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Greetings from the President 

 
I am pleased to extend a warm welcome to all of you. Whether you are assuming the role 
of adjunct faculty member at The Community College of Baltimore County for the first or 
the fiftieth time, we welcome you to our CCBC family and commit all the resources of our 
college community to supporting you in your efforts to inform and enrich our studentsô 
lives. 
 
CCBC plays an important role in the social and economic well being of all of the 
communities we serve. We could never make that claim if it were not for the many faculty 
and staff who day after day deliver a consistent level of quality instruction and support no 
matter their status. As an adjunct faculty member of CCBC, you are a member of a team 
of caring, committed professionals. We value your role, your input, and your 
contributions. We are grateful and proud in equal measures that you have made the 
decision to lend your skills to our effort. 
 
We hope this handbook serves the purpose of its design ï i.e., to ease your burden of 
trying to understand our large and complex organization while at the same time providing 
useful assistance to strengthen your teaching. 
 
Welcome, my friends, to CCBC. I extend the warmest of wishes for an engaging and 
prosperous learning experience. 
 
 
Best Wishes, 
 
Sandra Kurtinitis 
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Greetings from the Executive Dean 
  

Welcome to The Community College of Baltimore County, Division of Continuing Education 
and Economic Development.  The CCBC system adheres to a learning-centered philosophy 
in which the entire institution is focused on meeting the studentsô needs.  Courses are 
scheduled at various times and locations, using a variety of formats and delivery methods. 

 

As a continuing education instructor in the 21
st
 century world of education, you will be 

applying your expertise in a ñshared knowledge environmentò where students and teachers 
learn from each other.  We know you will find the experience challenging and rewarding. 

 

Our role is to orient, support, and facilitate your efforts.  We hope this adjunct faculty 
handbook will serve as a general guide to available CCBC services, administrative contracts, 
college policies and procedures. 

 

We welcome your participation and hope that your teaching experience for CCBC will be 
rewarding and beneficial. 

 

You are urged to carefully read the manual and keep it for future reference. Additional 
program specific information will be provided by your College director/coordinator. 

 

Thank you for your interest in teaching for CCBC. 

 

Sincerely, 

 

 

 

P. Michael Carey, Executive Dean 

Continuing Education and Economic Development 
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INTRODUCTION TO HANDBOOK 
 

The adjunct faculty for Continuing Education and Economic Development (CEED) are the 
heart of our programs. Students identify CEED directly with the quality of instruction they 
receive in the classroom. 

 
This handbook  assists instructors in developing, delivering, and evaluating courses by 
outlining CEED policies and procedures.  Program personnel can provide further 
clarification.  
 
In addition, the following publications can be referenced. 
 

1. CEED Schedule of Courses ï Offers a brief description of courses offered, as 

well as policies and procedures relating to non-credit enrollment. Available 

through college call center or by calling 443-840-4700. www.ccbcmd.edu/ceed  

2. Academic (credit) Faculty Handbook - for detailed policies and procedures 

established for credit instructors. (Call the CCBC Human Resource Office at 

443-840-4739) 

3. Academic (credit) Schedule of Courses - for detailed course descriptions, 

admissions and academic policies/procedures, and student services 

information. Available on-line at http://www.ccbcmd.edu/schedule/index.html 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.ccbcmd.edu/ceed
http://www.ccbcmd.edu/schedule/index.html
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Instructorôs Roles and Responsibilities 

 

 Provides course instruction and/or technical training in his/her field of expertise. 

 

 Supports the stated mission, goals, policies, and regulations of CCBC and CEED.  

 

 Supports and abides by the local, state, and federal laws that affect the College. 

 

 Is present for all scheduled class sessions. In cases of illness or emergency, notifies the 
program coordinator and attempts to find a substitute who has an application on file with 
CCBC CEED. 

 

 Completes and returns in a timely manner all official course paperwork, including 20 
percent and final rosters, evaluation forms, and contract registration forms. 

 

 Provides advice to students regarding course enrollment, career opportunities and other  
CEED courses. 

 

 Keeps abreast of developments in field of specialization and/or instruction. 

 

 Prepares, develops, and /or revises curricula based on CCBC goals and guidelines, as 
needed. 

 

 Promptly completes and returns personnel forms required for employment, updates 
personnel forms as requested, and returns contracts at requested times. 

 

 Submits as required course outlines, textbooks, instructional materials, and orders for 
supplies at the time requested by program director/coordinators. 

 

 Makes appropriate arrangements to have the necessary equipment, materials, and 
supplies available for instruction. 

 

 Assists in marketing information about other CCBC CEED courses in the classroom. 
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SECTION I: THE HIRING PROCESS 
 

Getting Started -- Documentation 
 
The following forms are necessary before an instructor may begin teaching: 

 

Form Needed to Be 

Completed 
Returns to Coordinator/Director 

Forwards to 
Adjunct Faculty Application Program Director/ 

Coordinator 
Adjunct Contract Area 

Personal Information Form Program 
Director/Coordinator 

Adjunct Contract Area 

Maryland Tax Form Program 
Director/Coordinator 

Payroll 

W-4 Federal Form Program 
Director/Coordinator 

Payroll 

Direct Deposit Form Program 
Director/Coordinator 

Payroll (if elected) 

I-9 Form Employment 
Eligibility Verification Form 

Must be completed with 
Program 
Coordinator/Director in 
person with appropriate ID. 
See Below 

Human Resources 

 
The Employment Eligibility Verification Form (Form I-9) is required for every employee and must 
be completed within three days of the instructorôs first day of employment. The program coordinator or 
assistant must complete section 2 of the form and use documents, as specified on the back of the 
form, to verify the employeeôs identity and employment eligibility. Failure to comply will result in the 
immediate suspension of the employee until employment verification can be documented. 
Copies of any special license or certification may also be required if requested from the program 
director/coordinator. The program director/coordinator may require a course proposal form, outline, 
and/or syllabus. (See Appendices 1,2 and 3). 
 

Meeting with Program Director/Coordinator 
The director/coordinator will interview the instructor and review the roles and responsibilities 
associated with the position. As a representative of CCBC, instructors may be asked to provide 
information on other CCBC courses or distribute course literature either before or after the course 
begins as part of the Collegeôs continuous marketing process. 

Pay Scale  
Instructors are paid according to placement on a program pay 
scale. The program director/coordinator is responsible for 
evaluating adjunct  applications and recommending to the 
Dean an initial hourly rate of pay, usually based on specific 
credentials and experience. 
 
For updated pay scale information, go to: 
http://ccbcmd.edu/media/hr/adjscale.pdf 

The pay rates for non-credit 

courses in some specialized 

areas may differ from the 

published pay scale. 

 

http://ccbcmd.edu/media/hr/adjscale.pdf
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Contracts 
Normally, instructor pay is calculated according to the number of hours of instruction.  Instructor 
contracts will indicate the number of pays and the amount of each pay.  The program 
director/coordinator can be contacted concerning the payment schedule. (Appendix 1) 

The instructor will sign a contract for each class. The Adjunct Faculty Contract area will send  the 
instructor the class contract, which must be signed and returned to the Contract area so that a 

paycheck can be processed.  To initiate the payment process, all personnel and payroll forms 

must be signed and submitted. 

The first pay will not be distributed until after the start of the first class and may take a maximum of 

four weeks to be processed. 

Occasionally classes will be cancelled due to lack of enrollment and no payment will be distributed.  
Decisions concerning  course cancellations are usually made three to five working days prior to the 
class start date; however, in some cases the decision may be made the day before the class starts.  
For insufficient enrollment in Adult and Family Literacy classes and in special circumstances, 
cancellations may be made after classes begin. The instructor will be paid for any classes they have 
taught. 

 

Affirmative Action Policy 
It is the policy of CCBC to affirmatively seek, employ, and promote the best qualified persons in all job 
classifications without regard to age, sex, race, color, religious belief, national origin, sexual 
orientation, handicap, or covered veteransô status.  Administrators may consult with Human 
Resources on matters relating to affirmative action as appropriate.  

 

Accommodation of Disability (ADA) 
CCBC has established a procedure for accommodation of a disability under the Americans with 
Disabilities Act (ADA).  Instructors wishing to request  accommodations for a disability for either  
themselves or a student, need to contact the program director/coordinator. 

 

Conflicts of Interest, Commercial Sales, and Solicitation on Campus 
Based on professional ethics, instructors employed by CCBC will avoid conflicts of interest and 
competition with the college. Instructorôs may be asked to sign the  Product Endorsement Policy. (See 
Appendix 5) 

 

Code of Conduct 
The college has published specific guidelines for student, faculty and staff behavior. These guidelines 
can be found at http://www.ccbcmd.edu/media/ccbc/codeofconduct.pdf All students, faculty and staff 
are expected to comply with the collegeôs published code of conduct.  Failure to do so could result in 
dismissal from class or the college. 

 

 

Drug-Free School, Communities, and Workplace  
CCBC adheres to the policy as set forth by the CCBC Drug-Free School and Communities Act and 
the Drug-Free Workplace Acts, which can be found in the Department of Public Safety at each 
campus.  No alcohol or drugs can be served at a campus sponsored event even if it takes place off 
campus. Irresponsible or illegal use or distribution of alcohol and drugs will be subject to penalties in 
CCBCôs Code of Conduct.  

 

http://www.ccbcmd.edu/media/ccbc/codeofconduct.pdf


 
 

 - 10 - 

The Jean Clery Disclosure of Campus Security Policy and Campus Crime Statistics 

Act requires that colleges and universities publish and distribute an annual security report. For a 
paper copy of the report, contact  the Department of Public Safety office on any CCBC campus or at 
http://www.ccbcmd.edu/publicsafety/index.html 

 

 

Ownership of Course Materials and Course Outlines 
It is understood that any course or classroom materials prepared by the instructor specifically to fulfill 
the unique requirements of a contract or a teaching assignment are the joint property of CCBC and 
the instructor. A copy of all course materials will be kept by the Adjunct Faculty contract area. 

 

 

Sexual Harassment  
Sexual harassment will not be tolerated at CCBC.  Such misconduct on the part of any employee or 
student of the college, at any level, may result in appropriate disciplinary action, up to and including 
dismissal.  Managers, supervisors and faculty members are required to maintain a workplace and 
educational atmosphere free of harassment, intimidation, hostility, or offensiveness.  Failure to take 
necessary corrective steps when a subordinate engages in such conduct may subject supervisors 
and managers to disciplinary action, an action upheld by recent court cases. For additional 
information visit : http://www.ccbcmd.edu/catalog/publicsafety/assault.html 

 

Smoking 
Smoking is not permitted in campus buildings.  Follow rules as posted in other locations. 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.ccbcmd.edu/publicsafety/index.html
http://www.ccbcmd.edu/catalog/publicsafety/assault.html
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SECTION II:COURSE INFORMATION 
Course Location 
Course location should be confirmed with the program 
director/coordinator prior to the first class. Any questions 
concerning class assignment should be discussed with the 
director/coordinator. Informal arrangements, such as moving 
to another room that appears vacant, are not permitted. 
Room assignments can only be changed through official 
college channels. Problems the night of a course can be 
discussed with the site coordinator. The program 
director/coordinator should supply this information to the 
instructor prior to the first night of class. 
 
On campus, problems with rooms can be reported to  
CCBC Campus Pubic Safety Offices  

 

Course Outlines 
The quality of CEED instruction is dependent upon offering new and innovative courses. New courses 
should be submitted on a Course Proposal Form (Appendix 2) to the program coordinator. Once 
accepted, a course outline and syllabus will also be necessary and should contain the course 
description and course objectives. The  approved course outline and syllabus must be followed as 
closely as possible. (See Appendix 3&4) 

 

Course Materials and Supplies 
Any materials, books and/or equipment needs and deliveries should be discussed with program 
personnel and must be approved by the program director/coordinator in advance. 

 

Audio Visual Equipment (Media Services) 
On Campus 
Many CCBC classrooms are SMART classrooms equipped with computer  access and Internet. 
Requests for SMART classrooms should be made to the program/coordinator. 

 

With three days notice, audio tape players, TV-DVD/VCRs, overhead projectors, PowerPoint 
supported SMART carts, and other types of audiovisual equipment may be available for use on-
campus and in extension center classrooms.  To order equipment or for immediate assistance contact 
Media Services (Catonsville) - (443)840-5006 (d) or (443) 840-5172 (e)/ (Dundalk) ï (443-3637)/ 

(Essex) ï (443)840-2604.  

 

Off Campus 
Contact the program director/coordinator. 

 

Identification Cards 
ID cards can be obtained at the Records & Registration office. This card will allow use of the 
College's facilities, such as the library and gym, and allow attendance at other campus events. 
 
 
 
 

Public Safety Office 
Catonsville 

410-455-4958 
Dundalk 

410-285-9700 
Essex 

410-780-6893 
Hunt Valley Center 

410-771-6835 
Owings Mills Center 

410-363-4111 
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Parking  
All CCBC campuses and the extension centers have free parking. Red lined spaces are 
designated for faculty and staff only; green lined spaces are for college vehicles, and white lined 

spaces are for students and visitors as well as faculty and staff. Hang tags are required to park in 
red lined spaces on all campuses. Permits are available from the Office of Public Safety on each 
campus. All parking related information can be found in the link below: 

 
http://www.ccbcmd.edu/media/publicsafety/parkingandtraffic.pdf 
 
Parking regulations may vary at each course site. Some locations issue specific time restricted 
parking permits.  For additional information regarding general parking regulations, parking for disabled 
persons, or other concerns, check with public safety using the information below.  
 
Handicap parking spaces are located on each campus and at most sites. 
 

 
 
 
 
 
 
 

 

 
If you are located off site, this information should be included in the instructor packet. 

 

Class Packets 
Instructors will receive class packets: 
 

 in the classroom at the first session or 

 mailed prior to the first class by the program director/coordinator.   
 
The following information is contained in the packet: 

 
1.  Attendance/Certificate roster  
2.  Certificates of completion (if applicable) 
3.  Student evaluation forms with return envelope 
4.  Course syllabus or other handouts, if photocopies were requested 
5. Registration forms, release forms, etc. for contract courses only (if applicable) 
 

1. Attendance Roster 
The attendance roster  included in the course packet is for the instructor to  record information about 
attendance, certificates and grades for specific categories of courses.  

 
Instructors are responsible for maintaining complete attendance records for each session of the 
course. It is vital to the continued operation of CEED that these documents are completed and 
returned in a timely manner and have been thoroughly reviewed for accuracy.   

 
The Maryland Higher Education Commission has strict regulations regarding attendance.  

Catonsville 
800 South Rolling Road 

Baltimore, MD 21228 
Building/Room: W 228 

Tel: 443-840-445 
Fax: 443-840-4006 

Emergency: 443-840-4958  

Dundalk 
7200 Sollers Point Road 

Baltimore, MD 21222 
Building/Room: LRC 101 

Tel: 443-840-3200 
Fax: 443-840-3109 

Emergency: 443-840-3200  

Essex 
7201 Rossville Boulevard 

Baltimore, MD 21237 
Building/Room: A 110 

Tel: 443-840-2300 
Fax: 443-840-1373 

Emergency: 443-840-1893  

 

http://www.ccbcmd.edu/media/publicsafety/parkingandtraffic.pdf
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For open-enrollment classes: 
 
 1. The instructor will verify the names of students on the attendance/certificate roster with 
    those who attend. 

2. If a studentôs name does not appear on this roster, the student should either have 
 proof of payment (receipt) or be referred to the CCBC Call Center at 443-840-4700 for 
 late registration. 
3. The instructor will explain to the student that he/she  must either show a signed proof 
 of registration at the next class session or be listed on the revised 
 attendance/certificate roster available from the program director/coordinator.  Students 

 may not attend future sessions without proof of registration.  

For contract classes: 
 1.  The instructor should list the names of the students on the attendance/certificate       
      roster.  
 2.  The instructor will collect signed/completed registration forms for every student in  
  the class.The instructor may continue to register students up to and including the 20% 
  date. 

For all classes: 
1.  Use a check mark to indicate a studentôs presence and an ñAò to indicate an absence 
 for each session. Enter dates of class at the top of the column. 

2. Return the yellow copy of the attendance/certificate roster to the program 
 director/coordinator immediately after the 20% date. This date can be found near the 
 upper left of the form.(See Appendix 8). 
3. Instructors must sign and date the 20% attendance roster prior to returning it. 
4. Retain the white copy of the roster  and continue to keep attendance on each student.  
5. After the final class, return the signed and dated white copy of the 
 attendance/certificate roster, with the complete attendance for each student marked, 
 the appropriate certificates indicated, and where applicable, the grades entered. The 

 roster should be returned to the program director/coordinator within one week of the 
 last class.  

 6. Instructors will be notified by the program director/coordinator if grades are required for 
  an individual course. (Appendix 7)  

 

The only grades that are  available are:  

 
GRADE DEFINITION DETAIL 

CA Completion (attendance-
based) 
 

80 % attendance and 
satisfactory performance 

CC Completion (competency-
based) 

Took test and passed or 
demonstrated competency 

NC Not Completed  

NGR No grade given for this course  

 

Enter the appropriate grade for each student in the ñGRADEò column on the attendance roster.  

 

 7.  If students are to receive certificates of completion, place  a check in the appropriate 
  box on the roster under ñCertò.  A minimum of 80% attendance (or higher depending 
  on the course) is required to receive a certificate. 
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*Attention: Instructors who teach at intensive training sites, mental health agencies, apprenticeship 
and/or senior centers must consult with the director/coordinator for the procedure for attendance and 
roster maintenance. 

 

2.Registration Forms and Release Forms for CEED Contract Training Courses 
 

Many contract training courses require on-site registration.  

 

1.  Each student attending the course must complete a registration form. 

2.  All information on the registration form must be filled in, including the date of birth, 
 signature, and date. 

3.  The studentôs home address, not a business address, must be provided on the form.  

4.  Course information must be completed.   

5.  Registration forms and other forms, including release forms, which are used to get 
 student permission to release attendance and grade information to the employer for 
 contract classes, must be returned to the program director/coordinator no later than 

 two business days after the first class.  
6.  Students should be registered up to and including the 20% date, which is indicated at 
 the top left of the roster and which represents 20% of the total course hours. Late 
 registration can be accepted if necessary. Submit any new registrations promptly  to 
 your director/coordinator. 

 

 

3. Certificates of Completion 

In some cases students may receive a certificate of completion from the college indicating their 
attendance and/or successful completion of a specific course. Students who have attended 80% of 
the course sessions and successfully passed any required examination(s) may receive a certificate. In 
some cases it is the instructorôs responsibility to indicate on the attendance/certificate roster those 
students who meet this critieria.  Contact your director/coordinator for the proper procedure for making 

these certificates available to the students. 
 

4. Faculty Evaluation 
Consult with your director/coordinator for the appropriate evaluation form and procedures.  

 

5. Syllabus 
See Appendix 3 for sample course syllabus or consult program area director/coordinator. 

 

Class Breaks 
For class sessions exceeding three hours, instructors are required to provide 5 minutes of break time 
per hour of instruction; for example, a course that meets for 3 hours would require 15 minutes of 
break time.  These break times provide an opportunity for student networking and informal 
conversation with the instructor.  
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Instructor Absence from Class 
 

MISSED CLASS TIME MUST BE MADE UP. 
  

If an instructor is absent or late, it is the responsibility of that instructor to notify the 
director/coordinator in advance. If a substitute instructor cannot be found, the program 
director/coordinator must be given sufficient time to notify students and reschedule the missed class.  
If the class was canceled because of the instructor, then the instructor, in consultation with the 
program administrator, is responsible for scheduling a makeup session. If a course is not taught for 
the contracted number of hours, adjustments will be made in the instructorôs salary for the course. 
If a substitute is used, the substitute must have an instructor application in CEED.  The instructor 
should tell the director/coordinator, in advance, of any absences and of any substitutes the instructor 
recommends. The substitute instructor will be paid directly by CEED. 

If  there is a site problem, the instructor should be notified of the cancellation prior to arriving at the 
site. The instructor, with the director/coordinator, is responsible for making up the class.  If the 
instructor arrives and has not been notified prior to that time, the director/coordinator should be 
informed as soon as possible and the instructor will be paid for that class.  The director/coordinator 
may choose to reschedule the class or to officially submit paperwork to reduce the course hours by 
subtracting the missed class time as appropriate. 

 

 

Student Contact Outside of Classroom/Field Trips 
For trips off-campus, out-of-state, or out of the country, the instructor must follow college policy and 
procedures. All off-campus trips must be approved by the program director/coordinator in advance, 
and the appropriate permission forms must be completed. Students must meet the instructor at the 
approved field trip site and provide their own transportation to and from the field trip.  If an instructor 
takes a student on an approved trip in his/her personal car, the insurance liability will be solely that of 
the instructor. The instructor should consult with the director/coordinator of their programs for details. 
Also, please be advised that the college is not responsible for any contact between instructors and 

students outside of the classroom. *The college is not liable or responsible for any unofficial, 

unapproved off campus trips. 

 

General Classroom Management 
The primary responsibility for managing the classroom environment rests with the instructor. Students 
who engage in any prohibited or unlawful acts which result in disruption of a class may be directed by 

the instructor to leave the class for the remainder of the class time. However, if the student is under 

18, he/she cannot be dismissed without contacting the parents.   
Longer suspensions from a class or dismissal may be preceded by a conference with the 
coordinator/director and or dean. Students are subject to The CCBC Code of Student Conduct, which 
prohibits, among other things,  smoking, persistently speaking without being called upon, refusing to 
be seated, moving about, endangering others, threatening other persons, use of drugs or alcohol, 
disorderly conduct, or possession or use of any weapon. 
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Classroom Use 
Please arrange tables or desks to fit the teaching/learning needs of the individual  course; however, at 
the end of each session, please return the classroom to its original pre-class condition.  Please do the 
following at the close of each session:  
 

1.  Erase all board space you have used; 
2.  Restore all furniture to its original arrangement; 
3.  Move any equipment blocking the boards; and  
4.  Turn off all lights. 

 
Course completion procedures 
 

1. Distribute certificates of completion if applicable; otherwise, report those students  earning 
one on the attendance roster so that certificates may be mailed to them. (Appendix 7) 

2. Distribute and collect student evaluations of the course (if applicable in situation).  Return 
evaluations to your program director/coordinator.  

3. Return signed final rosters to program director/coordinator within one week following the 
last class or based on the return procedure required by your director/coordinator. This 
step is an essential part of the process and failure to return required forms may delay the 
instructorôs payment for the class.  

4. Distribute non-credit college catalogs or flyers if requested by the director/coordinator.  

 

Course/Instructor Rating 
Instructors are required to distribute course/instructor evaluation forms to all students during the last 
class of the course.  They should be collected and securely attached to the attendance sheet.  The 
forms should be returned to the program director/coordinator  either  in person or by mail no later than 
one week after the last class. A copy of the results, as well as, student comments and suggestions 
are available upon request. 

 

Evaluation of Instructor by Program Director/Coordinator 
A program director/coordinator may visit the class to observe and evaluate class preparation, 
presentation, and the learning process.  These evaluations are meant to be constructive and helpful.  
The program director/coordinator may wish to discuss the results of these observations and 
evaluations. 
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SECTION III.  OTHER POLICIES 
Confidentiality of Student Records 
The Family Educational Rights & Privacy Act (FERPA) has specific guidelines concerning what type 
of information can be given and to whom it can be given.  

An instructor may provide information to a current student concerning grades, attendance, etc. for the 
duration of time the student is enrolled in the instructorôs class. Doing so in person assures that the 
studentôs identity can be verified. Once the class is over, the student should be referred to the CEED 
transcript and verification specialist at 443-840-4315. 

Unless a student has completed and signed a CCBC release of information form that allows the 
release of attendance and academic record information to an employer during the duration of the 

studentôs enrollment in a non-credit program, CCBC may not disclose any information from the 
studentôs educational or personal record.  

If a parent requests the release of his/her minor childôs academic record, please have the parent call 
410-455-4450. Academic and personal information about any post-secondary student, even a minor 
child, falls under FERPA guidelines. 

 

Emergency Response Procedures for On-Campus Classes 
CCBC Public Safety urges students, faculty, staff and visitors to first contact Public Safety for 
proper handling of all safety and security concerns.  Trained personnel will immediately evaluate 
the situation and determine the proper authorities to be notified.  Public Safety should also be 
contacted immediately after calling 911 to report all emergencies (fire, medical and criminal). 
Public Safety will properly direct or escort emergency medical response crews and vehicles. 

 

CCBC has recently established the new Emergency Alert System. Instructors are 

encouraged to register their e-mails and phone numbers at: 

  

http://ccbcmd.edu/campusalert/index.html 

 
RESPONSE TIPS: In case of fire, pull the nearest fire alarm; call 911; and call Public Safety.  
When a fire alarm sounds, exit immediately to a safe area, approximately 200 feet away from the 
building.  Report all emergencies and safety/security concerns to Public Safety.  Report all media 
inquiries concerning emergency to Public Relations, 410-869-1218. 

 
Police, Fire, Paramedics, 

Major Spill 9 1 1 
Campus Catonsville Dundalk Essex 

Emergency 4958 3200 6300 
Public Safety 4455 9700 6893 
Campus Operator 0 0 0 

 

Off site ï Call 911, then call Catonsville campus security to let them know the details. 

 

Medical Emergencies 
If a student is unconscious, call 911 immediately.  Then call security and tell them that you have a 
medical emergency.  Give the studentôs name and location, and your extension, and let them know 
you have already called 911.  Stay with the student until medical personnel arrive.  If students are 
reporting the incident to you, call 911 and security.  

 An accident report must be completed if an accident or injury occurs.  An accident report form may be 

http://ccbcmd.edu/campusalert/index.html
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obtained from public safety. No matter how trivial the injury may seem, please comply with reporting 
procedures within two working days after the accident. 
 

Building Evacuation Procedures 
 Remain calm.   

 Know primary exit routes.  These routes are 
posted at all class sites.   

 Never use an elevator in an emergency.   

 Leave all materials in the room to avoid wasting 
time.  Assist, to the best of your ability, those 
who need help.   

 Never return to a building until permitted by 
emergency personnel.  

Inclement Weather 
Each campus has a weather line for closing 
announcements:  

 

Or go to www.ccbcmd.edu, click on ñClosingsò in the ñNewsroomò 
When Baltimore County Public Schools are closed, all CCBC classes offered at BCPS locations, 
including Community Education classes, are canceled. If you are not sure of whether or not your site 
is closed, contact the program coordinator. If a site is closed, the instructor needs to contact the 
program director/coordinator to schedule a make up day.  

 

CCBC has recently established the new Emergency Alert System that is also used 

when the campus is closed for weather. Instructors are encouraged to register 

their e-mails and phone numbers at: 
  

http://ccbcmd.edu/campusalert/index.html 

 

Employee Right to Know Regarding Hazardous Chemicals 
In 1970, the United Stated Congress passed legislation creating the Occupational Safety and Health 
Administration (OSHA) to help preserve and protect the health and well being of all employees in the 
United States.  As a part of this continuing effort, the Hazard Communication Standard (HCS) was 
enacted.  This specific legislation establishes the legal rights of employees to be informed about 
hazardous materials present on the job.  As a result, employees are endowed with the ñright to knowò 
about the potential health risks, protective equipment and clothing, and the proper procedures for the 
handling and storing of all chemicals and chemical products used in the workplace.  Through 
employee training and education, employers such as CCBC hope to reduce the number of injuries or 
illnesses that can be attributed to the improper use and handling of these products. 
 

Copyright Information 
CCBC adheres to the Copyright Act of 1976 which allows the copying of works without specific 
permission or royalty as long as it falls within ñfair use guidelines.ò Classroom use for non-profit 

educational purposes is ONE consideration, but classroom use alone does NOT exempt intended 
copying from other possible restrictions. Remember that copyright laws are intended to protect the 
ability of a creator of a work to derive a living from the sale of that material. As a system we 
respect that right, and have established restrictions on the copying of printed works, material on 
the Internet, photographs, art, film and televised materials. For questions, consult the campus 
printing office or the program coordinator or director.  

Weather Line 

 

Catonsville  
443-840-4567 

Essex 
443-840-6711 

Dundalk  
443-840-6700 

 
 

http://www.ccbcmd.edu/
http://ccbcmd.edu/campusalert/index.html


 
 

 - 19 - 

 

Appendix 1 ð Contract Letter 
 

 

 

 

Dear Instructor: 

 

 

Thank you for your interest in teaching at CCBC. Enclosed you will find your Continuing Education and Economic 

Development (CEED) adjunct faculty contract. Please confirm your acceptance of the contract by: 

1. Reading the latest version of the CCBC CEED Adjunct Faculty Handbook available at: student. 

ccbcmd.edu/coned2/AdjunctFacultyCEEDManual.pdf. 

2. Signing and dating both pages of the white copy of the contract and using the enclosed postage-paid business reply 

envelope to return it to: Continuing Education Adjunct Faculty Contract Department, Building V, Room 006, 

CCBC Catonsville, 800 South Rolling Road, Baltimore, MD 21228  

3. Retain the yellow copy for your files. 

The initial pay will be distributed according to table below. The last pay will  be distributed after  the class is complete.  Our 

policy is that your contract must be returned by the Returned Signed Contract By date stated in the contract in order to 

receive your payments in a prompt manner.   

The number of pays will be determined by the length of the course.  See table below for distribution. 

Length of Course Pay Distributed Pay Distribution to Payroll  

One calendar week One   For next available cycle ï usually 

within 2-3 weeks after class end date. 

Up to four weeks Two or three pay periods  First pay distributed within four 

weeks of the start date of the class.  

Usually within 2-3 weeks. 

 Second pay distributed after the 

completion of the class. 

More than Four Weeks Every two weeks over the 

length of the Course.  
 First pay distributed within four 

weeks of the start date of the class. 

Usually within 2-3 weeks. 

 Other pays will be distributed 

every two weeks during the duration of 

the course. 

 Final pay distributed after course 

completion. 

 

If you have any additional questions concerning your contract, please contact your program area coordinator.  If they are 

unable to assist you then forward your questions to the adjunct faculty contract support staff at joverstreet@ccbcmd.edu.   

Please allow one to two business days for response to your inquiry while they research your issue.  

Thank you for your attention and cooperation.  It assists us greatly in providing you with quality service. 

 

 

Karen Paris 

Coordinator, Continuing Education, Adjunct Faculty 

443-840-4080 

 

mailto:joverstreet@ccbcmd.edu
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Appendix 2- Course Proposal Form 
 

CCBC 

Division of Continuing Education and Economic Development 

Course Proposal Form 

 

Instructor: ________________________________    Todayôs Date: ___________________ 

Phone # ____________________    Fax # _________________  E-Mail _________________ 

 

Title of Course: _____________________________________________________________ 

1. Please give a brief description of the proposed course: 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

 

2. Identify the target population(s) to be served by this course (i.e., nurses, seniors, business 
professionals, etc.) and the Need for the course: 

______________________________________________________________________
______________________________________________________________________
________ 

3. List course length:  (Courses may run a minimum of five hours and be scheduled in a one 
day format or over several class sessions at a variety of CCBC locations either day, 
evening or weekend time slots). 

Number of total hours for course _______________       Time slot ___________________ 

Number of hours per class session ______________       Start Date 
__________________ 

Number of weeks for course __________________         End Date __________________ 

4. If this course prepares students for a certifying examination, list examination and 
examining authority: 

Examination: 
______________________________________________________________ 

Authority: 
_________________________________________________________________ 

5. Course Location: 

______ Catonsville  ______ Essex     ______ Dundalk     

 

______ Hunt Valley    ______  Owings Mills        

      

 

_________Other (please specify) _______________________ 
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6. What approaches would you suggest to advertise and promote the course? (i.e. market 
the course): 

_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
____________________ 

 

7. List individual(s) or organizations that may be contacted to market this proposed course: 

____________________________________________________________________
____________________________________________________________________
____________ 

8. List any other college or organization which offers this or a similar course: 

___________________________________________________________________________
_________________________________________________________________________ 

Facilities/Materials: 

9. List any special requirements, such as materials, room needs, equipment, which are 
needed: 

_____________________________________________________________________
_____________________________________________________________________
__________ 

10. List books/materials to be purchased by the student (indicate whether suggested or 
required, name of item, costs and source of purchases if known; for books also list title, 
author, publisher, year, edition and cost). 

_____________________________________________________________________
_____________________________________________________________________ 

 

NOTE:  Please complete and submit this course proposal form in conjunction 

with the Course Outline, Appendix 2. 

 

Thank you! 
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Appendix 3 - Course Outline 

CCBC-CEED Course Outline 

 An instructor may be asked to submit a course outline (word processed), which 
describes the content of the course.  For courses already approved by the College and/or the 
State of Maryland, please use the approved course description and course objectives as the 
basis for your instruction.  

 

Please complete your outline using the following format: 

Instructor:___________________________________ 

Phone # ________________       Fax # ________________    E-Mail ______________________ 

Course Title: ___________________________________________________________________ 

Course Description: (50 to 75 words to be used in the Non-Credit College Course Catalog) 

 

 

 

Major Topics To Be Covered: 

I. 

II. 

III. 

IV. 

V. 

(list other Roman numerals as needed) 

 

Course Objectives: 

I. 

II. 

III. 

IV. 

V. 

 

(list other Roman numerals as needed) 

 

Methods of Instruction: (list variety of methods used, i.e. group discussion, lecture, debate,  

skills practice, audio-visual presentation, computers, handouts, etc.) 

 

Methods of Evaluation: (list methods for measuring student success) i.e., extent of student 

    participation, completion of a specific project, demonstration of skill  

acquisition through written assignments, completion of a group  

project, increased communication, student evaluation, etc. 
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Appendix 4 ï Sample Course Syllabus 

Sample Course Syllabus 

Title:    Write and Sell Articles to Magazines 

Course #:  WRT 329 

Dates:   X/X/XX ï X/X/XX 

Instructor Name: Ms. Instructor 

Contact Info. :  410-XXX-XXXX 

Course Description 

This is an introductory course for those who are interested in being published in the non-fiction 
magazine and trade journal publications. It is designed for those with little or no experience writing for 
publication. 

Course Objectives 

This course is designed to provide an introduction to the process and techniques of writing non-fiction 
articles. It will present tips on selecting a topic, finding the best publication for the article, marketing 
the article idea to editors, researching the topic, writing to communicate and entertain, and submitting 
the completed manuscript.  

Session 1 

Turning an idea into a salable topic: focusing the idea, targeting the right publication, and 
preliminary research. 

The query letter: the purpose of a query, its components, writing to sell your idea, and the 
mechanics of submitting queries. 

Session 2 

Researching and interviewing: research methods, primary sources, secondary sources, 
computer searches, locating experts, planning the interview, to quote or not to quote, selecting 
the right quote, how to avoid misquoting and quoting out of context conflicts, the danger of 
research paralysis and how to avoid it. 

Session 3 

Outlining the introduction: outlining techniques, organizing material so that it flows, and writing 
the book. 

Writing and rewriting: keeping the text flowing, tightening text, meeting word count 
requirements, and when to quit rewriting.   

Session 4 

Illustrations and photographs: the value of illustrations, sources free and not so free, taking 
your own photographs, and working with photographers.  

Submitting the manuscript: making a professional submission, computer disks, and 
packaging. 

Session 5 

After the sale: ownership rights, multiple sales from a single research topic, and building on 
sales. 

The business of writing: tracking expenses, time management, and goal setting. 

 

Taken from the AACC Faculty Handbook 2001-2002, p. 35. 
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Appendix 5 ï Product Endorsement Policy 
 

CCBC Division of Continuing Education and Economic Development 

The Community College of Baltimore County 

 

Personal/Corporate Product Endorsement Policy and Agreement 

 

All instructors must refrain from using non-credit classes as a forum for their personal or company 
products or services. 

 

By signing this document, I to agree to: 

 

 Limit mention of my full-time employer or personal services to my personal introduction at the 
beginning of the course. 

 Not distribute my business card or company literature to students or company representatives, 
or use my company letterhead for handouts. Materials passed out to the class will be on 
CCBC letterhead or plain paper. 

 Not use class rosters to solicit students or mail them or their company my personal or 
company literature. 

 

 

 

 

 

 

 

 

 

 

 

Instructor name: (Please type or print)_______________________________________________ 

 

Instructor 
signature:_________________________________________________________________ 

 

Date____________________________ 
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Appendix 6 ï Important Contacts/Contact Information 
 

Important Campus Contacts 
 

Contact Information 

CCBC Web Site 
 

www.ccbcmd.edu 

Call Center 
 

443-840-4700 

Campus    Catonsville 
 
                 Dundalk 
 
                 Essex 
 
                 Hunt Valley 
 
                 Owings Mills 
 

443-840-4049 
 
443-840-3700 
 
443-840-2999 
 
443-840-5830 
 
410-363-4111 

Human Resources 
 

443-840-5150 

Inclement Weather Catonsville 
 
                Dundalk 
 
                Essex 

443-840-4567  www.ccbcmd.edu 
 
443-840-6700 
 
443-840-6711  

Library Services Catonsville 
 
                Dundalk 
 
                Essex 

443-840-4287 
 
443-840-3645 
 
443-840-1425 

Printing Services 
                Catonsville 
                Dundalk 
                Essex 

 
443-840-4359 
443-840-3171 
443-840-1548 

Security (Classroom locked, parking, 
emergency for 911, etc.) 
                Catonsville 
 
                Dundalk 
 
                Essex 

 
443-840-4958 
443-840-4455 
 
443-840-3200 
 
443-840-2300 

 
 

 

 

http://www.ccbcmd.edu/
http://www.ccbcmd.edu/
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Appendix 7ï Graded Attendance Roster      
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Appendix 8ï Attendance Roster                                 

 

 


