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IMPORTANT DATES 
 

 
 
FALL 2024   

Faculty Seminar Days August 21-22 (Wednesday-Thursday) 

Fall Classes Begin August 26 (Monday) 

Labor Day Break September 2-3 (Monday-Tuesday) No Classes 

Fall Classes Continue September 4 (Wednesday)-November 26 (Tuesday) 

Thanksgiving Break November 27-December 1 (Wednesday-Sunday) No Classes 

Fall Classes Continue December 2-7 (Monday-Saturday) 

Final Exam Days Final December 9-14 (Monday-Saturday) 

Grades Due December 18 (Wednesday) by 10:00 a.m. 

Winter 2025  

Faculty Seminar Days January 9-10 (Thursday-Friday) 

Winter Classes Begin January 13 (Monday) 

Dr. Martin Luther King Day January 20 (Monday) No Classes 

Winter Classes Continue January 21 (Tuesday)-March 2 (Sunday) 

Mid-Semester Vacation March 3 (Monday)-March 9 (Sunday) 

Winter Classes Continue March 10 (Monday)-April 18 (Friday) 

Half-Day April 18 (Friday) No Classes after 12:00 pm 

Winter Classes Continue April 19 (Saturday)-April 28 (Monday) 

Final Exam Days April 29 (Tuesday)-May 5 (Monday) 

Commencement TBA 

Final Grades Due May 8 (Thursday) by 10:00 a.m. 

SUMMER 2025 (12 Weeks)  

Summer Classes Begin May 19 (Monday) 

Memorial Day May 26 (Monday) No Classes 

Summer Classes Continue May 27 (Tuesday) - July 3 (Thursday) 

Independence Day July 4 (Friday) - July 6 (Sunday) No Classes 

Summer Classes Continue July 7 (Monday) - August 11 (Monday) 

Final Grades Due August 14 (Thursday) by 10:00 a.m. 
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CONTACTS 

 
 

Academic Affairs   
Athletics Marty McDermott Marty.McDermott@muskegoncc.edu 231-777-0462 
Bookstore Kim.Oakes@muskegoncc.edu 231-777-0235 
Campus Security Security.Office@muskegoncc.edu 231-777-0545 
Dean of Instruction Edward.Breitenbach@muskegoncc.edu 231-777-0526 
Disability Services Donella.Cooper@muskegoncc.edu 231-777-0404 
Extension Center Cheryl.Flannery@muskegoncc.edu 231-777-0308 
CTL Coordinator Megan.Lockard@muskegoncc.edu 231-777-0214 
Instructional Support Technician Barbara.Landes@muskegoncc.edu 231-777-0424 
Blackboard or Simple Syllabus Support BBSupport@muskegoncc.edu  
Human Resources Kristine.Anderson@muskegoncc.edu 231-777-0447 
President John.Selmon@muskegoncc.edu 231-777-0303 
Printing Services Allison.Cooper@muskegoncc.edu 231-777-0647 
Registration Registration@muskegoncc.edu 231-777-0240 
Student Services Patti.Davignon@muskegoncc.edu 231-777-0328 
Switchboard  231-773-9131 
Information Technology Support Helpdesk@muskegoncc.edu 231-777-0351 
After Hours Tech Support Helpdesk@muskegoncc.edu 1-866-718-5170 

mailto:Marty.McDermott@muskegoncc.edu
mailto:Kim.Oakes@muskegoncc.edu
mailto:Security.Office@muskegoncc.edu
mailto:Cheryl.Flannery@muskegoncc.edu
mailto:Megan.Lockard@muskegoncc.edu
mailto:Barbara.Landes@muskegoncc.edu
mailto:Kristine.Anderson@muskegoncc.edu
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ADJUNCT FACULTY DEFINITION 
Adjunct faculty are temporary faculty members appointed to teach one (1) or more 
course(s) in a single academic term/semester. An adjunct may teach up to 24 contact 
hours per year and a limit of no more than 12 contact hours per semester with no 
assurance of teaching from one semester to the next. 

 
The combination of teaching and other assignments (committee participation hours, 
curriculum/text review hours, etc.) will be limited to a total no greater than 28 hours per 
week, while also staying within the above semester and annual contact hour limits. 

 
Adjunct faculty members are at will employees and there is no guarantee of continued 
employment from semester to semester. 

 

 
 

AVAILABLE SERVICES 
There are a number of services and tools available for teaching and learning on 
campus. In this chapter, we list these to familiarize the new faculty with them. 

 
Office of Information Services 
OIT is located in Room 1031 across from the Testing Center. If you have trouble with 
your MCC email, on-campus computers or media equipment such as classroom 
projectors, smart boards, or audio, please contact the MCC Help Desk by phone (231- 
777-0351), or send email to helpdesk@muskegoncc.edu. For priority issues affecting 
classes and students during off-hours or the weekends, additional help is available: call 
1.866.718.5170. 

 
Media Services 
Media Services is coordinated by Auxiliary Services. They can provide the equipment you 
need for audio/visual, photographic, and interactive multimedia instruction in your 
classroom (if not already there). If you need training on this equipment, contact the IT Help 
Desk (x7351). It is necessary to schedule equipment in advance. You can do this one of 
two ways: 

1. Call 231-777-0319 

mailto:helpdesk@muskegoncc.edu
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2. Notify your Department Support of your media needs 
 

Academic Support 
Academic Support (231-777-0392) is located in Room 3081, which is located on the 3rd floor 
of the main campus. It offers credit classes in writing, math, reading, and study skills. 

 
 

Tutoring Center 
 

Students are entitled to tutoring for each class they take. They may sign up for tutors (or 
apply to become a tutor) online. You and your students should familiarize yourselves with 
the resources and information on the Tutoring Center website, available on the MyMCC 
homepage under the “Student Services” tab. Blackboard has a NET TUTOR link in tools. 
The Tutoring Center is in Room 3081, or through the MyMCC portal page at MCC Tutoring 
Center. 

 

Disability Support Services 
At Muskegon Community College, the Disability Support Services (DSS) provides assistance 
to all qualified students with documented disabilities, whether they are physical, 
psychological or educational. The Americans with Disabilities Act (ADA) of 1990, as 
amended (ADAAA) of 2008, and Section 504 of the Rehabilitation Act of 1973 require that 
accommodations are developed in a dialogue between the student with a disability and the 
institution. 

It is important to note: 
• All accommodations must be filtered through the DSS office. Therefore, if a student in 

your course self-identifies as a person with a disability, or pregnancy please 
immediately refer them to our office. By law you may not ask for documentation 
regarding their disability or provide accommodation requests without approval of the 
DSS office. 

• If you have concerns about an accommodation or have a student in your course that 
you feel may qualify for services, please contact the DSS office directly; do not 
approach the student and ask if they have a disability or suggest that a student has a 
particular disability. 

https://mymcc.muskegoncc.edu/StudentServices/Tutoring/Pages/default.aspx
https://mymcc.muskegoncc.edu/StudentServices/Tutoring/Pages/default.aspx
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• The Disability Support Services (DSS) office is located in Room 2046. Please don’t 
hesitate to contact the DSS office at any time at: phone: (231): 777-0309, e-mail: 
mccdss@muskegoncc.edu 

 
 

Testing Center 
The Testing Center in Room 1032 is available to proctor make-up tests for your 
students. Additional information can be found on the MyMCC homepage under the 
“Student Services” tab. 

 

 
Before you send a student in to take a test, you must complete a cover sheet that 
includes any special instructions, time limits, calculator use, etc. for the test. Students 
must make an appointment to take the test. They must bring a picture ID and their own 
Scantron sheet (if needed) to the Testing Center. Contact the Testing Center at 231- 
777-0394 for more information. Email: TestingCenter@muskegoncc.edu or through the 
MyMCC link at MCC Testing Center 

 

Bookstore 
The MCC Bookstore, managed by Barnes and Noble, has all texts and supplies for 
your students including exam bluebooks and Scantron sheets. They also have current 
magazines, bestsellers, and MCC gift items. They can special order books and 
supplies. The bookstore may be reached at 231-777-0235. As an employee you are 
eligible for a 10% discount on most items. 

 

Well-being 
We care about your well-being and offer a number of resources to support you! 
Exercise facilities are available for faculty and staff use at the Health and Wellness 
Center (HWC) for FREE! Treadmills, bikes, rowing machines, elliptical riders and 
weightlifting equipment are available. You must show your current MCC ID card to use 
the equipment. Facility hours are posted on the Health and Wellness Center site. Sign 
up your family members for a HWC enrichment course and they can join you. 

mailto:mccdss@muskegoncc.edu
mailto:TestingCenter@muskegoncc.edu
https://mymcc.muskegoncc.edu/StudentServices/TestingCenter/Pages/default.aspx
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Muskegon Community College cares about your health and well-being. Our Employee Assistance 
Program or (EAP) services are offered through Ulliance and are available to assist you in 
overcoming barriers or challenges in your life. The resources and services provide support in 
almost any area including anxiety, relationships, drug/alcohol use, depression, parenting, caring 
for aging parents, loved ones or other situations. These resources may be accessed by contacting 
1.800.448.8326. A number of visits are offered for free. On the Ulliance website, you can find 
many free resources including articles for general health and well-being. Contact Human 
Resources with additional questions at 231-777-0350 or 
mccofficeofhumanresources@muskegoncc.edu 

 
 

Computer Labs / Classrooms 
Computers and printers for students’ and public use are located in the Library. The 
library also has several computer labs that may be reserved. Other computer 
classrooms allow an instructor and 16 – 32 students an opportunity for computer-based 
instruction. Use of these rooms may be arranged by contacting Conference & Catering 
at 231-777-0587. 

 
 
 

Lost and Found 
The MCC Security Office in Room 1356 is headquarters for lost and found items. 
Phone number is 231-557-5648 or night 231-557-5648 Email: 
Security.Office@muskegoncc.edu

https://ulliance.com/
mailto:mccofficeofhumanresources@muskegoncc.edu
mailto:Security.Office@muskegoncc.edu
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Hendrik Meijer Library / Information Technology Center 
Hendrik Meijer Library has a wealth of resources to help students, faculty and public 
patrons. Students will find easily accessible database resources which include 
information from: 

 
• scholarly books 
• academic journals 
• subject specific magazines 
• world class newspapers 

 
Students may schedule a virtual appointment with a librarian for assistance with their 
research @ https://mcc-library.appointlet.com/ 

 

Faculty may: 
 

• schedule a library information session for their students and/or request library tutorial 
videos created for their classes 

• request a tour of the library 
• place materials on reserve for their classes 
• receive assistance with copyright and open educational resource (OER) questions 

All Patrons (in good standing) may: 

• Obtain a library card 
• Access Muskegon Community College’s wireless service (login information is 

available in the library) 

• Use computers in the Library and in the Information Commons (login 
information is available in the library) 

• Access the library’s database collection when using a computer in the Library or 
Information Commons 

• Check out books (must have a library card) 
• Request books and other materials through InterLibraryLoan (must have a library 

card) 
 

To contact the library, call 231-777-0326 or email library@muskegoncc.edu 
 

https://mcc-library.appointlet.com/
mailto:library@muskegoncc.edu
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Copy Center 
The Copy Center in Room 1355 is our main source for copying large quantities (20 or 
more).  

 
Requests for copies are usually done through your Department Support. Remember to 
provide ample time (at least 24 hours) for copying, especially during peak times at the start 
and end of the semester. The Copy Center can also provide copies on colored paper, 
binding, and a variety of other services. Contact your Department Support or the Copy 
Center at 231-777-0670 if you have special requirements. Look for updates on the Copy 
Center Page 

 

Center for Teaching and Learning (CTL) 
The CTL is a resource, support center and lounge for all faculty members. It is located in 
Room 2020 of the main campus building. The CTL provides opportunities for faculty 
development and training. 

 
Training is offered for faculty to learn various software and tools for teaching, including 
Blackboard. One-on-one support is also available by appointment. Visit Faculty Corner 
on Blackboard for more information. If you need advice on how to improve your 
teaching, create assessments, handle unusual classroom situations, find resources 
available to instructors, or just need to talk about your work here at MCC, please feel 
free to contact bbsupport@muskegoncc.edu. 

 

For Blackboard related issues, additions or troubleshooting email 
bbsupport@muskegoncc.edu or Barbara Landes (777-0424). 

https://mymcc.muskegoncc.edu/EmployeeServices/PrintingServices/Pages/default.aspx
https://mymcc.muskegoncc.edu/EmployeeServices/PrintingServices/Pages/default.aspx
mailto:bbsupport@muskegoncc.edu.
mailto:bbsupport@muskegoncc.edu
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Department Support 
Your Department Support person is a very valuable resource for faculty at MCC. They 
provide a variety of clerical support services. Check with your Department Chair to 
determine which services are available. 

 
Allied Health Chris.nowak@muskegoncc.edu 231-777-0231 
Applied Technologies Tammisha.Morris@muskegoncc.edu 231-777-0333 
Arts & Humanities  231-777-0385 
Business Dequecha.crews@muskegoncc.edu 231-777-0378 
Academic Support Pauline.Keith@muskegoncc.edu 231-777-0392 
Counseling Navidad.Cortez@muskegoncc.edu 231-777-0362 
English Kelli.loughrige@muskegoncc.edu 231-777-0371 
HPER/Athletics Tonya.Letner@muskegoncc.edu 231-777-0385 
Life Science Kristin.Hepfer@muskegoncc.edu 231-777-0273 
Math/Physical Science Tamera.Owens@muskegoncc.edu 231-777-0289 
Nursing Jodie.Leonard@muskegoncc.edu 231-777-0281 
Social Science  231-777-0378 
Student Services Julie.harrell@muskegoncc.edu 231-777-0491 
   

 
 

BEFORE CLASSES BEGIN 
Faculty are required to maintain confidentiality of student records and information. 

 
Confidentiality of Student Records 
To be in compliance with the Family Educational Rights and Privacy Act (FERPA), you 
must keep all student records confidential and only make them available to the student. 
Under FERPA, parental and third party access to student records is only permitted in 
limited cases. All requests for student information from ANYONE other than the student 
should be referred to the Office of the Registrar. 

mailto:Chris.nowak@muskegoncc.edu
mailto:Tammisha.Morris@muskegoncc.edu
mailto:Dequecha.crews@muskegoncc.edu
mailto:Pauline.Keith@muskegoncc.edu
mailto:Navidad.Cortez@muskegoncc.edu
mailto:Kelli.loughrige@muskegoncc.edu
mailto:Tamera.Owens@muskegoncc.edu
mailto:Jodie.Leonard@muskegoncc.edu
mailto:Julie.harrell@muskegoncc.edu
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To avoid violations of FERPA rules, DO NOT: 
• At any time use the entire Student ID Number. 
• Do not post student grades. 
• Link the name of a student with that student's ID number in any public manner. 
• Leave graded tests in a stack for students to pick up by sorting through the 

papers of all students. 
• Circulate a printed class list with student name and student ID number or grades 

as an attendance roster. 
• Discuss the progress of any student with anyone (including parents) other than 

the student without the written consent of the student. 
• Provide anyone with lists of students enrolled in your classes (outside of MCC) 

for any purpose. 
• Provide anyone with student schedules or assist anyone other than college 

employees in finding a student on campus. 
 

Campus Mailbox / Email 
All faculty members have an on-campus mailbox; contact your Department/Program 
Department Support for the location. This is where you will find official communications, 
notices from your Chairperson / Coordinator and notes from your students. Check your 
mailbox often! If you are teaching off campus, contact your Department Support to 
arrange for getting mail to you. 

 
All faculty members must use their MCC email address when corresponding with 
students and other MCC team members. The email address will be available through 
our campus server (firstname.lastname@muskegoncc.edu). Important information will 
be sent by the school and your students to your MCC email address so check it often. 
You may access your email off campus through MyMCC – mymcc.muskegoncc.edu or 
if MyMCC is down Outlook.com and use your MCC credentials to log in. If you do not 
know your password, call the Helpdesk at 231-777-0351 or their after hours number 
866-718-5170. 

http://www.muskegoncc.edu/
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Photo Identification Name Badges 
Each MCC employee is required to wear a photo ID name badge at all times while on 
campus. Email HR at mccofficeofhumanresources@muskegoncc.edu if you need a 
badge. 

 
Office Keys and Security 
Faculty will be issued keys for the offices or rooms where they will be meeting students. 
Ask your Chairperson / Coordinator or your Department Support for your key(s). It is 
important that you lock any office doors when you leave. Do not lend your keys to any 
unauthorized persons. Report lost keys immediately at 231-777-0318. At the end of the 
semester return classroom keys after the last day of classes, as you may not be 
teaching in the same classroom in the future. 

 
Materials for your Class 
Your Chairperson / Coordinator should provide you with the textbook and any other 
necessary materials for your class. You will also be given a copy of the Departmental 
Course Syllabus or a sample syllabus for your course. Supplies (such as markers, 
grade books, paper, etc.) are available from your Departmental / Program Support. Be 
sure to contact the MCC Bookstore to verify that they have the correct book for your 
students to purchase for your course. 

 
Blackboard Access for your Class 
Each student has access to Blackboard, our online learning management system 
(LMS). All classes have a Blackboard course shell assigned. Instructors use 
Blackboard to teach their online classes and support their face-to-face classes. All 
faculty – even those teaching on-campus classes – must use blackboard to link their 
Simple Syllabus and post grades to the Gradebook. 

 
Logins and password are the same as accessing MyMCC. If you have difficulty 
accessing Blackboard or need training, contact Barbara Landes, the Instructional 
Support Specialist, at 231-777-0424 or email mccbbsupport@muskegoncc.edu. 
 
If you need help with course design or curriculum alignment, contact Meg Lockard, 
Coordinator for the CTL/Instructional Designer, at megan.lockard@muskegoncc.edu. 

  

mailto:mccofficeofhumanresources@muskegoncc.edu
mailto:mccbbsupport@muskegoncc.edu
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Preparing your Class Syllabus 
 

 
MCC uses a 3rd party plug in to our LMS (Blackboard) called Simple Syllabus.  This link 
can be renamed in the LMS to suit the instructor preferences.  However, the link must be 
available for students to access it. 
 
Some of the fields are editable, some are not.  Editable fields allow for each instructor to 
enter course relevant content and each syllabus. Non-editable content are set at the 
administrative level. 
 
Fields the instructor choses to make private are only hidden from those not directly 
enrolled in the course 
 
Sample Syllabi: (Look in Faculty Corner for additional information) 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
Syllabus Content Suggestions: 
 

1. A schedule of topics covered in class 
2. Dates for quizzes and exams 



” 
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3. Due dates for reports, etc. 
4. Your policy for making up missed examinations and/or classes 
5. Your policy on late work 
6. Your policy on keeping papers after class has ended 
7. Information on accessing grades or other information via Blackoard, if relevant 
8. Your policy on use of cell phones and/or laptops during class time. 
9. Any other information students may need to successfully complete the class. 

 
NOTES: 
1. lt is not required that you put your home address, home phone number, and/or 

personal email address on your syllabus. If you wish to be contacted at home or 
through another off-campus number, you may include that number in your syllabus. 
Otherwise, you can refer students to the Department / Program Support person 
who will take messages for you. The Department Support will not give out your 
home phone number to students without your permission. Let your Department 
Support know the preferred way to contact you in case of an emergency. 

 
2. Office hours provide valuable out of class contact between instructors and students 

and have supported successful student outcomes. Typically, for adjunct faculty, 
office hours are held before or after class. Office hours should be defined in your 
syllabus. 

 
 
 

COLLEGE POLICIES FOR FACULTY AND LEGAL RESPONSIBILITIES 
Non-Discrimination and Harassment 
Muskegon Community College (MCC) is committed to sustaining a healthy learning and 
working community environment that recognizes the value of each individual and 
advances a safe, pleasant and respectful culture for all free from prohibited 
discrimination and harassment. It is the policy of Muskegon Community College to 
provide equal opportunities and not discriminate in enrollment, education, employment, 
public accommodations, activities, or services. MCC is an equal opportunity employer. 
MCC does not discriminate on the basis of race, color, religion, sex, national origin, 
marital status, sexual orientation, gender identity, transgender status, political 
persuasion, disability, height, weight, veteran status, age or any other protected class. 
Minorities, women, veterans, and the physically challenged are encouraged to apply. 
Anyone with a disability will be reasonably accommodated by the College. If you have a 
disability and need an accommodation or assistance in applying for a position, please 
contact the Human Resources Office. 
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Employee Responsibilities Under Title IX  
Full Policy Link here. 
If someone discloses an incident of sexual misconduct to you, including sexual assault, 
stalking, dating or domestic violence, or sexual harassment, please take the following 
steps: 

 
Safety 
• Confirm the persons’ safety. If they are not safe, help them create a plan to get to 

a safe place. Call 911 if needed. 
• Provide non-judgmental support. Avoid questions that suggest blame or show 

doubt. (Don’t say… you should have… or why didn’t you…) 
• Respond with compassion and sensitivity. 

 
Explain Reporting 
• You are a mandatory reporter. Explain your obligation to report the information – example of 

response: 
“Before you go any further, I need to let you know that I want to support you and that I 
can keep this private, but I am required to tell the Title IX 
Coordinator/Deputy Coordinator about this type of issue. If you want to talk to 
someone confidentially, you can talk to someone in our Counseling Department.” 

 
Report by using the button on the MyMCC Page. 

 
For more information, please go to our Title IX page from the main MCC 
webpage or you may click onto the link here. 

 

Statement on Professional Ethics 
1. Professors, guided by a deep conviction of the worth and dignity of the 

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

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

https://www.muskegoncc.edu/title-ix/
https://www.muskegoncc.edu/title-ix/
https://www.muskegoncc.edu/human-resources/home/sexual-violence-and-harassment/
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protect their academic freedom. 
3. As colleagues, professors have obligations that derive from common membership 

in the community of scholars. Professors do not discriminate against or harass 
colleagues. They respect and defend the free inquiry of associates, even when it 
leads to findings and conclusions that differ from their own. Professors 
acknowledge academic debt and strive to be objective in their professional 
judgment of colleagues. Professors accept their share of faculty responsibilities 
for the governance of their institution. 

4. As members of an academic institution, professors seek above all to be effective 
teachers and scholars. Although professors observe the stated regulations of the 
institution, provided the regulations do not contravene academic freedom, they 
maintain their right to criticize and seek revision. Professors give due regard to 
their paramount responsibilities within their institution in determining the amount 
and character of work done outside it. When considering the interruption or 
termination of their service, professors recognize the effect of their decision upon 
the program of the institution and give due notice of their intentions. 

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

AAUP. (2009). Statement on Professional Ethics. Retrieved from 
http://www.aaup.org/report/statement-professional-ethics 

 

Code of Conduct 
Our Code of Conduct confirms the behavioral expectations we have for one another with 
students, peers, supervisors and other community members. Employees must, at all 
times, comply with all applicable laws and regulations, and do the right thing for our MCC 
community. Just remember to ‘do the right thing’. Muskegon Community College will 
not condone the activities of employees who, for whatever purpose or goal, knowingly 
and willfully violate the law or college policy. Muskegon Community College further 
supports adherence to such core principles as fairness and equity. Faculty or staff 
uncertain about the application or interpretation of any legal or policy requirements shall 
refer the matter to their supervisor or Human Resources, who shall if necessary 
themselves obtain expert professional advice and counsel. 

 
MCC has the following expectations for College faculty/staff, including but not limited to: 

 
A. Provide a safe work environment. 
B. Promote continuous improvement. 
C. Establish consistent operating standards. 
D. Promote and support respectful and collegial behavior. 
E. Behave ethically and appropriately. 

http://www.aaup.org/report/statement-professional-ethics
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F. Protect individual rights and well-being. 
G. Protect College property. 
H. Fulfill legal responsibilities. 

 
Some employee conduct does not support these objectives. There is no effective 
method of pre-determining the seriousness or effect of any one violation of MCC’s 
policies or of making an exhaustive list of all possible violations of policy. 

 
Although some violations may be more severe than other violations, a single severe 
violation, repeated violations or a combination of violations may result in termination of 
employment. However, the College will adhere to a fair and equitable process for 
terminating employees who have demonstrated an unwillingness or inability to abide by 
MCC or departmental policies. 
 

FIRST CLASS MEETING 
 

Online Class 
1. Each Blackboard class has a link to the Bookstore in Tools (Barnes & Noble), which 

when chosen will open up the bookstore online ordering system. 
2. First day Online Steps: 

a. The instructors tone before the class sets the tone for the entire semester. 
b. First day online, should begin the week before classes start with an email 

introducing yourself, opening up the course, adding a welcome video (which 
can include technology items the student should access) and information about 
your course and the instructor, as well as, opening up a discussion board link 
for the students to introduce themselves. 

c. A sample announcement email might include: 
 

ON-LINE DESCRIPTION 
Though this course is on-line, it is synchronous, with a specific weekly time and day to 
meet (see your schedule), video and sound are required to be on (computer and/or 
cell). All students are required to attend each lecture, afterward, the lecture video will 
be available in the weekly module. 

 
Please treat this course as you would an in-seat class with proper decorum and dress 
code for a diverse audience. Avatars used in place of video (if stepping away) must be 
school yearbook worthy and non-offensive. See student handbook for how to conduct 
oneself, all face to face rules apply to this course as well. 

 
CAMPUS ASSISTANCE 
If you need help from someone in another area, please call: (231) 773-9131 or 
• Admissions – admissions@muskgoncc.edu 
• Registration – registration@muskegoncc.edu 
• Financial Aid – fa@muskegoncc.edu 
• Counseling – online.advising@muskegoncc.edu 

mailto:admissions@muskgoncc.edu
mailto:registration@muskegoncc.edu
mailto:fa@muskegoncc.edu
mailto:online.advising@muskegoncc.edu
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• Computer Issues - helpdesk@muskgoncc.edu 
• Jayhawk Hub – Emily.merten@muskegoncc.edu 

 

In a face-to-face class, arrive early to your classroom in order to set up: 
Arrive early to your classroom in order to set up, become oriented with the room, and 
greet the students as they enter. Familiarize yourself with the technology in the 
classroom, and review any lessons that use technology before class so you know they 
will work. 

 
Your class is expected to remain in session for the entire scheduled time. Activities that 
should take place during the first class session are as follows: 

 
1. Hand out and go over the class syllabus. 
2. Take attendance. Print out a current class roster from Web Advisor. 
3. Confidentially ask students whose names do not appear on your class roster to 

verify registration in your class section by showing valid registration or ask them 
to visit a counselor to confirm enrollment. (Note: these students may have been 
added since you last checked your roster.) 

4. Make note of any students who are not in class. Students who are registered but 
never attend the class should be dropped by the census date, if they cannot be 
contacted. You will be sent this census date via email by the Registrar. 

5. Begin your coverage of the course material. 
 

Other options for the first class: 
• Have students introduce themselves. 
• Go through the organization of the textbook and other materials. 
• Tour labs or other facilities that will be used during the class. 
• Pass around examples of reports or projects. 
• Give a pretest (graded or ungraded) to determine the present level 

of understanding of your students. 
• Give a quiz over the syllabus so you know students understand your policies 

 
Potential Problems and Solutions: 

• Classroom locked – Go to the nearest open office or available phone. 
Call Security extension 545. 

• Class location changed – If a class has been moved to another room, a sign 
will be posted outside the classroom door. 

• Out of textbooks at the Bookstore – Take a count of number of books needed. 
 Let the Department Support or Chairperson / Coordinator know as soon as 

possible. You may need to accommodate those students until the books 
arrive. 

• Insufficient seating – Make do for that class (borrow chairs from another room 
if possible) and contact you Department Support as soon as possible. In the 
evening, you may call Security for assistance at extension 545. 

mailto:helpdesk@muskgoncc.edu
file://MCCTREE/Departments/HR/FAC-ADJUNCT/Emily.merten@muskegoncc.edu
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• Room access/Special seating – Not all classrooms are easily accessible by 
elevator nor have the same type of seating. If there is a student in your class 
who has difficulty getting to the classroom, you may be able to move to 
another, more accessible room. If a special type of seat is needed (i.e., a 
table rather than a desk), that may also be arranged. Ask your Department 
Support. 

• Student wants to add the class – You may give permission for a student to add 
the class. Late additions to a class (after the first day of class). See “Adding a 
Student” below. 

• Student does not show up for class – Make a note of those students who are 
registered but do not show up for class. If they do not show up at all during the 
first few class meetings, you must go to Web Advisor and indicate that he/she 
never attended. It is very important that “no shows” are withdrawn by you from 
the class by the census date, otherwise they may show up on your grading list 
at the end of the course or it may affect their future financial aid. 

 
Adding a Student 
During Registration, a waiting list of students is kept if a class has reached capacity (“full 
class”). Students are notified via email as openings occur and are given two days to 
enroll. This waitlist is void on and after the first day of classes. Students may contact 
you either before or after classes start, seeking permission to enroll. Most instructors 
take on additional students if space permits and it is consistent with Departmental 
Policy. 

 
To enroll students in a full class or after classes have started, you must either sign an 
Instructor Permission/ Drop & Add form (Appendix A-1) or give permission via email 
registration@muskegoncc.edu. The paper form is available at the Welcome Center (at 
the main entrance) or from your Department Support. 

 
If the student is taking an online course (or enrolling online), you may email permission 
to be registered in the course to registration@muskegoncc.edu. Be sure to include the 
student’s name, the course name and section number, and the semester in the subject 
line. The student will then be able to register. 
 
Class Breaks 
A break may be included in any class that meets for more than two hours per session. 
Instructors may allow a five-minute break period for each sixty minutes of class. Timing 
of class breaks is at the discretion of the instructor with consideration of student 
motivation, safety, and subject continuity. 

 
Prerequisites / Co-requisites 
Students must have fulfilled any prerequisites before beginning the course. In most 
cases, the student will not be allowed to register without the prerequisites. Consult your 
Chairperson / Coordinator if you would like more information regarding pre – or co- 
requisite courses.  

file://MCCTREE/Departments/HR/FAC-ADJUNCT/registration@muskegoncc.edu
mailto:registration@muskegoncc.edu
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FIRST WEEK OF CLASS 
 

Drop and Add Period 
During the first ten (10) days of classes, students can freely drop classes with a 100% 
refund. Additions to a class after the first day should be accommodated if possible, but 
do require a signed Instructor Permission/ Drop & Add (Appendix A-1) or email to 
registration@muskegoncc.edu Refunds for dropping a class after ten days or dropping 
a class shorter than 15 weeks are prorated. If a student wants to add your class or switch 
sections after the first few weeks of class, ask your Chairperson / Coordinator about the 
Department/Program policy. 

 
Faculty Load Report 
The Faculty Load report is used to confirm the classes you will be teaching each 
semester and to calculate your pay for those classes. 

 
Prior to the start of each semester you will receive a completed Faculty Load report 
emailed to you from your Department support. Please verify the information and email 
your confirmation as soon as possible, returning it to your Chairperson / Coordinator and 
Department Support. The confirmed Faculty Load Reports will be sent to Academic 
Affairs for initial processing and then to Human Resources for final payment processing 
once approved. Paychecks cannot be processed until you email your confirmation of the 
Faculty Load Report. 

 

Once your pay has been processed you will be able to view it on MyMCC. Visit the 
MyMCC payroll page for instructions. 

 
 

Pay dates for the semester may be found here (or on page 43 of this handbook). 
 
Students with Special Needs 
Some students may need special services to facilitate learning. Accommodations are 
granted through the Office of Disability Services with appropriate documentation. If 
services have been approved, you will be provided confidential documentation. 
Accommodations could include a note taker for students with learning disabilities, or 
mobility impairments, a sign language interpreter for deaf and hard of hearing students, 
a reader for blind students, or testing accommodations. All students with special needs 
should be registered at the Office of Disability Services (231-777-0404 or 231-777- 
0309). The staff in this office should send you any necessary information about such 
students early in the semester. If you feel a student may need such services and is not 
registered, recommend he/she contact the Disability Services Coordinator. The Office 
of Disability Services is located in Room 2046 or email Disability Support Services (via 
Maxient) notifications@maxient.com 

 
 
  

mailto:registration@muskegoncc.edu
https://mymcc.muskegoncc.edu/EmployeeServices/HumanResources/Payroll/Pages/default.aspx
https://mymcc.muskegoncc.edu/EmployeeServices/HumanResources/Payroll/Documents/Payroll%20Calendar-Schedule%2024-25%20ADJUNCTS.pdf
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DURING THE SEMESTER 
 

Grade Books / Keeping Grades 
Grades and class attendance should be kept in your Blackboard grade book. This is an 
essential record for reference should a question arise about a student’s grade. You or 
the department are required to keep all grades for a period of one year after completion 
of the class. It is also suggested that you keep master copies of quizzes, exams, etc. 
for that time. If you are not teaching or will not be available next semester, turn in your 
grade book and master copies to your Department Chairperson / Coordinator. See 
section on Confidentiality for information on posting grades. 

 
Writing Assignments and Examinations 
Your most valuable resource is a faculty member who has taught the course previously. 
Your Chairperson / Coordinator may be able to put you in touch with resources. Writing 
good class materials is an art and a science. Even experienced instructors need to 
refine and revise materials each time the class is taught. If you need some assistance in 
designing instructional materials or examinations, call the Center for Teaching & 
Learning (CTL) at 231-777-0214. Bbsupport@muskegoncc.edu 

 

Academic Dishonesty 
In your syllabus, you should address with your students what constitutes cheating 
and/or plagiarism, and describe, in detail, the consequences of such behavior. This can 
range from a zero for that assignment to dropping the student from the course. MCC’s 
process for dispute resolution concerning academic dishonesty is described in the 
Student Course Catalog. If you suspect academic dishonesty, contact your Department 
Chair/Coordinator before taking any action. 
 
Artificial Intelligence 
The syllabus should also address the use of Artificial Intelligence and how it will be 
dealt with in your class. Below is MCC’s official statement for your syllabus: 

Muskegon Community College is dedicated to improving lives and communities 
through education. This mission includes developing proficiency in the use of 
innovative technologies such as generative AI. The advent of AI is full of promise, 
but it also calls into question some fundamental aspects of formal education such 
as the nature of learning, assessment, authorship and ownership. As an institution 
committed to integrity as well as learning, Muskegon Community College 
recognizes generative AI both as a useful tool and as a potential threat to scholarly 
values. Therefore, in the spirit of embracing emergent technologies while 
maintaining institutional excellence, the college empowers individual faculty 
members to create their own AI policies in accordance with the needs of their 
disciplines and the college’s policy on academic integrity. Students must adhere to 
college and instructor policies and cite any use of AI. The unauthorized submission 
of AI-generated work in place of a student’s original work is unacceptable and 
subject to the consequences outlined in MCC’s Academic Integrity Policy. 

 

mailto:Bbsupport@muskegoncc.edu
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Plagiarism 
MCC has access to a plagiarism prevention service through Blackboard called SafeAssign. 
Information on using SafeAssign is available at the Faculty Corner (under Advanced Design) on 
your Blackboard home page. For more information or training, email the Center for Teaching and 
Learning Director at Bbsupport@muskegoncc.edu 

 

Withdrawals (Dropping a student from a class) 
Encourage your students to consult with you or a counselor before dropping a class. 
Often an alternative can be found. The timelines below are for 15-week courses. 

 
Within the 100% refund period (1st through 10th day of class), if a student drops 
him/herself, no grade is recorded. 

 
From the first day of class to the week before final exams, if the student is 
dropped (either by self or by instructor) a “W” grade is given. NO student-initiated 
withdrawals will be accepted during Final Exam Days. 

 
Instructors may choose to withdraw a student at any time for just cause. 
Reasons for instructor-initiated withdrawals must be stated in your syllabus. An 
instructor may not withdraw a student on the final grade report. You must drop 
the student before final exams start. 

 
For students who are dropping a class due to extended illness, military leave, 
extended jury duty, etc., the instructor should contact the Chairperson / 
Coordinator. These students may have other options. 

 
Audit versus Credit 
A student can register for a course on a non-credit (audit) basis. Such students are 
expected to pay for the course and complete course requirements. A student who has 
completed these requirements can change to a credit status later in the term by 
contacting the Records Office. Students cannot change from credit to audit status after 
the end of the Drop/Add period (first 10 days of class). 

 
Accelerated Classes 
Not all classes meet for 15 weeks. Some run for just 5 weeks, some for 7.5 or 12 
weeks, and some only on selected weekends. The short-term classes still meet the 
same number of hours per credit as longer classes, but are accelerated. Final exams 
are scheduled for the last day of class, if the class does not extend to the end of the 
semester. 

 
Midterm / Final Grades 
Midterm grades are not traditionally posted at MCC. The instructor posts all final grades 
on WebAdvisor. Watch your email for updates and deadlines concerning grading. 
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Evaluations 
Adjunct faculty members should be evaluated by the Chairperson / Coordinator during 
the first course they teach at MCC and then once each year for the first three years 
employed. After year three an adjunct faculty member will be evaluated every two 
years. The evaluation usually consists of a classroom visit. Instructors will be notified 
in advance of the evaluation visit and are encouraged to confer with the evaluator after 
the visit. They may include a person of their choice on the evaluation committee. The 
major purpose of the evaluation is to improve instruction. 

 
MCC also distributes anonymous evaluations for the students to complete toward the 
end of the semester (Class Climate). These are compiled and shared with the instructor 
and Chairperson / Coordinator after grades are submitted. 

 
Programs and departments that participate in an independent accreditation process (such as 
Nursing, Respiratory Therapy, or Early Childhood Education) may have evaluation policies 
that differ from the above evaluation process. Please contact your Program Coordinator for 
details. 
 
Staff Development 
Free, informative staff development sessions are offered throughout the semester. 
Specific training for faculty can be found on the Faculty Corner or by contacting Center 
for Teaching and Learning (CTL). Look for announcements via email or on the MCC 
website. 

 
Canceling a Class Due to Illness or Emergency 
If you are unable to meet your class due to illness/emergency, contact your Department 
Chairperson or Support person as soon as possible. After 4:30 p.m., call the Evening 
College Services Coordinator at 231-777-0654 or Security at 231-777-0545 or email at 
MCC Security Office Security.Office@muskegoncc.edu. Talk to your Chairperson / 
Coordinator for details. 

 
All students will be informed by an Instructor’s Absence Report that is posted near the 
classroom door. You are required to contact your students directly to inform them of a 
class cancellation using Blackboard. 

 
Substitute Employment and Absences 
If you know in advance that you cannot meet a class, please contact your 
Chairperson/Coordinator as early as possible. 

 
If an adjunct faculty member is unable to meet at the scheduled class time, one of the 
following will occur: 

 
a) If the faculty member is able to make-up the class time, the pay for the session 

will not be deducted from the semester pay. (Make-up times/assignments must 
be approved by your Chairperson/Coordinator and Academic Affairs.) 

mailto:Security.Office@muskegoncc.edu
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b) If the faculty member is not able to make-up the missed class session, the pay for 
the session will be deducted from the pay for the semester. 

 

Contact your chairperson/coordinator regarding your department policy regarding 
substitute faculty. 

 
Instructors who do not notify the Department Chairperson, Program Coordinator, or the 
College Services Evening Coordinator of an absence risk an automatic deduction in 
pay, prorated to equal the percentage of class time(s) missed. If this happens, the 
likelihood of the adjunct being offered courses in the future will be jeopardized. 

 
Holding Class at Another Location 
If you will not be meeting your class at the usual location; you must post the new 
location on the classroom door and inform your Department Support and/or 
Chairperson/Coordinator. It is important that both students and the administration know 
where you and your students are at all class times, especially if an emergency were to 
occur. 

 
Student Dispute Procedure 
As an instructor, you will be able to resolve most issues. If you or a student has a 
problem that cannot be resolved, the first person to approach is your Department 
Chairperson or Program Coordinator. 

 
• The Dean of Instruction and Assessment is responsible for CTL activities and 

all faculty assessment full and part-time. 
• The Provost and Chief Student Services Officer supervises 

faculty and Chairpersons/Coordinators, among other 
responsibilities. 

• The President supervises the Provost, College Department Officers and other 
members of the President’s Cabinet, among other responsibilities. 

 
Although you or a student may be inclined to “go to the top” with a problem, it is most efficient 
(and politically astute) to follow normal channels. If your Chairperson or Coordinator is 
unresponsive, make an appointment with the Dean of Instruction through the Office of 
Academic Affairs (231-777-0254) or academicaffairs@muskegoncc.edu 

 

Classroom Emergencies 
Use your best judgement and dial 911 if emergency services are needed. If someone is 
injured or becomes ill during class, there is a fire or other emergency during class – use 
the nearest phone to contact Security at x545 or dial 911. With a cell phone you can dial 
231-777-0545. If this occurs during the weekend or evening hours call the 
Custodian/Security cell phone at 231-557-5648. For injuries, a Report of On-Campus 
Injury form should be completed (see Appendix A-4). This report is available from your 
Department Support. Campus phones are equipped with a “Panic Button” that can be 
pushed during an emergency situation. 

mailto:academicaffairs@muskegoncc.edu
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Emergency Evacuations/Fire Alarms/Shelter In Place - Lockdown 
Emergency evacuation information is posted in every classroom; please take the time at 
the beginning of the semester to walk your students physically through the exit process. 

 
Take time to demonstrate the security “boot” at the beginning of each semester. 

 
 

THE LAST WEEK OF CLASS…AND BEYOND 
 

Final Exams 
Some departments have standardized exams for all sections of a course. Others allow 
instructors to make-up their own exams. Some departments require comprehensive 
finals; others do not. Contact your Department Chairperson / Coordinator about the 
requirements for your course. In any case, you must meet with your students during the 
scheduled final exam time. 

 
Final Grades 
Final grades will be entered via Student Planning WebAdvisor on the MCC website and must 
be turned in prior to the deadline. 

 
Incomplete Grade 
Occasionally, a student is unable to complete all required work for a class during the 
semester due to illness or other reason acceptable to the instructor. You may give that 
student an “I” (Incomplete) as a grade in Student Planning Web Advisor at the time you 
enter the grades for a course. You must also enter the deadline for completion, but no 
more than one month after the semester end is suggested. One year is the maximum 
completion time. When the work is completed, fill in a Request for Grade 
Change/Correction form, available from your Department Support (see Appendix A-5). 

 
Grade Changes 
Mistakes do happen! If an incorrect grade was issued to the student, it can be changed. 
Ask your Department Support for a Request for Grade Change/Correction form (see 
Appendix A-5). When completed and approved, a student’s grade will be changed and 
record of that change will be sent to the student. 

 
 

SECURITY AND SAFETY 
 

Security 
If there is a security issue or an emergency, call Campus Security at 231-777-0545 or 
dial 911. 
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Emergency Information 
MCC has developed an action plan for handling on-campus emergencies and 
evacuations of the campus buildings. Please review the attached Emergency 
Information sheet, Appendix A-7, for details. 

 
Postponement/Cancellation of Class due to Inclement Weather 
Local radio and television stations are contacted as soon as a decision has been made 
to cancel classes. Notice of cancellation is also on the MCC website, 
www.muskegoncc.edu Cancellations may include all or only part of a day. Please see 
Appendix A-3 for a copy of the MCC Inclement Weather Procedures. All students, 
faculty, and staff are encouraged to register themselves on the RAVE Alert System for 
weather and emergency notifications. 

 
Cancellations will require instructors to adjust due dates and assignment. The policy on 
closures and cancellations should be clearly stated in the course syllabus. 

 
Ideas for making up “lost” class time due to weather cancellation: 

 
1. Develop a special assignment or group project that students will complete outside of 

class. 
2. Create some additional discussion forums on Blackboard for students to participate in. 
3. Require students to attend an upcoming MCC play or special event and compose 

a response. 
4. Add an additional component to an already scheduled project or presentation. 
5. Have students who missed a lab class come to another lab class where similar material 

will be covered. 
6. Any other way you feel is appropriate. Check with your department chair if you have 

questions. 
 

Heating and Cooling 
If the air conditioning is not working properly in your classroom during the day, phone 
231-777-0465. During the evening, call the Evening College Services Coordinator at 
231-777-0654 or campus Security at 231-777-0545. 
 
 

GENERAL INFORMATION 
 

On-Campus Phones 
When using a campus phone, you need to dial “7” then the last three digits of the phone 
number to reach another campus number. For an off-campus number, dial the full 10-
digit number as normal. Campus phones are equipped with a “Panic Button” that can be 
pushed during an emergency situation. If you accidently hit your ‘panic button’, please 
do not push it again. 
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Paychecks 
Your pay is directly deposited to the bank of your choice every other Thursday. You can 
verify or print your paycheck stub through Self Service as follows: 

 
a. Log on to MyMCC 
b. Choose the Self Service Icon 
c. Click on Employee Information 
d. Click on Earnings Statements 

 
The Payroll Office can also handle questions about payroll deductions and direct 
deposit. You can reach payroll at 231-777-0359 or payroll@muskegoncc.edu. 

 

Compensation Increases 
Human Resources will monitor advancement on the salary schedule. However, it is the 
responsibility of each adjunct to track their hours taught at Muskegon Community 
College and initiate movement to the next step. The College will not issue retroactive 
pay in situations where an adjunct does not initiate the increase. To assure consistent 
placement, movement on the schedule will require that an adjunct instructor complete 
the listed number of contact hours prior to the beginning of the semester. Placement 
and increases will be based only on courses taught, based on continuous 
employment, at Muskegon Community College following the Fall 2006 Semester. A 
break in continuous employment occurs upon separation or end of employment. When 
an employee in an adjunct status does not teach for 4 or more consecutive semesters 
or employment has ended, they will be required to be rehired.  If they are rehired 
within 18 months of separation, their pre-retirement status will be reinstated.  This is 
not a guarantee of future employment; however, if an adjunct reapplies and is 
selected for rehire this would apply. 
 
Please see Appendix A-6 for pay scale details. 
 
Taking Over A Course 
When an adjunct faculty member takes over a course or courses of another faculty member, as 
deemed necessary by Administration that these courses must be covered, the adjunct faculty 
member substituting shall be paid at fifteen percent (15%) of their current contact hour rate for 
each hour teaching of substitute work.  (For example, if a faculty member covers a three-contact 
hour class as requested, they will be paid current contact hour rate/15 ( * 3).) 
 
Employment at Will 
Each adjunct employee is an at-will employee. Although MCC does anticipate you will 
fulfill your commitment to teach, you may leave your employment at any time, with or 
without cause, and with or without prior notice, MCC also retains this same right. If you 
haven’t received pay in 18 months, employment will be ended. Nothing contained in 
this policy or our handbooks is intended to nor does it modify the at-will nature of your 
employment with Muskegon Community College. 
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Retirement Deductions 
Adjunct faculty members are covered by the Michigan Public School Employees’ 
Retirement System to which Muskegon Community College makes the appropriate 
employer contributions. Employee contributions (optional or mandated) will be deducted 
per pay period as required by the Office of Retirement Services. 

 
Applied Music Instructors 
Students will pay applied music instructors directly for private music lessons. 

 
Mileage 
Round trip mileage in excess of 50 miles per class session, if requested, will be 
reimbursed at the completion of the semester at the rate established by Financial 
Services. Total mileage reimbursement will not exceed 100 miles per class session. 
(Effective Winter 2019.) 

 
Adjunct Tuition Discount 
Our current Adjuncts, their spouse and dependent children (as defined by IRS regulations) 
will be eligible for a 20% tuition discount on available class seats. 

 
This discount must be requested upon enrollment each semester (by the end of the first 
week of classes). Adjuncts who have taught within the last two semesters and are still in an 
active status will be eligible for the tuition discount. This discount will not be retroactive. 

 
The discount may be requested by filling out the Adjunct Tuition Request form. Once 
eligibility has been confirmed, Human Resources will notify Financial Services that the 
discount will apply. 

 
 

Applying for Other Positions 
We welcome adjunct faculty to apply for other positions at MCC. As a part of our 
community, you have first-hand knowledge of our students, processes and commitment 
to student success and inclusion. Please note due to contractual agreements positions 
within the Educational Support Staff unit and the Custodial/Maintenance unit are open 
first to unit members. Our open positions may be found at 
http://www.muskegoncc.edu/employment-opportunities/. 

https://powerforms.docusign.net/58cf9bb6-279c-4e0f-8088-cdd46c1e7b64?env=na3&acct=b1321bda-473f-4409-9a31-a5ab37d3945c&accountId=b1321bda-473f-4409-9a31-a5ab37d3945c
http://www.muskegoncc.edu/employment-opportunities/
http://www.muskegoncc.edu/employment-opportunities/
http://www.muskegoncc.edu/employment-opportunities/
http://www.muskegoncc.edu/employment-opportunities/
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A-1 Instructor Permission and Drop Add Form 
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A-3 Inclement Weather Procedures 
 

The College intends to be in full operation every scheduled class day. However, during 
extremely inclement weather, when it appears that the interests of all concerned will be 
best served by closing the College, appropriate announcements will be made over local 
radio and television stations, and using all of the emergency notification means: 

 
• RAVE – text message to registered student and employee recipients 
• GRAIL – Regional TV and Radio 
• MCC Website Home page (www.muskegoncc.edu) 
• MyMCC 
• MCC Facebook 
• Electronic mail messages 
• Campus Phone System 

 
All announcements should be noted carefully inasmuch as only morning, afternoon or 
evening classes may be canceled. 

 
The cancellation of on-campus courses may not affect online or off-campus classes. 
Muskegon Community College classes taught at off-campus sites may be canceled 
based upon cancellation of classes by individual school districts: i.e., Grand Haven, 
Fremont, etc. 

 
If teaching online, have a plan B backup for your students to complete work if inclement 
weather causes loss of power or internet services. 

 
When warned of a tornado or other severe weather conditions, staff and students 
should proceed to the posted shelter areas outlined on the severe weather poster in 
each room. No one should leave the building under these circumstances. Once we have 
determined if the building is safe to evacuate, students will be instructed what to do. 
Proper authorities will be notified to help mitigate the situation and aid with any injuries 
of victims. 
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A-4 Report of On-Campus Injury 
 
 

(Shortened for appearance here, reverse side of form contains injury codes) 
 



” 
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A-5 Request for Grade Change/Correction 
(Link here) 

 
 

https://mymcc.muskegoncc.edu/Forms/aaforms/Documents/Grade%20Change%20Form.pdf
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A-6 Compensation by Contact Hour 
(Adjuncts) 

 
    

Degree Level Base 
+72 MCC 

Hours 
+144 MCC 

Hours 
AA/No Degree  $658.00  $685.00   
AA/No Degree Hourly  $26.32  $27.40   
BA/BS  $705.00  $739.00  $795.00  
BA/BS Hourly  $28.20  $29.56  $31.80  
RT/Assoc. Degree Clinical Hourly  $33.43  $34.63   
BSN/RT Clinical Hourly  $47.00  $49.27  $53.00  
MA/MS $780.00  $810.00  $855.00  
MA/MS Hourly  $31.20  $32.40  $34.81  
MSN/RT Clinical Hourly  $52.00  $54.00  $57.00  
Counselor/Librarian Hourly  $34.67  $36.00  $38.00  

 
** See page 8 for semester and annual load limits. 
Classification 

a. Degree • AA/No Degree = Associate’s Degree /Specialized Skill Set (No 
Formal Degree) 

• ASE Certification + degree = one level up on chart (i.e. ASE 
certificate + AA degree = BA/BS level) 

• BA/BS = Baccalaureate Degree or equivalent 
• MA/MS + = Master’s Degree or equivalent and above 

b. Pay schedule will be based on Contact Hours or Clock Hours Definition: 
1. Contact Hour 

A contact hour is when an instructor meets with students in a classroom or 
laboratory setting one hour per week (50-minute classes) for 16 weeks. 

2. Clock Hour 
Some employees work in a teaching environment and are paid on an 
hourly basis; i.e., Nursing Clinical, Part-time Counselors. 

 
For clinical and hourly instructors, 72 contact hours is the equivalent of 1080 clock 
hours. 
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A-7 Emergency Information 
(Posted in all classrooms) 

 



” 

 

   

 

 

A-8 
Faculty / Staff Quick Resource Guide 



” 

 

   

 
 
 
 
 
 



” 

 

   

 

 
 

A-9 Resources For You – 
Sexual Violence and Harassment 



” 

 

   

 

 



” 

 

 

SEMESTER BY SEMESTER 
ADJUNCT FACULTY PAY SCHEDULE 
2024 – 2025 Academic School Year 

 
FALL 2024 08/24/2024 - 12/13/2024 
Pay Period Beginning Pay Period Ending Payroll Pay Date 

8/24/2024  9/6/2024  9/12/2024  
9/7/2024  9/20/2024  9/26/2024  

9/21/2024  10/4/2024  10/10/2024  
10/5/2024  10/18/2024  10/24/2024  

10/19/2024  11/1/2024  11/7/2024  
11/2/2024  11/15/2024  11/21/2024  

11/16/2024  11/29/2024  12/5/2024  
11/30/2024  12/13/2024  12/19/2024  

   
Winter 2025 01/11/2025 - 05/02/2025 
Pay Period Beginning Pay Period Ending Payroll Pay Date 

1/11/2025  1/24/2025  1/30/2025  
1/25/2025  2/7/2025  2/13/2025  

2/8/2025  2/21/2025  2/27/2025  
2/22/2025  3/7/2025  3/13/2025  

3/8/2025  3/21/2025  3/27/2025  
3/22/2025  4/4/2025  4/10/2025  

4/5/2025  4/18/2025  4/24/2025  
4/19/2025  5/2/2025  5/8/2025  

      

   
Summer 2025 05/17/2023 - 08/08/2025 
Pay Period Beginning Pay Period Ending Payroll Pay Date 

5/17/2025  5/30/2025  6/5/2025  
5/31/2025  6/13/2025  6/19/2025  
6/14/2025  6/27/2025  7/3/2025  
6/28/2025  7/11/2025  7/17/2025  
7/12/2025  7/25/2025  7/31/2025  
7/26/2025  8/8/2025  8/14/2025  

 
 

The above schedule is based on the classes that start at the beginning of the semester. If your 
class has an alternative schedule, then the pay date would typically begin on the first pay after 
your start date. This is also dependent upon payroll receiving the completed load sheet by the 
deadline dates. 
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