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Dear Student,

On behalf of the governing board, staff and faculty at Santa Fe Community
College, I want to welcome you! 

The SFCC motto is “Helping students succeed. Serving our community.”  
This institution has a proud tradition of assisting students in pursuing their 
personal and educational goals. We strive to provide excellent instructors, 
and work diligently to develop strong support programs accessible to all 
our students.

I want to personally encourage you to connect with the Student 
Government Association, the Office of Student Development and any 
student club or organization.

I also encourage you to use this Student Handbook. We believe you 
will find the information very useful. It lists important dates, including 
registration, drop/add or withdraw periods, exam schedules, holidays 
and various campus activities. In addition, it provides: time management 
tools such as information about services and resources available to you; 
calendar listings; appointments/note pages; and the core values that 
guide us as an institution.
 
There are suggestion boxes located around campus and we encourage 
you to drop in your suggestions regarding the handbook and/or any  
other issues.

Thanks for joining the SFCC community. We’re glad you’re here!

Sincerely,

Sheila Ortego, Ph.D.
President
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Phone Numbers
SFCC’s main phone number is (505) 428-1000.
If you are using an office phone on campus, dial the last four 
digits to connect (1000).

	 Phone	 Room

Advising and information
New and non-degree student.............................(505) 428-1270....................201

Degree students

Arts and Design..............................................................(505) 428-1731....................753

Business and Applied Technologies...................(505) 428-1308...............LL322

Education...........................................................................(505) 428-1689.........ECDC5A

Health and Sciences ....................................................(505) 428-1183....................477

Liberal Arts and Core Studies................................ (505) 428-1370....................222

Sustainable Technologies........................................ (505) 428-1641....................801

Adult Basic Education ..............................................(505) 428-1356....................502

Bookstore..........................................................................(505) 428-1218....................233

Career Services.............................................................. (505) 428-1406...........LL311C

Cashier’s Office..............................................................(505) 428-1211....................129

Clubs and organizations.........................................(505) 428-1266........... LL311D

College for Working Adults .................................(505) 428-1852....................123 

Continuing Education (noncredit courses)
Information.......................................................................(505) 428-1676....................131
Registration.......................................................................(505) 428-1270....................201

Counseling Services.................................................. (505) 428-1486........... LL326H

Customized Training..................................................(505) 428-1617....................118

Dental Clinic (off campus)............................... (505) 428-1710

Developmental Studies...........................................(505) 428-1333....................502

Disability Services..............................(V/TTY) (505) 428-1701..............LL313

Distance Learning.............................................. (505) 428-1166............LL326F

Early Childhood Development Center........ (505) 428-1354............ECDC 4
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English as a Second Language (ESL)........... (505) 428-1356....................502

ENLACE/Gear Up......................................................... (505) 428-1714......... ECDC5D

Enrollment and Student Services.................... (505) 428-1270....................201

Financial Aid/scholarship information........ (505) 428-1268....................203

Fitness Education Center...................................... (505) 428-1615.................1000

GED information.......................................................... (505) 428-1356....................502

Help Desk......................................................................... (505) 428-1222................528 

InfoLine (recorded).................................................... (505) 428-1777 

La Familia Dental Clinic.......................................... (505) 984-5048

Library................................................................................. (505) 428-1352....................523

Literacy Volunteers of Santa Fe......................... (505) 428-1353................ 514A

Media Arts Lab.............................................................. (505) 428-1248....................605

NMHU – Santa Fe........................................................ (505) 428-1742...............LL302

Adjunct Faculty Office............................................. (505) 428-1632....................226

Registrar’s Office.......................................................... (505) 428-1385....................202

Registration Helpline............................................... (505) 428-1270

Safety and Security.................................................... (505) 428-1224....................101

Service-Learning......................................................... (505) 428-1736

Student Development............................................ (505) 428-1665...............LL311

Student Employment.............................................. (505) 428-1285....................204

Student Government Association.................. (505) 428-1418...............LL311

Teacher Education...................................................... (505) 428-1687..........ECDC4H

Testing Center............................................................... (505) 428-1625....................611

TRiO Student Support Services Program...... (505) 428-1364...............LL313

Tutoring Center............................................................ (505) 428-1260....................204

Veterans’ benefits........................................................ (505) 428-1267....................202

Weather Watch/Holiday Line  
(school delays/closures)........................................... (505) 428-1716

	 Phone	 Room



2 0 1 1 - 2 0 1 2  S t u d e n t  H a n d b o o k4

Your weekly schedule of classes
semester:

7 a.m.

8 a.m.

9 a.m.

10 a.m.

11 a.m.

NOON

1 p.m.

2 p.m.

3 p.m.

4 p.m.

5 p.m.

6 p.m.

7 p.m.

8 p.m.

	time	mon	tues	wed	thurs	fri	sat      
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August 2011 through July 2012
12 months at a glance
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admissions 
Q	What do I need to do to take classes at  
	 Santa Fe Community College?
Apply in person, any time of the year, at Enrollment and Student Services 
(ESS), located in the main hallway, or at www.sfcc.edu. Application for 
admission is free.

Santa Fe Community College (SFCC) maintains an open admission policy 
so that members of the community can participate in the college’s 
programs, services and activities. Anyone may be admitted to the college’s 
credit programs, though some restrictions, based on age, may apply 
to specific courses or certain facilities that require set levels of physical 
maturity. Otherwise, equal educational opportunity is provided without 
regard to gender, marital status, sexual orientation, color, race, religion, 
age, national origin/citizenship or physical disability. Students who do not 
have a Social Security number should contact ESS at (505) 428-1270 for 
assistance with completing the admission application.

An applicant’s admission status is determined by his or her primary 
objective in taking courses. Non-degree status is granted to applicants 
who wish to take courses for their own purposes without seeking a degree 
or a certificate. This status allows admission to college courses, but it will 
not satisfy eligibility requirements for scholarships, financial aid, veterans’ 
educational benefits or other assistance programs.

Degree status is granted to applicants who have declared an intention to 
pursue a particular degree or certificate by following a prescribed program 
and sequence of study.

Acceptance to SFCC does not ensure admission to all programs. Certain 
programs have competitive entrance requirements and selective 
admission criteria. For complete information on admissions, please see 
SFCC’s Catalog. 

As you complete the admissions process, you will receive a student ID 
number, called an A#. It is important to learn your A#, as you will need 
it when taking your placement test, registering for classes, paying your 
tuition bill and other business-related activities.

If you have taken classes at another college or university, you must have 
those schools send official academic transcripts directly to the SFCC 
Records Office.
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How much will it cost to take classes at SFCC?
The cost depends on how many classes you take and your residency status.  

Calculating tuition: The total cost of a class is determined by adding the cost 
of tuition, the service fee, the Student Government Association fee and any 
course/program fees noted in your class listing.

SFCC’s tuition rate is different for in-state and in-district residents, in-state 
and out-of-district residents and out-of-state residents. Senior citizens and
members of the armed forces should refer to the current schedule of credit 
classes or contact the ESS for information about tuition rates. Registering 
early can also save you tuition costs. For a complete guide to calculating 
your tuition, refer to the current Schedule of Credit Classes.

ACADEMIC ADVISING

Q	Do I have to see an adviser before registering for classes? 
	 It is strongly recommended that you meet with an academic 
adviser prior to registering for classes to help you make appropriate course 
selections and manage your academic progress. Be proactive in seeking 
advisement before you register for each term so that you take courses 
that fit your degree plan and help you reach your educational goals. 
Responsibility for obtaining adequate advising rests with the student.  

At SFCC there are three groups of professionals who regularly provide 
academic advising: ESS advisers, counselors and faculty members. In 
general, individuals in any of these groups can help you; each may also 
provide specialized assistance. 

	 You might see an ESS adviser if you:
	 •	 are starting college for the first time; or
	 •	 feel unsure about what degree you plan to pursue.

	 You might see a counselor if you:
	 •	 have selected your academic program but need assistance creating 	
		  an educational plan, semester by semester, to achieve your goals; or
	 •	 have almost completed your graduation requirements.

	 You might see a faculty member if you:
	 •	 want to learn about career options in his or her field; or
	 •	 need specific information about courses required in his or her  
		  academic area.
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Q What are other times when I should  meet with an adviser?
	 In addition to meeting with an adviser to plan your schedule for 
the coming semester, you should schedule an advising appointment  
to discuss:
	 •	 your progress toward your degree;
	 •	 difficulties you are having with your current courses;
	 •	 adding or dropping a course;
	 •	 how to plan for transferring to another college or university;
	 •	 what you need to do to graduate; or
	 •	 balancing school with the other demands on your time.

REGISTRATION

Q	How do I choose the right classes?
	 Your academic adviser can help you determine the classes that 	
are right for you. See the prior section on academic advising. Students 
who have not yet selected an academic focus or who plan to transfer to 
another New Mexico institution are advised to take courses during their 
first year as outlined in the lower-division “general education common 
core.” For students enrolled at any public institution in New Mexico, 
general education common core courses are guaranteed to transfer and 
apply toward associate and baccalaureate degree requirements.  A list of 
common core courses can be found in the SFCC Catalog.

Can I register for any class I want?
You will not be able to sign up for certain courses until you have 		
fulfilled prerequisites, which you can do by:
	 •	 successfully completing (with a letter grade of “C” or better) 	 	
		  the prerequisite course;
	 •	 showing adequate SAT, ACT, AP or CLEP scores;
	 •	 using previously completed college course work; or 
	 •	 demonstrating proficiency through placement testing. 

Placement testing is required for enrollment in courses that have English, 
math or reading prerequisites.  Results indicate where you should begin 
course work in these areas and which prerequisites you have already 
met. The Testing Center, located in Room 611, is where you will take the 
Placement Exam (ACCUPLACER). Other exams are also taken here, such 
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as make-up exams, the GED testing program, College Level Examination 
Program (CLEP), Dantes Standardization Subject Test (DSST) and certain 
program admission exams for both students and members of the community.  

Students who have documented disabilities that require special accommo-
dations for testing must first register with the Office of Disability Services 
and have those accommodations approved. The Testing Center verifies all 
accommodations requests with Disability Services prior to testing. 

After placement testing, you may be required to take some college prepa-
ratory courses (college prep, developmental studies courses). You should 
take these classes as soon as possible as they typically provide a founda-
tion for other course requirements. Information about degree require-
ments and course descriptions can be found in the SFCC Catalog.

When should I register?
It is important to register as early as possible as classes do fill quickly and 
registration is first come, first served. General timelines for registration 
are listed below. Check the Catalog or the current Schedule of Credit Classes 
for specific dates of Early Bird Registration (with reduced tuition), regular 
registration and late registration.  
Registration for summer session and fall semester begins in April.
Registration for spring semester begins in November.

How do I register for classes?
You are not guaranteed a spot in a class until you register and pay for it, so 
plan ahead! 

Register for classes by
	 •	 going to www.sfcc.edu, click on “JACK” and click on the
		  “Registration” tab; or
	 •	 visiting with Enrollment and Student Services in person.
For more information, see the Schedule of Credit Classes or an adviser in 
Enrollment and Student Services (ESS).

When do I need to pay for classes?
You should pay your tuition and fees as soon as you register to guarantee
your place in class. If you do not arrange payment by the payment 
deadlines listed in the SFCC Schedule of Credit Classes, you could be 
dropped from your classes.   
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You have several options for making a payment to SFCC 
	 •	 Pay online anytime with a credit/debit card or bank checking/		
	 	 savings account.  Log into JACK, click “Registration” tab, click “Pay 	
	 	 Online”, then click “Bills and Payments”, and follow the instructions.  	
		  For parents and other authorized users, visit www.sfcc.edu/cashier 	
		  and follow the instructions.
	 •	 Pay in person using cash, check or credit/debit card at the  
		  cashier’s window.
	 •	 Mail your check with a filled out payment form to:
		  Cashier’s Office
		  Santa Fe Community College
		  6401 Richards Ave.
		  Santa Fe, NM 87508-4887
	 •	 Enroll in a Payment Plan (see below).

Can I make payments on my tuition bill?
If you are unable to pay your entire bill at once you may be eligible to set 
up a payment plan.  You can pay your tuition in installments using the online 
payment plan service. Payment plans help you and your family budget for 
school expenses by spreading the costs over time.  

To set up your plan, simply log into JACK, select the “Registration” tab and 
click on “Payment Plans” in the payment channel. Automatic payments can 
be debited from your bank account or charged to a credit card. You can also 
authorize a third party such as a parent, employer or support organization 
to make payments on your behalf. The system automatically adjusts the 
plan to match your expenses and notifies you of any payment changes.

Your payment plan is based on your enrollment date, class costs, down 
payment and the number of payments required during that semester. A 
$15 setup fee and a down payment are due at enrollment.
	 Fall and Spring: 25 percent down plus 3 monthly payments
	 Summer: 40 percent down plus 2 monthly payments

How many classes should I take?
This question needs to be answered by students based on their individual 
circumstances. What else is going on in your life besides school? You will 
need to judge how to balance your academic load with your workload, 
family responsibilities and social life. Some types of financial aid require 
that you are registered for and complete a certain number of credits. 
Check with the Financial Aid Office before registering for classes.

A full-time student at SFCC should expect to study between 24 and 48 hours a 
week outside of class time. Studying itself can be a full-time job.  
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Calculate Your Study Time
Use the following form to calculate the number of hours you will need to 
attend class and study. Use this to help you decide the number of credit hours 
you will take and meet with an adviser or counselor for additional help.

Number of hours in a week		  168
Number of hours a night you sleep ____ x 7 = ____  		  -___
Number of hours per week you work			   -___
Number of hours per week you are in class				    -___
Number of hours per week spent commuting to school or work	 -___
Number of hours per week spent preparing and eating meals 	 -___
Number of hours per week spent on personal hygiene		  -___
Number of hours per week spent with your family or providing childcare	  -___
Number of hours per week spent doing household chores or errands 	  -___
  such as grocery shopping		
Number of hours per week spent exercising or going out			  -___
Miscellaneous weekly activities such as visits to the doctor’s office 	 -___

Total potential time left for study				    _____

Do you have enough time to study?  
Students should study between two and four hours a week for every credit 
hour they are taking. Most classes are three or four credit hours. Around 
midterms and finals you will likely study a minimum of four hours per 
week for every credit hour you are taking. Calculate a high and low range 
of study time. 

Number of credit hours taken this semester _____ x 2 hours = ____     low range 
Number of credit hours taken this semester _____ x 4 hours = ____     high range 
Example 	 MATH 102	 4 credits
	 	 BIOL 130 	 3 credits
	 	 BIOL 130L 	 1 credit
	 	 ENGL 112 	 4 credits
		  Total 		  12 credits
Low range of study time 12 x 2 = 24 hours per week
High range of study time 12 x 4 = 48 hours per week

Q	I am an international student, what do I need to know?
	 Learning the ins and outs of a new college in the U.S. can be daunting. 
Therefore, we encourage you to stay connected with your International 
Academic Adviser located in ESS. The adviser can keep you updated with visa 
information, enrollment status and how to navigate your way through college.
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FINANCIAL AID 

Q	What if I don’t have enough money to pay for school?
	 The goal of the Financial Aid Office at SFCC is to help students find 
ways to pay for their educational expenses. Financial aid comes in many
forms, including grants, scholarships, student employment and loans. You
can be considered for aid even if you are enrolled part time. Please go to
www.sfcc.edu/financial_aid for more information.

Applying for assistance
Financial aid applications (FAFSAs) can be completed throughout the
school year; however, if you apply by the May 1st priority date each year, 
you will be considered for aid from these programs:

•	 Federal Pell Grant
•	 Federal Supplemental Grant
•	 New Mexico State Student Incentive Grant
•	 Various scholarships
•	 Work-Study
•	 Stafford Subsidized Loan
•	 Stafford Unsubsidized Loan
•	 and more.

You should also fill out SFCC’s scholarship application by early June each year.

After you submit your FAFSA online, follow-up with the Financial Aid Office 
to make sure your file is complete. It takes approximately two to four weeks 
to process an electronic application and determine eligibility.

Minimum requirements for financial aid
	 •	 Complete a “Free Application for Federal Student Aid” (FAFSA) 	 	
		  online at www.fafsa.ed.gov.
	 •	 Have a high school or GED diploma.
	 •	 Enroll in eligible courses at SFCC.
	 •	 Meet with a member of the ESS staff to declare a major.
	 •	 Maintain satisfactory academic progress.
	 •	 Not be receiving financial aid from another educational institution. 
	 •	 Grants require that you have not received a Bachelor’s Degree.

If you have already been approved for or awarded financial aid, you can 
charge your tuition, fees, books and supplies until your financial aid check 
arrives using your Student ID and A#.
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How do I keep my financial aid?
Satisfactory Academic Progress Requirements
A student must maintain good academic standing to continue to receive
financial aid. Students must complete a minimum of 67 percent of the
hours attempted and maintain at least a cumulative 2.0 GPA. Scholarships
may have different requirements. Also, students must complete a program
within a maximum number of attempted credit hours to continue
to qualify for aid. The maximum time frame is 150 percent of the credit
hours required for the program of study. Students on financial aid who
completely withdraw from school are subject to the refund and repayment
policy, which determines if you are required to repay all or a portion of the
financial aid you have received.

When and how do I receive my financial aid disbursement?
Your financial aid is disbursed (paid out) during the fourth week of the fall
and spring semesters. A separate application is required if you are attend-
ing during the summer and have remaining eligibility. Check award letters
for specific dates. Note: Financial aid will only pay for late starting classes
after they have begun.

eRefunds
You may choose to receive your financial aid disbursement by direct deposit, 
which automatically deposits the payment into your bank account or credit 
card. You will be notified immediately by e-mail or text message when your 
funds are deposited. To sign up, set up a profile by logging onto JACK, 
selecting the “Registration” tab and clicking “Pay Online” or “Payment Plans” in 
the payment channel.

Mail
If you do not arrange for the direct deposit of your financial aid refund 
check, it will be mailed to the address on file with the Records Office. Please 
check your current mailing address by selecting the “Registration” tab on 
JACK, clicking on “Registration Status” and then the “Personal information” 
tab. If you need to update your mailing address, you can complete the Change 
of Name, Address/Phone Number Form on JACK’s “Registration” tab listed 
under ESS Forms and Guides and return it to Enrollment Student Services. 
If you have applied for financial aid but have not received notification, check 
with the Financial Aid Office or make arrangements for tuition payment with 
the Cashier’s Office.
You can check your file status and document requirements by logging into 
JACK and selecting the “Registration” tab.  Links to your financial aid are 
located in the column on the left.  
For more information about financial aid, call (505) 428-1268 or visit  
www.sfcc.edu/financial_aid
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Q	Where do I go for help finding a job?
	

On-campus employment
Student Employment
The Student Employment Office provides students with the opportunity 
to earn valuable work experience and income while they attend college. 
Programs and services are designed to match students’ interests, skills, 
academic majors and class schedules with on-campus employment oppor-
tunities. To be eligible for student employment, a student must complete 
a FAFSA, be enrolled at least half-time in an eligible major and maintain 
satisfactory academic progress. For information, call (505) 428-1285.

Off-campus employment
Career Services
The Student Employment Office provides students with the opportunity
to earn valuable work experience and income while they attend college.
Programs and services are designed to match students’ interests, skills,
academic majors and class schedules with on-campus employment oppor-
tunities. To be eligible for student employment, a student must complete
a FAFSA, be enrolled at least half-time in an eligible major and maintain
satisfactory academic progress. For more information call (505) 428-1406.

Are there scholarships available?
Applicants for any scholarships listed below (except New Mexico Legisla-
tive Lottery) must file the Free Application for Federal Student Aid (FAFSA)
at www.fafsa.gov prior to the scholarship deadline in early June. Some of 
these scholarships require New Mexico residency, official high school or 
GED transcripts, declaration of major and other documents. Students are 
encouraged to call (505) 428-1268, or visit the Financial Aid Office, located 
in the Enrollment and Student Services Center, to learn more about what 
assistance may be available and how to apply.

Santa Fe Community College Scholarships assist students every fall 
and spring semester with tuition and required fees. SFCC scholarships are 
awarded to new and continuing students enrolled full or part time.  Some 
of these scholarships may require financial need. A minimum cumulative 
GPA of 2.5 is required. Amounts vary based on enrollment. For more infor-
mation, contact the SFCC Financial Aid Office at (505) 428-1268.
GROW Santa Fe Community College Foundation Scholarships assist stu-
dents every fall and spring semester. Some scholarships require estab-
lished financial need, a minimum GPA of 2.5 and one year of New Mexico 



109

residency. These scholarships are available for degree-seeking, full- or part-
time students, first semester or continuing students, working students and 
those in a particular field of study. Some scholarships provide assistance 
for books.

The New Mexico Legislative Lottery Scholarship is available to New Mexico 

high school graduates who begin their studies in the semester immediately
following their graduation. GED recipients are also eligible. Lottery scholar-
ships cover tuition only and are awarded after students have successfully
completed one semester at a public New Mexico post-secondary school.
Applicants must maintain full-time credit enrollment status (unless on
a disability waiver) and a 2.5 grade point average every semester. New
Mexico residency is required however completion of the FAFSA is not.
See the office of Financial Aid for information regarding military duty and
receiving the Legislative Lottery Scholarship.

Road-to-Success Scholarships are offered to New Mexico residents for 
their first semester of enrollment at SFCC. They must begin their studies in
the semester immediately following their high school or GED graduation.
This scholarship covers tuition only and students must enroll in a mini-
mum of 12 credit hours to qualify unless on a disability waiver. Contact the 
Department of Disability Services at (505) 428-1701 for more information.
Note: Unaccredited home school graduates do not qualify for Legislative  
Lottery or Road to Success scholarships.

Dream Keepers Emergency Scholarships offer immediate financial support 
if you have unforeseen expenses that prevent you from continuing your
education. To qualify, you must be enrolled at least half time in a degree-
seeking major, be making satisfactory academic progress and demonstrate 
a financial emergency has occurred. Scholarships are limited to one per 
student.

Contract for a Better Tomorrow Scholarships offer financial support for 
first-generation college students who are working half time, no more than 
19 hours per week. You must be a degree-seeking student, enrolled in at 
least nine credit hours for the fall and spring semesters and three credit 
hours for the summer session. Students must be making satisfactory academic 
progress. Contact (505) 428-1486 for more information about this program.

Northern New Mexico Enlace Scholarships assist students with college 
expenses. Scholarships support outstanding Hispanic high school seniors 
who have participated in the Northern New Mexico ENLACE project.  Stu-
dents must participate in the ENLACE program, complete their senior year 
of high school successfully, maintain a semester and cumulative GPA of 2.5 
or higher, demonstrate academic excellence and community service, and 
commit to enrolling at SFCC. For more information, call (505) 428-1714.
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The Office of Financial Aid is here to serve SFCC students and help them 
succeed in their studies. Please call (505) 428-1268 for information or as-
sistance with applying for financial aid and scholarships.

Are there veteran financial aid benefits?
Qualified students are eligible to receive veteran’s educational benefits, 
from both the federal and state governments, including the New Mexico 
Legislative Lottery scholarship. Students must declare a major in a de-
gree or certificate program that has been approved by the New Mexico 
State Veterans Approval Agency. They will be reimbursed only for classes 
required in the degree program. Students receiving VA educational ben-
efits may also qualify for other forms of financial aid. All forms associated 
with VA Education Benefits may be obtained from the Registrar’s Office or 
found at the VA website at www.gibill.va.gov. All veterans who reside in 
New Mexico can qualify for in-state tuition. For more information,  
call (505) 428-1267.

TRANSFER 

Q	What should I know if I plan to transfer to another school 	
	 to earn a bachelor’s degree?
Many students begin their college careers by earning an associates degree
or certificate at SFCC and then transferring to another college or university 
to earn their bachelor’s degree.

Which classes taken at SFCC will transfer to another school and how
those classes will be applied to specific degree plans is determined by the
transfer school, not SFCC. If you plan to transfer to a particular school or
program, contact an adviser in that program as early as possible to learn
which SFCC classes will transfer and how they will be applied to the major
you are considering. Students planning to transfer should consult early
and often with the intended degree-granting institution to ensure that all
courses taken at SFCC meet the requirements of the desired degree.

Every fall and spring semester SFCC hosts Transfer Day when different
colleges come to campus and representatives are available to talk with 
students about their programs.

For help with understanding the transfer process, contact the counselor in 
your academic school.
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DROP/AUDIT/WITHDRAW

Q	Should I drop, switch to audit or withdraw?
	 When should I drop, change to audit or withdraw from a class?
If it appears that you will not be successful in a class, it is often better to
drop, switch to audit or withdraw from the class than receive a poor grade
that will be part of your permanent record. At SFCC you can retake a class
and arrange for your new grade to replace the older one in your grade
point average calculation, but other schools may include all of your grades
when they calculate your GPA.

Dropping, switching to audit or withdrawing from a class may protect
your GPA; however, these actions can have other serious consequences 
that might affect your enrollment, financial aid or student employment 
status. Many programs require that you stay enrolled in a certain number 
of credit hours. If you are on Financial Aid you should speak with someone 
in the Financial Aid Office before you drop, change to audit or withdraw 
from a class to find out whether there will be an impact on your financial 
aid. If you are a student employee, you should also check with the Student 
Employment Office to determine whether there is an effect on the number 
of hours you are allowed to work.

What does it mean to “audit” a class?
Before the applicable deadline, you can change your grade status from
“credit” to “audit.” If you choose to audit a course, you will not get a letter
grade or receive credit for the course. The course will not be used to calcu-
late your GPA, but will show on your transcript. Courses taken for audit
may not be used to meet prerequisites or co-requisites and do not count
toward a certificate or degree.

Is “dropping” a class the same as “withdrawing” from a class?
No. When you drop a class before the applicable deadline, the class is
completely removed from your academic record and you are eligible for a
full tuition refund.

If the deadline to drop has passed, you may still withdraw from a class.
If you withdraw, a “W” will be recorded on your transcript. It will have
no effect on your grade point average. You are not eligible for a refund
if you withdraw from a class. You may withdraw up until the last day of
scheduled classes before the final exam period.
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How do I drop or withdraw from a class?
You can drop or withdraw from a class online through JACK.  Click on the 
“Registration” tab, then select “Drop or Withdraw from Classes” on the left.

You can also submit a written request to drop or withdraw to ESS in
person, by fax at (505) 428-1468 or by mail to ESS, 6401 Richards Avenue,
Santa Fe, NM 87508.

Verbal requests to drop or withdraw will not be processed.  

If I quit attending class, will my instructor automatically drop me?
No. Instructors may administratively withdraw students from their classes, 
but they are not required to do so. You are not automatically withdrawn
from a class for non-attendance or non-payment. If you wish to drop or
withdraw from a class, you should follow the official process. If you do not
withdraw from a class and your instructor doesn’t administratively with-
draw you, you will receive a letter grade for the class.

I stopped going to a class, so why do you think I still owe you 
money for it?
If you do not officially drop a course by the applicable drop deadline, and 
whether or not you formally withdraw, you are responsible for paying 
tuition and fees in full.

If I drop or withdraw from a class, will that affect my financial 
aid or student employment status?
Dropping or withdrawing from a class may affect your financial aid and 
student employment status. Check with the Financial Aid Office and the 
Student Employment Office (if you are a student employee) before you 
drop or withdraw from a class.

How do I find out the deadlines for adding, dropping or with-
drawing from a class or changing to audit status?
All deadlines are published in the printed semester schedule and included 
in the academic calendar which can be found in the printed semester 
schedule, the SFCC catalog and online on the SFCC website and JACK.   
You can also check with ESS.  

Can I repeat a class?
In most cases, you may repeat any course without special permission.
If I repeat a class, will it show up on my transcript and affect my GPA?
Both course enrollments and both grades will appear on the transcript,
but only the most recent  grade earned will be applied to degree require-
ments and used to calculate the cumulative GPA.
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If I repeat a class, will it affect my financial aid?
Certain forms of financial aid will not provide assistance to students who 
repeat courses they previously completed successfully. Compliance with 
such regulations is the student’s responsibility.  Check with the Financial 
Aid Office for details.

I’m thinking of dropping out of school…
Students who drop out of school before completing a degree often do so 
because they are facing financial difficulties or are having trouble meet-
ing the conflicting demands of home, work and school. Your counselor or 
adviser may be able to help you juggle these priorities and come up with a 
solution that will help you stay in school.

COLLEGE VOCABulary

Q	What does all this stuff mean?

ACCUPLACER: This is a computer-based placement exam designed to assess 
students’ reading, writing and math skills. The scores are used to place 
students into the most appropriate classes for them.

Add: Students may add regular-term courses to their schedules through 
the end of the add/drop period only. Short-term courses must be added 
prior to the first class meeting.

Audit: Students who audit a credit course receive neither a grade nor college 
credit for the course. Audited courses do not count toward certificates or 
degrees and cannot be used to meet prerequisites or corequisites for other 
courses. Standard prerequisites, tuition and fees apply. Audited courses are 
not included in the GPA calculation but are recorded on students’ transcripts.

Audit to Credit/Credit to Audit: Students may change enrollment from audit 
to credit or from credit to audit until a specified date during the semester. 
Audit-to-credit changes require the instructor’s signature.

Blended Classes: Some courses are offered as blended courses that include 
a number of face-to-face meetings along with required online course 
work. See “Online Courses” below.

Campus Center: This is the area located just outside food services and 
serves as a gathering place for many campus activities.

Code of Conduct: All students are held to certain standards of behavior while 
on campus and are responsible for knowing and understanding these 
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standards. Failure to read the Code of Conduct does not absolve the student 
of responsibility and or limit disciplinary action on the part of the college.

Corequisite: This is a course or requirement you must complete concurrently 
with the course for which you are enrolling. For instance, lab courses are 
often corequisites for classroom instruction in the sciences, so you must 
take both the class and the lab during the same semester.

Course Load: This refers to the number of credit hours you are enrolled in 
during the semester. Full-time enrollment is 12 to 18 credit hours.   

Credit Students: Receive a specified number of college credits when they 
successfully complete for-credit courses. Certificates and degrees require 
completion of a certain number of credits.

Degree-Seeking Students: These are students who are attending school and 
plan to earn a degree or certificate from the college.

Developmental Courses: Students enroll in developmental courses to 
improve their likelihood of success at the college level by building foun-
dational skills in reading, writing and math. These courses are designated 
with a department name and a number below 111 (for example, MATH 
109).  Students who place into developmental-level courses must com-
plete them as prerequisites for enrolling in college-level courses. Develop-
mental course work carries credit for financial aid purposes but does not 
count toward degree or certificate requirements.

Disbursement: The paying out of financial aid benefits.

Distance Learning: See “Online Classes” below.

Drop or Withdrawal: There are two ways students can officially drop or 
withdraw from a class, either through their online student accounts in 
JACK or by a written request to ESS. Verbal requests are not processed. 
Students who officially drop a class will receive a full refund and the class 
will be completely removed from their academic record. Students who 
officially withdraw from a class will receive a “W” on their transcript and are 
not entitled to a tuition refund. Each option has a specific deadline.

ESS: Enrollment and Student Services office.

Fees: In addition to paying tuition, all students must pay a service fee and 
a Student Government Association (SGA) fee. They may also be required 
to pay additional course or program fees. These fees are used to cover the 
costs of special materials or equipment needed for the course or to cover 
the maintenance of a specialized facility.
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First-Generation Students: This term is used to describe students whose 
parents have not completed a college degree. First-generation students 
are eligible to participate in special programs targeted to serving their 
needs, such as TRiO/SSS.

Grade Point Average (GPA): Your GPA is computed by dividing the total 
grade points earned by the total hours attempted. Total grade points are 
computed by multiplying the number of credit hours available for an indi-
vidual course by the grade point value assigned to the grade. Grade point 
values can be found in the SFCC catalog.
Incomplete: Incomplete is a grade that may only be entered when the fac-
ulty member and student agree to the remaining work to be finished and 
the time by which that work is to be submitted (not to exceed one year). 
The student must have already completed a significant portion of the 
course work before a grade of incomplete can be considered. The student 
and instructor will sign a contract, which then must be approved by the 
dean of the appropriate school. If the work is not completed as agreed, the 
incomplete grade will automatically change to an “F.”

Independent Study: This is an approved arrangement between an instructor 
and an individual or small group of students. It consists of the student(s) 
fulfilling the requirements for an existing credit course or a special project. 
Independent study sections must be approved by the appropriate dean 
and by the Vice President for Academic and Student Affairs.  

Instructor-Initiated Withdrawal: Instructors may, but are not required to,  
initiate a student’s withdrawal from a class if the student has never attended 
class but is still on the class roll, or if he or she has stopped attending class. 
The instructor must first make a reasonable attempt to contact the student.

Internships and Cooperative Education: Internships and cooperative educa-
tion combine structured classroom learning with actual work experiences 
to help students prepare for the realities of the workplace. Internships are 
usually nonpaid activities that introduce students to different aspects of 
the workplace. Cooperative education is usually a paid activity that gives 
students the opportunity to do a specific job.

Nondegree Seeking Students: Nondegree seeking students are those who 
take SFCC courses but don’t intend to pursue a certificate or degree.

Online Classes: Students can enroll in courses offered entirely over the 
Internet. Online classes cover the same material as their on-campus 
equivalents. The courses also have the same requirements as face-to-face 
courses, meaning regular attendance and participation. Online classes 
require discipline, a self-directed attitude and an above-average measure 
of confidence in your learning ability. Online classes may take more time 
than traditional classes.   
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Payment Plan: Payment plans allow students to spread the cost of tuition 
and fees over time.  A payment plan is based on enrollment date, class 
costs, down payment and the number of payments required during that 
semester.  When students enroll, they pay a $15 setup fee and a down 
payment. Fall and Spring plans require 25 percent down plus 3 monthly 
payments. Summer requires 40 percent down plus 2 monthly payments.  

Practicum: Practicum courses are designed to give students hands-on field 
experiences in areas that complement their classroom learning.  

Prerequisite: This is a course or requirement you must complete success-
fully before you may enroll in a particular course or program.

Probation (academic): Students are placed on academic probation at the 
end of any semester in which their cumulative GPA is less than 2.0.  
Probation is not a penalty but an emphatic warning that the quality of 
work must improve if the student is to attain the necessary GPA for gradu-
ation. Students remain on probation until cumulative GPA is raised to at 
least 2.0. Students on probation are strongly encouraged to meet with an 
adviser or counselor to discuss academic planning and support.

Suspension (academic): Students serving a probationary semester are sub-
ject to academic suspension at the close of that semester if their cumula-
tive GPA is less than 2.0. Academic suspension means that a student may 
not enroll in courses for a specified time.

TRiO/Student Support Services  
(TRiO/SSS) is a program that provides academic support through tutoring, 
counseling and advising to a limited number of students who meet one 
or more of the following criteria: they have financial need, they are first 
generation college students or they have a documented disability.

Vertical/Horizontal Transfer
If your instructor thinks you are not at an appropriate course level, he or 
she may recommend that you transfer to a higher- or lower-level course. 
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Communications 

Q	How do I get connected?

Go to JACK for Online Registration and  
Student Services 
JACK is a web portal that enables you to connect to college information 
and services through the Internet.
	 JACK allows you to:
	 • 	 register for classes
	 •	 pay on your account
	 • 	 drop, withdraw, or switch classes to audit.
	 • 	 print out your course schedule and determine where your
		  classes are located.
	 • 	 check your midterm and final grades.
	 •	 and much more...

You can find JACK at http://jack.sfcc.edu or via the JACK link on SFCC’s 	 	
website, www.sfcc.edu.

Username and Password  
Upon successful completion of the SFCC admissions application, students
are assigned a college email address powered by Gmail from Google. We
ask that you check your SFCC email account on a regular basis to receive
communications from the college and/or your instructors. You can check
your email by first logging into JACK with your JACK username (firstname.
lastname), and password. The Gmail icon, in the upper right hand corner,
will take you to the Gmail login page. For more information, go to
www.sfcc.edu/gmail.

E-mail  
Upon successful completion of the SFCC admissions application, students 
are assigned a college e-mail address powered by Gmail from Google. We 
ask that you check your SFCC e-mail account on a regular basis to receive 
communications from the college and/or your instructors. You can check 
your e-mail by first logging into JACK with your JACK username (firstname.
lastname), and password. The Gmail icon, in the upper right hand corner, 
will take you to the Gmail login page. For more information, go to  
www.sfcc.edu/gmail.
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JACK announcements 
Please login to your JACK account every day to learn about what is hap-
pening on campus, events, changes in schedules, films, lectures, menus, 
tutoring information, and clubs and activities.  Campus and Personal an-
nouncements change almost daily and can be found in JACK by clicking 
on ‘My Tab’ and then looking at ‘Personal Announcements’ or by clicking on 
‘Our Campus’ and looking at incomplete sentence?
Course Studios Each one of the classes on your schedule has its own web-
site on JACK. This is where your instructors can post assignments, send
you email messages, have online discussions and more.

Other college communication tools 
SFCC website  
The SFCC website (www.sfcc.edu) also provides public information about 
the college, including academic programs, weather alerts, jobs available, 
SFCC giving, etc. You can also access JACK from the website.

SFCC operator
The SFCC operator, at (505) 428-1000, can connect callers to staff, faculty 
and various destinations on campus. 

Social media
SFCC and many of its programs can be found on
Facebook, YouTube and Twitter. Get the latest on SFCC by following these
sites: youtube.com/SFCCNM, facebook.com/SFCCNM, twitter.com/SFCCNM.

Lost personal items  
SFCC’s ‘Lost and Found’ is located in the Campus Security Office in Room
101. Students can find lost articles that have been turned in. Items includ-
ingphones, credit cards, wallets, jackets, assignments and flash drives have
been turned into Campus Security in the past. Please help others out by
being aware of abandoned articles and turning them into Campus Security.

Sign up for SFCC Emergency Alert Text Messages
In an effort to keep students, faculty and staff as safe and informed as 
possible, SFCC uses an Emergency Text Messaging System. During an 
emergency, this alert system sends registered mobile phone users quick 
and straightforward information using text messages. The service is 
offered on a purely volunteer basis and will be used only in the most 
extreme circumstances, such as when safety on campus is jeopardized 
or the college’s hours of operation are changed due to weather or other 
emergencies. You can enroll to receive messages on JACK or at:
http://sfccemergencyalert.notifyall.com/subscribe.php
Emergency updates will also be provided at www.sfcc.edu.
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Silent Witness Crime Reporting Form 
If you have personal knowledge or have heard of any crime that has oc-
curred on or off of SFCC property, but would like to remain anonymous, 
please report the crime by filling out the Silent Witness Report Form on 
JACK.  Enter “silent witness” in the JACK Search box to locate the form. 

Getting Help

Q	Where do I go for help with my classes?

Tutoring Center (505) 428-1260
Free tutoring is available in the Tutoring Center for SFCC students, Monday 
through Saturday when classes are in session.  Subjects covered include 
writing in all areas, math, science, office technology, accounting and study 
skills.  It is also a great place to come and study.

Math tutoring is primarily done on a drop-in basis. We also offer limited 
appointment-based tutoring in math; appointments are in half-hour inter-
vals and are topic specific.  All other tutoring is done by appointment and 
students are able to have two one-hour sessions of tutoring each week for 
each subject.  

For help with a writing assignment make certain you have an appoint-
ment and be sure to bring the information given by your instructor and 
any drafts you have written.  Tutors are available to assist with organizing 
ideas, grammar issues and issues with research papers.  

Drop by the Tutoring Center to find out about tutors for your needs, to 
schedule appointments or to get more information about what is avail-
able.  Our schedule is posted on JACK and the SFCC Tutoring Center 
Facebook page.

Library (505) 428-1352  
circulation and reference (505) 428-1352.
The library has a wealth of resources for you, including books, periodicals,
online databases, DVDs, CDs, passports to other libraries, interlibrary loan 
services, and study rooms. It is also a wonderful place to study and relax.

Instructors
Instructors are affiliated with either the Adjunct Faculty Office or the 
school for which they teach. Your course outline should explain how to 
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contact them. Familiarize yourself with the various schools below and how 
they can help you connect with your instructors. 

Get to know your instructors. Your instructors are your most important link 
to the college. Instructors set the rules and regulations for the courses they 
teach and can provide invaluable information about their fields of exper-
tise and the operations of the college.  

Adjunct Faculty Office (AFO)  (505) 428-1632
Provides support services and office space for SFCC’s Adjunct Faculty.
You can leave phone messages for adjunct faculty at the AFO, which
is open 48 hours a week. The AFO allows you to drop off or pick up papers
or homework assignments. The office is located in Room 226, on the upper 
level of the main campus building.

School of Arts and Design  (505) 428-1731
Offers a variety of programs in jewelry, sculpture, clay, art history, fine 
woodworking, photography, fashion design, gallery management and 
performing arts.

School of Business and Applied Technologies  
(505) 428-1308
Offers programs in business, culinary arts, criminal justice, media arts and 
film, drafting and engineering, legal studies and others. 

School of Education  (505) 428-1687
Offers a broad spectrum of programs in Teacher Education, Early Child-
hood Education, Adult Basic Education and Teacher Licensure.  

School of Health and ScienceS  (505) 428-1651 
or (505) 428-1183
Offers a broad spectrum of programs in physical science, health occupations, 
and fitness.

School of Liberal Arts and Core Studies   
(505) 428-1370
Offers a varied curriculum including university transferable general 
education courses in English and speech, social and behavioral sciences, 
humanities, mathematics, and world languages.  The school also promotes 
citizenship and leadership service learning.

Sustainable Technologies Center (505) 428-1641
Offers credit programs in biofuels, environmental technologies, green 
building, HVAC, plumbing, solar, water conservation and water treatment 
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operation.  Non-credit programs include areas such as energy rating  
(BPI and HERS), green building, lead remediation, OSHA, solar,  
weatherization, etc. 

For complete information on SFCC’s academic schools, and the programs
these schools offer, please see the Course Catalog.

TRiO
TRiO/SSS is a program that offers enhanced support, academic services, 
and counseling for qualified students. Eligible students include low in-
come, first-generation college students or students with disabilities who 
have academic needs based on placement scores and a previous  
academic record.

TRiO/SSS supports student success and helps increase retention and 
graduation rates. Services include tutoring, supplemental instruction, 
special academic workshops, counseling, supplemental grantaid, advising, 
off-campus trips, cultural/educational enrichment activities, and more.

All TRiO/SSS advisers work using a case management approach to de-
termine a student’s specific strengths and weaknesses so that individual 
needs can be addressed.

To receive assistance in TRiO, you must be enrolled or accepted for enroll-
ment in a SFCC degree program. For information, contact the TRiO/SSS 
Office, Room 313, call (505) 428-1364 or visit the TRiO/SSS site on JACK.

Office of Disability Services
Qualified students with disabilities have access to academic support 
through the Office of Disability Services, which provides: academic advis-
ing, case management, assistive technology, and numerous classroom 
accommodations.

Students must submit documentation of disability in order to receive ac-
commodations.  Documentation should verify the disability and provide 
adequate information on the functional impact of the disability so effec-
tive accommodations can be identified.

Students with disabilities are encouraged to contact Disability Services to 
make an appointment.  Call (505) 428-1711 for more information or to set 
up an appointment.
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Q	What if I’m feeling overwhelmed or need help with  
	 personal issues? 

Counseling
If you are feeling overwhelmed, it’s very important that you talk to somone. 
SFCC offers counseling services to its students as well as referrals to licensed 
therapists in the community. Contact the counselor in your school or ask 
an adviser in ESS to connect you with a counselor on campus.
	 •	 Learn stress and time management skills. 
	 •	 Set personal goals. 
	 •	 Get help in resolving conflicts with family, friends or coworkers. 
	 •	 Discuss problems experienced in the classroom. 
	 •	 Overcome feelings of depression or anxiety. 
	 •	 Get referrals to community mental health providers.

School of Liberal Arts and Core Studies Counselor • (505) 428-1279	  
School of Business and Applied Technologies Counselor • (505) 428-1682
School of Arts and Design Counselor • (505) 428-1272
School of Health and Sciences Counselors • (505) 428-1277	  
School of Education Counselor • (505) 428-1272
TRiO Program Counselor • (505) 428-1146

Success tips

Q	What do I need to know to succeed?

Know Your Deadlines
In college, everything has a deadline. You must register by a certain date, 
turn in assignments by their due dates, and allow enough time for study-
ing. You must learn how to juggle the conflicting demands of school, work 
and family. Be aware of these categories of important deadlines:

	 •	 The academic calendar, available in printed form at ESS in the 		
		  printed Schedule of Credit Classes and in the catalog. The academic  
	 	 calendar is also available on JACK and the SFCC website.
	 •	 Registration deadlines, found in the Schedule of Credit Classes.
	 •	 Course assignment and exam deadlines, found in your course outline.
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Attend Class
A major factor in determining if you will pass a class is how often you attend. 
If you decide to take off time during the semester your performance will 
likely suffer. 

Know the Rules
	 •	 Understand your rights and responsibilities as a student. 		
		  These are so important that they are described in their own section, 		
		  beginning on Page 146. Live by them or accept the consequences.

	 •	 Be clear on the rules of each class. 			  	  
		  Every instructor has different requirements, which they must make clear
		  in your course outline. Some of these may include: grading policies, such
		  as how much homework, attendance, and exams count toward your final
		  grade; absentee policies that tell you if, and under what conditions, you
		  can make up missed exams and homework; exam schedules; deadlines for
		  assignments; and whether extra credit is available.

	 •	 Do not plagiarize.  
		  Do not use someone else’s language, ideas, or other original
		  (non-common-knowledge) material without acknowledging its source.
		  This definition applies to texts published in print or on-line, to manuscripts,
		  and to the work of other student writers. If you are confused about what
		  constitutes plagiarism, your instructor or the Tutoring Center can help.

There are serious ramifications for anyone caught cheating at SFCC. Cheating is 
intentionally using or attempting to use unauthorized materials, information, 
or study aids in any academic exercise; copying from another student’s 
work; submitting work for an in-class exam that was prepared in advance; 
submitting the same work in more than one course without prior permission 
of both instructors; violating rules governing administration of examinations; 
violating any rules relating to academic conduct of a course or program.

Learn From Your Peers
Getting To Know Your Classmates
Your fellow students are often the best people to go to for help – they may 
catch a piece of the lecture that you haven’t or have prior knowledge of 
a subject. Your class is also a great place to meet new friends who un-
derstand what you are going through. Your classmates can become your 
study allies and support network while you’re in school.

Create Study Groups
Working with a study group on a regular basis can enhance your academic 
performance and help you make friends. Your first exam or paper provides 



2 0 1 0 - 2 0 1 1  S t u d e n t  H a n d b o o k124

the ideal incentive to form a group; once formed, keep it going throughout 
the semester. The best size for a study group is no more than five people.

Here are some tips on getting started:
	 •	 Take turns presenting your lecture notes and have every participant 	
		  add points that the presenter has missed.
	 •	 Take turns solving problems, pointing out key steps along the way.
	 •	 Pair up, read rough drafts of each other’s assignments,   and offer 	
		  constructive criticism.
	 •	 Assign different parts of the week’s material for each member to review.
	 •	 Try to predict exam questions and develop a mock exam.

For more information on study groups see “How to Form a Study Group in College” 
at www.bookrags.com/articles/38.html.

Become a Test-Taking Expert
Performing well on exams is a learned skill. Here are some resources and guide-
lines that will help you become a better test-taker. 
	 •	 Keep up with your homework. It has a huge impact on your ability 	
		  to perform well on tests. 
	 •	 Cramming doesn’t work. You need sleep to perform well 	 	
		  academically and to be able to remember information.
	 •	 It is more important to review material multiple times than to 		
		  review one subject in depth.
	 •	 Trying to memorize a subject in one sitting rarely works.
	 •	 Pre-read materials for each lecture and come to class prepared with 	
		  a list of questions.
	 •	 If your questions aren’t answered during lecture, speak to your 	
		  instructor.
	 •	 Review class material at the end of each week.
	 •	 Use the resources available to you, such as Supplemental 	 	
		  Instruction and The Tutoring Center, to help you prepare for and 	
		  predict the content of your exams. The Tutoring Center is a great 	
		  place to develop your test-taking skills. The center’s staff can also 	
		  give you specific recommendations based on your learning style. 

Additional techniques for test preparation and test-taking skills can be 
found at these Web sites: 
www.campusaccess.com/campus_web/student/s3acad_exam.htm
www.testtakingcentral.com 
www.studygs.net/tsttak1.htm
www.studygs.net/onetest.htm
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test anxiety 
Most students experience some form of test anxiety at some point in their
academic careers.

Why some students may experience test anxiety:
	 • 	 learned behavior
	 • 	 associating grades with personal worth
	 • 	 feeling out of control
	 • 	 being embarrassed by a teacher
	 • 	 a course that seems beyond your ability
	 • 	 a fear that poor grades will alienate parents, family and friends
	 • 	 timed tests and the fear of not finishing, even if you know all the 	
		  answers.

Why some students may leave the test room early instead of checking 
their answers: 
	 •	 Their anxiety level gets so high that they have to leave.
	 •	 They don’t want to be the last one in the classroom.

Myths about test anxiety:
	 • 	 Students are born with test anxiety.
	 • 	 Test anxiety is a mental illness.
	 • 	 Test anxiety cannot be reduced.
	 • 	 Any level of test anxiety is bad.
	 • 	 All students who are not prepared have test anxiety.
	 • 	 Students with test anxiety cannot learn math.
	 • 	 Students who are well prepared will not have test anxiety.
	 • 	 Very intelligent students and students taking high-level courses do
		  not have test anxiety.
	 • 	 Attending class and doing homework will reduce all test anxiety.
	 •	 Being told to relax during a test will make you relaxed.
	 • 	 Doing nothing about test anxiety will make it go away.
	 • 	 Reducing test anxiety will guarantee better grades.

Reduce Test Anxiety
There are both short-term and long-term relaxation response techniques
that help control emotional (somatic) and worry (cognitive) test anxiety.
Once these techniques are learned, a relaxation response can take the
place of an anxiety response.
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Tensing and Differential Relaxation Method
	 1. Put your feet flat on the floor.
	 2. Grab underneath the chair with your hands.
	 3. For approximately five seconds, simultaneously push down with 	
		  your feet and pull up on your chair.
	 4. Relax for five to 10 seconds.
	 5. Repeat the procedure two or three times.
	 6. Relax all your muscles except the ones that are needed to take  
		  the test.

The Palming Method
	 1.	 With the center of the palms of your hands, close and cover 		
		  your eyes.
	 2.	 Prevent your hands from touching your eyes by resting the lower 	
		  parts of your palms on your cheekbones and placing your fingers 	
		  on your forehead. Your eyeballs must not be touched, rubbed or 	
		  handled in any way.
	 3.   Mentally visualize a relaxing scene, real or imaginary. Imagine the 	
		  scene as if you were actually there, experiencing it firsthand.
	 4.  Visualize this scene for one to two minutes.

Deep Breathing Method
	 1.	 Sit straight up in your chair.
	 2.	 Slowly inhale through your nose.
	 3.	 As you inhale, fill the lower section of your lungs and work your 	
		  way up to the upper section of your lungs.
	 4.	 Hold your breath for a few seconds.
	 5.	 Exhale slowly through your mouth.
	 6.	 Wait a few seconds and repeat the cycle.

Additional helpful information about dealing with test anxiety can be 
found at these Web Sites:
www.testanxiety tips.com	
www.coedu.usf.edu/zalaquett/Help_Screens/Test_Anxiety.htm
ub-counsling.buffalo.edu/stresstestanxiety.shtml

Get Started on a Research Project
Determine your topic based on your interests and the parameters of the
assignment. This is the hardest part of the project.

If you are having trouble, please ask for help from the reference librarians.
They can get you started with the right resources and search terms.
It can be difficult to determine when to stop searching for information.
Here are a few questions to help you decide if you have enough material:
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	 •	 What is your thesis statement based on the topic you chose? 	 	
		  Do your resources address your thesis statement?
	 •	 How long does your paper need to be? How many and what type 	
		  of sources has the instructor asked for?
	 •	 Does the information you have gathered and read leave you with 	
		  unanswered questions?
	 •	 Have you answered the “who, what, where, when, why and how”  
		  for your topic? Do you need to?
	 •	 Do your sources present only one point-of-view? Does this matter?
	 •	 Will the inclusion of any other information (charts, graphs, images, 	
		  etc.) elevate your paper to the next level?

If you are allowed to use sources from the Web, you must evaluate those 
sources very carefully.  Sources should be accurate and credible from a 
trusted source.  
Remember anyone can post anything on the Internet.

Here is a reliable website where you can find help on conducting
research and writing papers: 
The Purdue Owl (http://owl.english.purdue.edu/owl/) 

Q	What if classes are held during a religious holiday I observe?

Religious Observances
Students who are absent from class for the observance of a religious holy 
day will be allowed to make up exams and complete assignments due that 
day. Students are responsible for notifying their instructors prior to the 
absence and for completing missed exams or assignments within a  
reasonable period of time, as determined by the instructor. 

Students who are excused for religious holidays may not be penalized for 
the absence but the instructor may appropriately respond if the student 
fails to satisfactorily complete the assignments or exams within the desig-
nated time frame. SFCC instructors are required to notify students of this 
policy on the course outline.
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Know where you stand  

Q	How am I doing in school?

What Your GPA Means
GPA stands for grade point average, the numerical reflection of the grades 
you have earned in college and of your overall academic performance. 
GPAs are often used to help determine if students are granted admittance 
into selective or competitive programs, both at SFCC and at other institutions. 
Although SFCC is an open enrollment institution, some of our degree pro-
grams, such as nursing, have a competitive admissions policy and require 
a very good GPA to gain entry. Similarly, if you are planning to transfer to a 
four-year college or university after graduation, you will need a good GPA. 
Your adviser or counselor can help you determine what GPA level you will 
need to achieve in order to be successful in your academic plan.

Calculating Your GPA
The GPA is computed by dividing your total grade points by the total 
hours attempted. Grade points are computed by multiplying the number 
of credit hours available for an individual course by the grade point value 
assigned to the grade. For example, a three-credit-hour course with a 
grade of “C” equals 6 points. The total number of grade points earned in 
all courses is divided by the total number of hours attempted. The result is 
the GPA. For example: This student attempted 14 semester hours, passed 14 
semester hours and earned 36 grade points. The GPA is 2.57 (36 divided by 14).

Academic Probation and Suspension
Students will be placed on academic probation at the end of any semester 
in which their cumulative GPA, based on at least 16 semester hours of all 
course work attempted, is under 2.0. Probation is an emphatic warning 
that the quality of work must improve if the student is to attain the neces-
sary GPA for graduation.

Students on probation at SFCC may continue to enroll, provided they 
maintain a semester GPA of 2.0 or higher. Otherwise they are subject to 
suspension. No student on probation will be allowed to take more than 12 
credit hours during a regular semester, or six credit hours during a sum-
mer session, except by permission of the Vice President of Academic and 
Student Affairs (Room LL326). Students must remain on probation until 
their cumulative GPA is raised to at least 2.0.
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Students serving a probationary semester are subject to academic suspen-
sion at the close of that semester if, based on at least 36 hours of all course 
work attempted, their cumulative GPA is less than 2.0. Academic suspen-
sion means that a student may not enroll in courses at SFCC for a specified 
time. The duration of any initial suspension is one semester; the duration 
of any subsequent suspension is two regular semesters. After the specified 
time has elapsed, the student will be placed on probation.

MY CAMPUS

Q	How do I get to campus?
	 You can drive, bicycle, walk, run, carpool or take the bus to school. 
Students are responsible for making sure they have transportation that will 
get them to class on time.

Take the Bus
Santa Fe Trails city bus system serves SFCC on Routes 21 and 22. (Schedules 
are subject to change. Please See the current bus schedule for more informa-
tion.) Santa Fe Trails offers a discounted bus pass for SFCC students. A 
semester pass, good for 120 days, costs $60 and a monthly pass, good for 
31 days, costs $17.

Student bus passes are available for purchase at the SFCC bookstore, as 
well as at Santa Fe Place mall and Santa Fe Trails’ main office. You must 
show your college ID. Students on financial aid can charge bus passes to 
their financial aid allotments.

Other information about the city bus service:
	 •	 Standard fares are $1 for adults, 18 to 59 years old; $2 for day 	 	
		  passes; $20 for monthly (31-day) passes. Youth 0-18 years ride free.
	 •	 Reduced fares are 50 cents for adults 60 years and older (with 		
		  proper identification) and persons with disabilities or 			
		  impairments; $1 for day passes and $10 for monthly passes.
	 •	 All buses are equipped for persons with mobility impairments.
	 •	 Buses provide service to and from SFCC from early morning 	 	
		  through late evening. Saturday hours are limited and no buses run 	
		  on Sunday to SFCC. Bus routes may be limited during bad weather. 	
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	 •	 ADA Santa Fe Ride Paratransit Program offers public transportation  
	 	 to individuals with a short or long-term disability that prevents 	
		  them from taking the fixed-route bus system. Seniors 60+ can also 	
		  apply. To see if you are eligible, or for more information, call  
		  (505) 473-4444 or visit www.santafenm.gov then click:  

Residents/Bus Routes and Schedules/Special Programs.
	 •	 Programs are updated periodically. To see if you are eligible for 	
		  reduced fare, or for more information, call Santa Fe Trails at  
		  (505) 955-2001 or visit www.santafenm.gov.

Take the Rail Runner
The New Mexico Rail Runner Express has a station at Santa Fe County/NM 
599 with a direct Santa Fe Trails connection to SFCC using Santa Fe Trails 
Bus Route 22.  For information and schedules visit http://nmrailrunner.
com/ or call 1866-795-RAIL.

Where can I park?
Students may park in any spot in the campus parking lots that is not 
designated as reserved. School parking permits are not required. Do not 
park along the roads or curbs that surround the campus.  Do not park in 
an area designated “handicapped” unless you have an official placard or 
license plate displayed. The fine for illegally parking in a handicapped 
space is $500. You may pick up, drop off or make deliveries in green zones 
for up to 20 minutes, although someone must remain in the car at all 
times. Red zones are for emergency vehicles only. The fine for illegally 
parking in a red zone is $25.

Where do I get a Student ID?
Student “A” Number and Card
Every SFCC student is issued an individual identification number, referred
to as an “A” number, and an official student identification card with their
photo and full name.

Your “A” number is assigned and issued when you apply and are admitted 
to the college. To retrieve your “A” number, go to www.sfcc.edu or visit the 
ESS for assistance.

Identification cards are issued to students enrolled in credit courses, in the
Office of Student Development (Room 311LL) and at the Fitness Education
Center. You will need a copy of your current class schedule along with a
driver’s license or similar photo ID when requesting your student card. The
first ID card is free, replacement cards cost $10.
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You can’t get much done on campus without an “A” number and a student
ID. You will need them when visiting the Testing Center, the Financial Aid 
Office, the Fitness Education Center, and to checkout materials from the 
library. (To use the fitness center, you must also be enrolled in a Health, 
Physical Education and Recreation (HPER) course.)

Where can I buy my books?
SFCC Bookstore (505) 428-1218
You must purchase your own textbooks. A list of required texts is available 
prior to the start of classes at the Bookstore or on JACK under the Academ-
ic Support tab in the Bookstore channel.  You can purchase all your books 
and school supplies at SFCC’s bookstore, however, you are not required 
to buy your texts there. Bookstore staff can assist you in finding the right 
books for your class. Personal checks, Visa, MasterCard, American Express 
and ATM (debit) cards are accepted.

If you have already been approved for or awarded financial aid, you can 
charge your books and supplies using your “A” number and your SFCC 
Student ID. Purchase dates are posted at the beginning of each semester 
in the Bookstore and on JACK.

The Bookstore is located at the end of the main hallway, past the Campus 
Center and Food Services.  

You can send local faxes from the bookstore for $1.50 to a local number for 
the first page, and $1 for each additional page. For long-distance numbers, 
the charge is $2 for the first page and $1.50 for each additional page. The 
cover sheet is free.

Where can I get something to eat?
Cafeteria-style hot and cold meals are served in the Campus Center, which
offers everything from made-to-order breakfasts, salads and burgers to full
meals. Breakfast and lunch are served Monday through Saturday; dinner is
served Monday through Thursday. Opening and closing times are posted
outside food service; summer session hours are limited.

Vending machines, offering a variety of beverages, snacks and sandwiches,
are available on the lower levels of the main building, the Instructional
Technology Wing, the Fitness Education Center and the Early Childhood
Development Center. Microwave ovens and change machines also are provided.

Students may bring their own meals and are encouraged to eat in the Campus 
Center, courtyard or in the student lounge in the Office of Student Devel-
opment (Room 311LL). There are microwaves available at various locations 
on campus including by the Open Computer Lab (Room 583), and at the 
bottom of the stairs from the Campus Center and in the student lounge.
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Snacks are also available at the SFCC bookstore and can be purchased with 
personal checks, Visa, MasterCard, American Express and ATM (debit) cards. 

Who do I call if I need help on campus?
Campus Safety: (505) 428-1224 or cell (505) 690-1477
SFCC does not maintain a college police force. Security and enforcement
matters are left to officers of the appropriate law enforcement agencies. If
you witness a situation where someone is at risk or believe that a law is
being broken, first contact the police (911) and then contact security at
(505) 428-1224.
If you have a medical emergency or injury that is life-threatening, dial
9-911 on a campus-system phone. After the appropriate authority has
been notified, call the Campus Safety Office at (505) 428-1224 to inform 
them of the situation.

Call Campus Safety for urgent situations that are not life-threatening. The
Campus Safety Office is located in Room 101. While safety officers cannot
administer medical assistance, Room 101 can provide some privacy until
medical assistance is available. When reporting an emergency, tell the of-
ficial if the situation is not life-threatening.

You can call ESS staff (505) 428-1273 and staff members will radio Campus 
Safety Officers for assistance. 

Please report any unusual situations immediately to campus safety per-
sonnel or to any SFCC employee.

Lost personal items
SFCC’s ‘Lost and Found’ is located in the Campus Safety Office in Room
101. Students can find lost articles that have been turned in. Items includ-
ing phones, credit cards, wallets, jackets, assignments and flash drives have
been turned into Campus Security in the past. Please help others out by
being aware of abandoned articles and turning them into Campus Safety.

Where are Campus Safety Officers?
Campus Safety Officers regularly patrol campus to observe, report and 
assist with matters related to your welfare. As in any public space, students 
and visitors are encouraged to be alert and attentive while in the campus 
parking lots.

What if I feel nervous about walking to my car?
Security officers can escort students to the parking lot or to other areas on 
campus. To request an escort, contact the Campus Safety Office at extension 
1224 on the SFCC telephone network.
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Emergency Procedures
Seven emergency phone towers are located on campus. When activated, 
these towers will connect you directly to an emergency operator. Stay at 
the tower and Campus Safety Officers will talk with you directly and dis-
patch emergency personnel to the scene.

Emergency Phone Tower and Pay Telephone Locations
	 •	 Child Development Center – Two emergency phone towers in front 	
		  of the building; one pay phone in the front lobby.
	 •	 Fitness Education Center – Two emergency phone towers in the 	
		  parking lot; one pay phone in the main lobby.
	 •	 Main Facility – One emergency phone tower on the walkway by 	
		  the library; one emergency phone tower in the West Wing parking 	
		  lot; one emergency phone tower in front of the main entrance;  one 	
		  pay phone in the main entrance foyer.

Life-Threatening Accidents and Emergencies
Dial 9-911on a campus-system phone, or immediately activate an emergency 
phone, in cases such as unconsciousness, heart attack, severe bleeding, severe 
shock, head injuries, emergency childbirth, severe fractures, drowning and the 
like. After the appropriate emergency authority has been notified, call Campus 
Safety Officers to inform them of the situation.

What if I get sick and can’t come to school?
Cancellations and delays are rare, though they may be called under ex-
treme circumstances. When there are no cancellations or delays, students
are expected to report to their classes. If you feel you are unable to make
it safely to SFCC, you are responsible for making up any missed work and
instructors are asked to be reasonable in handling individual needs. You
may call (505) 428-1716 to reach the weather hotline. You can get messag-
es about college weather closings and delays sent right to your cell phone 
or email account. Sign up by visiting the www.sfcc.edu, then click on the 
link for weather and holiday alerts.

How do I find out about weather delays or cancellations?
Cancellations and delays are rare, though they may be called under extreme 
circumstances. When there are no cancellations or delays, students
are expected to report to their classes. If you feel you are unable to make
it safely to SFCC, you are responsible for making up any missed work and
instructors are asked to be reasonable in handling individual needs. You
may call (505) 428-1716 to reach the weather hotline. You can get messages 
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about college weather closings and delays sent right to your cell phone or 
email account. Sign up by visiting the www.sfcc.edu, then click on the link 
for weather and holiday alerts.

Facility Emergencies
Dial 9-911 on a campus-system phone or activate an emergency phone for
situations such as fire, bomb threats or uncontained chemical spills. After
you have informed the appropriate emergency authority, call Campus
Safety Officers at (505) 428-1224 to advise them of the situation. The college 
procedure for evacuation of buildings will immediately be set in motion.

Other Medical Emergencies	
For urgent situations that are not emergencies (e.g. sprains, cuts, contu-
sions, fatigue), call Campus Safety at (505) 428-1224. Campus Safety will 
dispense band-aids to individuals who request them.

Emergency Telephone Numbers  
(from on-campus phones)
	 •	 Ambulance, 9-911
	 •	 Campus Safety Office, extension 1224
	 •	 City police substation, 9-955-2080
	 •	 Fire and city police and sheriff, 9-911
	 •	 Poison control, 9-1-800-432-6866
	 •	 Sheriff, 9-984-5060
	 •	 State police, 9-827-9300
	 •	 SFCC’s Weather Line 9-428-1716

Stay Safe!

Personal Safety Tips
	 •	 Stay in well-lit areas after dark.
	 •	 Walk to your vehicle with others or request an escort from a  
		  Campus Safety Officer.
	 •	 Keep your windows closed and your vehicle locked.
	 •	 Do not leave valuables in your vehicle or, if you must, place them 	
		  out of sight.
	 •	 Report suspicious behavior to a Campus Safety Officer or any  
		  member of the staff.
	 •	 Report incidents that occur on campus to Campus Safety Officers 	
		  who will work with local law enforcement agencies on prosecution.
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What are the resources for students who are 
parents?
Students who are also parents face a unique set of challenges. Below is a
listing of resources available at SFCC for student parents as well as some
tips for making child care work for you.

Early Childhood Development Center 
The ECDC serves the children of SFCC students, staff and faculty, and com-
munity families. Child care is available for full-time enrollment on a space 
available basis to children aged 8 weeks through 5 years. For information, 
call (505) 428-1354. 

Early Childhood Training and Technical  
Assistance Program 
The Early Childhood Training and Technical Assistance Program (TTAP) 
provides parents, teachers and caregivers of young children a broad range 
of services including a Toy Lending Center, parent and provider training, 
AIM HIGH, (a mentoring program for licensed and registered child-care 
providers) and much more. The TTAP is a free program that serves Santa 
Fe, Rio Arriba, Los Alamos, San Miguel and Mora counties. The TTAP can be 
reached by calling (505) 428-1344 or toll free at (866) 209-6116. 

AIM HIGH 
AIM HIGH, a project developed by the State of New Mexico Children, Youth 
and Families Department, teams a child-care program with a program 
development specialist (mentor) to work on improving the quality of the 
program. It provides staff of the program with onsite technical support, 
help with staff development (i.e. classes, etc.) and a higher reimbursement 
for the children whose care is subsidized by CYFD. 
For information, call (505) 428-1344 or toll free at (866) 209-6116 or visit  
www.cyfd.org/content/office-child-development.

Resource Library
The TTAP has a reference library of books and journals for parents, teachers 
and caregivers who work with children from birth to 8 years. Topics include 
parenting, child growth and development, early childhood curriculum and 
current issues in early childhood development and education. For informa-
tion, call (505) 428-1344. 

Toy Lending Center 
The Toy Lending Center (TLC) has a library of more than 2,000 toys for 
infants, preschoolers and school-age children. A limited number of items 
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are available for school-age children. These items may be borrowed (free of 
charge) by students, faculty, staff, child-care providers, teachers and fami-
lies in the community. The TLC is located at the Early Childhood Develop-
ment Center and can be reached by calling (505) 428-1612 or 428-1344. 

Warm Line 
Parents and child-care providers can call the Warm Line to express concerns, 
ask questions or discuss issues in child development and behavior. The 
Warm Line staff of specialists can help callers understand children’s at-
titudes and reactions, view children’s behavior in its proper context and try 
to solve problems before they become unmanageable. The service is free 
and can be reached by calling (505) 428-1344 or toll free at (866) 209-6116. 

Child Care Challenges
Finding adequate, affordable child care is among the biggest challenges 
parents face. And even when child care is covered, there are many days 
when your children will need your attention when you are scheduled to be 
in class.

Some of the most common reasons parents experience a gap in child  
care are:
	 •	 A child is sick and not able to go to child care that day.
	 •	 A child’s school is out of session when SFCC is in session.
	 •	 The regular child-care provider is ill or quits.
	 •	 The student must come to SFCC outside their regularly scheduled 	
		  child-care time.

SFCC students should expect disruptions in their child care and make 
backup plans. If backup child care is not available, speak to your instruc-
tors at the beginning of the semester and work out a plan with them in 
case you must miss class. In most cases, it is not appropriate to bring your 
children to class or leave them unattended in the library, computer labs, 
campus center or outside your classroom. Children need your attention, 
so if you are planning to come to campus to study, use the computer lab 
or meet with an adviser or counselor, you should leave your children in 
someone else’s care.

Planetarium
The SFCC Planetarium features programs for school children, families and
adults. The 75-seat facility uses slides, video, special effects and the 2,354
stars of the Spitz 512 planetarium to introduce you to the universe. For
more information call (505) 428-1677 or visit www.sfcc.edu/planetarium 
for a schedule of programs and special events.
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Q	Where are computers on campus that I can use?

Computer Labs and Wireless Internet
Computers are available for SFCC students in many locations around
campus to work on assignments, access online classes, check grades or
pay tuition. You can find computers in the Open Lab, located in Room 
583; the Media Arts Lab in Room 602; on the lower level of the West Wing 
in the atrium; and at other locations on campus. All computers feature 
high-speed Internet access. Students also may use personal electronics to 
access the wireless network from anywhere on campus.

Network File Storage
Students may store college-related files in a personal folder on the college 
network that may be accessed from any  computer lab. Network storage
is available from the first day through the last class day of the semester.
Stored files are the student’s responsibility; the college cannot be liable
for lost or deleted files. Although the college doesn’t anticipate any data
loss, students should regularly back up their files to a flash drive or CD. All
student files are deleted at the end of each semester.

Q	How can I work off the stress?

Fitness Education Center
Stay physically fit and you will relieve stress and increase your academic 
performance. At the William C. Witter Fitness Education Center, take advan-
tage of the Resistance Training Center, gymnasium, indoor track, lap pool, 
warm water pool, whirlpool, Wellness Center, tennis courts, aerobic/dance 
rooms, fitness cycling and locker rooms.

To access the facility, you must enroll in a Health, Physical Education and 
Recreation (HPER) class or purchase a one-time pass for $6 or a five-time 
pass for $30. Photo ID is required for entry. The center may be closed at 
certain times for classes so please check the schedule posted at  
www.sfcc.edu.

Lockers are available one per person, on a first-come, first-served basis. A 
rental fee is payable at the front desk. You must be registered in an HPER 
course to rent a locker. Locker contents must be removed by the last day of 
the semester. 

For information, call (505) 428-1615.	



2 0 1 0 - 2 0 1 1  S t u d e n t  H a n d b o o k138

STUDENT INVOLVEMENT 

Q	How do I get involved?

Office of Student Development (505) 428-1665
You can’t study all the time! For a break, attend one of the many activities
that are part of SFCC student life. Pick up a list of the semester’s activities in
the Office of Student Development (Room 311LL). 

Student Government Association
SGA is the official governance group that represents the SFCC student 
body. SGA members work to make a difference on campus by representing 
the student perspective to the administration and various governance 
councils. They also provide a forum for students to engage in conversa-
tions regarding campus issues. SGA encourages and advocates for student 
involvement on campus by sponsoring student events, programs, and 
leadership opportunities. Students enrolled in at least one credit-bearing 
course are automatically members of the SGA, are welcome to attend SGA 
meetings. Students earn voting rights at the third meeting they attend. 
Make your voice heard and participate in SGA! Check out the Student 
Activities tab in JACK or stop by the Office of Student Development for 
more information. 

Clubs and Organizations 
SFCC’s clubs and organizations put students in touch with other students
who share common interests. To form an organization on campus, you
must first register to obtain the official recognition of SFCC. New club
forms are available in the Office of Student Development. Contact the
Student Activities Coordinator at (505) 428-1266 for more information.
A student organization must be registered in order to:
	 • 	 use college facilities.
	 • 	 be listed in college publications.
	 • 	 use the college name in publicity.
	 • 	 receive funding from SFCC (however, registration does not  
		  guarantee funding).
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Student Ambassadors (STAM) 
Student Ambassadors encourage student involvement and engagement 
at SFCC.  They assist students with navigating college and finding resourc-
es and support on campus. Students must apply in a competitive process 
to be a part of this leadership team and to earn the stipend that  
accompanies it.

Student Writing Awards
Get published! If you like to write, consider entering your fiction, poetry,
personal essays or academic writing in the SFCC Student Writing Awards
competition. Awards of up to $100 are presented to the winners in each
category and students are honored at a public reading and awards cele-
bration in the spring. A collection of the winning entries is published each
year. To read the prize-winning writing or to learn more about the awards,
call (505) 428-1387.

Q	Are there honors programs?

Dean’s List  
Every fall and spring semesters, students who have taken a minimum of 
nine credit hours of course work and who earn a GPA of 3.5 or above are 
placed on the Dean’s List. Students who attain this academic distinction 
are notified by a letter from the dean of the college in which they have de-
clared their major, or, if they are undeclared, from the dean of the School 
of Liberal Arts and Core Studies. 

Phi Theta Kappa (PTK)  
Phi Theta Kappa, the community-college national honor society, encour-
ages outstanding students to pursue high academic achievement. 

Membership privileges include:
	 •	 eligibility for scholarship activities that provide intellectual challenges;
	 •	 opportunities for the development of leadership skills and  
		  community service;
	 •	 eligibility for special scholarships upon transfer to four-year  
		  institutions;
	 •	 invitations to participate in regional and national conferences; and
	 •	 membership noted on your transcript and diploma.
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Membership criteria
	 •	 Completion of at least 12 credits of college-level course work 	 	
	 	 (courses numbered 111 or higher, excluding HUDV courses).
	 •	 A cumulative GPA of 3.4 or higher on a 4.0 scale.

Application procedure
	 •	 Interview with the PTK adviser. Call (505) 428-1371 or  
		  (505) 428-1834 for an appointment.
	 •	 Complete the national Phi Theta Kappa application available from 	
	 	 the Phi Theta Kappa adviser.
	 • 	 Pay a $55 one-time fee. Submit the application and the payment  to 	
	 	 the PTK adviser.

To remain eligible for PTK, you must maintain a 3.2 or higher cumulative
GPA on a 4.0 scale. 

Graduation

Q	When Can I Graduate?  
	 The answer to this question is different for everyone. The best way 
to ensure that you get your degree or certificate in a timely manner is by 
regularly meeting with an adviser or counselor, who can help you make 
sure you are taking appropriate courses and not filling up your schedule 
with classes that won’t count toward a degree. When it comes time to 
graduate, your faculty adviser or counselor will assist you in filling out your 
petition to graduate and initiating the process that will get you on stage in 
your cap and gown.

You may graduate during the semester in which all graduation require-
ments are completed, even though there may not be a graduation cer-
emony scheduled for that semester. All debts to the college must be paid
in full before graduation. You must submit a Petition to Graduate to the 
registrar by strict deadlines. Please contact the registrar’s office for the 
specific deadlines by calling (505) 428-1385.
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College prep  

Q	What if I need to get ready for college?

Getting Your GED at SFCC
SFCC offers the General Education Development (GED) exam for students 
16 and older. Students under 18 are required to obtain approval from the 
school superintendent and a parent on an underage permission form prior 
to testing. The exam consists of five subtests (writing, social studies, sci-
ence, reading and math) and entails approximately 7 1/2 hours of testing.
To register, each candidate must present a government-issued photo ID, 
preferably a New Mexico driver’s license with a name, address, birth date 
and signature. For information, call (505) 428-1532. 

Students who are taking the GED should pay at the Cashier’s Office before 
signing up for the test in Room 611. Students who need official transcripts of 
GED tests for SFCC or other purposes, or who are looking for a schedule of 
when GED tests are given, should also go to the Testing Center in Room 611.

The Adult Basic Education program offers GED preparation classes free of 
charge to students who want or need to study prior to taking the exam.

Adult Basic Education
Adult Basic Education (ABE), located in Room 502, provides free instruction 
to adults in reading, writing, math, GED preparation, English as a Second 
Language, career pathways, citizenship preparation and general learning 
support. ABE instruction is offered at various locations in the Santa Fe area, 
including at SFCC.

Students should visit ABE if they are at least 16 years old and are preparing 
for the GED tests.

ABE also offers classes for students who are interested in learning English 
as a Second Language. These are noncredit classes for adults only.

ABE focuses on students who have skills below the twelfth-grade level. 
ABE also works in affiliation with Literacy Volunteers of Santa Fe.  

For information, call (505) 428-1356.

Literacy Volunteers of Santa Fe
In New Mexico, one in five adults is a low-level reader. This translates to an 
estimated 13,000 people in the Santa Fe area who need special tutoring 
services. In addition, 15,000 adult immigrants in Santa Fe require training 
in English as a Second Language.
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Established in 1985, Literacy Volunteers of Santa Fe provides free, quality 
tutoring services to adults and their families seeking to improve their read-
ing skills or to learn English. To date, more than 3,500 trained volunteers 
have tutored more than 10,500 adults. Tutoring focuses on building job 
and survival skills, improving family literacy, empowering parents to help 
their children succeed in school and encouraging citizenship. More adults 
seek services than can be accommodated. 

Volunteer tutors are carefully interviewed, trained and matched with 
students. Volunteers can earn college credit for their service by enrolling in 
the credit course titled Volunteer Service (HUDV 170).  

For more information, call (505) 428-1353 or stop by our office in Room 514-A.

other programs  

Q	What else is there?

Continuing Education
As part of the comprehensive educational mission of SFCC, Continuing 
Education (CE) offers noncredit, specialized courses for students of all ages. 
Based on the concept of lifelong learning, CE courses are presented in 
an informal, noncompetitive environment for students who do not wish 
to take formal credit courses. CE publishes and distributes a schedule of 
courses several times a year. For information, call (505) 428-1676.

Volunteer in the Community Course
SFCC offers experiential learning opportunities through a credit course,
Volunteer Service (HUDV 170). Offered every semester, students in this
course volunteer in community non-profit agencies for a specified number
of hours, attend two classroom meetings and write a short paper reflecting
what they have learned. Examples include tutoring in public schools, 
building houses for Habitat for Humanity, creating for Warehouse 21 or 
working at an animal shelter among many other options. For more infor-
mation call (505) 428-1736 or visit www.sfcc.edu, click on Academics and 
then “Volunteer In the Community.”

Santa Fe Small Business Development Center 
The Santa Fe Small Business Development Center (SBDC) offers free profes-
sional counseling services to existing  business owners and to aspiring 
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entrepreneurs. Counseling services available include but are not limited to; 
business planning, financial projections, assistance with loan applications, 
strategic planning and management, marketing assistance, guidance in 
feasibility assessments, research techniques and access to partner organi-
zation and their networks.  Everything is designed to educate the entrepre-
neur so they can make more informed business decisions.  The SBDC also 
offers a number of free or low-cost workshops and seminars throughout 
the year.  All services are open to the public. For information, call (505) 428-
1343 or visit the website: www.nmsbdc.org/santafe.

KSFR FM Public Radio	
KSFR, 101.1 FM, is Santa Fe’s only locally-based, public radio station. Recipient  
of New Mexico’s “Station of the Year for News,” KSFR broadcasts a wide variety 
of music, news and information programming, 24 hours a day. Programs 
include “Democracy Now!,” “News Hour,” “Santa Fe Radio Cafe” and more. For a 
complete program guide, visit www.ksfr.org. Volunteers are always welcome. 

SFC TV Community Television Station
Santa Fe Community Television is a community access television channel
in conjunction with SFCC and in cooperation with the City of Santa Fe 
since 1988. The station is cable channel 16 on the Santa Fe Comcast  Cable 
television system. The station’s purpose is to encourage the widest pos-
sible diversity of information sources and services responsive to the
needs and interests of the public and to ensure access to media for local
interests. Anyone can submit a program to air on SFCTV, including you!
The station works to provide opportunities for individual, educational,
civic and charitable groups to produce and cablecast programs that will
promote open expression, bilingual education, economic growth, public
forums and enrichment of the multicultural, artistic and civic aspects of life
in Santa Fe.

Women in Transition
The Women in Transition Program at SFCC is designed to meet the needs 
of women through a specially designed course. Women in Transition (CRN 
160) has been taught for more than a decade at SFCC. The course provides 
tools and a supportive atmosphere to help women through a time of 
transition. The program begins by building on strengths, both individually 
and as a group. Experts from SFCC and the community present interactive 
workshops on such topics as financial fitness, the connection between 
physical fitness and emotional health, stress reduction techniques, career 
planning and more. For information on these courses, call (505) 428-1702.
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College for Working Adults
The College for Working Adults is a unique program for adults who have
full-time work and family responsibilities. Through a curriculum specifically
developed for busy adults, students can earn an associate degree in
just two and a half years while working full-time. With proper advising,
students seeking bachelor’s degrees can, after completing an associate 
degree, transfer their credits to four-year colleges or universities. CWA 
schedules its degree programs into a block system that aligns with  the 
regular academic semester calendar of 16-week semesters. Each calendar 
year is divided into three blocks. During each block, students concentrate 
on nine credit hours of course work in business technology, business, 
economics, humanities, communications and the arts, science and math-
ematics. A CWA block of classes may consist of a classroom experience, an 
online and classroom course (blended), or a totally online course. Classes 
are scheduled at night and on five to eight Saturdays per block. The length 
of a specific class can vary: eight, 10, 12 or 16 weeks in length. Visit the 
SFCC home page, click on Academics, then click on College for Working 
Adults. Here you will find current information on the program. Also, you 
are invited to call (505) 428-1852.

Online classes and  
distance learning  

Q	I’m thinking of taking an online course;  
	 what do I need to know?
Each semester, SFCC offers a number of online courses in a variety of aca-
demic programs. These courses cover the same material as their on-campus 
equivalents but learning takes place through the use of a computer and 
the Internet.

Distance learning is an increasingly popular option. Students may choose 
to take online classes exclusively, or to include one or more online classes 
along with onsite classes in their schedule. If you are new to online learn-
ing, the guide below will introduce you to the basics and help you deter-
mine if this is a good choice for you.

Is Distance Learning for You?
Web-based instruction requires self-discipline, motivation and an above 
average measure of confidence in one’s technical abilities. Online students 
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should be able to create, move and copy files, install software, surf the 
web, send and receive email, and use various software programs. Online 
programs are not desirable for students who just want a flexible schedule 
but do not have good time management or independent study skills.

A common misperception is that an online course takes less time to com-
plete than a conventional class. Not true! Web-based courses take at least 
the same amount of time, usually more. Hours that you would otherwise 
spend sitting in the classroom are instead spent reading, doing research, 
completing assignments, e-mailing your instructor, studying for exams 
and participating in online discussions. Use the same “high range” study 
time calculator that you would for onsite courses. You can find it on Page 
105 of this handbook.

What are online classes like?
Most online courses follow the standard semester schedule, with home-
work assignments, quizzes and exams that have specific due dates, but the 
choice of when students do the work (during the day, late at night, early 
morning, etc.) and where (at home, at the library, in SFCC’s computer labs) 
is up to them.

How to enroll in an online class
To enroll, follow the usual registration procedure. You can identify online 
classes in the printed schedule by their designation as “WEB” courses in the 
“Days” column and a “D” located in the “Course ID” column of the listings. A 
“B” section (blended) is partially online and partially on campus.
There is a $25 per credit hour distance learning fee (to a maximum of $75) due 
for each online class; regular tuition and fees also apply.

Your responsibilities as an online learner
After you have registered, visit the distance learning site by going to the
SFCC website, click on “Academics” and scroll to “Distance Learning.” This
website has all of the information you need to begin an online course,
including how to determine your user name and password, how to access
the course and other information. Most courses are not self-paced. You’ll
need to comply with due dates for assignments, quizzes and so on. This
information will be available after you log-in. From the Distance Learning
website follow the “Connect to SFCC Online” link to the log-on screen to
enter your course. You will not have access until the course’s start date.

Tips for a Successful Semester in an Online Course
	 • 	 First complete the Blackboard orientation, then log into your course.
	 • 	 Communicate regularly with your instructor.
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	 • 	 Ask questions frequently; don’t wait until you’re lost to seek help.
	 • 	 Participate actively in online discussions with your classmates.
		  Since you don’t get to meet in the classroom, this is your best tool
		  for getting to know fellow students and sharing ideas and  
		  experiences.
	 •	  Log into the online class frequently, stay in touch with your
		  instructor and your classmates, keep up with the work and you will
		  find that online learning can be a rewarding and enlightening
		  experience. For information, call (505) 428-1166.

ORIENTATION TO BLACKBOARD
Once enrolled in an online course, go through the Blackboard Orientation.  
(Blackboard is the software the college uses to manage its online courses.)  
Go to JACK, then go to the Academic Support tab.  In the lower left corner 
is a channel (a box of information) titled Studying Online.  In that chan-
nel you will find the orientation and other information that will help you 
be successful.  If you still have questions after you have been through the 
orientation, please come to the Distance Learning Office or contact us at 
428-1166 or DistanceLearning@sfcc.edu for assistance.

Student Policies 
Q

	
What are my rights and responsibilities? 

	 A student’s failure to read and understand official student policies 
does not absolve that student from knowing and complying with the con-
tent of such communications.  

SFCC Student Code of Conduct – Polic y 2-1
Policy Overview
SFCC strives to create and maintain an environment that supports and 
respects all members of the learning community. In order to help achieve 
this goal, the College has established a Code of Conduct which sets out 
values, expectations and standards of behavior that apply to all students. 
Students should familiarize themselves with the policies in this Code of 
Conduct and ensure they comply with them. If a student has any questions 
or concerns about this Code of Conduct they should discuss it with the  
Assistant Vice President for Academic Support and Student Retention.
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A student who violates any provision of this Code of Conduct may be sub-
ject to discipline under the SFCC Student Corrective Action or Disciplinary 
Action Policy. The discipline imposed will depend on the severity of the 
violation and the circumstances of the situation. If appropriate, the College 
will report any activity that appears to violate any local, state or federal law 
to the appropriate authorities.

Scope and Applicability
The Code of Conduct applies to all students, regardless of status. The Col-
lege recognizes that there is a diverse student body and has established 
standards so that all students have the opportunity to pursue their educa-
tional goals in a respectful and high quality atmosphere.

Policy Statement

Academic Integrity
Academic integrity is a fundamental principle which is important to the 
College. Students are responsible for ensuring they are honest in their 
academic pursuits. Academic dishonesty means any behavior that mis-
represents or falsifies the student’s knowledge, skills or ability with the 
goal of unjustified or illegitimate evaluation or gain and includes cheating, 
plagiarism and falsification of records. 

Cheating
Cheating includes using or attempting to use unauthorized materials such 
as notes, texts, visuals, electronic devices, copies of test materials and pre-
senting the work of others to misrepresent the student’s knowledge, skills 
or ability. Unauthorized collaboration also constitutes cheating.

Plagiarism
Plagiarism is the intentional or unintentional representation of another’s 
work as one’s own, without proper acknowledgement of the original au-
thor or creator of the work.

Falsification or Fabrication of Records
Falsification or fabrication of records relating to a student’s educational 
record, including, but not limited to, grades and attendance is prohibited.

Facilitation of Academic Dishonesty
Assisting another student in cheating, plagiarism and falsification of re-
cords is also academic dishonesty. 
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Classroom Conduct 
While each individual faculty member is responsible for establishing stan-
dards for their class, there are generally accepted standards of classroom 
conduct that each student is responsible for. Students are members of a 
community devoted to learning and are expected to behave responsibly 
and respectfully towards other students and other members of SFCC. This 
includes ensuring that behavior in class does not interfere with the rights 
of other students and recognizing that being engaged in the classroom is 
important for the individual and the community as a whole. Any behavior 
that may disrupt others from learning or may interfere with the efforts of 
a faculty member to instruct a class is prohibited. Unless a faculty member 
makes an exception, the following rules will apply: 
	 • 	 Students are required to attend all classes and be prepared  
		  for class. 
	 • 	 Guests, including children, are not permitted in class. 
	 • 	 Food and drink may not be consumed in classrooms.
	 • 	 Cell phones may not be used in class and students should ensure 	
		  they are turned off or to silent mode. 
	 • 	 Other electronic devices such as, iPods and MP3 players, Game	
	 	 boys, Palm pilots, Blackberries and portable CD players are also 	
		  prohibited.
	 •	 Laptops may be used for note taking and other academic 	 	
		  related activities. Faculty may establish limitations on the use of 	
		  computers in the classroom.
	 • 	 Faculty may establish additional rules and responsibilities to 	 	
		  maintain appropriate conditions for learning in their classrooms. 

Evaluation 
Evaluation is an important part of the learning process. At the beginning of 
each semester, students will be advised of course expectations, standards 
for evaluation and the criteria that will be used for grading by the faculty 
member responsible for the course. Students can expect to be graded 
fairly and in accordance with the established standards. Grade appeals are 
limited. Criteria and the procedure for grade appeals are set out in the Ap-
peal of Academic Decisions Policy.

Student Records
The College maintains student records in accordance with the require-
ments of the federal Family Educational Rights and Privacy Act (FERPA). 
The College will not release student records without the student’s prior 
written consent, except in certain limited circumstances. Students have 
the right to access to their records and to ensure they are accurate. Any 
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student who has questions or concerns about their records should review 
the SFCC Student Records Policy which is contained in the student hand-
book or consult with the College Registrar.

Campus Conduct
Students are required to behave in a responsible manner while on campus 
and while attending college functions. Students who engage in behavior 
that is disrespectful, abusive, intimidating, disorderly or dangerous, or who 
refuse to comply with the direction of college officials may face discipline 
under the Student Corrective Action and Disciplinary Policy.

Off-Campus Conduct
Students may face discipline under the Student Corrective Action and 
Disciplinary Policy for conduct that violates any College policy when such 
conduct seriously threatens the educational mission of the College or the 
health or safety of any member of the College community, even if such 
conduct occurs off-campus. 

Discrimination and Harassment
Discrimination and harassment, including sexual harassment, are strictly 
prohibited. Please refer to SFCC Discrimination and Harassment Policy 2-23 
and SFCC Sexual Harassment Policy 2-22 for more information.

Safety and Violence on Campus
The College is committed to providing a safe and welcoming environ-
ment for students, faculty, staff and the public. Violence, including verbal 
or physical threats, coercion, intimidation and physical assault or abuse, 
is prohibited. All threats and threatening behavior shall be taken very 
seriously. Students who engage in any violent behavior toward another 
student, a faculty or staff member or any other individual on campus, shall 
face discipline under the Student Corrective Action and Disciplinary Action 
Policy, up to and including expulsion.

Any student who has been subjected to any threat or intimidating or 
violent behavior by another student or college employee should report 
it immediately to Campus Safety and Security and the Human Resources 
Department. Anyone who observes any violent or threatening behavior 
anywhere on campus should immediately contact 911, Campus Safety and 
Security or the Human Resources Department.

Weapons
Employees, students and visitors to the College are prohibited from carry-
ing or using any type of weapon, including firearms, knives and explosives 
on campus and to any college-hosted function off college property.
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Fire Alarms, Bomb Threats, Evacuations and Other Emergencies 
Anyone who deliberately causes a false fire alarm or creates any other sort 
of public alarm may face discipline and may be reported to the appropri-
ate authorities.

Fire alarms, bomb threats and any other threat to public safety require all 
students, employees and guests on campus to follow all directives issued 
by college officials. Detailed information regarding appropriate emergency 
responses and evacuation procedures are posted in the Campus Safety 
and Security Office. 

Drug and Alcohol Use 
SFCC is committed to providing an environment that supports the educational 
pursuits of its students and promotes the good health and welfare of the 
college community as a whole. Drug and alcohol use may have a negative 
impact on student success. Therefore, the College prohibits the possession, 
use, dispensing, distribution and manufacture of any illegal substance 
both on campus and at any college-hosted function held off campus property. 

The College also prohibits the possession, use, dispensing, distribution and 
manufacture of alcohol on campus. The President may make an exception 
to allow alcohol at a college social function by granting prior written consent. 
All laws relating to the sale, purchase and distribution of alcohol must be 
observed, including age limits. 

Violations of this policy may result in discipline under the Student Corrective 
Action and Disciplinary Action Policy. The College will also report any ap-
parent violation of law to the appropriate law enforcement authorities.

Smoking
Smoking is prohibited inside any College building. There are designated 
smoking areas outside with ashtrays. 

Pets
Students, employees and the public are prohibited from bringing pets on 
campus except canine companions that assist an individual with a disabil-
ity and dogs brought on campus to attend an approved dog obedience 
class or for other pre-approved educational training.

Gambling 
Gambling of any kind, including computer gambling, sports betting pools 
and pyramid schemes are prohibited on campus or at any college hosted 
function off college property. 
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Dress Code 
Students are expected to come to campus dressed decently and in a manner 
appropriate to participate in a learning environment.

Cell Phones
Students are expected to use their cell phones in a manner that is not disruptive 
to other in common areas, computer labs, the library and classrooms. Students 
must turn off cell phones or turn them to silent mode during all classes 
and laboratories. The use of cell phones during examinations is prohibited. 
Faculty may modify this policy as required for individual circumstances.

Portable Electronics
Students are expected to use portable electronics in a manner that is not 
disruptive to other in common areas, computer labs, the library and class-
rooms. Portable electronics includes, but is not limited to iPods and MP3 
players, Gameboys, Palm pilots, Blackberries and portable CD players.
Students must turn off all portable electronic equipment during all classes 
and laboratories. The use of portable electronics during examinations 
is prohibited. Faculty may modify this policy as required for individual 
circumstances.

College Property
Students must be responsible and respectful while using College property. 
College property includes, but is not limited to, all college facilities such as 
classrooms and common areas, lockers, computers, software and the  
SFCC network.

Computer Use
All students who use college computers, electronic equipment and other 
information systems must do so in a responsible and ethical manner. Students 
may not make use of computers, networks, software, or other information 
resources in a manner that may, or is likely to, result in damage to any 
system, database, or operation. Unauthorized entry into or tampering with 
computers, networks, or other information resources is prohibited. Students 
may not use the SFCC computer system for any profit-making activities.

No Expectation of Privacy
The Office of Information Technology (OIT) is authorized to physically observe 
and electronically monitor, log and track the use of computer equipment 
and data without the knowledge or consent of the user. Computer use is 
tracked, monitored and logged by the College. Therefore, computer users do 
not have a reasonable expectation of privacy while using college computers. 

Surveillance cameras are located throughout the campus to protect the cam-
puscommunity and campus property.
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Accessing Pornography Prohibited
Use of computers to access pornography is strictly prohibited. If a student 
is conducting research for a class and needs to access sites that may con-
tain pornographic material, a written permission slip to access such sites 
must be obtained from the appropriate faculty member. The student must 
give the permission slip to the librarian or computer lab monitor who will 
authorize use of a computer for that purpose.

Gambling Prohibited
Use of computers for gambling is prohibited.

Profit-Making Activities Prohibited
Students may not use the SFCC computer system for any profit-making 
activities.

Personal Use 
Reasonable personal use of college computers and equipment is permit-
ted in the library. College staff may limit use by an individual depending 
on availability of computer resources and demand by other users.

Traffic Violations
Parking lots are college property and students must respect designated 
handicap parking spaces and fire zone areas. Violation of parking in handi-
cap parking spaces incurs a fine of $500.00. Violation of parking in the fire 
zone incurs a fine of $25.00.  Any person who violates traffic or parking 
rules is subject to having their vehicle towed or immobilized by the use of 
a boot.   If your car has been towed or immobilized, see the Campus Safety 
and Security Office.

Lockers
Lockers are college property and the College may access student lockers if 
it has a compelling interest to do so. 

Bikes, Skateboards, Rollerblades 
Bikes are allowed in designated areas. Students should ensure bikes are 
locked up on bike racks when unattended. The use of skateboards, roller-
skates and rollerblades is not allowed on campus. 

Notices 
If you would like to communicate to the campus community by way of a 
written notice see the Office of Student Development. Students must post 
approved notices in designated areas. 
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Conclusion
Students who violate any provision of this Code of Conduct may be 
subject to discipline under the Student Corrective Action and Disciplin-
ary Action Policy, up to and including, expulsion. The discipline imposed 
will depend on the severity of the violation and the circumstances of the 
situation. The College may also report any apparent violation of law to the 
appropriate law enforcement authorities.

SFCC Student Records – Policy 2-12
Policy Overview
SFCC is committed to protecting the confidentiality of student records. It is 
equally important that students have access to their records and the ability 
to ensure they are accurate. This policy sets out: the right of students to 
access their records; a procedure for students to access their records and 
challenge records they believe are inaccurate; and the extent to which 
student records are confidential and the limits of releasing educational 
records to third parties. 

This policy has been established to comply with The Family Educational 
Rights and Privacy Act (“FERPA”). 

Policy Statement

Transfer of Rights from Parent to Student
Rights under FERPA are transferred from a parent to a student when the 
student reaches the age of 18 or attends a school beyond the high school 
level. Thus, student records may not be released to a parent but only to a 
student requesting their release except when a student is a dependent of 
the parent under the Internal Revenue Code. If a parent wants to review 
the record of a dependent student, they should provide a copy of their 
most recent tax return to the College. The College does not retain a copy of 
the tax return but reviews as evidence that the student is a dependent.

Publishing Information Relating to  
Educational Records
The College will publish information about this policy in the College cata-
log and in the student handbook. The College shall provide a copy of this 
entire policy to any student upon request.
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Student Right to Review Records 
Generally, students have the right to inspect and review their records. 
Under FERPA, “Educational Records” includes all documents, computer files 
and other materials that contain information directly related to a student 
that are created and maintained by SFCC. Educational Records include: ad-
missions records; grades; attendance records; disciplinary records; copies 
of correspondence with parents and others concerned with the student; 
records transferred from other educational agencies or institutions in 
which students have been enrolled; information relating to the students’ 
participation in special programs; records of tuition and fees paid and 
outstanding; financial aid records; job placement records; and academic 
awards or recognition by the College.

Educational Records also includes student records relating to an individual 
in attendance at the College who is also employed at the College. 

Implementing Procedure
Procedure to Review Records Grades
If a student wants to review a grade, they may request it from Registrar’s 
Office. Students do not need to fill out a form to review their grades but 
must present their student identification card or other photo identification. 
Grades may also be accessed through a student’s online account.

Tuition and Fees
If a student wants to review their tuition bill, they may present their 
student identification card or other photo identification to the College 
Cashier’s Office to obtain a copy of their bill.

Other Educational Records
If a student wants to review any portion of their Educational Record other 
than a grade or tuition bill, they should submit a written request to Regis-
trar’s Office. Forms are provided for this purpose. If a particular record is re-
quested and can be obtained immediately, a College employee will allow 
the student to review it. An employee must be present while the records 
are reviewed to explain the record and answer any questions the student 
has about the record. Records must be reviewed in an area that will protect 
the confidentiality of the records. No document may be removed from the 
file by the student but a copy will be provided upon request. 

If a student requests an Educational Record and it is not immediately avail-
able, the Registrar’s Office will provide the requested record to the student 
as soon as possible, but no later than 45 days. 
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Limitations on Reviewing Records
The right to review Educational Records does not extend to: notes and 
records concerning a student made by a faculty or staff member that are 
retained and used solely by that faculty or staff member (or their substi-
tute); inspecting financial records of their parents that are maintained 
by the College; or records created by Campus Safety and Security for law 
enforcement purposes.

The College will not release information to a student when it is related 
to: a confidential recommendation that relates to admission to another 
educational institution; an application for employment; or information 
respecting an honor or honorary recognition provided that the student 
has signed a waiver stating he or she is not entitled to access that informa-
tion. The student is entitled to request and be notified of the name of the 
individual, the educational institution or other organization requesting the 
confidential recommendation in those circumstances.

If any educational record contains information about more than one student 
the student only has the right to review that portion that relates to them.

Confidentiality of Educational Records
Educational records are confidential and may not be released to anyone 
except the student without the prior written consent of the student except 
in limited circumstances contained in this policy or as required by law.

Posting of Grades
All graded papers and exams must be returned to students in a manner 
that allows the confidentiality of the student and their grade to be re-
tained. Faculty must not post grades with any potentially personal identifi-
able information such as name, social security number or student identifi-
cation number.

Access to Records by Others
The College will not provide access to or release educational information 
about a student to any individual, agency or organization without the 
prior written consent of the student except in certain, limited circum-
stances. The exceptions are: officials of other schools in which a student 
is seeking or intends to enroll; other officials, such as state and federal 
officials of educational and funding agencies and law enforcement agen-
cies, who have the right to obtain copies of students’ records, as provided 
by law; state and local authorities, within a juvenile justice system, who 
have the right to obtain copies of a student’s records pursuant to state law; 
appropriate parties in connection with financial aid to a student; officials 
conducting studies for, or on behalf of, educational agencies for the pur-
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poses of auditing or evaluating educational programs (provided the study 
is conducted in a manner that does not permit disclosure of personally 
identifiable information to third parties and the personally identifiable in-
formation is destroyed when no longer needed for the study); accrediting 
organizations; parents of students who are dependent students under the 
Internal Revenue Code; to comply with a subpoena; appropriate officials 
in cases of emergencies when it is necessary to protect the health or safety 
of the student or other individuals; and college officials with a legitimate 
educational interest. A “College official” includes any employee, board 
member, or administrator of SFCC as well as any attorneys, consultants, 
and independent contractors retained by SFCC. “Legitimate educational 
interests” include: providing academic, employment or other advice to stu-
dents; administering College programs; creating and maintaining student 
records; awarding and administering financial aid; assessing and collecting 
fees; enforcing student conduct and discipline; representing the College’s 
legal interests in matters where a student record is relevant; and research 
related to the College’s educational programs.

If the College is required to release the Educational Record of a student it 
will indicate the individual, agency or organization which has requested 
the information and will specify the legitimate interest that the person or 
entity has in obtaining the information. 

Request to Correct a Record 
If a student believes that their Educational Record is inaccurate, mislead-
ing, or otherwise in violation of their privacy rights, they may request that 
the record be amended. This policy is intended to ensure that a student’s 
Educational Record is accurate and does not give a student the right to 
challenge the grade or evaluation by a faculty member.
If a student believes that there is an error in the record, they should first 
contact the faculty member responsible for the grade or other SFCC  
employee responsible for the record and request that he or she review the  
record and adjust it. The student may request the assistance of their academic 
adviser if required. The staff or faculty member should advise the student 
in writing that they have adjusted the record or that they believe it is correct 
and the reasons for their decision within ten calendar days of the request.

If the staff or faculty member does not correct the record, the student may 
appeal the decision to the head of the department. The request should 
be made in writing and should state the nature of the inaccuracy or other 
violation of this policy and the remedy requested by the student. The head 
of the department will advise the student in writing that they have cor-
rected the record or that they believe it is correct and the reasons for their 
decision within ten calendar days of the request. 
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Hearing 
If the department denies the request from a student to amend the record, 
the student has the right to request a hearing on the matter. They should 
contact the Registrar’s Office and submit a written request for a hearing. 
The hearing will follow the process set out in the Student Concerns and 
Complaints Procedure.

Remedies
The President may modify and amend the Educational Record or direct 
that it remain unchanged. If, after a hearing, the record is not amended as 
the student requests, the student may submit a statement to be included 
in their record stating he or she disagrees with the decision not to amend 
the record and commenting on the information.

Maintaining Educational Records
The College will maintain electronically stored student files, transcripts, 
financial information, and grade reports according to a retention schedule 
established by the Registrar. The College may destroy educational or per-
sonal records of a student any time after five years after the last semester 
of attendance and in accordance with any record-retaining laws. The Col-
lege shall not destroy any education records if a request is outstanding to 
inspect or review the records.

Corrective Action and Disciplinary Action 
An employee who violates this policy may be subject to Corrective Action 
or Disciplinary Action up to, and including, termination. The discipline im-
posed will depend on the severity of the violation and the circumstances 
of the situation. 

Social Security Numbers in Student Records
Social security numbers are collected from prospective and current stu-
dents who wish to be employed on campus or apply for financial aid.  Such 
students are required by law to provide their social security number for 
administrative use.  Further, the college is mandated by federal tax regula-
tions to provide tuition and fee payment information to the student and 
the Internal Revenue Service, so that applicable educational tax credits 
may be computed.  The social security number will be necessary to submit 
this tax reporting.  The social security number is a confidential record and 
is maintained as such by the college in accordance with the Family Educa-
tional Rights and Privacy Act (FERPA).

Ethnicity and Race in Student Records
The college is required to report aggregated race and ethnic statistics on 
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students and employees to the Federal Department of Education on an 
annual basis for research purposes.  This data also assists the college in ap-
plying for federal and state grants and financial aid funding for students.

SFCC Student Concerns and Complaints –  
Policy 2-3
Policy Overview
SFCC strives to promote a high quality learning environment where stu-
dents feel valued, respected and safe. The College encourages its students 
and employees to work and interact in a harmonious manner. The College 
recognizes however, that interpersonal issues arise as a natural conse-
quence of human interaction. When conflict arises, the College encourages 
students to deal with the issues promptly and to work toward resolving 
conflicts informally whenever possible. This policy includes steps to help 
students resolve concerns in a systematic, respectful, and fair manner. 

It is the policy of Santa Fe Community College to encourage timely 
resolution of student concerns and complaints through collaborative and 
informal means. If a student has an issue with another party that they have 
addressed through direct communication and dialogue but it has not 
been resolved to their satisfaction, they are encouraged to use the steps 
outlined in this procedure to help resolve it.

Scope and Applicability
This policy for resolving concerns may be used by any student regardless 
of status. Student employees who have conflicts relating to their em-
ployment duties should use the SFCC Student Employee Concerns and 
Complaints Policy.

Policy Statement
This policy covers two levels of conflict: Concerns, defined as minor  
disagreements and the like, and Complaints, which deal with more  
serious issues. 

Rights and Responsibilities Reserved to  
College Management
The College encourages informal resolution and dialogue around student 
Concerns and Complaints. When a student seeks formal review of a Con-
cern or Complaint, there are generally recognized parameters accepted by 
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the College that establish limits on the scope of what may be reviewed. 

Areas that are reserved by the College as exclusive management rights 
include and therefore are not subject to review. The following issues are 
precluded from review under this policy: the content of College policies;
the President’s final interpretation of policy or final decision about the 
application of a policy or resource; a review of a decision involving the 
same student and the same issue but naming another responding person; 
decisions or directives of the Governing Board or other external authori-
ties having jurisdiction or programmatic responsibilities over the College; 
funding and program priorities; allocation of resources, staff, equipment, 
or space; scheduling of operations, closures, holidays and other events; 
overall allocations for tuition and other fee increases; class schedules and 
assignments of faculty members to classes; parking violations; any action 
taken in compliance with a court order, arbitration decision, statutory 
directive, city or county ordinance, or the administrative ruling, rules or 
regulations of an authority having jurisdiction over the College.

Level One: Concerns
There are three steps in the Student Concern process: 
	 1)	 informal discussion between the parties involved;
	 2) facilitated discussion with the Student Affairs Officer; and 
	 3) mediation.

Except for those issues reserved as exclusive management rights and  
responsibilities in this policy, a student may submit a Concern to resolve 
any issue directly involving them that is under the immediate control of 
the management of Santa Fe Community College. 

Students who are involved in, or witness, a situation where they believe 
another student has violated a College policy, such as harassment, including 
sexual harassment, discrimination or if they have a safety-related concern 
should not use this policy, but should report the possible misconduct to 
the Student Affairs Officer immediately. The College will investigate the 
situation and take appropriate action in these cases.

Student Affairs  

Review of Scope and Administration of Policy
The Student Affairs Officer is responsible for interpreting and administer-
ing this policy. If a student disagrees with the determination made about 
whether a Concern or Complaint is eligible for review under this policy, 
they may seek a final determination from the Vice-President for Academic 
and Student Affairs. The Vice-President’s determination in such a case is final. 
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Time Limits
A person who seeks to resolve a Concern using this procedure has ten 
calendar days from the time when the person becomes aware of, or should 
have reasonably become aware of the decision or action or incident that 
prompted the concern. Under extraordinary circumstances, the Student 
Affairs Officer may grant an extension to enable the student to resolve a 
concern, if the student seeking the extension has a legitimate reason for 
the delay such as absence from the classroom, illness, or other extenuat-
ing circumstances, and it is in the best interests of the College to enable 
resolution using this process. 

Step One: Informal Discussion
Students are encouraged to discuss any conflict with faculty members, 
SFCC staff or their peers in an open, respectful manner as soon as possible. 
In most cases, a student who experiences a conflict should first discuss the 
matter with the individual with whom they are having conflict. Students 
are encouraged to use good faith in their informal discussions to ensure 
their learning environment is as positive and beneficial as possible.

In a situation where a student is unsure of how to approach a faculty or 
staff member or a peer with their concern, they are encouraged to seek 
the support and advice of the Student Affairs Officer. The Student Affairs 
Officer is responsible for assisting students in resolving their concerns by 
providing an appropriately confidential, safe and supportive environment 
to express concerns, assessing possible options for resolving the dispute, 
and assisting with the implementation of practical solutions. 

Step Two: Facilitated Discussion with Student Affairs Officer
When a student has not been able to resolve a dispute in an informal 
manner, the student may request a meeting with the Student Affairs Of-
ficer. If it is appropriate, the student and the Student Affairs Officer may 
involve others who may be involved in the dispute forming the basis of 
the student’s Concern. If a student has a Concern that they wish to raise 
in this manner, they must request this meeting within ten calendar days 
from the date of the last effort at informal discussion. The Student Affairs 
Officer will arrange a meeting within ten calendar days of the request and 
will seek to facilitate a constructive dialogue around the issue between the 
students and others involved in the dispute. The Student Affairs Officer will 
work to resolve the student’s Concern fairly and quickly, and should help 
the student and others who may be involved in coming to an agreement 
with appropriate solutions to the problem. In situations where more than 
two students are involved, the parties are encouraged to meet together 
to ensure all concerns about the same issue are raised at the same time 
and can be expeditiously and equitably resolved for all parties concerned. 
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Since this meeting is expected to be informal, no written record will be 
maintained. However, if appropriate, the student and the Student Affairs 
Officer, and others as appropriate, may reach an agreement that they 
decide to put in writing. In this case, the Student Affairs Officer and the 
student should retain a copy of the outcome they agreed to. The College 
expects that most conflicts should be resolved at this stage and encour-
ages all students to use good faith efforts to resolve disputes.

Step Three: Mediation 
If a student is not able to informally resolve their Concern in an informal 
discussion between the parties involved or in a facilitated discussion with 
the Student Affairs Officer they may, within ten calendar days of the meeting 
with the Student Affairs Officer, request mediation to resolve the Concern.  

With the concurrence of the Student Affairs Officer, a mediation sesion will be 
scheduled within 20 calendar days of the request being received.
Mediation offers an opportunity for parties in conflict to have a construc-
tive conversation with each other, improve their relationship, develop 
creative options for resolving their dispute and reconcile their differences. 
The mediator will not prescribe a solution for the parties. Instead, the 
mediator will assist the parties in designing their own solutions and will 
facilitate a process in which the parties will be responsible for the outcome 
of the mediation. 
The mediators will be selected from a list of mediators screened by the 
College. Mediators may be hired from outside the College or may be 
selected from a pool of internal mediators trained by the College. The 
College will be responsible for convening the mediation and retaining the 
services of the mediator, including paying the costs associated with the 
mediation. The mediator may request that the parties prepare a written 
statement prior to the mediation or may request other documentation 
from the College that pertains to the dispute. 

Level Two: Complaints
Students may use Level Two, the Complaint provision of this policy, if they 
are raising an issue about a specific management decision or management 
action which, if true, directly affects them and would constitute a violation 
of an express College policy. These policies include, but are not necessarily 
limited to: a complaint regarding discrimination including discrimination 
based on race, age, religion, color, national origin, ancestry, sex, sexual 
orientation, gender identity, physical or mental handicap, serious medical 
condition, veteran’s status or spousal affiliation that the student believes 
was not properly handled after reporting the situation to the Human 
Resources Department and being advised of the outcome of the inves-
tigation; a complaint about racial or sexual harassment that the student 
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believes was not properly or adequately dealt with under the College’s 
separate Sexual Harassment Policy or its Discrimination and Harassment 
Policy; and other situations of similar severity and gravity.

Review Process Steps
Students who are eligible for review under Level Two of this policy, may 
use the steps outlined in Level One, but may also elect to seek review of 
their Complaint directly before the College Hearing Panel.

Review under Level Two of this policy involves two steps: 
	 1) a hearing before the College Hearing Panel; and
	 2) a final decision by the College President.

A student who attempted to resolve their Complaint using the steps of the 
Level One Student Concern Process but was not satisfied with the results, 
may ask for a hearing before the College Hearing Panel by submitting a Re-
quest for a Complaint Review Form to the Student Affairs Officer within ten 
days after completing the Concern process steps. A student seeking review 
of their Complaint directly before the College Hearing Panel has ten days 
after the incident or management decision they are protesting to submit 
their Complaint Review Form. The form shall include a written statement 
outlining the Complaint, the action taken so far, and the remedy request-
ed. Forms are available from the Student Affairs Officer. The Student Affairs 
Officer will screen the request to determine if it is eligible for review under 
this policy. If it is eligible, the Student Affairs Officer will request that a Col-
lege Hearing Panel be formed.

Step One: College Hearing Council 
The College Hearing Panel is composed of three individuals drawn from 
a larger pool, the College Hearing Council which is nominated by gov-
ernance groups and chosen by the President from all levels within the 
College. They are appointed at the beginning of each academic year. The 
Student Affairs Officer and the Human Resources Department will make 
the list of the members available to the parties involved. A student seeking 
Level Two Review selects one person from this pool and the responding 
person selects another. Either person may object to a person selected on 
the basis of a conflict of interest, such as a current or relationship, which 
might lead to the appearance of bias on the part of the person. The Human 
Resources Department will evaluate concerns of conflict of interest and makes 
a final determination. Once two members have been identified, these two 
select a third member from the pool, who serves as the Hearing Panel Chair.

The Student Affairs Officer will inform the Human Resources Department 
of the need for a hearing. The Human Resources Department will notify 
the individuals chosen for the College Hearing Panel within ten calendar 
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days of the timely receipt of a Request for Level Two Review. The Chairper-
son will consult with the other members of the Panel and will set a date for 
the hearing within 20 calendar days of receiving notice from the Human 
Resources Department. The Human Resources Department provides staff 
support to the College Council, and will send a written notice to the stu-
dent and others who may be appropriately involved stating the date and 
time of the hearing. 

The student and the responding individual may submit a written statement 
to the Panel prior to the hearing. The parties will represent themselves at 
the hearing. Because this is an informal administrative hearing, attorneys 
or other representatives (except for translators) are not authorized to attend. 
The student and responding individual will be given the opportunity to 
make an opening statement to summarize their concern, present their side 
of the story and to state the remedy being sought. The Hearing Council 
can ask questions of the parties and require other employees and request 
other students with relevant information to the issue to attend the hearing and 
answer questions. Time limits may be set by the College Hearing Panel.

The Panel will prepare a brief, informal report to the President, summarizing 
the facts apparent to the Council and including general recommendations.

President’s Decision
Within ten calendar days of the hearing, the College Hearing Panel will is-
sue its written report and recommendation to the President. The President 
in his or her sole discretion may accept, modify or replace the decision of 
the Hearing Panel. The President will issue a final decision in writing to the 
affected parties within five calendar days of receiving the College Hearing 
Panel Report. The President’s decision is final and binding upon the parties.

Remedies
The President may authorize administrative action, or a make-whole rem-
edy intended to replace a tangible loss or harm. Other forms of remedies, 
such as attorneys fees, or damages unrelated to a tangible loss directly 
related to the concern, are not authorized.

Retaliation Prohibited
Students are encouraged to use this process to resolve disputes and the 
College strictly prohibits retaliation against a student using this policy to 
raise Concerns and Complaints or to discuss conflicts. Any faculty or staff 
member or student who either directly or indirectly retaliates against an-
other student engaged in this process may be subject to discipline under 
the appropriate Corrective Action and Disciplinary Action Policy.
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Records
The Human Resources Department will maintain a record of the College 
Panel Report and the President’s final decision, and will manage the records 
in a manner consistent with the confidentiality requirements of the college.

Multiple parties
If several students share a concern that arises out of the same incident, 
the Student Affairs Officer may, in its discretion, allow the students to seek 
joint resolution of the Concern or Complaint.

SFCC Student Corrective Action and  
Disciplinary Action – Polic y 2-2
Policy Overview
SFCC strives to provide an environment that supports and respects all 
members of the learning community. The College strives to promote 
honesty and academic integrity. In order to help achieve these goals, the 
College has established a Student Code of Conduct and other policies 
which set out values, expectations and standards of behavior that apply 
to all students. Students are expected to behave responsibly and respect-
fully as members of the SFCC community and to undertake all educational 
pursuits with honesty and integrity.

Students should familiarize themselves with the Code of Conduct and 
ensure they comply with the standards set out in the Code. Any student 
who violates the Code of Conduct or other college policy may be subject 
to discipline. The discipline imposed will depend on the severity of the 
violation and the circumstances of the situation. If appropriate, the College 
may report any activity that appears to violate any local, state or federal 
law to the appropriate authorities. 

To address issues of academic misconduct or other violations of the 
Student Code of Conduct or other college policies, the College has es-
tablished two stages of discipline. The first, Corrective Action, is meant to 
assist the student in meeting academic and other behavioral standards. 
If a student fails to resolve the concern, more serious discipline may be 
imposed. Disciplinary Action is meant for repeated violations that are not 
resolved by a student after receiving a verbal or written warning or may be 
used in cases where serious misconduct has occurred.  
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Scope and Applicability
This policy applies to all students regardless of status.  This policy deals 
with both academic misconduct and non-academic misconduct, including 
violations of the Student Code of Conduct or any other College policy that 
applies to students.  This policy does not deal with grade appeals, academ-
ic probation, or academic suspension.

Student employees are also required to be familiar with and follow the 
Employee Code of Conduct when acting in the capacity of employees. 

Definitions
“Academic Misconduct” means conduct that violates any value, expectation 
or standard of behavior set out in the Student Code of Conduct or other 
college policy that is directly related to a student’s educational pursuits.

“Non-Academic Misconduct” means conduct that violates any value, expectation or 
standard of behavior set out in the Student Code of Conduct or other college 
policy that is not directly related to a student’s educational pursuits.

“Corrective Action” is defined as action designed to assist students to cor-
rect performance or behavioral issues that do not meet the expected or 
required standards at the College. Corrective Action includes verbal and 
written warnings.

“Day” as used in this policy means a day in which classes are held.
“Disciplinary Action” means action taken to address situations where the 
student has failed to address concerns outlined in earlier Corrective Action, 
where there has been a serious violation of a policy or a law or where there 
has been a serious behavioral issue.  

“Student Affairs Officer” is the Assistant Vice President for Academic Support 
and Student Retention (AVP/ASSR).

Policy Statement
If a student violates the Code of Conduct or any other policy, they may 
be subject to Corrective Action or Disciplinary Action. Corrective Action 
is used for less serious violations of the Student Code of Conduct or other 
college policies and is intended to assist the student to be successful 
academically and to correct inappropriate behavior. Corrective Action 
includes: verbal warnings and; written warnings. 

Disciplinary Action is used for serious violations of the Student Code of 
Conduct or other college policies and may result in: removal from class; 
grade adjustment or failure of an assignment or a course; Non-Academic 
probation; Non-Academic suspension; withdrawal of academic credentials; 
and expulsion.
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Academic Violations
Students have a duty to be honest in their academic endeavors and to 
maintain academic integrity. If there is a violation related to an academic 
issue, the faculty member teaching the course may give the student a ver-
bal warning. The faculty member will meet with the student, explain the 
nature of the unsatisfactory performance or behavioral issue and indicate 
future expectations of the student. The student will have the opportunity 
in the meeting to discuss the issues raised with the faculty member and 
clarify expectations.

Non-Academic Violations
Students are expected to behave responsibly and respectfully while on 
campus and when interacting with other students and college staff and 
faculty members. If a student violates the Code of Conduct or any other 
College policy that applies to students and the issue is not related to an 
academic issue, the faculty or staff member with the concern regarding 
the violation should raise it with the Student Affairs Officer. 

Corrective Action-Verbal Warning
The objective of Corrective Action is to address performance or behavior 
concerns and is not designed to be punitive in nature. Corrective Action in-
cludes verbal warnings and written warnings. A verbal warning is intended 
to help the student to be successful academically and to correct any 
inappropriate behavior. If a student has behavioral issues that are minor 
in nature but in need of correction, and the issue is related to Academic 
Misconduct, the appropriate faculty member will issue a verbal warning to 
them. If the issue is not related to an academic matter, the Student Affairs 
Officer will issue a verbal warning to the student. The faculty member or 
the Student Affairs Officer will meet with the student, explain the nature 
of the violation or behavioral issue and indicate future expectations of the 
student. The student will have the opportunity in the meeting to discuss 
the issues raised with the faculty member or the Student Affairs Officer 
and others, as appropriate, and to clarify expectations. 

The faculty member or the Student Affairs Officer, as appropriate, will 
document the fact that a verbal warning was given to the student. This 
note will include the date, issues discussed, recommendations made and 
the response by the student. The note should be retained by the faculty 
member, in their own file, or by the Student Affairs Officer for one year. A 
written note will not be placed in the student’s academic file under these 
circumstances.
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Corrective Action-Written Warning
If a verbal warning has been given to a student and the student did not 
correct their behavior or in cases where a faculty member or other college 
employee believes, after consultation with the Student Affairs Officer, that 
more significant Corrective Action is appropriate, a written warning may 
be issued.

If the issue is related to Academic Misconduct, the faculty member will 
meet with the student regarding their conduct and will, in consultation 
with the Student Affairs Officer, issue a written warning to the student. 
If the issue is related to Non-Academic Misconduct, the Student Affairs 
Officer will meet with the student regarding their conduct and will issue a 
written warning to the student. In either case, the warning will include the 
following: a summary of the issues related to the academic issue involved 
or any violations of the Code of Conduct or other college policy; a clear 
statement of what is expected of the student in the future; a warning that 
Disciplinary Action may be taken if the issue is not resolved by the student; 
and a statement that the student is encouraged to discuss the issues raised 
by the written warning and request assistance in dealing with these issues. 
The faculty member or the Student Affairs Officer and the student should 
sign the written warning to acknowledge receipt of it and the student shall 
be provided with a copy. The student may attach a written statement to 
the written warning. If the student refuses to sign the written warning, the 
faculty member or the Student Affairs Officer shall note the refusal and the 
date in the student signature line. The warning and the student’s response, 
if any, shall be sent to the Registrar to be retained in the student’s academic 
file for two years after which time the student may request its removal. 

Disciplinary Action 
Disciplinary Action is used for serious violations of the Student Code of 
Conduct and other college policies that apply to students. If a faculty 
member or other college employee believes that Disciplinary Action is 
appropriate, the faculty member or other employee shall meet with the 
Student Affairs Officer to discuss the situation. The Student Affairs Officer 
implements Disciplinary Action, except as specifically described in this policy. 

Removal from Class or Campus – Emergency Basis
A faculty member may remove a student from the classroom if he or she 
believes that the student’s presence in the classroom poses an immediate 
risk to the health or safety to anyone in the college community or to the 
security of the College, or if the student’s behavior is so disruptive that the 
class cannot continue with the student present. The faculty member must 
immediately notify Campus Safety and Security and advise the Student 
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Affairs Officer.  The Student Affairs Officer shall review the removal and may 
implement additional discipline pursuant to the Implementation Procedures 
– Disciplinary Action, below.  Even if no further disciplinary action is taken 
against the student, he or she may request a Disciplinary Review as described 
in Step Three and Step Four of the Implementation Procedures, below.  

If a college employee believes a student’s presence on campus poses an 
immediate risk to the health or safety to anyone in the college community 
or to the security of the College, they should immediately notify Campus 
Safety and Security and the Student Affairs Officer.  Campus Safety and 
Security may require the student to leave campus and will coordinate with 
the Student Affairs Officer.  Emergency removal from the campus may 
not exceed ten days, during which time the student must be given notice 
and a meeting with the Student Affairs Officer pursuant to Steps One and 
Two of the Implementation Procedures described below.  An emergency 
removal from campus may only extend beyond ten days if the President 
determines that an extension is necessary to protect the health, safety or 
security of the College community.  In such circumstances, unless waived 
by the student, the Student Affairs Officer shall develop a timetable for 
the Disciplinary Action Review (Steps Three and Four below) that ensures 
that the student shall complete the process within thirty days of his or her 
meeting with the Student Affairs Officer.

Grade Adjustment or Failure of Assignment  
or Course
If a student violates the Student of Code of Conduct and the issue is 
related to Academic Misconduct, in consultation with the faculty member, 
the student may be subject to: a requirement to do additional work or to 
retake an exam;  adjustment of the student’s grade on a particular assign-
ment or exam; receipt of only partial marks for an assignment or exam; or 
withdrawal of a grade or assign an “F” for the assignment, exam or course.

Non-Academic Probation
Non-Academic probation is a special condition for continued enrollment 
at the College. It is different from academic probation which relates to 
grades and continued enrollment at the College. Non-Academic proba-
tion is appropriate for serious violations of College policy or a student has 
received a written warning but has not corrected their behavior.  Non-Aca-
demic probation will continue for at least one academic semester and shall 
be reviewed at the end of each semester by the Student Affairs Officer and 
any appropriate faculty members or other College employees. The terms 
and conditions of the academic probation should be documented and 
must include: a summary of the issues related to the violation of a college 
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policy prompting the Non-Academic Probation; a clear statement of what 
is expected of the student in the future, and the steps required to suc-
cessfully complete the Non-Academic Probation; a warning that further 
disciplinary action up to and including expulsion may be taken if the issue 
is not resolved by the student; and a statement that the student is encour-
aged to discuss the issues raised by the Student Affairs Officer and any 
appropriate faculty members and to request assistance in dealing with the 
issues raised in the written summary. 

During the term of the Non-Academic Probation, the Student Affairs Of-
ficer or faculty member may require periodic meetings with the student to 
discuss any concerns and to assess progress of the student.  

Suspension 
If there has been a serious breach of the Student Code of Conduct or other 
policy that applies to students, the College may suspend the student.  
Suspension may be used in situations where there has been Academic 
Misconduct or Non-Academic Misconduct. A Suspension is appropriate 
when a student has failed to correct behavior after being issued a warn-
ing or when there has been a serious violation of policy. A suspension may 
be from one day to one academic year depending on the severity of the 
situation.  A suspension of one to nine days is a “Short-term Suspension.”  A 
suspension of ten days or more is a “Long-term Suspension.” 

Revocation of Degree or Certificate
If a student violates the Student of Code of Conduct and the issue is related 
to Academic Misconduct, the College has the right to revoke the student’s 
degree, certificate or other academic credential if the misconduct is not 
discovered until after the degree, certificate or other academic credential 
is awarded.  This action is appropriate when a student committed a serious 
violation of Academic Misconduct that directly relates to degree or other 
credential that was awarded.  In such cases, the former student receives 
the process outlined below as Implementation Procedures as if he or she 
were a student. 

Expulsion
Serious breaches of the Student Code of Conduct or other college policy 
may result in expulsion. It is the most severe penalty for Academic Miscon-
duct and Non-Academic Misconduct.  A student who has been expelled 
from the College will not be eligible to be re-enrolled at the College for a 
period of at least three years. The expulsion will be recorded on the  
student’s transcript.
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Implementing Procedures-Disciplinary Action
Step One: Notice
A student who faces Disciplinary Action will receive a written notice of the 
intended Disciplinary Action. The Notice of Intended Disciplinary Action 
will include: a detailed statement describing the reasons for the Disciplinary 
Action; a description of the proposed Disciplinary Action; and  a statement 
describing the student’s right to meet with the Student Affairs Officer 
pursuant to Step Two of these procedures.

Step Two:  Meeting with Student Affairs Officer
A student who faces Disciplinary Action may request a meeting with the 
Student Affairs Officer within five days of receipt of the Notice of Intended 
Disciplinary Action.  Such meeting shall be scheduled within five days of 
the request.  During the meeting, the Student Affairs Officer shall explain 
the evidence against the student and allow the student to respond to the 
charges.  Either during the meeting, or within five days of the meeting, 
the Student Affairs Officer shall notify the student whether the proposed 
discipline shall be implemented, modified or not implemented.

Disciplinary Action Review
If Disciplinary Action is implemented, the student may request a review of 
the Disciplinary Action.  Long-term suspension or expulsion shall not be 
imposed until the disciplinary review has taken place; all other Disciplinary 
Action may be implemented prior to disciplinary review.  The student has 
five days from the meeting with the Student Affairs Officer to file a request 
for a disciplinary review.

Review under this policy involves two steps: 
	 1) a hearing before the College Hearing Council, and 
	 2) a final decision by the Vice President for Academic and Student Af	
	 	 fairs (VP/ASA).

Step Three: College Hearing Council  
The College Hearing Panel is composed of three individuals drawn from a 
larger pool, the College Hearing Council, which is nominated by governance 
groups and chosen by the President from all levels within the College. They 
are appointed at the start of each academic year.  A student seeking a 
disciplinary review selects one person from the Council and the Student 
Affairs Officer selects another.  Either the student or the Student Affairs 
Officer may object to a Panel member selected on the basis of a conflict of 
interest, such as a current relationship, which might lead to the appearance 
of bias on the part of the person.  Such objection shall be submitted to Vice 
President for Academic and Student Affairs in writing within five days of the 
Panel member’s selection.  The Vice President for Finance and Administration 
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shall evaluate the possible conflict of interest, make a decision whether the 
selected Panel member shall serve, and so notify the parties.

The Human Resources Department, in consultation with the members of 
the College Hearing Panel, shall schedule the hearing within fifteen days of 
the Panel’s selection.  The Human Resources Department will send a writ-
ten notice to the student and Student Affairs Officer of the time and place 
of the hearing.  The notice may also include any procedural information 
provided by the College Hearing Panel.

The student and the Student Affairs Officer may submit a written state-
ment to the Panel at least three days prior to the hearing, with a copy 
to the other party.  In the case of a long-term suspension, expulsion 
or revocation of degree, the parties shall submit their witness lists and 
any documents that they intend to introduce as evidence at least three 
days prior to the hearing, with a copy to the other party.  The parties will 
represent themselves at the hearing. In the case of a long-term suspen-
sion, expulsion or revocation of degree, the parties may be accompanied 
by a representative of their choice, who may provide advice to the student 
or Student Affairs Officer, but not participate in the hearing.  For all other 
discipline, attorneys or other representatives (except for translators) are 
not authorized to attend. The student may request that a counselor attend 
the hearing with them to assist the student if necessary.  In the case of a 
long-term suspension, expulsion or revocation of degree, the Student Af-
fairs Officer shall present the evidence against the student and the student 
will be provided an opportunity to respond to the evidence, including 
to cross-examine witnesses, and to present his or her own witnesses and 
documents.  The Student Affairs Officer may cross-examine the student’s 
witnesses.  The Hearing Panel can ask questions of the parties and wit-
nesses.  In the case of discipline other than a long-term suspension, expul-
sion or revocation of degree, the student and Student Affairs Officer will 
be given the opportunity to make an opening statement to summarize 
their concern, present their side of the story and to state the remedy being 
sought, and the Hearing Panel can ask questions of the parties.  Time limits 
may be set by the Hearing Panel.

At the conclusion of the hearing, the Panel will prepare a brief report to 
the VP/ASA, summarizing the facts apparent to it and including general 
recommendations.  The report shall be presented to the VP/ASA within ten 
days of the hearing.

Step Four:  VP/ASA’s Decision Final 
The VP/ASA, in his or her sole discretion, may accept, modify or reject, in whole 
or in part, the recommendations of the Hearing Panel.  The VP/ASA may consult 
with the President prior to making a decision.  The VP/ASA will issue a final 
decision in writing to the parties, which shall be binding upon the parties.
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Retaliation Prohibited
The College strictly prohibits retaliation against any student or employee 
for participating in the corrective action or disciplinary process, including 
in the disciplinary review process.  Anyone who is found to have either 
directly or indirectly retaliated against another individual engaged in this 
process may be subject to discipline under the appropriate policy.

Records
The Human Resources Department will maintain a record of the College 
Panel report and the VP/ASA’s final decision, and will manage the records 
in a manner consistent with the confidentiality requirements of the Col-
lege.  The Registrar will note any Disciplinary Action in the student’s file.

SFCC Student Travel Polic y – 2-19  
Policy Overview
The College supports student travel, both as part of College courses and 
extra-curricular activities, as a means to broaden the educational experi-
ence.  This policy sets forth the requirement that students are aware of, 
and accept, the benefits and risks of travel.  SFCC seeks to promote safe 
travel to events and activities occurring beyond the boundaries of the 
campus by students and recognized student organizations. 

Scope and Applicability
This policy applies to all students participating in College-sponsored 
travel.  Examples of activities and events that fall under this Policy include, 
but are not limited to:  field trips, club sponsored trips, the activities of 
recognized student organizations, Student Government Association 
(SGA)-funded community service travel, and in situations where a student 
or recognized student organization officially represents SFCC, e.g., leader-
ship academies, conferences, and other programs.  For further information 
about appropriate expenses when the College pays for travel, please see 
Policy 6-7, SFCC Travel Expense and Reimbursement.

Definitions
A recognized student organization is one that has been formed for educa-
tional, professional, social, recreational or other lawful purposes, derives 
the majority of its membership and all of its leadership from the student 
body of SFCC, has been approved for recognition by the Office of Student 
Development, and maintains a current registration status with the Office 
of Student Development. 



173

A College-sponsored event or activity is one that is initiated, actively man-
aged, planned and arranged by a member of the SFCC faculty or staff, or 
by members of a recognized student organization that has been granted 
sponsorship by the college, and is approved by an appropriate admin-
istrator and/or an event or activity that the college actively manages, is 
involved with, or oversees financially, physically, or administratively. 

College-sponsored Travel means travel that is required or is optional as 
part of a College class, travel opportunities that are offered by registered 
student organizations, and travel on behalf of the College or registered 
student organization.

A currently enrolled student is one who is a student who is currently regis-
tered at SFCC, whether on a full- or part-time basis. 

Policy Statement
The College supports student travel, both as part of College courses and 
extra-curricular activities, as a means to broaden the educational experi-
ence.  It is important that students be aware of risks associated with travel, 
and that they accept those risks.  As a result, all students that participate in 
College-sponsored travel must complete, prior to such travel, an acknowl-
edgement and waiver form that releases the College from any liability 
associated with the travel.  A faculty member who teaches a class that in-
cludes travel, or a faculty sponsor of a student organization that offers the 
opportunity for students to travel, shall contact the Assistant Vice President 
for Academic Support and Student Retention to obtain an appropriate  
acknowledgement and waiver form. The faculty member shall be respon-
sible for ensuring that every student completes such a form prior to travel.  
No student may participate in College-sponsored travel unless and until 
such a form is completed.

Participants in College-sponsored travel are responsible for their own 
behavior and any resulting consequences. All trip participants are required 
to (a) comply with the standards set forth in the SFCC Student Code of 
Conduct and with applicable SFCC policies, procedures, rules and regula-
tions, understanding that such compliance is important to the success of 
the trip and to the SFCC’s willingness to permit future similar activities; 
and (b) conform their conduct to the standards surrounding the trip and 
assume responsibility for their own actions. Violations of the foregoing 
requirements may subject participants and sponsoring organizations to 
disciplinary action pursuant to Policy 2-2, Student Corrective Action and 
Disciplinary Action.
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Implementing Procedures
All College-sponsored travel must meet the following requirements: 
	 • 	 Travel as part of a class must be approved by the Vice President for 	
		  Academic and Student Affairs.
	 • 	 Recognized student organization travel must be consistent with 	
		  the organization’s mission statement and constitution on file with 	
		  the Office of Student Development. Travel must be planned so as 	
		  not to create an undue interference with academic responsibilities. 
	 • 	 An individual student in a class that includes a trip or recognized 	
		  student organization must complete and submit the Student Travel 	
		  Form to the Office of Student Development no later than ten (10) 	
		  business days before the scheduled trip. 

All students traveling must complete and submit an Off-Campus Travel 
Waiver and Assumption of Risk Form and return it to the faculty member 
teaching the class or sponsoring the student organization offering the 
travel opportunity with enough time for the faculty member to return all 
such forms to the Office of Student Development no later than five (5) 
business days before the scheduled trip.

All College-sponsored travel must be chaperoned by a faculty or staff men-
tor, except as otherwise approved by, and under the conditions set forth 
by the Assistant Vice President for Academic Support and Student Retention. 

The name, address, and telephone number of the faculty member teaching 
the class or the faculty/staff mentor to the recognized student organization 
must be submitted to the Office of Student Development utilizing the 
appropriate form. Faculty/staff mentors also are required to maintain a copy 
of the appropriate form and discuss the SFCC Student Code of Conduct 
with the recognized student organization leader(s) organizing the trip.

Travel may not occur unless these procedures have been followed. Any trip 
taken without submission of a complete and accurate Student Travel Form 
or other violations of this policy may result in individual and/or organizational 
discipline as outlined in the College Student Handbook, together with such 
additional action as may be deemed appropriate under the circumstances.

The following additional guidelines also apply to all travel activities subject to 
the SFCC Student Travel Guidelines:
	 • 	 Pre-trip Meeting: The faculty member, administrator, and/or rec-	
		  ognized student organization in charge of the trip should hold a 	
		  pre-trip planning meeting with all participants to discuss the 		
		  planned itinerary, behavioral expectations, and transportation details. 
	 • 	 Transportation: The faculty member, administrator, and/or 	 	
		  recognized student organization in charge of the trip should 



175

		  arrange for transportation by official College vehicle(s), rental 		
		  vehicle(s), chartered service, regularly scheduled transportation 	
		  service, or, if necessary, personal vehicles.  

The following rules apply to the use of vehicles.  
	 • 	 College Vehicles – College Vehicles may only be driven by College 	
		  employees authorized to do so. (Refer to the SFCC Employee  
		  Handbook.)
	 • 	 Rental Vehicles - If rented with College funds, only College  
		  employee	 can drive; all terms of the rental contract must be  
		  complied with. 
	 • 	 Contract Bus Service – Procurement of bus services must be made 	
		  consistent with College procurement procedures.  Adequate  
		  insurance coverage for personal injury and property damage must 	
		  be provided by the bus company and approved by the  
	 	 Procurement Specialist. 
	 • 	 Regularly Scheduled Carriers - Regular scheduled transportation 	
		  service providers (e.g., Greyhound, Amtrak) may be utilized for 	
		  transportation. 
	 • 	 Personal Vehicles - Personal Vehicles should only be used on a 	
		  voluntary basis. The owners/drivers must provide their own 
		  insurance coverage. All student participants choosing to ride in 	
		  a private automobile do so voluntarily and at their own risk. The 	
		  College shall not insure or accept liability for any damage, loss or 	
		  injury resulting from the use of a private vehicle. 

Participation 
Except with the permission of the appropriate administrator, only currently-
enrolled students are eligible to participate in College-sponsored travel.  
All participants are required to engage in the planned activities of the trip.   
Failure to do so may result in disciplinary action.

Student Discrimination and Harassment –  
Polic y 2-23  
Policy Overview
Santa Fe Community College is dedicated to providing a learning and 
working environment free of discrimination and harassment.  The College 
appreciates and values the diversity of its student body, its workforce, and 
the greater community.  All students are expected to treat their peers, sub-
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ordinates, supervisors, administrators, board members and the members 
of the greater community in a manner that reflects equality and respect. 

Scope and Applicability
This policy prohibits discrimination against all College students by any 
member of the College community.

Policy Statement

Compliance with Federal and State Laws
The College complies with all federal and state laws that promote equality 
and prohibit discrimination, including, among others: The Equal Pay Act 
of 1963, Title VII of The Civil Rights Act of 1964, The Age Discrimination in 
Employment Act of 1967, The New Mexico Human Rights Act of 1969,
Title IX, Education Amendments of 1972, The Americans with Disabilities 
Act of 1990, and The Civil Rights Act of 1991.

Prohibited Harassment and Discrimination
The College prohibits discrimination on the basis of: race; religion; color; 
national origin; ancestry; sex; sexual orientation; gender identity; age; 
physical or mental disability or handicap; serious medical condition; veteran’s 
status; spousal affiliation; and any other basis prohibited law. Collectively, 
these categories are referred to as “protected classes” within this policy.

It is illegal to engage in, and the College prohibits, discrimination in any 
aspect of student life, including admissions, recruitment, extracurricular 
activities, financial assistance, counseling, guidance and course offerings.  
The Affirmative Action/Equal Employment Opportunity Officer (“AA/EEO 
Officer”) has been designated responsibility for coordinating the College’s 
efforts to comply with and carry out its responsibilities under applicable 
laws prohibiting discrimination and harassment, including Title IX of the 
Educational Amendments of 1972.

Discriminatory practices under this policy also includes: harassment on the 
basis of membership in a protected class; retaliation against an individual 
for filing a charge of discrimination, participating in an investigation, or 
opposing discriminatory practices; educational decisions based on stereo-
types or assumptions about the abilities, traits, or performance of indi-
viduals who are members of a protected class; and denying educational 
opportunities to a person because of marriage to, or association with, a 
member of a protected class.



177

Implementing Procedures

Reporting Harassment or Discrimination
A student who believes he or she has been discriminated against or ha-
rassed must report it immediately to AA/EEO Officer, a Department Chair, a 
Student Adviser, a Director, a Dean, or campus security.

If a student believes that another member of the College community is be-
ing subjected to discrimination or harassment, or if a student believes that 
a specific administration decision or administration action has violated this 
policy, that student must to notify the AA/EEO Officer immediately.

The current AA/EEO Officer for students is: Jill Douglass, Associate Vice 
President for Academic Support and Student Retention, (505) 428-1331. 
The mailing address for the AA/EEO Officer is: Santa Fe Community Col-
lege, 6401 Richards Avenue, Room 118, Santa Fe, New Mexico 87508. 

Retaliation Prohibited
Retaliation against an individual for reporting suspected discrimination, 
participating in an investigation of discrimination, or opposing discrimina-
tory practices is strictly prohibited.  Any member of the College community 
who either retaliates against another for doing so may be subject to discipline.

Corrective Action and Disciplinary Action 
An employee who violates this policy may be subject to Corrective Action 
or Disciplinary Action up to, and including, termination of employment.   
A student who violates this policy may be subject to Corrective Action or 
Disciplinary Action up to and including expulsion. The discipline imposed 
will depend on the severity of the violation and the circumstances of  
the situation.

SFCC Sexual Harassment – Policy 4-10  
Policy Overview  
Santa Fe Community College strictly prohibits sexual harassment in any 
form by an individual of any status. To provide a campus environment free 
from sexual harassment of students, employees, faculty members and others, 
SFCC has established procedures to facilitate reporting of sexual harassment 
and to ensure that allegations are promptly and thoroughly investigated. 
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Definitions
Sexual harassment is defined as any unwelcome sexual advance, request 
for sexual favors, and other verbal or physical conduct of a sexual nature 
when: submission to such conduct is made either explicitly or implicitly a 
term or condition of an individual’s employment or academic placement 
or advancement, submission to or rejection of such conduct by an indi-
vidual is used as the basis for employment or academic decisions affecting 
that individual, or such conduct has the purpose or effect of unreasonably 
interfering with an individual’s work performance or creating an intimidat-
ing, hostile or offensive working or learning environment.

Behavior that may be considered sexual harassment includes: offering 
or threatening to withhold a workplace or academic benefit when 
conditioned on sexual behavior; offensive verbal or written statements, 
comments, jokes, questions, or innuendo; comments of a sexual nature, 
including remarks about a person’s body, dress, appearance or sexual 
activities; stories or jokes about sex; sexually suggestive gestures; sexually 
suggestive objects, pictures, or any written, photographic or electronic 
literature unrelated to educational purposes, placed in the work or study 
area that may embarrass or offend individuals; inappropriate touching; 
intimidating or demeaning remarks or behavior; and any conduct that 
denigrates, ridicules or is abusive to an individual because of their gender 
or sexual orientation.

Consensual Relationships
The College prohibits consensual sexual relations, even if not harassment, 
when a college employee has authority to influence the other’s employ-
ment or student status or selection for tangible benefits. If an employee 
becomes involved in a relationship that is prohibited by this policy, they 
should report the existence of the relationship to Human Resources im-
mediately, so that, if possible, adjustments can be made to eliminate the 
potential for a conflict of interest or harassment situation. Failure to report 
the existence of a relationship may result in disciplinary action.

Even when both parties have consented to a romantic relationship, there 
is a danger of a real or perceived conflict of interest or unfair treatment of 
others in the workplace or learning environment because of the relationship 
and may undermine the atmosphere of trust essential to the educational 
process and a productive and harmonious workplace. Employees and stu-
dents should also be aware of the College’s Conflict of Interest Policy. 

Confidential Inquiry
Any employee or student with concerns or questions about sexual harass-
ment may anonymously contact the Director of Human Resources on a 
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confidential basis for general information about the College sexual harass-
ment procedures and available resources. Provided the inquiry is made on 
an anonymous basis and does not involve a specific complaint, the College 
will take no action. 

Communication Regarding Unwelcome Behavior
If an individual believes they have been subjected to sexual harassment, 
they should, if reasonable, communicate first to the person responsible for 
the behavior that it is unwelcome and that they want it to stop.

Implementing Procedures
Reporting Sexual Harassment
Complaints Involving Employees
If an individual believes they have been sexually harassed, or if a situation 
is observed that they believe violates this policy, the Director of Human 
Resources should be notified immediately and a complaint should be filed 
as soon as possible after the occurrence of the incident.

Complaints Involving Students 
If a student believes he or she is being harassed, that student should im-
mediately contact Human Resources or the Student Affairs Officer. Stu-
dents may request the assistance of a counselor in reporting harassment. If 
requested, the counselor should offer support to the student throughout 
the process and should assist the student in contacting other support 
services in addition to Human Resources if required.

Complaints Involving Non-Employees
The College will take appropriate action if a non-employee worker, such 
as a vendor, contract worker, or consultant, is the subject of harassment 
or is accused of harassment. A supervisor must take appropriate action 
to intervene in any observed harassment involving non-employees. The 
supervisor must also report the incident to the Human Resources Director 
as soon as possible. 

Response to Complaints
Upon receiving a complaint, the Human Resources Director, or the Stu-
dent Affairs Officer, in consultation with other appropriate individuals, 
will determine whether an investigation is warranted and will decide who 
will conduct the investigation. The investigation will not be conducted by 
anyone who has direct authority over either the person reporting or the 
person about whom the report is made. All employees must cooperate with 
any investigation undertaken in response to an allegation of harassment. 

After fair consideration of the interests involved, SFCC has sole responsibil-
ity for determining the appropriate resolution of a reported violation of 
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this policy. The resolution of the complaint may involve discipline or other 
appropriate action against an individual who participates in harassment or 
against an employee who deliberately makes false claims of harassment. 
Resolution may also include making appropriate adjustments in response 
to the concerns of the person reporting harassment.

SFCC administrators understand the sensitive nature of a sexual harass-
ment claim and appreciate that confidentiality and discretion are critical, 
both to the individual alleging the harassment and to the person accused 
of the harassment. Any college employees responsible for implementing 
an investigation or resolution under this policy must respect the privacy 
and confidentiality of the individuals involved to the fullest extent pos-
sible. However, the College has legal obligations to investigate claims of 
sexual harassment once they are reported, and thus it cannot guarantee 
absolute confidentiality.

Other Assistance
With the consent of the employees involved, the College may encourage 
facilitated dialogue, mediation services or other measures designed to assist 
the employees in resolving workplace issues arising out of the original 
concern. If appropriate, the College will involve the Campus Safety and 
Security Office to assist individuals with concerns regarding sexual harassment.

Responsibility of Supervisors
Supervisors who fail to promptly report and support appropriate action in 
response to actual or alleged incidents of harassment may also be subject 
to discipline.

Supervisors have the following responsibilities: know and follow the policy 
on sexual harassment; model behavior that complies with this policy; be 
alert to potential instances of harassment; immediately notify Human 
Resources and the next higher-level manager when sexual harassment is 
observed or when it is reported; cooperate with Human Resources in any 
investigation and in implementing remedial measures; monitor the situ-
ation after a complaint of harassment has been substantiated to ensure 
that the harassment has stopped; and be alert to any behavior that could 
constitute retaliation, and report any observed instances to Human Resources. 

Information Disclosure
Santa Fe Community College complies with all applicable laws govern-
ing the maintenance and disclosure of written records created as a result 
of harassment complaints. Personal information about employees is 
protected as required by the applicable laws and policy. The College will 
not voluntarily disclose the Corrective Action or Disciplinary Action taken 
against an individual. 
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Corrective Action and Disciplinary Action 
An employee who violates this policy may be subject to Corrective Action 
or Disciplinary Action up to, and including, termination. The discipline im-
posed will depend on the severity of the violation and the circumstances 
of the situation. 

A student who violates this policy may be subject to Corrective Action or 
Disciplinary Action up to, and including, expulsion. The discipline imposed 
will depend on the severity of the violation and the circumstances of  
the situation.

My question isn’t included in this handbook.
If you have a question that is not included in this handbook, please stop at 
the Information Desk in the main hallway, at ESS or in the Office of Student 
Development in Room 311LL. We will point you in the right direction.
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