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INTRODUCTION

This handbook is for full-time faculty members at College of
the Mainland. It refers to policies, procedures and guidelines
pertaining to instruction at the college. While this document
includes excerpts, summaries, and condensations of personnel
policies, academic procedures, and guidelines relating to faculty,
the online College Policy Manual and the online College
Catalog are the official documents containing comprehensive
procedures and guidelines for academic affairs. In addition,
faculty members should consult the current Student Handbook
for student related policies and procedures.

The college reserves the right to change policies at any time,
and all faculty members are encouraged to submit input

to the Faculty Senate concerning needed changes. Specific
questions pertaining to current policies or information not
covered in this section of the handbook should be directed
to the Department, the appropriate Dean, the Vice President
for Instruction, or the Human Resources Department.

The College Policy Manual is available online at
http://pol.tasb.org/Home/Index/497.

The College Catalog is available online at
https://www.com.edu/admissions/catalogs.html.

The Student Handbook is available online at
http://www.com.edu/student-services/student-handbook.

Mission

College of the Mainland is a learning-centered,
comprehensive community college dedicated to student
success and the intellectual and economic enrichment of the
diverse communities we serve.

Vision

College of the Mainland will be a valued and vital
community partner by enriching our community and
preparing our students to thrive in a diverse, dynamic and
global environment.

Values
e Student Success and Academic Excellence
¢ Continuous Improvement and Accountability
®  Mutual Respect and Civility
e Diversity and Inclusiveness
e Innovation and Adaptability
e Campus and Community Collaboration
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Strategic Goals (2018-2023)
¢  Student Success
¢ Employee Success
e Facility Improvement

Goals and Strategies

The Office of Planning, Effectiveness, Analytics, and
Research (OPEAR) posts strategies and performance
indicators derived from the Strategic Goals. Current
strategies and performance indicators are available at this
address: http://www.com.edu/opear/strategic-planning-2018-2023

College Administration
President: Dr. Warren Nichols
Phone: 409-933-8271

Email: wnichols@com.edu

Vice President for Instruction: Dr. Jerry Fliger
Phone: 409-933-8229
Email: jfliger@com.edu

Vice President for Student Services: Dr. Helen Brewer
Phone: 409-933-8213
Email: hbrewer1@com.edu

Vice President for Fiscal Affairs: Dr. Clen Burton
Phone: 409-933-8268
Email: clenburton@com.edu

Vice President for Institutional Advancement / Executive
Director of COM Foundation: Dr. Lisa Watson

Phone: 409-933-8674

Email: lwatsonS@com.edu

Executive Director, Marketing and Public Affairs:
Diane Burkett

Phone: 409-933-8106

Email: dburkett5@com.edu

Instructional Deans

Dean of Instruction: Dr. Rocky Barney

For departments of Fine Arts, Humanities, Math and
Computer Science, Science and Engineering, and Social and
Behavioral Sciences

Phone: 409-933-8727

Email: rbarney@com.edu


http://pol.tasb.org/Home/Index/497
https://www.com.edu/admissions/catalogs.html
http://www.com.edu/student-services/student-handbook
http://www.com.edu/opear/strategic-planning-2018-2023

Dean of Instruction: Dr. Carla Boone

For departments of Allied Health Careers, Business, Nursing,
Human Services Careers, Industrial Careers, and Public
Service Careers

Phone: 409-933-8616

Email: cboone@com.edu

COM Learning Locations

Main Campus

1200 Amburn Road

Texas City, Texas 77591

409-938-1211 or 1-888-258-8859 www.com.edu

Lifelong Learning

COM City Center

10000 Emmett F Lowry Expressway, Suite 4100
Texas City, Texas 77591

The Salon at COM

COM City Centre

10000 Emmett F. Lowry Expressway, Suite 4000-1A
Texas City, Texas 77591

COM League City

1411 West Main Street
League City, Texas 77573
409-933-8268
https://www.com.edu/leaguecity/

Gulf Coast Safety Institute
1411 West Main Street
League City, Texas 77573
409-933-8162

THE ROLE, RIGHTS, AND
RESPONSIBILITIES OF THE FACULTY

The Southern Association of Colleges and Schools
Commission on Colleges (SACSCOC) states, “Institutions
of higher education exist to further the pursuit and
dissemination of knowledge.” In keeping with this mandate,
the faculty members at College of the Mainland have the
primary responsibility for the quality of the institution’s
educational program. More specifically, faculty members
have the principal responsibility for course instruction,
student evaluation, student mentoring, curriculum
development, and academic assessment procedures. College
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of the Mainland faculty members are committed to
providing a learning environment that promotes academic
excellence, cultural diversity, professional growth, and
personal development.

In accordance with College Policy DJ(Local), faculty
members are expected to teach a standard course load,
maintain office hours, participate in Department meetings
and related activities, serve on College committees, engage
in professional development, perform other duties and
responsibilities appropriate to their position and their
department’s needs, provide service to the community,
comply with the policies of the college, and abide by
professional ethical standards.

Faculty members participate in college governance

primarily through the Faculty Senate but also through
participation on department and campus-wide committees.
Faculty members recognize the authority of the College
Board of Trustees to approve policy for the institution

and expect that the Board and the Administration will
carefully consider the faculty members’ views on instruction,
curriculum, professional development, and related issues.

College Policy DJ(Local) is available online at
http:/pol.tasb.org/Policy/Code/497 ?filter=DJ.

Employee Ethics and Conduct

Professional educators affirm the inherent worth and dignity
of all persons and the right of all persons to learn. Learning
occurs most efficiently in an environment devoted to the
pursuit of truth, excellence, and liberty. These flourish where
both freedom and responsibility are esteemed.

In order to express more adequately the affirmation of our
professional responsibilities, we the faculty members of
College of the Mainland do adopt, and hold ourselves and
each other subject to, the following Code of Professional
Conduct and Ethics, as defined in College Policy DH(Local):

1. We shall treat all persons with respect, dignity and
justice, discriminating against no one on any arbitrary
basis such ethnicity, creed, gender, disability, social
station, or age.

2. We shall strive to help each student realize his or her full
potential as a scholar and human being.


https://www.com.edu/leaguecity/
http://pol.tasb.org/Policy/Code/497?filter=DJ

3. We shall, by example and action, encourage and defend
the unfettered pursuit of truth by both colleagues and
the students, supporting the free exchange of ideas,
observing the highest standards of academic honesty
and integrity, and seeking always an attitude of schol-
arly objectivity and tolerance of other viewpoints.

4. We, recognizing the necessity of many roles in the
educational enterprise, shall work in such a manner to
enhance cooperation and collegiality among students,
faculty, administrators, and nonacademic personnel.

5. We shall recognize and preserve the confidential nature
of professional relationships, neither disclosing nor
encouraging the disclosure of information or rumor that
might damage, embarrass, or violate the privacy of any
other person.

6. We shall maintain competence through continued
professional development, demonstrate that compe-
tence through consistently adequate preparation and
performance, and seek to enhance that competence by
accepting and appropriating constructive criticism and
evaluation.

7. We shall exercise the highest professional standards and
make the most judicious and effective use of the College
District’s time and resources.

8. We, recognizing the needs and rights of others as
embodied in the institution, shall fulfill the employment
agreement both in spirit and in fact, give reasonable
notice upon resignation, and neither accept tasks for
which we are not qualified nor assign tasks to unquali-
fied persons.

9. We shall support the goals and ideals of the institution
and act in public and private affairs in such a manner as
to bring credit to the institution.

10. We shall not engage in sexual harassment of students
or colleagues and shall adhere to the College District’s
policies that prohibit sexual misconduct.

11. We shall observe the stated policies and procedures of
the College District, reserving the right to seek revision
in a judicious and appropriate manner.
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12. We shall participate in the governance of the College
District by accepting a fair share of committee and insti-
tutional responsibilities.

13. We shall support the right of all to academic freedom
and due process and shall defend and assist any indi-
vidual accused of wrongdoing, incompetence, or other
serious offense so long as the individual’s innocence may
reasonably be maintained.

14. We shall not support a colleague or an individual who
is known to be persistently unethical or professionally
incompetent.

15. We shall accept all the rights and responsibilities of
citizenship, including participation in the formulation
of public policy, always avoiding use of the privileges of
one’s public position for private or partisan advantage.

Academic Freedom

In compliance with College Policy DGC(Local), faculty
members are entitled to academic freedom, i.e. freedom

of teaching, research, publication, and professional
communication. As the American Association of University
Professors has observed, “Controversy is at the heart of...
free academic inquiry” and should not be discouraged.
Faculty, however, should avoid “persistently intruding
material which has no relation to their subject” in the
classroom. When professors speak or write as citizens,
“they should make every effort to indicate that they are not
speaking for the institution.”

The AAUP 1940 Statement of Principles on
Academic Freedom and Tenure is available online at

https://www.aaup.org/report/ 1940-statement-principles-academic-freedom-and-tenure

Professional Image

In compliance with College Policy DH(Local), all employees
shall project a professional image to students, parents,
visitors, and community members by dressing in a manner
appropriate to their working environment, type of work
performed, and occasion. Dress and grooming standards
shall enhance the image the College District exhibits for

the community it serves. Each College District employee
shall wear and appropriately display his or her nametag at
all College District events that include the public, including


https://www.aaup.org/report/1940-statement-principles-academic-freedom-and-tenure

but not limited to employment fairs, student recruitment or
registration, and off-campus events at which the employee
represents the College District.

Each supervisor shall be responsible for monitoring
compliance with this policy for each employee in his or her
department or division. Violations of this policy shall be
immediately addressed with the employee in an appropriate
manner. A supervisor may suggest that the employee dress
more appropriately in the future or may request that the
employee leave the workplace temporarily to change attire,
depending upon the violation. An employee who continues
to violate this policy shall be subject to disciplinary action.

At a minimum, dressing in a professional manner shall
mean wearing clothing that is neat, clean, in good repair,
fits properly, and is appropriate for the employee’s work
assignment. Sexually suggestive clothing, including revealing
or tight-fitting garments, shall not be considered acceptable.
Clothing or headgear adorned with racial slurs; with lewd,
obscene or derogatory words, statements, or pictures; with
unprofessional symbols, phrases, or slogans, including
clothing that advertises tobacco, alcohol products, sexual
innuendo, or any controlled substance, shall be prohibited.
For safety and health reasons, shoes shall be worn on
campus at all times.

INSTRUCTIONAL POLICIES AND
GUIDELINES

The primary roles of the faculty member are to instruct,
evaluate, and advise. Pursuant to these roles, faculty
members serve as liaisons between students and the
administration by communicating policies and procedures
pertaining to student and academic affairs. The following
sections outline the roles and expectations of faculty.

Curriculum Development

In compliance with College Policy EE(Local), the College
President shall establish procedures for curriculum
development that provide for faculty involvement in
decision-making. All educational programs shall be
continually reappraised to ensure that the offered courses
meet the needs of the community and College District
students.
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Instructional Assessment

Faculty members teaching credit courses are expected to
participate in assessment activities at the program and
institutional level. This includes assessment of General
Education Core Objectives and the course-level student
learning outcomes found in the Lower-Division Academic
Course Guide Manual of the Texas Higher Education
Coordinating Board (ACGM); it may also include selection
of criteria for success and appropriate means of assessment
as well as submission of assessment data into COM’s SPOL
database.

For workforce courses, these activities include assessing
course-level student learning outcomes created by the
program’s accrediting body or created in-house according
to national industry standards. It may also include selection
of criteria for success and appropriate means of assessment
as well as submission of assessment data into COM’s SPOL
database.

Assessment is planned and reviewed by the Assessment
Committee which is co-chaired by a faculty member and the
Director of Planning, Effectiveness, Analytics, and Research.

The Lower Division Academic Course
Guide Manual is available online at
http://www.thecb.state.tx.us/AAR/UndergraduateEd/WorkforceEd/acgm.htm

The Guidelines for Instructional Programs in Workforce
Education (GIPWE) is available online at

http://www.thecb.state.tx.us/DoclD/pdf/0394.pdf

College of the Mainland’s SPOL database is available online
at https://www.com.edu/opear/spol.html

Course Syllabus

A course syllabus must be available to students in each

class at the beginning of the semester. An electronic copy

of the syllabus must be submitted to the Department Chair
or Program Assistant by the established deadline. Faculty
must use the approved syllabus template, located on the I:
drive under VP for Instruction within the Department Chair
folder (see Appendix) to ensure consistency among course
syllabi. Faculty are expected to consistently enforce syllabus
policies.


http://www.thecb.state.tx.us/AAR/UndergraduateEd/WorkforceEd/acgm.htm
http://www.thecb.state.tx.us/DocID/pdf/0394.pdf
https://www.com.edu/opear/spol.html

For Online Courses:

Faculty teaching courses through distance education
should consult the Distance Education Faculty Handbook
for additional requirements; at a minimum, online syllabi
should include these additional elements:

¢ How the instructor will handle communication, as
well as expectations for response time

¢ ADA statement

¢ Course Attendance policy

® Detailed explanation of what will be covered in class
vs. online (hybrid only)

Academic Calendar

The academic calendar provides information on the dates
that the campus is officially closed, the census dates, the
withdrawal dates, and the first and last days of the session
for each class length (e.g., 16-week, 10-week, 8-week,

etc.). Class rolls should be carefully checked each session.
Students who do not appear on your roll for a course on
census day cannot receive a grade or credit for the course. If
a student does not appear on the official rolls, contact the
admissions office as soon as possible. Make a note of “W”
day, which is the last day a student may be withdrawn with
a grade of “W.”

The academic calendar is available online at
https://www.com.edu/admissions/academic-calendar.html

Class Cancellations

Faculty are expected to meet every class of every section
that they are assigned. In the event of an absence, the
faculty member should notify the department chairperson
or administrative assistant and an effort should be made to
obtain a substitute when feasible.

The Texas Higher Education Coordinating Board approves
classes based on specific contact hours per student. Should a
class cancellation be unavoidable (e.g., inclement weather),
it may be necessary to make up the missed time at a future
date.

Campus Closure

Official messages regarding campus closure will come from
the COM Alert (Everbridge) notification system. While
employees and credit students are automatically entered
into the COM Alert system, creating an Everbridge account
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is open to those who are already receiving COM alerts, as
well as those who are not. To create an Everbridge account,
please click here: College of the Mainland - Sign Up
(everbridge.net). Once you have created an account, you can
edit, change, customize, or update your contact information
and notification methods at any time.

Houston area radio and television stations will also be
notified when campus is to be closed. These can be useful
sources of information but are not considered official. The
official sources of information include:

e COM Alert

® email from the President

® headers posted on www.com.edu

¢ College Emergency Response Line at 409-933-8500.

The College will remain open unless a decision to close is
made by the President. Attendance is expected unless the
College is officially closed.

Disaster Readiness

It is recommended that all instructors have a disaster
readiness plan in case of natural disaster. Emergency
Response Procedures for severe weather and other
emergencies are available at: Emergency Response
Procedures (com.edu).

Textbook Selection

The selection of textbook and other course materials is

the responsibility of full-time faculty in compliance with

the deadlines set by the college bookstore and respective
departments. As noted in the syllabus template, a student
attending College of the Mainland is not under any
obligation to purchase a textbook from the college-affiliated
bookstore. The same textbook may also be available from
an independent retailer, including an online retailer.

Initial Class Rolls

On the first day of class, faculty members receive a temporary
list of students officially enrolled in their classes. Students who
are present, but who are not listed on the initial roll, must go
to the Registrar’s Office to verify their enrollment.

Faculty teaching sections designated as dual credit should
immediately notify the Dual Credit coordinator or Department
Chair of any discrepancies on the initial class rolls.


https://www.com.edu/admissions/academic-calendar.html

Official Class Rolls

The official class rolls are the documents the college must
use to receive state funds based on enrollment. Class rolls
are audited, and the college must be able to show that a
student attended class for the college to receive state funds.

Official class rolls are issued on census day (12th class day
of a 16-week term). Census dates are available on the COM
website. Students who have NOT paid tuition by census day
will not be included on the official class rosters. Once the
official class rosters are available on WebAdvisor, faculty
must electronically verify them.

Students who are not on the official class roll cannot attend
the class and should be directed to the Registrar’s office.
Faculty should check class rolls in WebAdvisor throughout
the semester. If a student is not on the roll for a course, the
student cannot receive a grade.

Web Advisor is available online at https://webadvisor.com.edu/

Enforcing Prerequisites

A list of prerequisites for each course can be found in the
College Catalog. For entry-level and developmental courses,
the prerequisites may include minimum placement test scores.
Faculty may request that the Vice President for Instruction
override a prerequisite for a course. If a faculty member finds
that a student does not satisfy the prerequisite for a course,
the student should be directed to the Registrar’s office to
verify that the prerequisite has been met.

Drop/Adds/Reinstatement of Students

By State law, all students enrolling for the first time at

any Texas public college or university after Fall 2007 will
be limited to six course withdrawals (drops) during their
academic career. Drops include those initiated by students
or faculty and withdrawals from courses at other Texas
public institutions. This policy does not apply to courses
dropped prior to census day or complete withdrawals from
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the college. Students should fully understand this drop limit
before dropping any courses. Students having questions
regarding the six-drop Rule should see an Advisor. For more
information on the six-drop rule, see TEC 51.907. Rules:
Chapter 4, Subchapter A, 4.10). All drops from all Texas
public colleges/universities the student has attended count
toward the six-drop limit.

If a student has the equivalent of six grades of “W” from
College of the Mainland and/or other affected institutions in
total, the student may not drop any additional courses. The
student must receive grades of A, B, C, D, or E.

A student who officially withdraws from a course for any
reason on or before the last withdrawal date (specified as
“W-day” on the Academic Calendar) will receive a W. It is
the student’s responsibility to ensure that s/he has properly
withdrawn from a course. After W-day, only a grade of A, B,
C, D, E, FN or I may be awarded (See “Final Course Grades”
for an explanation of these grades).

Students who need to withdraw after W-day because of

circumstances beyond their control may confer with the
instructor about the possibility of a grade of Incomplete.
No student or faculty member can initiate a withdrawal
after W-day.

Faculty may, at their discretion, withdraw a student due to
a lack of attendance, inability to maintain the prescribed
minimum rate of progress stated in the course guide, or
behavior detrimental to the learning process of the student
or class. In the case of a withdrawal for behavioral reasons,
the instructor will consult with the Dean of Students to
ensure that the Student Discipline process, outlined in the
Student Handbook, is followed appropriately. Faculty may
initiate steps to drop a student by notifying the Admissions
and Records Office. The Admissions and Records Office
will send the withdrawn student a notice indicating s/he has


https://webadvisor.com.edu/

been dropped from the course by instructor request. The
student will receive a “W” for that course.

Students who are on the roster but have never attended the
class must be reported on the census-day roster distributed
after the 12th class day.

If a student has dropped a class or has been withdrawn by
the faculty member after the census day, the faculty member
may later reinstate that student by informing the Registrar’s
Office in writing.

Course Audit

College of the Mainland has adopted as policy the Texas
Higher Education Code allowing senior citizens 65 years of
age or older to audit credit courses. Auditing credit courses
is not allowed for citizens under 65 years of age. Based on
class size and available space, the appropriate program area

will determine whether auditors will be admitted to a course.

All inquiries regarding class audits should be directed to the
department chairperson.

Students with Disabilities

Students requiring accommodations for disabilities must
register with the Office for Students with Disabilities at
the beginning of every semester. Faculty members will
then be notified in writing if a student requires special
accommodations. Accommodations should only be
provided in compliance with the requirements outlined
in the notification letter. The Office for Students with
Disabilities will work with faculty and staff to implement
reasonable accommodations for students. Accommodations
will only be granted to students who have provided
appropriate documentation of their disability.

Additional information can be obtained by contacting the
Office for Students with Disabilities. Contact information is

available online at http://www.com.edu/counseling/disability-services.

Class Attendance

Students are expected to attend every class section of

all courses for which they are registered including labs.
They are not permitted a certain number of absences. In
compliance with college policy, there are no excused
absences for students except as prescribed by law for
military service or religious holy days. Students enrolled in a
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course within an online component (IN or HY) must log in
to each course a minimum of twice a week unless otherwise
instructed.

Student Confidentiality

Federal law specifies that student attendance and personal
information such as addresses, telephone numbers, and
grades are not to be disclosed to any third party—including
spouses and parents—except to school officials with
legitimate educational interest. This includes dual-credit
students. If a student is hospitalized or otherwise unable to
attend class, this information is to be treated as confidential.
Requests should be directed to the Admissions Office at Ext.
8264.

DEALING WITH CLASSROOM SITUATIONS
Disruptive Behavior

Behavior that disrupts the learning environment should

not be tolerated. If a student or class exhibits disruptive
behavior, discuss it with the department chair. Conduct
issues may also be referred to the Dean of Students at

Ext. 8131. In the event that student misconduct interferes
with the learning environment or becomes a threat, faculty
members have the right to contact Campus Police to have
the student removed from the classroom.

Behavioral Intervention Team (BIT)

The college has instituted a Behavioral Intervention
Team (BIT) to discuss, assess and coordinate a response
to possible situations of concern about the safety, health
and well-being of our students, faculty, and staff. The BIT
promotes information sharing and coordinated action to
address students who may be in distress.

Any COM employee who feels a student may be a threat
to self and/or the campus community may make a referral
to the BIT by accessing the BIT Incident Report, available
online at https://www.com.edu/counseling/bit-incident-report.html

After submitting an incident report, an employee must
respond in a timely fashion to any requests for more
information from the BIT or Dean of Students. For more
information about the BIT call ext. 8124, Director of
Student Success Center.

10
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Unattended Minors/Children in Class

For their safety, unattended minors are not permitted

on campus while students are in class. In consideration
of the classroom environment, children are also not
permitted in the classroom. COM students enrolled in
career and technical-education programs may apply for a
Carl D. Perkins grant to help cover the cost of childcare.
The eligibility criteria and application may be found at
https://www.com.edu/perkins/index.html

Medical Emergencies

For medical emergencies — Get help immediately! Go to
the nearest phone and call 911; then dial Campus Police
by dialing 8599 from any campus phone or 409-933-8599
from your cell phone. If possible, send someone to meet
Campus Police and direct them to the incident. Campus
Police will direct the EMS to the scene.

For non-life-threatening emergencies, call Campus Police at
ext. 8403.

Campus Carry

Senate Bill 11 allows individuals with a concealed
handgun license to carry a handgun while on Texas public
community college campuses as long as the weapon is

not visible. For more information, including a FAQ, see
https://www.com.edu/campus-carry

Dual-Credit Students

Like all college students, dual-credit students are protected
by the Family Educational Rights and Privacy Act (FERPA).
The website of the U.S. Department of Education provides

parents with general information about this act (A Parent’s
Guide to FERPA).

When a student reaches 18 years of age or attends an
institution of postsecondary education at any age, he or she
becomes an “eligible student,” and all rights under FERPA
transfer from the parent to the student.

Schools and faculty may disclose information to parents
under certain circumstances (outlined on the website), but
schools and faculty are not required to do so unless otherwise
mandated by the U.S. Department of Education. For more
information, consult COM’s Dual Credit Department. A
faculty member who is confronted by a parent is also advised
to direct the parent to the Dual Credit Department.
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Student Complaints

Faculty should advise students who have a complaint to
attempt to resolve issues and concerns directly with the
employee with whom they have a concern. If students

are unable to resolve the issue directly with the employee,
the student should be referred to the student complaint
steps outlined in FLD (Regulation) and the student
handbook. The Student Handbook is available online at
https://www.com.edu/student-services/student-handbook.html

Proctoring Exams

Faculty members are responsible for proctoring all
examinations. A qualified proctor must be present if the
faculty member is not available. Qualified proctors include
College of the Mainland testing personnel or another
credentialed faculty member. For additional information
contact your department chair.

Exam Periods

COM does not observe a special week for final exams.
Check with your department concerning designated
midterm or final exam periods observed by your
department, if any. Most faculty administer final exams on
the last or next-to-last class day of the semester. Check the
current COM Academic Calendar for the semester’s “last
class day” and “grades due deadline.” Note that grades are
due in the Admissions and Records Office very soon after
the last class day (sometimes, for summer classes, on the last
class day). Schedule your class’s final work so that you can
meet the deadline for turning in your grades.

The Academic Calendar is available online at
https://www.com.edu/admissions/academic-calendar.html

Final Course Grade

Faculty members are expected to evaluate the work of
students enrolled in college-level credit courses and to
assign grades. Evaluations may include tests, homework
assignments, quizzes, in-class essays, out-of-class writing
assignments, projects, term papers, oral presentations,
journals, and other assignments. The college encourages
faculty members to include a variety of these assessment
methods so that students have an opportunity to
demonstrate different ways of learning.

11


https://www.com.edu/perkins/index.html
https://www.com.edu/campus-carry
https://www.com.edu/student-services/student-handbook.html
https://www.com.edu/admissions/academic-calendar.html

Faculty should adhere to the following:

1. Periodic assessment of student academic progress
Clear statement of course requirements to help
students become prepared to meet the academic stan-
dards of coursework

3. Timely feedback on student academic achievement so
that students can monitor their progress throughout
the semester

4. A fair, objective, and impartial grading system

At the end of each semester, faculty are required to submit
final grades on WebAdvisor.

For students who complete a course, COM awards passing
grades of A, B, C, and D and the failing grades, FN and F.
For students who do not complete the course requirements,
COM awards the grades of W, I, FN, and F.

The FN grade is issued in cases of failure due to a lack of
attendance, as determined by the instructor. The FN grade
may be issued for cases in which the student ceases or

fails to attend class, submit assignments, or participate in
required capacities, and for which the student has failed to
withdraw. The issuing of the FN grade is at the discretion of
the instructor. When assigning a student an F or FN as the
final grade in WebAdvisor , the instructor must also enter
the student’s last date of attendance.

UM

College of theMainland.

Grade Books / Final Grade Reports

Faculty are required to keep a permanent record of grades
for all assigned work and are required to keep grade

books in the Learning Management System, which is
currently D2L. Faculty should also keep a record of student
attendance. Faculty should record all grades to include

a description of all assignment types that were used to
determine the final course grade, a detailed description of
all grade calculations, and the assignment of grades. Faculty
must either keep copies of their grade books for each course
or submit copies of their grade records to their Department
Chair for each course. Faculty members must adhere to
end-of-semester departmental requirements and must meet
the grading deadlines posted on COM’s official Academic
Calendar.

At the end of the semester the faculty members will receive
instructions from the Registrar’s Office on submitting final
grades. These final grades must be carefully reported as
these are used to record grades on each student’s official
transcript.

"I"

Contract

The Incomplete Grade (“I”) is a temporary grade given
when a student has experienced unforeseen circumstances
beyond the student’s control which results in the student
being unable to successfully complete the course within the
time frame of the semester. An “I” may be assigned only if,
in the judgment of the instructor, the student can complete
the course outcomes with minimal instructional assistance

Grade Significance Grade Points
A Superior achievement of course objectives 4 per sem. hr.
B Outstanding achievement of course objective 3 per sem. hr.
C Average achievement of course objective 2 per sem. hr.
D Accomplishment of minimum course objectives 1 per sem. hr.
I A temporary grade given to indicate that, in the instructor’s judgment, the student can NA
complete the course objectives within a specified extension of time

F, Failure due to lack of attendance NA

F Failure to achieve course objectives
A Withdrawal on or before the W-day specified in the College Calendar NA
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and without attending additional class sessions.
Additionally, an “I” may be assigned only when one of the
following circumstances is met:

1) No more than 25% of the points possible in the class
are still outstanding

AND
2) Passing the course with a 70% or better.

In cases where an instructor agrees to assign an “I”, the
instructor must complete the electronic “I” contract form
and submit to the appropriate Dean for approval. The
student will receive an “I” as the course grade on the grade
roster. The “I” contract will specify the course requirements
that must be completed and the due date for the work to
be submitted (no later than one year from when grade

was assigned). A copy of the “I” Contract form should be
attached to the grade sheet, and the student and instructor
will retain a copy.

After the student has successfully completed the
requirements of the “I” contract, the instructor will
complete and submit an electronic Change of Grade form,
changing the “I” to the appropriate permanent grade.

If after one year the student fails to complete the
requirements of the “I” contract, the “I” will automatically
be converted to an “E”

Maintaining Student Education Records

Except where otherwise required by policy or law, faculty
are expected to maintain student education records for 6
months. For the purposes of this policy, the term “education
records” means those records, files, documents, and other
materials that contain information directly related to the
determination of a student’s grade.

Grades in Developmental Classes

“Developmental education” includes pre-college, non-degree
c