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III. A. 280 (page 4 of 6)

TRANSFERRING TO ANOTHER INSTITUTION

c.  Educational Alliance between HFCC and Franklin University

Whereas, Henry Ford Community College and Franklin University share a learner-centered and
community-oriented approach to higher education,
Whereas, they share a common desire to create a seamless transition for Henry Ford Community
College graduates seeking a Franklin University bachelor's degree that articulates well with
programs offered at Henry Ford Community College, and
Whereas, the two institutions seek to use current technology to enhance the options for place-
bound, working adults.
Henry Ford Community College and Franklin University hereby enter into an educational
alliance designed to effect the above stated aims in a manner which will provide the participating
student with a quality bachelor's degree completion program.
In order to effect such a result, Franklin University will:

< Design and deliver on-line programs leading to bachelor's degrees that provide
equivalent or greater learning outcomes as those achieved in parallel campus-based
programs.  These offerings will be subject to equivalent assessment, program review and
other academic oversight afforded on-campus programs of Franklin University.

< Provide instruction by technologically trained and academically qualified faculty.

< Include in its initial offerings for academic year 1998-99 programs in Business
Administration, Computer Science, and Technical Administration.  By the beginning of
academic year 1999-2000, Franklin University will also offer programs in Health Service
Administration and Management Information Systems.

< Provide all necessary services including: admissions, advisement, registration, financial
aid, scholarship assistance, textbook purchase, access to a virtual library, tutoring, a
technology help desk, and the services of a Student Services Associate to assist students
with issues not requiring the intervention of the faculty member.

< Work cooperatively with Henry Ford Community College to identify those programs at
Henry Ford Community College that provide the essential foundation for students
interested in the above-mentioned Franklin University programs.

< Identify courses offered at Henry Ford Community College that would effectively create
a bridge of courses which will prepare Henry Ford Community College students for
success in the Franklin University programs under consideration.

sbcohandbookrev.102802
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III. A. 280  (page 5 of 6)

TRANSFERRING TO ANOTHER INSTITUTION

< Provide Henry Ford Community College with adequate and periodic reports of the
progress of its former students in the Franklin University programs.

< Develop mutually agreeable methods by which to identify current and former Henry Ford
Community College students enrolled in the Franklin University programs and to
compensate, on a trimester basis, Henry Ford Community College at the rate of 10% of
the tuition paid by those students for courses in the programs in question.

< Assist Henry Ford Community College in efforts to develop its own distance education
capacity, within limits to be determined by Franklin University.

< Allow masters-qualified Henry Ford Community College faculty to deliver Franklin
University on-line courses, pending adequate training by Franklin University and
provided such teaching is permissible as outside employment by Henry Ford Community
College.

As its role in this alliance, Henry Ford Community College will:

< Support the marketing effort by promoting the programs and “bridge” courses through
student and alumni publications, local community publications/media and through the
Henry Ford Community College advisement staff.  Provide Franklin University with
effective access to Henry Ford Community College graduates and potential graduates to
enable Franklin University to market and promote the on-line degrees.

< Provide Franklin University with the opportunity to train Henry Ford Community
College staff necessary to the support of the programs on Henry Ford Community
College campuses.

< Provide, if necessary, monitoring of examinations for the on-line courses.

< Designate administrative, academic, student services and marketing personnel who will
act as liaisons to their counterparts at Franklin University.

< Enter into a Financial Aid consortium to entitle students in these programs to the
appropriate federal, state and institutional assistance.

< Allow students in the Franklin University programs adequate access to library and
computer laboratories at Henry Ford Community College and Henry Ford Community
College staff in those facilities to support the needs of these students and to cooperate
with their Franklin University counterparts.

sbcohandbookrev.102802
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III. A. 280 (page 6 of 6)

TRANSFERRING TO ANOTHER INSTITUTION 

< Advise, assist and support strategically and at the policy level Franklin University's
efforts to provide quality education through distance-free education at Henry Ford
Community College and with other two-year community and technical colleges.

The educational alliance and the commensurate institutional responsibilities and payments
defined herein shall be attested to by the Presidents of the respective institutions.  The respective
Presidents shall designate high level agents to monitor and report on the status of the alliance and
shall retain ultimate authority to continue, modify or discontinue this agreement in part or in its
entirety.  Notice of modification or intentions to discontinue shall come in writing from one
President to the other at least six months prior to the date on which any action would be taken. 
Such a notice will specify the nature of the action contemplated and the rationale for such action. 
In the event that the program is discontinued, Franklin University and Henry Ford Community
College will continue to provide services during a phase out period of up to 24 months or until
the last active student completes the program.

FRANKLIN UNIVERSITY
201 South Grant Avenue
Columbus, Ohio 43215

_______________________ ___________________
Paul Otte, President Date

HENRY FORD COMMUNITY COLLEGE
5101 Evergreen
Dearborn, MI 48128-1495

____________________________________________________
____________________ _ _  _                    _____________

Dr. Andrew Mazzara, President Date
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III. A. 290
SYLLABUS AND COURSE CONTENT

A. Course Name and Catalog Number

B. Instructor Information

A. Name
B. Contact phone number
C. Office hours/availability
D. Office location (if applicable)

C. Catalog Description

D. Prerequisites and/or Corequisites

E. Course Objectives

F. Text Materials

G. Instructional Plan*

C Course Outline
OR

C Course Calendar
OR

C Statement of a plan by which time lines will be developed.  (i.e. response to current
events, diagnoses of student needs, etc.)

H. Instructional Policies

C Course Completion Requirements
C Determination of Final Grade
C Grading Scale 
C Attendance
C Withdrawal/Drop

-- College Policy
-- Instructor Policy (in concert with College Policy)

C Late Assignments
C Dishonesty

-- College Policy
-- Instructor Policy (in concert with College Policy)

     *  Use of the word “tentative” is recommended to protect the instructor in case of changes
in timeline and/or content.

Approved 4/97
sb
cohandbook



 --146--146-

rev.102802
III. A. 295

MEASURABLE OBJECTIVES AND ASSESSMENT METHODS

Effective August, 2001, all new courses and programs submitted to the College Council for
approval ‘must state measurable objectives for student learning and provide for the assessment of
all students’ academic achievement.’ (NCA) Measurable objectives will be required of all
existing programs and courses no later than August 2003.  Such objectives and assessment
methods will be developed by the faculty at the Division and Department level.  Measurable
course objectives and assessment methods will appear on all course syllabi.  Assessment results
will not be used for evaluation of faculty.

sb
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III. A. 300

COURSE NUMBERING SYSTEM
1. The Prefix identifying the course is limited to no more than four alpha characters, i.e.,

AUTO, ENG, MATH.

2. Courses for non-credit, for example, workshop, seminars, or continuing education are
number 001-049.

3. Courses that are remedial, developmental, or preparatory in nature are numbered 050-
099.

Remedial, developmental, or preparatory courses are courses designed either to prepare a
student to handle the subject matter of a required entry level college course or to improve
a student’s study skills or ability to make productive use of regular college courses.

4. Courses typically taken in the first year of an educational program are numbered in the
100's.

5. Courses typically taken in the second year of an educational program are numbered in the
200's.

6. Externship, Internship, or Co-Op courses are numbered 190-194 for the first year level
and at 290-294 at the second year level.

7. Independent Study or Director Study courses are numbered at 195-199 for the first year
level and at 290-294 at the second year level.

8. The second and third digit of the course number are departmentally assigned according to
sequential course numbering.  Courses are numbered in ascending order from the
beginning course to the most advanced.

The second digit could represent the area of concentration, for example, Sculpturing,
American Literature, Painting.

The third digit could represent the level of the course.

Department/divisions are responsible for determining which courses within the
department/division are remedial in nature.

Conflicts, if they should occur, shall be resolved by the membership of the College Council.  An
ad hoc committee composed of three members of the College Council and three Senators shall
review and approve such decisions.  The Chair of the College Council and the Chair of the
Senate shall determine which members of their groups shall serve.

Approved 9/89
sb
cohandbook
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III. A. 310

CLASS AND GRADE LISTS

1. A class list will be provided each instructor for each class section which shall include a
roster of student names, social security numbers, and date of registration of those
individuals enrolled in the section.  In addition, the class list will include general
information regarding the section, for example, course title, time, and date of class.

Class lists will be available to instructors the first day of class.

2. A class list will be provided each instructor for each section as of the official count date
for each semester (generally 1/10 of the instructional days or eight (8) days for fall/spring
and four (4) days for the summer term).  The class list will provide the same information
as listed above.

3. A class list will be provided each instructor for each section after the tenth week of
classes for the fall and spring semesters and after the fifth week for the summer semester. 
The class list will provide the same information as listed above.  It will also indicate if a
student has withdrawn and will give the date of withdrawal.

Students who withdraw prior to the tenth week of the semester, fifth week during the
summer semester, will receive a “DR” grade automatically.  For students who
discontinue attending after the tenth week of the fall or spring semester or fifth week of
the summer semester, the instructor may record either an “E” or “DR” grade.

4. A final grade list will be provided each instructor for each section toward the end of each
semester.  Each student whose name appears on the grade list shall receive a grade for the
course.  A grade table can be found in the current College Catalog with an explanation of
the marking system.  (Also see D9).

5. Grade lists shall be submitted to the Office of the Director of Admissions and
Registration at the conclusion of each semester based on a schedule arranged by the
Director of Admissions and Registration.

Approved 9/89
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III. A. 320

GUEST SPEAKERS

1. No system of prior restraint shall be imposed whether by administrative officers or
faculty screening committees.

2. Administrative procedures to ensure orderly scheduling of campus activities shall not
impose limitations based upon the subject to be discussed or character, background, or
past association of the speaker.

3. The campus shall be used to foster intelligent and rational discussions of every variety of
idea, including advocacy of changing existing legal rules, but emotional and
inflammatory incitement of an audience to take action which is made illegal by duly
elected government bodies has no place in the campus setting,  and different rules than
those applicable to the soap-box speech on the street corner are justified.

4. The determination of what actions are illegal shall be left to duly constituted government
bodies such as legislatures, and any action to be taken against speakers for what they say
during their presentations on campus shall be left to the regular civilian authorities which
administer the federal, state and local laws.

5. Only recognized student organizations shall be permitted to use campus facilities, but the
rules for recognition should be general rules applicable for all purposes and not specially
directed at the issue of outside speakers.

6. Speakers, rather than the institution, shall be held responsible for the views they express.

7. Students shall be treated as adults, having the freedom of adults to invite speakers to the
College.  However, in keeping with the fact that our society operates under the rule of
law, students shall also accept the concomitant responsibility of reasonably ensuring that
invited speakers will not urge an audience to take illegal actions.

8. Student organizations shall be disciplined for any violation of the aforementioned
responsibility only under the established general rules and procedures for disciplining
violations of any college regulation and not under any special procedure for speaker
violations alone.

Approved 9/89
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III. A. 330 

STUDENT FIELD TRIP POLICY

I.  INTRODUCTION

A. Definitions
1. A field trip is considered to be an optional, off-campus classroom-related activity

organized by a faculty member. 
2. For purposes of this policy “participants” shall refer to anyone on the field trip,

including but not limited to HFCC faculty, students, and guests of students.  When the term
“student” or “students” is used, it shall refer to someone registered at HFCC for the purpose of
attending a class or classes during the term of the field trip. 

B.  Financing
1. The faculty member shall be responsibilite for ensuring that a field trip is properly and

fully financed, raising funds and collecting fees from the participants if necessary.
2. The faculty members shall make all arrangements with the receiving body, including

but not limited to transportation, accommodation, meals, and activities.

C. Attendance
1. The faculty member may offer a Field Trip as part of a course, in which case mention

of the field trip may be included in the course description in the College Catalog. An alternative
assignment shall be made available for students who don’t participate in the field trip.

2. Student absences due to participation in authorized College activities, e. g.
field trips, must be considered in the total picture of absences for all purposes.  It would
be advantageous for the affected faculty to show support for these enriching
opportunities for HFCC students.

3. It shall be made clear, both in the “Memo to Faculty,” and verbally to the
students, that the students shall be responsible for any missed work in the affected
class(es), including but not limited to quizzes and tests, at the sole discretion of the
faculty member of the affected class(es).

D.  Requirements
1. The provisions of this Field Trip Policy shall be the minimum requirements.  Any

faculty member in charge of a field trip has the option of adding more stringent requirements.

II.  POLICY

A. Permission
1. The “Request for Field Trip” form (see attached) shall be submitted, for

signature of approval, to the faculty member’s Associate Dean at least three weeks
prior to the beginning of the field trip.  The “Request for Field Trip” form shall include:

a. The rationale for the field trip;
b. The time(s), day(s), and date(s) of the field trip;
c.The complete itinerary of the field trip, including times and locations, and

contact numbers at the location(s);
d. The class, section, and number of students involved.
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B. Notice to affected faculty
1. Prior to the field trip, the faculty member shall complete the form “Faculty

Notification of Field Trip” (see attached), addressed to all HFCC faculty, outlining the
time(s), day(s), and date(s) of the field trip, as well as a list of participating students.
This memo shall not be distributed to all faculty; rather, copies shall be made available
to the students involved, at least two weeks prior to the start of the field trip, to take to
the faculty of the classes which would be affected.

C. Liability
1. The “Waiver of Liability” form (see attached), signed by student (and by the

legal, custodial parent or guardian, if the student is a minor), including the HFCC Code
of Conduct, shall be collected from each participant at least one week prior to the
beginning of the field trip, and be kept on file with the appropriate Associate Dean.

2. The “Field Trip Participants” form (see attached), containing the names of all
participants and their home contacts, shall be submitted to the appropriate Associate Dean prior to
or on the day of departure.  The Associate Dean shall distribute copies of this list to the
appropriate Vice President, the Dean of Student Services, and Campus Safety.

3. Henry Ford Community College will not be responsible for vehicles or their contents
which remain in the HFCC parking lots beyond normal operating hours during field trips.  To
help assure that vehicles remaining in HFCC parking lots will not be ticketed or towed, it is
recommended that the faculty member provide Campus Safety with the completed “Vehicle
Information” form (attached).

III. GENERAL WARNINGS

A. Transportation Liability
When deciding on a means of transport, faculty should balance the liability of HFCC with the
needs and concerns of the participants.  The more control the College has over the vehicle and the
driver, the more liability it has in case of accidents. However, some people are reluctant to drive
outside of familiar areas, so carpooling may be advisable.

B. Faculty Driver
The faculty member should be very careful about the potential risks of driving an individual
student passenger.

C. Contraband
The faculty member should be aware that contraband, even contraband of which they are
unaware, can result in the confiscation of the vehicle in which the contraband is found.

D. Rooming
There should be no coed rooming on overnight trips except for married couples.

E. Student Attendance
The faculty member may designate a field trip to be part of the course requirements, in
which case mention of the field trip shall be included in the course description in the
College Catalog. Students shall not be required to participate in a field trip; an
alternative assignment shall be made available for students who don’t participate in the
field trip.

IV. TRANSPORTATION RECOMMENDATIONS
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A. Mini Trips
For trips of one-half day or less to close destinations, carpooling in participants’ cars is
recommended.

B. Short Trips
For short trips of up to one day to relatively close destinations, carpooling in participants’ cars or
the use of rented vans or coaches is recommended.  Only HFCC employees or licensed
chauffeurs may drive the vans and/or coaches.

C. Overnight Trips
For overnight trips and/or trips to more distant destinations, rented vans or coaches are
recommended.  Participants should not have to carpool or drive themselves; only HFCC
employees or licensed chauffeurs may drive the vans and/or coaches.

D. Foreign Travel
For travel to foreign countries, regardless of the length of the trip or how distant the destination,
rented vans or coaches shall be used.  Only HFCC employees or licensed chauffeurs may drive
the vans and/or coaches.  It is strongly recommended that foreign trips of longer than overnight be
arranged with the assistance of an experienced and/or professional travel agent.  It is the
participants’ responsibility to have all necessary documentation, including but not limited to
passports, visa for entry and re-entry, and photo identification, when traveling outside the United
States.

E. Alternate Modes of Transportation
Alternative transportation, including but not limited to train, plane, or boat is acceptable to all
destinations.

V. FIELD TRIP APPLICANT CHECKLIST

A. “Request for Field Trip” 
To the Associate Dean for signature, at least three weeks prior to the beginning of the field trip.

B. “Faculty Notification of Field Trip”
To participating students, at least two weeks prior to the beginning of the field trip.

C. “Waiver of Liability”
Signed by students and delivered to the Associate Dean, at least one week prior to the beginning
of the field trip.

D. “Field Trip Participants”
to the Associate Dean, on or prior to the first day of the field trip.

E. “Vehicle Information” (if applicable)
To Campus Safety, on or prior to the first day of the field trip.
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Henry Ford Community College - Dearborn, Michigan

Request For Field Trip (form 1 of 5)

This form is to be submitted by the faculty member to the appropriate Associate Dean
at least three weeks prior to the beginning of the field trip; the Associate Dean shall

return signed form at least two weeks prior to the beginning of the field trip.

Date of
Request:

Brief
Description:

Destin
ation:

Rationale for
trip:

Faculty in
charge:

Phone extension,
email:

Participating Class &
Section:

Number of
Participants:         

Date:

General
Itinerary:

 

Signatures:



 --154--154-

Faculty in charge Date Associate Dean Date

Vice President Date
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Henry Ford Community College - Dearborn, Michigan

Faculty Notification of Field Trip (form 2 of 5)

Copies of this completed form shall be made available to the students involved, at least
two weeks prior to the start of the field trip, to take to the faculty of the classes which

would be affected.

From the HFCC Field Trip Policy:
“It would be advantageous for the affected faculty to show support

for these enriching opportunities for HFCC students.”

The students listed below have the opportunity to participate in an authorized field trip.
Please consider excusing the absence of those students who are in your class on the
affected day, with the understanding that the students involved are responsible to make
arrangements with their teachers in advance to make up any missed assignments,
quizzes, tests, etc.  The complete section on attendance from the HFCC Field Trip
Policy is on the reverse of this form, for your reference.

Date of
Notification:

Brief
Description:

Faculty in
charge:

Phone extension,
email:

Participating
Class:

Date/Day/Ti
me:

Particip
ants:

From the HFCC Field Trip Policy:
I. C. Attendance

1. The faculty member may designate a field trip to be part of the course requirements, in
which case mention of the field trip shall be included in the course description in the College
Catalog. Students shall not be required to participate in a field trip; an alternative assignment shall
be made available for students who don’t participate in the field trip.

2. Student absences due to participation in authorized College activities, e. g. field trips,
must be considered in the total picture of absences for all purposes.  It would be advantageous for
the affected faculty to show support for these enriching opportunities for HFCC students.

3. It shall be made clear, both in the “Memo to Faculty,” and verbally to the
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students, that the students shall be responsible for any missed work in the affected
class(es), including but not limited to quizzes and tests, at the sole discretion of the
faculty member of the affected class(es).
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Henry Ford Community College - Dearborn, Michigan

FIELD TRIP AGREEMENT AND AUTHORIZATION

(Form 3 of 5)

Waiver of Liability, General Release, Indemnity and Covenant Not to Sue
This form is to be completed, signed and returned to the faculty member

at least one week prior to the beginning of the Field Trip.

Field Trip:                                                                                                                                                

Date(s) of Trip:                                                  Faculty in Charge:                                               

Read Carefully Before Signing.  Legal Rights Are Being Waived.

I understand that the participation of the Student (as identified below) in the above-mentioned Field Trip may expose

the Student to risks of personal injury or illness and/or loss or damage to property.  I assume a responsibility for any

and all risks of damage, illness or injury that may occur to the Student as a participant in, or at anytime during, that

Field Trip.  I further acknowledge that the Student’s participation in the Field Trip is voluntary.

I also release and discharge Henry Ford Community College, its Board of Trustees, officers, students, volunteers,

employees, contractors, agents and affiliated institutions (collectively referred to as the “Released Parties”) from all

claims, demands, rights or causes of action, present or future, whether known, anticipated or unanticipated and

resulting from or arising out of, or incident to, the Student’s participation in that Field Trip, whether due to the past

or future negligence of any of the Released Parties, or otherwise.  I also agree that neither the Student, nor anyone on

the Student’s behalf, may sue any of the Released Parties with respect to any act or omission by any of them, whether

due to negligence or otherwise, relating to the Field Trip.  I also agree to indemnify and reimburse the Released

Parties with respect to any claims made by or on behalf of the Student, as well as the Student’s parents, guardians,

siblings or any other person, with respect to any act or omission by any of them relating to the Student and the Field

Trip.  These releases and other agreements in this paragraph shall be binding on the Student’s heirs, executors,

administrators and assigns.

By signing below, I also acknowledge that I have read the HFCC Student Code Of Conduct on the reverse side of

this form, and I agree that the Student will comply with that Code and other rules which may be established for the

Field Trip.  I also agree that the Student shall be responsible for familiarizing him or herself with any local laws or

customs of the area being visited, and to comply with such laws or customs.  Failure to do so may result in the

Student being sent home from the Field Trip at HFCC’s discretion and the Student’s (or parent or guardian’s, if

applicable) expense.

If during the Field Trip any emergency medical procedures or treatment for the Student are required in the judgment

of any of the Field Trip supervisors, then I consent to the Field Trip supervisor taking, arranging for and consenting

to the procedures or treatment.  I also agree to pay for costs of such medical procedures or treatment.

By signing below, the signor(s) hereby declare that they have read the above Agreement, that they understand it and

agree to be bound by it, that they understand that they are waiving legal rights and assuming legal obligations, that

they have had the opportunity to review this Agreement with a legal advisor, and that they have executed this

Agreement voluntarily.

Signed and agreed to:

Student’s Name (please print): _____________________________Student’s Age: __________

Student’s Signature: _________________________________________Date: _________________

Signature of parent/guardian:* ____________________________Date: _________________
*Required if student is under age 18.

Rev. 01/10
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Henry Ford Community College - Dearborn, Michigan

Student Code Of Conduct
The complete text of this policy is available in the office of the Vice President/Dean of Student Services, 

430A Administrative Services and Conference Center.

A. Students at HFCC are expected to show respect for order, law, the personal rights of others, and the

educational mission of the College, as well as to maintain standards of personal integrity.

B. Behavior or situations that violate these standards include, but are not limited to:

1. interference with normal College or College-sponsored activities, including, but not limited to:

teaching, College administration, and College Board meetings;

2. non-compliance with the directions of College personnel, including campus safety, or with the

orders of any College board, such as the Student Center Board;

3. violation of accepted standards of decency;

4. discrimination against an individual or group in any activity, opportunity, or organization on

the basis of race, ethnicity, gender, religion, sexual orientation, creed, national origin,

ancestry, age, disability, height, weight, or marital status;

5. harassment that interferes with an individual’s work or educational performance;

6. physical assault;

7. stalking;

8. threats of injury or harm;

9. arson;

10. theft;

11. gambling;

12. property damage;

13. possession of firearms or dangerous weapons;

14. possession, use, or distribution of alcohol or illegal drugs.
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Field Trip Participants (form 4 of 5)

On the day of the field trip or earlier, the faculty member shall give this completed form
to the appropriate Associate Dean, who will distribute copies to the appropriate Vice

President, the Dean of Student Services, and Campus Safety.

Brief
Description:

Faculty in
charge:

Phone extension,
email:

Contact information while on Field
Trip:

Participating
Class:

Date:

Participant
Home Contact Phone:

Relationship to
Participant
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Henry Ford Community College - Dearborn, Michigan

Vehicle Information (form 5 of 5)

Henry Ford Community College will not be responsible for vehicles or their contents
which remain in the HFCC parking lots beyond normal operating hours during field

trips.  To help assure that vehicles remaining in HFCC parking lots will not be ticketed
or towed, it is recommended that the faculty member provide Campus Safety with this

completed form.

Brief
Description:

Faculty in
charge:

Phone extension,
email:

Contact information while on Field
Trip:

Participating
Class:

Date:

Vehicle Description
License Plate Owner
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III. A. 350 (page 1 of 3)

COPYRIGHT GUIDELINES 

Please review the following guidelines for photocopying and reproducing copyrighted material.   We have excerpted

this information from the Copyright Act of 1976 and subsequent amendments to the Act.   Anyone using college

equipment and services is expected to comply with the provisions of this law to avoid legal liability for Henry Ford

Community College.

Under the provisions of the Copyright Act of 1976, the reproduction and/or use of copyrighted materials is limited. 

Copyright is the right granted by law to an author or other creator to control use of the work created. Copyright

protection extends to all forms of works of authorship, including books, newspapers, magazines, computer software,

multimedia works, sound recordings, and audio visual works.  Copyright protection begins at the moment the work is

created.  Registration with the U.S. Copy-right Office is not required in order for a work to be protected under U.S.

copyright law.  Copyright protection covers both published and unpublished works.  The fact that a previously

published work is out of print does not affect its copyright. 

“Fair use” under the U.S. copyright law permits limited use of portions of a copyrighted work without the copyright

owner’s permission for purposes such as criticism, comment, news reporting, teaching, scholarship, or research. The

following excerpt from the legislative history of the 1976 Copyright Act establishes congressionally endorsed

guidelines relating to classroom copying for educational use.

SINGLE COPYING FOR TEACHERS 

A single copy may be made of any of the following by or for a teacher at his or her individual request for his or her

scholarly research or use in teaching or preparation to teach a class: a chapter from a book; an article from a

periodical or newspaper; a short story, short essay or short poem, whether or not from a collective work; or a chart,

graph, diagram, drawing, cartoon or picture from a book, periodical, or newspaper. 

MULTIPLE COPIES FOR CLASSROOM USE

Multiple copies (not to exceed in any event more than one copy per pupil in a course) may be made by or for the

teacher giving the course for classroom use or discussion, provided that the copying meets the tests of brevity,

spontaneity, and cumulative effect as defined below and each copy includes a notice of copyright. 

BREVITY  

Poetry:  A complete poem if less than 250 words and if printed on not more than two pages, or from a longer poem,

an excerpt of not more than 250 words.

sb

cohandbook
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III. A. 350 (page 2 of 3)

COPYRIGHT GUIDELINES 

Prose:  Either a complete article, story or essay of less than 2,500 words, or an excerpt from any prose work of not

more than 1,000 words or 10% of the work, whichever is less, but in any event, a minimum of 500 words. Each of

the numerical limits stated above may be expanded to permit the completion of an unfinished line of a poem or of an

unfinished prose paragraph.

Illustration:  One chart, graph, diagram, drawing, cartoon or picture per book or per periodical issue. 

Special Works:  Certain works in poetry, prose, or in "poetic prose" which often combine language with

illustrations and which are intended sometimes for children and at other times for a more general audience that fall

short of 2,500 words in their entirety.  Notwithstanding the above guidelines, special works may not be reproduced in

their entirety.  However, an excerpt comprising not more than two of the published pages of such special work and

containing not more than 10% of the words found in the text thereof may be reproduced. 

SPONTANEITY

The copying is at the instance and inspiration of the individual teacher; and the inspiration and decision to use the

work and the moment of its use for maximum teaching effectiveness are so close in time that it would be

unreasonable to expect a timely reply to a request for permission. 

CUMULATIVE EFFECT

The copying of the material is for only one course in the school in which the copies are made. Not more than one

short poem, article, story, essay or two excerpts may be copied from the same author, nor more than three from the

same collective work or periodical volume during one class term. There shall not be more than nine instances of such

multiple copying for one course during one class term. The limitations stated above shall not apply to current news

periodicals and newspapers and current news sections of other periodicals.

PROHIBITIONS

Notwithstanding any of the above, the following shall be prohibited:

• Copying shall not be used to create or to replace or substitute for anthologies, compilations, or collective

works. Such replacement or substitution may occur whether copies of various works or excerpts therefrom

are accumulated or are reproduced and used separately. 

• There shall be no copying of or from works intended to be "consumable" in the course of study or teaching.

These include workbooks, exercises, standardized tests and test booklets and answer sheets and like

consumable material. 
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COPYRIGHT GUIDELINES 

• Copying shall not substitute for the purchase of books, publisher's reprints or periodicals; be directed by

higher authority; or be repeated with respect to the same item by the same teacher from term to term.

• No charge shall be made to the student beyond the actual cost of the photocopying. 

Civil and criminal penalties may be imposed for copyright infringement.  Civil remedies can include an award

of monetary damages (substantial statutory) 

damages, which in cases of willful infringement, may total up to $100,000 per work infringed, or actual

damages, including the infringer’s profits), an award of attorney’s fees, injunctive relief against future

infringement and the impounding and destruction of infringing copies.

While under some circumstances educators are not required to pay statutory damages, nonetheless, they may be

responsible for paying the copyright owner actual damages caused by their infringement, as well as attorney’s fees.

When in doubt about the status of a work, it is best to contact the publisher or author’s representative to determine

whether the work is still under copyright or in the public domain.

More information about fair use and copyright guidelines can be found in the U.S. Copyright Office Circular 21 -

“Reproduction of Copyrighted Works by Educators and Librarians.” A copy of this circular can be obtained by

contacting the Copyright Office at (202) 707-9100 and at http://lcweb.loc.gov/copyright. 

Information was gathered from the American Association of Community Colleges, the National Association of

College Stores, and the U.S. Copyright Office.

We appreciate your compliance.

Approved 9/29/00
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STUDENT LETTER AND REFERRAL FORM

A student letter form, available in the Office of the Director of Admissions and Registration, is a means instructors

can use to contact students regarding problems concerning class attendance and also informing counselors.  This is a

convenient means for direct communication between instructor and student and affords additional opportunity for an

understanding of the student, and his/her problems and progress.

The procedure for using the student letter form is as follows:

1. Instructor obtains forms as needed from the Office of the Director of Admissions and Registration.

2. Instructor completes form (student's name and letter portion) and forwards white and pink copies to the

Office of the Director of Admissions and Registration.

3. The Office of the Director of Admissions and Registration will fill in the student's address and mail the

white copy to the student.

4. The pink copy will be forwarded to the Counseling Office.

By means of the student letter form, the student is encouraged to contact his/her instructor and to avail

himself/herself of the counseling services if he/she is having difficulty adjusting to college life.

Approved 9/89
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STUDENT ACTIVITIES OFFICE AND MIRROR NEWS

Office of Student Activities - OSA

The Office of Student Activities is based on the philosophy that co-curricular activities are an important part of the

development of the total person.  This co-curricular involvement offers students the opportunity to develop

leadership skills, communication skills, techniques of organization, and understanding of others.  They are assisted

by OSA in program planning and advised about College policies and procedures.

Utilizing various services and programs available at Henry Ford Community College, students become more

knowledgeable about their environment and will begin more fully to develop their potential.

Services of OSA

C Student Bulletin

C Student Clubs and Organizations

C Voter Registration

C Dr. Martin Luther King Jr. Community Service Day

C Special Events and Social Activities

C Volunteer Opportunities

C Mirror News Student Newspaper

Student Bulletin

The Student Bulletin is designed to help inform students and staff about current events, volunteer opportunities, and

provide useful information at HFCC.  For information, contact the Student Bulletin Editor at (313) 845-9865.

Student Clubs

Many clubs and organizations, which meet the mutual interests of various student groups, are in operation on

campus.  The Office of Student Activities provides assistance to students who are interested in forming a club. 

Several requirements must be met before forming a student club.  The Office of Student Activities assists the clubs

with formation, event planning, fundraising ideas, and promotion of club events.  The Student Activities Office holds

regular meetings to inform clubs of opportunities and procedures at the college.  Students are encouraged to form

new clubs, or take part in clubs that are already formed.  
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STUDENT ACTIVITIES OFFICE AND MIRROR NEWS

Voter Registration

The Office of Student Activities provides on campus Voter Registration.  Forms are available at the Office Student

Activities, The Welcome Centers, and the Office of Financial Aid.

Dr. Martin Luther King Jr. Community Service Day

The Office of Student Activities coordinates volunteer activities to annually commemorate the birthday of Dr. Martin

Luther King Jr.  This event takes place in January.  Students and staff members are encouraged to participate. 

Various activities are available.  This is a day of community service, reflection, and education.  It is held in

conjunction with University of Michigan-Dearborn, Davenport University and United Way Community Services.

Special Events and Activities

The Office of Student Activities works with students, staff, Cultural Activities and Council of American Cultures to

plan and implement special events and activities at the college.  These events provide socialization, educational

information, cultural enrichment for students, and promote involvement at HFCC.

Volunteer Opportunities

The Office of Student Activities provides information about volunteer activities.  Many worthwhile opportunities are

available.

Student Newspaper

The Mirror News is a student run newspaper that is published during the fall and winter semesters.  The paper

provides an opportunity for students interested in writing, editing, photography, desktop publishing, advertising, and

business management.  The Mirror News publishes information about all aspects of the college community, from

classes to cultural events, as well as creative works and editorials.  The student Editor-in-chief recruits the student

staff each semester.  Currently enrolled students are encouraged to join.  The Mirror News can be reached at (313)

845-9639.  The Student Editor can be contacted at editor@hfcc.net.
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III. B. 10 (page 1 of 2)

FACULTY ABSENCE 

In the event that a member of the faculty is absent, some notice of that absence is necessary.

If there is advance knowledge of the absence:

1. Classes to be missed should be fully notified.

2. The appropriate coordinator, director, associate dean, or department chairperson should be notified,

preferably in writing.

3. Either the college switchboard operator or division or department secretary should be notified of the date of

and reasons for anticipated absence.

4. If for any reason the impending absence should not be clearly covered in the Personnel Policies or the

Master Contract, consultation is advisable before the fact with one's immediate supervisor and/or

appropriate dean so that no penalty can conceivably result.

5. If a substitute instructor is to be used, a written request will be submitted to the coordinator, director,

associate dean, or department chairperson and forwarded to the appropriate dean for approval.  The request

will include the name of the substitute, the date(s) and classes(es) to be taught, and the number of contact

hours involved.  Upon approval, coordinators, directors, associate deans, and department chairpersons will

provide this information and the substitute's social security number, address and rate of pay to the Payroll

Office.  Substitute instructors must be qualified according to the criteria established for the selection of

Henry Ford Community College faculty.

If the absence results from unforeseen circumstances, a telephone call should be made to the College switchboard

operator as early as possible on the day of the absence to provide information on the type of circumstances, class

number, room number, and scheduled meeting time.  (The switchboard is normally operative at 7:30 a.m.; telephone

number is 271-2750).

Upon return, the faculty member will complete and sign the Standardized Report of Absence Form (1501-rev. 3/85

or 1502-rev. 3/85) in triplicate.

Approved 9/89
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FACULTY ABSENCE

It is the responsibility of coordinators, directors, associate deans, and department chairpersons to submit to the

Payroll Office an accurate monthly Absence Report, over their signature, with signed copies of the Report of

Absence Form attached

for every faculty member who has been reported absent.

Approved 9/89
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FACULTY AND STAFF FLOWER AND GIFT FUND 

The College staff over the years has contributed $10 per year to provide remembrances for fellow employees when

special occasions happen in their lives.

Checks should be made payable to Henry Ford Community College and then given to any designated Senate

representative or to the Office of Human Resources.

A. The function of the Faculty/Staff Flower and Gift Fund is threefold:

1. to provide remembrances for those hospitalized, sick or deceased.

2. to honor marriages or births to faculty and staff members.

3. to provide recognition to every retiree and to every member who resigns after ten years of service.

B. The Faculty/ Staff Flower and Gift Fund will be administered under the direction of the Vice President for

College Relations, his secretary and associated staff.

C. The Faculty/ Staff Flower and Gift Fund will be funded by faculty and staff contributions.  Each faculty

and staff member is requested to make a $10 contribution to their nearest Senate representative. 

Checks should be made payable to Henry Ford Community College.  To facilitate implementation of

the fund, contributions should be in by the end of February.  An annual report of the expenditures will be

presented in September of each year.

D. Implementation of the Faculty/Staff Flower and Gift Fund:

1. Faculty and staff who are hospitalized or confined for extended illness (exceeding ten school days)

shall be remembered with flowers, or an appropriate gift, costing $35.  If hospitalization or illness

is in excess of two months, a second remembrance (flowers or gift) for a similar amount will be

sent.

2. Upon the death of a faculty or staff member, flowers (or a memorial, if so requested by the

deceased's family) shall be sent, not to exceed $40.

3. Flowers or other remembrances costing $30 shall be sent upon the death of a member of the

immediate family or household (husband, wife, child,  parents of faculty and staff, or others

residing in the household of the member).

4. A gift not to exceed $40 will be purchased for the marriage of a faculty or staff member.

5. Births to faculty and staff will be honored with flowers, or an appropriate gift costing $35. 

(Musical planters are usually this price.)
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FACULTY AND STAFF FLOWER AND GIFT FUND 

6. A standardized retirement memento from the entire college staff will be given to every retiree and to every

member who resigns after ten years of service to the college.  This memento shall be presented at an

appropriate social function whenever possible.  If the function is a breakfast, lunch, or a dinner, the

expenses of the faculty or staff member being honored will be paid from the gift fund.

Approved 10/00
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III. B. 30

FACULTY LECTURESHIP AWARD

The purpose of the Faculty Lectureship Award is twofold: to encourage faculty members to engage in independent

research projects and to enrich the Cultural Activities program.  The recipient of the award, as a condition of the

award, will present a lecture to the students, faculty, and public on the research topic or project.

In selecting the faculty member to receive the award, the Senate will consider the following points:

1. The general interest of the designated topic to the students, faculty, and the public.

2. The need for research in the proposed area.

3. The method of research to be used.

The Senate will also consider creative projects based on their own merit.

Faculty members interested in applying for the Faculty Lectureship Award will be invited by the Senate Chair to

apply during the Winter Semester each school year.  Payment of an honorarium which accompanies the award will be

made half upon selection and half upon delivering the lecture during the Winter Semester of the following school

year.  The Senate Chair is responsible for requesting payment of funds from the Vice President/Dean of Student

Services.

Approved 9/89
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REVIEW AND APPROVAL PROCESS FOR NON-CREDIT AND CEU COURSES, WORKSHOPS, AND

SEMINARS 

PART I: NON-CREDIT AND CEU OFFERINGS IN EXCESS OF EIGHT (8) HOURS IN TOTAL

DURATION

 1. The Center for Lifelong Learning is responsible for all non-credit and continuing education offerings in

excess of eight (8) hours or total duration (per Senate Carole Sloan 10/13/99).  New course forms may be

obtained from the Center for Lifelong Learning Office.

 2. Course recommendations of College faculty which are related to the faculty member’s department/division

should be reviewed by that department/division according to the department/division’s adopted procedures

for proposal and approval of non-credit or CEU courses.  In the absence of a department/division policy, the

faculty member initiating the course is required to notify the associate dean prior to proposal submission to

Center for Lifelong Learning.

 3. Course recommendations received from community members and other College staff may be submitted

directly to Center for Lifelong Learning for consideration.

 4. Course recommendations received from College faculty which are not related to the faculty member’s

department/division may be submitted directly to Center for Lifelong Learning.

 5. After course proposal review, Center for Lifelong Learning is responsible for distribution of an “early

warning” form via e-mail to all associate deans, council members, lead teachers and vice presidents prior to

course development.  Full-time faculty will receive an “early warning” form through interschool mail. 

During the spring and summer semesters, associate deans are responsible for notification of faculty

regarding “early warning” courses.

 6. If no response to the “early warning” is received within five (5) business days, Center for Lifelong Learning

will proceed with course development.

 

 7. Division/department administrators and/or faculty may challenge an “early warning” course by contacting

the Center for Lifelong Learning Director.  The Center for Lifelong Learning Director will meet with

appropriate division/department faculty and/or administrators to address concerns and resolve issues.  If

issues remain unresolved, a meeting will be scheduled with the appropriate dean(s)/vice president(s),

directors, and faculty.  If agreement is not reached, final approval/disapproval rests with the College

Council.  Approval may be conditioned on reappraisal by the College Council prior to subsequent offerings.
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REVIEW AND APPROVAL PROCESS FOR NON-CREDIT AND CEU COURSES, WORKSHOPS, AND

SEMINARS

8. Courses may be fully developed, publicized and offered after the following criteria have been met:

 1. The course falls within the mission of the College and the Center for Lifelong Learning;

 2. Course(s) is/are circulated for “early warning” and no comments have been received within five

(5) business days of notification;

 3. “Early warning” issues are resolved; and

 4. The course(s) is/are approved by the appropriate dean(s)/vice president(s).  

 9. Center for Lifelong Learning will submit approved and conditioned courses to the College Council for

quarterly review.  Council will review conditioned courses for approval or suspension.

10. Center for Lifelong Learning will forward course recommendations to the appropriate dean(s)/vice

president(s) for signature.

PART II: NON-CREDIT AND CEU OFFERINGS OF EIGHT (8) HOURS OR LESS IN DURATION

 C Courses/workshops/seminars that are eight (8) clock hours or less in duration are exempt from the above

procedures.  However, whenever possible, it is suggested that information regarding eight (8) hours or less

courses/workshops/ seminars be forwarded by e-mail (early warning format) to Council for information

only.  Early warning forms may be obtained from Center for Lifelong Learning.

 C It is the responsibility of all vice presidents who supervise these offerings to forward a list of proposed

offerings to Council members on a monthly basis.

 C Any conflict resulting from the dissemination of these lists will be resolved by the College Council.

 C No series of offerings that fall under the provisions of Part II may be developed in such a way that the series

in its entirety constitutes the equivalency of an existing credit course.

NOTE: The Office of Corporate Training is excluded from these procedures as it contracts with companies to train

their employees on a flexible, short turn-around schedule.

Approved by Council 05/03/99

Reviewed by Senate 09/08/99

Pending Council Approval 10/04/99

Accepted as Corrected 10/04/99

10/05/99

Revised 10/13/99
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III. B. 45

OFFERING OF COLLEGE COURSES TO BOTH CREDIT AND NON-CREDIT STUDENTS

HFCC faculty members offering sections of credit classes that they believe would appeal to individuals interested

only in enrichment are allowed to enroll non-credit students concurrently, space permitting.  Such an option may be

exercised only with prior approval of the Director of Center for Lifelong Learning, the College Council, and the

appropriate division or department.  In these cases, each student’s enrollment status (either “credit” OR “non-credit”)

shall be unalterable after the beginning date of the classes in question.  After two years, the Director of Center for

Lifelong Learning shall provide the Senate with a report detailing non-credit enrollment in credit courses. 

Approved 05/02
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TRAVEL 

III. B. a

POLICY FOR INSTITUTIONAL REPRESENTATION TRAVEL ACCOUNT

To encourage full-time faculty and full-time administrators of Henry Ford Community College to represent the

college by participating in programs of professional societies, the "Institutional Representation" account has been

established.  The purpose of the account is to supplement the normal professional travel funds of professionals

willing to participate in appropriate programs.

The fund will be disbursed according to the following regulations:

1. The person must be invited by a recognized professional society to present a paper, speak, be a speaking

participant on a panel or its moderator, or be an officer of the society.

2. The printed program, with both the names of the participating professional and HFCC, must be attached to

the Travel Expense Report.  In lieu of a printed program, a letter from the organizer of the conference

indicating participation in the conference by the applicant, including specific responsibilities and that the

applicant will be representing HFCC, will be acceptable.

3. The program must be located within the continental United States or Ontario, Canada.

4. The person must receive approval from the appropriate director/associate dean or coordinator, and from the

appropriate dean, as well as the Dean of Student Services prior to acceptance.

5. No applicant may receive more than $400 per fiscal year.  This disbursement of funds is as follows:

P A representative who presents a paper at a conference may apply for a maximum of $400.

P A representative who participates on a panel or acts as a moderator may apply for a maximum of

$300.

P A representative who participates as an officer of an organization or a society may apply for a

maximum of $200.

P A representative who is on a committee or planning a conference will receive a maximum of $200.

6. No person may use the fund more than once in any one fiscal year, except when there are surplus funds.
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TRAVEL 

7. If there are more applicants than funds on the first day of eligibility for application, the recipients of

the funds will be selected by a random drawing lottery, and those applicants who received funding in

the previous year will not be included in the drawing.

8. Upon return to the college, receipts for expenses must be submitted with the Travel Expense Report to the

Dean of Student Services' office.

Applications for fall conferences will be accepted by the Vice President/Dean of Student Services' office on the first

day that faculty report for the Fall semester, and applications for winter, spring, and summer conferences will be

accepted beginning November 1.  Under no circumstances will applications be accepted by the Dean of Student

Services unless all of the required documents, with required signatures, are included.

Sixty percent of the Institutional Representation Account will be disbursed for Fall conferences and 40 percent for

Winter, Spring, and Summer conferences.

Revised 10/98.jkk

INSTREP
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III. B. b

FACULTY TRAVEL REQUEST PROCEDURE

A faculty member wishing to attend a convention, or similar professional function, must obtain a travel request form

from a department or division representative of the Travel Committee.

C The faculty member turns in to his/her travel representative a travel request form with the top portion filled

out.

C The representative signs the top section approving the travel and any requested advance.  It is up to the

representative to determine if the advance requested falls within the rules and regulations of that particular

travel group.

C The representative sends the travel form to the Business Services Office for approval by the Business

Services Director.

C The Business Services Office returns the signed travel request and any approved advance to the faculty

member who requested travel approval.

C Upon return from travel, the faculty member returns the form with the lower portion filled in and with any

required receipts to his/her travel representative.

C The representative signs the lower portion of the travel form, filling in the amount of travel expenses to be

reimbursed at that time.  This amount includes any advance that was received by the faculty member.

C The travel representative sends the appropriate sections of the travel form to the Business Services Office

for final approval.

C The Business Services Office reimburses the faculty member any additional money that is due at that time.

C At fiscal year end, any excess travel funds will be distributed to faculty members according to the rules and

regulations of the various travel groups and of the Travel Committee.

Approved 9/89

sb

cohandbook

rev.102802



 --179--179-

III. B. 60

SMOKE FREE BOARD POLICY

S All HFCC buildings are completely smoke-free as of May 1993, except for the Pagoda Room, which is

fitted with air-filtration equipment.

S Smoking cessation classes are available to all College staff and students.

S All College literature includes notice of this policy at HFCC.

S Compliance with the provisions of HFCC's smoke-free policy is entirely voluntary.  However, cooperation

with this policy is expected.

Adopted 2/20/95
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GENERAL POLICY ON INSTITUTIONAL RESPONSE TO AIDS 

(Approved November 30, 1988)

Henry Ford Community College is committed to providing quality educational opportunities in an environment that

is safe and conducive to learning for students and employees.  Thus, all confirmed cases of Acquired Immune

Deficiency Syndrome (AIDS), AIDs-Related Complex (ARC), or a positive Human Immuno-Deficiency Virus

(HIV) infection will be addressed on an individual basis for both students and employees, while maintaining the

dignity and rights of the individual and the College community.

AIDS victims are protected under both the Vocational Rehabilitation Act of 1973 and the Michigan Handicappers'

Civil Rights Act of 1977.  According to the January 1988 publication of the American College Health Association,

students or employees with any form of HIV infection do not pose a health risk to other students or employees in an

academic setting since there have been no confirmed cases of transmission of HIV through casual contact. 

Therefore, the College will not screen potential students or employees for AIDS through the use of mandatory

testing; the presence of any form of HIV infection will not affect admissions or hiring.  Individuals who have any

form of HIV infection will NOT be restricted from working or attending classes, using common areas such as

cafeterias, snack bars, gymnasiums or other recreational facilities unless their condition prevents them from

functioning within the usual work or class setting.

This policy shall be reviewed any time official health agency recommendations or legal action indicates that changes

are needed to provide a safe environment for students and employees.

GENERAL GUIDELINES

Students and employees will be encouraged to inform the College if they have AIDS, ARC, or a positive HIV

infection in order that the institution may provide them with education and referral to proper medical care, if

necessary.  Such a disclosure should be accompanied by a physician's statement that verifies the condition.  Students

should contact either their area director/associate dean or the Vice President/Dean of Student Services.  Employees

who have contracted the disease should inform either the appropriate physicians and public health officials in

reviewing each case.

The County Health Department will be informed of all cases of diseases required to be reported under state and

federal law.  However, the College will maintain strict confidentiality of the medical record according to the Family

Education Rights and

Privacy Act of 1974, as amended.  No specific or detailed information concerning complaints or diagnosis will be

provided to faculty, staff, administrators, or family members without the expressed, written permission of the student

or employee in each case.
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GENERAL POLICY ON INSTITUTIONAL RESPONSE TO AIDS -

(Approved November 30, 1988)

The College will adopt safety guidelines as proposed by the U. S. Public Health Service for the handling of blood

and bodily fluids.  These “universal precautions” are outlined in Morbidity and Mortality Weekly Report, 1987;

36:2S.

The College will review working conditions and the tasks performed by both instructors and students to determine

the potential for exposure to body fluids and tissues.  For laboratory and instruction, protective devices will be made

available for students and employees.  College divisions are encouraged to publish procedures appropriate to that

area of instruction or service.  Since the primary response to colleges and universities to the epidemic of HIV

infection must be education, HFCC will distribute educational material on the disease to students and employees.

SAFETY PROCEDURES

The following list of safety procedures is not intended to be all inclusive, but to be representative of the factors to be

considered by the College.

Disinfection - Surfaces contaminated by blood or other body fluids can be successfully cleaned and disinfected with

commercial disinfectant solutions or with household bleach, freshly diluted in a 1:10 solution.

Equipment - Any needles or other equipment that puncture skin or mucous membrane should be one-user and

disposable.  If disposable equipment is not available, any needles or other implements that puncture skin or mucous

membranes must be steam sterilized by autoclave before re-use or safely discarded.  Extreme caution must be

exercised, particularly in disposing of needles.

Teaching Laboratories - Laboratory courses requiring exposure to blood, such as biology courses in which blood is

obtained by finger prick for typing and examination, must use disposable equipment, and no lancets or other blood-

letting devices should be re-used or shared.  No students, except those in health care professions in schools, should be

required to obtain or process the blood of others.

Public Safety Department - The public safety department will acquire appropriate gloves and safety masks to be

used during CPR.  This equipment will be small enough to be carried by each officer while on duty.
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AFFIRMATIVE ACTION PROCEDURES FOR SELECTION OF PROFESSIONAL PERSONNEL

To implement the Affirmative Action Policy, and to develop consistent, effective, and legal announcement,

recruitment, screening, interviewing, and evaluation at the College, members of the screening/selection committees

are required to follow these guidelines:

1. Announcement

Seek affirmative action assistance at every phase of the hiring process beginning with development of the

position announcement.  The screening committee should be formed immediately after approval is granted

to fill the position.  For administrative positions, the appropriate exempt adminis-

trator(s) will forward a draft of the position announcement to the screening committee.  If the committee

wishes to modify the announcement, the Affirmative Action Coordinator, the administrator(s) who drafted

the announcement, and the screening committee will meet to discuss the committee's suggestions.  For

faculty positions, the announcement will be prepared by the selection committee and the director/associate

dean.  Care must be taken to see that the posted qualifications include the academic preparation, skills, and

experience the committee intends to use as a selection criteria, and that such criteria are demonstrably

related to the ability to perform the listed responsibilities.  Announcements must be submitted accompanied

by a routing form provided by the Affirmative Action Coordinator, and must allow enough time (preferably

three months prior to the application deadline) for vigorous recruitment efforts.

2. Recruitment

In accordance with the College's tradition of shared governance, each member of the College Organization

is encouraged to serve as a recruitment representative whenever there is an opportunity to recruit applicants

who are members of under-represented groups.  Personal recruitment efforts should be made at professional

conferences and among colleagues at other institutions.  Committee members are invited to recommend

appropriate advertising media such as professional journals.

3. Establishing Procedures

An affirmative action observer will be present at the planning meeting(s) of the committee to assist in

formulating legal screening, interview, and evaluation procedures which will advance the goals of the

College's Affirmative Action Policy.  To facilitate this process, the Affirmative Action Coordinator should

have notice of the first meeting date as far in advance as possible.  The same should be true for all

successive meetings and interviews to enable the same observer to serve during the entire process for a

given position.
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4. Screening of Applications

The first phase of the screening process consists of eliminating those applicants who do not possess the

minimum qualifications.  At this point, the observer will prepare for signature by the committee a First

Phase Certifi-cation listing these applicants and the reasons for elimination.  If the remaining pool consists

of more applicants than practical to interview, the next phase will consist of eliminating applicants on the

basis of previously established preferred qualifications.  At this point, the observer will prepare for

signature by the committee a Second Phase Certification listing these applicants and the reasons for

elimination.

5. Interview

Each candidate should receive a set of written questions approximately 30 minutes before the interview. 

This does not preclude additional questions relevant to a particular candidate.  All questions should be

designed to obtain job-related information.  For faculty positions, committees are encouraged to ask

finalists to prepare a brief classroom-oriented presentation appropriate to the discipline as part of the

interview process.

Whenever possible, the physical surroundings should be similar for each interview, and the seating

arrangement should be such that the candidate can see each interviewer.  Once underway, interviews should

not be interrupted.  When the interviewing committee has finished asking questions and the candidate has

had an opportunity to ask questions, the next steps in the process should be explained.

6. Evaluation

The committee should use a scored evaluation form designed to be as objective as possible.  The paired

comparisons procedure is recommended.  Committee members should then review notes from each

interview and fill in information concerning previously established evaluation criteria.  Candidates should

then be compared against the qualifications and affirmative action concerns, and finalists recommended. 

The observer will record the results for signature by the committee on an Interview and Recommendation

Certification.  The committee members' evaluations will be attached to this final certification.  The observer

will collect all applicant folders to be kept on file in the office of the Affirmative Action Coordinator.

Committee members must keep in mind the importance of confidentiality throughout the process.

Again, these procedures have been developed to aid College screening/selection committees to meet the

affirmative action obligations of the hiring process.
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7. Waivers

All requests for waivers must conform to Section II-B of the College Constitution, the Affirmative Action

Policy, and all applicable bargaining agreements.

In the following circumstances, a waiver of normal search procedures (announcement and recruitment) may

be granted by the President for temporary appointments:

1. to an unexpected vacancy when there is insufficient time for a national search;

2. in situations where a department or division wishes to secure a visiting faculty person with genuine

professional distinction to fill a temporary position created for the purpose of offering a special

education opportunity; or

3. in situations where a well-qualified (possessing the academic preparation, skills and experience

normally used as selection criteria) member of an under-represented group, who would contribute

to the diversity of the hiring unit, is available.

A temporary appointment resulting from a waiver will be granted for a period of up to one year.  An

extension of such an appointment for up to one additional year may be granted by the President.

Whenever a waiver or waiver extension is requested for a faculty position, the candidate must be approved

by a majority of the hiring department and be recommended for appointment by the appropriate Vice

President.

Permanent appointment accompanied by a waiver of normal search procedures will occur only if an

additional position is created for the purpose of retaining a temporary appointee.  Otherwise, normal search

procedures will apply.  In all cases, normal screening and hiring procedures must be followed.

New administrative positions to be filled by waiver must be reviewed and approved by the College Senate

in accordance with Section II-B of the College Constitution.

Approved 12/92

sb

cohandbook

rev.102802



 --185--185-

III. B. 90

SEXUAL HARASSMENT BOARD POLICY

It is Henry Ford Community College’s policy that it will not permit, and will take strong action against any sexual

harassment of its employees by anyone and particularly by fellow employees or management.  The Equal

Employment Opportunity Commission defines sexual harassment as unwelcome sexual advances, requests for sexual

favors and other verbal and physical conduct and communication of a sexual nature when either:

A. submission to or rejection of such conduct or communication by individual is used as a factor in

decisions affecting such individuals hiring or employment; or

B. such conduct or communication has the purpose or effect of substantially interfering with an

individual’s employment or creating an intimidating, hostile, or offensive employment

environment.

Any HFCC employee who believes he/she is subject to any type of discrimination or sexual harassment must report

such to their immediate supervisor or bring their complaint to the attention of the Coordinator of Affirmative Action,

the Director of Human Resources or any member of the administration.  We will investigate each complaint

thoroughly and confidentially.

Adopted 2/20/95
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III. B. 100 - DONATIONS: HFCC FOUNDATION 

The Henry Ford Community College Foundation (“Foundation”) is responsible for securing acknowledging, and

recording all gifts to the College including cash and non-cash donations.  It should be noted that all donation to the

Foundation are tax-deductible.

There are two types of donations, cash and non-cash.  Examples of non-cash donations include:

-Technical gifts are items that may be useful in the classroom or laboratory in the Career and Technical

Education programs.

-Academic gifts are items that may be used by the Academic Programs or in the College Library.

-Display gifts are those works of art, decoration or other use that have the potential for being viewed by the

public outside of the classroom.

Members of the College Organization wishing to make a cash donation should contact the Foundation Office.  A one-

time donation may be made directly, or the donor may arrange for a monthly payroll deduction.  The employee must

fill out the appropriate payroll deduction form available from the Foundation Office.

A member of the College Organization wishing to make a non-cash donation should contact the Foundation Office.

If a member of the College Organization is contacted by someone regarding a donation, that individual should be

advised to contact the Foundation Office for further information.

Approved 05/02
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III. B. 110. a. 

Budget Process

The budget process begins several months prior to the start of the fiscal year (July 1 through June 30).  The College

is required to keep its expenditures within the budget during the year.

Most college funds come from student tuition/fees, college millage, and State of Michigan appropriation.  Other

sources of revenue include special grants and gifts.

The usual budget preparation timetable is as follows:

C. The process begins in mid to late January when budget forms are distributed through the vice

presidents/deans to various departments or divisions.  The departments or divisions are then responsible for

estimating their necessary expenditures for the following year; this is the deadline for input from individual

faculty.  Large deviations from the previous year or special projects planned for the next year will need to

be justified.

D. Completed budget requests are returned to the vice presidents/deans by late February.  The request budgets

are combined and reviewed by the vice president/dean.

E. Upon approval, divisional/departmental budgets are submitted by the vice presidents/deans office by mid-

March for combining into a total institutional request budget.

F. The total budget is submitted to Cabinet at the end of March.  During March the budget is reviewed and

approved for submission to the Board of Trustees.

G. The budget is submitted to the Finance Committee of the Board of Trustees in mid-April for further review.

H. The budget is then submitted to the full Board of Trustees in mid-May for final review.

I. The budget is approved by the Board of Trustees in late May or early June.

J. The budget goes into effect on July 1.

Budgeted amounts may not be transferred between accounts without Board approval.  If it appears that estimated

revenue will be significantly different from what was projected, or if the College needs to move expenditures

between accounts, the College has two opportunities (in November and in April) to bring these changes before the

Board for approval.

Approved 9/89
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BUDGETARY MATTERS

III. B. 110 b.

Purchasing Guidelines

The following information is to assist faculty and staff in preparing requisition forms for the purchase of goods and

services by the College and to clarify ordering expectations.  If you have a specific concern not addressed here,

please contact the Purchasing Office at Ext. 9621.

I. REQUISITIONS

You must complete a requisition form for all goods and services to be purchased by the College.  The

requisition form should include all pertinent available information, including:

A. Name and phone number of the requisitioner

B. Suggested vendor(s); attach the names and address of three vendors if the dollar value of the

requisition is over $1,800.  (The Purchasing Office will research vendors for you if needed, after

receipt of form)

C. Quantity and unit of measure for each item, for example: 1 dozen, 3 boxes, etc.

D. Item description, including manufacturer's name and model number

E. Unit price, if available

F. Total price of items, both individually and for the form as a whole

G. Budget account number

H. Special instructions, such as:

A. Special delivery date and delivery location.

B. “No Substitutions,” when only the specific item is acceptable.  Note: written rationale

must be attached to form.

C. “Sole Vendor,” when requisitioner knows for certain there is only this source for the item

and total requisition is over $1800 in value and normally would go to bids.  Note: written

explanation must be attached to form.

If any of the above information is inaccurate or missing, processing of the requisition will be slowed down

or made impossible.  The Purchasing Office will assist you with preparation of the requisition form if

desired.

II. AUTHORIZING SIGNATURES

After you have filled out the requisition with the above information, approval must be granted before the

Purchasing Office can process the order.  The following people must sign the form in the indicated areas. 

(After your submission of the form to the first, each forwards the form, if approved, to the next
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BUDGETARY MATTERS

If approval is denied at any level, this action will be made known to the originator of the requisition.)

1. Your associate dean, department chairperson, or supervisor.

2. The vice president for your area.

3. The Controller for the College.

III. ORDER PROCESSING TIME

When a completed and approved requisition is received, the Purchasing Office will authorize a purchase

order, subject to the following limitations set by the Board of Trustees.  Note: These dollar limits are

adjusted annually, based on changes in the Consumer Price Index.

“If the dollar value of a requisition is:

D. less than $1,800, a purchase order is issued to a vendor at the discretion of the Purchasing Agent.

E. $1,800 to $6,100, at least three competitive quotes must be obtained.  These can be informal

phone or fax quotes to the Purchasing Agent, but they must be documented.

F. over $6,100, formal sealed bids must be obtained.

G. over $16,100, sealed bids and approval from the Board of Trustees must be obtained.”

Obviously, in order to comply with Board policy, it will take longer to process requisitions valued over $1,800.  As

an average, if an order is valued less than $1,800 and is immediately available in the local area, it probably will be

received on campus within two to four weeks (not including holidays) after its requisition is received by Purchasing.

The process of obtaining sealed bids, the guidelines for which are detailed below, usually adds another three to four

weeks (not including holidays) to the order time.

If Board approval is also required, another two to four weeks are added to the process, since the order must get on

the agenda for the next Board of Trustees meeting and then be voted on and be approved at that meeting.

An additional and significant factor to remember is the speed of the vendor in processing and shipping the order to

the College.  Other factors include the speed of the delivery company and the speed of on-campus delivery from the

loading dock.

Of course, in an situation with so many elements, delays do happen.  Common reasons are:

A. the item was temporarily out of stock,

B. the item had to be shipped from a distant location, etc.,

C. human or computer errors.
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IV. INQUIRIES ABOUT THE STATUS OF THE ORDER

Keep the green copy of the requisition for your files.  If you have any question about the status of your

order, the Purchasing Office will need to know the Requisition Form Number, located in the upper right-

hand corner of the form.  The yellow  copy will be returned to you after the order has been placed; it will

have the College's Purchase Order Number added to the upper right-hand corner.

V. GUIDELINES FOR SEALED BIDS

4. Vendors are usually given two weeks to respond to sealed bids.

5. The Purchasing Office will not change specifications or accept substitutes without the requesting

Department's or Division's approval.

6. The requesting department/division is always given the opportunity to review the vendor's bid

responses and to give input regarding vendor selection.

7. Bids are awarded based on total cost and for best over-all value.  An award can be made to a

vendor quoting a higher price, if written justification is provided.

VI. RECEIPT OF ORDER

1. Carefully check to see if the item received is:

1. The same as ordered,

2. In good condition, and

3. Functions satisfactorily.

8. If all is well, return the pink HFCC Purchase Order form AND the yellow requisition form to

the Purchasing Office, with your signature, the date accepted, and the phrase “approved,” or

something similar, written on both forms.

9. If the item is damaged, defective or shipped incorrectly, contact the Purchasing Office for

appropriate instructions to correct the problem.

VII. EMERGENCY EXCEPTIONS TO THIS ORDERING PROCESS

1. ONLY for items with a value of $25.00 or less, such as classroom or teaching supplies, if there is

not time enough for a requisition form to be completed and approved in the usual way, you may

proceed to purchase the item and submit receipts for later cash reimbursement.  Of course, there

must be adequate funds in the appropriate account, nonetheless, or reimbursement cannot be

made.

2. For purchases over $25.00 but under $1,800.00, verbal approval, at least, MUST be granted

BEFORE you make the purchase, usually from all three authorizing administrators who would

sign the requisition.  Otherwise, reimbursement may not happen, even if appropriate funds are

available.
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3. Items valued at over $1,800.00, MUST be processed according to Board policy, i.e., competitive

bidding.  No provision can be made for individual reimbursement after the purchase.  However, an

immediate need with a valid reason – made known immediately to the Controller and Purchasing

Agent – can sometimes be met by the reprioritizing of Purchasing Office work and other short

cuts, such as a request for a speedier method of delivery.  Obviously, this assistance will be given

where and when warranted but should never be expected as common practice.

VIII. CUT-OFF DATE FOR RECEIPT OF REQUISITIONS

Although the College fiscal year runs from July 1  to June 30  of the following year, it is not possible tost th

complete the purchasing process and “close the books” if requisitions are allowed to be submitted right up

to the end of the fiscal year.  Thus, a cut-off date must be announced each spring after which no more

requisitions can be received by the Controller.  Usually this date is in mid-to late April, but this may need to

be earlier, for various reasons.  Each year, the Controller will announce the actual cut-off date, usually at

least two weeks before it takes effect.

Approved 9/89
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COMPUTER REDEPLOYMENT POLICY & PROCEDURES

This proposal does not address computer re-deployment when the following conditions are present:

4. Available computers fall within the rules that govern Perkins Funding.

5. The Technology Investment Committee has already recommended re-deployment as a condition

for a new grant.

Central Tracking of Available Computers

1. Once a computer is considered surplus, the associate dean will notify the Controller's Office and

Administrative Data & Voice.  The associate dean will note the inventory number of the computer,

the year of purchase, the original funding source, and the date when the computer will be available.

2. Administrative Data & Voice will be responsible for assessing the viability of these computers,

determining whether they can be recycled or salvaged for parts.

3. A list of available computer with specifications will be posted on the Administrative Data & Voice

website to inform all faculty.  If available computers cannot be deployed immediately,

Administrative Data & Voice will work with the vice presidents to determine where the computers

can be used.

Computer Requests by Full-Time Instructors

1. Instructors should forward requests to the appropriate associate dean, detailing the nature of the

work that necessitates a computer or computer upgrade.  For instance, the instructor might note the

instructional software that requires a computer upgrade.

2. The associate dean will forward the request to the appropriate vice president.  The vice presidents

for Academic Education, Career Education, and Student Services will determine re-deployment of

individual computers.

3. Priority will be given as follows: first to faculty requests from the department in which the

computer originated, then to requests from instructors who do not presently have a desktop

computer, and finally to full-time faculty requests for computer upgrades.

4. After faculty requests have been met, the vice presidents can collectively decide deployment of

computers to serve instructional labs.

Approved 01/01
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HFCC EVENTS WITH RELIGIOUS COMPONENT

Legal Opinion by Leonard M. Niehoff of Butzel Long

From time to time, Henry Ford Community College (“HFCC”) has sponsored events that have some religious

component.  This has occasionally prompted questions about the requirements of separation of church and state. 

This letter attempts to provide a framework for considering those questions.  It is my understanding that HFCC may

share this letter with members of the public who express an interest in this issue.

Since public readers of this letter will not know anything about me, some introduction may be in order.  I am a

shareholder in the Butzel Long law firm, and for the past seventeen years have practiced primarily in the fields of

Firs5 Amendment law and Education Law.  I have served on the adjunct faculty of the Wayne State University Law

School and the University of Detroit-Mercy Law School, and have spoken as a guest lecturer at the University of

Michigan Law School, and have spoken as a guest lecturer at the University of Michigan Law School and Michigan

State University.  I am the author of about one hundred articles and book chapters and the like, most of which have to

do with issues of constitutional law.

Discussion

The principle of separation of church and state arises from the Establishment Clause of the First Amendment, which

provides that “Congress shall make no law respecting an establishment of religion....”  Thomas Jefferson

characterized this clause as “building a wall of separation between Church and State.”  Letter to Nehemiah Dodge

and others, a Committee of the Danbury Baptist Association, January1, 1802.  Expanding on this metaphor, one

decision of the United States Supreme Court stated that this “wall must be kept high and impregnable.”  Everson v.

Board of Education, 330 U. S. 1, 18 (1947).

Although the metaphor of the “wall” is familiar and vivid, it is also inapt.  This is so for many reasons.  First, religion

so permeates our national traditions, culture, values, history, and language that imposing strict separation of church

and state would prove impossible.  Imagine, for example, a public school teacher trying to teach Milton’s Paradise

Lost, or the history of the Pilgrims, or the origins of the civil rights movement with no mention of religion.  Second,

strict separation of church and state would produce some bizarre results.  For example, strict separation would

prohibit a city from providing police, fire, or sanitation services to any religious institution.  Third, strict separation of

church and state could result in violations of another previous example, it would certainly seem that a city that

refused to put out fires in any churches, temples, or mosques would be “singling out” religion and interfering with its

free exercise.  Finally, strict separation would prohibit many activities that have some religious element, but that

plainly do not act toward the “establishment” of religion.   Indeed, if the Constitution requires such strict separation,

then this would come as news to the United States Supreme Court, which begins each session with the invocation

“God save this honorable Court.”  In sum, as one leading constitutional scholar has bluntly put it, “a total wall

separating church and state is impossible and the issue becomes how to draw the appropriate line.”  Chemerinsky,

Constitutional Law: Principles and Policies (1997) at 978.
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The Supreme Court has had considerable difficulty drawing this line, and no single case provides a definite answer. 

Certainly, one of the Court’s leading cases in this area is Lemon v. Kurtzman, 403 U. S. 602 (1971), which sets forth

a three-part test for determing whether government conduct violates the Establishment Clause.  That case has been

sharply criticized by legal scholars and members of the Court.  Nevertheless, the Lemon test has proven resilient, and

in one opinion Justice Scalia memorably compared it to “a ghoul in a late-night horror movie that repeatedly sits up

in its grave and shuffles abroad, after being repeatedly killed and buried.”  Lamb’s Chapel v. Center Moriches Union

Free School District, 508 U. S. 384, 398-99 (Scalia, J., dissenting).

In any event, several common themes emerge from Lemon and other Supreme Court decisions, and they offer some

guidance.

First, the Court has been concerned with whether the primary purpose of the government action is secular. 

Government action motivated by a desire to advance or endorse religion will often “cross the line.”  This is the basis

on which the Court has struck down state laws requiring school prayer or teaching the Biblical view of creation.  See

e.g., Wallace v. Jaffree, 472 U.S. 38 (1985), in which the Court invalidated a statue authorizing public school

teachers to hold a one-minute period of silence for meditation or voluntary prayer on the basis that the purpose

behind the law was to reintroduce prayer into the public schools.  See also Edwards v. Aguillard, 482 U.S. 578

(1987), in which the Court invalidated a statute that required public schools that taught evolution to also teach

“creation science” on the basis that the primary purpose of the statute was to endorse a particular religious doctrine.

Of course, government action can serve a legitimate secular purpose - and pass constitutional muster - even if it also

has some fairly powerful religious associations.  Thus, for example, in McGowan v. Maryland, 366 U.S. 420 (1961),

the Supreme Court upheld the constitutionality of state laws requiring businesses to be closed on Sunday.  The Court

recognized the “strongly religious origin of these laws,” but upheld them because “[t]he present purpose and effect of

most of them is to provide a uniform day of rest for all citizens; the fact that this day is Sunday, a day of particular

significance for the dominant Christian sects, does not bar the State from achieving its secular goals.”  Id at 445.

Second, the Court has been concerned with whether the principal effect of the government  action is secular or is to

endorse or advance religion.  Thus, in Estate of Thornton v. Calder, 472 U.S. 703 (1985), the Court declared

unconstitutional a state law providing that no employer could require an employee to work on their Sabbath.  The

Court noted that this created an absolute right for individuals to refrain from work for religious reasons, and therefore

favored religion over all competing considerations.  The Court found that “the statute goes beyond having an

incidental or remote effect of advancing religion.  The statue has a primary effect that impermissibly advances a

particular religious practice.”  Id at 710.  As this holding suggests, the law distinguishes primary and principal effects

from secondary and incidental effects.
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Third, the Court has been concerned with whether the government action excessively entangles the government with

religion.  In Lemon, the Court stated that conduct violates the Establishment Clause when it requires a

“comprehensive, discriminating, and continuing state surveillance.”  Lemon v. Kurtzman, 403 U.S. at 619.  By the

way of example, this is the chief basis on which the Court has struck down certain types of public aid for parochial

schools, on the ground that some kinds of aid would require close government monitoring and would result in an

entanglement with religion.

Some Justices in some recent Supreme Court decisions have analyzed these issues by asking a different question. 

Those cases have applied a standard of “symbolic endorsement,” and have focused on the question of whether the

government has remained neutral or has shown “either favoritism or disapproval towards citizens based on their

personal religious choices...”  Allegheny County v. Greater Pittsburgh ACLU, 492 U.S. 573, 627 (1989) (O’Connor,

J., concurring in part and concurring in the judgment).  Whether this standard is better or worse than that offered by

Lemon, no one could argue that it is more precise in its contours.

As may be apparent, the cases in this area often turn on their specific facts.  Indeed, Justice O’Connor has observed

that “[e]very government practice must be judged in its unique circumstances to determine whether it constitutes an

endorsement or disapproval of religion.”  Lynch v. Donnelly, 465 U.S. 668, 694 (1984).  This plainly is not an area

of the law that lends itself to formulas, checklists, or specific policies.

Nevertheless, it can be said with some confidence that the vase majority of typical college-sponsored activities that

have some religious component do not raise the concerns described above.  A discussion of some such activities

should demonstrate this.

A state college might sponsor any number of activities that have some religious content.  For example, the college

might offer courses in the history of religion, the philosophy of religion, the psychology of religion, or the Bible as

literature; the college library might present displays of religious manuscripts;  the college art museum might exhibit

Chagall’s paintings from the Hebrew Bible, Indian busts of Buddha, or Renaissance drawings of the Madonna and

the child; the college choir might sing Handel’s Messiah, Bach’s St. Matthew Passion, or The Battle Hymn of the

Republic; the college orchestra might perform gospel music as part of a Martin Luther King Day celebration or

Klezmer music as part of a Jewish History Colloquium; the college players might present Godspell or the medieval

mystery dramas; or the college speaker’s bureau might invite a presentation by the Dalai Lama or by a persecuted

follower of Falun Gong.  By the same token, that same college might offer courses in atheistic existentialism, might

display books and art that deeply offend religious sensibilities, might present Waiting for Godot, or might sponsor a

panel discussion on the subject of “morality after the death of God.”  A state college might not be able to support any

of these activities if the Constitution imposed a strict and impregnable wall between the government and all things

religious; but, as discussed above, it does not.
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State colleges do not sponsor these kinds of activities in order to promote religion, or discourage religion, or take any

position with respect to religion.  It is, of course, possible that someone may be attracted to or dissuaded from

religious beliefs as a result of such activities, but that result would be secondary and incidental to their fundamental

purpose and effect.  Furthermore, by engaging in these activities state colleges do not “entangle” themselves with

religion, any more than by presenting a Wagner opera they “entangle” themselves with Norse mythology.  Finally, it

should be noted that the very range of these activities underscores that they convey a neutral position with respect to

these issues; indeed, as demonstrated above, these activities reflect various perspectives that are in many instances

wholly inconsistent with each other.

State colleges sponsor these kinds of activities for a strong secular purpose and in order to achieve a treasured secular

effect: the education of students.  The United States Supreme Court has long recognized that “[i]t is the business of a

university to provide that atmosphere which is most conducive to speculation, experiment, and creation.”  Sweezy v.

New Hampshire, 354 U.S. 234, 262-63 (1957) (Frankfurter, J., concurring).  The Court has held that “[t]he Nation’s

future depends upon leaders trained through wide exposure to that robust exchange of ideas which discovers truth

‘out of a multitude of tongues, [rather] than through any kind of authoritative selection.’” Keyishian v. Board of

Regents, 385 U.S. 589 (1967).  As the Court has recognized, a college campus is truly a marketplace of ideas.  A

state institution that singled out and worked to exclude voices speaking on religious issues would, at best, diminish

the marketplace of ideas, and, at worst, violate the Free Exercise Clause of the First Amendment.

Obviously, these principles do not allow state colleges to transform themselves into seminaries.  And there may be

some instances where a college should take extra steps to provide public notice that its sponsorship of an event does

constitute an endorsement.  Or there may be some instances where a college should consider expressly stating the

secular educational goals it is seeking to pursue through a given activity.  In the vast majority of cases, though, such

steps are almost surely unnecessary given the widespread understanding of the special environment and mission of

our nation’s colleges.

Conclusion

For the reasons discussed above, it is clear that HFCC can sponsor a wide array of activities that include some

religious content without running afoul of the Establishment Clause.  In some cases, HFCC may conclude that a

particular proposed activity would push the institution “over the line,” or that it would be wise to offer a public

explanation of how a specific activity furthers a secular educational goal, or to offer a disclaimer of endorsement.  In

general, though, it seems safe to assume that the public will understand that HFCC is a “marketplace of ideas” in our

greatest tradition, and that HFCC cannot and need not ban ideas from the market simply because they have some

religious component.

Approved 04/05/01
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IV.  SERVICES AND FACILITIES

IV. A

COLLEGE CATALOG (page 1 of 2)

The current College Catalog contains extensive information that is useful to faculty and administrators.  In addition to

some of the material found in this Handbook, it also contains information on the following:

Board of Trustees

Chief Administrative Officers

Major College Office Locations and Phones

Accreditation

Residency Regulations

Admissions Requirements and Procedures

Student Success Program

Veteran Services

Academic Policies

Official Evaluation of Credits

Advanced Standing - Career Education

Class Load

Change of Schedule

Marking System

Auditing a Course

Incomplete Work

Repeated Courses

Academic Forgiveness Policy

Probation & Dismissal Policy

Dean's List

Transcripts

Graduation Requirements & Application

HFCC College Guarantee

Policy on Alcoholic Beverages & Illegal Drugs

Attendance by Students

Access to Educational Records

Student Complaint Policy

Student Fees

Financial Aid Program

Job Placement Service

Student Opportunities

Counseling Service

Health Services

Focus on Women Program

Special Needs Program

Assessment Office

Americans with Disabilities Act

Senior Adult Program

Child Activity Center

Cultural Activities Program
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IV. A (page 2 of 2)

COLLEGE CATALOG

Student Activities

Office of Student Activities

Programs and Areas of Study

Course Descriptions

Faculty Directory
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IV. B

COLLEGE GRILL

The Cafeteria is located in the Student Center and provides complete meal, sandwich, and beverage service. 

Vending machines are available in the Fine Arts, Technology, and Student Center Buildings.
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IV. C

COLLEGE STORE

The College Store on the Main Campus is located in a separate building west of the Library. It maintains a complete

line of school supplies and textbooks, t-shirts, and other items.  The telephone number of the College Store is 845-

9603.
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IV. D

EMERGENCIES, INJURIES, AND SAFETY/SECURITY INCIDENTS

Whenever a student, faculty, administrator, staff, or anyone else on campus is involved in a personal injury, accident

or any incident regarding safety or security, report this information to the Office of Campus Safety at 845-9630.
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IV. E

EXERCISE AND FITNESS

The Athletic Memorial Building is located adjacent to the ten outdoor tennis courts. The building has men's and

women's locker facilities and a state-of-the-art weight-training room with Nautilus exercise equipment, a rowing

machine, and stationary bicycles. Surrounding the building is a 440 track, and baseball field. Facilities are available

for faculty use, except when classes are using the area. 
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IV. F

GRAPHICS CENTER

The Graphics Center, located in the basement of the Fine Arts building, serves every segment of the college. The

Center gives first priority to the preparation and printing of those materials which directly support classroom

instruction. Each department and division maintains a supply of forms an instructor may use to request copies of

materials to be used for instructional purposes. The instructor can send the filled-out form plus an original of the

material to be duplicated to the Graphics Center by inter-school mail or deliver it in person. At least two weeks

should be allowed to ensure the Center time to complete the project.

For exceptions to the priority rule and for procedures regarding copyrighted material, consult with your division or

department head.
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IV. G

HUMAN RESOURCES

845-9820

Administrative Services Conference Center (ASCC 314)

Office hours – 8:00 a.m. to 4:30 p.m., Monday - Friday

The primary functions of the Human Resources Office include:

C Labor relations, including negotiating and administering contracts between the Board of Trustees and employee

bargaining units.

C Determination of employee compensation and coordination with Payroll.

C Administration of employee fringe benefit programs

C Administration of affirmative action programs.

C Recruitment of prospective employees.

C Administration of hiring procedures and other personnel transactions (transfers, promotion, demotion, change in

classification, etc.).

C Maintenance of employee personnel records.

C Orientation of new employees.

C Administration of employee evaluation programs.

C Investigation of complaints of discrimination and/or harassment involving employees.

C Compliance with employment, civil rights, and other applicable laws.

C Coordination of certain staff development and in-service opportunities.

C Administrative of Employee Wellness Program.
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IV. H

LOST AND FOUND

Articles found on the campus should be turned in to one of the Welcome Centers or to the Office of Campus Safety

located in the Learning Technology Building.  Items turned in to the Welcome Centers are eventually turned over to

Campus Safety.
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IV. I (page 1 of 2)

MAIL

Faculty and staff members have assigned mailboxes located in the buildings listed below:

Administrative Services and Conference Center

Athletic Memorial Building

Child Activities Center

Dearborn Heights Campus

Fine Arts Building

Health Careers Building

Learning Resources Center

Learning Technology Center

Liberal Arts Building

Library

Science Building

Student Center

Technical (Patterson) Building

Employees are expected to check their mailboxes regularly for mail as well as communications necessary in the

operation of the College.

Approved 5/00

The following instructions provide guidelines for mail service:

U.S. Mail

The originating person's name and/or department should appear above the College return address. In addition, all

mail must have a complete address: number, street, city, state, and zip code. Mail without this information will not be

metered. If a packet of mail is distributed, one should bundle and rubber band all outgoing mail.  Business size

envelopes that are bundled should remain open with the flaps pointing up.  (The meter will seal them.)  All large

envelopes should be sealed. All foreign mail should be flagged and must include country, including mail addressed to

Canada.

Mail to within HFCC and to other Dearborn Public Schools

The manila inter-department envelopes are to be used for mail sent to any locations at HFCC and within the

Dearborn Public School System.
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IV. I (page 2 of 2)

MAIL

Use the full name and department and school of the addressee.

When sending mail to the Administration Buildings, remember we have two Administration Buildings: the

Administrative Services and Conference Center at the College and the Administrative Service Center, 18700 Audette

(Ten Eyck).   Please designate.

All names and addresses must be legible.

Bulk U. S. Mailings

Two (2) weeks' notice must be given the mail room staff for bulk mailings. Specific instructions on sorting and

bundling will be provided by the mail room staff.  Call x9576 for details. It should be understood that bulk mail may

not reach the post office for up to three (3) days after it is received by the College mail office.

Distributions to Groups of Employees on Campus

The mail room staff should be given three (3) days to distribute mailings. (One can fill out a distribution sheet to

accompany a printing request to the Graphics Department.) Distributions can be made to:

Administrators

Full-time Faculty

Part-time Faculty

Support Staff (includes Building & Grounds, College Grill, Secretarial/Clerical Technicians)

All of the Above

Other

Approved 5/00
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IV. J

PARKING

Parking space is reserved for instructors in the Staff Parking Lots located on the north side of the Administration Building, the

south end of lot "C", and on the south side of the Athletic Memorial Building. Entry into the lots is by means of a coded card

which will open the gate. Instructors parking in the Staff Parking Lots must have an HFCC parking decal on the lower left

hand corner of their windshield. Access cards, photo i.d. and decals/parking passes may be obtained from the Campus Safety

Office in the Learning Technology Building. Cars improperly parked will be ticketed.
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IV. K

PAY

Pay is by check on the fifteenth of each month. When the fifteenth falls on Saturday or Sunday, payment is made on the

preceding Friday. Checks must be picked up by faculty within two working days at the Cashier's Office.  After this period of

time, checks will be mailed to the faculty members' home addresses.  For information on direct deposit of paycheck contact the

Cashier's Office 845-9641.
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IV. L

 TEACHING RESOURCES

IV. L. 10

ASSISTED LEARNING SERVICES

Assisted Learning Services provides accommodations and assistive services to students with documented disabilities, as well

as those who are academically or economically disadvantaged or who have limited English proficiency.  Eligibility for

assistance is determined by the Assisted Learning Services counselor.

Students may qualify for one or more of the following services: special testing accommodations, curricular or instructional

modifications, textbooks on tape, adaptive equipment, hardware, or software, modifications to the learning station,

reader/writer services for the classroom, notetaker assistance, use of a tape recorder, sign language interpreters, and

supplemental attendance costs assistance.

Tutorial assistance is also administered through Assisted Learning Services for most classes.  Any student who is experiencing

difficulty in a class may request and qualify for tutoring.  Tutorial services are provided on a small group, lab, or

individualized basis.  Students in need of such assistance should complete a request form, including instructor’s signature, and

meet with a counselor.

Students requiring accommodations due to a disability should be referred to Assisted Learning Services to schedule an

appointment with the counselor.  Eligibility and type of services are determined on an individual basis.

For further information, please call Assisted Learning Services, LRC 125, at (313) 845-9617.
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IV. L.20

INSTRUCTIONAL TECHNOLOGY

A-004, Learning Technology Center (lower level) Hours: Monday - Thursday, 8:30 a.m. - 9:00 p.m., *Friday, 8:00 a.m. - 4:30

p.m., 313-845-9663.

*Faculty interested in using the Instructional Technology Computer Classroom and/or services after 5:00 p.m. should contact

the main office in advance before 4:30 p.m. to ensure room and technician availability.

Instructional Technology provides audio-visual support, software application training, satellite programming,

videoconferencing, audioconferencing, assistance in multimedia/presentation development, and other technology support and

assistance in areas not related to computer repair or network administration.  The office is also responsible for establishing

faculty accounts and technical assistance for U Compass and NETg (software training programs).

In addition to the above services, the office supports two computer labs.  The Instructional Technology Computer Lab is

located in room A-011 of the Learning Technology Center (formerly the Administration Building).  This computer lab is open

to full and part-time faculty, staff, and administrators needing access to a variety of software and hardware tools necessary to

develop college related materials and multimedia presentations.  The Instructional Technology Computer Lab is often the site

for faculty development and software application workshops.

The second computer lab, more commonly referred to as H-14, is located in the Health Careers Building, room H-14.  This

computer lab is equipped with an instructor computer workstation, a data projector, a printer, and 27 student workstations

configured for Internet access and videolink capabilities.  Faculty interested in using computer lab should contact the Social

Science Division for specific details regarding room availability and reservations.
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IV. L.30

LEARNING LABORATORY

An important facility on the Henry Ford Community College campus is the Learning Laboratory, located on the second floor

of the north half of the new Learning Resource Center.  

The purpose of the Learning Laboratory is to give students an opportunity to develop their academic skills or to overcome the

lack of necessary skills.  The aim of the Laboratory is to help students identify the skills needed for success in reading, writing,

and mathematics.  After the skills are identified, each student consults a Laboratory teacher, who prescribes a program to meet

the student's needs.  The student may work independently or closely with an instructor to resolve the academic difficulty or

improve an existing skill.  During the course of the semester, students receive weekly evaluation through personal consultation

with a Laboratory teacher.

Services are available on a drop-in basis, or students may elect a Laboratory class such as Reading 083 and 084, Writing 086,

and Math 075.

The Learning Laboratory is open Monday through Friday 8 a.m. to 4:30 p.m. and some evening and Saturday hours.

All faculty are encouraged to visit the facility to become aware of its potential in assisting students who are having problems

with their college work.
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IV. L.40

LIBRARY

The Fred K. Eshleman Library is located in the south half of the Learning Resources Building.  There is seating for over 560,

including seven small-group study rooms.  The online catalog is the main access to the Library's holdings of over 120,000

items, including books, periodicals, videos, and an extensive collection of government documents.  There are open

workstations which have WEB access to thousands of full-text articles and to hundreds of indexes.

A library card is required for all transactions, and is issued free-of-charge at the Circulation Desk (313-845-6375).  Faculty are

allowed semester-long check outs.

A librarian is always available to assist you with your information needs.  Library tours can be scheduled anytime during the

semester, and can be tailored to your specific classes and assignments.  Contact the reference desk at 313-845-6377 for

additional information.

During the fall and winter semesters, the Library is open Monday-Thursday from 7:30 a.m. to 10:30 p.m., Friday from 7:30

a.m. - 4:30 p.m., Saturday from 9:00 a.m. - 3:00 p.m., and Sunday from 1:00 p.m. - 8:30 p.m.  For hours of service at other

times and between semesters call 313-845-9606.
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IV. L.50

LIBRARY MEDIA CENTER

The Media Center is located on the second floor of the Library.  This open student computer lab houses over 40 PC

workstations.  Access to the Internet and a wide variety of software is available.  Other media such as videos, cassette tapes,

slides, CD/ROMS, and laser disks used to support classroom instruction are housed here.  Other services, such as language

tape duplication, are available.  Students must be registered in the current semester to use the Media Center.  Faculty may use

the Media Center with the correct log-in ID.  The Library cannot issue log-in ID's to faculty.  Please contact your department

chair.  Call the Media Center at 313-845-6386 if you have further questions.
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IV. M

TELEPHONE NUMBERS

Telephone numbers for many important offices are listed in the College Catalog.  Also, a complete Office Telephone List is

distributed to faculty and staff annually.  A few of the most widely used numbers follow:

The central College telephone number is 1-800-585-HFCC or (313) 845-9600.  

The telephone numbers for the Welcome Centers are:

Welcome Center in the Liberal Arts Building: 845-9615

Welcome Center in the Learning Resources Center: 317-6543, 317-6544

When the Welcome Centers are closed, emergency calls should go to the Office of Campus Safety, 845-9630.

The Office of Registration, Records and Admissions is located in the Learning Resources Center.  The telephone number for

Records and Registration is 845-6403.  The number for Admissions is 845-9522.

To access one's voice mail from off campus, dial 1-800-585-HFCC (4322).  Pres 1 if you have a touch tone phone, then when

asked for extension number press 9797 and you will be in the voice mail system.
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IV. N

WORLD WIDE WEB

The URL for HFCC is www.hfcc.edu
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