disagree Don't know/Doesn't apply

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

 STRONGLY
AGREE

AGREE NEITHER
AGREE
NOR
DISAGREE

DISAGREE STRONGLY
DISAGREE

DON'T
KNOW/DOESN'T
APPLY

TOTAL WEIGHTED
AVERAGE

Changes in the
administrative
structure result in
improved
programs and
services.

Generally
speaking, there is
a high level of
cooperation
between
departments.

Long-range
planning has a
direct effect on my
department.

The year-to-year
planning for my
department is
closely related to
the overall
planning process
at the college.

College policies
contribute to the
effective
functioning of the
institution.

The college’s
relationships with
other institutions of
higher education
are conducted
ethically and
responsibly.

Representatives of
employee groups
actively participate
in the college’s
long-range
planning process.
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25.86%
30

40.52%
47

14.66%
17

4.31%
5

2.59%
3

12.07%
14

 
116

 
2.06

15.52%
18

47.41%
55

15.52%
18

6.90%
8

2.59%
3

12.07%
14

 
116

 
2.25

18.97%
22

36.21%
42

22.41%
26

9.48%
11

6.90%
8

6.03%
7

 
116

 
2.46

28.45%
33

49.14%
57

11.21%
13

6.03%
7

2.59%
3

2.59%
3

 
116

 
2.03

25.86%
30

43.10%
50

13.79%
16

9.48%
11

4.31%
5

3.45%
4

 
116

 
2.21

38.79%
45

50.86%
59

6.90%
8

1.72%
2

0.00%
0

1.72%
2

 
116

 
1.71

37.07%
43

49.14%
57

11.21%
13

2.59%
3

0.00%
0

0.00%
0

 
116

 
1.79

College
management of
financial resources
optimizes the
college’s ability to
achieve its
mission.

When the budget
for my department
is developed each
year, my
professional needs
are considered.

I believe I have
adequate input into
the college
decision-making
process.

Adequate channels
exist for me to
express my
comments and
concerns.

The college
administration
values my
comments and
concerns.

The administrators
at this college are
competent.

Generally
speaking, I have
confidence in the
administrators at
this college.
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Q7 Optional:  Provide any comments about Student Services and/or
Administration. If comments are provided, please include enough context

and details for the comment to be understood.
Answered: 26 Skipped: 95

# RESPONSES DATE

1 EX can be difficult to start up (I’ve had to open/close/reopen upwards to 7 times before to get it
going) and I’ve discussed the matter with Help and they know it’s an issue but don’t have a
solution. I am often cold on the campus.

4/22/2019 11:15 AM

2 Some supervisors don't seem responsive when issues are brought to their attention. 4/22/2019 10:37 AM

3 Everyone on campus is supportive of adjuncts and treats adjuncts well. However, the low pay is a
significant obstacle to teaching the students as well as I can.

4/20/2019 2:05 PM

4 Thank you/Joe 4/20/2019 8:18 AM

5 Too much attitude of "this is always how it's been done." 4/19/2019 12:39 PM

6 4/19/2019 10:51 AM

7 Communication between departments could be greatly improved so that everyone has the same
understanding on who to contact, what needs to be done, how a situation needs to be handled,
and the best way to help the student. Our purchasing system (not including foundation) seems to
be complicated more than need be, and it would be appreciated to have a more up to date running
total, instead of monthly updates.

4/18/2019 4:21 PM

8 As a new employee, there's a lot of questions I still have and I am learning as I go. I am fine with
that, however, I don't believe I was fully able to answer this survey to benefit myself or the
institution. I believe there would be some benefit to having organized training and/or at least
meetings for new employees with departments or offices that they interact with. I also have found
some issues with trying to communicate and work with other offices/colleagues when I question a
decision that was planned or made before working here. If I can't understand the 'why' behind
something then I can not advocate for the changes made in order to communicate with and
promote buy-in from out students.

4/18/2019 11:43 AM

9 I do not feel as though my comments and concerns make it past my supervisor. Not out of
maliciousness, but maybe it slips their mind? It would be nice for there to be a
suggestion/comment/concern tab on our Neosho web page.

4/18/2019 10:24 AM

10 I believe we need a second person in HR. With all of the rules we have to follow, having
supervisors be responsible for all of the ever-changing employment regulations is trouble waiting
to happen.

4/17/2019 5:29 PM

11 very frustrated with myNeosho-when logging in for exams, students have difficulty if several are
logging in all at once (very delayed loading), students complain of having difficulty uploading
assignments, computers have gone down on testing days which creates huge anxiety issues
especially for students that are already dealing with anxiety, these issues reflect poorly on the
college and program/course/instructor even though it is out of our control, this has not happened
once but many times and in multiple courses, the tech department is always friendly and tries to
help, but it's still a sore spot with students and faculty trying to teach or test students

4/16/2019 9:27 AM

12 I feel like there are always opportunities to improve on interdepartmental communication and
sharing what is "in the works" or providing opportunities for input on how a change in one
department might impact others. I think some good examples of approaches that achieve this are
the supervisor trainings and the board/exec minutes being shared. Just wondering what other
opportunities or strategies might improve communication across the college.

4/15/2019 8:41 PM

13 Our bookstore does a great job! 4/15/2019 4:55 PM

14 InsideNC is part of a question. Needs to be changed. 4/15/2019 2:44 PM
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15 as more staff has been added over the past few years - and turnover so great - Sadly a mentality
of "cya" has become the new norm.

4/15/2019 2:37 PM

16 Administrators need to be seen more on campus, both by students as well as faculty and staff. I
think it would help morale!

4/15/2019 12:59 PM

17 My direct administrator and the College President have always been available to me and open to
questions.

4/15/2019 11:51 AM

18 I do not feel my input is taken into account at all but that may be because I'm a low level
employee.

4/15/2019 11:44 AM

19 InsideNC no longer exists, but there continues to be technical issues with myNeosho. 4/15/2019 11:07 AM

20 I frequently have to login to EX multiple times before it will open. I do think there are several
qualified administrative personnel but power is occasionally abused because they reprimand an
employee who brings a concern of a fellow employee or a certain process. I have confidence in
some of the administrators and others I have great reservation when they make a decision.

4/15/2019 11:07 AM

21 It would really help to have one person in charge of ALL course scheduling. Having to switch
between two people for online and face-to-face courses adds an unnecessary layer of complexity.
This is not the fault of the people in those positions. We have effectively zero input into our
budgets, other than "keep it flat".

4/15/2019 10:12 AM

22 Office can be cold at times. 4/15/2019 10:03 AM

23 I have problems logging into Jenzabar EX alot. Sometimes it takes me 7-8 times before it will
open. The issue with the work environment being physically comfortable, the HVAC vent in the
CAVE is close to my desk and when the fan kicks on, it blows directly on me, usually cold air. I
have gotten sick several times from the cold air blowing on me.

4/15/2019 10:00 AM

24 My only comfort issues are related to the quality of my office chair. 4/15/2019 9:44 AM

25 The new climate controls systems in the offices are very nice. However, much of the time they are
down. Our offices have been very cold off and on throughout the winter because the system is
down, often forcing employees to other areas and making work difficult. I'm concerned that we will
have the same struggle over the summer months with the offices getting too hot.

4/15/2019 9:36 AM

26 Ross Lane has nice offices but the outside it poor and the location is inconvenient 4/15/2019 9:30 AM
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Q8 Please select the most appropriate answer to the following
statements.

Answered: 116 Skipped: 5

I receive
adequate...

My supervisor
has evaluate...

I understand
how my job...
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I regularly
receive...

I have the
proper...

I receive
adequate...

I have been
adequately...
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I have been
adequately...

I know where
to get...

In general,
this college...
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25.86%
30

55.17%
64

11.21%
13

6.90%
8

0.00%
0

0.86%
1

 
116

 
1.99

44.83%
52

40.52%
47

8.62%
10

2.59%
3

0.00%
0

3.45%
4

 
116

 
1.68

50.86%
59

46.55%
54

1.72%
2

0.86%
1

0.00%
0

0.00%
0

 
116

 
1.53

24.14%
28

38.79%
45

15.52%
18

8.62%
10

0.00%
0

12.93%
15

 
116

 
2.10

Strongly Agree Agree Neither Agree nor Disagree Disagree

Strongly Disagree Don't know/Doesn't apply

This
institution...

I often
experience...

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

 STRONGLY
AGREE

AGREE NEITHER
AGREE
NOR
DISAGREE

DISAGREE STRONGLY
DISAGREE

DON'T
KNOW/DOESN'T
APPLY

TOTAL WEIGHTED
AVERAGE

I receive adequate
training to stay up-
to-date for my job.

My supervisor has
evaluated me in a
fair manner.

I understand how
my job contributes
to the college’s
purpose.

I regularly receive
information that
supports teaching-
learning.
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25.86%
30

60.34%
70

5.17%
6

6.90%
8

0.86%
1

0.86%
1

 
116

 
1.96

18.10%
21

51.72%
60

12.93%
15

6.03%
7

0.86%
1

10.34%
12

 
116

 
2.11

43.97%
51

49.14%
57

4.31%
5

1.72%
2

0.86%
1

0.00%
0

 
116

 
1.66

42.24%
49

52.59%
61

2.59%
3

2.59%
3

0.00%
0

0.00%
0

 
116

 
1.66

34.48%
40

46.55%
54

6.90%
8

6.90%
8

2.59%
3

2.59%
3

 
116

 
1.94

31.03%
36

54.31%
63

11.21%
13

3.45%
4

0.00%
0

0.00%
0

 
116

 
1.87

29.20%
33

49.56%
56

12.39%
14

5.31%
6

1.77%
2

1.77%
2

 
113

 
1.99

19.13%
22

40.00%
46

24.35%
28

11.30%
13

2.61%
3

2.61%
3

 
115

 
2.37

I have the proper
equipment to
adequately
perform my job.

I receive adequate
financial support
from the college for
my professional
development.

I have been
adequately trained
related to my
responsibilities
with education,
prevention and
reporting of
campus assaults
and sexual
violence.

I have been
adequately trained
related to my
responsibilities
with the college's
information
security policies.

I know where to get
information about
the process for
handling a
grievance.

In general, this
college functions
very effectively.

This institution fully
embraces
diversity.

I often experience
activities that
strengthen my
awareness of
cultural diversity at
this institution.
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Q9 Optional: Provide any comments about work experience and
activities. If comments are provided, please include enough context and

details for the comment to be understood. 
Answered: 10 Skipped: 111

# RESPONSES DATE

1 I occasionally experience activities that strengthen my awareness of cultural diversity at this
institution

4/22/2019 11:17 AM

2 Departmental communication needs improvement. Is our advertising and marketing effective? Do
we have professionally trained employees in this area that are aware of current trends? Do we
have current brochures and marketing material available for potential students? I have worked in
more that one college department. I don't have time to do my job to the best of my ability. There are
wage inequalities and workload discrepancies. Our high turnover rate is proof that is a problem.
We know what the problem is, we should fix it.

4/22/2019 10:54 AM

3 Thank you/Joe 4/20/2019 8:19 AM

4 Diversity? Why are we still using a calendar with Christian holidays. Christmas break should be
winter break. Thanksgiving break should be fall break. Awhile back I served on the calendar
committee and voiced this over and over again and was scolded. Separation of church and state.

4/19/2019 12:42 PM

5 Sometimes I think that we as the college believe that we embrace diversity, but I think students
have a different perception. Diversity training along with customer service training would be
helpful.

4/18/2019 10:26 AM

6 I enjoy the new approach to online learning modules for faculty and staff. I feel this is an
appropriate use of my time

4/17/2019 10:10 AM

7 My experience with my current immediate supervisor has been difficult because he does not
communicate well at all. Other than that, my experience at NCCC has been extremely positive.

4/15/2019 11:46 AM

8 Need better communication between staff and departments. Overall a very positive experience. 4/15/2019 10:22 AM

9 The process for obtaining professional development funds is confusing and not efficient.
Reimbursement for professional development should not take 6 months to receive. Improvement is
needed in this process.

4/15/2019 10:13 AM

10 Diversity is difficult for the college to totally embrace. But I feel that the college does a great job for
living in the Midwest

4/15/2019 10:08 AM
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Q10 The mission of Neosho County Community College is to enrich our
communities and our students’ lives.Please select the most appropriate

answer to the following statements.
Answered: 115 Skipped: 6

45.05%
50

52.25%
58

2.70%
3

0.00%
0

0.00%
0

0.00%
0

 
111

 
1.58

Strongly Agree Agree Neither Agree nor Disagree Disagree

Strongly Disagree Don't know/Doesn't apply

The mission of
the college ...

The college is
fulfilling i...

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

 STRONGLY
AGREE

AGREE NEITHER
AGREE NOR
DISAGREE

DISAGREE STRONGLY
DISAGREE

DON'T
KNOW/DOESN'T
APPLY

TOTAL WEIGHTED
AVERAGE

The mission of
the college is
appropriate.
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40.00%
46

48.70%
56

8.70%
10

0.87%
1

0.00%
0

1.74%
2

 
115

 
1.70

The college is
fulfilling its
mission.
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Q11 Vision:  Neosho County Community College will adapt to the
changing needs of our current and future constituents with innovative,
creative programs based on the leadership and excellence in faculty,

administration, and staff and be the premier community college in
Kansas.  (Updated 2019)Please select the most appropriate answer to

the following statements.
Answered: 115 Skipped: 6

Strongly Agree Agree Neither Agree nor Disagree Disagree

Strongly Disagree Don't know/Doesn't apply

The vision of
the college ...

The college is
fulfilling i...

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

 STRONGLY
AGREE

AGREE NEITHER
AGREE NOR
DISAGREE

DISAGREE STRONGLY
DISAGREE

DON'T
KNOW/DOESN'T
APPLY

TOTAL WEIGHTED
AVERAGE
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41.82%
46

49.09%
54

5.45%
6

1.82%
2

0.00%
0

1.82%
2

 
110

 
1.67

34.21%
39

46.49%
53

10.53%
12

6.14%
7

0.00%
0

2.63%
3

 
114

 
1.88

The vision of
the college is
appropriate.

The college is
fulfilling its
vision.
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Q12 The Purpose Statements are:Student learning through:     Integrating
effective curriculum, teaching, and technology to build engaging

educational environments     Using effective assessment processes for
educational environments     Advancing critical thinking and open

exchange of ideasStudent success through:     Facilitating student goal
completion, retention and persistence     Promoting accessibility via
college/career readiness efforts, affordability, flexible scheduling &
modalities     Using a comprehensive system of proactive support   

 Embracing diversityAccountability to stakeholders through:   
 Communicating openly with all constituencies     Managing resources

ethically & effectively     Implementing systematic, evidence-based
integrated plans     Supporting and developing college employees   

 Providing safe and comprehensive facilitiesMeeting community needs
through:     Facilitating community and economic development by

providing an informed citizenry & skilled workforce     Fostering cultural,
educational, and athletic enrichment     Offering learning opportunities for

all     Inspiring a spirit of innovation and entrepreneurshipPlease select
the most appropriate answer to the following statements.

Answered: 115 Skipped: 6

The purpose
statements a...

The college is
fulfilling t...
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The college is
fulfilling t...

The college is
accountable ...

The college
meets our...

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%
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37.50%
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61.61%
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0.89%
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0.00%
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0.00%
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34.78%
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6.09%
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0.00%
0
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 STRONGLY
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AGREE NEITHER
AGREE
NOR
DISAGREE

DISAGREE STRONGLY
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DON'T
KNOW/DOESN'T
APPLY

TOTAL WEIGHTED
AVERAGE

The purpose
statements are
appropriate.

The college is
fulfilling
the purpose of
Student Learning.

The college is
fulfilling the
purpose of
Student Success.

The college is
accountable to
stakeholders.

The college
meets our
communities'
needs.
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45.22% 52

46.96% 54

6.09% 7

1.74% 2

0.00% 0

0.00% 0

Q13 I am satisfied with the overall quality of this institution.
Answered: 115 Skipped: 6

TOTAL 115
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Q14 Optional: Provide comments about institutional effectiveness. If
comments are provided, please include enough context and details for

the comment to be understood.
Answered: 13 Skipped: 108

# RESPONSES DATE

1 I feel as the pendulum swings back towards more traditional students enrolling at Ottawa many
students do not possess adequate critical thinking skills. Unfortunately, I do not have any
recommendations to remedy this observation.

4/22/2019 11:20 AM

2 We have some instructors that barely go through the motions. 4/22/2019 11:05 AM

3 Community needs would be better Matt if departments had more money allocated to them, as they
have had flat budgets for the past five years.

4/20/2019 8:26 PM

4 Community economic development is not supported when adjuncts are paid such a low wage for
their qualifications. Higher education will die if adjunct wages continue to be so low.

4/20/2019 2:09 PM

5 Thank you Marie Gardner & Dr.Inbody/Joe 4/20/2019 8:20 AM

6 When community members find out I am an NCCC employee, I am always asked about when
"they" (NCCC) is going to start offering courses that you can get a "good job with." It is then further
discussed about current offerings and the response tends to be "I don't want to be a nurse or
welder." Additional short term programs that could lead to employment with a decent wage would
be a good addition.

4/18/2019 10:30 AM

7 NCCC is an outstanding place to work. Administrators are competent and caring. The Board is
invested in the institution and perform their responsibilities with integrity. NCCC has things to
improve on, of course, but this institution has it together and is leaps and bounds ahead of other
Kansas community colleges. I believe this is due to Dr. Smith's and Dr. Inbody's excellent
leadership.

4/17/2019 5:32 PM

8 Proud to be working here! We may not be perfect, but I feel administrators, faculty, and staff are
working in the right direction to improve our services to students and the learning environment.

4/16/2019 4:33 PM

9 NCCC is one of the best experiences I have had in my life. Keep up the great work. 4/15/2019 11:47 AM

10 We need to develop and provide more innovative and creative programs which also provides new
classes for students to take. Additionally, we need to update our class schedules to meet the
demands of the work force to be able to further their education as well.

4/15/2019 11:31 AM

11 We refer to the college as premier but several processes, such as billing for high school students,
or processing online applications is consistently incorrect due to a few key individuals who have no
consequences for their mistakes and are not held accountable for their errors.

4/15/2019 11:12 AM

12 I think we could meet both our community's needs and the needs of our students if we
implemented internships with local businesses.

4/15/2019 10:35 AM

13 Educators are not paid their worth, especially with the extensive cost of further education at a MSN
or grad level. While the college does offer a very good benefit and incentive package, it would be
wonderful to see an increase in pay, because many weeks we work well over the 35 hours a week
or attend workshops or conferences that we are not paid for including this up coming summer.
The pressure to continue to address concerns to keep grant funding is somewhat daunting with
the change to concept based curriculum and the idea that our students and our faculty wages
could be affected negatively if we lose the grant completely. It takes time to see positive results
with changes. NCLEX passrates.... all affect our numbers. So taking on extra work load to
financially support our families while working full time already and attending college is a lot to
balance. However I do feel the college does help some with the expenses of school, but you also
have to consider the cost of attending CEU, conferences and workshops, gas and travel time. Also
it would be nice if our travel time every other month to ottawa for all day meetings was included in
our 35 hours a week because that makes for an extremely long day, leaving at 6;30 and meetings
til 4 and home by 7, but its still considered an 8 hour day. Love teaching, love the college but there
is definitely room for improvement and support to the MGSON.

4/15/2019 10:33 AM
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77.39% 89

22.61% 26

Q15 Job Status
Answered: 115 Skipped: 6

TOTAL 115
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Q16 Optional:  Provide any additional comments regarding anything
related to your employment at NCCC.  If comments are provided, please
include enough context and details for the comment to be understood. 

Answered: 20 Skipped: 101

# RESPONSES DATE

1 We need more employees in some areas. Some employees are putting in extra hours continually,
and give their job 100 percent effort. This does not seem to be recognized.

4/22/2019 11:12 AM

2 I am very pleased with the choice of Kerry Ranabargar as VPO. He will be excellent. 4/22/2019 10:59 AM

3 The library website is very slow at Ottawa. It seems to be better this semester than last, but myself
and my students sometimes cannot access the library website from home or from a TLC computer.

4/20/2019 2:10 PM

4 Thank you for a great Adjunct job. Joe 4/20/2019 8:22 AM

5 Supervisors need to reach out to their staff on other campuses on a more routine basis. Need to
be available. Staff off the main campus already feel not a part of the campus.

4/19/2019 12:44 PM

6 One thing that I have noticed, our current mindset tends to be reasons we can't do something.
New programs....we can't, there is no money or no interest. Increase student recruitment...we
can't do this for whatever reason. There always seems to be a reason why we can't do something.
Maybe we should change our focus to be, "How can we make this work?!" During one of the in-
service trainings, we discussed the student response from Noel-Levitz. In that discussion, we
listed all of the reasons why we felt the student was "wrong"....it seems that we need to look at this
and rather than justify it, change it.

4/18/2019 10:36 AM

7 The interactions between departments is much better. Customer service is better, too. We have
good people in front-line positions now, which goes miles for customer service.

4/17/2019 5:33 PM

8 I have been with NCCC since 2003. Initially full time on campus, and now online only. I wish that
there were a full time option for online instructors. I am capped on how many classes I can present
each semester, because I opt to teach in an online format

4/17/2019 10:12 AM

9 This is a great place to work - from the people I work with on all campuses to the time allowed to
also make family commitments a priority. So many positive strides with regard to benefits and
workplace satisfaction over the last decade.

4/15/2019 8:52 PM

10 I have enjoyed my time being employed at NCCC and hope this continues. 4/15/2019 2:47 PM

11 While I'm generally overall happy with employment at the college, there is some disconnect on
how employees interact with others and how their actions can affect other employees.

4/15/2019 1:28 PM

12 We always have things to work on. I appreciate my supervisors and their attention to me
personally and professionally. I feel that we need more teacher training and we need to help
support those who are struggling in this. Mentor ship is not enough for many newer instructors.

4/15/2019 1:02 PM

13 The work is great but wages are not competitive or reflect the cost of life. That needs to be
seriously addressed by the board.

4/15/2019 11:49 AM

14 I love being part of NCCC! I have described it to others as my dream job. I feel like I am able to
make an impact on student's lives. I wish other departments felt as supported as I do. It saddens
me when others do not feel as effective or qualified to do their job because of their supervisor
constantly putting them down and playing favorites. There are so many people who work long
hours and don't complain but their supervisor never sees them going the extra mile.

4/15/2019 11:19 AM

15 The efforts being made to help minimize turnover is greatly appreciated! Last year was rough, but I
have faith we are getting on the right track on retaining talented employees.

4/15/2019 11:11 AM

16 Positive overall experience. Love working here. Need better communication and support from
college to MGSON. Financially, low pay scale for MSN level educators. Lack of private office space
for all instructors. Great incentive package, insurance and PTO. Professional and positive work
environment. As a cost effective measure why cant some of the off campus meetings between
here and ottawa be done via zoom that would save on travel , vehicle use, gas, be a safer option
and provide better time management. Need updated wifi, computers, and laptops.

4/15/2019 10:37 AM
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17 I am proud to be part of NCCC. It is a great place to work and I enjoy the interaction I have with
the students, faculty, staff and community.

4/15/2019 10:32 AM

18 Need to change the Inside NC on survey to myNeosho 4/15/2019 10:09 AM

19 Have worked for two other Kansas Community Colleges. NCCC is to be commended. Our
president, staff, educators and staff: always very professional, helpful, and represents NCCC with
integrity and a positive attitude. Proud to be a part of NCCC.

4/15/2019 9:51 AM

20 I feel that administrators do a good job of making sure employees feel appreciated. The monthly
employee appreciation days and Service Awards are a very nice benefit and are appreciated.

4/15/2019 9:44 AM
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Q17 Please tell us what you think of this employee survey. What
additional questions would you add, what questions would you remove, or

what questions need changed?
Answered: 19 Skipped: 102

# RESPONSES DATE

1 The questions are clear and concise. 4/22/2019 11:14 AM

2 We have ample opportunity to express our concerns throughout the year. 4/22/2019 11:12 AM

3 Good. Survey will give college the needed data to substantiate criteria for HLC. 4/22/2019 10:59 AM

4 Overall great. 4/22/2019 10:11 AM

5 I like it the way it is. 4/20/2019 8:26 PM

6 Not appropriate for an online adjunct. 4/20/2019 8:22 AM

7 Can you make it shorter coach J 4/19/2019 10:53 AM

8 Fine, no changes. Thorough, but not too long. 4/17/2019 5:33 PM

9 This was an appropriate and well prepared survey 4/17/2019 10:12 AM

10 Only "complaint" is that I don't know how the college handles many of its policies so many
questions were unanswerable by me.

4/17/2019 8:59 AM

11 good- ok 4/15/2019 9:47 PM

12 Overall, I think it provides a good baseline for evaluating trends from year to year, in conjunction
with other assessments we are using. I wonder if there would be value in having a section to solicit
suggestions for new ideas for events, classes, programs, spaces, etc. It also might be interesting
to have an open ended question asking for student success stories or positive impacts

4/15/2019 8:52 PM

13 Adequate survey. Probably should change the question(s) that say InsideNC to myNeosho. 4/15/2019 3:12 PM

14 I welcome the opportunity to express my views about my status as both employee and student. 4/15/2019 11:49 AM

15 I think it would be more helpful to those filling out the survey to make comments after each
question. I know that would make the analysis more time consuming but it could help to decipher
which area needed more attention.

4/15/2019 11:19 AM

16 Great survey. 4/15/2019 10:37 AM

17 Good survey. 4/15/2019 10:13 AM

18 it is fine and simple 4/15/2019 10:11 AM

19 Great Survey. 4/15/2019 9:51 AM
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Faculty Senate Board Report 

May 9th 2019 
 

Amy Morris and Nancy Carpenter 

The Student Nurse Association hosted the American Red Cross Blood Drive on NCCC campus Friday April 

12. NCCC Blood Drive was once again a success.  Our numbers were down a bit from last year.  If you 

have suggestions for improving the number of blood donors both Amy Morris and myself would be 

interested in your ideas.  Thank you so much for volunteering to bring food items or spending time as an 

escort.  Thank you also to the maintenance and housekeeping crews.  Wrestling and soccer teams 

helped set up and take down.  Excellent help!  Great Western Dining provided juices for donors and 

lunch for the Red Cross workers.  If I have left anyone out for the thank you, I apologize.  There were 32 

presenting donors and 33 units of blood obtained.  Sincere thanks to all!  Amy Morris and Nancy 

Carpenter 

Cathy Gordon 

Over 200 students were enrolled in art classes during the 2018-19.  The NCCC student art show has been 

well received with over 100 people attending the opening reception and people have continued to come 

in and see the works. A grant from the foundation paid for a judge for the show, refreshments, awards, 

and cash awards. There were 105 pieces of work in the show. 

 Jaiden Galemore received the best in show cash award of $100 

 Ally Thomas received the 2nd place overall $75 

 Makayla Pearson received the 3rd place overall $50 

NCCC Art Instructor, Cathleen Gordon received a purchase award for her painting at a show in Upstate 

New York, a 2nd place award in the Neosho Valley Juried Show, has recently published a Children’s 

book, and will be hosting her work in a featured booth at the Artisan Market in Wichita, May 11. 

The Art Department would like to thank the Board and the NCCC Administration for all their support 

during the 2018-19 year and we look forward to the new art room in the fall! 

Richard Webber 

On March 29th Bret Chilcott, the founder and CEO of AgEagle Aerial Systems, spoke to The Business and 

Innovation Club. Bret has a strong corporate background and later started his own drone business. He 

spoke to students about working with a university and programmers all over the world to develop a new 

product, the struggles of a startup, lessons learned in getting bought out and then getting control of the 

company back, and lessons learned in running his own business.  

On Friday May 10th the club took a tour of Garmin in Olathe. The leader of the tour is a STEM recruiter. 

Students in STEM related disciplines are encouraged to attend. 

 

 

 



Tricia Stogsdill 

We are wrapping up the year with several events.  Last Thursday Panther Players hosted a free Improv 

Workshop for the community.  About 20 high school students and community members, and 30 more 

students/faculty/staff showed up!  It was a great success with lots of participation and several attendees 

said they learned a lot and had a great time! This week the Fundamentals of Acting class is doing a 

performance of Selected Scenes from the work they have done throughout the semester.  These 

students have tackled really complex material from playwrights such as Shakespeare, Chekov, Mamet, 

Euripides and more!  The level of work they are doing would be challenging for college juniors and 

seniors, and they are doing an incredible job as freshmen (seriously, my theatre students are amazing)!  

Come see their hard work THIS Thursday May 9 at 7pm in Sanders Auditorium.  The program will run 

approximately 45 minutes. I’ve attached flyers from the Improv Workshop and upcoming Selected 

Scenes Performance. 

(Pictures available in T:com) 

Alan Murray 

MUSIC DEPARTMENT 

April 10: Combined Band/Choir concert from Ft. Scott, Allen Community College, and NCCC was a great 

success.  Over 60 students and about 300 audience members were in attendance for a combined 

program from 3 community college music departments. The collaboration was two years in the making.  

Next years’ combined concert will be on April 15, 2020 at Memorial Auditorium in Chanute and will 

feature guest conductor, Charles Bruffy, who is the GRAMMY AWARD winning conductor of the Kansas 

City Symphony Chorus and Kansas City Chorale. 

May 5: 130 audience members attended the spring Vocal and Instrumental Concert on Sunday, May 5.  

The program focused on movie music arrangements for instrumental ensemble and choir. 

The choir of 13 NCCC students and 20 community chorus members combined for the 1 ½ hour program 

in Sanders Auditorium.  The concert also had a guest percussionist from Ft. Scott Community College on 

drumset.  Reception followed catered by Great Western Dining. 

MUSIC CLUB 

Members of Music And Theatre Club attended Musical Theatre Heritage Performance of “Funny Girl” in 

Kansas City, MO last month.  Musical Theatre Heritage is in Crown Center, and the stage is designed to 

give audiences an up close experience of live musical theatre. The students were very appreciative of 

the opportunity. 

 

 

 

 

 



Jennifer Smith 

The Kansas Health Information Management Association (KHIMA) held its annual meeting in Wichita on 

April 18-19 to recognize achievements in the field of HIM, as well as provide continuing education to its 

members. Subject matter experts in a variety of fields including healthcare law, documentation integrity, 

and outpatient clinical documentation improvement, spoke throughout the two-day event. Jennifer 

Smith currently serves as the Chairperson for the Recognition Committee and Chrisy Savage is on the 

Marketing Committee for the association. Board member election results for the 2019-2020 year were 

also announced with Jennifer Smith elected to the Nominating Committee. KHIMA currently serves a 

membership of 1,000 members across the state of Kansas. Health Information Technology students 

attending the event included: L-R: Lucy Klick (Yates Center), Brenda Sims (Ottawa), and Michelle Hole 

(Humboldt). 

 

Jackie Bennett 

Jackie Bennet graduated with her Master’s Science Nursing degree at MidAmerican Nazarene University 

Cheryl VanHemert 

As an update from last month, we collected 158 boxes of band aids and plan to do this again next year. 





TREASURER'S MONTHLY FINANCIAL STATEMENT

NEOSHO COUNTY COMMUNITY COLLEGE

For the Period April 1, 2019 to April 30, 2019

FUND FUND BEGINNING RECEIPTS JOUNRAL DISBURSEMENTS ENDING

DESCRIPTION BALANCE ENTRIES BALANCE

3/31/2019 APRIL APRIL APRIL 4/30/2019

02 Postsecondary Technical Education Reserve 389,299.89 2,328.00 0.00 -35.00 391,592.89

07 Petty Cash Fund 1,088.74 0.00 0.00 0.00 1,088.74

08 General Fund Deferred Maintenance 49,330.13 0.00 0.00 0.00 49,330.13

09 General Fund Equipment Reserve 296,085.46 0.00 7,147.19 0.00 303,232.65

10 General Fund UnencumberedFund Balance 1,400,000.00 0.00 0.00 0.00 1,400,000.00

11 General Fund 497,689.65 93,367.56 405,527.85 -1,116,470.82 -119,885.76

12 Postsecondary Technical Education Fund 985,758.54 103,220.68 -3,413.44 -243,936.45 841,629.33

13 Adult Basic Education Fund 17,324.49 15,033.18 -59.82 -37,796.14 -5,498.29

14 Adult Supplementary Education Fund 42,714.94 311.00 0.00 0.00 43,025.94

16 Residence Hall/Student Union Fund 2,580,755.40 103,366.62 -118.39 -70,978.54 2,613,025.09

17 Bookstore Fund 1,070,822.54 29,216.96 -183.39 -16,533.49 1,083,322.62

21 College Workstudy Fund 0.00 4,770.52 0.00 -4,770.52 0.00

22 SEOG Grant Fund 0.00 2,550.00 0.00 -2,550.00 0.00

24 Pell Grant Fund 402.00 121,894.00 0.00 -121,894.00 402.00

25 Student Loans Fund 0.00 98,257.00 0.00 -98,257.00 0.00

32 Grant Funds 43,210.76 79,765.51 -1,576.73 -85,623.64 35,775.90

51 Library Bequest Fund 1,029.96 0.00 0.00 0.00 1,029.96

52 Snyder Chapel Fund 205.64 0.00 0.00 0.00 205.64

65 Student Union Revenue Bond Reserve 64,881.36 0.00 0.00 0.00 64,881.36

70 Agency Funds 1,521,805.87 234,695.78 -407,323.27 -155,372.76 1,193,805.62

90 Payroll Clearing Fund 0.00 0.00 0.00

TOTALS $8,962,405.37 $888,776.81 $0.00 -$1,954,218.36 $7,896,963.82

Checking Accounts $1,150,455.48

Investments $6,744,908.34

Cash on Hand $1,600.00

Total $7,896,963.82
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NEOSHO COUNTY COMMUNITY COLLEGE 
MASTER COURSE SYLLABUS  

 

COURSE IDENTIFICATION 

Course Code/Number: NURS 118   

Course Title: Medic to RN 

KRSN: 

(Kansas Regents Shared Number) 
     
Division:              Applied Science (AS)           Liberal Arts (LA)                  Workforce Development (WD)    

                                  Health Care (HC)             Lifetime Learning (LL)         Nursing               Developmental 

Credit Hour(s):  2.5 credit hours didactic / 0.5 credit hours SIM & Skills 
 
Effective Date: Fall 2020 

Assessment Goal Per Outcome:   
1‐5. 80%  
    6. 90%  

 
 
COURSE DESCRIPTION 
Medic to RN is a transition hybrid course required of all military medics seeking a nursing degree and receive credit 
for prior experience. Students enrolled in this course are introduced to the philosophy, outcomes, and organizational 
framework of associate degree nursing at Neosho County Community College, the Student Nurse Handbook, and 
program policies.  Students will learn additional assessment and nursing skills to enhance role development as a 
professional nurse. This will allow the student to develop the knowledge, skills and attitudes to provide holistic 
nursing care across the lifespan.  

 
MINIMUM REQUIREMENTS/PREREQUISITES AND/OR COREQUISITES  
Admitted to the nursing program and proof of completion of 68 whiskey and field work as a medic 
 
TEXTS 
 
 The official list of textbooks and materials for this course is found on Inside NC. 
 
http://www.neosho.edu/ProspectiveStudents/Registration/CourseSyllabi.aspx 
 
 
COURSE OUTCOMES/COMPETENCIES (as Required) 

    

 x      
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1. Perform  a  safe  Head  to  toe  assessment  with  appropriate  documentation  and  determination  of 
collaborative interventions based on assessment findings.  

2. Identify professional, legal, and ethical responsibilities in nursing. 
3. Provide  therapeutic  communication  with  patient/family,  and  health  care  team,  including  patient 

education.  
4. Demonstrates safe and evidenced based care across the lifespan. 
5. Competency in performance of selected skills. 
6. Solve medication calculations at 95% accuracy. 

 
 
MINIMUM COURSE CONTENT 
 
The following topics must be included in this course.  Additional topics may also be included. 

1. Nursing Assessment – Lifespan considerations 
a. Head ‐to‐toe Physical 
b. Psychosocial assessment   

2. Professionalism 
a. Nursing Process 
b. Therapeutic communication 
c. Safety 
d. Ethic and Law 

i. Delegation 
ii. Nurse Practice Act 

e. Evidenced‐based practice 
f. Stress and Coping within profession 

3. Skills 
 
 
STUDENT REQUIREMENTS AND METHOD OF EVALUATION 
Written quizzes, mastery of unit exams, comprehensive final  
All grades are computed according to the following scale:  
A 91‐100%  
B 83‐90% 
C 76‐82%  
D 67‐75%  
F <66%  
XF Failure due to academic dishonesty  
I Incomplete  
W Withdraw 
 
 
ASSESSMENT OF STUDENT GAIN 
 
The purpose of assessing student learning at Neosho County Community College is to ensure the 
educational purposes of the institution are met and appropriate changes are made in program 
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development and classroom instruction to allow for student success.  The instructor(s) of this course will 
determine the methods of assessment most appropriate and complete an assessment report at the end 
of the course.   
Assessment of student gain is accomplished via course assignments, unit exams and the comprehensive 
final.  
 
 
 
Attendance Policy  
 
1. NCCC values interactive learning which promotes student engagement in the learning process.  To be 

actively engaged, the student must be present in the learning environment. 
 

2. Unless students are participating in a school activity or are excused by the instructor, they are 
expected to attend class.  If a student’s absences exceed one‐eighth of the total course duration, 
(which equates to one hundred (100) minutes per credit hour in a face‐to‐face class) the instructor 
has the right, but is not required, to withdraw a student from the course.  Once the student has been 
dropped for excessive absences, the registrar’s office will send a letter to the student, stating that he 
or she has been dropped.  A student may petition the chief academic officer for reinstatement by 
submitting a letter stating valid reasons for the absences within one week of the registrar’s 
notification.  If the student is reinstated into the class, the instructor and the registrar will be 
notified.   Please refer to the Student Handbook/Academic Policies for more information  

 
3. Absences that occur due to students participating in official college activities are excused except in 

those cases where outside bodies, such as the State Board of Nursing, have requirements for 
minimum class minutes for each student. Students who are excused will be given reasonable 
opportunity to make up any missed work or receive substitute assignments from the instructor and 
should not be penalized for the absence.  Proper procedure should be followed in notifying faculty in 
advance of the student’s planned participation in the event.  Ultimately it is the student’s 
responsibility to notify the instructor in advance of the planned absence. 

 
 

ACADEMIC INTEGRITY  

NCCC expects every student to demonstrate ethical behavior with regard to academic pursuits.  Academic 
integrity  in  coursework  is  a  specific  requirement.    Definitions,  examples,  and  possible  consequences  for 
violations of Academic Integrity, as well as the appeals process, can be found in the College Catalog, Student 
Handbook, and/or Code of Student Conduct and Discipline. 
 
 
ELECTRONIC DEVICE POLICY 
 
Student cell phones and other personal electronic devices not being used for class activities must not be 
accessed during class times unless the instructor chooses to waive this policy. 
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NOTE 
 
Information and statements in this document are subject to change at the discretion of NCCC.  Students 
will be notified of changes and where to find the most current approved documents. 
 
 
ACCOMMODATIONS 
 
If you are a student with a disability who may need accommodation(s), in compliance with Section 504 of 
the Rehabilitation Act of 1973 and the Americans with Disabilities Act (ADA) of 1990, please notify the 
Dean of Student Services in the Student Services Office, Sanders Hall, 620‐432‐0304, on the Chanute 
Campus, or the Dean for the Ottawa and Online Campuses, 785‐248‐2798, on the Ottawa Campus as 
soon as possible. You will need to bring your documentation for review in order to determine reasonable 
accommodations, and then we can assist you in arranging any necessary accommodations. 
 
NON‐DISCRIMINATION POLICY 
 
The following link provides information related to the non‐discrimination policy of NCCC, including 
persons with disabilities. Students are urged to review this policy.  
 
http://www.neosho.edu/Departments/NonDiscrimination.aspx 
 
 
 
SEXUAL MISCONDUCT POLICY (TITLE IX) 
 
At NCCC, it is the responsibility of an instructor to help create a safe learning environment in the 
classroom, including both physical and virtual classrooms.   All instructors are considered mandatory 
reporters at NCCC, therefore any information regarding sexual misconduct that is shared by a student in 
one‐on‐one meetings with the instructor must be reported to appropriate personnel at the College.  
Instructors will keep the information private to the greatest extent possible, but it is not confidential.  
Generally, climate surveys, classroom writing assignments or discussions, human subjects research, or 
events such as Take Back the Night events do not provide notice that must be reported to the 
Coordinator by employees, unless the reporting party clearly indicates that they wish a report to be 
made. 
 
The following link provides information related to the sexual misconduct policy of NCCC, including 
resources, reporting options, and student rights.  Students are urged to review this policy. 
 
http://www.neosho.edu/TitleIX.aspx 
 
 
 
 
COURSE NOTES 
 



NEOSHO COUNTY COMMUNITY COLLEGE 
MASTER COURSE SYLLABUS  

 

COURSE IDENTIFICATION 

Course Code/Number: NURS 153 

Course Title: Pediatric Intensive – Camp Barnabas 

KRSN: 

(Kansas Regents Shared Number) 
     
Division:              Applied Science (AS)           Liberal Arts (LA)                  Workforce Development (WD)    

                                  Health Care (HC)             Lifetime Learning (LL)         Nursing               Developmental 

Credit Hour(s):  1 
 
Effective Date: Summer 2019 

Assessment Goal Per Outcome:  1‐7: 76% 
 
 
COURSE DESCRIPTION 
This elective, practicum course will offer student’s the ability to compare and contrast growth and 
development of children while helping them to adapt and manage health conditions while attending Camp 
Barnabas.  Camp Barnabas is a summer camp that offers the camping experience for children with special 
needs.  The student will be exposed to children and young adults with a variety of chronic conditions.  
Students will be supervised by nursing faculty while at the camp experience.   
 
MINIMUM REQUIREMENTS/PREREQUISITES AND/OR COREQUISITES  
 
Prerequisites: Completed first year of nursing course work with 80% or higher.  
 
TEXTS 
 
 The official list of textbooks and materials for this course is found on Inside NC. 
 
http://www.neosho.edu/ProspectiveStudents/Registration/CourseSyllabi.aspx 
 
 

COURSE OUTCOMES/COMPETENCIES (as Required) 

1. Understand the anatomic, physiologic, and developmental differences between young adults, 
children, and adolescents.  

    

 x      



2. Identify the impact of chronic conditions on development across the lifespan. 
3. Develop a plan of care to promote pediatric safety and injury prevention when caring for the 

pediatric camper based on their unique differences. 
4. Identify and explain  preventative care to avoid complications  
5. Plan health promotion activities that could benefit the pediatric camper throughout life span.  
6. Demonstrate safe dosage calculations and administration of medications for various age groups.  
7. Summarize nursing management for the pediatric with chronic condition in the camp situation.  

 
 
 
MINIMUM COURSE CONTENT 
 
The following topics must be included in this course.  Additional topics may also be included. 

1.  Unit I: Nurses Role in Care of the child 

2. Unit II: Growth and Development  

3. Unit III: Pediatric Assessment 

4. Unit IV: The Child with Chronic condition 

 
 
 
 
STUDENT REQUIREMENTS AND METHOD OF EVALUATION 
The grading will be determined at the end of the course on the basis of the work completed. All grades 
are computed according to the following scale:  
 
Grading Scale:  
  A 91‐100%  

B 83‐90%  
C 76‐82%  
D 67‐75% 
F <66% 
   

 
 
ASSESSMENT OF STUDENT GAIN 
 
The purpose of assessing student learning at Neosho County Community College is to ensure the 
educational purposes of the institution are met and appropriate changes are made in program 
development and classroom instruction to allow for student success.  The instructor(s) of this course will 
determine the methods of assessment most appropriate and complete an assessment report at the end 
of the course.   
 



 
 
 
Attendance Policy  
 
1. NCCC values interactive learning which promotes student engagement in the learning process.  To be 

actively engaged, the student must be present in the learning environment. 
 

2. Unless students are participating in a school activity or are excused by the instructor, they are 
expected to attend class.  If a student’s absences exceed one‐eighth of the total course duration, 
(which equates to one hundred (100) minutes per credit hour in a face‐to‐face class) the instructor 
has the right, but is not required, to withdraw a student from the course.  Once the student has been 
dropped for excessive absences, the registrar’s office will send a letter to the student, stating that he 
or she has been dropped.  A student may petition the chief academic officer for reinstatement by 
submitting a letter stating valid reasons for the absences within one week of the registrar’s 
notification.  If the student is reinstated into the class, the instructor and the registrar will be 
notified.   Please refer to the Student Handbook/Academic Policies for more information  

 
3. Absences that occur due to students participating in official college activities are excused except in 

those cases where outside bodies, such as the State Board of Nursing, have requirements for 
minimum class minutes for each student. Students who are excused will be given reasonable 
opportunity to make up any missed work or receive substitute assignments from the instructor and 
should not be penalized for the absence.  Proper procedure should be followed in notifying faculty in 
advance of the student’s planned participation in the event.  Ultimately it is the student’s 
responsibility to notify the instructor in advance of the planned absence. 

 
 

ACADEMIC INTEGRITY  

NCCC expects every student to demonstrate ethical behavior with regard to academic pursuits.  Academic 
integrity  in  coursework  is  a  specific  requirement.    Definitions,  examples,  and  possible  consequences  for 
violations of Academic Integrity, as well as the appeals process, can be found in the College Catalog, Student 
Handbook, and/or Code of Student Conduct and Discipline. 
 
 
ELECTRONIC DEVICE POLICY 
 
Student cell phones and other personal electronic devices not being used for class activities must not be 
accessed during class times unless the instructor chooses to waive this policy. 
 
 
NOTE 
 
Information and statements in this document are subject to change at the discretion of NCCC.  Students 
will be notified of changes and where to find the most current approved documents. 
 



 
 
 
ACCOMMODATIONS 
 
If you are a student with a disability who may need accommodation(s), in compliance with Section 504 of 
the Rehabilitation Act of 1973 and the Americans with Disabilities Act (ADA) of 1990, please notify the 
Dean of Student Services in the Student Services Office, Sanders Hall, 620‐432‐0304, on the Chanute 
Campus, or the Dean for the Ottawa and Online Campuses, 785‐248‐2798, on the Ottawa Campus as 
soon as possible. You will need to bring your documentation for review in order to determine reasonable 
accommodations, and then we can assist you in arranging any necessary accommodations. 
 
NON‐DISCRIMINATION POLICY 
 
The following link provides information related to the non‐discrimination policy of NCCC, including 
persons with disabilities. Students are urged to review this policy.  
 
http://www.neosho.edu/Departments/NonDiscrimination.aspx 
 
 
 
SEXUAL MISCONDUCT POLICY (TITLE IX) 
 
At NCCC, it is the responsibility of an instructor to help create a safe learning environment in the 
classroom, including both physical and virtual classrooms.   All instructors are considered mandatory 
reporters at NCCC, therefore any information regarding sexual misconduct that is shared by a student in 
one‐on‐one meetings with the instructor must be reported to appropriate personnel at the College.  
Instructors will keep the information private to the greatest extent possible, but it is not confidential.  
Generally, climate surveys, classroom writing assignments or discussions, human subjects research, or 
events such as Take Back the Night events do not provide notice that must be reported to the 
Coordinator by employees, unless the reporting party clearly indicates that they wish a report to be 
made. 
 
The following link provides information related to the sexual misconduct policy of NCCC, including 
resources, reporting options, and student rights.  Students are urged to review this policy. 
 
http://www.neosho.edu/TitleIX.aspx 
 
 
 
 
COURSE NOTES 
 

 



NEOSHO COUNTY COMMUNITY COLLEGE 

MASTER COURSE SYLLABUS 

 
 

COURSE IDENTIFICATION 
 

Course Code/Number:  ALHT 200 
 

Course Title:  Professional Practice Experience in Data Management 
 

 
Division:  Applied Science (AS)    Liberal Arts  (LA)  Workforce Development (WD) 

Health Care (HC)  Lifetime  Learning (LL)  Nursing  Developmental 

 

Credit Hour(s): One (1)  

Effective Date: Fall 2019 

Assessment Goal Per Outcome: 80% 
 
 

COURSE DESCRIPTION 
 
 

During this 45‐clock hour, hands‐on supervised learning experience, students will be assigned to the 
health information management department at an affiliated clinical setting, designed to give students 
real world experience in the day‐to‐day operations of the health information management department, 
and necessary functions within this operational area with assigned projects and/or coursework for RHIT 
exam preparation. 
 
 

MINIMUM REQUIREMENTS/PREREQUISITES AND/OR COREQUISITES 
 
ALHT 215, or by Program Director permission. 
 
 

TEXTS 
 
 The official list of textbooks and materials for this course is found on myNeosho. 
 

http://www.neosho.edu/ProspectiveStudents/Registration/CourseSyllabi.aspx 
 
RECOMMENDED MATERIALS 
Coding Certification Exam Applications and  membership



GENERAL EDUCATION OUTCOMES 
1. Practice Responsible Citizenship through: 

• identifying rights and responsibilities of citizenship, 

• identifying how human values and perceptions affect and are affected by social diversity, 

• identifying and interpreting artistic expression. 
2. Live a healthy lifestyle (physical, intellectual, social) through: 

• listing factors associated with a healthy lifestyle and lifetime fitness, 

• identifying the importance of lifetime learning, 

• demonstrating self‐discipline, respect for others, and the ability to work collaboratively as a team. 
3. Communicate effectively through: 
• developing effective written communication skills, 

• developing effective oral communication and listening skills. 
4. Think analytically through: 
• utilizing quantitative information in problem solving, 

• utilizing the principles of systematic inquiry, 

• utilizing various information resources including technology for research and data collection. 

 

COURSE OUTCOMES/COMPETENCIES (as Required) 
1. Apply ethical standards of practice. 
2. Apply policies and procedures for access and disclosure of personal health information. 
3. Differentiate the roles and responsibilities of various healthcare roles and disciplines. 
4. Prioritize job functions and activities.  

 
 

 

AHIMA DOMAINS 
Domain I. Data Structure, Content, and Information Governance 
I.2. Apply policies, regulations, and standards to the management of information. (3) 
 
Domain III. Informatics, Analytics, and Data Use 
III.2. Utilize technologies for health information management. (3) 
 
 

MINIMUM COURSE CONTENT 
 
Students will participate in this healthcare internship (PPE) for the minimum required hours. Students shall 
perform services for patients only when under the supervision of a member of the health care organization 
staff that the student is teamed with or assigned to.  Students shall complete assignments and participate in 
ward rounds, clinics, staff meetings and/or in‐service educational programs at the discretion of their 
supervisor(s) as designated by the healthcare organization. 
 
The course content is defined in the outcomes and PPE Handbook.   
The health care organization will provide adequate staff to assure it fulfills its patient care responsibilities 
without reliance upon students providing services. At no time shall any NCCC student replace a health care 
organization staff member. 
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 Participation‐Site Mentor Evaluation 

 Online Assignments, Projects and/or Portfolios 

 Student Evaluation of professional practice experience 
 

 
STUDENT REQUIREMENTS AND METHOD OF EVALUATION 
 
The Site Coordinator has been asked to periodically discuss the status of expectations, needs, and interests 
with the student; this should serve to keep all parties on the right track. The Site Coordinator will be 
requested to submit an evaluation at the conclusion of the PPE/internship experience. All completed 
evaluations will be sent to the instructor. Additional evaluations may be requested if student progress is 
unsatisfactory. Upon request, a copy will be provided to the student. 
*An unsatisfactory evaluation could result in an academic warning. Under severe circumstances, the student 
may be removed from the internship experience and/or fail the course. Refer to the PPE Handbook for 
additional details. 
 
 
A cumulative point system is used. Your class assignments may include: reading, review questions, written 
reports, case studies, website research, projects, practice exercises, discussion questions, chapter quizzes 
and examinations.. Possible points for written reports, case studies, projects, and exams will vary and 
tracking of your total points for each assignment or exam will be available on the course website. Class 
assignments will be evaluated for accuracy, content, form, knowledge of subject matter, application of 
knowledge and ability to communicate effectively. Class participation and completion of assignments by 
the due date are essential elements to success in this course. Total points accumulated during the semester 
will be calculated into a percent and graded on the scale below. 
 
 

 
 

GRADING SCALE 
The letter grade is based on the percentage of the total points earned throughout the semester based on 
the following scale: 
 

A = 90 to 100% 
B = 80 to 89% 
C = 70 to 79% 
D = 60 to 69% 
F = 59% and below 
 
 
ASSESSMENT OF STUDENT GAIN 
The purpose of assessing student learning at Neosho County Community College is  to ensure the 
 educational purposes of the institution are met and appropriate changes are made in program 
development and classroom instruction to allow for student success. The instructor(s) of this course will 
determine the methods of assessment most appropriate and complete an assessment report at the end 
of the course. 
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Attendance Policy 

1. NCCC values interactive learning which promotes student engagement in the learning process. To be 
actively engaged, the student must be present in the learning environment. 

 
2. Unless students are participating in a school activity or are excused by the instructor, they are 

expected to attend class. If a student’s absences exceed one‐eighth of the total course duration, 
(which equates to one hundred (100) minutes per credit hour in a face‐to‐face class) the instructor has 
the right, but is not required, to withdraw a student from the course. Once the student has been 
dropped for excessive absences, the registrar’s office will send a letter to the student, stating that he 
or she has been dropped. A student may petition the chief academic officer for reinstatement by 
submitting a letter stating valid reasons for the absences within one week of the registrar’s 
notification.  Please refer to the Student Handbook/Academic Policies for more information 

 

3. Absences that occur due to students participating in official college activities are excused except in 
those cases where outside bodies, such as the State Board of Nursing, have requirements for 
minimum class minutes for each student. Students who are excused will be given reasonable 
opportunity to make up any missed work or receive substitute assignments from the instructor and 
should not be penalized for the absence. Proper procedure should be followed in notifying faculty in 
advance of the student’s planned participation in the event. Ultimately it is the student’s responsibility 
to notify the instructor in advance of the planned absence. 
3.  

4. See additional attendance requirements in the PPE Handbook. 
 
 
ACADEMIC INTEGRITY 
 
NCCC expects every student to demonstrate ethical behavior with regard to academic pursuits. Academic 
integrity in coursework is a specific requirement. Definitions, examples, and possible consequences for 
violations of Academic Integrity, as well as the appeals process, can be found in the College Catalog, 
Student Handbook, and/or Code of Student Conduct and Discipline. 
 
 

ELECTRONIC DEVICE POLICY 
 

Student cell phones and other personal electronic devices not being used for class activities must not be 
accessed during class times unless the instructor chooses to waive this policy. See the PPE Handbook for 
additional electronic device expectations during clinical rotation. 
 
 
ACCOMMODATIONS 
 
If you are a student with a disability who may need accommodation(s), in compliance with Section 504 of 
the Rehabilitation Act of 1973 and the Americans with Disabilities Act (ADA) of 1990, please notify the Dean 
of Student Services in the Student Services Office, Sanders Hall, 620‐432‐0304, on the Chanute Campus, or 
the Dean for the Ottawa and Online Campuses, 785‐248‐2798, on the Ottawa Campus as soon as possible. 
You will need to bring your documentation for review in order to determine reasonable accommodations, 
and then we can assist you in arranging any necessary accommodations. 
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NOTE: 
Information and statements in this document are subject to change at the discretion of NCCC. Students will 
be notified of changes and where to find the most current approved documents. 
 
 

NON‐DISCRIMINATION POLICY 
The following link provides information related to the non‐discrimination policy of NCCC, including persons 
with disabilities. Students are urged to review this policy. 
 

http://www.neosho.edu/Departments/NonDiscrimination.aspx 

 

 
SEXUAL MISCONDUCT POLICY (TITLE IX) 
 
At NCCC, it is the responsibility of an instructor to help create a safe learning environment in the classroom, 
including both physical and virtual classrooms.   All instructors are considered mandatory reporters at NCCC, 
therefore any information regarding sexual misconduct that is shared by a student in one‐on‐one meetings 
with the instructor must be reported to appropriate personnel at the College.  Instructors will keep the 
information private to the greatest extent possible, but it is not confidential.  Generally, climate surveys, 
classroom writing assignments or discussions, human subjects research, or events such as Take Back the 
Night events do not provide notice that must be reported to the Coordinator by employees, unless the 
reporting party clearly indicates that they wish a report to be made. 
 
 
The following link provides information related to the sexual misconduct policy of NCCC, including resources, 
reporting options, and student rights.  Students are urged to review this policy. 
 
http://www.neosho.edu/TitleIX.aspx 

 

COURSE NOTES: 
 
See the supplemental syllabus in the online course. This syllabus is a broad outline of subject matter to 
be covered, it does not limit the content of the class to the material described. For the completion of 
the HIT Program, a C or better is required in this course to continue in the program. Students must 
participate in all activities, as well as accurately complete any assignments or examinations within the 
internet platform in a timely manner. Therefore, it is imperative that students have a reliable internet 
provider, computer hardware, and email address to succeed in this course 
 



x 

NEOSHO COUNTY COMMUNITY COLLEGE 

MASTER COURSE SYLLABUS 
 
 

COURSE IDENTIFICATION 
 

Course Code/Number:  ALHT 255 
 

Course Title:  HIT  Clinical  Affiliation  IIProfessional  Practice  Experience  in  Revenue 
Management 
 
Division:                    Applied Science (AS)             Liberal Arts  (LA)               Workforce Development (WD) 

Health Care (HC)           Lifetime  Learning (LL)            Nursing              Developmental 

Credit Hour(s): Three  One 

Effective Date: Spring Fall 

20197 

Assessment Goal Per Outcome: 80% 
 
 

COURSE DESCRIPTION 
 
During this 45‐clock hour, hands‐on supervised learning experience, students will be assigned to an 
affiliated clinical setting, designed to give students real world experience in a variety of revenue 
functions and/or assigned projects and coursework associated with the coding professional and 
national exam. 
 
This is a 90 clock hour, hands‐on supervised learning experience at affiliated facilities designed to give 
students  a  clinical  experience  in  quality  and  risk  management,  utilization  review,  management  and 
supervision, alternative health care systems, ICD‐CM & CPT coding and DRG assignment, data entry and 
abstracting, cancer registry, health care statistics, electronic health records, billing and insurance, and 
RHIT examination simulation. 
 

The purpose of this course is to provide the student with hands‐on supervised practice of specific 

health record activities in the clinical setting, and RHIT examination preparation. 

 

MINIMUM REQUIREMENTS/PREREQUISITES AND/OR COREQUISITES 
 
Prerequisite: ALHT 225 and 23000‐Clinical Affiliation I, or by program director. 
 
 
 and ALHT 230‐ Introduction to CPT Coding 
 
 

TEXTS 
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The official list of textbooks and materials for this course is found on myNeosho. 
 

http://www.neosho.edu/ProspectiveStudents/Registration/CourseSyllabi.aspx 
 
RECOMMENDED MATERIALS 
RHIT Certification Exam Applications and AHIMA membership 
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COURSE OUTCOMES/COMPETENCIES (as Required) 
 

1. Apply and validate diagnostic/procedural codes. 
2. Adhere to current regulations and established guidelines in reimbursement methodologies. 
3. Apply ethical standards of practice. 
4. Describe components of revenue cycle management and clinical documentation 

improvement. 
 
1. Apply ICD classification systems and CPT diagnosis/procedure    

codes according to current guidelines. 
2. Apply ICD classification systems and CPT diagnostic/procedural 

groupings. 
3. Develop appropriate physician queries to resolve data and coding 

discrepancies. 
 
 

AHIMA DOMAINS 
Domain I. Data Content Structure and Standards  

Subdomain I.A Classification Systems 

1. I.A 1 Apply diagnosis/procedure codes according to current guidelines. (3) application 
2. I.A 3 Apply diagnostic/procedural groupings. (3) Application 

 

Domain V. Compliance 
Subdomain V.D. Clinical Documentation Improvement 
1.V.D. 2. Develop appropriate physician queries to resolve data and coding discrepancies (6) 
Synthesis 

IV.1. Validate assignment of diagnostic and procedural codes and groupings in accordance with 
official guidelines. (3) 
 
IV.2. Describe components of revenue cycle management and clinical documentation 
improvement. (2)  
  
  IV.3. Summarize regulatory requirements and reimbursement methodologies. (2) 
 
 
 
MINIMUM COURSE CONTENT 
The following topics are included in this course additional topics may also be included 

1. Acute Care ICD‐CM Coding/Data Entry and Abstracting of Health Information and /or Clinical 
Care ICD‐CM Coding/Data Entry and Abstracting of Health Information 

 
2. Acute Care Quality Assessment/Performance Improvement and Risk Management 

 
3. Management/Supervision 
 

4. Billing & Insurance 
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5. Statistics 
 

6. Electronic Health Record 
 

7. Cancer Registry 
Students will participate in this healthcare internship (PPE) for the minimum required hours. 
Students shall perform services for patients only when under the supervision of a member of the 
health care organization staff that the student is teamed with or assigned to.  Students shall 
complete assignments and participate in ward rounds, clinics, staff meetings and/or in‐service 
educational programs at the discretion of their supervisor(s) as designated by the healthcare 
organization. 
 
 
STUDENT REQUIREMENTS AND METHOD OF EVALUATION 
The Site Coordinator has been asked to periodically discuss the status of expectations, needs, and 
interests with the student; this should serve to keep all parties on the right track. The Site 
Coordinator will be requested to submit an evaluation at the conclusion of the PPE/internship 
experience. All completed evaluations will be sent to the instructor. Additional evaluations may be 
requested if student progress is unsatisfactory. Upon request, a copy will be provided to the 
student. 
*An unsatisfactory evaluation could result in an academic warning. Under severe circumstances, 
the student may be removed from the internship experience and/or fail the course. Refer to the 
PPE Handbook for additional details. 
 
A cumulative point system is used. Your class assignments may include: reading, review 
questions, written reports, case studies, website research, projects, practice exercises, discussion 
questions, chapter quizzes and examinations. Possible points for written reports, case studies, 
projects, and exams will vary and tracking of your total points for each assignment or exam will 
be available on the course website. Class assignments will be evaluated for accuracy, content, 
form, knowledge of subject matter, application of knowledge and ability to communicate 
effectively. Class participation and completion of assignments by the due date are essential 
elements to success in this course. Total points accumulated during the semester will be 
calculated into a percent and graded on the scale below. 
 

A cumulative point system is used. Your class assignments will include reading, review questions, 
written reports, case studies, Website research, projects, practice exercises, discussion questions, 
chapter quizzes and examinations. The chapter examinations will be a part of each learning unit 
and are completed after the unit assignments, and prior to starting the next unit. Possible points 
for written reports, case studies, projects, and exams will vary and tracking of your total points for 
each assignment or exam will be available on the course Website. Class assignments will be 
evaluated for accuracy, content, form, knowledge of subject matter, application of knowledge and 
ability to communicate effectively. Class participation and completion of assignments by the due 
date are essential elements to your success in this course. Total points accumulated during the 
semester will be calculated into a percent and graded on the scale below. 
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STUDENT REQUIREMENTS 

 
Students must participate in all activities, as well as accurately complete assignments and 
examinations within the internet platform in a timely manner. 
Therefore it is imperative that students have a reliable internet provider, computer hardware, 
and email address to succeed in this course 
 
 
GRADE SCALE 
 
The letter grade is based on the percentage of the total points earned throughout the semester 
based on the following scale: 
 
A = 90‐100% 
B = 80‐89% 
C = 70‐79% 
D = 60‐69% 
F = 59% and below 
 
 
ASSESSMENT OF STUDENT GAIN 
 

Student gain will be determined by student improvement in each of the areas competencies. 
The purpose of assessing student learning at Neosho County Community College is to ensure the 
educational purposes of the institution are met and appropriate changes are made in program 
development and classroom instruction to allow for student success. The instructor(s) of this 
course will determine the methods of assessment most appropriate and complete an assessment 
report at the end of the course. 
 

Attendance Policy 
 

1. NCCC values interactive learning which promotes student engagement in the learning 
process. To be actively engaged, the student must be present in the learning environment. 

 

2. Unless students are participating in a school activity or are excused by the instructor, they are 
expected to attend class. If a student’s absences exceed one‐eighth of the total course 
duration, (which equates to one hundred (100) minutes per credit hour in a face‐to‐face 
class) the instructor has the right, but is not required, to withdraw a student from the course. 
Once the student has been dropped for excessive absences, the registrar’s office will send a 
letter to the student, stating that he or she has been dropped. A student may petition the 
chief academic officer for reinstatement by submitting a letter stating valid reasons for the 
absences within one week of the registrar’s notification. If the student is reinstated into the 
class, the instructor and the registrar will be notified. Please refer to the Student 
Handbook/Academic Policies for more information 

 



3. Absences that occur due to students participating in official college activities are excused 
except in those cases where outside bodies, such as the State Board of Nursing, have 
requirements for minimum class minutes for each student. Students who are excused will be 
given reasonable opportunity to make up any missed work or receive substitute assignments 
from the instructor and should not be penalized for the absence. Proper procedure should be 
followed in notifying faculty in advance of the student’s planned participation in the event. 
Ultimately it is the student’s responsibility to notify the instructor in advance of the planned 
absence. 
 

4. See additional attendance requirements in the PPE Handbook. 
 
 

ACADEMIC INTEGRITY 
 
NCCC expects every student to demonstrate ethical behavior with regard to academic pursuits. 
Academic integrity in coursework is a specific requirement. Definitions, examples, and possible 
consequences for violations of Academic Integrity, as well as the appeals process, can be found in 
the College Catalog, Student Handbook, and/or Code of Student Conduct and Discipline. 
 
 

ELECTRONIC DEVICE POLICY 
 

Student cell phones and other personal electronic devices not being used for class activities must 
not be accessed during class times unless the instructor chooses to waive this policy. See the PPE 
Handbook for additional electronic device expectations during clinical rotation. 
 
 

NOTE 
 
Information and statements in this document are subject to change at the discretion of NCCC. 
Students will be notified of changes and where to find the most current approved documents. 
 
 
ACCOMMODATIONS 

 

If you are a student with a disability who may need accommodation(s), in compliance with Section 504 
of the Rehabilitation Act of 1973 and the Americans with Disabilities Act (ADA) of 1990, please notify 
the Dean of Student Services in the Student Services Office, Sanders Hall, 620‐432‐0304, on the 
Chanute Campus, or the Dean for the Ottawa and Online Campuses, 785‐248‐2798, on the Ottawa 
Campus as soon as possible. You will need to bring your documentation for review in order to 
determine reasonable accommodations, and then we can assist you in arranging any necessary 
accommodations. 

 
 

NON‐DISCRIMINATION POLICY 

 

The following link provides information related to the non‐discrimination policy of NCCC, including 
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persons with disabilities. Students are urged to review this policy.  

http://www.neosho.edu/Departments/NonDiscrimination.aspx 

 
 

 

SEXUAL MISCONDUCT POLICY (TITLE IX) 
 

At NCCC, it is the responsibility of an instructor to help create a safe learning environment in the 
classroom, including both physical and virtual classrooms.   All instructors are considered mandatory 
reporters at NCCC, therefore any information regarding sexual misconduct that is shared by a student in 
one‐on‐one meetings with the instructor must be reported to appropriate personnel at the 
College.  Instructors will keep the information private to the greatest extent possible, but it is not 
confidential.  Generally, climate surveys, classroom writing assignments or discussions, human subjects 
research, or events such as Take Back the Night events do not provide notice that must be reported to 
the Coordinator by employees, unless the reporting party clearly indicates that they wish a report to be 
made. 

 

The following link provides information related to the sexual misconduct policy of NCCC, including 
resources, reporting options, and student rights.  Students are urged to review this policy. 

 

http://www.neosho.edu/TitleIX.aspx 

 

 

COURSE NOTES 

 
See supplemental syllabus inside course 
This syllabus is a broad outline of subject matter to be covered, nor does it limit the content of the 
class to the material described. For the completion of the HIT Program a C or better is required in 
this course to continue in the program. 
See the supplemental syllabus in the online course. This syllabus is a broad outline of subject 
matter to be covered, it does not limit the content of the class to the material described. For 
the completion of the HIT Program, a C or better is required in this course to continue in the 
program. Students must participate in all activities, as well as accurately complete any 
assignments or examinations within the internet platform in a timely manner. Therefore, it is 
imperative that students have a reliable internet provider, computer hardware, and email 
address to succeed in this course. 
 
 
 



□ □ □ □

□ □ □

□

□

□

Curriculum Change Request Form 
(Any change request submitted after one week prior to the curriculum meeting may not be acted on.) 
 

Request Date:  Contact Person for Change Request:     
 Implement Semester & Year:  SU FA     SP    
   

Division:   Applied Science (AS)  Liberal Arts (LA)  Workforce Development (WD)  Health Care (HC) 

Lifetime Learning (LL)  Nursing   Developmental 

All division applicable course and program changes must be approved through a division meeting prior to being presented at 

curriculum. 
 

Choose One and then complete information 
checklist below: 

New Course/Program    

Revising Course/Program               

Inactivation of Course/Program                       

Course/Program title and a brief summary of change 

request. Attach an additional page if explanation is needed.

 

Check, then fill in all applicable areas (Information is required for both new and revised courses/programs): 
 

☐ 

☐ 

☐ 

☐ 

☐ 

☐ 

☐ 

☐ 

☐ 

☐ 

Choose One: 
 

☐ Academic  □ Tiered  □ Pass/Fail
☐ Vocational  □ Non‐Tiered  □ Letter Grade    

 

Please attach a copy of the syllabi/program sheet (both current and proposed) and provide information related to the 

following items when applicable: 

1. Impact of curriculum change on instructor load. 

2. Impact of curriculum change on facilities, technology services, and scheduling. 

3. Impact of curriculum change on program/department budget. 

4. If additional resources are required for the course/program, provide an explanation of how those resources will 

be acquired and expected commitment of the institution. 

5. Comment on transferability. 

6. If the proposal is in the career/technical education area, please comment on the involvement and support from 

area employers, advisory committees, and supporting data for the curriculum change. 

7. Proposed implementation date of the change (academic term).  ***Assessment Changes will only be implemented at 

the beginning of an academic year, which is the summer term. 

8. Any supportive documentation from accrediting agency (as required). 

 
Course Prefix/Number 

CURRENT NEW/PROPOSED
   

Course Title     

Course Description     

Division/Program     

Credit Hour     

Assessment Goal %     

Pre‐requisites/Co‐requisites     

Course Outcomes     

  Program Matrix Update?     

Other (explain)     



Approval Signatures 
 

Division Chair/Dean  Date 
 

   

 

Approved in Division Meeting?  ☐ Yes  □ No  ☐ N/A 

 
Designate for Consent Agenda 

Change Request is Eligible for Consent Agenda  Explanation:  

 
Coordinator of Assessment 

□ Yes  □ No  Initial:        
Date 

 
 
 

 
 
Curriculum Chair 

 

   

(Coordinator of Assessment requires at least one week lead time prior to curriculum meeting for all 
new courses/programs and ANY changes to the learning outcomes.) 

☐ Relevant Personnel Notified About Changes Affecting Program Matrices 

 

Date 
 

   

 

 
Vice President for Student 

(Curriculum Chair requires at least 3 days lead time prior to curriculum meeting to be added to 
agenda.) 

Learning     Date        
 

 
 

Routing and Processes 
 

If any of the following actions are approved by Curriculum, the next step would be approval by the Board of Trustees. 
Course Prefix/Number Change 
Credit Hour Change Programs 
Inactivated 

Course Title Change 
New Program/Program Changes 

 

**Date of Board of Trustees Approval (if applicable):    
 

Required Administrative/Procedural Actions 
 

Task  Task Owner 
Date 

Completed
Sign 

Update Course Inventory  Administrative Assistant to V.P.     

Update Catalog on the Web  Administrative Assistant to V.P.     

Update College Master  Registrar     

Syllabus Review for Web  Adm. Assist. to
Faculty/Assessment/Div. Chairs

   

Record for Annual Course 
Outcome Master Update 

Adm. Asst. to 
Faculty/Assessment/Div. Chairs

   

Update Syllabus on the Web  Webmaster     

Update Advising and Articulation  Coordinator of Advising

and Articulation 
   

Pleasse return this form to the administrative Assistant to Faculty/Assessment/Division Chairs within 30 days of 

change approval. 



□ □ □ □

□ □ □

□

□

□

Curriculum Change Request Form 
(Any change request submitted after one week prior to the curriculum meeting may not be acted on.) 
 

Request Date:  Contact Person for Change Request:     
 Implement Semester & Year:  SU FA     SP    
   

Division:   Applied Science (AS)  Liberal Arts (LA)  Workforce Development (WD)  Health Care (HC) 

Lifetime Learning (LL)  Nursing   Developmental 

All division applicable course and program changes must be approved through a division meeting prior to being presented at 

curriculum. 
 

Choose One and then complete information 
checklist below: 

New Course/Program    

Revising Course/Program               

Inactivation of Course/Program                       

Course/Program title and a brief summary of change 

request. Attach an additional page if explanation is needed.

 

Check, then fill in all applicable areas (Information is required for both new and revised courses/programs): 
 

☐ 

☐ 

☐ 

☐ 

☐ 

☐ 

☐ 

☐ 

☐ 

☐ 

Choose One: 
 

☐ Academic  □ Tiered  □ Pass/Fail
☐ Vocational  □ Non‐Tiered  □ Letter Grade    

 

Please attach a copy of the syllabi/program sheet (both current and proposed) and provide information related to the 

following items when applicable: 

1. Impact of curriculum change on instructor load. 

2. Impact of curriculum change on facilities, technology services, and scheduling. 

3. Impact of curriculum change on program/department budget. 

4. If additional resources are required for the course/program, provide an explanation of how those resources will 

be acquired and expected commitment of the institution. 

5. Comment on transferability. 

6. If the proposal is in the career/technical education area, please comment on the involvement and support from 

area employers, advisory committees, and supporting data for the curriculum change. 

7. Proposed implementation date of the change (academic term).  ***Assessment Changes will only be implemented at 

the beginning of an academic year, which is the summer term. 

8. Any supportive documentation from accrediting agency (as required). 

 
Course Prefix/Number 

CURRENT NEW/PROPOSED
   

Course Title     

Course Description     

Division/Program     

Credit Hour     

Assessment Goal %     

Pre‐requisites/Co‐requisites     

Course Outcomes     

  Program Matrix Update?     

Other (explain)     



Approval Signatures 
 

Division Chair/Dean  Date 
 

   

 

Approved in Division Meeting?  ☐ Yes  □ No  ☐ N/A 

 
Designate for Consent Agenda 

Change Request is Eligible for Consent Agenda  Explanation:  

 
Coordinator of Assessment 

□ Yes  □ No  Initial:        
Date 

 
 
 

 
 
Curriculum Chair 

 

   

(Coordinator of Assessment requires at least one week lead time prior to curriculum meeting for all 
new courses/programs and ANY changes to the learning outcomes.) 

☐ Relevant Personnel Notified About Changes Affecting Program Matrices 

 

Date 
 

   

 

 
Vice President for Student 

(Curriculum Chair requires at least 3 days lead time prior to curriculum meeting to be added to 
agenda.) 

Learning     Date        
 

 
 

Routing and Processes 
 

If any of the following actions are approved by Curriculum, the next step would be approval by the Board of Trustees. 
Course Prefix/Number Change 
Credit Hour Change Programs 
Inactivated 

Course Title Change 
New Program/Program Changes 

 

**Date of Board of Trustees Approval (if applicable):    
 

Required Administrative/Procedural Actions 
 

Task  Task Owner 
Date 

Completed
Sign 

Update Course Inventory  Administrative Assistant to V.P.     

Update Catalog on the Web  Administrative Assistant to V.P.     

Update College Master  Registrar     

Syllabus Review for Web  Adm. Assist. to
Faculty/Assessment/Div. Chairs

   

Record for Annual Course 
Outcome Master Update 

Adm. Asst. to 
Faculty/Assessment/Div. Chairs

   

Update Syllabus on the Web  Webmaster     

Update Advising and Articulation  Coordinator of Advising

and Articulation 
   

Pleasse return this form to the administrative Assistant to Faculty/Assessment/Division Chairs within 30 days of 

change approval. 



   CURRICULUM CHANGE PROCEDURE 

 

Rev. 3/13/2017 
 

For All Curriculum Changes 

1. All Curriculum Change requests must be submitted to the Curriculum Co‐Chairs and the Faculty 

Administrative Assistant one week before the date of the Curriculum Committee meeting in 

which their review is desired in order to give Curriculum Committee Members ample time to 

review the proposed changes.  Failure to meet this deadline may result in the requested change 

being held until the following Curriculum Committee Meeting. 

2. Any proposed changes to a Master Syllabus, Program Sheet or Program Matrix requires 

Curriculum Committee approval.  All Curriculum Change requests should include a completed 

Curriculum Change Request Form (CCR) and copies of the current and proposed syllabus and 

program sheet.  File names should begin with the program and/or course prefix. 

 

For Changes Involving Course or Program Outcomes:  

Course or program outcome changes are drafted by responsible party (faculty member or director) 

along with Curriculum Change Request Form (CCR). 

1. Course or program outcome changes and CCR are forwarded to the appropriate division 

chair/director and faculty for review. 

2. Proposed changes to course or program outcomes and CCR are forwarded by division 

chair/director to Coordinator of Assessment for review and for determination of assessable 

language in proposed outcomes and for identification of impacted Program Matrices. 

3. Coordinator of Assessment forwards proposed syllabus/program change to Curriculum 

Committee Co‐Chairs and Faculty Administrative Assistant at least one week before Curriculum 

Committee Meeting. 

4. Curriculum Co‐Chairs and VPSL meet to determine whether item should be designated for 

Consent Agenda. 

5. Following Curriculum Committee approval, CCR and newly approved syllabus are routed to 

parties on CCR form. 

For Changes Not Involving Course or Program Outcomes:  

Changes to syllabus or program sheet are drafted by responsible party (faculty member or director) 

along with CCR. 

1. Course or program outcome changes and CCR are forwarded to the appropriate division 

chair/director for review. 

2. Proposed changes to syllabus or program sheet and CCR are forwarded to Curriculum 

Committee Co‐Chairs and Faculty Administrative Assistant at least one week before Curriculum 

Committee Meeting. 

3. Curriculum Co‐Chairs and VPSL meet to determine whether item should be designated for 

Consent Agenda. 

4. Following Curriculum Committee approval, CCR and newly approved syllabus are routed to 

parties on CCR form. 



□ □ □ □

□ □ □

□

□

□

Curriculum Change Request Form 
(Any change request submitted after one week prior to the curriculum meeting may not be acted on.) 
 

Request Date:  Contact Person for Change Request:     
 Implement Semester & Year:  SU FA     SP    
   

Division:   Applied Science (AS)  Liberal Arts (LA)  Workforce Development (WD)  Health Care (HC) 

Lifetime Learning (LL)  Nursing   Developmental 

All division applicable course and program changes must be approved through a division meeting prior to being presented at 

curriculum. 
 

Choose One and then complete information 
checklist below: 

New Course/Program    

Revising Course/Program               

Inactivation of Course/Program                       

Course/Program title and a brief summary of change 

request. Attach an additional page if explanation is needed.

 

Check, then fill in all applicable areas (Information is required for both new and revised courses/programs): 
 

☐ 

☐ 

☐ 

☐ 

☐ 

☐ 

☐ 

☐ 

☐ 

☐ 

Choose One From Each Column: 
 

☐ Academic  □ Tiered  □ Pass/No Pass
☐ Vocational  □ Non‐Tiered  □ Letter Grade    

 

Please attach a copy of the syllabi/program sheet (both current and proposed) and provide information related to the 

following items when applicable: 

1. Impact of curriculum change on instructor load. 

2. Impact of curriculum change on facilities, technology services, and scheduling. 

3. Impact of curriculum change on program/department budget. 

4. If additional resources are required for the course/program, provide an explanation of how those resources will 

be acquired and expected commitment of the institution. 

5. Comment on transferability. 

6. If the proposal is in the career/technical education area, please comment on the involvement and support from 

area employers, advisory committees, and supporting data for the curriculum change. 

7. Proposed implementation date of the change (academic term).  ***Assessment Changes will only be implemented at 

the beginning of an academic year, which is the summer term. 

8. Any supportive documentation from accrediting agency (as required). 

 
Course Prefix/Number 

CURRENT NEW/PROPOSED
   

Course Title     

Course Description     

Division/Program     

Credit Hour     

Assessment Goal %     

Pre‐requisites/Co‐requisites     

Course Outcomes     

  Program Matrix Update?     

Other (explain)     



Approval Signatures 
 

Division Chair/Dean  Date 
 

   

 

Approved in Division Meeting?  ☐ Yes  □ No  ☐ N/A 

 
Designate for Consent Agenda 

Change Request is Eligible for Consent Agenda  Explanation:  

 
Coordinator of Assessment 

□ Yes  □ No  Initial:        
Date 

 
 
 

 
 
Curriculum Chair 

 

   

(Coordinator of Assessment requires at least one week lead time prior to curriculum meeting for all 
new courses/programs and ANY changes to the learning outcomes.) 

☐ Relevant Personnel Notified About Changes Affecting Program Matrices 

 

Date 
 

   

 

 
Vice President for Student 

(Curriculum Chair requires at least 3 days lead time prior to curriculum meeting to be added to 
agenda.) 

Learning     Date        
 

 
 

Routing and Processes 
 

If any of the following actions are approved by Curriculum, the next step would be approval by the Board of Trustees. 
Course Prefix/Number Change 
Credit Hour Change Programs 
Inactivated 

Course Title Change 
New Program/Program Changes 

 

**Date of Board of Trustees Approval (if applicable):    
 

Required Administrative/Procedural Actions 
 

Task  Task Owner 
Date 

Completed
Sign 

Update Course Inventory  Administrative Assistant to V.P.     

Update Catalog on the Web  Administrative Assistant to V.P.     

Update College Master  Registrar     

Syllabus Review for Web  Adm. Assist. to
Faculty/Assessment/Div. Chairs

   

Record for Annual Course 
Outcome Master Update 

Adm. Asst. to 
Faculty/Assessment/Div. Chairs

   

Update Syllabus on the Web  Webmaster     

Update Advising and Articulation  Coordinator of Advising

and Articulation 
   

Pleasse return this form to the administrative Assistant to Faculty/Assessment/Division Chairs within 30 days of 

change approval. 



 

Course/Program title and a brief summary of change 

request. Attach an additional page if explanation is needed.

Curriculum Change Request Form 
(Any change request submitted after one week prior to the curriculum meeting may not be acted on.)  

 

Request Date:                                 Contact Person for Change Request:       

Division:      ☐ Applied Science (AS)      ☐ Liberal Arts (LA)   ☐ Workforce Development (WD)   ☐ Health Care (HC)    

         ☐ Lifetime Learning (LL)    ☐ Nursing    ☐ Developmental 

All division applicable course and program changes must be approved through a division meeting prior to being presented at 

curriculum.  

Choose One and then complete information 
checklist below: 

☐  New Course/Program 

☐  Revising Course/Program 

☐  Inactivation of Course/Program 

Check, then fill in all applicable areas (Information is required for both new and revised courses/programs): 

    CURRENT  NEW/PROPOSED 

☐  Course Prefix/Number    

☐  Course Title    
☐  Course Description    
☐  Division/Program    

☐  Credit Hour      
☐  Assessment Goal %     

☐  Pre‐requisites/Co‐requisites     

☐  Course Outcomes     

☐  Other (explain)     

Choose One: 
   

☐  Academic  ☐ Tiered                          ☐ Pass/Fail  Implement Semester & Year 

☐  Vocational  ☐ Non‐Tiered                 ☐ Letter Grade    SP                  FA                     SU    

Please attach a copy of the syllabi/program sheet (both current and proposed) and provide information related to the 

following items when applicable: 

1. Impact of curriculum change on instructor load. 

2. Impact of curriculum change on facilities, technology services, and scheduling. 

3. Impact of curriculum change on program/department budget. 

4. If additional resources are required for the course/program, provide an explanation of how those resources will 

be acquired and expected commitment of the institution. 

5. Comment on transferability. 

6. If the proposal is in the career/technical education area, please comment on the involvement and support from 

area employers, advisory committees, and supporting data for the curriculum change. 

7. Proposed implementation date of the change (academic term).  ***Assessment Changes will only be implemented at 

the beginning of an academic year, which is the summer term.    

8. Any supportive documentation from accrediting agency (as required).  
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