
 

 
 
 

Flathead Valley Community College 
Employee Handbook 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

[THIS PAGE LEFT BLANK]



 

We l c o me! 
 

Flathead Valley Community College is committ ed to excellent teaching, innovative research, and the 

personal and intellectual growth of our students in a diverse academic community . As a member of 

the Flathead Valley Community College staff and our College community as a whole, you play a vital 

role in supporti ng this mission. 

 

This Flathead Valley Community College Employee Handbook provides curr ent information 

regarding the policies and procedures that define your role and responsibiliti es as a faculty or staff 

member, as well as the Collegeȭs responsibiliti es to you.  

 
A pri nt copy of this Handbook wil l be available to each new employee hir ed at FVCC, and the 

complete text is also posted on the #ÏÌÌÅÇÅȭÓ website. I encourage you to familiariz e yourself with 

the content of this Handbook, and to refer to it whenever you have a question regarding &6##ȭÓ 

employment policies. Many of these policies are based on federal and state law and, for these, ÉÔȭs 

import ant that you understand not only the policy but also the legal guidelines that support them. 

 

I believe you wil l find that this Handbook i s  informative and useful, and that you will reference 

t h i s  v a lu a b le  r e s o u r c e  frequently . If you have any questions, please contact the Office of 

Human Resources. 

 

 

 

 

 

Jane A. Karas, President 

Flathead Valley Community College 
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1. IN T R O D U C T IO N 
 

Mission o f t  h e College: Flathead Valley Community College promotes excellence in lifelong 

learning, focused on student success and community needs. 

 

Core Themes: FVCC has identified four core themes that individually manifest essential elements of its 

mission. Each element serves as an important component of lifelong learning.  Collectively, the core themes 

ÅÎÃÏÍÐÁÓÓ ÌÉÆÅÌÏÎÇ ÌÅÁÒÎÉÎÇȟ ÓÕÐÐÏÒÔÉÎÇ &6##ȭÓ ÒÏÌÅ ÁÓ Á ÃÏÍÐÒehensive community college. 

   The four core themes are 

   1.  Transfer preparation; 

   2.  Workforce preparation; 

   3.  Developmental education; and 

   4.  Community education. 

 

 

About This Handbook 

This Handbook provides general descriptions of policies, programs, and benefit s, as well as 

guidelines for job performance and job behavior relating to staff members who work at 

Flathead Valley Community College. Staff members support the faculty , students, and College in 

their educational and research missions. Staff members include administrative, f a c u l t y ,  

p rofessional, a n d  classified positi ons.  

 

Some College staff positi ons are covered by a labor agreement. In such cases cert ain policies 

and procedures may be different and are determined by the specifi c labor agreement. Staff 

members holding such jobs should obtain a copy of the labor agreement from their union 

steward to determine those differences. 

 

Throughout this Handbook: 

Á  The term ȰÓupervisorȱ is used to refer to an individual who has supervisory 

responsibilit y for others regardless of titl e within the College. 

Á Shading is used to highlight selected key messages. 

Á  Links to other specified pages and sections within this Handbook ɀ as well as to 

sections of the Collegeȭs website and to external websites ɀ are underscored and 

highlighted in blue. Readers viewing this Handbook online may click on these links to 

reach the referenced page, section, or website. 
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Disclaimer 

In summarizi ng the terms and conditi ons of staff employment at Flathead Valley Community 

College, this Handbook does not provide a detailed descri ption of all employment policies and 

practices; each College depart ment/ unit may adopt additi onal policies partic ular to its functions. 

From time to time, policies and programs of the College may change; these changes wil l be 

summarized in peri odic notices. To be sure you have curr ent information, check for these notices 

posted online a or confer with your supervisor, or contact the Office of Human Resources.  This 

Handbook is not an employment contract or an assurance of continued employment. Flathead 

Valley Community College may change without notice any statement in this Handbook 

concerning rules, policies, tuiti on, fees, curri cula, courses, procedures, benefit s, or other matters. 

Accordingly, a staff member should check the most curr ent information if there is any doubt 

about the application of a policy. For the curr ent editi on of this Handbook, visit hr.fvcc.edu. 

 

While this Handbook sets fort h the curr ent employment practices, policies, and benefit s 

applicable to staff members, it does not constit ute i n  i t s e l f  an employment contract. Either the 

staff member or Flathead Valley Community College may end the employment relationship.    

 

Quest ions 

For questions that are not answered in this Handbook, staff members are encouraged to ask their 

supervisor or visit hr.fvcc.edu. Staff members also may visit Flathead Valley Community Collegeȭs 

policies website.    

 

The Off ice o f  Human Resources is  located in  B lake Hal l ,  Room 151 or  onl ine a t   

hr.fvcc.edu.   

hr.fvcc.edu
hr.fvcc.edu
hr.fvcc.edu
hr.fvcc.edu
hr.fvcc.edu
hr.fvcc.edu
hr.fvcc.edu
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History and Structure o f t h e Col lege 

Flathead Valley Community College was established by Flathead County voters on April 1, 1967.  On 

September 25, 1967, with 611 students, FVCC held its first classes.   

 

Flathead Valley Community College operates under the supervision of a Board of Trustees, whose 

members serve without pay. The Collegeȭs revenue comes from student tuiti on and fees, government 

contracts and grants, endowment and gifts, and other sources. To view the Collegeȭs organization 

chart visit www.fvcc.edu/about-fvcc/accreditation-memberships. 

 

The College is committed to a drug-free, alcohol-free, and tobacco-free workplace.  

 

Accreditation and Memberships 
 
Flathead Valley Community College is accredited by the Northwest Commission on Colleges and Universities, and is 

reviewed on a 7-year cycle.  The last comprehensive review and reaffirmation occurred in spring of 2012. 

 

Four FVCC Career and Technical programs have been awarded specialized accreditations. 

¶ Surgical Technology AAS is accredited through the Commission on Accreditation of Allied Health 

Programs (CAAHEP), in cooperation with the Accreditation Review Council on Education in Surgical 

Technology and Surgical Assisting (ARC-STSA). 

¶ Medical Assistant AAS is accredited by the Commission on Accreditation of Allied Health Education 

Programs upon the recommendation of the Curriculum Review board of the American Association of 

Medical Assistants Endowment (AAMAE). 

¶ Paramedicine AAS is accredited through the Committee on Accreditation of Educational Programs for the 

Emergency Medical Services Professions through the Commission of Accreditation of Allied Health 

Education. 

¶ Physical Therapist Assistant AAS is accredited by the Commission on Accreditation in Physical Therapy 

Education. 

 

Three FVCC Career and Technical programs have been approved by State Boards. 

¶ Surveying AAS has been approved by the Montana State Board of Professional Land Surveyors. 

¶ Practical Nursing AAS has been approved by the Montana State Board of Nursing.  Graduates are eligible to 

take the National Council Licensure Examination (NCLEX-PN). 

¶ Registered Nursing ASN has been approved by the Montana State Board of Nursing.  Graduates are eligible 

to take the National Council Licensure Examination (NCLEX-RN). 

 

FVCC is an Accredited Test Facility for the American Welding Society (AWS ATF). 

 
Memberships 
 

FVCC is an institutional member of various organizations, including American Association of Community 

Colleges, Association of Community College Trustees, Montana Association of Community College 

Trustees, Mountain States Association of Community Colleges, and Association of Student Financial Aid 

Administrators.   

http://www.fvcc.edu/about-fvcc/accreditation-memberships
http://www.fvcc.edu/about-fvcc/accreditation-memberships
http://www.fvcc.edu/about-fvcc/accreditation-memberships
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2. EM PLOYM EN T 
 

Flathead Valley Community College is an excellent place to work, providing a challenging work 

environment and competiti ve rewards. This combination is reinforced by str ong benefit s and workplace 

opport uniti es, the abilit y of staff members to maintain an effective integration between their work and 

personal lives, and the personal satisfaction of advancing the goals of our community.  

 

 

Joining Flathead Valley Community College 

The Office of Human Resources and the supervisor seeking to fil l a positi on vacancy work jointly 

on recruiti ng, screening, and selecting candidates. 

 

Jobs for regular positions are generally posted interna l ly for at least five business days for only 

current, regular employees of the college.  If a position is not filled internally then it may be posted 

external ly  for at least 10 business days but sometimes longer based upon the recruitment level. 

Cond i t i ona l  offers of employment may be made following the posting peri od to candidates; 

however, the offers will be contingent upon the successful completion of a background check 

and/or other job -related screenings.  Job opport uniti es are posted on the Human Resources 

website at www.fvcc.edu/jobs. 

The chosen candidate will be offered a position contingent upon the successful completion 

of applicable background, reference or physical checks; and the hire will be subject to the 

approval of the Board of Trustees.  Hiring decisions are not subject to the grievance process.   

 

Flathead Valley Community College is committ ed to: 

Á    Affir mative action as an integral part of the process of recruitment, selection, placement, tr ansfer, and 

promotion 

Á Consideration of all qualifi ed candidates, and 

Á Non-discrimination in employment practices and procedures. 

 

Ho w t o Apply  

Flathead Valley Community College requires an online application and resume to be submitt ed for 

each open job opport unity at the College. All applicants should apply for job openings by visiti ng 

www.fvcc.edu/jobs. Flathead Valley Community College only accepts applications for specifi c 

openings, and required application materials should be submitt ed online in order to be 

considered. 

Go o d Fai t h S ear c h 

http://www.fvcc.edu/jobs
http://www.fvcc.edu/jobs
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Flathead Valley Community College is an equal opport unity employer. Good faith effort s are made 

to provide diverse candidate pools that include members of groups underr epresented in the 

CollegeȭÓ workforce. All searches are conducted in compliance with the laws of the United States, 

the State of Montana, local jurisdictions, and the Affir mative Action Plan of the College. Flathead 

Valley Community College provides to all people the equal opportunity for education and employment 

without regard to race, color, religion, creed, political ideas, sex, gender identity, sexual orientation, 

ÁÇÅȟ ÍÁÒÉÔÁÌ ÓÔÁÔÕÓȟ ÖÅÔÅÒÁÎȭÓ ÓÔÁÔÕÓȟ Óervice in the uniformed services as defined by state and federal 

law, physical or mental disability, national origin or ancestry except as authorized by law. 

Responsibility for effecting equal opportunity accrues to all College administrators, faculty, and staff. 

This responsibility includes assurance that employment and admission decisions, personnel actions, 

and administration of benefits to students and employees rests upon criteria that adhere to the 

principle of equal opportunity.  

 

The College prohibits retaliation against a person for bringing a complaint of prohibited 

discrimination, for assisting someone with a complaint of discrimination, or for participating in any 

manner in an investigation nor resolution of a complaint of discrimination.  

 

Aff ir mative Action 

Flathead Valley Community College is a federal contractor that actively parti cipates in affir mative 

action planning in the areas of recruitment and retention. For each employment and promotional 

opport unity , Flathead Valley Community College actively seeks women, minoriti es, veterans, and 

persons with disabiliti es to maintain a College community that is based on equal opport unity , 

reflects the diversit y of American society, and improves opport uniti es for women, minoriti es, 

veterans, and persons with disabiliti es. 

 

Accommodation of Disabil i t ies 

Flathead Valley Community College reasonably accommodates persons with disabilitie s. The 

Ameri cans with Disabiliti es Act (ADA), as amended by the ADA Amendments Act of 2008, is a 

federal anti- discrimination statute that provides protections to persons with disabiliti es in 

employment, public accommodations, state and local government services, and 

telecommunications.  Staff members with a disabilit y (as defined under the ADA, as amended) may 

be eligible for a reasonable accommodation that allows them to perform the essential functions of 

their positi on. A reasonable accommodation may include such things as changing the physical 

layout of the workplace, restr ucturi ng job duties, or modifyi ng the work schedule. 
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Employment El ig ib i l i ty  
 

Flathead Valley Community College ensures that all employees, as well as all other individuals 

paid through the College payroll system, are legally eligible to be employed in the United States. 

Failure to meet eligibilit y requir ements wil l make a candidate ineligible for hir e, or result in the 

withdrawal of an offer or termination of employment for a staff member. 

 

Falsification or omission of information as part of the application process, including omission of felony conviction 

information, is grounds for denial or termination of employment. Fingerpri nting may be required for cert ain 

positi ons; failure to comply or a negative finding is grounds for denial or termination of employment. 

 

Flathead Valley Community College is committ ed to providing a safe environment and endeavors 

to protect the health, welfare, and safety of all employees, students, and visitors. Hiri ng qualifi ed 

individuals to fil l positi ons contri butes to the success of the College in meeting it s mission and 

str ategic prioriti es. 

 

Ba c k g r o u n d C h e c k s 

Pre-employment background checks are requir ed for all final candidates who may be selected for 

employment. Conducting background checks of candidates pri or to hire helps determine the 

overall employabilit y of candidates while ensuri ng the protection of curr ent employees, property , 

and information of the organization. 

 

Appl icabil i ty  

A background check wil l be conducted for all individuals selected duri ng the hiring process for 

College positi ons. This may include all candidates applying to regular and temporary staff 

positi ons within the College. The College reserves the ri ght to background check any curr ent 

employee. 

 

Disclosure of Convict ions 

All individuals applying for positi ons, including internal candidates, are required to disclose 

felony conviction information as part of the application process. Falsification of information as 

part of the application process is grounds for denial or termination of employment. 

 

Additi onally , staff members have an ongoing obligation to inform their supervisor if they: 

Á Are convicted of a crime 

Á Are added to any sexual predator registr y 

Á Have a license or certific ation to practice that expir es, or that is suspended or revoked, or 

Á Are excluded, suspended, debarr ed, or otherwise ineligible to partici pate in federal 

programs. 

Supervisors, in turn, should notif y the Office of Human Resources in such instances.    



2 
 

Types of Ba c k g r o u n d C h e c k s 

There are numerous types of background checks, depending upon the positi on and function, 

including but not limited to: 

Á County/State criminal check 

Á Credit check 

Á Dri ving record check 

Á       Federal felony and misdemeanor check 

¶ National Cri minal File check 

¶ Sex offender registr y check, and 

¶ Social Securit y number check. 

Additi onally , background checks include verific ations of past and/o r curr ent employment, 

education, and personal and professional references. 

 

Drivi ng record checks are conducted for individuals who requir e drivi ng as a function of the 

position or who regularl y operate College vehicles. Similarly , credit checks are conducted for 

candidates who apply to positi ons with signifi cant financial responsibilit y and accountability , 

including but not limited to those employees who handle financial tr ansactions. 

Background checks, education and employment verific ations, and reference checks are conducted 

by the Office of Human Resources or its agents or designees. 

Drug and alcohol testing is requir ed pri or to employment and at vari ous times duri ng 

employment in positions requiri ng such testing as provided by Depart ment of Transport ation 

regulations. 

A physical examination is requir ed for some positi ons where specifi ed occupational health and 

safety standards must be met. 

Use of Information from a Background Check 

The information obtained through a background check is considered only insofar as it is relevant 

to performance in the position and/o r as it relates to the issues of safety and securit y of people, 

property , and other College resources. A plea of guilty , a finding of guilt y by a referee, jury, or 

court , or a conviction of a crime wil l be considered in determining the eligibilit y of an individual 

for employment. Convicti on of a crime does not necessaril y prohibit being hir ed.  

 

Co n s e q u e n c e s 

Where it relates to existing employees, the following situations are subject to corr ective action, up 

to and including termination of employment: 

Á Failure to obtain and maintain requir ed licensure and/ or certific ation 

Á Sexual Offender and Predator Registry , and 

Á A criminal conviction, discovered at any time duri ng employment. 
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Fair  Credi t Reporting Act 

The College wil l advise the individual of any adverse findings and provide the individual with an 

opport unity to explain the situation and/ or provide proof of err or, in compliance with the Fair 

Credit Reporti ng Act (FCRA) and any other legal requir ements. 

 

If any report ed information is used in denying a placement to a candidate, a representative of the 

Office of Human Resources or its agent wil l: 

Á Notif y the candidate that the adverse action was taken by the College 

Á Provide to the candidate the name, address, and phone number of the reporti ng agency 

Á Inform the candidate of the ri ght to a copy of the report to be provided by the agency, and 

Á Inform the candidate of the ri ght to dispute the information with the reporti ng agency. 
 

 

Onboarding ɀ New Employee Or ientat ion 

The staff onboarding process helps new staff members quickly learn how Flathead Valley 

Community College works, how to succeed here, and how to take advantage of the many resources 

and benefit s the College offers to enri ch their qualit y of life.   

 

The Office of Human Resources facilit ates the new employee ori entation process.  For more 

information call the Office of Human Resources at 406-756-3804. 

 

Probationary Period 

The probationary  peri od is the initi al six months of service in a non-contracted positi on. This time 

is intended to give individuals an opport unity to acclimate to their positi on, to learn from their 

supervisors the goals and performance expectations for the positio n, and to demonstrate their 

abilit y to fulfil l those expectations. 

 

Staff members who apply and receive a tr ansfer or promotion are in a probationary period for the 

initia l six months in the new position. Successful completion of the probationary  peri od does not 

guarantee continued employment.  Probationary employees may be terminated at any time prior 

to the completion of the six month probationary period.  Probationary termination is not subject to 

grievance.   

 

Employment Contracts 

Employment contracts are issued for administrative, faculty, and professional employees. Contracts 

for employees, excluding the President, are for a maximum of twelve months within a fiscal year.  

Contracts are signed by the employee, the President, and are subject to the approval of the Board of 

Trustees.  If an employment contract is not signed by the employee and/or returned by the 

designated deadline, the contract shall be null and void.   
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New employees will be issued an employment contract prorated from the date of hire to the end of 

the fiscal year.  Contracts will not be issued until after receipt of all required employment 

documents.   

 

Personnel Files  

The Office of Human Resources maintains a personnel fil e for every staff member. The fil e 

includes the record of tr ansactions relating to employment at the College. The fil e is confidential, 

and is not provided to persons outside the College without the staff membeÒȭs consent, legal 

authorization, or subpoena/c ourt order. Staff members interested in reviewing their personnel 

fil e may request an appointment from the Office of Human Resources. 

 

Transfer and Promotion  

Flathead Valley Community College values its staff and encourages them to continue to develop and 

consider other College job opport uniti es as part of their personal and professional growth. 

 

Service Requirement 

Staff members are encouraged to be in their curr ent position for at least 12 months. On rare 

occasions mutual agreement is reached between the curr ent supervisor, new supervisor, and the 

Office of Human Resources to allow for a tr ansfer within the fir st 12 months.  

 

Qual i f icat ions 

To be considered for tr ansfer to another positi on, a staff member must meet the minimum 

qualifications of the positi on and apply for the positi on. Final candidates must have a successful 

background check.   

 

Appl ication  

To ensure consideration for a positi on, a staff member should apply online at the Human Resources 

Jobs website.  

 

Select ion Process 

The hiri ng manager, in consultation with Human Resources, reviews applications and determines 

which applicants wil l be invit ed to intervi ew for a positi on. 

 

Supervisor  Notice 

Staff members are encouraged to discuss their career plans and opport uniti es with their 

supervisor. Staff members must notif y their supervisor at the point when they become the 

candidate of choice.  
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Transfer  Date 

The supervisors shall coordinate the tr ansfer date of the employee.  Split posit ions for cross 

training purposes are encouraged. 

 

Accrued Leave  

When a curr ent College staff member tr ansfers to another College staff positi on, the staff member 

retains the leave accruals from the former positi on as applicable to the new position; i.e., a 

classified member is not allowed to retain a birthday holiday in a professional position, but does 

retain vacation and sick leave accruals. 

 

Lateral Transfer 

A staff member' s wage/salary may not increase upon lateral tr ansfer to a positi on of the same pay 

grade or salary range. 

 

Promotion  

A staff member who tr ansfers to a positi on with a higher pay grade or salary range may be eligible 

for a wage/salary increase. The amount of the increase is based on compensation guidelines for 

the appropriate classification. 

 

Or ientat ion and Probat ionary Per iod  

A staff member is requir ed to complete a six-month probationary  peri od in the new positi on, and 

wil l retain accrued College service after the tr ansfer to the new positi on. 

 

Reassignment 

Employees may be reassigned to other positions at the discretion of the President. 

Rehire  

Flathead Valley Community College considers reemployment of former staff members when the 

pri or employment record and the curr ent qualifi cations warr ant consideration. 

 

A rehir ed staff member is considered a new staff member with no pri or College service for the 

purposes of accruing paid time away from work, service recogniti on, and qualifyi ng for health and 

dental care plans, financial protection programs, and other benefits. Additi onally , the rehir ed staff 

member is subject to the probationary peri od requir ements. 

 

Performance Evaluations 

Performance evaluations for regular staff members are conducted annually , although they may be 

conducted more frequently . Individuals with supervisory responsibiliti es are expected to facilit ate 

the creation of performance objectives and monitor performance and behaviors of staff. Staff 

members are expected to understand the expectations of their position, assist in the creation of 

performance objectives, and monitor progress toward their objectives throughout the year. 
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The Performance Evaluation process promotes: 

Á Effectiveness: By accomplishing high-pri orit y objecti ves. 

Á Effic iency: By demonstrating productive and collegial behaviors. 

Á Engagement: By knowing why staff membersȭ contri butions are valued. 

 

An evaluation should be completed and reviewed with each staff member annually. The 

supervisor and staff member should both sign the evaluation. S i g n i n g  t h e  ev a l u a t i o n  d o es  

n o t  i n d i c a t e  a g r e e m e n t  o n l y  r ec e i p t  o f  t h e  ev a l u a t i o n .   While there is no formal 

appeal process, the staff member may include any additi onal comments or a response to the 

evaluation.  

 

A copy of a staff membeÒȭs evaluation is placed in the staff membeÒȭs personnel fil e in the Office of 

Human Resources. The results of a staff membeÒȭs evaluation should be used to facilit ate the 

creation of the staff membeÒȭs performance and development objectives for the next year. 

 

Professional  Development 

Employee development is a critical component in the delivery of educational and support services.  

The College may provide time away from work and financial assistance for employees to participate 

in training; attend relevant conferences, seminars and workshops; or enroll in college courses.   

 

Staf f  Recogni t ion 

Flathead Valley Community College offers a vari ety of staff recogniti on programs, awards, and 

activiti es. These include: 

Á Length of Service Recogniti on 

Á Emerita/Emeritus Award  

Á Employee Appreciation Lunch 

Á Eagle Award 

Á Annual Holiday Party 

Staff members are honored with Length of Service Recogniti on after their 5th, 10th, and 15th 

anniversari es and in five-year increments thereafter.   T h ey  are honored bi-annually at the all Staff 

In -Service program. 

 

Employee Assistance Process  

Staff members are expected to meet the Collegeȭs and their depart menÔȭÓ standards of work 

performance. Work performance encompasses many factors, including: 

Á Poor work performance 

Á Attendance/ Punctualit y 

Á Personal and  p ro fess iona l  conduct 
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Á Job proficiency 

Á Behaviors  

Á General compliance with all College and depart ment/ unit policies and procedures 

 

Staff members who are not performing as expected are advised of the inadequate performance and 

counseled on needed improvement.  The employee assistance process or plan is designed to encourage 

development by providing staff members with guidance in areas that need improvement. The intent of 

this process is to formally document problems while providing a staff member with a reasonable time 

within which to improve performance. If a staff member does not meet work performance standards, 

the College may begin a writt en corr ective action process or plan. If a staff member fails to meet the 

expectations, the consequence may be discipline up to an including termination of employment.  An 

assistance plan is not encouraged but not mandatory in all situations.  There are infractions that 

warr ant immediate discharge of an employee or are egregious enough to warrant immediate 

discipline. 

 

Staff members must acknowledge receipt of the corr ective action process or plan and may attach 

any additi onal comments of their own. A copy of the corr ective action process is placed in the staff 

membeÒȭs personnel fil e in the Office of Human Resources. 

 

Resolv ing Workplace Issues 

Staff members who believe that they have not been tr eated fairl y or who have concerns about 

other workplace matters, and who have been unsuccessful in reaching a satisfactory resolution 

through discussion with their supervisor or within their depart ment may discuss their concerns 

with the Director of Human Resources. Staff members who raise these types of concerns in good 

faith can do so without concern for retaliation. 

 

For differences of opinion relative to performance evaluation, the judgment of the supervisor 

normally prevails.  Staff members may include a rebuttal letter with their evaluation if they 

ÄÉÓÁÇÒÅÅ ×ÉÔÈ ÔÈÅÉÒ ÓÕÐÅÒÖÉÓÏÒȭÓ ÅÖÁÌÕÁÔÉÏÎȢ  

 

Grievance 

If an employee seeks formal resolution of a grievance matter in any forum or by any set of procedures 

other than those established in Board Policy VI, Section 180, whether administrative or judicial, the 

employer shall have not obligation to proceed further with the matter.    

 

Procedures 

The purpose of this procedure is to promote the prompt, just, and efficient resolution of complaints. 

Complaints involving discrimination, sexual harassment, sexual misconduct, or stalking are addressed 

in FVCC Board Policy Chapter 1, Section 60: Discrimination & Sexual Harassment Policy and the 

Discrimination Grievance Procedure.  
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All complaints must be filed within thirty (30) business days after the complainant knew or 

reasonably should have known about the complaint. Complaints shall be filed in writing.  

 

Informal Complaint Procedure 

Before a formal complaint may be filed, the employee must first attempt to resolve the issue with 

the supervisor or the departmentȭÓ supervisor.  If the complaint or allegation is against the supervisor 

or the departmentȭÓ supervisor, the employee may contact the Executive Director of Human Resources 

(EDHR).  

 

Formal Complaint Procedure 

A complaint under this procedure must commence within thirty (30) business days from the date of 

the act or omission that caused the complaint, or from the date that the employee knew or reasonably 

should have known of such act or omission. 

 

Step 1 

To initiate a formal complaint, the employee must bring the matter in writing to the supervisor or the 

ÄÅÐÁÒÔÍÅÎÔȭÓ ÓÕÐÅÒÖÉÓÏÒȢ  4ÈÅ ×ÒÉÔÔÅÎ ÃÏÍÐÌÁÉÎÔ ÍÕÓÔ ÃÏÎÔÁÉÎ the following information:  

¶ name of complainant 

¶ date(s) of the act(s) or omission(s) that caused the complaint 

¶ name of the employee involved in the complaint (respondent) 

¶ summary and explanation of the facts which form the basis of the complaint 

¶ names of potential witnesses (if applicable) 

¶ list and attachments of supporting documents 

¶ description of remedy requested 

¶ signatÕÒÅ ÏÆ ÔÈÅ ÃÏÍÐÌÁÉÎÁÎÔ ÁÎÄ ÄÁÔÅ ɉȰÉÎÉÔÉÁÔÉÏÎ ÄÁÔÅȱɊ 

The respective supervisor or department supervisor will schedule and conduct a meeting with the 

respondent within fifteen (15) business days of the initiation date.  The employee and the respondent 

may each bring an advocate to this meeting.  The advocate shall not make a presentation or represent 

the employee bringing the complaint or the responding party during the meeting.  The parties should 

make an effort to resolve the complaint during the meeting. 

 

Step 2 

If the complaint is not resolved within twenty (20) business days of the initiation  date, the employee 

may submit the written complaint to the Executive Director of Human Resources.   The Executive 

Director of Human Resources will review the findings of fact and recommend either dismissal of the 

complaint or a specific remedy limited to curing the act or omission for which the complaint was filed. 

 

During the course of deliberation, the EDHR may confer with the parties to the complaint and wi th 

other individuals at his/her discretion. The EDHR will review the case and issue a response within 

fifteen (15) business days of receipt of the Step 2 written complaint and a copy shall be provided to 

the President.  
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The President ×ÉÌÌ ÒÅÖÉÅ× ÔÈÅ %$(2ȭÓ ÒÅÐÏÒÔ ÁÎÄ may accept or reject the suggested resolution. 

Implementation of a specific remedy rests with the President, whose decision is the final campus 

disposition of the complaint. The President must provide the employee with a rationale for the final 

disposition.   

 

At any time during the formal complaint process, the deadlines may be extended due to extenuating 

circumstances if both the complainant and respondent agree to the extension.  If the employee does 

not file the next step within the designated timeframe, the complaint will be considered resolved.   

 

 

Whist leblower  

The Whistleblower policy encourages reports regarding suspected improper or wrongful conduct 

within the College, as well as protects from retaliation any College employee or other member of the 

College community who makes a good faith report of suspected improper or wrongful conduct.  

 

A good faith report means an allegation made with the honest belief that misconduct may have 

occurred. An allegation is not in good faith if it is made with reckless disregard for or willful ignorance 

of facts that would disprove the allegation. This policy provides for confidentiality and confirms that 

any person who makes a good faith report of suspected improper or wrongful conduct will be 

protected from retaliation by the University or anyone within its control.  

 

Examples to report include any situation that willfully violates a College policy, an applicable law or 

regulation; involves fiscal misconduct, theft or fraudulent activity, wage, benefit or hours abuses; 

misuses university property or equipment; or involves conflicts of interest. 

 

Reports shall be made directly to the President of the College.   

Non-Retal iat ion  

College policy prohibits the taking of any retaliatory action for reporti ng or inquiri ng about alleged 

improper or wrongful activity . 

 

Encourage Report ing  

Flathead Valley Community College faculty and staff members are encouraged to report in good 

faith all information regarding alleged improper or wrongful activit y that may constit ute: 

 

Á Circumstances of substantial, specific, or imminent danger to a faculty or staff member or 

the publicȭs health and/or  safety 

Á Discrimination or harassment 

Á Fraud 

Á Noncompliance with College policies/procedures 

Á Unethical or unprofessional conduct 

Á Violations of local, state, or federal laws and regulations, or 
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Á Academic, scientific , or research misconduct 

Á Other ill egal or improper practices or policies. 

 

The College is fir mly committ ed to a policy that encourages timely disclosure of such concerns and 

prohibits retri bution or retaliation against any faculty or staff members who, in good faith, report 

such concerns. No faculty or staff members wil l be exempt from the consequences of misconduct 

or inadequate performance by reporti ng their own misconduct or inadequate performance. 

 

Protection from Retal iat ion 

Any Flathead Valley Community College faculty or staff member who, in good faith, report s such 

incidents as described above wil l be protected from retaliation (defined as an adverse action taken 

because an individual has engaged in protected activiti es), threats of retaliation, discharge, or 

other discrimination including but not limited to discrimination in compensation or terms and 

conditi ons of employment that are dir ectly related to the disclosure of such information. In 

additi on, no facult y or staff member may be adversely affected because they refused to carr y out a 

directive which constitutes fraud or is a violation of local, state, federal, or other applicable laws 

and regulations. 

 

Report ing Process 

Faculty and staff members should timely report evidence of alleged improper activit y as described 

above by contacti ng their immediate supervisor, depart ment chair , dean or vice-president. Any 

instances of alleged retaliation or retri bution should be report ed in the same manner. 

 

Where the faculty or staff member is not satisfi ed with the response of the supervisor, depart ment 

chair , dean, or vice-president, or is uncomfort able for any reason addressing such concerns to one 

of these individuals, the employee may contact the Office of Human Resources or the Vice-

President of Instruction and Student Services. 

All report s wil l be handled as promptly and discreetly as possible, with facts made available only 

to those who need to know to investigate and resolve the matter. 

 

Management Rights 

College employees and their representatives shall recognize the prerogatives of the College to 

operate and manage its affaires in such areas as, but not limited to: 

(1)  direct employees;  

(2)  hire, promote, transfer, assign, and retain employees;  

(3)  relieve employees from duties because of lack of work or funds or under 

 conditions where continuation of such work be inefficient and 

 nonproductive;  

(4)  maintain the efficiency of government operations;  

(5)  determine the methods, means, job classifications, and personnel by which 

 government operations are to be conducted;  
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(6)  take whatever actions may be necessary to carry out the missions of the 

 agency in situations of emergency;  

(7)  establish the methods and processes by which work is performed. 

 

Resignat ion of  Employment 

Employees are expected to give two weeks of working notice when resigning their employment 

with the College. It is expected that a staff member in an exempt positi on wil l provide enough 

working notice to provide for the tr ansiti on of responsibiliti es (generally one month). 

 

Staff members should submit their resignations in writi ng to their supervisor.  Employees may 

not use vacation or any other type of paid absences to extend their termination date or on their 

last workday.  

 

Involuntary Terminat ion  o f E m p l o y m e n t 

The Board of Trustees, upon recommendation from the President, may relieve employees from duties 

in accordance with MCA 29-31-303, other relevant statutes and Board policy.  Some violations of 

policy and rules are seri ous enough to result in immediate termination of employment. These 

include but are not limited to: 

Á Egregious conduct 

Á Criminal conviction 

Á Failure to meet employment eligibilit y requir ements 

Á Falsification of staff records, time reports, reasons for absence, or other College records 

Á Flagrant insubordination 

Á Fraud 

Á Gross dereliction of duty 

Á Improper disclosure or use of priv ate or confidential information 

Á Intentional destruction of College propert y 

Á Job abandonment 

Á Physical violence or the threat of it  

Á A c a d e m i c  o r  research misconduct 

Á S e r i o u s violations of College policy or state/ federal law 

Á Theft 

Á Unauthorized use of information systems or data 

Á Unprofessional conduct, and 

Á Violations of the Collegeȭs discrimination, harassment, sexual harassment, or non-retaliation 

policies. 

 

Administrators may be given no more than 12 months written notification of termination. 
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Reduct ion in F o r c e 

Conditi ons may ari se which necessitate a reduction in force due to reorganization, lack of work, 

and/o r lack of funding, or under conditions where the Board determines that the continuation of 

such work is inefficient or nonproductive.  

 

Recommendations for reduction in force shall consider the elimination of temporary positions prior to 

the elimination of regular positions.   Reductions will be made in accordance with collective bargaining 

agreements.  The President will make the recommendation to the Board of Trustees in consultation with 

the Director of Human Resources and the Executive Staff.   

 

Employees terminated or temporarily laid off due to a reduction in force will be offered reinstatement 

for a period of twelve months after the last day of employment if their prior position is reinstated .  

Employees offered reinstatement will have 30 calendar days to accept and return to employment.  

Notification wil l be sent to the address on file and employees will forfeit reinstatement rights if they 

have not responded within the 30 calendar days.   

 

Post Resignat ion/Terminat ion 

Exit Interview  

Staff members leaving Flathead Valley Community College are requested to complete an exit 

intervi ew pri or to their depart ure from the College. Staff members should contact the Office of 

Human Resources at the time they submit their resignation to schedule the exit interview. 

 

Employment References and Verif ications 

The President, or designee, is authorized to provide employment references. The Office of Human 

Resources provides employment verifications with dates of employment, job titl e, and salary. 

 

Unemployment Compensat ion 

Staff members who are no longer employed by Flathead Valley Community College may be eligible 

for unemployment compensation. Former staff members who have questions about whether they 

are eligible for unemployment compensation should contact the appropri ate state Depart ment of 

Labor. 

 

Col lege Property  

Before their last day of work, staff members leaving Flathead Valley Community College must 

return to their depart ment the following: t echno log y  dev i ces ,  keys or access cards, and any 

College propert y and/ or materi als. I f  no t  r e t u r n ed  t he College wil l take all appropri ate action 

to recover its property . 
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Unused Leave Accruals 

Unused accruals of vacation is  paid in a single payment in the pay peri od following a staff membeÒȭs 

last pay peri od and the employing depart mentȭÓ notice to the Office of Human Resources that the 

staff membeÒȭs employment has ended. 

 

Appeals to Involuntary Termination 

Staff members wishing to appeal their termination of employment (other than employees 

covered by a collective bargained agreement) may follow the grievance procedure. The 

decision of the Board of Trustees wil l be the final decision for the College. 

 

In terns and Volunteers 

On occasion, individuals (who are not employees) may donate their time and servi ces to Flathead 

Valley Community College. Depart ments must consult with the Office of Human Resources to 

determine if an individual meets the requirements and qualifi es as an intern and/o r volunteer. 

The College requir es a careful review of the possible arr angement to ensure the safety of the 

individual and that no conflict of interest exists. Interns and volunteers shall be at least 16 years 

of age. 

 

I n t e r n s 

The FLSA requires employers to pay employees for all work that is being performed. The pay 

requir ement does not apply to interns if : 

Á The tr aining, even though it includes actual operations of the faciliti es of the employer, is 

similar to tr aining that would be given in a vocational school or academic credit is being given 

for the tr aining 

Á The tr aining is for the benefit of the individual 

Á The individual does not displace regular employees, but works under close supervi sion 

Á The employer does not deriv e immediate advantages from the activiti es of the individual 

Á The individual is not necessaril y entitl ed to a job at the end of the tr aining peri od, and 

Á The employer and the individual understand that the individual is not entitl ed to wages for 

the time spent in tr aining. 

 
If all factors are met, the individual wil l be considered an intern and not an employee under the 

Depart ment of LaboÒȭs standards, which may change from time to time. 

 

Volunteers 

The FLSA requir es employers to pay employees for all work that is being performed. This pay 

requirement does not apply to volunteers at a nonprofi t institution based on the nature of the 

entit y that receives the services and if: 

Á The individual does not receive (nor expect to receive) any benefit s from those for whom 

the services are performed 
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Á The activit y is less than a full -time occupation 

Á No regular employees are displaced 

Á The servi ces are offered freely without pressure or coercion, and 

Á The servi ces are of the kind typically associated with volunteer work. 

 

If all factors are met, the individual wil l be considered a volunteer and not an employee under the 

Depart ment of LaboÒȭs standards, which may change from time to time.  The supervisor shall have 

the volunteer complete a Volunteer Form prior to work.  
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3.  REQUI REM EN TS I N THE W ORK PL A CE  
 

 

The College is a diverse, vibrant community. The policies outli ned in this section are intended to help 

promote a welcoming, positi ve and safe work environment for all staff members. 
 
 
 

Civi l i ty  and Mutual  Respect   
 

As members of the Flathead Valley Community College, staff, faculty , and students are expected to 

interact with each other with respect and consideration. When aÎ ÅÍÐÌÏÙÅÅȭÓ conduct vari es 

from this expectation, it is the responsibilit y of the supervisor of the person engaging in the 

inappropri ate conduct to address it . Inappropri ate conduct covers a broad range of behavior from 

rude, obnoxious, bullyi ng behavior to threats of violence. The level of danger in the behavior 

determines the action that the supervi sor should take. 

 
For guidance on identifyi ng potential threatening or violent behavior and for the best ways to 

deal with these incidents, contact the Office of Human Resources.  

 

Expected Behavior 

Each member of the Flathead Valley Community College is expected to tr eat other employees with 

civilit y and respect, recognizing that disagreement and informed debate are valued in an 

academic community . 

 
Unacceptable Behavior 

Demeaning, intimidating, threatening, bullyi ng, or violent behaviors that affect the abilit y to 

learn, work, or live in the College envir onment depart from the standard for civilit y and respect. 

These behaviors have no place in the academic community . 

Violat ion  

A staff member who displays inappropri ate conduct is subject to disciplinary action up to and 

including separation of the offending part y from the College, consistent with Flathead Valley 

Community College disciplinary procedures. 

 

Visi tors  

Visitors, vendors, contractors, and the famili es of members of the community are requir ed to 

display appropri ate conduct at all times. Noncompliant behavior wil l lead to removal from the 

campus. 
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Emergencies 

In an emergency, employees should cal l  911 immediately then contact the Campus 

Emergency Coordinator at  406-270-4555.   

 

To report a non-life threatening crime or incident, complete a campus incident report within 24 

hours for the Campus Emergency Coordinator  at (406) 270-4555.   

 

FVCC has a state of the art emergency notification system for all students and staff of the College.  

Instant alerts about campus emergencies can be sent to mobile phones via voice or text message, to 

a land line phone, or to an email account.  Staff members are highly encourage to register for the 

e2Campus system at www.fvcc.edu/e2campus. 

 

Staff members are encouraged to talk with their supervi sors regarding emergency preparedness 

in their work area.  For more information about the College Emergency Response visit 

www.fvcc.edu/campussafety. 

 

The annual crime report can be located at www.fvcc.edu/campussafety. 

 

Violence 
Violence is behavior that causes harm to a person or damage to propert y or causes fear for oneȭs 

safety or the safety of others. Examples of violent behavior include physical contact that is 

harmful and expression of intent to cause physical harm. Such behavior is unacceptable in the 

FVCC community . 

 
We a p o n s 
No person, including students, employees, college patrons and vendors may bring, possess, conceal, 

brandish, use or be in possession of a weapon, or give the appearance of being in possession, on 

college-owned or controlled property or at activities under the jurisdiction or sponsorship of the 

college.   

 

A weapon is defined as an instrument, article or substance that is designed, used or likely to be used to 

commit a criminal offense, cause bodily harm or property damage including, but not limited to, any 

type of firearm, a knife with a blade 4 or more inches in length, a sword, a straight razor, a throwing 

star, nun chucks, or brass or other metal knuckles, or  other potential dangerous items.  

 

Allowable exceptions include use in conjunction of an instructional program with prior presidential 

approval and in accordance with state and federal law enforcement. Violation of the policy will result 

in discipline, up to and including employee dismissal, student expulsion, or any other remedy 

provided by law.  Violation by third parties may result in exclusion from campus, events, and any 

other remedy provided by law.  

Or d e r s o f Protection 

http://www.fvcc.edu/e2campus
http://www.fvcc.edu/campussafety
http://www.fvcc.edu/campussafety
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Employees who have obtained restraining or personal protection orders are encouraged to 

provide a copy of the order to the Office of Human Resources. 

 

Reporting Violence ɀ Responsibility to Act  

Anyone who believes they have been tr eated in an inappropri ate manner should contact their 

supervisor. It is then the responsibilit y of the supervisor to work with the individuals involved in 

addressing the situation, so that all members of the community can work together in a 

professional way. Additi onal assistance is available in the Office of Human Resources. 

 

Employees have an ongoing obligation to inform their supervisors if they are convicted of a crime, 

added to any sexual predator registr y, if their license or certifi cation to practice expir es, is 

suspended or revoked, or they are excluded, suspended, debarr ed, or otherwise ineligible to 

parti cipate in federal programs. Supervisors, in turn, should notif y the Office of Human Resources 

in such instances.  

 

Anyone who is involved in or witnesses violent behavior on campus should report the incident as 

follows: 

¶ In an emergency situation t h a t p o s e s imminent  danger:  Call 911. 

¶ In an n o n ɀ emergency si tuat ion: Call 406-270-4555 

¶ In a situation t h a t d o e s n o t in v o lv e imminent  danger o r f o r advice o n t h e 

appropr iate  course of action:  Notif y a supervisor or depart ment chair.  Alternatively, 

the observer may report the incident to the Office of Human Resources, or the Office of the 

Vice President for Instruction and Student Services. 

 

Co n s e q u e n c e s 

Where it relates to existing employees, the following situations may be subject to corr ective 

action, up to and including termination of employment: 

Á A criminal conviction, discovered at any time duri ng employment, 

Á Sexual Offender and Predator Registry , and 

Á Failure to obtain and maintain requir ed licensure and/ or certific ation. 

 

Re s o u r c e s 

For guidance on identifyi ng potential threatening or violent behavior and for the best ways to 

deal with these incidents, contact &6##ȭÓ Behavioral Intervention  Team.  It considers potential 

threats and addresses aberr ant, dangerous, or threatening behavior that might impact the safety 

or well-being of the campus community , and provides guidance and best practices for preventing 

violence and providing supportiv e services. Staff members who become aware of or are 

concerned that anyone may pose a threat to the College community should contact the Dean of  

Students  a t  406-756-3812. 
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For furt her information about the Behavioral Intervention  Team and identifyi ng persons-of-

concern, contact the Dean of Students.   

 

Conflict of Interest 
 

Flathead Valley Community College staff members have a fundamental obligation to act in the 

best interests of the College and not allow outside activiti es or financial interests to interfere with 

that obligation. As part of this responsibility , staff members are expected to apply their time and 

effort appropri ately and use College resources toward College ends. Staff members must use their 

positi on, time, and College resources in a manner that doesnȭt detract from their College 

responsibiliti es. If a staff membeÒȭs actions provide inappropri ate personal advantage, or are 

detri mental to the Collegeȭs mission, they present a conflict of interest that must be avoided or 

managed appropri ately.  

 

In the event employees must recommend or approve an expenditure of College or grant award funds 

to any individual or business in which they have a financial interest, the employee shall make this fact 

known to the President in writing, and gain approval prior to taking action.  This requirement 

includes any personnel actions but excludes text book adoption if the employee is identified as the 

author or editor.  A violation will be subject to disciplinary action up to an including termination .  

 

Po l i t i ca l  Ac t i v i t i es  

College employees may not use work time or any work resources such as facilities, supplies, staff, for 

any type of political or campaign activity to persuade or affect a political decision unless the use is: 

Á Authorized by law; or 

Á Properly incidental to another activity required or authorized by law 

Employees may be granted uncompensated leave or reduction in workload during campaigning 

and/or actual service in an elective or appointive office.  

 

Public Affairs 
Staff members are encouraged to fulfill their civic responsibilities by engaging in community public 

activities compatible with their obligations to the College.  Employees will speak and act as private 

citizens at such activities unless specifically authorized to do otherwise by the President.   

 

Dr u g a n d A l c o h o l-F ree  Workp lac e 
 

Flathead Valley Community College is committ ed to maintaining a drug and alcohol-free 

workplace in compliance with applicable laws. The unlawful possession, use, distri bution, sale, or 

manufacture of contr olled substances is prohibited on College premises and, if witnessed, should 

be report ed to your supervisor and the Office of Human Resources.  

 

The possession, use, or distri bution of alcohol and/or  ill egal drugs by its staff members on college 

property , in vehicles owned or operated by the College, or at any work location or other site at 
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which college duties are being performed by staff is prohibited.  Employees using prescription or 

non-prescription drugs which may impair their work performance must notify their immediate 

supervisor of this use and of any possible effects.  

 

Employees must, as a condition of employment, comply with this policy and notify their immediate 

supervisor of any criminal drug statute conviction or nolo contendere plea for a violation occurring in 

the workplace no later than five days after such conviction. The supervisor shall notify the Human 

Resources Office immediately upon notice from the employee. The federal granting agency must be 

notified, as appropriate, of the conviction within ten days of learning of the conviction.  

 

Violations of this policy will result in disciplinary action up to and including termination and may have 

legal consequences. At the discretion of the employer, an employee violating this policy may be 

required to satisfactorily complete a drug abuse assistance or rehabilitation program as a condition of 

continued employment.  

 

On occasion alcohol may be served at Flathead Valley Community College sponsored events in 

accordance with special provisions in Board policy. Violation of this policy is subject to 

corr ective action, up to and including termination of employment. 
 
 

Dress Code/Personal Appearance 
Depart ments or their supervi sors may set standards of personal appearance and hygiene as 

reasonable and appropri ate for the safety, type of work, and operation of the depart ment or 

educational environment; Professional to business casual dress is highly encouraged in the 

workplace. 

 
 

Smoking and Tobacco Free Campus 

Smoking and  the  use  o f  tobacco  p roduc ts  o r  E-c igare t tes  a re  prohibited on the College 

campus.  The College is committed to complying with the Montana Clean Indoor Air Act, and further 

supports a healthy, comfortable and productive work environment for all students, employees and 

visitors to the campus. Therefore, FVCC prohibits any form of smoking including the use of electronic 

cigarettes (e-cigarettes) or any form of tobacco usage on campus. Failure to comply will result in 

disciplinary action as stipulated by College Policy for student infractions and the appropriate 

disciplinary process as set forth in collective bargaining agreements or Board of Trustees policy for 

faculty and staff. 

 
 

Personal Mail and Phone Use 
Mail  s y s t e m 

The purpose of the campus mail service is to support the necessary communication of 

College business. The College mail system should not be used for receiving or sending 

personal mail or other deliveri es. College stationery is for College business use only, not for 
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personal corr espondence. It may not be used for politic al purposes or for purposes of 

organizations or activiti es not sanctioned by the College. 

Pho ne s 

The College expects that staff members wil l devote their full time energy and attention at work 

to their job responsibilitie s and duties. Personal phone calls (regardless of what phone is used) 

and the use of personal cell phones or other electr onic devices for non-work communication is 

a distr action that can affect a staff membeÒȭs productivit y and efficiency, as well as workplace 

safety. Staff members who bri ng personal cell phones or other electr onic devices to work for 

execution of College business should limit them to incidental personal use.   

 

Phone Use Instructions: 

¶ Local outside line: 8 + Number 

¶ Long distance:  8 + 1 + area code + number + access code (be sure to hesitate and wait for a stutter 

tone between number and access code.) 

¶ Credit Card:   810  2880 406 + number 

¶ Toll free:  8 + 1 + 800 

¶ Outside operator:   8 + 0 

¶ Last Number Redial:   On hands-free calls, press the line key twice that is the green key next to your 

window). Or, lift the receiver, then press the line key once.  The last number you dialed is 

automatically redialed. 

¶ Speed Call To build or change a speed call Number:   

1. 0ÒÅÓÓ ÔÈÅ 3ÐÅÅÄ #ÁÌÌ #ÏÎÔÒÏÌÌÅÒ ËÅÙ ÌÁÂÅÌÅÄ Ȭ3ÐÃ#ÔÌÒȭȢ  4ÈÅ ÔÒÉÁÎÇÌÅ ÉÃÏÎ ÆÌÁÓÈÅÓȢ   

2. Dial the two digit code (use numbers 00 through 19) and the associated telephone number 

×ÉÔÈ ÔÈÅ ÐÈÏÎÅ ÐÒÏÍÐÔÓȢ  $ÏÎȭÔ ÆÏÒÇÅÔ ÔÈÅ ÁÒÅÁ ÃÏÄÅ ÅÔÃ ÉÆ ÎÅÅÄÅÄȢ  .ÏÔÅȡ  )Æ ÌÏÎÇ ÄÉÓÔÁÎÃÅ 

access codes are used, they can be added to the dialing sequence after the phone number.  

0ÒÅÓÓ ÔÈÅ ȬÐÁÕÓÅȭ ËÅÙ ÔÏ ÉÎÓÅÒÔ Á ρȢυ second pause in the dialing string between telephone 

number and access Code.   

3. 0ÒÅÓÓ ÔÈÅ Ȭ3ÐÃ#ÔÌÒȭ ËÅÙ ÁÇÁÉÎ ÔÏ ÓÁÖÅ ÔÈÅ ÃÏÄÅ ÁÎÄ ÎÕÍÂÅÒȢ 

 

To make a Speed Call:  

1. Lift the handset.   

2. 0ÒÅÓÓ ÔÈÅ Ȭ3ÐÃ#ÔÒÌÒȭ ËÅÙ ÁÎÄ ÔÈÅ ÃÏÄÅ ÁÓÓÉÇÎÅÄ ÔÏ ÔÈÅ ÔÅÌÅÐÈÏÎÅ ÎÕÍÂÅÒ. 

 

Communication 

Media 

Requests from the media for interviews, statements or photographs should be referred 

to the Communications Director. 

 

Emergency Closures 

In the event of an emergency campus closure, local radio and television stations will be 

notified and a phone tree will be activated.  Essential personnel may still be required to 

report to work during an emergency closure.   
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Internal  

Ȭ!ÌÌ %ÍÐÌÏÙÅÅȭ ÅÍÁÉÌÓ ÁÒÅ ÔÈÅ ÍÏÓÔ ÃÏÍÍÏÎ ÍÅÔÈÏÄ ÏÆ ÃÏÍÍÕÎÉÃÁÔÉÏÎ for  staff members.  

News regarding campus events can also be found in the Privy Press, bulletin boards, or 

in the student newspaper.  

 

Us e o f Co m p u t e r s a n d N e t w o r k s 
 

It is the policy of Flathead Valley Community College to maintain access to local, national, and 

international networks for the purpose of supporti ng its fundamental activiti es, which include 

education, research, and administration. Violation of policies for use of computers and networks 

is subject to corr ective action, up to and including termination of employment. 

 

Email 

Each staff member is provided with a User ID and an email address for the conduct of College 

business. A staff membeÒȭs User ID and email password is not to be shared with anyone. The 

College User ID and its associated password are the propert y of the College.   

System Use 

College electr onic resources are primaril y intended for execution of College business, with 

incidental personal use permitt ed. Incidental personal use is determined to be occasional and 

short- term use of the Collegeȭs electronic resources that does not: 

Á Adversely affect a staff membeÒȭs work performance or productivit y 

Á Cause the College to incur undue cost 

Á Impede the performance of the Collegeȭs networks and systems, or 

Á Violate any College policy or applicable laws or regulations. 
 

Under no cir cumstances wil l staff members give others access to any system that they do not 

administer. 

 

Downloading music, movies, or other electronic content 

Staff members must abide by the terms of all software licensing agreements and copyright laws. 

Staff members must not make copies of or make available on the network copyri ght materi al, 

including without limitation, software programs, music fil es, video fil es, stil l and digital images, 

radio and television broadcasts, and writt en text, unless permitt ed by a license, by the consent 

of the copyri ght owner, by a fair use limitation under copyri ght law, or by permitt ed copying 

under the Digital Mill ennium Copyri ght Act (DMCA) when made by a library or archive for 

preservation purposes or when incidental to computer maintenance and repair . Infri ngement of 

copyrighted materi al is subject to corr ective action, up to and including termination of 

employment. 

 

Privacy 

The College places a high value on priv acy and recognizes its critical import ance in an academic 

setti ng. However, given that the College information systems are provided for the purpose of 

conducting Flathead Valley Community C o l l e g e  business, the College maintains the right to access 
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system accounts. Although the College does not routinely monitor the content of communications 

or tr ansmissions using College infrastructure, at times, legiti mate reasons exist for persons other 

than the account holders to access these servi ces. Examples include, but are not limited to: 

Á Ensuri ng the ongoing operations or the College systems or business operations 

Á Responding to valid legal requests or demands for access to College systems and records, 

or 

Á Investigating suspected violations of College policies, regulations, or rules. 

 

Threats and Harassment 

Use of the Collegeȭs electronic resources by any employee to send threatening or harassing content 

or messages or to view, download, retr ansmit , distri bute, or otherwise communicate content or 

messages that may violate the Collegeȭs policy on Discrimination and Harassment and/ or Policy on 

Sexual Harassment, is prohibited.   

 

Pornography  

Use of the Collegeȭs electronic resources by faculty , staff, student employees, contractors, temporary 

personnel, vendors, and visitors to intentionally display, hold, send, view, pri nt, download, 

retr ansmit , distri bute, or otherwise communicate content which the College may deem to be 

indecent, obscene, sexually explicit , or pornographic is prohibited by College policy absent a 

legiti mate academic purpose. 

 

Use of the Collegeȭs electronic resources by anyone to display, hold, send, view, pri nt, download, 

retr ansmit , distri bute, or otherwise communicate child pornography is ill egal and therefore strict ly 

prohibited. Any occurr ence of child pornography materi al is a violation of federal and state statutes 

and must be immediately report ed to the Office of Human Resources. 

 

Social  Media 

Staff members are expected to use social media in a responsible manner that does not violate any 

College policy. Staff members using College electr onic resources are responsible for abiding by all 

policies.  

 

Solic i tat ion 

College premises or resources are not to be used for the solicit ation of business other than official 

College business. Solicitation is prohibited duri ng the working time of the staff member or the 

working time of the staff member being solicited. 

 

Equipment and Faci l i t ies 
College equipment and faciliti es provided for use by staff ɀ such as offices, office furniture, phones, 

mobile devices, tablets, and personal and network computers, their fil es, and peripherals 
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ɀ are College propert y and are full y accessible to the College at all times. Staff members may not use 

College faciliti es, supplies, vehicles, or equipment for personal reasons unless authorized to do so by 

their supervisor. 

Securi ty of Conf idential  Information 

Information contained in College fil es and records, whether paper or computer records, is to be 

used for its intended purposes only. Inappropri ate staff member access to, use of, or disclosure of 

such information is subject to corr ective action, up to and including termination of employment. 

 

Workplace Safety 

The College is committed to maintaining a safe, hazard-free workplace.  It is the responsibility of each 

employee to maintain safe working habits on the job and to follow any safety guidelines or 

requirements provided by the supervisor.  Unsafe working conditions and work related accidents 

should be reported immediately to your supervisor.  Within 24 hours of the accident reports should 

be completed in the Human Resources office.  

 

Return to work after a job-related injury or illness requires a medical release form from the attending 

health care provider. If the provider recommends that the employee return to work with job-activity 

restrictions, the return must have approval of the Director of Human Resources and it is the 

ÓÕÐÅÒÖÉÓÏÒȭÓ ÒÅÓÐÏÎÓÉÂÉÌÉÔÙ ÔÏ ÅÎÓÕre that the approval is in place before the employee returns to 

work . 

 

Patents and Inventions 

Patentable discoveri es or inventions occasionally result from the research and educational 

activiti es at the College.  Flathead Valley Community College desir es to assure that all such 

discoveri es and inventions are properl y disclosed and used for the greatest possible public 

benefit .  The College also desir es to protect the patent ri ghts in the discoveri es and inventions 

made by members of the Flathead Valley Community College, including staff, and to abide by 

federal law, College policy, and patent regulations of agencies and other sponsors providing funds 

for programs. 

 

Any invention or discovery by a staff member is subject if the staff member: 

Á      Makes the invention or discovery within the normal field of his or her employment 

responsibility and activit y with the College, without regard to location or salary source 

(specifically including individuals employed at affiliat ed hospitals and institutions), or 

Á Makes use of Flathead Valley Community College Resources, except library. 
 

 

Copyright /  W o r k s M a d e f o r Hi r e 
 

Copyri ght-protected works created by staff members in the performance of an administr ative 

duty for the College are works made for hire. In accordance with United States copyri ght law. 
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Flathead Valley Community College owns copyri ght in such works and all revenues deriv ed 

therefrom. 
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4. WO R K P L A C E C O MMI T ME N T 
 

 
 

Flathead Valley Community College is committ ed to providing a respectful, accessible, and inclusive 

envir onment for all members of its community. An inclusive workforce and environment increases 

effectiveness and efficiency in the way we work and learn, promotes the development of new ideas, and 

enhances the Collegeȭs abilit y to continue to be innovative in an increasingly complex, competiti ve, and 

diverse worl d. 

 

Flathead Valley Community College is committ ed to creating and sustaining a productive, 

collaborative, and safe work envir onment. If a staff member has knowledge of an action taken by 

an employee of the College that confli cts with or is in violation of policies, he or she must act on 

that knowledge and contact the proper College office. 

Discr iminat ion and Harassment 

Flathead Valley Community College does not discri minate or permit discrimination by any 

member of it s community against any individual on the basis of race, color, religion, c reed,  

pol i t ica l  ideas,  sex, gender identity, sexual ori entation, age, marit al status, veteran status, 

service in the uniformed services as def ined by state and federal  law, physical  or 

mental  disabi l i ty,  nat ional  origin or ancestry except as authorized by law.   

Harassment, whether verbal, physical, or visual, that is based on any of these characteristics, is a 

form of discri mination. This includes harassing conduct affecting tangible job benefits, interferi ng 

unreasonably with an individuaÌȭs academic or work performance, or creating what a reasonable 

person would perceive is an intimidating, hostil e, or offensive environment. Prohibited sex 

discrimination includes sexual harassment and sexual violence. 

Examples of discri mination and harassment may include: 

Á Refusing to hir e or promote someone because of the personȭs protected status 

Á Demoting or terminating someone because of the personȭs protected status 

Á Jokes or epithets about a personȭs protected status 

Á Teasing or practical jokes dir ected at a person based on his or her protected status 

Á Displaying or cir culating writt en materi als or pictures that degrade a person or group, or 

Á Verbal abuse or insults about, directed at, or made in the presence of an individual or 

group of individuals in a protected group. 

Tit le IX 

It is the policy of Flathead Valley Community College to comply with Titl e IX of the Education 

Amendments of 1972, which prohibits discrimination (including sexual harassment and sexual 

violence) based on sex in the Collegeȭs educational programs and activiti es. Titl e IX also prohibits 

retaliation for asserti ng or otherwise partici pating in claims of sex discrimination.  For more 

information about Titl e IX, visit www.fvcc.edu/campussafety. 

http://www.fvcc.edu/campussafety
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Se x u a l Harassment 

It is the policy of Flathead Valley Community College that no member of our community ɀ 

students, faculty , administr ators, staff, vendors, contractors, or third parti es ɀ may sexually 

harass any other member of the community . Sexual harassment is any unwelcome conduct of a 

sexual nature, which includes, but is not limited to unwelcome sexual advances; the use or 

threatened use of sexual favors as a basis for academic or employment decisions; conduct that 

creates a hostile, intimidating or offensive academic or working environment; conduct that has 

the effect of unreasonably interferi ng with an individuaÌȭs work performance; and other verbal, 

nonverbal, or physical conduct of a sexual nature that is sufficiently severe, persistent, or 

pervasive to limit a personȭs abilit y to parti cipate in or benefit from an educational program or 

acti vity . 

Examples of sexual harassment may include: 

Á Pressure for a dating, romantic, or intimate relationship 

Á Touching, kissing, hugging, or massaging 

Á Pressure for or forced sexual acti vity  

Á Unnecessary references to part s of the body 

Á Remarks about a person's gender or sexual ori entation 

Á Sexual innuendoes or humor 

Á Obscene gestures 

Á Sexual graffiti , pictures, or posters 

Á Sexually explicit profanity 

Á Stalking or cyberbullying 

Á Email and Internet use that violates this policy, or 

Á Sexual assault. 

 

Se x u a l Violence St a t e m e n t 

Sexual violence is a prohibited form of sexual harassment. Sexual violence includes physical 

sexual acts perpetrated against a personȭs wil l or where a person is incapable of giving consent 

due to use of drugs and/ or alcohol or to an intellectual or other disability . Some examples of 

sexual violence may include rape, sexual assault , sexual battery, and sexual coercion.   

 

Addit ional  Guidance 

Investigation and Confidential i ty 

All report s describing conduct that is inconsistent with these policies will be promptly and 

thoroughly investigated. Complaints about violations of these policies wil l be handled discreetly , 

with facts made available to those who need to know to investigate and resolve the matter. 

 

Retal iat ion 
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The College prohibits retaliation against anyone for registeri ng a complaint pursuant to these 

policies, assisting another in making a complaint, or parti cipating in an investigation under the 

policies. Anyone experi encing any conduct that he or she believes to be retaliatory should 

immediately report it to a designated c o o r d i n a t o r .   

 

Resolut ion  

If a complaint of discrimination, harassment, or sexual harassment is found to be substantiated, 

appropri ate corr ective action wil l follow, up to and including separation of the offending part y 

from the College, consistent with College procedures. 

 

Your Responsibi l i t ies 

All members of the College community are responsible for creating a working, learning, and living 

envir onment that is free of discri mination and harassment, including sexual harassment. 

 

It is import ant to contact one of the designated coordinators if any of the following occurs: 

Á You believe you have been subjected to conduct or comments that may violate these policies. 

Á You believe you have been retaliated against in violation of these policies. 

Á You have been told about or witnessed conduct that you think may violate these policies. 

 

Vendors, Contractors,  and Third Part ies 

The College's policies on discrimination, harassment, and sexual harassment apply to the conduct 

of vendors, contr actors, and third parti es. If a member of the College community believes that he 

or she has been subjected to conduct by a vendor, contractor, or third part y that violates these 

policies, the community member should contact a designated coordinator. The College wil l 

respond as appropri ate, given the nature of it s relationship to the vendor, contractor, or third 

party . 

 

Academic Freedom 

While Flathead Valley Community College is committ ed to the pri nciples of free inquir y and free 

expression, discrimination and harassment identifi ed in this policy are neither legally protected 

expression nor the proper exercise of academic freedom. 

If you bel ieve you have been discriminated against or harassed: 

Á Contact a designated coordinator   

Á Don't blame yourself 

Á Don't delay reporti ng a problem 

Á Consider keeping a writt en, dated record of events 

 

If you witness or become aware of possible discriminatory or harassing conduct by 

others 



28 
 

Á Contact a designated coordinator  

 

I f y o u t h i n k y o u m a y h a v e offended or harassed s o m e o n e: 

Á Donȭt assume others wil l tell you when they feel offended or harassed by what you say 

and do 

Á Examine how others respond to what you say and do 

Á Apologize as soon as possible 

Á Change your behavior 

 

Consensual Relations 
Amorous relationships that might be appropriate in other circumstances are deemed extremely 

unwise when they occur between a member of FVCC such as faculty, administrator, employee, 

student, advisor, or coach and a person for whom he/she has a professional responsibility. Such 

relationships may also result in an appearance of unfair advantage occurring from the consenting 

relationship. In the event that a sexual harassment complaint is subsequently filed, it will be 

exceedingly difficult for the accused to defend himself or herself on the grounds of mutual consent. 

This also applies to student relationships where there is a power differential such as work study or 

student leaders.    Employees are expected to be aware of their professional responsibilities and to 

avoid apparent or actual conflict of interest, favoritism or bias.   

 

Accommodat ion of  Disabi l i t ies  

Flathead Valley Community College reasonably accommodates persons with disabiliti es. Staff 

members that have a disabilit y as defined under the Americans with Disabil iti es Act (ADA) may 

be eligible for a reasonable accommodation that allows them to perform the essential functions of 

their positi on. A reasonable accommodation may include such things as changing the physical 

layout of the workplace, restr ucturi ng job duties, or modifyi ng the work schedule. 

 

The Director of Human Resources is designated as the Americans with Disabilities Act (ADA) 

Coordinator for employees and the Coordinator of Disability Services is designated for students.  A 

standing ADA Advisory Committee comprised of the Director of Human Resources, the Coordinator of 

Disability Services, the Chief Financial Officer, the Dean of Students, and the Director of Maintenance 

3ÅÒÖÉÃÅÓ ×ÉÌÌ ÍÏÎÉÔÏÒ ÔÈÅ ÉÎÓÔÉÔÕÔÉÏÎȭÓ ÃÏÍÐÌÉÁÎÃÅ ×ÉÔÈ !$! ÁÎÄ ÍÁËÅ ÁÐÐÒÏÐÒÉÁÔÅ ÆÁÃÉÌÉÔÙ 

recommendations, budget recommendations, and recommendations as to overcoming barriers for 

disabled individuals.  
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5. BE NE F I T S 

The College is committ ed to providing a choice of cost-effective, high-qualit y benefit plans so that staff 

members can choose the plans and coverage that best fit their personal needs. 

 

 

E l ig ibi l i ty  

In general, regular staff must be scheduled to work at least 20 hours per week (half-time or 

greater) to be considered benefit s eligible. Benefit s eligibilit y is determined by the following 

crit eri a: 

Á  The staff member must be employed by Flathead Valley Community College in a 

regular benefits-eligible positi on 

Á The staff member must be compensated from the Flathead Valley Community College 

payroll system, and 

Á The staff member must hold a position or appointment with a total full -time equivalent 

(FTE) greater than or equal to 50 percent (0.50). 

 

A staff membeÒȭs College salary must be sufficient to cover benefi t plan deductions. A staff 

member and eligible dependent(s) may be covered by the Collegeȭs benefit plans. 
 
 

Health Benef i ts 
 

The College offers an arr ay of health plans to benefits-eligible staff through the Montana University 

System Employee Benefits. The plans differ in the amount of monthly contri butions a staff member 

pays and in how the cost of health care servi ces are covered. 

 

The benefit s summary can  be  v i ewed  a t  cho i ces .mus .edu and  i s  presented in this section 

for informational purposes. If there is a conflict between the legal plan documents and this 

summary, the legal plan documents wil l contr ol.  

 

Medical, Dental, Basic Life/Accidental Death and Dismemberment, and Long-Term Disability are 

mandatory coverages.  Supplemental Life Insurance, Supplemental Accidental Death and 

Dismemberment Insurance, Vision, Long-Term Care and Flexible Spending Accounts are voluntary 

coverages.  

 

Consolidated Omnibus Budget Reconcili ation Act (COBRA) 

When a staff membeÒȭs Flathead Valley Community College benefit coverage has terminated, the 

staff member wil l be entitl ed to continue cert ain College benefit s under the Consolidated 

Omnibus Budget Reconcili ation Act (COBRA). 

http://choices.mus.edu/


30 
 

Under COBRA terminating staff members are entitl ed to continue health, dental, vision, and 

flexible spending account (FSA) partici pation provided the former staff member remits premiums 

on a timely basis. Staff members and their dependents may be allowed to continue individual or 

family coverage for a specifi c peri od of time. For information on eligibilit y requir ements and 

terms for continuation of coverage under COBRA, v is i t  choices.mus.edu/COBRA  

Benefi ts Cont inuat ion upon Ret irement  

Staff members who retir e from the College and are eligible for a TRS or PERS pension benefit; OR 

have worked 25 years or more and are in the ORP; OR are 50+ and have worked 5+ years and are in 

the ORP; AND are partici pating in the College sponsored health, dental, and/o r vision plan at the 

time of retir ement may be eligible to continue cert ain health, dental, and/o r vision plan coverage 

after retir ement by paying the premium on a timely basis.  Employees will be offered this coverage 

at the time of retirement and have 63 days to accept, or forever forfeit eligibility.  There is no 

employer contribution toward retiree benefits.  

 

Financial  Benef i ts 
 

The College offers a vari ety of ways to provide financial protection to benefits-eligible 

staff members and their family . These include: 

Á Supplemental Accidental Death and Dismemberment Insurance 

Á Supplemental Life Insurance and Dependent Life Insurance 

Á Spouse Life Insurance 

Á Dependent Child Life Insurance 

Á Long-Term Disabilit y Coverage 

Á Long-Term Care Insurance 

 

Flexible Spending Accounts  
 

The College offers three types of pre-tax spending accounts: 

Á Health Flexible Spending Account  

Á Dependent Care Flexible Spending Account  

Á Adopt ion Ass is tance F lex ib le  Spend ing  Account 

Eligibilit y for these accounts is dependent upon the benefit plans in which a staff member is 

enrolled.  For more information, visit choices.mus.edu/fsa 

 

Tuit ion Benef i ts 
 

Staff members and their dependents have access to financial assistance to take College-level 

courses.  Tuition waivers are available to eligible Classified, Administrator, Adjunct, Faculty, and 

Professional employees to: 

Á Enroll in FVCC college courses  

Á Participate in development and training programs  

Á Attend relevant conferences, seminars and workshops 

http://choices.mus.edu/COBRA.asp
http://choices.mus.edu/fsa.asp
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An application for waiver and a signed statement attesting eligibility must be completed each 

semester.  False certification of dependent eligibility for the tuition waiver is cause for discipline, up to 

and including termination of employment, and the employee will be required to repay the costs of the 

waiver.  All waivers are subject to audit by the Human Resources office.   

 

Administrator, Faculty and Professional Employees Tuition Waivers Guidelines 

Á Tuition for Flathead Valley Community College credit courses will be waived for regular, 

permanent employees working a minimum of 20 hours per week.  Associated fees will not be 

waived.  

Á Tuition for Flathead Valley Community College Continuing Education classes, with sufficient 

enrollment to cover costs, will be waived.  Tuition waivers for continuing education classes do 

not include workshops or seminars.  Associated class fees will not be waived.  

Á Work-ÒÅÌÁÔÅÄ ÃÌÁÓÓÅÓ ÍÁÙ ÂÅ ÔÁËÅÎ ÄÕÒÉÎÇ ÔÈÅ ÅÍÐÌÏÙÅÅȭÓ ×ÏÒË ÓÃÈÅÄÕÌÅ ×ÉÔÈ Ðrior 

supervisor and Human Resources approval.  

Á Non-work related classes may be taken, with prior supervisor approval, during scheduled 

work time, but the release time must be made up within the week granted.  

Á Tuition waivers for a maximum of two legal dependents (as defined by IRS regulations) per 

employee shall also be granted as specified above in 1 and 2.  

Classified Employees Tuition Waiver Guidelines 

Á Classified employees may enroll in credit courses at the College tuition free, provided such 

classes do ÎÏÔ ÃÏÎÆÌÉÃÔ ×ÉÔÈ ÔÈÅ %ÍÐÌÏÙÅÅȭÓ ×ÏÒË ÒÅÓÐÏÎÓÉÂÉÌÉÔÉÅÓȢ  Supervisory approval is 

required. 

Á Any Employee covered by the Classified CBA and two of their dependents (spouse, children 

and others if defined as dependents by IRS regulations) may enroll in regular classes at the 

College tuition free.   

Á Any Employee covered by the Classified CBA and two of their dependents may also enroll 

tuition free in designated Continuing Education classes or workshops.  Designated classes or 

workshops are those which the Continuing Education Center has determined can remain self-

supporting with tuition -free students participating.  The service charge and any lab fees will 

not be waived.  

Á No more than two legal dependents as defined in this section, may enroll, tuition free, in any 

regular or Continuing Education classes at the same time.  

Á An Employee may be granted release time to take classes, conferences, or workshops during 

their working hours provided these activities ÁÒÅ ÄÉÒÅÃÔÌÙ ÒÅÌÁÔÅÄ ÔÏ ÔÈÅ %ÍÐÌÏÙÅÅȭÓ ×ÏÒË 

assignment.  4ÈÉÓ ÄÅÔÅÒÍÉÎÁÔÉÏÎ ÓÈÁÌÌ ÂÅ ÍÁÄÅ ÂÙ ÔÈÅ %ÍÐÌÏÙÅÅȭÓ ÄÉÒÅÃÔ ÓÕÐÅÒÖÉÓÏÒȟ 

appropriate administrator, and the Human Resources Director or her/his designee.  
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Adjunct Faculty Employees Tuition Waiver Guidelines 

Á Adjunct faculty employees who taught a course for FVCC during the immediately preceding 

academic year or are teaching during the current semester may enroll in regular college 

courses at FVCC with tuition waived on a space-available basis after all other paying students 

have had an opportunity to register.  Tuition will be waived for the employee during the 

current semester, the following semester or any one semester during the following academic 

year.  

Á Spouses and children of adjuncts may enroll in regular college courses at FVCC with a tuition 

waiver on a space available basis after all other paying students have had an opportunity to 

register and the adjunct faculty member has taught 100 credits cumulatively.  

Á Tuition will also be waived for enrollment in Continuing Education courses which already 

have sufficient enrollments to cover the course costs.  Tuition waivers for Continuing 

Education classes do not include workshops or seminars offered through the Business and 

Professional Development Program.  

 
Ret i rement Benef i ts 

 

Montana State Retirement Systems 

Flathead Valley Community College offers retirement benefits that allow staff members to save and/or  

invest part of their College income for the future.  Regular employees will participate in either 

-ÏÎÔÁÎÁ 4ÅÁÃÈÅÒÓȭ 2ÅÔÉÒÅÍÅÎÔ 3ÙÓÔÅÍ ɉ423Ɋ ÏÒ -ÏÎÔÁÎÁ 0ÕÂÌÉÃ %ÍÐÌÏÙÅÅÓȭ 2ÅÔÉÒÅÍÅÎÔ 3ÙÓÔÅÍ 

(PERS) are in accordance with state law, (19-3-316 M.C.A. and 19-20-605 M.C.A.). 

 

Social Security 

FVCC does not withhold Social Security ÔÁØÅÓ ÆÒÏÍ ÅÍÐÌÏÙÅÅȭÓ ÓÁÌÁÒÙȟ ÁÎÄ ÅÍÐÌÏÙÅÅÓ ×ÉÌÌ ÂÅ ÁÆÆÅÃÔÅÄ 

as part of the Windfall Elimination Provision. When FVCC was first formed, its employees had the 

option of contributing to both Social Security and PERS/TRS or just to PERS/TRS.  The employees 

voted to contribute for the latter and as a result neither FVCC nor its employees contribute to Social 

Security.  Contributions are made to Medicare. 

 

Optional Retir ement Plans  

Flathead Valley Community College offers a variety of opt ional ret i rement plans including 

403(b) and 457 plans.  The College will match up to 7% of a regular ÅÍÐÌÏÙÅÅȭÓ ÓÁÖÉÎÇÓ ÉÎ Á τπσɉÂɊ 

plan annually, and employees are vested after one year of continuous employment.  The 

designation amount and investment elections are individually controlled by the employee.  All 

eÍÐÌÏÙÅÅÓ ÃÁÎ ÁÌÓÏ ÖÏÌÕÎÔÁÒÉÌÙ ÅÌÅÃÔ ÔÏ ÐÁÒÔÉÃÉÐÁÔÅ ÉÎ ÁÄÄÉÔÉÏÎÁÌ ÓÁÖÉÎÇÓ ÐÌÁÎÓ ×ÉÔÈ ÔÈÅ #ÏÌÌÅÇÅȭÓ 

authorized vendors.  Flathead Valley Community Collegeȭs 403(b) and 457Retir ement Plans are 

subject to Internal Revenue Service (IRS) regulations and other federal and state laws.   
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Leaves of  Absence 
 

Flathead Valley Community College offers a vari ety of leaves of absence for eligible staff 

members. Each leave of absence vari es in its provisions with respect to availability , duration, 

holding the position, benefit s available, and contri butions for those benefits, co l lec t ive 

barga ined  agreements ,  as well as documentation and approvals. The Office of Human 

Resources may require documentation to support the need for the leave of absence at any time. 
 

 
Types of Leaves of Absence 

The College offers numerous types of leaves of absence in recogniti on of the diverse needs of 

its staff as well as to be compliant with federal and state laws: 

Á Family and Medical Leave of Absence (FMLA Leave) ɀ in accordance with Family and 

Medical Leave Act 

Á Milit ary Leave and its components are provided for by these Acts: 

o Active Duty Leave, under the Family and Medical Leave Act (FMLA) 

o Milit ary Caregiver Leave, under FMLA 

o National Defense Authorization Act (NDAA) 

o The Uniformed Services Employment and Reemployment Rights Act (USERRA) 

Á Workersȭ Compensation Leave 

Á Medical Leave 

Á Maternity/Paternity Leave 

Á Public Service Leave 
 
 

Service Time Accrual  Whi le on Leave 

A paid leave of absence enables a staff member to return to active employment at the end of the 

leave without loss of service credit accrued at the time the leave began. Staff members who 

return to active employment following an approved leave of absence wil l not lose pri or service 

credit . While on an unpaid leave of absence, staff members do not accrue vacation, floating 

holidays, paid sick time, or holiday time. Staff members do not accrue service credit duri ng 

unpaid time off, unless on Active Duty Leave. 

 

While on an approved medical and/o r FMLA leave of absence, staff members may not work 

outside the College or provide services where they receive any form of dir ect or indirect 

compensation. 
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Family and Medical Leave Act (FMLA) 
In accordance with the Family and Medical Leave Act (FMLA), the College wil l grant an eligible 

staff member up to a total of 12 workweeks of leave duri ng a 12-month rolli ng peri od for one or 

more of the following reasons: 

Á For the birt h and care of a newborn child of the staff member 

Á For the placement of a child with the staff member for adoption or foster care 

Á  To care for an immediate family member (spouse, dependent  child, or parent) with a 

seri ous health conditi on, and 

Á  The staff membeÒȭs own seri ous health conditi on, which causes the staff member to be 

unable to work. 

El igibi l i ty for  FMLA Leave 

FMLA leave is available to staff members who have worked at least 1,250 hours duri ng the past 

continuous 12 months of service. 

 

Staff members who qualif y for FMLA Leave are entitl ed to up to 12 weeks of leave in a rolli ng 12- 

month peri od duri ng which time the staff membeÒȭs benefit s may be continued. This leave may be 

on a continuous or intermitt ent basis. Staff members wil l return to their job or an equivalent job 

immediately following the expiration of their FMLA leave.  FMLA leave time runs concurr ently 

with any other leave. 

 

Notification and Request for FMLA Leave 

The staff member must complete the Leave of Absence Request and submit it at least 30 days in 

advance of the start of a planned FMLA Leave or within five working days following the start of 

an unplanned FMLA Leave. The Leave of Absence Request and, if required, the Certifi cation for 

Health Care Provider form ɀ must be submitt ed to Human Resources for approval of the 

designated leave peri od. The Office of Human Resources or its official designee may requir e 

medical or other documentation at any point duri ng the FMLA leave. 

 

Benefi ts Whi le on FMLA Leave 

Staff members on FMLA leave may continue cert ain benefit s while on the leave. Staff members on 

an FMLA Leave may receive pay by using their sick and vacation accruals, but must exhaust all 

applicable paid time off before taking an unpaid leave.  An employee will be required to continue 

to pay his/her contribution.  

 

If a staff member is stil l unable to return to work after six months from the onset of the personal 

health conditi on, the staff member may apply for Long-Term Disabilit y benefits.  Unauthorized or 

misuse of sick time is subject to corr ective acti on, up to and including termination of employment. 
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Returning from FMLA Leave  

At the expiration of an FMLA Leave, staff members return to the same or equivalent positi on held 

when the leave began. 

 

Staff members on leave for a personal health conditi on must submit medical certifi cation of abilit y 

to return to work to the Office of Human Resources. A staff member may not return to work 

without appropri ate medical documentation. 

 

If the leave of absence extends longer than the approved peri od, the staff member must request 

an extension pri or to the expiration of the FMLA Leave. If an extension is needed, it is expected 

that the staff member wil l request the extension at least two weeks pri or to the expiration of the 

leave. If the staff member does not return from leave of absence and does not request and receive 

an extension, their employment wil l be subject to termination. 

In some instances, staff members may return to work with restri ctions that may limit their abilit y 

to perform the essential functions of their job. In this event, a reasonable accommodation may be 

requested from the Office of Human Resources.  

 

Military Leave 
Eligibility  

Milit ary Leave and its components are provided for by these Acts: 

¶ Family and Medical Leave Act (FMLA) ɀ for Active Duty Leave 

¶ National Defense Authorization Act (NDAA), and 

¶ The Uniformed Services Employment and Reemployment Rights Act (USERRA). 
 
 

An Active Duty Leave, under FMLA, is granted by the College when service members of the 

Armed Forces' Reserve components, National Guard, retir ed service members, or Reservist s 

are on active duty or called to active duty in support of a contingency operation. 

 

Similarly , the National Defense Authorization Act provides up to 12 weeks of leave for a 

qualifyi ng obligation when service members of the regular Armed Forces are deployed to a 

foreign countr y under a cert ain call or order to active duty. Staff members who continue on 

active milit ary duty beyond a one-month peri od are placed on a Milit ary Leave. 

 

The College provides broad re-employment protections for members of uniformed services following 

peri ods of milit ary service in accordance with the Uniformed Services Employment and Reemployment 

Rights Act (USERRA). 
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Noti f ication and Request for  Mi l i tary Leave 

A staff member must provide advance notice of the need for Milit ary Leave in writi ng to the Office 

of Human Resources unless circumstances make such notice unreasonable or the staff member is 

prevented from doing this by milit ary necessity . 

 

Benefi ts Whi le on Mil i tary Leave 

Since Milit ary Leave is unpaid, a staff member may choose to use vacation duri ng the absence. 

The value of accrued but unused sick t ime may not be paid out in a lump sum payment, but wil l 

be available when the staff member returns to employment with the College. 

 

Returning from Mi l i tary Leave 

To be eligible for reinstatement with the College after Milit ary Leave, a staff member must: 

Á Have given, if possible, advance notice to the College of the need for leave 

Á Report to or submit applications for reemployment in a timely manner, and 

Á Be honorably discharged from milit ary servi ce. 

Staff members who take Milit ary Leave and who remain qualifi ed for their positi on, wil l be 

reinstated to employment with the College according to the following milit ary service time 

frames: 

 

Active Mil i tary  
Service Period 

 
Reinstatement * 

Less than 91 days Reemployed by the College to the positi on (with the pay, benefit s, 
seniority , and other job perquisites) they would have attained with 
reasonable cert ainty if they did not take Milit ary Leave. 

More than 91 days Reemployed by the College to the positi on (with the pay, benefit s, 
seniority , and other job perquisites) they would have attained with 
reasonable cert ainty if they did not take Milit ary Leave or a position of 
similar seniority , status, and pay. 

 
*    For staff members who incur a disabilit y or aggravate a disabilit y during service that causes 

them not to be qualified for the position they would have held if no interruptio n of 
employment occurred, the College wil l provide them with a position that is equivalent in 
seniority , status, and pay. 

 

Active Mil i tary  

Service Period 
 

Time Al lowed to Return to Work 

1-30 days The next regularl y scheduled workday after tr avel home and an eight 

hour rest peri od 

 31-180 days Application for reemployment must be submitt ed within 14 days 

181 or more days Application for reemployment must be submitt ed within 90 days 

The deadlines listed above are extended in the case of disabilit y incurr ed while on active military 

duty. 
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Mil i tary  Caregiver Leave 

Under the Family and Medical Leave Act (FMLA), staff members can request a Milit ary Caregiver 

Leave to care for a milit ary service member who is the staff membeÒȭs spouse, child or parent 

with a seri ous ill ness or injury incurr ed in the line of active duty as a member of the Armed 

Forces, including the National Guard or Reserves, and is: 

Á Undergoing medical tr eatment, recuperation, or therapy 

Á Assigned as an outpatient to a milit ary medical tr eatment facility  

Á  Assigned to a unit providing command and control of Armed Forces' members who are 

receiving outpatient medical care, or 

Á On the temporary disabilit y retir ed list. 

 

If the Milit ary Caregiver Leave is approved, the College wil l grant up to 26 weeks of leave duri ng a 

single, 12-month peri od to eligible staff members to care for the service member in their family as 

described above. Staff members who do not take all 26 weeks of leave during the single, 12-

month peri od wil l forfeit the remaining part of the leave. 

 

Noti f ication and Request for  Mi l i tary Caregiver  Leave   

Staff members are expected to notif y the Office of Human Resources a minimum of 30 days pri or 

to the start of a Milit ary Caregiver Leave. The Leave of Absence Request must be submitt ed for 

approval of the designated leave period. 

 

Benefi ts Whi le on Mil i tary Caregiver Leave 

A staff member on a Milit ary Caregiver Leave to care for a family member may use all accrued 

time as available, but must exhaust all applicable paid time off before taking an unpaid leave. A 

staff member on an FMLA Leave also may continue cert ain benefit s while on leave. 

 

Returning from Mi l i tary Caregiver  Leave 

The 26 weeks of Milit ary Caregiver Leave can include leave taken for other FMLA-qualifyi ng 

reasons. A single, 12-month peri od begins on the firs t day staff members take leave to care for 

seri ously il l or injured service members and ends 12 months after that date, regardless of which 

method is used to determine other types of FMLA leave. 

 

If the leave needs to extend longer, the staff member must request this extension pri or to the 

expiration of the leave. The Office of Human Resources wil l advise the staff membeÒȭs depart ment 

that the staff member is not returning at the end of the leave. Reinstatement of staff members in 

their positi on or equivalent positi on is determined on a case-by-case basis. 

 

The employment of staff members who do not return from a Milit ary Caregiver Leave and who do 

not request and receive an extension may be subject to termination. 
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7ÏÒËÅÒÓȭ #ÏÍÐÅÎÓÁÔÉÏÎ Leave 
Employees who sustain occupational injuri es or ill ness while at work may be entitl ed to workersȭ 

compensation.  To qualif y as work-related, an injury or ill ness must ari se out of or in the course of 

employment. Staff members must immediately notif y their supervisor and/o r Human Resources 

of any work-related ill ness or injury.  Staff members sufferi ng from a work-related ill ness or 

injury may be approved for a Workers' Compensation Leave. 

 

Employees have the option to with use sick leave or receive 7ÏÒËÅÒÓȭ #ÏÍÐÅÎÓÁÔÉÏÎ ÐÁÙȢ  !Ó 

ÁÐÐÌÉÃÁÂÌÅȟ ÁÎ ÅÍÐÌÏÙÅÅ ÍÁÙ ÒÅÃÅÉÖÅ 7ÏÒËÅÒÓȭ #ÏÍÐÅÎÓÁÔÉÏÎ ÐÁÙ ÁÆÔÅÒ ÅØÈÁÕÓÔÉÎÇ ÓÉÃË ÌÅÁÖÅȢ !Î 

ÅÍÐÌÏÙÅÅ ÉÓ ÎÏÔ ÐÅÒÍÉÔÔÅÄ ÔÏ ÒÅÃÅÉÖÅ ÓÉÃË ÌÅÁÖÅ ÐÁÙ ÁÎÄ 7ÏÒËÅÒÓȭ #ÏÍÐÅÎÓÁÔÉÏÎ ÐÁÙ 

simultaneously.   

 

If it is determined by a health care provider that as a result of a work-related injury or ill ness, a 

staff member is not able to perform the normal duties of the staff membeÒȭs positi on, but is able to 

perform other meaningful tasks, the staff member may be provided a modifi ed duty assignment 

within the College.  If a modified duty assignment is not available and the staff member is unable to 

return to work, employment may be terminated. 

Medical Leave 

Medical leave may be granted for a maximum of one calendar year upon pr ior 

approval of the President. Al l  accrued leave must exhausted pr ior to taking leave 

without pay.  I f  continuing on heal th insurance, the employee wil l  be responsible 

for the ful l  cost ÏÆ ÔÈÅ #ÏÌÌÅÇÅȭÓ ÃÏÎÔÒÉÂÕÔÉÏÎ ÁÎÄ ÔÈÅ ÅÍÐÌÏÙÅÅȭÓ ÃÏÎÔÒÉÂÕÔÉÏÎ.  

Health insurance wil l  be cancel led i f  the contr ibut ion is not received according to 

the set schedule.   

 

El igibi l i ty for  Medical Leave 

Staff members who need to take a Medical Leave to care for their own personal seri ous health 

conditi on, but do not qualif y for an FMLA Leave, may apply for a Medical Leave. A Medical Leave 

may be granted, subject to the approval of President, if the staff member has: 

Á Been employed by the College less than one year 

Á Worked for the College fewer than 1,250 hours in a rolli ng 12-month peri od, or 

Á Exhausted 12-week FMLA Leave. 

 

Approval of  Medical Leave 

Staff members must complete a Leave of Absence Request and medical documentation 

certifying the serious health condition and submit it to Human Resources at least 30 days in 

advance (except in an emergency). The depart ment may elect to hold the positio n, subject to 

approval by the President. 

 

Benefi ts Whi le on Medical  Leave 

Staff members may use any accrued leave duri ng an approved Medical Leave.  They may also elect 

to continue cert ain benefit s while on the leave and may be requir ed to pay an applicable 

contri bution. 
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Returning from Medical Leave and Terminat ion  

Staff members on leave for a personal health conditi on must submit medical certific ation of abilit y 

to return to work to the Human Resources Office. Staff members may not return to work without 

appropri ate medical documentation.  If the employee does not return from leave on designated 

date it will be considered a voluntary termination of employment. 

 

Maternity/Paternity Leave 
Maternity/Paternity leave without pay may be granted for a maximum of one calendar year to an 

employee unable to perform employment duties as a result of pregnancy, post pregnancy 

complications, or other essential parenting responsibilities.  All accrued leave must be exhausted 

prior to takin g a maternity/paternity leave and all benefit costs become the responsibility of the 

employee.  Benefits will be cancelled for non-payment of costs.   

 

Public Service Leave 

Public service leave without pay may be granted to an employee appointed or elected to public 

office for a maximum of 180 days per year.  An employee granted such leave shall return to work 

within ten days of completion of the public service.   
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6.  PAID TIME AWAY FROM WORK  
 

Paid time away from work is intended to provide staff members the time they need to rest, relax, and 

recharge, as well as to fulfil l their personal responsibiliti es. Paid time away from work is provided through 

a number of programs, including College scheduled holidays, vacation time, and sick time.   

 
 

Elig ibi l i ty  
Eligibilit y for paid time away from work is determined by the following crit eri a: 

Á   The staff member must be employed by Flathead Valley Community College in a regular 

 benefit s-eligible positi on 

Á   The staff member must be compensated from the Flathead Valley Community College 

 payroll system 
 

 
Paid status means being at work or utilizing : 

Á Holiday 

Á Floating holiday 

Á Approved vacation leave 

Á Approved sick leave 

Á Personal leave (3 days faculty only) 

Á Jury duty/subpoena duty 

Á Bereavement absence 

Á Milit ary Reserve t ra in ing leave 

Á Professional development leave 
 

Paid time away from work may not be taken before it is accrued, it cannot be cashed out, and no 

payment wil l be made to a staff member in lieu of vacation,  ho l iday ,  o r  s ick  l eave time 

except at termination of employment and in accordance with State law.  

Hol idays 
 

Non-faculty staff members schedu l ed  f o r  wo rk  are paid for these holidays observed by the 
College: 
 

Á New YeaÒȭs Day 

Á Marti n Luther King Jr. Day (This day may be exchanged for the Monday or Friday of Spring 

Break to accommodate scheduling needs of the College.) 

Á 0ÒÅÓÉÄÅÎÔȭÓ $ÁÙ 

Á Memorial Day 

Á Independence Day 

Á Labor Day 

Á Thanksgiving Day 

Á Black Friday 

Á Chri stmas Day 
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Usually holidays that fall on a Sunday are observed on the following Monday and holidays 

falli ng on a Saturday are observed on the previous Fri day. Staff members in part -time positio ns 

are paid on a prorated fu l l - t ime  equ iva l ency  (FTE)  basis for scheduled College holidays. 

 

0ÅÒ "ÏÁÒÄ ÐÏÌÉÃÙȟ #ÈÒÉÓÔÍÁÓ ÏÒ .Å× 9ÅÁÒȭÓ $ÁÙ ×ÉÌÌ ÈÁÖÅ ÁÌÔÅÒÎÁÔÉÖÅ ÏÂÓÅÒÖÁÎÃÅ ÄÁÙÓ ÁÓ ÆÏÌÌÏ×ȡ  

#ÈÒÉÓÔÍÁÓȾ.Å× 9ÅÁÒȭÓ ÏÆÆÉÃÉÁÌ ÈÏÌÉÄÁÙ ÄÁÔÅ Observed on 

Saturday  Friday and Monday 

Sunday Friday and Monday 

Monday Monday and Tuesday 

Tuesday Monday and Tuesday 

Wednesday Wednesday, Thursday, and Friday 

Thursday Thursday and Friday 

Friday Thursday and Friday 

 
In cert ain circumstances, staff members may be scheduled to work on a day that the College 

observes as a holiday. In such cases, non-exempt staff members wil l receive holiday pay at 

one and one-half times their regular hourl y rate for the hours actually worked on the holiday 

and an alternate workday off (as outli ned below) unless collectively bargained otherwise. 

 
If a holiday falls on a staff membeÒȭs scheduled day off, the staff member wil l receive an 

alternate workday off. This alternate day off must be scheduled with supervisoÒȭs approval 

within 30 days of the holiday. For example, if a holiday falls on a Thursday when a staff member 

is not scheduled to work, the staff member may take another day off within 30 days of the 

College holiday with pri or supervisory approval. 

 
Scheduling of vacation and floating holidays is always at the mutual convenience of the 

staff member and the employing depart ment/ unit and requires the pri or approval of the 

supervisor. 

 

Floating Holiday Time 
 

Three floating holidays shall be granted each year to non-faculty staff members and shall be 

ÃÏÎÓÉÄÅÒÅÄ ÁÓ ÁÎ ÅØÃÈÁÎÇÅ ÆÏÒ ÔÈÅ #ÏÌÕÍÂÕÓ $ÁÙ (ÏÌÉÄÁÙȟ ÔÈÅ 6ÅÔÅÒÁÎȭÓ $ÁÙ (ÏÌÉÄÁÙ ÁÎÄ ÔÈÅ 3ÔÁÔÅ 

General Election Day Holiday which were formerly observed by employees on specific days.  Although 

the Montana State General Election Day occurs only on even numbered years, FVCC grants a floating 

holiday in lieu every year.  

If an employee does not utilize the floating holidays within the fiscal year they were earned, they are 

lost and not eligible for payout.  These three floating holidays will be used for time during the Winter 

Holiday Break to allow employees to enjoy an extended holiday schedule.  Anyone wishing to make 

different arrangements must get approval from their supervisor and the HR Department prior to the 

holiday.   
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Three personal floating holidays wil l be granted at the beginning of each fiscal year or on the 

starting date of contract.  Floating holiday time is not available for use during an unpaid leave of 

absence. Part-time staff members receive the percentage of personal floating holiday time 

proporti onate to the percentage of full -time equ iva lency  (FTE)  that they are scheduled to 

work. 

The following conditi ons apply to the use of floating holiday time: 

Á Floating holiday time may not be taken before it is granted. 

Á  No payment is made to a staff member in lieu of floating holiday time 

Á Staff members who tr ansfer from one depart ment/un it to another e l ig ib le  staff positi on 

retain their accrued floating holiday time 
 
 

Vacat ion Leave 

Vacation leave is defined as any day that the College is open on which the employee is not obligated 

to work.  Vacation time is available to non-faculty staff members for personal business, family 

sickness, and religious observance.  Annual vacation leave is administered in accordance with MCA 

2-18-611/612.   Employees are eligible to use vacation leave after being continuously employed for 

six months. 

 

Vacation Accrual for Employees in Non-Faculty Posit ions 

Vacation is calculated by multi plying the vacation factor per accrual base hour by the staff 

membeÒȭs accrual base hour. The vacation factor per hour is based on qualifi ed work time .  For 

each of these hours, the staff member receives vacation time based on the fraction of an hour 

indicated by the vacation factor per accrual base hour. Vacation is not accrued on hours of unpaid 

absence. 

 

Vacation is earned at the vacation factor per month. Staff members earn vacation time on the 15th 

and last day of each month at the monthly rate listed in the following table. A part -time or hourly 

staff member accrues vacation time proporti onate to the percentage of full -time equ iva lency  

that the staff member is scheduled to work.   

 

 
Qual if ied Service  

 
Vacation Factor per 
Accrual Base Hour 

Approximate 
Vacation 
Ear ne d 

1 day through 10 years .058 15 working  days 

10 years, 1 day through 15 
years 

.069 18 working days  

15 years, 1 day through 20 
years 

.081 21 working days 

20 year, 1 day or more 

 

.092 24 working days  
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Accrued vacation time cannot exceed two times the annual accrual.  If the vacation balance of a 

staff member exceeds the maximum accrual at the end of the calendar year or when 

employment is terminated, the excess vacation time is forfeited. Staff members and their 

supervisors must ensure that vacation time is scheduled to avoid losing it .  

 

Vacation time must be scheduled in advance and must be scheduled by staff members and their 

supervisors when it is mutually convenient. Scheduling vacation time on short notice for 

emergency purposes is at the discretion of the supervisor, who may request documentation of 

the reason for the emergency. The supervisor may limit the amount of vacation time taken at 

one time in consideration of depart mental needs. Depart ments may specify peri ods due to  

work f low cons iderat ions when no scheduled time off may be taken. 

 

The following conditi ons apply to the use of vacation time: 

Á Vacation time may not be taken before it is accrued. 

Á  No payment is made to a staff member in lieu of vacation time, except at termination of 

employment, or upon change to a faculty appointment. 

Á Staff members who tr ansfer from one depart ment to another e l ig ib le  staff positi on 

retain their accrued vacation time.  

Á  Hol iday:   When a College holiday falls duri ng a staff membeÒȭs approved paid time off, 

the day is paid as holiday time rather than as vacation time. 

 

Vacation balances are maintained in the College-approved time entr y system. Staff members 

should report their vacation usage as they take the time off.  

 

Transfer  and Separation 

When a staff member tr ansfers to another positio n in the College, the staff member and 

supervisor should ensure that the College time entr y system is up to date and accruals are 

approved by the supervisor. Staff members who tr ansfer from one position to another eligible 

position retain their accrued vacation time, up to the maximum allowed. 

 

When a staff membeÒȭs pri mary role is changed from staff to faculty , all accrued but unused 

vacation time wil l be paid out upon tr ansfer to the faculty status. 

 

On separation from the College, t h e  staff members and supervisor must approve all vacation and 

time balances in the College time entr y system to ensure the employee receives the corr ect 

accrual payout. Staff members who separate from the College are paid their unused vacation 

accruals up to the maximum allowed.  
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Sick Leave 

Flathead Valley Community College provides paid time away from work as a form of income 

protection for a staff member who is unable to work because of ill ness or injury. Sick leave is 

available to all regular staff members.    

 

Sick leave is administered in accordance with MCA 2-18-601.   Employees are eligible to use sick 

leave after being continuously employed for 90 days.  Sick leave may be used for: 

A. sickness suffered by an employee or a member of the employee's immediate family; or 

B. the time that an employee is unable to perform job duties because of:  

i. a physical or mental illness, injury, or disability;  

ii. maternity or pregnancy-related disability or treatment, including prenatal care, birth, or 

medical care for the employee or the employee's child;  

iii.  parental leave for a permanent employee as provided in MCA 2-18-606;  

iv. quarantine resulting from exposure to a contagious disease;  

v. examination or treatment by a licensed health care provider;  

vi. short-ÔÅÒÍ ÁÔÔÅÎÄÁÎÃÅȟ ÁÔ ÔÈÅ #ÏÌÌÅÇÅȭÓ ÄÉÓÃÒÅÔÉÏÎȟ ÔÏ ÃÁÒÅ ÆÏÒ Á ÒÅÌÁÔÉÖÅ ÏÒ ÈÏÕÓÅÈÏÌÄ ÍÅÍÂÅÒ 

who is not an immediate family member until other care can reasonably be obtained; 

vii. necessary care for a spouse, child, or parent with a serious health condition, as defined in the 

Family and Medical Leave Act of 1993; or   

viii.  death or funeral attendance of an immediate family member or, at the #ÏÌÌÅÇÅȭÓ ÄÉÓÃÒÅÔÉÏÎȟ 

another person. 

 

Sick Leave Accrual for Employees  

Sick leave credits are earned at the rate of 12 working days for year of service, or eight hours per 

month, without restriction as to the number of working days that may be accumulated.   Sick leave 

is not accrued on hours of unpaid absence.  A part -time or hourly staff member accrues sick leave 

proporti onate to the percentage of full -time equ iva lency  ( ra te  o f  . 046 mu l t ip l ied  by  

hours  worked)  that the staff member is scheduled to work.   

 

Staff members earn sick leave on the 15th and last day of each month.  Sick leave shal l  be 

reported in increments of 30 minutes or greater.   

 

Employees shall notify their supervisor prior to the beginning of work time regarding not 

reporting to work for sick leave purposes.  Scheduled sick leave for medical appointments or 

procedures should be arranged in consideration of depart mental needs.  Sick leave needed for 

emergency purposes shall be communicated with the supervisor as soon as possible, who may 

request documentation of the reason for the emergency. Depart ments may specify peri ods due 

to work f low cons idera t ions when no scheduled time off may be taken. 

 

 

 

http://leg.mt.gov/bills/mca/2/18/2-18-606.htm
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The following conditi ons apply to the use of sick leave: 

Á Sick time may not be taken before it is accrued. 

Á  No payment is made to a staff member in lieu of vacation time, except at termination of 

employment. 

Á Staff members who tr ansfer from one depart ment to another e l ig ib le  staff positi on 

retain their accrued sick time.  

Á  Hol iday:   When a College holiday falls duri ng a staff membeÒȭs approved paid time off, 

the day is paid as holiday time rather than as sick time. 

Á  Abuse of sick leave is cause for dismissal and forfeiture of the lump-sum payment upon 

termination.  

Á  Sick leave charges in excess of earned sick leave will be charge to available accrual 

ÂÁÌÁÎÃÅÓ ÁÔ ÔÈÅ ÅÍÐÌÏÙÅÅȭÓ ÏÐÔÉÏÎȢ  

Á  4ÈÅ #ÏÌÌÅÇÅ ÍÁÙ ÒÅÑÕÉÒÅ Á ÐÈÙÓÉÃÉÁÎȭÓ ÓÔÁÔÅÍÅÎÔ ÔÏ ÓÕÂÓÔÁÎÔÉÁÔÅ ÔÈÅ ÕÓÅ ÏÆ ÓÉÃË ÌÅÁÖÅ ÁÎÄ 

that an employee is physically able to return to work.  

 

Sick leave balances are maintained in the College-approved time entr y system. Staff members 

should report their usage as they take the time off.  

Transfer  and Separation 

When a staff member tr ansfers to another positio n in the College, the staff member and 

supervisor should ensure that the College time entr y system is up to date and accruals are 

approved by the supervisor. Staff members who tr ansfer from one position to another eligible 

position retain their accrued sick time. 

 

On separation from the College, t h e  staff members and supervisors must approve all time 

balances in the College time entr y system to ensure the employee receives the corr ect accrual 

payout. Staff members who separate from the College are paid 25% of their unused sick leave 

accruals up to the maximum allowed.  Cashed out sick leave may not be reinstated in the event of 

a rehire.  

 

An eligible staff member who is away from work for more than seven calendar days should also 

apply for a Family and Medical Leave Act (FMLA) Leave. 

 

Sick Leave Bank  

Employees may donate a yearly maximum of 40 hours of their accrued sick leave credits to another 

regular employee.  A full-time employee may receive a yearly maximum of 240 hours of donated sick 

leave credits, and a part-time employee may receive a yearly maximum of 240 hours prorated by full-

time equivalency (FTE).  The donating employee must maintain a minimum balance of 40 hours of 

sick leave accruals. 
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Employees are eligible to receive donated credits if: 

Á They are eligible to receive sick leave; AND, 

Á 4ÈÅÙ ÁÒÅ ÎÏÔ ÅÌÉÇÉÂÌÅ ÆÏÒ ×ÏÒËÅÒȭÓ ÃÏÍÐÅÎÓÁÔÉÏÎ; AND, 

Á They have exhausted all of their sick, vacation, and any other available leave 

Sick leave bank credits may be used for illness or injury of the employee, immediate family member 

(spouse, dependents, parents, grandparents, grandchildren, siblings, and the same relatives of the 

ÅÍÐÌÏÙÅÅȭÓ ÓÐÏÕÓÅ ÉÎ ÌÉËÅ ÄÅÇÒÅÅȢɊ  /ÔÈÅÒ ÉÎÄÉÖÉÄÕÁÌÓ ÍÁÙ ÂÅ ÉÎÃÌÕÄÅÄ ×ÉÔÈ ÐÒÉÏÒ ÁÐÐÒÏÖÁÌ ÏÆ ÔÈÅ 

President.  Employees must providÅ Á ÐÈÙÓÉÃÉÁÎȭÓ ÃÅÒÔÉÆÉÃÁÔÅ to Human Resources to be considered 

eligible for the sick leave bank.  Approval for donations from the sick leave bank shall be made by the 

President..  

 

Sick leave credit donations shall be made in no less than four-hour increments; shall be donated 

within 20 working days after the recipient has exhausted their leave credits; and will  be used in the 

order in which they were donated.  Any unused sick leave credits shall be returned to the donor(s).  

Donated sick leave credits may be used by recipient on a retroactive basis, beginning the day after 

their annual and sick leave credits are exhausted.  Employees wishing to request or donate sick leave 

credits should contact the Human Resources Office. 

 

Union members should refer to their respective collective bargaining agreements for unique sick leave 

donation stipulations.  

 

Personal Leave 
 

Faculty members receive three days of personal leave per full academic year.  Faculty are not 

eligible for vacation leave.   

 

Jury D u t y / Subpoena   
 

The College encourages partici pation in jury duty. Staff members are allowed to be absent 

with pay for jury duty but are expected to report for their regularl y scheduled work on 

times when not requir ed to perform jury duty. 

 

Staff members have the option to take leave and retain the pay received for jury duty service 

or  to  receive their regular pay and remit the jury duty pay to the College. Staff members must 

provide appropri ate documentation ( J u r y  D u t y  S u m m o n s )  with as much notice as 

possible to the supervi sor. Staff members may be requir ed to provide proof of jury duty 

service upon return to work. 

 

Employees served with work related or civic related subpoenas may continue to receive 

College pay.  A copy of the subpoena or court summons must be provided to Human Resources.  

An employee with a private or personal subpoena must use leave accruals to account for time 

away from the office.   
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Be r e a v e m e n t L e a v e    
 

In the event of a death of a family member, a maximum of five days of paid leave of 

absence is provided as follows to benefit s-eligible staff members to make arr angements 

for and to attend the funeral or memorial service. For purposes of bereavement leave: 

 

The staff membeÒȭs supervisor must be notifi ed as soon as practical. If the staff member 

wishes to take additio nal time off, then paid vacation l eave may be used, if the supervisor 

has given approval. The College may requir e proof of the relationship to the family member 

and substantiation of service attendance. 

 

 

Mil i tary Reserve Train ing 

The College grants time off for mandatory peri ods of tr aining to eligible staff members with 

pay accruing at a rate of 120 hours in a calendar year in accordance with Montana Code 

Annotated Part 10. The staff member should contact the Office of Human Resources for 

instr uctions. 

 

Professional  Development Leave 
 

Professional development leave is available to all full-time, exempt, professional and 

administrative employees who have completed a minimum of six consecutive years of 

employment.  Professional development leaves are granted for either 12 months at 50% pay or 

six months at 100% pay.  A maximum of five percent of eligible staff or one full-time equivalent 

(FTE), whichever is greater, may be granted professional leave during one fiscal year.   

 

A professional development leave must be clearly job related for the employee.  Employees will 

only be approved for one professional leave during the course of their employment with the 

College.   The request will be reviewed, supported or not supported by the supervisory chain of 

command, and comments provided to the President.  The President will make the final 

recommendation to the Board of Trustees.   

 

0ÒÏÆÅÓÓÉÏÎÁÌ ÄÅÖÅÌÏÐÍÅÎÔ ÌÅÁÖÅ ÁÐÐÌÉÃÁÔÉÏÎÓ ÓÈÁÌÌ ÂÅ ÓÕÂÍÉÔÔÅÄ ÔÏ ÔÈÅ ÅÍÐÌÏÙÅÅȭÓ ÓÕÐÅÒÖÉÓÏÒ ÂÙ 

January 1 for approval for the following fiscal year.  The application should contain the following 

information:   

Á Requested dates of leave 

Á Details of how the leave will clearly contribute to the effectiveness and/or competencies 

of the employee 

Á Detailed description of the activities the employee will be engaged in, the research 

conducted, the course of study considered, and how these activities meet the conditions 

of the leave 
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Á A statement of all compensation to be received from other employment or other sources 

directly related to the leave.  Any compensation in excess oÆ ÔÈÅ ÉÎÄÉÖÉÄÕÁÌȭÓ &6## ÓÁÌÁÒÙ 

shall be remitted to FVCC.   

 

Recipients of professional development leave will be returned to their former or equivalent 

position.  Within one month after completion of leave, recipients shall submit a thorough 

reflection and evaluation of the professional development gained and shall propose 

recommendations of action for implementation at the College to the Board of Trustees.   

 

Failure to return to the College from a professional development leave will require the recipient 

to reimburse the college for all salary and benefits paid while on leave.    

 

Documentat ion of Absence 
The College may requir e documentation from a staff member for requests for absence pri or to the 

absence, or upon the staff membeÒȭs return to work. Documentation or justification is not 

requir ed for vacation t ime  unless an emergency necessitates short noti ce. 
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7.  COM PENSA TI ON  
 

Flathead Valley Community College is committ ed to establishing compensation programs that attr act, 

retain, and engage talented staff in an environment that promotes fairness and competiti veness, and is in 

compliance with applicable federal and state laws and regulatory requirements. 
 
 

Job Descr ipt ions  
 

The establishment of pay rates begins with documenting job content via a job description.   Job 

descri ptions detail the responsibiliti es, qualifi cations, skill s and abiliti es, and physical 

requir ements for each job and as such are required for all staff.  Job descri ptions also provide a 

basis on which to develop and assess most employment-related activiti es. These include goal and 

expectation setti ng, performance review and appraisal, pay determination, succession planning, 

and tr aining and development.   

 

Salary Structures and Pay Grades 

Salary str uctures are tools that help ensure staff members are paid in a manner that is 

appropri ate and competitiv e. This is accomplished by organizing jobs that are similar in level, 

scope, responsibility , and labor market into groupings known as pay grades. Flathead Valley 

Community College has several salary structures and each job is assigned to one based on the 

type of work performed. 

 

Pay grades represent vari ous levels of work in the College, that is, classified level, professional 

level, or faculty level. Jobs that have lower levels of responsibilit y are placed at lower pay grades. 

As jobs change in complexity , e d u c a t i o n  r e q u i r e m e n t s ,  e x p e r i e n c e ,  scope, 

responsibility , breadth, and depth, pay grades generally increase as well. 

 

Each pay grade has an associated pay range that represents the minimum and maximum wage 

rates/salari es for a job. Determining the specifi c point in the pay range at which a staff member is 

to be paid is dependent on several factors, including but not limited to the value of the job in the 

labor market, and the knowledge, skills, and abiliti es of the staff member. Pay rates should fall 

within the established pay ranges; at no time should a staff membeÒȭs pay rate be less than the 

minimum of the range.  

 

Review of Positions 

Flathead Valley Community College has an established annual process for assessing positions and 

granting pay adjustments based on job growth, market comparisons, equity, and overall job 

performance. Staff members may be eligible for pay adjustments based on several factors, 

including but not limited to the date of hir e, job performance, labor market conditi ons, curr ent 

position in the pay range, and budget considerations.  These reviews take place annually in April 

and November.   
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Designat ion of  Staf f  Jobs  

There are several types of employment at Flathead Valley Community; they include full -time and 

part -time employees, r e g u l a r  a n d  temporary employees, and student staff. In additi on, staff 

positi ons are classifi ed as either exempt or non-exempt. 

Staff jobs are divided into two general categori es referr ed to as exempt and non-exempt, as 

defined by the Fair Labor Standards Act (FLSA), the federal law that governs overti me, minimum 

wage, child labor, and recordkeeping.   

 

Exempt Staff 

Exempt staff members are exempt from the minimum wage and overti me provisions of the Fair 

Labor Standards Act (FLSA). This exemption is determined by evaluating the duties and 

responsibiliti es requir ed of the staff member against the crit eri a outli ned in the FLSA. A job is 

classified as exempt if it s duties and responsibiliti es are primaril y executive, manageri al, or 

administrative, or if it requires an advanced educational degree or knowledge and experi ence in a 

field considered to be professional. Exempt staff members fulfil l their duties without a focus on 

the amount of time it takes. Therefore, exempt staff members are paid a set salary that does not 

vary between pay peri ods based on the qualit y or quantit y of work, and are not eligible to receive 

overti me for hours worked beyond 40 hours in a workweek. 

 

Non-Exempt Staff 

Non-exempt staff members do not qualify , by the nature of their work and responsibiliti es, for 

exemption from the overti me or minimum wage provisions of the FLSA. Non-exempt staff 

members are paid by the hour and must receive no less than one and one-half times their regular 

rate of pay for hours worked in excess of 40 hours in a workweek. 

Questions or concerns about staff compensation should be directed to the staff membÅÒȭs 

immediate supervisor.   

 

Part-Time Staff  

Part-time staff members work less than 40 hours per week.  

 

Temporary and Regular Staff 

Temporary staff members are non-students hired to work on a temporary basis, typically on a 

fixed, short-term assignment or from an employment agency.  Regular staff have an expectation of 

continued employment; however, there is never a guarantee of continued employment.   
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8. WO R K H O U R S A N D PAYROLL 
 

By defining work schedule and payroll policies, the College promotes a shared understanding ɀ and 

ensures consistency and fairness among staff members ɀ regarding these matters. 
 
  
 

Workday 

The most common College office hours are 8:00 a.m. to 5:00 p.m., Monday through Friday. 

However, each depart ment determines the hours of work for its staff members as necessary to 

staff its operations. Depart ments and supervisors may set and adjust individual staff member 

schedules to meet depart menÔȭÓ operational needs.  The most common full -time schedules total 40 

hours per week. 

 

The Collegeȭs workweek generally start s at 12:01 a.m. Sunday and ends at 12:00 p.m. the 

following Saturday. Most work schedules continue throughout the year, but some are parti al year 

(for example, nine, 10 or 11-months). Staff members who work such short ened schedules are 

considered full -time duri ng the months when they work their full workweek. 

 

Tardiness 
 

Staff members are expected to be at their place of work, prepared to work, duri ng the entir ety of 

work hours established by their supervisors. A staff member is tardy if he or she fails to report to 

the assigned workplace, prepared to work, and at the scheduled time. This includes returning 

from breaks and meal peri ods. Each depart ment defines the punctualit y standards for its 

operations and communicates them to staff members. Staff members who expect to be late must 

notif y their supervisors according to depart ment procedures. 

 

Excessive tardiness is grounds for corr ective action, up to and including termination of 

employment. Supervi sors may adjust work schedules to accommodate a staff membeÒȭs 

scheduling needs.  However, if a non-exempt staff member is not at work, the individual is not 

paid for that time, unless he or she has arr anged in advance with their supervi sor to use paid time 

off, such as vacation or paid sick time. 

 

A non-exempt staff member may not be paid for time not at work ɀ for example, when tardy ɀ and 

may not work any hours (such as to compensate for tardiness) without being paid for them. The 

staff member must be paid according to the time actually worked, even if this time does not 

coincide with the planned work schedule.  Time worked outside of schedule must be pre-

ÁÐÐÒÏÖÅÄ ÂÙ ÔÈÅ ÅÍÐÌÏÙÅÅȭÓ ÓÕÐÅÒÖÉÓÏÒȢ  
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Unscheduled Absence 

If a staff member takes an absence not scheduled in advance with the supervisor , the staff 

member must notif y the supervisor and give the expected return date and time. 

 

Lack of notice to the supervisor for an absence of three consecutive days indicates that the staff 

member has abandoned the job and is grounds for termination of employment. Lack of notice 

duri ng an absence of less than three days is subject to corr ective action, up to and including 

termination of employment. 

 

Excessive Absences 

Excessive absences, including patterns of unexcused absences, is subject to corr ective action, up 

to and including termination of employment. Excessive absences wil l be considered based on 

operational impact and the needs of the depart ment. 

 

Overt ime  

Non-exempt staff members are paid for the hours worked beyond 40 hours in a workweek at the 

rate of one and one-half times their hourl y rate. Pri or supervi sory approval is requir ed in order to 

work overti me.  Overtime is accrued only on hours physically worked unless collectively bargained 

otherwise.   

 

Compensatory Time 

Non-exempt staff members may receive compensatory time off for the hours worked beyond 40 hours 

in a workweek at the rate of one and one-half times each additional hour worked in lieu of overtime 

pay, with prior supervisory approval.  Compensatory time may be accumulated to a maximum of 240 

ÈÏÕÒÓ ɉρφπ ÈÏÕÒÓ ÏÆ ÁÄÄÉÔÉÏÎÁÌ ÔÉÍÅɊ ÁÎÄ ÓÈÁÌÌ ÂÅ ÃÁÓÈÅÄ ÏÕÔ ÕÐÏÎ ÔÅÒÍÉÎÁÔÉÏÎ ÁÔ ÔÈÅ ÅÍÐÌÏÙÅÅȭÓ ÆÉÎÁÌ 

rate of pay.  Compensatory time is accrued only on hours physically worked unless collectively 

bargained otherwise.  

 

Exempt employees may be granted paid compensatory time at the discretion of their supervisor.  This 

compensatory time may not be cashed out upon termination. 

Report ing Time  

Non-exempt staff members are requir ed to report accurately all work hours, as well as paid time 

away from work in the College time entr y system. Non-exempt staff members are encouraged to 

submit each daÙȭs hours on a daily basis, but are required to report their time no less than semi-

monthly.   Exempt staff members must accurately report all paid time away from work on a semi-

monthly  basis. Supervi sors must approve all time report ed by their direct report s in the Collegeȭs 

time entr y system.  Late entry of time will result in pay being issued the following pay period. 

Anyone falsifyi ng the reporti ng of time worked or paid time away from work is subject to 

corr ective action, up to and including termination of College employment. 
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Meal Per iods 

 
Meal peri ods for non-exempt staff members are unpaid and range from a minimum of 30 

minutes to a maximum of one hour. However, for cert ain staff members who are requir ed to 

remain on duty or on call through the lunch peri od, the lunch peri od is part of the paid work 

shift . Staff members are not allowed to short en or eliminate scheduled lunch peri ods to alter 

the beginning or ending of a workday. In a work peri od of 7.5 hours or more, a meal peri od of 

at least 30 minutes must be provided and taken before the end of five hours of work. 

 

Re s t Per iods 
 

In work situations where staff members are free to move about and visit restr ooms from time 

to time, formal rest peri ods are not designated. Therefore, many depart ments do not have 

formal rest breaks. However, staff members who are substantially bound to one work site and 

to continuous tasks with limited freedom to move about should have a specifi c rest break each 

half- day and staff members who work at least four but less than seven hours per day are 

eligible for one such rest break per day. 

 
Rest breaks are paid and do not exceed 15 minutes and may not be accumulated or used to 

short en the beginning or ending of a workday.  Rest breaks are scheduled at the discretion of 

the supervisor. 

 

Pay Dates 

All employees are paid semi-monthly on the 15th (or last preceding workday if the 15th falls on a 

weekend or holiday) and on the last working day of the month.  Hourly employees are paid for time 

worked in the previous pay period; i.e., work 9/15 ɀ 9/30, payroll processing 10/1 ɀ 10/14, pay 

10/15.  4ÈÅ #ÏÌÌÅÇÅȭÓ ÎÏÒÍÁÌ ×ÏÒË ×ÅÅË ÂÅÇÉÎÓ ÁÔ ρ2:01 a.m. on Sunday and ends at midnight on 

Saturday. 

 

Student employees on federal, state work study, and tutors are paid monthly on the 15th of the month.  

 

Time records for hourly employees are due in the Human Resources office no later than 3 working days after the 

end of the pay period (the 15th or last working day of the month.) The payroll schedule is published on the HR 

website.   The time record must be completed with a correct budget code and approved by both the employee 

and the supervisor.  Late submission of time records will result in pay being issued the subsequent pay period.  
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Di r e c t Deposit 
 

Dir ect deposit is the standard method of paying staff through the Collegeȭs payroll system. Staff 

members who elect dir ect deposit wil l have their pay deposited into their bank account on pay 

day, even if a staff member is absent from work or inclement weather closures.  Staff members 

with dir ect deposit are able to spli t their paycheck between multi ple bank accounts. 

 

Individual paycheck a nd  t ax  docu m ents  can be viewed online and pri nted through the ADP 

Workforce Now Port al. 

Exempt Pay Deduct ions 
 

Staff members in positi ons classifi ed as Ȱexemptȱ in accordance with the Fair Labor Standards 

Act (FLSA) receive a monthly salary that does not vary based on the amount or qualit y of 

work performed and does not vary between pay periods. However, the FLSA identifi es several 

situations where it is appropri ate to deduct from an exempt staff membersȭ pay; these 

situations are: 

Ɇ    Absences for one or more full days for personal reasons, other than sickness or disabilit y 

Ɇ Absences for one or more full days due to sickness or disabilit y if deductions are made 

under a bona fide plan, policy or practice of providing wage-replacement  benefit s for these 

types of absences 

Ɇ Unpaid disciplinary leaves or suspensions of one or more full days imposed in good 

faith for violations of seri ous workplace conduct rules 

Ɇ    Full or parti al day absences for a Family and Medical Leave Act (FMLA) qualifyi ng absence 

Ɇ    Parti al week worked duri ng the first or last week of the staff membeÒȭs employment, and 

Ɇ    Penalti es imposed in good faith for violati ng safety rules of Ȱmajor significance.ȱ 

 

Garnishment of Wages 

4ÈÅ #ÏÌÌÅÇÅ ÓÈÁÌÌ ÇÁÒÎÉÓÈ ÁÎ ÅÍÐÌÏÙÅÅȭÓ ×ÁÇÅÓ ÉÎ ÁÃÃÏÒÄÁÎÃÅ ×ÉÔÈ ÔÈÅ ÌÁ×Ȣ   
 

Travel 
Expenses 

Employees will be advanced or reimbursed for authorized College related expenses and travel in 

accordance with the College Business Office Procedures.  Travel must be a minimum of 15 miles 

from the principle place of employment utilizing the most efficient cost-efficient manner possible, 

i.e. travel out of state in a private car cannot exceed the cost of a commercial flight.  Reimbursement 

will be made based on the least expensive form of travel taking into consideration the travel time to 

reach the destination.   

 

The President may authorize travel reimbursement for the following purposes: 

Á To fulfill teaching obligations away from the College 

Á To transact business of the College, such as fulfilling a contract with other educational 

agencies, contacting community and governmental groups, and travel to another College 

site. 

Á To attend educational and professional meetings 

Á To travel with student groups for student activities or classes 

Á Any other travel the President believes to be in the best interest of the College. 
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Non-Employee Travel 

Non-college employees, who are called upon to contribute time and service as consultants or 

advisors, may have travel expenses reimbursed as authorized by the President.   

 

Vehicles 

College owned vehicles will be used for authorized travel as available.  When one is not available, 

reimbursement for travel in a private vehicle will be made.  The College is not responsible for any 

damages that may occur to a private vehicle while traveling on College business.   

 

Motor Pool 

 

The FVCC Motor Pool includes six vehicles that are available for official college business: two cars, two 

mini-vans, and two 15-passenger buses.   Forms to reserve vehicles can be obtained from Don Skare in 

Business Services.  Faculty members driving vehicles need to complete the form for each reservation and 

ÍÕÓÔ ÈÁÖÅ Á ÐÈÏÔÏÃÏÐÙ ÏÆ ÈÅÒȾÈÅÒ ÃÕÒÒÅÎÔ ÄÒÉÖÅÒȭÓ ÌÉÃÅÎÓÅ ÏÎ ÆÉÌÅ ÉÎ "ÕÓÉÎÅÓÓ 3ÅÒÖÉÃÅÓȢ  Smoking is not 

permitted in college vehicles. 

  

Employees driving vehicles need: 

Ɇ 0ÈÏÔÏÃÏÐÙ ÏÆ ÃÕÒÒÅÎÔ ÄÒÉÖÅÒȭs license for all vehicle use on file in Business Services 

Ɇ 3ÉÇÎÅÄ 3ÁÆÅÔÙ !×ÁÒÅÎÅÓÓ &ÏÒÍȠ ÁÎÄ ÃÏÍÐÌÅÔÉÏÎ ÏÆ 6ÁÎ $ÒÉÖÅÒȭÓ 3ÁÆÅÔÙ #ÌÁÓÓ ÏÆÆÅÒÅÄ ÂÙ ÔÈÅ "ÕÓÉÎÅÓÓ 

Office for 15-passenger van use 

Ɇ #ÏÍÍÅÒÃÉÁÌ ÄÒÉÖÅÒȭÓ ÌÉÃÅÎÓÅ ɉ#$,Ɋ ÆÏÒ ÂÕÓ ÕÓÅ 

 

At the Lincoln County Campus, vehicles are reserved through Continuing Education. 

 
 

Required Staf f  In format ion 
 

Staff members are requir ed to maintain their home addresses and telephone numbers in the 

ADP Workforce Now  System.  These phone numbers wil l be used for any emergency or 

disaster notifi cations at the College.  Staff members must also include a  contact, whether a 

family member or fri end, who could be contacted in case of an emergency.  Staff members may 

indicate if  they do not wish this information to be shared.  

 
A change of name, marit al status, or tax withholding should be report ed to the Office of Human 

Resources. Name changes must be accompanied by a copy of the Social Securit y card beari ng 

the new name to be used in the payroll system. 

 

It is import ant to notif y the Office of Human Resources of any change in family circumstances 

that wil l affect those who are covered by or who are beneficiari es of the staff membeÒȭs 

benefit s and retir ement plans. For retir ement plans, staff members must notif y the providers 

dir ectly.   
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9.  WO R K /  L I F E RESOURCES 
 

The College offers a number of resources ɀ including an  on  campus  Child Care, Wellness Program, Tuition 

Waivers and other services ɀ to help staff members maintain a better integration between their work and 

personal lives. 
 
 
 

Chi ld Care 
Staff members may use the Early Childhood Center (ECC) on campus for childcare. The ECC accepts 

children ages six-weeks old to six-years old.  The program is based on developmentally appropriate 

practices that meet the needs of each individual child.  Full-day and half-day programs are available 

based upon space and registration limitations.   

 

Notary Services 

Business Services, Admissions, and the Continuing Education department provide notary services 

for work -related documents.   

 

F lex ible Work Arrangements 
 

Flathead Valley Community College recognizes that staff members may face competing demands 

from their work and personal lives and support s alternative work arr angements where possible. 

Flexible work arr angements are a key component of work/lif e effectiveness and a source of many 

added benefit s, such as improved productivity , enhanced staff engagement, and opport uniti es for 

cross tr aining. 

 

An import ant consideration in setti ng up a flexible work arr angement is determining how the 

work wil l be completed. Although personal needs are a factor in any such arr angement, 

College/depart ment requirements remain the primary consideration. 

 

The approval or denial of a request for a flexible work arr angement is at the supervisoÒȭs 

discretion. Schedules may be adjusted duri ng holiday weeks.  Any non-exempt staff membeÒȭs 

flexible work schedule cannot exceed 40 hours for any workweek even if the other week of the 

pay peri od has fewer hours.  The hours scheduled for work must not exceed those hours budgeted 

for the positio n.   

 

!Î ÅÍÐÌÏÙÅÅȭÓ ×ÏÒË ÓÃÈÅÄÕÌÅ ÍÕÓÔ ÍÅÅÔ ÏÐÅÒÁÔÉÏÎÁÌ ÎÅÅÄÓȟ ÍÕÓÔ ÂÅ ÁÇÒÅÅÄ ÔÏ ÉÎ ÁÄÖÁÎÃÅȟ ÔÈÅ 

scheduling cannot interrupt services, and the corresponding number of hours off can be granted for 

the same time period.   
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Examples of flexible scheduling with this policy include a schedule in which a staff member works 

four days of 10 hours each for a total of 40 hours in the week. When a staff member uses vacation, 

floating holiday, or sick time, the amount of paid time away from work used is equal to the 

scheduled work hours for that day.   

 

College Library Privileges 

Staff members of the College are granted library borr owing pr ivil eges w i th  a n  a u tho r i z ed  

l i b ra ry  ca r d .   

Cultural and Recreational Opportunities 

The College offers many cultural and recreational opport uniti es to staff members. It is known for 

the qualit y of its theater and music programs, which staff members may attend at modest cost.  

4ÈÅ #ÕÌÉÎÁÒÙ 0ÒÏÇÒÁÍ ÏÆÆÅÒÓ #ÈÅÆȭÓ 4ÁÂÌÅÓ ÁÎÄ ÔÈÅ ÃÁÍÐÕÓ ÈÁÓ Á ÎÁÔÉÏÎÁÌÌÙ ÒÅÎÏ×ÎÅÄ Logger 

Sports team.   

College Council 

As part of Flathead Valley Community Collegeȭs charter, the College Council , provides servi ce to 

the College community by advising College leaders on the opinions, concerns, and experi ences of 

its staff. This takes place in monthly meetings with the President and other College 

administrators. Members are regular full-time or part - time staff in good standing.  Service on 

College Council is subject to supervisory approval.   

 

Copies and Document Retrieval 

Copies of documents may be provided at a cost of .25 cents per page and the hourly rate of pay for the 

employee providing the service.  Proper identification and advance notice must be provided in writing 

to the Office of Human Resources.  Documents will not be released until proof of identity, written 

authorization to release the records, and payment has been received.    

 

Telephone/Staff Directory 

The directory for faculty and staff can be found online at www.fvcc.edu/directory  

 

 
 

http://www.fvcc.edu/directory
http://www.fvcc.edu/directory
http://www.fvcc.edu/directory
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Phone Directory  

General Information: 406-756-3822  
FAX: 406-756-3815 

Kalispell 
Admissions (BH 111) 3846 
Intramurals (BH 155) 3893 
Bookstore (BH 164) 3814 
Business Services (BH 132) 3831 
Chemical Hygiene & Instr. Safety (RH 107) 3967 
Clouse, Chris (BC 126-B) Division Director 4326 
Computer Lab (BSS 137) 3930 
Continuing Education (AT 215) 3832 
Counselors (LRC 129) 3880 
Crawford, Malinda (LRC 118) Media Center 3828 
Disability Support Services (LRC 129) 3881 
%ÁÇÌÅȭÓ .ÅÓÔ ɉ"( ρυωɊ 3920 
Early Childhood Center (ECC) 3991 
Educational Services (BH 134) 3813  
Eldredge, Brad (BH 138) VP of Instruction 3619 
Fabel, Cathy (BC 102) Nursing Program Asst. 3385 
Financial Aid (BH 111) 3849 
Hanson, Brenda (BH 114) Dean of Students 3812 
Hickethier, Don (RH 143) Division Chair 3877 
Human Resources (BH 151)   3804 or 3960 
Jaeger, Lowell (AT 231) Division Chair 3907 
Marlyn James (BSS 3869) Division Chair (BSS 123) 3869 
Jense, Emily (BH 136) 3811 
Kelly, Sue (AT 226) 3813 
Kujala, Samantha (BC 126) Faculty Rel.  Spec. 4364 
Language Arts Lab (LRC 147) 3891 
Learning Center (Testing, Accommodations, Advising) 
     (LRC 129  )3880 
Library (LRC 102)  3479 
Long, Kris (BC 126-D) Division Chair 3901 
Math Lab (LRC 148) 3892 
Media Center (LRC 117) 3828 
Mercury-News Room (Annex 183) 3917 
Physical Plant (OT 123) (Emergency #: 212-3066) 3872 
Pippin, Calvin (BH 158) Custodial 471-8700 
Placement Office (LRC 130) 3900 
Public Information (BH 103) 3912 
Rauscher, Dawn (BSS 105) Division Chair 3861 
Registration (BH 115) 3851 
Reynolds, Toni (OT 132) 3604 
Ridenour, Myrna (BC 102 A) Director, Nursing 3997 
Schutter, Tressa (Copy Room) 3358 
Service Learning (BH 154)  3908 
Settle, Melanie (Annex 180) 3809 
Student Organizations (BH 160) 3981 
Student Services (BH 111) 3852 
Transfer Advisor (LRC 129) 3887 
Veterans Affairs (LRC 111) 3982 

Wade, Pete (OT 108) Director, Career Tech Ed. 3968 
Writing Lab (LRC 147) 3891 
 

Adjunct Faculty Offices  
AT 232 x3383 
BC 124 x4323, x4324, x4325 
BSS 142                   x3926 
LRC 109 x3630 
LRC 142 x3928 
RH 165 x3879 
RH 175                                                                      x4375, x4376 
  

Courtesy Phones 
BH Foyer x3608  
BSS Foyer x3607 
LRC Foyer x3609 
RH Foyer x3736 
 

Teleconference Calls  
BH 140 x3931 
BSS 132 755-1033 
BSS 133 x3497 
LRC 134 x3927 

 

Lincoln County Campus  
225 Commerce Way, Libby, MT 59923 
406-293-2721, Toll Free 1-877-443-5741 
FAX NUMBER:  406-293-5112, e-mail: lccinfo@fvcc.edu 

 

Lincoln County Campus 
Bookstore 221 
Front Counter Extra phone/bookstore 237 
Front Counter SS Student Services 224 
Help Desk (LCC)                                                   877-443-5741  
D2L (Canada 24/7)                                             877-325-7778  
Faculty Office 238 
Copy Room 231 
Conf. Room (Pat) Portable ITV 253 
ITV Room  # 214 226 
ITV Room  # 215 222 
Debbie Huisentruit Student Services 223 
Janet Haines Business Services 225 
Jan Meadows Continuing Education/GED 235 
Christine See-Evans ARC Lab/Tutor 232 
Chris Erskine Receptionist/Online Resources 221 
Chad Shilling Business Instructor 233 
Dorothy Hintz English Instructor 234 
Jerry Wandler Adult Basic Education/GED 229 
Margie Munts Adult Basic Education/GED 227 
Jerry Boltz Welding Instructor 238 
David McGuire Custodian/Maintenance 230 
Lobby  255
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Academic Calendar Fall Semester 2015  

August 7 (F) 
Tuition Due: Early Registered 
Students 

Aug 10-Aug 26** 
General Registration: Running Start 
Students 

Aug 11-Aug 26 
General Registration: New and 
Returning Students 

August 19-21 (W-F) Pick up Reserved Textbooks 

August 20 (Th) 
Fall 2015 Admission Deadline (All 
admission requirements must be 
submitted by this deadline.) 

August 24 (M) 
College In-service (College and ECC 
Closed) 

August 25 (T) ECC Closed 

August 27 (Th) Semester Begins 

September 2 (W) 
Last Day to Register or Add Full-
Semester Classes without Instructor's 
Signature 

September 7 (M) 
Labor Day Holiday (College & ECC 
Closed) 

September 8* (T) 
Last Day to Return Textbooks for a 
Full Refund in College Bookstore 

September 10 (Th) 
Last Day to Add Full-Semester Classes 
(Instructor's Permission Required) 

September 10 (Th) 
Last Day to Drop Full-Semester 
Classes and Receive a Partial Refund 

September 17 (Th) 
Last Day to Drop Full-Semester 
Classes without a "W" grade recorded 

October 12 (M) Columbus Day (Classes Will Meet) 

October 16 (F) ECC Closed 

November 11 (W) Veterans Day (Classes Will Meet) 

November 13 (F) Graduation Applications Due 

November 18 (W) 
College for a Day (No Classes between 
8:00 a.m. and 4:50 p.m.; College & ECC 
Open) 

November 19 (Th) 
Last Day to Drop or Request/Rescind 
an Audit Grade for Full-Semester 
Classes 

November 20 (F) 
Early Online Registration Begins, 
Spring 2016: Limited Student Access 

November 20 (F) 
Early Registration Begins, Spring 
2016: Sophomores 

November 23 (M) 
Early Registration Begins, Spring 
2016: Returning Students 

November 26, 27 (Th, 
F) 

Thanksgiving Holiday (No Classes; 
College & ECC Closed) 

December 1 (T) 
Early Registration Begins, Spring 
2016: New Students 

December 8** (T) 
Early Registration Begins, Spring 
2016: Running Start Students 

December 10-11, 14-
17* 

Textbook Sell Back in College 
Bookstore 

December 14-17 Finals 

December 17 (Th) Textbook Rentals Due in Bookstore 

December 17 (Th) Semester Ends 

Dec 24-Jan 1 
Semester Break (College & ECC 
Closed) 

Academic Calendar Spring Semester 2016  

January 4 (M) 
General Registration Begins: All 
Students 

January 4-15 Interim Session 

January 7 (Th) 
Tuition Due: Early Registered 
Students 

January 13-15 (W-F) Pick up Reserved Textbooks 

January 18 (M) 
Martin Luther King Day Holiday 
(College & ECC Closed) 

January 19 (T) 
College In-service (College Closed 
from 8 - 10 a.m.; ECC Open) 

January 21 (Th) Semester Begins 

January 27 (W) 
Last Day to Register or Add Full-
Semester Classes without 
Instructor's Signature 

February 3* (W) 
Last Day to Return Textbooks for a 
Full Refund in College Bookstore 

February 4 (Th) 
Last Day to Add Full-Semester 
Classes (Instructor's Permission 
Required) 

February 4 (Th) 
Last Day to Drop Full-Semester 
Classes and Receive a Partial Refund 

February 10 (W) 
Last Day to Drop Full-Semester 
Classes without a "W" grade 
recorded 

February 15 (M) 
Presidents' Day Holiday (No Classes; 
College & ECC Closed) 

February 26 (F) Graduation Applications Due 

March 28-April 1 (M-F) Spring Break (No Classes) 

April 5 (T)  
Early Online Registration Begins, 
Summer 2016: Limited Student 
Access 

April 5 (T)  
Early Registration Begins, Summer 
2016: New and Returning Students 

April 15 (F) 
Last Day to Drop or Request/Rescind 
an Audit Grade for Full Semester 
Classes 

April 18 (M)  
Early Online Registration Begins, Fall 
2016: Limited Student Access 

April 18 (M)  
Early Registration Begins, Fall 2016: 
Sophomores 

April 19 (T)  
Early Registration Begins, Fall 2016: 
Returning Students 

April 27 (W)**  
Early Registration Begins, Summer 
2016: Running Start Students 

May 12-13,16-19 
Textbook Sell Back in College 
Bookstore 

May 16-19 (M-Th) Finals 

May 19 (Th) Textbook Rentals Due in Bookstore 

May 19 (Th) Semester Ends 

May 20 (F) Commencement 

July 14 (Th) 
Spring 2016 Admission Deadline (All 
admission requirements must be 
submitted by this deadline.)  
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Academic Calendar Summer Semester 2016  

May 24 (T) 

Summer 2016 Admission Deadline 
for Sessions A & B (All admission 
requirements must be submitted by 
this deadline.  

May 26-27 (Th, F) 
Pick up Reserved Textbooks for 
Sessions A and B 

May 27 (F) 
Tuition Due: Early Registered 
Students 

May 30 (M) 
Memorial Day Holiday (College & 
ECC Closed) 

May 31-July 1 Session A 
May 31-August 5 Session B 

June 2* (Th) 
Last Day to Return Textbooks with 
receipt for a Full Refund in College 
Bookstore for Session A and B 

June 6 (M) 
Last Day to Register or Add Full-
Semester Classes without 
Instructor's Signature--Session B 

June 14 (T) 
Last Day to Add Full-Semester 
Classes (Instructor's Permission 
Required)--Session B 

June 14 (T) 
Last Day to Drop-Full Semester 
Classes and Receive a Refund--
Session B (See Refund Schedule) 

June 14 (T) 
Last Day to Drop-Full Semester 
Classes without a "W" grade 
recorded--Session B 

July 4 (M) 
Fourth of July Holiday Observed 
(College & ECC Closed) 

July 5-August 5 Session C 

July 6* (W) 
Last Day to Return Textbooks with 
Receipt for a Full Refund in College 
Bookstore--Session C Only 

July 18 (M) Graduation Applications Due 

July 20 (W) 

Last Day to Drop Classes or 
Request/ Rescind an Audit Grade 
for Full -Semester Classes--Session 
B 

August 3-5* (W-F) 
Textbook Sell Back in College 
Bookstore 

August 5 (F) 
Textbook Rentals Due in College 
Bookstore by 3:00 p.m. 

August 5 (F) Semester Ends 

 
 
 
 
 
 
 
 

 
Adjunct Faculty  
 

Collaborative Evaluation 
 

 Adjunct faculty on the Kalispell campus are observed 
and evaluated on a rotation basis by Division Directors 
or their designees.  On the Libby campus, adjunct 
faculty are evaluated by the LCC Director. New adjunct 
faculty will be evaluated during their first semester of 
teaching.  To review the process, a copy of the Adjunct 
Evaluation Packet can be obtained from your division 
office.   

Student evaluations are completed every semester.  
Adjunct faculty will be provided instructions on this 
online process. 

 
Offices 

 On the Kalispell campus, the following offices are 
available for use by adjunct faculty:  

 
 Ɇ  !4 ςσς  
 Ɇ  "# ρςτ 
 Ɇ  "33 ρτς 
 Ɇ  ,2# ρπω ÁÎÄ ,2# ρτς  
 Ɇ  2( ρφυ ÁÎÄ 2( ρχυ 
 

 LCC adjunct faculty offices are located in rooms 201 
and 203.   

     
 The adjunct faculty offices in each instructional 
building will be equipped with keys and/or 
combination locks.  Combination codes are available 
from division offices. 
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"ÏÁÒÄ ÏÆ 2ÅÇÅÎÔÓȭ 0ÏÌÉÃÉÅÓ 
 

Common Values for Grade Point Average Calculations 
 
     4ÈÅ -ÏÎÔÁÎÁ "ÏÁÒÄ ÏÆ 2ÅÇÅÎÔÓȭ 0ÏÌÉÃÙ σπρȢυȢσȟ ×ÈÉÃÈ ×ÁÓ ÁÄÏÐÔÅÄ ÂÙ ÔÈÅ "ÏÁÒÄ ÁÔ ÉÔÓ -ÁÙ ςππυ ÍÅÅÔÉÎÇȟ ÅÓÔÁÂÌÉÓÈÅÓ 
minimum grade standards for the Montana University System.  One of those standards requires that all campuses (including 
the community coÌÌÅÇÅÓɊ ÃÁÌÃÕÌÁÔÅ Á ÓÔÕÄÅÎÔȭÓ ÇÒÁÄÅ ÐÏÉÎÔ ÁÖÅÒÁÇÅ ÕÓÉÎÇ ÃÏÍÍÏÎ ×ÅÉÇÈÔÓ ÏÒ ÖÁÌÕÅ ÐÏÉÎÔÓ ÆÏÒ ÓÉÍÉÌÁÒ ÇÒÁÄÅÓȢ  
The following values will be used to determine grade point averages in the MUS effective Fall Semester 2005: 
 
 A  = 4.0 
 A- = 3.7 
 B+ = 3.3 
 B  = 3.0 
 B- = 2.7 
 C+ = 2.3 
 

Minimum Course Grades 
 
 0ÅÒ -ÏÎÔÁÎÁ "ÏÁÒÄ ÏÆ 2ÅÇÅÎÔÓȭ 0ÏÌÉÃÙ σπρȢυȢσȟ ÅÆÆÅÃÔÉÖÅ &ÁÌÌ 3ÅÍÅÓÔÅÒ ςππυ ÁÌÌ ÎÅ× ÁÎÄ ÒÅÁÄÍÉÔÔÅÄ ÓÔÕÄÅÎÔÓ ÔÏ ÔÈÅ -53 ÁÎÄ 
the three community colleges must earn the following minimum grades in order to demonstrate their competency and 
preparation: 
 1. ! Ȱ$-ȱ ÏÒ ÂÅÔÔÅÒ ÉÎ ÁÌÌ ÃÌÁÓÓÅÓ ÔÈÁÔ ÁÒÅ ÕÓÅÄ ÁÓ ÁÎ ÅÌÅÃÔÉÖÅ ÉÎ ÁÎ ÁÓÓÏÃÉÁÔÅ ÏÒ ÂÁÃÃÁÌÁÕÒÅÁÔÅ ÄÅÇÒÅÅ ÐÒÏÇÒÁÍȠ 
 2. ! Ȱ#-ȱ ÏÒ ÂÅÔÔÅÒ ÉÎ ÁÌÌ ÃÌÁÓÓÅÓ ÔÈÁÔ ÁÒÅ ÕÓÅÄ ÔÏ ÓÁÔÉÓÆÙ Á ÇÅÎÅÒÁÌ ÅÄÕÃÁÔÉÏÎ ÒÅÑÕÉÒÅÍÅÎÔȠ 
 3. A Ȱ#-ȱ ÏÒ ÂÅÔÔÅÒ ÉÎ ÁÌÌ ÃÌÁÓÓÅÓ ÔÈÁÔ ÁÒÅ ÕÓÅÄ ÔÏ 
 satisfy the pre-requisites or required courses in  
 major, minor, option, or certificate. *3ÅÌÅÃÔ ÐÒÏÇÒÁÍÓ ÒÅÑÕÉÒÅ ÈÉÇÈÅÒ ÔÈÁÎ Á Ȱ#-Ȣȱ 

 

Outdated Course Work 
  

In evaluating coursework from postsecondary institutions, the campuses within the Montana University System will: 
 
 1.  Guarantee that any postsecondary coursework taken within five (5) years of being admitted or readmitted to the 

campus will be included in the transfer analysis of specific required classes in a major, minor, option or certificate;  
 
 2.  Guarantee that any postsecondary coursework  taken within fifteen (15) years of being admitted  
  or readmitted to the campus will be included in the transfer analysis of general education coursework; and 
 
 3.  Guarantee that any postsecondary coursework taken within 15 years of being admitted or readmitted to the 
  campus will be included in the transfer analysis of elective coursework. 
  
Coursework that falls outside these guarantee periods may be included in the evaluation, at the discretion of the individual 
campuses. Since it is a discretionary decision, it cannot be challenged by students.
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
Campus Hours 
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On the Kalispell campus, classes are held from 7:00 a.m. to 
10:00 p.m., Monday through Thursday, and until 5:00 p.m. 
Friday. 
 

On the Lincoln County campus, classes are held from 8:00 
a.m. to 9:00 p.m., Monday through Thursday, and until 
4:00 p.m. on Friday. Saturday classes vary throughout the 
academic year.  
 

The campuses are closed on Sunday. Evening hours may 
vary due to holidays, breaks, etc. 
 
Admissions/Registration  
Monday ɀ Friday 8:00 a.m. ɀ 5:00 p.m. 
 
Bookstore  
Monday ɀ Thursday 7:30 a.m. ɀ 6:00 p.m. 
Friday 7:30 a.m.ɀ5:00 p.m. 
 
Business Services 
Monday ɀ Friday 8:00 a.m. ɀ 5:00 p.m. 
(Closed Wednesdays from 8:00 - 9:30 a.m.) 
 
Career Center 
Monday ɀ Friday 8:00 a.m. ɀ 5:00 p.m. 
 
Coffee Shop (Blake Hall)  
Monday ɀ Thursday 7:30 a.m. ɀ 5:00 p.m. 
Friday 7:30 a.m.ɀ3:00 p.m. 
 
Coffee Cart (Arts & Technology Bldg.)  
Monday ɀ Friday 7:30 a.m. ɀ 12:00 p.m. 
 
Computer Labs  
Monday ɀ Thursday 7:00 a.m. ɀ 9:30 p.m. 
Friday 7:00 a.m. ɀ 6:30 p.m. 
Saturday 8:30 a.m. ɀ 3:30 p.m. 
 
Division Offices (AT 226, BC 126, BC 102, OT 132) 
Monday - Friday 8:00 a.m. ɀ 5:00 p.m. 
 
%ÁÇÌÅȭÓ .ÅÓt Cafeteria  
Monday ɀ Friday 7:30 a.m. ɀ 2:30 p.m. 
Breakfast, lunch, and snacks 
 
Educational Services  
Monday ɀ Thursday 8:00 a.m. ɀ 5:00 p.m. 
Friday 8:00 a.m. ɀ 4:00 p.m. 
 
Financial Aid  
Monday ɀ Thursday 8:00 a.m. ɀ 5:00 p.m. 
Friday 12:00 - 5:00 p.m. 
 
Foundational Math Center  
Monday ɀ Thursday 8:00 a.m. ɀ 6:00 p.m. 
Friday 8:00 a.m. ɀ 4:00 p.m. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
Human Resources 
Monday ɀ Friday 8:00 a.m. ɀ 5:00 p.m. 
 
Information Desk  
Monday ɀ Thursday 8:00 a.m. ɀ 6:00 p.m. 
Friday 8:00 a.m. ɀ 5:00 p.m. 
 
Learning Center  
Monday ɀ Friday 8:00 a.m. ɀ 5:00 p.m. 
 
Library  
Monday ɀ Thursday 8:00 a.m. ɀ 8:00 p.m. 
Friday 8:00 a.m. ɀ 5:00 p.m. 
Saturday 9:00 a.m. ɀ 3:00 p.m. 
 
Math Lab 
Monday ɀ Friday 8:00 a.m. ɀ 5:00 p.m. 
 
Media Center  
Monday ɀ Thursday 8:00 a.m. ɀ 7:00 p.m. 
Friday 8:00 a.m. ɀ 4:00 p.m. 
 
Photocopy Center/Mail Room  
Monday ɀ Friday 7:30 a.m. ɀ 5:00 p.m. 
 
0ÒÅÓÉÄÅÎÔȭÓ /ÆÆÉÃÅ 
Monday ɀ Friday 8:00 a.m. ɀ 5:00 p.m. 
 
Language Arts Lab 
Monday-Thursday 8:00 a.m. ɀ 5:00 p.m. 
Friday 8:00 a.m. ɀ 3:30 p.m. 
 
Office of Institutional Advancement  
Monday ɀ Friday 8:00 a.m. ɀ 5:00 p.m. 
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Classroom Information 
 
Attendance 

Although the college expects all students to attend all sessions of their classes, faculty shall establish their own 
attendance and class makeup policies for courses taught by them.  Faculty will distribute course outlines describing 
their expectations at the beginning of the course. 

 
Guest Speakers 
 If guest speakers or resource persons are utilized no commitments for compensation for services 
 may be made without prior approval from the ÆÁÃÕÌÔÙ ÍÅÍÂÅÒȭÓ ÓÕÐÅÒÖÉÓÏÒȢ 
 
Classroom and Schedule Changes 
 .Ï ÃÌÁÓÓ ÍÅÅÔÉÎÇ ÔÉÍÅ ÏÒ ÐÌÁÃÅ ÉÓ ÔÏ ÂÅ ÃÈÁÎÇÅÄ ×ÉÔÈÏÕÔ ÁÐÐÒÏÖÁÌ ÆÒÏÍ ÔÈÅ ÆÁÃÕÌÔÙ ÍÅÍÂÅÒȭÓ  
 supervisor at the Kalispell campus or the Division Director at the LCC campus. 
 
Classroom Visitors 
 Classroom visitors are defined as any individuals sitting in on a class for which they have not 
 registered.  Instructors may allow visits to one or two class sessions at their own discretion.  For 
 more than two visits by the same individual, the written approval of the Vice President of  
 Instruction and Student Services is required. 

Course Syllabus 

The course syllabus serves as a contract between the instructor and the students.  Each semester, the syllabus for every 
offered course must be reviewed and updated.   Submit syllabi electronically to your division office by the end of the 
first week of class.  The syllabus should be given to students at the first class meeting and should be thoroughly 
discussed.  All faculty are strongly encouraged to use the syllabus template available at on the FVCC website at 
http://www.fvcc.edu/faculty -and-staff/faculty -staff-resources/teaching-excellence-center/resources-for-faculty.html   

 
Exchange of Student Phone Numbers 
 $ÕÅ ÔÏ ÐÒÉÖÁÃÙ ÉÓÓÕÅÓȟ &6## ÆÁÃÕÌÔÙ ÁÎÄ ÓÔÁÆÆ ÁÒÅ ÕÎÁÂÌÅ ÔÏ ÒÅÌÅÁÓÅ ÓÔÕÄÅÎÔÓȭ ÐÈÏÎÅ ÎÕÍÂÅÒÓ ÔÏ ÏÔÈÅÒ ÓÔÕÄÅÎÔÓȢ   
 If you require students to work together on group projects and they need to communicate with one another,  
 make sure these students exchange phone numbers and/or email addresses during your class.  An alternative  
 approach is to utilize the online learning management system D2L to manage group work.   
 
Maintenance    
 All faculty members are requested to assist in classroom organization.  If furniture is moved in a classroom, it must 

be returned to the original configuration at the end of class. Classrooms should be left clean.  College policy 
prohibits  smoking in the classrooms, labs or shops.   

 
NOTE: Please provide Admissions and Records with the names of students who are still registered and not 
attending class (No - Shows).  Staff will make every effort to contact students immediately to encourage them 
to remain in college.  Your assistance is essential to this process.  Requirements for students receiving V.A. 
educational benefits are somewhat different.  The V.A. requires that students attend classes regularly.  The 
Veteran Affairs office sends out progress reports three times each fall and spring semester and once during 
summer semester.  It is very important that you respond to their request for information.  
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College Property 
 
College property may only be removed from the campus for college-related work and with the written 
permission of the Vice President of Instruction and Student Services or the President.  Such approvals shall be 
granted for a specific period of time and purpose and shall be reported to the Business Office for use in 
determining insurance adjustments and inventory control. 

 
Committees 
 

Adjunct Faculty Committees 
 
     Adjunct faculty members have an opportunity to participate on a variety of committees at the college including: 
 Ɇ College Council 
 Ɇ Safety Committee 
 Ɇ &ÁÃÕÌÔÙ 3ÅÎÁÔÅ 
 
Full-time Faculty Committees 
 

Full-time faculty members have an opportunity to participate on a variety of committees at the college including 
 
       Ɇ Admissions Review Committee 
 Ɇ "ÏÁÒÄ 2ÅÐÒÅÓÅÎÔÁÔÉÖÅ ɉ3ÅÎÁÔÅɊ 
 Ɇ "ÕÄÇÅÔ #ÏÍÍÉÔÔÅÅ 
 Ɇ #ÁÍÐÕÓ !ÒÔ #ÏÍÍÉÔÔÅÅ 
 Ɇ #ÏÌÌÅÇÅ #ÏÕÎÃÉÌ 
 Ɇ Developmental Education Core Theme 
 Ɇ E-Learning Committee 
 Ɇ 'ÅÎÅÒÁÌ %ÄÕÃÁÔÉÏÎ 4ÅÁÍ 
 Ɇ 0Òofessional Development Committee 

 
      Ɇ 0ÒÏÇÒÁÍ 2ÅÖÉÅ× #ÏÍÍÉÔÔÅÅ 
 Ɇ Safety Committee 
 Ɇ 3ÃÈÏÌÁÒÓÈÉÐ #ÏÍÍÉÔÔÅÅ 
 Ɇ 3ÅÁÒÃÈ #ÏÍÍÉÔÔÅÅÓ 
 Ɇ 4ÅÎÕÒÅ 2ÅÖÉÅ× #ÏÍÍÉÔÔÅÅ 
 Ɇ Transfer Prep Core Theme 
 Ɇ United Way Committee 
 Ɇ 7ÅÌÌÎÅÓÓ #ÏÍÍÉÔÔÅÅ 
 Ɇ Workforce Prep Core Theme 

 
If you are interested in serving on any of these committees, contact the Faculty Senate President or Vice President. 
  
Other Committees 
 Ɇ Adjunct Professional Development Committee 
 Ɇ Wellness Committee 
 Ɇ Holiday Party Committee 
 Ɇ Eagle Award Committee 
 
 If you are interested in serving on any of these committees, contact the Faculty Senate President or Vice President. 
 
Curriculum Committee 
 
The Curriculum Committee establishes academic policies and procedures for the College, and approves all program 
and course proposals and revisions.  The committee meets monthly and membership includes the Vice President of 
Instruction and Student Services, the Division Chairs, a representative from the Learning Center, president and vice 
president of Faculty Senate, the Dean of Students, the Nursing Director, and the Career and Technical Education 
Director.  If you have questions about the Curriculum Committee, contact Emily Jense at x3811 or visit 
www.fvcc.edu/curriculumcommittee. 
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Copy Room and Mail Services   
(406) 756-3358, BH 134, copyroom@fvcc.edu  
 
Photocopy services are available at the Business Office service window in Blake Hall, Room 134. The copy room is 
open from 7:30 a.m. ɀ 5:00 p.m. Monday through Friday, EXCEPT 8:00 a.m. ɀ 9:30 a.m. every Wednesday. 
 
Business Services and the copy room are closed 8:00 a.m. ɀ 9:30 a.m. every Wednesday for a staff meeting.  
 
We suggest and appreciate a 24 hour advance notice to complete your copy requests. Should you need a request 
completed in less than 24 hours, please visit with the copy room attendant to see if your request can be completed 
sooner. 
 
Copy requests may be submitted via a Copy Request Form, found on the counter in the mail room, or via email to 
copyroom@fvcc.edu.  Emailed requests must include all necessary information, such as how many copies you need, 
when you need them, any special instructions (three-hole punch, staple, front to back, etc.), and the department 
you are affiliated with. Please indicate if your request is a test. If it is a test, it will be stored in the Educational 
Services locked file drawer in the mailroom. All other copy requests will be placed in your campus mailbox or 
storage cabinet. For best results, use the actual document as an attachment to your email. Again, please allow 24 
hours to complete your request. 
  
The email is checked first thing each morning, several times throughout the day, and before leaving at night. There 
are four people who receive these emails, so if someone is on vacation or ill, your copy request will still be completed. 
When the request is completed, we will reply to your email to let you know it is ready to be picked up. You can also 
call the copy room at (406) 756-3358 to make sure we received your request. 
  
For instances when you need last minute copies, we offer copy cards free of charge to staff and faculty. These cards are 
designed to work in the coin operated copy machines on campus. You can pick one up either through the copy room or 
the Business Office in $5, $10, or $20 increments. Cards used strictly for college purposes can be charged to your 
department. 
  
*If you have a copy request in the form of textbooks, magazines, or any other copyright items, please be aware that 
the copy room is unable to make copies of these items without written permission to copy the material from the 
publisher or author. If you are unsure about the copyright laws, please feel free to come in to the copy room and get a 
copy of Questions & Answers on Copyright for the Campus Community. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:copyroom@fvcc.edu
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Emergency Procedures 
 
Reporting an Emergency: 

1. When calling 9-1-1, give the following information as calmly and precisely as possible: 
¶ Your full name and the telephone number from which you are calling; 
¶ The nature and location of the emergency, including information regarding suspects, weapons, etc., as 

appropriate; 
¶ Your location ɀ the address or building, the room number, area or department;  
¶ What you know of the number of injured people and their injuries. 

2. Do not hang up until the person answering the call ends the conversation, as responders may need more 
information.  

3. Have someone contact the campus emergency coordinator at (406) 270-4555.  
4. If it  is safe to do so, designate someone to meet emergency personnel at the entrance to the building. 
5. Do your best to stay calm, assess the situation, and protect yourself.  
6. Get to a safe place (evacuate or secure-in-place) 

¶ Leave the building immediately if you hear an alarm, if requested by authorities, or if the building 
seems unsafe. 

¶ Do not enter an elevator in emergencies or attempt to force open elevator doors. 
¶ Warn others around you and assist them if trained to do so. 
¶ Do not expose yourself of others to risk by trying to save personal or college property. 
¶ As you move, be aware of things that could be damaged, unstable structures, or loose debris, exposed 

wires, chemical vapors or spills, smoke and other such hazards.  
 
Other important safely tips: 
¶ If possible, locate at least two emergency exits in your area; 
¶ )Æ ÉÔȭÓ ÄÁÒË ÁÎÄ ÙÏÕ ÈÁÖÅ Á ÆÌÁÓÈÌÉÇÈÔȟ ËÅÅÐ ÉÔ ÈÁÎÄÙȠ 
¶ Use the telephone only for emergency purposes. 

 

Other qualified college employees may be called for assistance or referral: 
¶ Vice President of Instruction and Student Services:  (406)756-3811 
¶ Command Team Coordinator: (406)756-3901 
¶ Director of Maintenance: (406) 212-3066, after hours (406) 890-0646 

 

The college employs no staff or public safety officers.  Police officers have the power to make arrests on viewing crimes 
or warrants of violation of state statutes, city and county ordinances, and will do so if necessary.  
 

Standard Emergency Procedures  
 
Medical Incidents 
¶ Call 911. 
¶ If trained, administer first aid. 
¶ At the earliest opportunity, call the campus emergency line at (406) 270-4555. 

 

Fire 
¶ Call 911. 
¶ If the fire is small, clear the area and, if trained, attempt to bring the fire under control with a fire extinguisher. 
¶ In add other cases, pull the fire alarm and clear the building. 
¶ At the earliest opportunity, call the campus emergency line at (406) 270-4555. 

 
Other Emergencies 
¶ If in doubt, always call 911  first.  
¶ In any case in which personal dangers may be present, protect yourself first. 
¶ At the earliest opportunity, call the campus emergency line at (406) 270-4555. 

 

NOTE:  One you have followed the procedural guidelines, immediately report all emergency calls, accidents, injuries or 
loss of college property to Steve Larson, Director of Physical Facilities at (406) 756-3821 or in Blake Hall room 122.  
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Faculty Absence 
  
Anticipated Absences 
Anticipated absences must be approved in advance by thÅ ÆÁÃÕÌÔÙ ÍÅÍÂÅÒȭÓ ÓÕÐÅÒÖÉÓÏÒ ÔÈÒÏÕÇÈ ÔÈÅ ÏÎÌÉÎÅ !$0 
process.  Contact HR for instructions on using the ADP website.   
 
Unexpected Absences 
In the event of illness or unexpected absence, contact your division office immediately so students can be notified.  
Please do not leave a message; instead, try calling the Division Director, the Division Chair, or another division office 
until you have spoken with someone who will make arrangements to contact students.  Report your absence on the 
ADP website as soon as you are able.  Contact HR for instructions on using the ADP website 
 
 

Faculty Support 
 

Supervision: 
All faculty have an immediate supervisor who is responsible for classroom observation and evaluation, approval of 
travel requests, and general faculty support. 
 
Full-time faculty report to the Vice President of Instruction and Student Services. 
Adjunct faculty report to one of four directors: 

¶ Chris Clouse: Director, Educational Services (Math, Science, Health Science, and Lincoln County Campus)   
¶ Vacant: Director, Educational Services (Business, Social Science, Humanities, Extended Learning) 
¶ Myrna Ridenour:  Director, Nursing    
¶ Pete Wade: Director, Career and Technical Education 

 

Division Chairs: 
The Division Chairperson is the first point of contact for all faculty questions and concerns including challenges in 
the classroom, assistance with syllabi and teaching methods, and changes in course schedules. 
  

  2015-2016 Division Chairs 
 Business and Technology - Dawn Rauscher 
 Health Science - Kris Long 
 Humanities - Lowell Jaeger 
 Math and Science - Don Hickethier 
 Social Science - Marlyn James 
 

Administrative Support - Division Offices 
 
 Administrative Assistants & Faculty Relations Specialists support faculty in a variety of ways: 

¶ Procuring supplies needed to teach 
¶ Collecting syllabi 
¶ Coordinating student evaluations 
¶ Preparing check requests and monitoring budgets 
¶ Assisting with professional development requests and making travel arrangements 
¶ Proctoring exams and notifying students of class cancellations 
¶ Organizing advisory committee meetings ɀ booking rooms, ordering catering, helping contact members, 

collecting agendas and surveys, and taking minutes 
¶ Monitoring class waiting lists 
¶ Reserving rooms 
¶ Providing general clerical support     
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 Career and Technical Education: 
 Toni Reynolds , Administrative Assistant, 756-3604, treynolds@fvcc.edu        
 
 Humanities, Social Science and Business Divisions: 
 Sue Kelly, Faculty Relations Specialist, 756-3813, skelly@fvcc.edu 
 
 Math, Science, and Health Science Divisions: 
 Samantha Kujala , Faculty Relations Specialist, 756-4364, skujala@fvcc.edu 
 
 Nursing Division: 
 Cathy Fabel, Administrative Assistant, 756-3385, cfabel@fvcc.edu  
 
 

Field Trips 
 
FVCC encourages field trips when these opportunities are well-planned and utilized to the fullest extent by the 
instructional staff.   Procedures for field trips can be obtained from Division Offices. 
   
At least one week prior to the proposed day trip, instructors must submit a Ȱ4ÒÁÖÅÌÉÎÇ ×ÉÔÈ 3ÔÕÄÅÎÔÓȱ form to the Vice 
President of Instruction and Student Services.  Proposals for overnight trips need to be submitted at least one month in 
advance. 
  
If you will need to use FVCC vans for summer semester field trips, put requests in for approval at the beginning of 
spring semester to assure availability of vehicles. 
 
 

Grading and Transfer 

Submission of Grades 
  

Faculty should submit final grades using the faculty portal.  By using this direct grade submission process, grades are 
entered directly into CAMS Enterprise, bypassing the authorization process and post immediately  on student transcripts. 
This option also ÁÌÌÏ×Ó ÆÁÃÕÌÔÙ ÔÏ ÅÎÔÅÒ ÔÈÅ Ȱ,ÁÓÔ $ÁÙ ÏÆ !ÔÔÅÎÄÁÎÃÅȱ ÆÏÒ ÔÈÅ ÒÅÑÕÉÒÅÄ ÇÒÁÄÅÓ ÏÆ &ȟ )ȟ 5ȟ ÁÎÄ 7) ×ÈÉÃÈ ÍÅÁÎÓ 
ÔÈÉÓ ÉÎÆÏÒÍÁÔÉÏÎ ×ÉÌÌ ÎÏ ÌÏÎÇÅÒ ÎÅÅÄ ÔÏ ÂÅ ÅÎÔÅÒÅÄ ÕÓÉÎÇ ÔÈÅ Ȱ#ÏÕÒÓÅ !ÔÔÅÎÄÁÎÃÅȱ ÏÐÔÉÏÎȢ   
 
*Please note:  Incomplete (I) and Audit (AU) grades cannot be entered through this process.  An Incomplete Grade 
Authorization form or Audit form (prior to Audit deadline) must be submitted to the Registration Office for one of these 
grades to be recorded by the Associate Registrar.  These forms are available ÕÎÄÅÒ Ȱ&ÏÒÍÓȱ ÁÔ ÔÈÅ ÂÏÔÔÏÍ ÏÆ ÔÈÅ &6## ÈÏÍÅ 
ÐÁÇÅȢ  &ÏÒ ÁÎ )ÎÃÏÍÐÌÅÔÅ ÇÒÁÄÅȟ ÔÈÅ Ȱ,ÁÓÔ $ÁÔÅ ÏÆ !ÔÔÅÎÄÁÎÃÅȱ ÓÔÉÌÌ ÎÅÅÄÓ ÔÏ ÂÅ ÅÎÔÅÒÅÄȟ ÂÕÔ ÌÅÁÖÅ ÔÈÅ ÇÒÁÄÅ ÂÌÁÎËȢ 

 
Student grade reports are available at the end of each academic semester and are available after all financial obligations to 
the college are met.  Grade reports are available online at www.fvcc.edu (student portal) or students can provide a self-
addressed, stamped envelope to the Admissions and Records office. 
  
Students are required to meet course requirements to receive grades and credits. The courses will not be recorded on 
official transcripts unless one of the below grades is received. 
  
All of the campuses that make up the Montana University System have adopted a grading system that includes pluses and 
minuses.  This means that faculty system-wide now have the right to award letter grades that include a plus or a minus (i.e., 
B+, B and B-; or C+, C and C-). Students should be aware of the following details; however, faculty members are not required 
to attach a plus or minus to their letter grades.  That flexibility is based on the very important principle that faculty have the 
right to determine grades in their classes, based on their evaluation of student work.  The highest grade a student can earn 
is an A.  An A+ grade is not possible.  Pluses and minuses will not be attached to an F.  If a student has failed a class, the 
amount or degree of failure is unimportant. 
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GRADE INTERPRETATION                     GRADE POINTS 
A        High degree of excellence                        4.0 
A-                                                                                    3.7 
B+                                                                                    3.3 
B              Above average                                           3.0 
B-                                                                                    2.7 
C+                                                                                    2.3 
C              Average                                                      2.0 
C-                                                                                    1.7 
D+                                                                                        1.3 
D              Below average                                           1.0 
D-                                                                                      0.7 
F              Failure                                                        0.0 
S              Satisfactory                                               N/A 
           %ÑÕÉÖÁÌÅÎÔ ÔÏ Á Ȱ#ȱ ÏÒ ÂÅÔÔÅÒ 
SA*           Satisfactory/Advance                                N/A 
                  The student has achieved the needed competencies 
                   to advance to a higher level course. 
SR*           Satisfactory/Repeat                                  N/A 
           The student has met individual expectations but must 
                   repeat before advancing to a higher level course.   
U              Unsatisfactory completion of course        N/A 
I              Incomplete                                                N/A 
AU              Audit                                                          N/A 
W              Withdrawal                                                N/A 
WI              Withdrawal by Instructor or  
                    Administrative Withdrawal                        N/A 
NG              No Grade                                                  N/A 
                         
The instructor has not submitted a grade for the student at the time of posting. 
* This grading option is only available for developmental courses that can be repeated for credit.   
 

Grade point average 

 (GPA) is determined by dividing total grade points by number of semester hours attempted.  S, SA, SR, U, I, W, WI, 
AU and NG grades are not included in the calculations.  If the course has been repeated, the last grade received in 
a course will be used to calculate the GPA with the exception of W, WI, AU, NG or I grades. 
  
If a student receives a grade he/she feels is inaccurate or inequitable, the student should consult with the instructor.  
Only the instructor can initiate a grade change.  This is done by completing a grade change form and filing it with the 
Admissions and 2ÅÃÏÒÄÓ /ÆÆÉÃÅȢ  4ÈÅ ÃÈÁÎÇÅ ×ÉÌÌ ÁÐÐÅÁÒ ÏÎ ÔÈÅ ÓÔÕÄÅÎÔȭÓ ÔÒÁÎÓÃÒÉÐÔȟ ÁÎÄ ÔÈÅ ÓÔÕÄÅÎÔ ×ÉÌÌ ÎÏÔ ÒÅÃÅÉÖÅ 
any other notice of the correction.  If the student feels the situation has not been resolved equitably, he/she should 
review the Student Appeals Procedure. Copies of this procedure are available by calling the Dean of Students at (406) 
756-3812. 
  
As of fall semester 2011 , the maximum time frame to petition a revision/change to student transcripts or records is 
within two years of the semester in question.  The maximum time frame to petition adjustments to records prior to 
fall semester 2011 is within 10 years of the semester in question. 
 
Satisfactory/Unsatisfactory  
3ÁÔÉÓÆÁÃÔÏÒÙȾ5ÎÓÁÔÉÓÆÁÃÔÏÒÙ ɉȰ3Ⱦ5ȱɊ ÇÒÁÄÉÎÇ ÉÓ ÁÖÁÉÌÁÂÌÅ ÏÎÌÙ ÁÔ ÔÈÅ ÄÉÓÃÒÅÔÉÏÎ Ïf the instructor.  A limit of 12 semester 
ÃÒÅÄÉÔÓ ÇÒÁÄÅÄ Ȱ3ȱ ÍÁÙ ÃÏÕÎÔ ÔÏ×ÁÒÄ ÁÎ ÁÓÓÏÃÉÁÔÅ ÄÅÇÒÅÅ ÁÔ &6##Ȣ 
 Note: 4ÒÁÎÓÆÅÒ ÓÔÕÄÅÎÔÓ ÍÕÓÔ ÃÈÅÃË ÔÈÅÉÒ ÔÒÁÎÓÆÅÒ ÉÎÓÔÉÔÕÔÉÏÎÓȭ ÐÏÌÉÃÉÅÓ ÒÅÇÁÒÄÉÎÇ ÁÃÃÅÐÔÁÎÃÅ ÏÆ Ȱ3ȱ ÃÒÅÄÉÔÓȢ 
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Incomplete  
!Î ÉÎÃÏÍÐÌÅÔÅ ɉȰ)ȱɊ ÇÒÁÄÅ is given when, in the opinion of the instructor, there is strong probability the student can 
complete the course without retaking it Ȣ  )Î ÁÌÌ ÃÁÓÅÓ ÉÔ ɉȰ)ȱ ÇÒÁÄÅɊ ÉÓ ÇÉÖÅÎ ÁÔ ÔÈÅ ÄÉÓÃÒÅÔÉÏÎ ÏÆ ÔÈÅ ÉÎÓÔÒÕÃÔÏÒ ×ÉÔÈÉÎ ÔÈÅ 
following guidelines: 
¶ The student has been in attendance and doing passing work up to three weeks before the end of the semester;  
¶ The student is unable to complete the requirements of the course on time because of extenuating circumstances, i.e., 

illness, death or illness in the immediate family, family emergencies, or military orders;  
¶ The instructor sets the conditions for the completion of the course work including the time period within which the 

work must be made up (Due date for make-up); 
¶ 4ÈÅ ÉÎÓÔÒÕÃÔÏÒ ÐÒÅÐÁÒÅÓ ÁÎ Ȱ)ȱ 'Òade Authorization form which specifies the course work that must be made up as 

well as the time period within which the work must be completed.  A copy of this form must be attached to the 
ÉÎÓÔÒÕÃÔÏÒȭÓ ÇÒÁÄÅ ÒÏÓÔÅÒȠ  

¶ !Î Ȱ)ȱ ÇÒÁÄÅ ÓÈÁÌÌ ÂÅ ÍÁÄÅ ÕÐ ×ÉÔÈÉÎ ρς ÍÏÎÔÈÓ ÆÒÏÍ ÅÎÄ ÏÆ ÓÅÍÅÓÔÅÒ ÔÈÅ Ȱ)ȱ ÇÒÁÄÅ ×ÁÓ ÁÓÓÉÇÎÅÄ ÕÎÌÅÓÓ ÔÈÅ 
instructor sets a shorter time period.  

¶ !Î Ȱ)ȱ ÇÒÁÄÅ ÃÏÎÖÅÒÔÓ ÔÏ Á ÆÁÉÌÕÒÅ ɉȰ&ȱɊ ÉÆ ÉÔ ÉÓ ÎÏÔ ÍÁÄÅ ÕÐ ÂÙ ÔÈÅ ÄÕÅ ÄÁÔÅȢ  
¶ 4ÈÅ Ȱ)ȱ ɉÉÎÃÏÍÐÌÅÔÅɊ ÍÕÓÔ ÂÅ ÃÏÍÐÌÅÔÅÄȾÍÁÄÅ ÕÐ ÔÈÒÏÕÇÈ ÔÈÅ ÉÎÓÔÒÕÃÔÏÒ ×ÈÏ ÁÓÓÉÇÎÅÄ ÔÈÅ Ȱ)ȱ ÇÒÁÄÅȠ ÔÈÅ ÉÎÓÔÒÕÃÔÏÒ 

changes the grade with the Grade Change Form which must be submitted to the Admissions and Records Office.  
 
Audit  
A student who audits a course attends class but does not receive credit for the course.  To audit a course, a student 
must register for the course, complete an audit form and submit the form to the Admissions and Records Office by 
ÔÈÅ ÄÁÔÅ ÌÉÓÔÅÄ ÉÎ ÔÈÅ ÁÃÁÄÅÍÉÃ ÃÁÌÅÎÄÁÒ ÏÎ ÐÁÇÅ ς ÏÒ χυ ÐÅÒÃÅÎÔ ÐÏÉÎÔ ÏÆ ÓÈÏÒÔ ÏÒ ÌÁÔÅ ÓÔÁÒÔÉÎÇ ÃÏÕÒÓÅÓȢ  )ÎÓÔÒÕÃÔÏÒȭÓ 
aÐÐÒÏÖÁÌ ÉÓ ÒÅÑÕÉÒÅÄ ÂÅÆÏÒÅ Á ÓÔÕÄÅÎÔ ÍÁÙ ÁÕÄÉÔ Á ÃÌÁÓÓȢ  4ÈÅ ÇÒÁÄÅ ÏÆ Ȱ!5ȱ ×ÉÌÌ ÂÅ ÒÅÃÏÒÄÅÄ ÏÎ ÔÈÅ ÓÔÕÄÅÎÔȭÓ 
transcript for this course.  Full tuition and fees are charged for course audits.  The audit grade cannot be changed to a 
letter grade once grades ÈÁÖÅ ÂÅÅÎ ÐÏÓÔÅÄ ÔÏ ÔÈÅ ÓÔÕÄÅÎÔȭÓ ÔÒÁÎÓÃÒÉÐÔȢ  )Î ÏÒÄÅÒ ÔÏ ÒÅÃÅÉÖÅ Á ÌÅÔÔÅÒ ÇÒÁÄÅ ÉÎ Á ÃÏÕÒÓÅȟ Á 
statement from the instructor and the student rescinding the audit grade option must be submitted to the 
Admissions and Records Office by the 75% point of cour se.  3ÔÕÄÅÎÔÓ ÒÅÃÅÉÖÉÎÇ ÆÉÎÁÎÃÉÁÌ ÁÉÄ ÏÒ ÖÅÔÅÒÁÎȭÓ ÂÅÎÅÆÉÔÓ 
should check with the Financial Aid Office before auditing a course. 

Final Exams 

The final exam schedule is incorporated into the college calendar.  All courses must have a final exam or final project, 
and these must be given at the assigned time.   The final exam schedule is distributed to all faculty and can also be 
found on the FVCC website.  Beginning in fall 2014, the exam schedule for fall and spring will be four days and all 
exams are to be given during this time including evening/night classes.   Summer semester final exams are given 
during the last class meeting.  Exceptions to the final exam schedule must be approved in advance by the Vice 
President of Instruction and Student Services. 
 

Grade Changes 
If a student receives a grade he/she feels is inaccurate or inequitable, the student should see his/her instructor.  Only 
the instructor can initiate a grade change by filling out a Grade Change Form and submitting it to the Registration 
OffiÃÅȢ  4ÈÉÓ ÃÈÁÎÇÅ ×ÉÌÌ ÁÐÐÅÁÒ ÏÎ ÔÈÅ ÓÔÕÄÅÎÔȭÓ ÔÒÁÎÓÃÒÉÐÔÓȢ  )Æ ÔÈÅ ÓÔÕÄÅÎÔ ÆÅÅÌÓ ÔÈÅ ÓÉÔÕÁÔÉÏÎ ÈÁÓ ÎÏÔ ÂÅÅÎ ÒÅÓÏÌÖÅÄ 
equitably, refer to the Student Appeals Policy in the FVCC catalog. 
 
Withdrawal  
A withdrawal is initiated by a student who wishes to drop a course.  The effective date of withdrawal is the date the 
drop form is received by the Admissions and Records Office.  Refunds, etcetera, are governed by regulations in effect 
ÏÎ ÔÈÁÔ ÄÁÔÅȢ  )Î ÏÒÄÅÒ ÔÏ ÐÒÅÖÅÎÔ Á ÃÏÕÒÓÅ ÆÒÏÍ ÁÐÐÅÁÒÉÎÇ ÏÎ Á ÓÔÕÄÅÎÔȭÓ ÔÒÁÎscript, s/he is required to drop the class 
during its refund period. 
 

To withdraw from a course lasting the full semester, the student must have a schedule change form on file in the 
Admissions and Records Office by the date listed on the academic calendar on page 2.  The student can withdraw 
from short or late starting courses until the 75% point of the course. 
 

Failing to attend class DOES NOT constitute withdrawal. 
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Withdrawal by Instructor  

4ÈÅ Ȱ7)ȱ ÇÒÁÄÅ ÍÁÙ ÂÅ ÉÓÓÕÅÄ ÁÔ ÔÈÅ ÄÉÓÃÒÅÔÉÏÎ ÏÆ ÔÈÅ ÉÎÓÔÒÕÃÔÏÒ only when extenuating circumstances prohibit a 
ÓÔÕÄÅÎÔ ÆÒÏÍ ÃÏÍÐÌÅÔÉÎÇ ÔÈÅ ÃÏÕÒÓÅȢ  4ÈÉÓ ÇÒÁÄÅ ÉÓ ÎÏÔ ÁÎ ÏÐÔÉÏÎ ÆÏÒ ÓÔÕÄÅÎÔÓ ×ÈÏ ÈÁÖÅ ÅÁÒÎÅÄ ÁÎ Ȱ&ȱ ÉÎ ÔÈÅ ÃÏÕÒÓÅȢ 
 
Medical Withdrawal  
A student may be eligible to withdraw from college classes due to certain medical conditions (applies to student or 
immediate family member only). 
  
In order to qualify for this benefit, a student must complete an official withdrawal form, accompanied by medical 
documentation, signed by a doctor and attesting to an inability to complete classes due to health problems.  Submit 
these two items to the Admissions and Records Office with a completed medical withdrawal form.  Forms are 
available in the Admissions and Records Office.   The documents will be reviewed, and if they are approved, all grades 
ÆÏÒ ÔÈÅ ÓÅÍÅÓÔÅÒ ÉÎ ÑÕÅÓÔÉÏÎ ×ÉÌÌ ÂÅ ÒÅÍÏÖÅÄ ÁÎÄ ÒÅÐÌÁÃÅÄ ×ÉÔÈ Ȱ7ȱÓȢ  Ȱ-ÅÄÉÃÁÌ 7ÉÔÈÄÒÁ×ÁÌȱ ×ÉÌÌ ÂÅ ÐÒÉÎÔÅÄ ÏÎ ÔÈÅ 
ÓÔÕÄÅÎÔȭÓ ÔÒÁÎÓÃÒÉÐÔ ÁÃÒoss the semester in question.   

1. Options for Students 

#ÈÁÎÇÅÓ ÉÎ 3ÔÕÄÅÎÔȭÓ 3ÃÈÅÄÕÌÅ 
Any changes in Á ÓÔÕÄÅÎÔȭÓ ÓÃÈÅÄÕÌÅ ÁÆÔÅÒ ÈÅȾÓÈÅ ÈÁÓ ÏÎÃÅ ÃÏÍÐÌÅÔÅÄ ÔÈÅ ÒÅÇÉÓÔÒÁÔÉÏÎ ÐÒÏÃÅÓÓ ÍÕÓÔ ÂÅ ÁÃÃÏÍÐÌÉÓÈÅÄ 
with the Drop/Add form available from the Registration Office.  After the first week of class, all changes will be 
processed, but only after all required signatures have been obtained.  The class change can only be accomplished 
when this completed form is returned to the Registration Office.  The last day to submit schedule changes is listed in 
the academic calendar which is posted pages 2 and 3 of the FVCC catalog. 
 
Concurrent enrollment: The college course is taught, usually at the high school, to a class of high school students by an 
appropriately qualified college faculty member, or, more commonly, by an appropriately qualified high school 
teacher serving as an adjunct faculty member. 
 
A concurrent enrollment faculty liaison will work in collaboration with the Coordinator of High School Relations and 
the high school teacher to ensure appropriate rigor and quality is maintained for classes taught at the high school for 
which the students are receiving college credit. The faculty liaison will: 
¶ #ÏÌÌÁÂÏÒÁÔÅ ×ÉÔÈ $ÉÖÉÓÉÏÎ $ÉÒÅÃÔÏÒ ÁÎÄ 0ÒÏÇÒÁÍ $ÉÒÅÃÔÏÒ ÔÏ ÄÅÔÅÒÍÉÎÅ ÔÈÁÔ ÔÈÅ ÈÉÇÈ ÓÃÈÏÏÌ ÔÅÁÃÈÅÒȭÓ 

credentials are appropriate 
¶ Meet with the high school teacher before the class is offered to review course outcomes, syllabus 

development, expectations for content and books, and any specific assessment (general education 
assessment, exam, paper, project, etc.) that will be required. 

¶ Verify that the syllabus at the high school matches the learning outcomes and assessment processes as the 
same course taught at the college 

¶ Meet with high school teacher throughout the semester as needed  
¶ Conduct one classroom observation during the semester 

 
 For more information regarding enrollment procedures, contact Beth Romain at (406) 756-3847 or 
eromain@fvcc.edu. 

 

Course Challenge 
The Course Challenge allows a student to earn credit for prior learning by taking comprehensive examinations or 
performing some other specific demonstration of knowledge or skills, normally at the current highest level of 
knowledge or skills.  The subject matter of the course as regularly taught will be thoroughly covered.  Course 
challenges will be considered on an individual case basis.   Only courses listed in the current college catalog may be 
considered for challenge, although not all of these courses may be challenged.  The student is required to obtain 
approval by the instructor who will give the exam, the division chair, and the Vice President of Instruction before 
taking the test. #ÈÁÌÌÅÎÇÅ ÃÒÅÄÉÔÓ ×ÉÌÌ ÎÏÔ ÂÅ ÇÒÁÎÔÅÄ ÆÏÒ Á ÃÏÕÒÓÅ ÔÈÁÔ ÁÌÒÅÁÄÙ ÁÐÐÅÁÒÓ ÏÎ Á ÓÔÕÄÅÎÔȭÓ 
transcript.  
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Directed Study  
Directed study courses are courses currently approved by the Curriculum Committee, included in the current catalog 
and taught on an individual basis by instructors at the same level as regularly scheduled courses. 
  
The directed study option can be utilized only in unusual circumstances and is not an alternative to inadequate 
planning or inconvenient timing. Only persons who normally teach the courses are expected to teach the directed 
study courses.  Regular tuition and fees will be charged for every directed study credit.  Registration must be 
completed within the first three weeks of the semester.  

 

Independent Study  
Credits through independent study are available to allow students to study in subject areas outside existing courses. 
An independent study proposal should include a detailed description stating the objective(s) and the methodology of 
research and/or instruction to be employed by the student and the instructor.  An independent study course is 
developed with the guidance of a supervising full-time faculty member.  The Vice President of Instruction and 
Student Services and division chair must approve all independent study proposals.  Each credit of independent study 
should involve 45 plus hours of study.  Regularly scheduled classes are not available for independent study. 
  
Regular tuition and fee costs will be charged for independent study courses, and registration must be completed 
before starting the course. 
  
A $40 late registration fee will be assessed to students registering for independent study after the third week of the 
semester or after the start of the course, whichever is later.  

 

Repeating Courses 
Students may repeat any courses offered by FVCC.  However, credits will be granted for the courses only once unless 
the catalog lists the classes as repeatable for credit.  Each time students take the classes, the grades and credits will be 
recorded on their transcripts.  This information will not be removed, but only the last grades and credits will affect 
the grade point averages and total number of credits.  Non-letter grades such as I, AU, W and WI will not replace 
letter grades such as A or B.  If students receive ÆÉÎÁÎÃÉÁÌ ÁÉÄ ÏÒ ÖÅÔÅÒÁÎÓȭ ÂÅÎÅÆÉÔÓȟ ÔÈÅÙ ÓÈÏÕÌÄ ÃÈÅÃË ×ÉÔÈ ÔÈÅ 
Financial Aid Office before repeating a course.  
  
0ÅÒÆÏÒÍÁÎÃÅ ÏÎ ÔÈÅ ÅØÁÍ ÂÅÃÏÍÅÓ ÔÈÅ ÂÁÓÉÓ ÆÏÒ ÔÈÅ ÇÒÁÄÅȟ ×ÈÉÃÈ ×ÉÌÌ ÂÅ ÒÅÃÏÒÄÅÄ ÉÎ ÔÈÅ ÓÔÕÄÅÎÔȭÓ ÐÅÒÍÁÎÅÎÔ ÒÅÃÏÒÄȢ  
Except in very unusual circumstances, the Course Challenge will be administered by a full-time faculty person.  A 
student may not challenge lab or activity courses, with the exception of TASK 090 and CAPP 106.  Regular tuition and 
fees will be charged for every credit of challenge. Registration must be completed by the third week of the semester. 

 

Running Start (Dual enrollment for high school juniors and seniors) 
Dual enrollment is a broad term for various types of opportunities for high school students to take college 
coursework while they are enrolled in high school. 
 

Students at FVCC:  The college course is taught on campus or online, by a college faculty member to a class that 
includes college students and dual enrollment students.  

 
 Ɇ  A college-credit -only course awards college credit, but not high school credit, for a college course taken by 

the high school student.  
 
 Ɇ  A dual -credit course awards both high school credit and college credit for a college course taken 
    by the high school student. (The decision to award high school credit for the college course rests with the 

school district, provided that the decision is consistent with applicable laws, policies and administrative 
rules.)  

 

 



17 
 

Service Learning 
The mission of the FVCC Service Learning program is to engage students in community service.   Some courses offer 
Service Learning components in which students volunteer 15 hours of community service with non-profit agencies 
or schools whose work reinforces learning in the classroom.  Agency supervisors evaluate the stÕÄÅÎÔÓȭ ×ÏÒË ÁÎÄ ÔÈÅ 
evaluation is used by the instructors as part of assigned course work.  Upon completion, students receive special 
designation on their transcripts. 

 

Transfer to Other Institutions 
FVCC is fully accredited, enabling students to transfer to other colleges or universities with ease. Courses numbered 
100 or above are considered transfer courses. FVCC keeps in frequent contact with other Montana colleges and 
universities in order to accommodate changes in curriculum and programs and to provide the best advising to 
students.  Written transfer agreements with all six Montana University System units, as well as many other colleges 
and universities, are available from advisors or in the Admissions Office.  
 
Regardless of the number of credits earned at FVCC, the number accepted toward a degree at another institution is 
determined by the institution awarding the degree.  A student will be expected to meet the program requirements in 
effect at the institution to which he/she transfers.  A FVCC student who has completed the FVCC general education 
ÃÏÒÅ ÒÅÑÕÉÒÅÍÅÎÔÓ ÃÁÎ ÔÒÁÎÓÆÅÒ ÔÏ ÁÎÙ -ÏÎÔÁÎÁ 5ÎÉÖÅÒÓÉÔÙ 3ÙÓÔÅÍ ÓÃÈÏÏÌ ÁÎÄ ÂÅ ÇÕÁÒÁÎÔÅÅÄ ÔÈÅ ÔÒÁÎÓÆÅÒ ÉÎÓÔÉÔÕÔÉÏÎȭÓ 
lower division core requirements have been met. 
 Contact the Learning Center at (406) 756-3887 for transfer assistance. 
 

Transfer of Credits to FVCC  

 Students wishing to transfer credits to Flathead Valley Community College must: 
 1.  have a completed application on file in the Admissions Office; and 
 2.  arrange to have an official transcript of previously attended institutions mailed to the FVCC Admissions and  

Records Office.  Transcripts should be submitted at least 30 days before the semester begins.  Credits will be 
evaluated by the Admissions and Records Office and accepted according to current scholastic standards.  Students 
will be given written notification of the evaluation. The number of credits accepted will be posted on ÔÈÅ ÓÔÕÄÅÎÔȭÓ 
FVCC transcript. 

 
 

Institutional Advancement (406) 756 -3914, BH 102 
 

The Office of Institutional Advancement (IA) looks forward to supporting faculty and instructional programs through its 
two primary responsibilities at FVCC:                            ɆMarketing and Communications (internal and external) 

ɆResource Development (private fundraising and grants). 
 
The Marketing and Communications team will partner with faculty on the following services:  promotional and informational 
tools for programs and events, including brochures, fliers, annual reports, alumni newsletter, fact books and view books; all 
advertising, including print, radio, TV; photography; writing and distributing press releases and public service 
announcements; developing and maintaining the FVCC Web site; date-stamping and displaying posters and fliers throughout 
the campus buildings; coordinating requests for wall space and tables for Blake Hall; and production of the Privy Press, college 
business cards and name tags. Business cards are provided to full-time faculty only.   
 
The Associate Director of Marketing coordinates all activities with the media.  Any faculty who is contacted by the media, 
including radio, television, newspaper, magazine and internet reporters, should contact Katie White for support and direction 
at 756-3668 or kwhite@fvcc.edu.   
  
The Web Content Specialist coordinates and updates all FVCC webpage content. Contact Allison Smeltz at asmeltz@fvcc.edu. 
  
The Resource Development team secures private dollars to support student scholarships and instructional programs 
and solicits funds through grants to support priority academic programs and needs at FVCC.   
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The Associate Director of the FVCC Foundation works with faculty when funds have been donated for specific 
instructional programs through the Employee Giving fund and in partnership on Foundation events and activities. Sue 
Evans can be reached at 756-3963 or sevans@fvcc.edu.   
  
Each fall, the FVCC Foundation provides Enhancement Grants of up to $5,000 to FVCC faculty or staff through a 
competitive process.  The grants provide funding for innovative projects.  Information and applications for the grants 
can be found on the FVCC Web site at http://www.fvcc.edu/foundation.    
 
The Advancement team, under the direction of Colleen Unterreiner at (406) 756-3914 or colleenu@fvcc.edu, welcomes 
the faculty to utilize the talents and opportunities available on the IA staff to promote and improve their areas of study.  

 

 

Instructional Media Services    
(406) 756-3828, LRC 117, media@fvcc.edu 

 
The Media Center provides instructional materials and support services of non-print media required for instructional 
and training programs.  The Media Center is a service facility housing various instructional media materials, 
equipment, production facilities and a trained staff.  Media Services is also responsible for equipment installed in 
classrooms.  Available services include: 
 
 Ɇ Audio and video production/duplication 
 Ɇ Audio-visual equipment 
 Ɇ Notebook computers and data projectors 
 Ɇ Classroom scheduling of AV equipment 

 
 Ɇ Media library 
 Ɇ Interactive video 
 Ɇ Training services (including Nova workstation) 
 Ɇ Preview Facility to review instructional materials 

 
Please make arrangements for services at least 24 hours in advance (2-3 days in advance during summer 
session).  Requests may be made in person, via e-mail, via voice-mail, or campus mail.  Requests for equipment used 
on campus outside of office hours will be honored if made in advance. To check out a key for the Nova station, a 
library card and advanced training from the Media Center personnel are required. 
 
When scheduling requests please include: 
 Ɇ Full name 
 Ɇ Date and time of the class 
 Ɇ When the class ends 
 Ɇ The room number 
 Ɇ What the request is for, i.e. equipment, specific program, etc. 
 
Courtesies:  
 Ɇ Do not remove equipment from classrooms 
 Ɇ !ÓË ÆÏÒ ÇÕÉÄÁÎÃÅ ÉÆ ÙÏÕ ÄÏÎȭÔ ËÎÏ× ÈÏ× ÅÑÕÉÐÍÅÎÔ ×ÏÒËÓ 
 Ɇ Report equipment malfunctions 
 Ɇ Remember to cancel scheduled requests if not needed. 
   Ɇ For more specific information about Media Services, please visit the web page at  
 www.fvcc.edu/current -students/student-resources/media-center.html or contact the Media Services staff. 
   
Media Services at the Lincoln County Campus may be arranged through the Continuing Education Office. 
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Instructional Technology 
 
The college provides assistance and training for faculty wishing to incorporate technology in the classroom.   A 
wide range of tools including hardware and software are available for faculty use.  The Instructional Technology 
Specialist will help you learn the attributes of these tools and how they can help you in the classroom.   
  
Eagle Online is the learning management system for delivery of online and hybrid courses, as well for 
supplementing face to face instruction.  Eagle Online operates on the Desire2Learn platform. 
  
For more information, contact Sarah Benedict, Instructional Technology Specialist at 756-4321. 
 

 

Keys 
 
Full-time faculty may obtain keys for the outside doors of the main instructional buildings and classrooms by 
completing a Key Requisition Form in Division Offices: AT 226, BC 126, BC 102, OT 132.  
 

¶ The requisition is forwarded to the Business Office for key issuance. 
¶ Keys for the Nova stations, located in many classrooms may be obtained at Instructional Media 

Services (LRC 117). 
¶ On the Lincoln County Campus, keys may be obtained in the Continuing Education Office. 

 

 

Learning Center (406) 756-3880, LRC 129 
 

The Learning Center houses several coordinated services for students: 
 
Adult Learning Center (406) 756-3884 

¶ This tuition-free program is offered to those adults 16 and older who wish to improve their skills in 
reading, writing, and math and/or prepare for the High School Equivalency TEST (HiSET) for a high 
school equivalency diploma.  

 
Career, Academic, and Transfer Advising 

¶ Career, academic and transfer advising services are available at no charge.  Students may obtain prior-to-
registration assistance to plan their career direction and program of study.  All degree-seeking/full -time 
students are assigned a faculty or academic advisor to provide on-going academic assistance. 

¶ Community members and high school students who are not FVCC students are also welcome to utilize 
career exploration and academic advising services to discuss educational needs and career plans.  

¶ Additional resources available include a library of career, employment, and college information, access to 
computers, computerized career information systems and labor market information, and web links to 
nationwide career, college, and employment resources. 

 
Disability Services (406) 756-3881 

¶ An advocate provides information and assistance for all students with disabilities (including students 
with learning disabilities).  Services include priority registration, note taking, taping, tests on tape, 
interpreting, classroom scheduling, liaison with faculty, advocacy and support groups. Special testing and 
consultation to help determine learning strengths and tutoring are available to students with learning 
disabilities. 

 
Guidance and Counseling 
¶   Faculty is encouraged to refer students to free, professional, and confidential counseling available on campus 

if they feel a student may be having difficulty academically and/or personally. 
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Language Arts Lab, LRC 147 (406)756-3891 
¶ Professional tutors and computer-assisted instruction and reference materials are available to help all 

students with writing assignments or to assist in specialized language arts areas such as writing, reading, 
spelling, vocabulary and grammar.   

 
Placement Services (406) 756-3900 

¶ The Career Development Coordinator provides assistance to employers, students, and alumni in 
conducting employee and employment searches. The coordinator will also assist in the preparation of job 
applications, resumes, cover letters, and job interviews. 

 
Supplemental Instruction 

¶ Supplemental instruction is free to students and offered in a variety of courses. 
 
STEM Lab (406) 756-3892, LRC 148 

¶ A professional STEM tutor is available to help all students taking any STEM-related course.   
 
Testing 

¶ The following tests are administered at the Learning Resource Center:  COMPASS, HiSET, ACT, SAT, 
Testing in Adult Basic Education 
 

TRIO/Student Support Services (SSS) 
¶ &6##ȭÓ 42)/Ⱦ333 ÐÒÏÇÒÁÍ ÌÏÃÁÔÅÄ ÉÎ ÔÈÅ ,ÅÁÒÎÉÎÇ #ÅÎÔÅÒ ɉ,2# ρςωɊ ÐÒÏÖÉÄÅÓ ÐÒÏÇÒÁÍ-eligible 

students (low-income, first-generation or disabled students) with free academic and support services 
including academic tutoring, financial aid assistance, financial literacy, academic and transfer advising, 
career awareness, counseling, disability support, and assistance in applying for admission to and 
securing financial aid at four-year higher education institutions. 

 
 

 

Library Services (406) 756- 3856, LRC 102 
 
The FVCC Library is housed in the Learning Resource Center.  It is open Monday - Saturday (see hours on previous 
page). The Lincoln County Library serves as the LCC Library in Eureka, Libby, and Troy. 
 
The FVCC Library offers the following services: 
 
¶ Assistance in selecting library materials to support faculty instruction. 

 
¶ Reference and reader advisory services. 

 
¶ Instruction in the use of the Library for faculty and/or students.  Tours and orientation sessions can be arranged 

with Library staff and are encouraged. 
 
¶ Ȱ3ÃÁÖÅÎÇÅÒ ÈÕÎÔÓȱ ÔÁÉÌÏÒÅÄ ÔÏ ÍÅÅÔ ÔÈÅ ÎÅÅÄÓ ÏÆ ÙÏÕÒ ÉÎÄÉÖÉÄÕÁÌ ÃÌÁÓÓÅÓ ÁÎÄ ÁÉÍÅÄ ÁÔ ÉÎÃÒÅÁÓÉÎÇ ÓÔÕÄÅÎÔÓȭ ÁÂÉÌÉÔÙ ÔÏ 

identify and locate information in the library. 
 
¶ Interlibrary Loan Service.  The FVCC Library is a member of OCLC, a consortium of over 69,000 different libraries.  

Our OCLC link facilitates the borrowing of materials not held by the FVCC library.  Open use of the OCLC or online 
WORLD5 computer catalog to search over 42 million items is encouraged. 

 
¶ Internet workstations feature full-text periodical databases: EBSCO, NEWSBANK, ProQuest Science Journals, SIRS 

Knowledge Source and JSTOR Encyclopedia. 
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¶ Reserve book service.  You may place either your personal educational materials or items from the FVCC Library 
collection on reserve for use in the library. 

 
¶ Textbook reserve.  The library maintains a collection of most of the textbooks used in our classes.  These are placed 

on permanent library use only, reserved for students who do not or cannot purchase the text.  Contact the library if 
you have a text that you need to place on this reserve. 

 
¶ Photocopier for student use at ten cents per copy. 

 
¶ Two quiet study rooms for group study.  Study A is available on a scheduled basis. Study B is available on a first-

come, first-served basis. 
 
¶ Web-based online, catalog using SIRS; DYNIX; BISTRO searching platform to locate all items in the FVCC collection. 

 
¶ &!8 ÓÅÒÖÉÃÅȢ  #ÈÅÃË ÁÔ ÔÈÅ ÌÉÂÒÁÒÙȭÓ ÉÎÆÏÒÍÁÔÉÏÎ ÄÅÓË ÆÏÒ ÄÅÔÁÉÌÓ ÁÎÄ ÃÈÁÒÇÅÓȢ &ÁØ ÓÅÒÖÉÃÅ ÁÔ ,## ÉÓ ÁÖÁÉÌÁÂÌÅ ÁÔ ÔÈÅ 

campus Business Services Office. 
 
¶ 17 student-use computers and printer.  Wireless internet access is also available. 

 
¶ 61,000 volumes of chiefly non-fiction curriculum support materials and many popular reading items, plus over 130 

periodical subscriptions. 
 

¶ Seating for 110 in a variety of settings, including traditional tables, small group rooms, study carrels, and soft lounge 
furniture.  

 
¶ Two quiet study rooms available for group study. 

 
¶ Circulating laptops. 

 
¶ USGS topographical map collection. 

 
¶ Information literacy instructional sessions for classes and students.  

 
 
 
 

 

Proctoring 
 
Test proctoring is offered for Eagle Online fully online or hybrid courses, make-up tests, and some 
workforce/professional certification tests.   FVCC has a secure testing environment with an on-site proctor and 
an automated scheduling system for students.   Arrangements can be made for students to test on campus or at 
an approved distance location if they live out of the area. 
 
To use the proctoring services, supply the test proctor with the test materials, dates and restrictions, and inform 
your students.  Everything will be set up for you and students will schedule testing directly with the test 
proctor.  Computer based tests and paper/pencil tests can be accommodated.   
 
If you require proctoring for your course, be sure to indicate that requirement in your syllabus.   
 
To set up proctoring for your course, contact Jodi Harms at jharms@fvcc.edu or 756-3888 for details on the 
process.   
 

mailto:jharms@fvcc.edu
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Professional Development  
 
Professional development for full-time and adjunct faculty is highly encouraged.  Several on-campus opportunities 
are offered each semester through the Teaching Excellence Center.   
  
Full time faculty requests for funds for off-campus professional development are processed via the Professional 
Development Committee.   The forms can be obtained from your division chair and/or division office. The request 
requires an approval from your division chair and the full-time faculty Professional Development Committee.  
       
Adjunct faculty may also request off-campus professional development funding.  The form for this request can be 
obtained from your adjunct faculty union president and/or division office.  The request requires approval from the 
adjunct faculty professional development committee and the Division Director. 
  
If your professional development request requires travel, the division office will assist you with your plans and 
paperwork. 
 
 

Purchasing Procedures 
 
In order to ensure compliance with all Federal and State laws and college policies, purchase of supplies, materials, 
equipment and contractual services for the college will be made by the Business Services Office.  All funds received, 
regardless of their source, are considered to be college funds.  The Business Services office has the sole authority for 
ordering supplies, materials, equipment and contractual services.  
 
According to college policy, purchases made without proper approval may become the personal obligation of the person 
originating such a purchase.   
 
General Purchasing Guidelines 
Ɇ Only Business Services personnel are allowed to set up accounts with new vendors.   
 
Ɇ All requests for purchases are to be processed by the division office. 
 
Ɇ Actual purchase and delivery of items will be arranged by Business Services for online purchases, general office 

supplies, and furnishings. 
 
Ɇ Reimbursement requests are to be processed by division offices. 
Ɇ Full-time faculty are allowed to request purchases within their approved budget authority in  
 collaboration with their division chair and as approved by the Vice President of Instruction and 
 Student Services. 
 
Ɇ Adjunct faculty must obtain prior approval for purchases from their division director.  The  
 exception is for small-dollar-amount (less than $50) items needed for immediate use in the classroom.     
  
Books   
 Faculty should see the division chairs regarding textbooks. 
 
General Supplies 
 All general supplies are available from division offices.  A general supplies cabinet, located in the mail room, is  
 kept stocked with a variety of materials for your use. 
  
Lab Fees 
 If lab fees have been collected for a course, contact your division office for amount of funds and purchasing 
 procedures. 
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Student Information  and Resources 
 
Academic Probation and Dismissal 
 
 A degree-seeking student will be placed on academic probation anytime his/her cumulative grade point average (GPA) 
falls below 2.0. 
      
A student on probation will be required to meet with a retention advisor before starting the next semester to discuss 
academic goals and barriers and ways to achieve the goals.  A review of the academic assistance available at FVCC and the 
development of a plan to assist the individual in achieving his/her academic goals will also take place. 
  
If a student fails to improve his/her GPA each term while on academic probation, he/she will have two optionsɂto choose 
academic suspension for a period of no less than one year or agree to a plan of extensive remediation developed by the 
college.  If remediation is unsuccessful or if the student fails to comply with the prescribed plan, he/she will be suspended 
immediately for no less than one year.   A student reinstated after being on academic suspension will be required to meet 
with a retention advisor prior to registering each semester. 
       
/ÎÃÅ Á ÓÔÕÄÅÎÔȭÓ ÃÕÍÕÌÁÔÉÖÅ '0! ÉÍÐÒÏÖÅÓ ÔÏ Á ςȢπ ÏÒ ÂÅÔÔÅÒȟ ÈÅȾÓÈÅ ×ÉÌÌ ÂÅ ÒÅÍÏÖÅÄ ÆÒÏÍ ÁÃÁÄÅÍÉÃ ÐÒÏÂÁÔÉÏÎ ÏÒ 
suspension status and will no longer be required to meet with a retention advisor. 
 
 

Behavioral Intervention Team (BIT) 

&6##ȭÓ ")4 ÉÓ Á "ÅÈÁÖÉÏÒÁÌ )ÎÔÅÒÖÅÎÔÉÏÎ 4ÅÁÍ ÔÈÁÔ ÒÅÖÉÅ×Ó ÒÅÐÏÒÔÓ ÁÂÏÕÔ ÓÔÕÄÅÎÔ ÂÅÈÁÖÉÏÒ ÁÎÄ ÄÅÔÅÒÍÉÎÅÓ ÔÈÅ ÂÅÓÔ 
course of action to support the student and intervene before the behavior escalates.  If you sense something that does 
not seem right, the team asks that you say something to the FVCC BIT Coordinator at (406)756-3812 or submit a BIT 
Referral Form.  Every member of the community helps to keep our campus healthy and safe.  

 

Discipline in the Classroom 

 

Disruptive students 
Let students know at the beginning of the semester that they are to be respectful and courteous in class.  Students are 
expected to behave as adults.  Set clearly defined classroom rules that are consistently reviewed and applied.  Engage 
ÓÔÕÄÅÎÔÓȭ ÁÔÔÅÎÔÉon by using effective teaching behaviors and challenging curriculum content.  Individualize 
instruction and adapt assessment techniques to individual needs.  Always provide feedback concerning student 
academic and behavioral progress in a constructive and positive manner. 
  
Inform students that there is zero tolerance for violence and verbal or physical abuse.  Any student who deliberately 
disrupts a class may be subject to immediate removal from that class by the authority of the faculty.  Tell the student 
specifically why his/her behavior is objectionable or unacceptable, or how it is a violation of student conduct.  
Adequately warn students of the possible consequences of their actions.  If students are disruptive in class, ask them 
to stop their behavior.  If the behavior continues, request that the student leave the classroom.  Do not become angry.  
If the student refuses to leave, then have the class take a break and leave the room to find assistance from 
administration, maintenance or another faculty member. 
  
If the student appears to be violent, end the class and leave the room.  Go to the nearest phone and call 911 
for police assistance.  Always put your safety and that of your class first.  
  
For additional information, contact Brenda Hanson, Dean of Students, at 756-3812 or bhanson@fvcc.edu or your 
Division Chair or Division Director.  
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Eagle Mail (College-Issued Student Email) 
 

! #ÏÌÌÅÇÅ ÁÓÓÉÇÎÅÄ ÓÔÕÄÅÎÔ ÅÍÁÉÌ ÁÃÃÏÕÎÔ ÓÈÁÌÌ ÂÅ ÔÈÅ #ÏÌÌÅÇÅȭÓ ÏÆÆÉÃÉÁÌ ÍÅÁÎÓ ÏÆ ÃÏÍÍÕÎÉÃÁÔÉÏÎ ×ÉÔÈ ÁÌÌ &ÌÁÔÈÅÁÄ 

Valley Community College students. The College reserves the right to send official communications to students by 

email with the full expectation that students receive and read emails in a timely fashion. Email may not be used 

for unlawful activities. 

  

Students are expected to check their FVCC Eagle Mail account frequently and consistently to stay current with 

College related communications. Students must ensure sufficient space in accounts to allow for email delivery. 

Students are required to recognize certain communications as time-critical. Students will not be held responsible 

for an interruption in the ability to access a message if system malfunctions or other system-related problems 

prevent timely delivery of, or access to, said message (e.g., power outages or email system viruses). 

 

&ÁÃÕÌÔÙ ÍÁÙ ÁÓÓÕÍÅ Á ÓÔÕÄÅÎÔȭÓ ÏÆÆÉÃÉÁÌ #ÏÌÌÅÇÅ ÅÍÁÉÌ ÉÓ Á ÖÁÌÉÄ ÍÅÃÈÁÎÉÓÍ ÆÏÒ ÃÏÍÍÕÎÉÃÁÔÉÎÇ ×ÉÔÈ Á ÓÔÕÄÅÎÔȢ 

3ÔÕÄÅÎÔÓ ×ÈÏ ȰÆÏÒ×ÁÒÄȱ ÔÈÅ &6## ÓÔÕÄÅÎÔ ÅÍÁÉÌ ÁÃÃÏÕÎÔ ÔÏ Á ÐÒÉÖÁÔÅ ɉÕÎÏÆÆÉÃÉÁÌɊ ÅÍÁÉÌ ÁÄÄÒÅÓÓ ÏÕÔÓÉÄÅ ÔÈÅ ÏÆÆÉÃÉÁÌ 

College network address do so at their own risk. The College is not responsible or liable for any difficulties that 

may occur in the proper or timely transmission or access of email forwarded to any unofficial email address. Any 

such problems will not absolve students of the responsibility to know and comply with the content of official 

communications sent to official FVCC student email addresses. 

  

Use of a private account requires students to keep the account active and available to receive messages. Students 

who choose to forward FVCC email to a different account are responsible to ensure receipt of official College 

communications forwarded to the personal account. FVCC is not responsible nor will be held liable for lost or 

deleted email due to account closures or storage restrictions. 

 

 

Financial Aid  
(406) 756-3849, BH 111 
 
Approximately 73% of FVCC students receive federal, state and/or institutional financial aid.  In order for the aid to 
be distributed, FVCC must document that students receiving financial aid are attending all of their registered classes.  
Faculty will receive notification from the Vice President of Instruction to check attendance after the first week of 
class.  The College may incur tremendous financial liability if funds are distributed without proof that a student was 
in attendance.  Therefore, please report attendance information to the Financial Aid Office by the date indicated. 
 
 Students receiving financial aid must meet certain standards to maintain their eligibility: 
¶ Minimum 2.0 cumulative GPA 
AND 
¶ Complete at least 67% of the attempted courses 

 
       ! ÓÔÕÄÅÎÔȭÓ ÆÉÎÁÎÃÉÁÌ Áid is immediately suspended if: 
¶ The student does not pass any courses in a given term (includes F, U, W, WI, I grades) 
OR 
¶ The student does not have a minimum 1.0 term GPA. 

 
 3ÔÕÄÅÎÔÓ #!../4 ÒÅÃÅÉÖÅ ÆÉÎÁÎÃÉÁÌ ÁÉÄ ÆÏÒ ÁÕÄÉÔÅÄ ÃÏÕÒÓÅÓȢ  )Æ Á ÓÔÕÄÅÎÔ ÒÅÑÕÅÓÔÓ Á ÃÈÁÎÇÅ ÔÏ Ȱ!ÕÄÉÔȱ ÈÉÓȾÈÅÒ 
financial aid may be reduced or cancelled.  Students may be referred to the Financial Aid Office for more information. 
* Students CANNOT receive financial aid for M 061.  
 



25 
 

Release of Information  
 
Flathead Valley Community College will release to outside agencies or persons, upon request, the following directory 
information:  
 
  Ɇ .ÁÍÅ; 
  Ɇ 0ÈÏÔÏÇÒÁÐÈ; 
  Ɇ %ÍÁÉÌ address; 

Ɇ #ÁÍÐÕÓȠ                                    
Ɇ Enrollment status 
 

    Ɇ $ÁÔÅÓ of attendance; 
  Ɇ !ÒÅÁ of study;  
  Ɇ $ÅÇÒÅÅÓ/certificates awarded; 

 Ɇ 0ÁÒÔÉÃÉÐÁÔÉÏÎ in recognized activities and 
      sports; 

  Ɇ (ÏÎÏÒÓ and awards received; and 
  Ɇ Grade level. 

 
 If a student chooses not to have any or all of the directory information released, he/she is required to inform the 
Admissions and Records Office in writing, by submitting a Release of Information form available in the Admissions 
and Records Office.  The college will not release other information without written permission, unless subpoenaed by 
a court or tribunal of competent jurisdiction. 
 
Students have the right to review and inspect all information pertaining to their educational records, including 
admÉÓÓÉÏÎÓ ÁÎÄ ÁÃÁÄÅÍÉÃ ÒÅÃÏÒÄÓȢ  4ÈÅ !ÄÍÉÓÓÉÏÎÓ ÁÎÄ 2ÅÃÏÒÄÓ /ÆÆÉÃÅ ÒÅÑÕÉÒÅÓ ÁÔ ÌÅÁÓÔ τψ ÈÏÕÒÓȭ ÎÏÔÉÃÅ ÉÆ Á ÓÔÕÄÅÎÔ 
wishes to review his/her records.  A student may request an amendment to his/her records on the grounds he/she 
feels the records are inaccurate, misleading or violate his/her rights.  If the amendment is denied, the contents can be 
challenged through a hearing process with the Dean of Students.  
  
According to the Family Educational Rights and Privacy Act (FERPA) regulations, a ÓÔÕÄÅÎÔȭÓ ÅÄÕÃÁÔÉÏÎÁÌ ÒÅÃÏÒÄÓ ÍÁÙ 
ÂÅ ÄÉÓÃÌÏÓÅÄ ×ÉÔÈÏÕÔ ÐÒÉÏÒ ×ÒÉÔÔÅÎ ÃÏÎÓÅÎÔ ÔÏ ÓÐÅÃÉÆÉÃ ÂÏÄÉÅÓȢ  ! ÒÅÃÏÒÄ ÏÆ ÅÁÃÈ ÒÅÑÕÅÓÔ ×ÉÌÌ ÂÅ ËÅÐÔ ÉÎ ÔÈÅ ÓÔÕÄÅÎÔȭÓ 
file. Students who believe that FVCC is not complying with the requirements of the Family Educational Rights and 
Privacy Act (FERPA) may file complaints in writing to: Family Policy Compliance Office, U.S. Department of Education, 
400 Maryland Ave., SW, Washington, D.C.  20202-5920. 
  
The Family Educational Rights and Privacy Act prohibits disclosure of academic information to third parties without 
prior written consent of the student. (Exception: the disclosure of educational records, without consent, to another 
school in which the student seeks or intends to enroll.) 
 

Right of Appeals and Grievances 

 
For a complete description of the Student Appeals Policy, please visit www.fvcc.edu/current -students/student-
resources/student-policies.   
 

 

Student Activities 
 
All faculty members are encouraged to assist students in the initiation of activities in which they share a mutual 
interest.  Each club that is organized must have a faculty sponsor and must submit a constitution to the Student 
Government for approval. 
 
All student clubs interested in fundraising must have their activities approved.  They should fill out an application 
form and submit it to the Office of Institutional Advancement and the Business Office.  The form is available in 
Educational Services, or it can be downloaded from the G-drive under Educational Services/Employees/Forms for 
Faculty.  For any questions concerning fundraising, contact Colleen Unterreiner, Director of Institutional 
Advancement, at 756-3914.   
 
 

http://www.fvcc.edu/current-students/student-resources/student-policies
http://www.fvcc.edu/current-students/student-resources/student-policies
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Student Code of Conduct 
 
For a complete description of the Student Code of Conduct, please visit . 

 
Student Consumer Information 
 
The following information is available to the general public, prospective students and enrolled students.  Please refer to 
the specific contact information to obtain additional information or to receive printed documentation. This information 
may also be requested in writing or viewed on our web site at www.fvcc.edu. 
 

Campus Security Information 
 Ɇ  #ÁÍÐÕÓ ÓÅÃÕÒÉÔÙ ÐÏÌÉÃÉÅÓ ÁÎÄ ÃÒÉÍÅ ÓÔÁÔÉÓÔÉÃÓȡ  Annual Campus Security Report 
 Ɇ  7ÁÒÎÉÎÇÓ ÏÆ ÆÏÒÃÉÂÌÅ ÁÎÄ ÎÏÎ-forcible offenses will be sent via e2Campus alerts and posted on campus bulletin  
           boards in a timely manner.  

   

    Safety Committee Chair: (406) 756-3901 
   Dean of Students:   (406) 756-3812 
   LCC Student Services:   (406) 293-2721 
   www.fvcc.edu/current-students/student-life/campus-safety.html 
 

Drug & Alcohol Abuse Prevention 
 Ɇ  $ÒÕÇ ÁÎÄ !ÌÃÏÈÏÌ 0ÏÌÉÃÙ - FVCC catalog  
   Counselor:   (406) 756-3886 
   Coordinator, Student Engagement  (406) 756-3981 
   LCC Student Services:   (406) 293-2721 
 

Family Education Rights and Privacy Act (FERPA) 
 Ɇ  3ÔÕÄÅÎÔ 2ÉÇÈÔÓ ÁÎÄ 2ÅÓÐÏÎÓÉÂÉÌÉÔÉÅÓ - FVCC catalog 
   Registrar:   (406) 756-3846 
   LCC Student Services:   (406) 293-2721 
 

Financial Aid Information 

     Ɇ  4ÙÐÅÓ ÏÆ !ÉÄ - FVCC catalog  

   Financial Aid Office:   (406) 756-3849 
      www.fvcc.edu/admissions/financial-aid/types-of-aid/scholarships/ 
 

 
Graduation Completion Rate 
¶ Institutional Research Analyst (406)756-3365 

 

 
Refund Policy 
     Ɇ  College refund policy - FVCC catalog  
  Business Services Office:  (406) 756-3831 
  Lincoln County Campus:  (406) 293-2721 
  www.fvcc.edu/admissions/register-for-classes/refund-policy.html  
   
 Ɇ Withdrawal/Return of Title IV Funds ɀ FVCC catalog  
  Financial Aid Office:   (406) 756-3849 
  Lincoln County Campus:   (406) 293-2721 
    www.fvcc.edu/admissions/financial-aid/rights -responsibilities/withdrawal-policyreturn-of-title -iv-funds.html 
 
 
Sexual Harassment Policy 
    Ɇ Sexual Harassment Policy ɀ FVCC catalog  
  Vice President of Instruction and Student Services: (406)756-3894 
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Student Health Clinic (406) 756-4331, Fax: (406) 756-4374 
 
The Student Health Clinic, funded by the Student Health Fee and located in the Broussard Center, is available to 
students enrolled in seven or more credits for urgent care and general health needs. Fully online, Lincoln County 
Campus, and students registered for 4 - 6 credits may opt in at Business Services. 

 

 

Student Health Insurance 
 
Student health insurance is not available through the college.   

 

 

Student Housing 
 
Flathead Valley Community College offers limited student housing.  The Sprucewood Apartments consist of two-
bedroom apartments for single students (two full-time students per apartment).  Full-time is defined as 12 or 
more credits per semester, excluding summer.  Each of the 15 two-bedroom apartments includes free Internet 
and television access and is furnished with a refrigerator, stove and oven. 
     
Additionally, FVCC maintains an off-campus housing list. To obtain a student housing application or current housing 
list, call (406) 756-3942 or visit the Admissions Office in Blake Hall or www.fvcc.edu/housing.html 

 
 
Student Publications 
 
Flathead Valley Community College recognizes that student publications are a valuable aid in establishing and 
maintaining an atmosphere of free and responsible discussion and intellectual exploration.  They serve as vehicles to 
ÂÒÉÎÇ ÓÔÕÄÅÎÔ ÃÏÎÃÅÒÎÓ ÔÏ ÔÈÅ ÃÏÌÌÅÇÅ ÃÏÍÍÕÎÉÔÙȭÓ ÁÎÄ ÐÕÂÌÉÃȭÓ ÁÔÔÅÎÔÉÏÎȟ ÁÎÄ ÆÏÒÍÕÌÁÔÅ ÓÔÕÄÅÎÔ ÏÐÉÎÉÏÎÓ ÏÎ ÖÁÒÉÏÕÓ 
issues. 
  
As citizens, students enjoy the same basic rights and are bound by the same responsibilities as are all citizens.  Among 
these rights are freedom of speech and freedom of press.  The Flathead Valley Community College Board, faculty and 
staff shall not exercise editorial control over student publications, except where specifically provided by FVCC 
policies and procedures.  The college shall not be deemed to endorse the content of these publications unless so 
stated. 
 
 

Student Rights and Responsibilities 
 
FVCC students are responsible for knowing the information, policies and procedures outlined in the catalog.  The 
College reserves the right to make changes as necessary and once those changes are posted online, they are in effect.  
Students are encouraged to check online at http://www.fvcc.edu/current -students/student-resources/student-
policies.html for the current versions of all policies and procedures. 

 
 
 
 
Veterans Education Programs, (406) 756-3982, BH 111 
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Veterans educational benefits are based on class attendance.  4ÈÅ 6ÅÔÅÒÁÎÓȭ !ÆÆÁÉÒÓ ÏÆÆÉÃÅ ×ÉÌÌ ÓÅÎÄ Á ÌÉÓÔ ÏÆ ÓÔÕÄÅÎÔÓ 
×ÈÏ ÁÒÅ ÒÅÃÅÉÖÉÎÇ ÂÅÎÅÆÉÔÓ ÔÏ ÅÁÃÈ ÆÁÃÕÌÔÙȟ ÅÁÃÈ ÓÅÍÅÓÔÅÒȟ ÒÅÑÕÅÓÔÉÎÇ ÔÈÅ ÓÔÁÔÕÓ ÏÆ ÅÁÃÈ ÓÔÕÄÅÎÔȭÓ ÐÒÏÇÒÅÓÓȢ  4ÈÅ 
progress reports are a requirement of the Veterans Administration, with the intended purpose of informing our office 
ÏÆ ÁÎÙ ÇÒÁÄÅ ÏÒ ÁÔÔÅÎÄÁÎÃÅ ÐÒÏÂÌÅÍȢ  4ÈÅÓÅ ÒÅÐÏÒÔÓ ÎÅÅÄ ÔÏ ÂÅ ÒÅÔÕÒÎÅÄ ÔÏ ÔÈÅ 6ÅÔÅÒÁÎÓȭ !ÆÆÁÉÒÓ ÏÆÆÉÃÅ ÁÓ ÑÕÉÃËÌÙ ÁÓ 
ÐÏÓÓÉÂÌÅ ÂÅÃÁÕÓÅ ÔÈÅ ÃÏÌÌÅÇÅ ÉÓ ÒÅÓÐÏÎÓÉÂÌÅ ÆÏÒ ÒÅÐÏÒÔÉÎÇ ÁÔÔÅÎÄÁÎÃÅȟ ÅÓÐÅÃÉÁÌÌÙ Ȱ.Ï 3ÈÏ×Óȱ ÔÏ ÔÈÅ 6Ȣ!Ȣ ÉÍmediately, 
so that payment can be stopped.  Failure to report within 30 days may result in the college being charged for 
overpayment. 
 
An actual letter grade does not need to be determined for a student before the instructor completes a progress 
report.  In fact, the first request for progress status may be sent out before an instructor gives a test.  Those students 
having a grade or attendance problem will be referred to the Learning Resource Center for tutoring and/or 
counseling. 
  
&6##ȭÓ 6ÅÔÅÒÁÎ !ÆÆÁÉÒÓ Office is located in LRC 111.  Services include facilitating educational benefits for veterans, 
ÄÅÐÅÎÄÅÎÔÓȟ ÒÅÓÅÒÖÉÓÔÓȟ ÁÎÄ ÇÕÁÒÄ ÍÅÍÂÅÒÓȢ  )ÔȭÓ ÃÌÏÓÅ ÔÏ ÔÈÅ &6## ,ÉÂÒÁÒÙȟ -ÁÔÈ ,ÁÂ ÁÎÄ ,ÁÎÇÕÁÇÅ !ÒÔÓ ,ÁÂȢ  
 

 
Waiver of Regulations 
 
Rules and regulations contained in this catalog have been adopted by the Flathead Valley Community College faculty, 
administration, and Board of Trustees and are subject to modification and revision. Students who feel that 
extenuating circumstances might justify the waiver of any college regulation may file a petition with the Dean of 
Students. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

BEFORE YOUR COURSE BEGINS: 
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_____  Read over contract letter, sign, and return to Melanie Settle to finalize the hiring process. 
_____  Request your FVCC Eagle Online course shell for online, hybrid, and/or face to face supplement.  
_____  Prepare/update the course syllabus (reference the syllabus template). 
_____  Prepare a course schedule (outline by week or day topics and/or assignments - a daily schedule  
    example is included in the syllabus template). 
_____  Identify the course level objectives (as shown on the course profile) and how you will assess those  
    objectives during the semester for end of semester reporting. 
_____  Obtain a copy of the textbook (contact your Division Chair for assistance).  You may also request  
    supplemental instructor materials from the Bookstore.  Your Division Chair should have the  
    appropriate contact information for the textbook representative. 
_____  Check with the bookstore to be sure books/special resources are correct and ready for student  
    purchase. 
_____  Visit the room where you will be teaching to ensure all resources you need are available and that your 
             technology is compatible ×ÉÔÈ ÔÈÅ ÒÏÏÍȭÓ ÔÅÃÈÎÏÌÏÇÙȢ   
_____  If using the NOVA station (computer in classroom), make sure that you have a key (from the Media  
    Center) and can access what you need on the computer. 
_____  Print a roster of students and have a method for taking attendance. 
_____  Make enough copies of the syllabus and other handouts for each student, plus a few extras, or use 
    your FVCC Eagle Online shell to house the syllabus for student access. 
_____  Check with your division office to see if you have received a wait list for your course.   If so, you will  
    use the wait list to determine which students to add (if any) on the first day of class. 
_____  Make any special arrangements for the following (your faculty support specialist can help with these): 
   _____  Guest Speakers 
   _____  Rooms needed in addition to or at different times than your regular classroom 
   _____  Field Trips ɀ permission forms, schedule transportation 
   _____  Media Services ɀ Any special needs for videos or other classroom technology needs 

 

DURING THE SEMESTER: 

 
_____  Submit an electronic copy of your syllabus to your division office by the end of the first week of  
    classes. 
_____  Report attendance for financial aid and veteran student status when prompted by the Financial Aid  
    Office ɀ you will receive an email notification. 
_____   Submit early alert information as needed (optional). 
_____  Guide students to complete the course evaluation in the student portal and encourage completion 
     (approximately four weeks prior to end of semester). 
_____   Schedule classroom observations (if required).     
_____   Check on the status of your course lab fees, request purchases as needed.  

 

 

AT THE END OF SEMESTER: 

 
_____   Submit grades via CAMS. 
_____   Complete the course level assessment in CAMS. 
_____   Submit General Education assessment data for all General Education courses. 
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Course Name 

Course Number 
Flathead Valley Community College 

 
COURSE SYLLABUS 

 
    
Instructor:  Instructor Name  Term:  Fall 2015 
Office:  Office Number Class Meeting Days:  Days 
Phone:  Office Phone Class Meeting 

Hours:  
Time 

E-Mail:  Instructor Email @fvcc.edu Class Location:  Building and 
room 

Office Hours: Days and times Lab Location:  Building and 
room 

 

 
I. Welcome!  
If desired, address your students directly with a statement of welcome (optional). 
 
II.  Course Catalog Description  
Description from the catalog (also found on the course profile) (required).   

 
III.  Course Overview  
You can include your personal description of the course (optional). 

 
IV. Course Learning Objectives  
 
List the course objectives from the course profile (required).   
You may include additional learning outcomes on your syllabus, but are required to include those on the 
master list (required).     
 
V. Course Prerequisites  
List prerequisites as found on the course profile (required). 
 
VI. Course Credits 
List the number of credits as found on the course profile (required). 

 

VII. Required Texts and Materials  
Full text citations of all required materials (required) 
Required library/library -accessible resources can be described here (optional) 
 
VIII.  Supplementary (Optional) Texts and Materials  
Full text citations of any supplementary materials (optional) 

 
IX. Grades 
Tell students how they are going to be graded (required).  Be as explicit as you can.  Telling students how 
they will be graded helps them build responsibility for their learning and serves as your contract with them 
for the course.  You may choose to provide a list of assessments and their relative weight in the semester 
total.  
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Assessment Percent of Final Grade 
e.g., Essay 1 20% 
e.g., Midterm 15% 
e.g., Group Project 15% 
e.g., Essay 2 30% 
e.g., Final Exam 20% 
 100% 

 
Insert your grading scale (required ).  We have provided two templates for your grading scale, one with 
straight letter grades and one for plus/minus grading.  Feel free to use either one of these, adjusted for your 
own grading scale, if different: 
 

Grading Scale (%) 
90-100  A 
80 - 89  B 
70 - 79  C 
60 - 69  D 
0 - 59  F 

  

Or 
 

Grading Scale (%) 
94-100  A 
90-93  A- 
87-89  B+ 
84-86  B 
80-83  B- 
77-79  C+ 
74-76  C 
70-73  C- 
67-69  D+ 
64-66  D 
60-63  D- 
0 - 59  F 

 
 

X. 'ÒÁÄÅ $ÉÓÓÅÍÉÎÁÔÉÏÎ 
You may choose to explain how students will learn of their grades (optional). 

 
Example: 
Graded assignments in this course will be returned individually roughly one week after submission. You can 
access your score at any time using the Student Portal.  Please note that scores reported on the Student 
Portal are unofficial grades.  
 
XI. Course Policies: Grades 
 
Policies should be presented in an open, friendly manner.  Aim to be reasonable and clear in your 
explanations.  Some policies are required, others are optional.   
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Late Work Policy : Offer specifics about your policy on late work (required). 
Example: 
There are no make-ups for in-class writing, quizzes, the midterm, or the final exam. Essays turned in late 
will be assessed a penalty: a half-letter grade if it is one day late, or a full-letter grade for 2-7 days late. 
Essays will not be accepted if overdue by more than seven days. 

 
Extra Credit Policy : Offer specifics about your policy on extra credit (optional). 
Example: 
There will be no extra credit offered in this course.   

 
Grades of "Incomplete" : Offer specifics about your policy on incomplete grades (required). 
Example: 
The current college policy concerning incomplete grades will be followed in this course. Incomplete grades 
are given only in situations where unexpected emergencies prevent a student from completing the course 
and the remaining work can be completed the next semester. Your instructor is the final authority on 
whether you qualify for an incomplete. Incomplete work must be finished by the end of the subsequent 
semester ÏÒ ÔÈÅ Ȱ)ȱ ×ÉÌÌ ÁÕÔÏÍÁÔÉÃÁÌÌÙ ÂÅ ÒÅÃÏÒÄÅÄ ÁÓ ÁÎ Ȱ&ȱ ÏÎ ÙÏÕÒ ÔÒÁÎÓÃÒÉÐÔȢ 
 
Rewrite Policy : Offer specifics about your policy on rewrites (optional). 
Example: 
Rewrites are entirely optional; however, only the formal essay may be rewritten for a revised grade. Note 
that an alternate grading rubric will be used for the rewrite, featuring an additional column that evaluates 
the changes made.  
 
Group Work Policy : Offer specifics about your policy on group work (optional). 
Example: 
Everyone must take part in a group project. All members of a group will receive the same score; that is, the 
project is assessed and everyone receives this score. However, that number is only 90% of your grade for 
this project. The final 10% is individual, and refers to your teamwork. Every person in the group will 
provide the instructor with a suggested grade for every other member of the group, and the instructor will 
assign a grade that is informed by those suggestions. Also, everyone must take part in a group essay. The 
grading criteria are the same as the group project. Once formed, groups cannot be altered or switched, 
except for reasons of extended hospitalization.  
 
XII. Course Policies: Student Expectations  
 
Disability Access : Offer specifics about the FVCC policy on disability access (required). 
Example: 
FVCC is committed to providing reasonable accommodations for all persons with disabilities. Any student 
who feels s/he may need an accommodation based on the impact of a disability should contact the 
Disabilities Specialist, Anna San Diego, at 406-756-3881.  The Office of Disabilities Support Services is 
located in the Learning Center, LRC 129. 

 
Attendance Policy : Offer specifics about your expectations for attendance (optional). Will students get 
points for attendance? You may also describe expectations of courtesy here. 
 
Professionalism Policy : Offer specifics about your policy on professionalism or late arrivals (optional). 
Example: 
Mobile phones, iPods, etc. must be silenced  during all classroom and lab lectures.  Behavior that disrupts 
the learning environment will not be tolerated. Please arrive on time for all class meetings.  

 




