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MISSION OF THE COLLEGE

The mission of Northwestern Connecticut Community College is to inspire learning through
accessible, high quality education. Northwestern is devoted to enriching lives by meeting
individual and community needs in a supportive environment.

Dedicated to the service of its community and students, Northwestern provides a
comprehensive program of educational services designed to fulfill its institutional objectives.
The objectives define its broadest mission:

* TRANSFER

The College offers a number of transfer programs. Students who desire to continue their
academic careers beyond two years may complete courses which are equivalent to those
offered in the first two years of four-year colleges and universities.

* PREPARATION FOR EMPLOYMENT

Northwestern offers programs of occupational, vocational, and career education designed to
provide training for immediate employment, job training, or upgrading of skills to meet individual,
community, and state manpower needs. Upon completion of a program of study, students may
be prepared for immediate employment in various fields or for careers as paraprofessionals.

* GENERAL EDUCATION

For students who are undecided about a program or for students who have specific individual
goals, Northwestern offers a program of general study. Such studies may include, but are not
limited to, remediation, liberal arts, adult education, and continuing education.

* CONTINUING EDUCATION

Northwestern offers a variety of programs designed to enrich the intellectual, cultural, social,
and recreational life of residents in its service area. This division of the College also provides
educational services designed to develop skills for effective use of leisure time and works with
area businesses to improve the skills of its employees.

 SPECIAL SERVICES

Special training programs are designed for and offered to area businesses and industries. The
College sponsors activities to assist in the identification and solution of community problems,
and insofar as possible, encourages utilization of its facilities and services by community
groups.

* STUDENT SUPPORT SERVICES

For all students enrolled at Northwestern, the College provides student services including, but
not limited to, admissions aid, counseling, placement testing, individualized instruction, and a
commitment to serve students with special needs.



HISTORY

Northwestern Connecticut Community College was founded in 1965 by a Committee to form a
Community College for Northwestern Connecticut, Inc. and opened in September of that year.
On November 19, 1965, the College came under the jurisdiction of the State of Connecticut and
celebrated its 40™ anniversary in 2005. It is governed by the Board of Trustees for the
Community-Technical Colleges of Connecticut and offers degrees in Associate in Arts and
Associate in Science and certificates.

Most of the students are preparing for jobs, careers, career changes or for transfer to four-year
colleges. Most students work part-time or full-time. Approximately seventy-five percent of the
students at Northwestern are enrolled in part-time study; some as candidates for degrees,
others for professional advancement or for cultural enrichment.

Northwestern occasionally offers college credit courses at Oliver Wolcott Technical School,
Torrington High School, and the YMCAs in Canaan, Torrington and Winsted. NCCC is adding
more off-site locations to better serve community needs. If you have a suggestion for additional
sites, please see your Division Director.

Northwestern Connecticut Community College is fully accredited by the Board of Governors of
Higher Education of the State of Connecticut and by the New England Association of Schools
and Colleges, Inc.

AIMS AND OBJECTIVES

Northwestern offers programs of occupational, vocational and career education designed to
provide training for immediate employment, job training or upgrading of skills to meet individual,
community and state manpower needs; programs of study for college transfer representing the
first two years of baccalaureate education; programs of general study including, but not limited
to remediation, general and adult education and continuing education designed to meet
individual student goals; student support services including admissions, counseling, testing,
placement, and efforts to serve students with special needs.

Northwestern offers community education programs designed to enrich the intellectual, cultural,
social and recreational life of the area. The College provides educational services designed to
develop skills for effective use of leisure time. It sponsors activities and programs to assist in the
identification and solution of community problems. Insofar as possible, the College encourages
the utilization of its facilities and services by community groups.



NONDISCRIMINATION POLICY

Northwestern Connecticut Community College of the State of Connecticut will not discriminate
against any individual on the grounds of race, color, religious creed, sex, age, national origin,
ancestry, present or past history of mental disability, deafness, genetic information, marital
status, mental retardation, sexual orientation, learning disability, physical disability, including but
not limited to blindness, or prior conviction of a crime, unless the provisions of sections 46a-
60(b) or 46a-81(b) of the Connecticut General Statutes are controlling, or there is a bona fide
occupational qualification excluding persons in one of the above protected groups. With respect
to the foregoing, discrimination on the basis of sex shall include sexual harassment as defined
in section 46a-68(8) of the Connecticut General Statutes. Although it is recognized that there
are bona fide occupational qualifications which provide for exception from employment
prohibition, it is understood these exceptions are to be applied pursuant to section 46a-68-33 of
the Administrative Regulations.

Further, the College will not discriminate against any person on the grounds of political beliefs,
or veteran status.

Any person having inquiries concerning Northwestern Connecticut Community College’s
compliance with the regulations implementing Title VI, Title IX or Section 504 is directed to
contact Ruth Gonzalez, Director of Student Development, Green Woods Hall, (860) 738-6315,
who has been designated by the College to coordinate the institution’s efforts to comply with the
regulations implementing Title VI, Title IX and Section 504 for its students. Fran Almeida Pistilli,
the College’s Affirmative Action Officer, 46 Park Place East, (860) 738-6325, has been
designated by the College to coordinate the institution’s efforts to comply with the regulations
implementing Title VI, Title IX and Section 504 for its faculty and staff.



ACADEMIC AFFAIRS

VISIT THE DEAN’S WEB PAGE

www.nwcc.commnet.edu/academic_dean/deandraft.htm

Updates will be made as necessary

The Office of the Dean of Academic & Students Affairs is responsible for all academic
programs, courses, instruction and registration. The Dean of Academic & Student Affairs is Dr.
Patricia C. Bouffard. Her office is in Founders Hall Room 103, phone (860) 738-6319.

DIVISION |

Division Director: Dr. Patricia Owen
(860) 738-6375 (Rm. 214, FX)

Art/Graphic Design/Animation & Video Arts
Criminal Justice

Early Childhood Education
English

Geography

Human Services

Music

Philosophy

Political Science
Psychology

Sociology

Speech

Program Coordinators:
VACANT, Early Childhood Education
VACANT, Criminal Justice

Under the CEDHH program

CEDHH Director: Gary Greco
(860) 738-6397 (Rm. 102, FH)

American Sign Language
Deaf Studies
Interpreter Preparation

DIVISION I

Division Director: Dr. Steven Minkler
(860) 738-6427 (Rm. 216, FX)

Business/Accounting/Economics
Computer Systems Technology
Engineering/Electrical Technology
Foreign Languages
History
Math
Physical Education
Science
Biology
Chemistry
Physics
Natural Resources
Therapeutic Recreation
Adventure Education
Veterinary Technology

Program Coordinator:
Dr. Jane Lewis, Veterinary Technology

DIVISION 1lI

Nursing & Allied Health

Division Director: Constance Hotchkiss
(860) 738-6372 (Rm. 218, FX)

Allied Health
Medical Assisting
Physical Therapy Assistant

Program Coordinator:
Jane O’Grady, Medical Assisting



The Division Directors are responsible for full and part-time faculty as assigned by divisions.

All part-time faculty are encouraged to maintain contact with their Division Director regarding
course content, texts, and other academic matters.

Dr. John C. Norman, (860) 738-6445, is the DEAN OF CONTINUING EDUCATION, 56 Park
Place East.

Dr. Steven Frazier, 860-738-6409, is the DEAN OF ADMINISTRATION, Founders Hall Room
105.

Fran Almeida Pistilli, Director of HUMAN RESOURCES, English House, Room 101, 46 Park
Place East, (860) 738-6325, is responsible for all questions and concerns on personnel matters.
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NORTHWESTERN CONNECTICUT COMMUNITY COLLEGE

2011 - 2012 ACADEMIC CALENDAR

SUMMER SESSION 2011

Summer Sessions will be scheduled from May 31, 2011 through August 5, 2011.

Day
Thurs-Fri
Tuesday
Thursday
Friday
Monday
Monday
Monday

Friday
Monday
Tuesday
Monday
Monday
Wed-Fri
Friday
Mon-Fri
Saturday
Wednesday

FALL SEMESTER 2011
(August 29, 2011 through December 21, 2011)

Date

August 25-26
August 23
August 25
August 26
August 29
September 5

September 12

September 16
September 26

October 11
November 7
November 14

November 23-25

December 9

December 12-16

December 17
December 21

Description
Professional Staff Activities

New Student Orientation (Evening)

New Student Orientation (Day)

Last Day for 100% Tuition Refund
CLASSES BEGIN

Labor Day — COLLEGE CLOSED

Last Day to Add/Drop Courses and

Last Day for 50% Tuition Refund
Constitution Day Observed — Classes in Session
Last Day to change to AUDIT status
Columbus Day Observed — No Classes
Last Day to Make-up Incompletes

Last Day to Withdraw from Classes
Thanksgiving Recess — No Classes

Last Day of Classes

Final Exams

Makeup Examination (weather cancellation)
Grades due by 9:00 am

WINTER INTERSESSION 2012

Winter Session will be scheduled from January 3, 2012 through January 13, 2012.

Day
Wednesday

Friday

Monday
Tuesday
Monday

Monday
Tuesday
Mon-Sat
Friday
Monday
Friday
Monday
Friday
Wed-Thurs
Friday
Mon-Fri
Wednesday
Wednesday
Thursday
Monday

SPRING SEMESTER 2012

Date
January 11

January 13
January 16
January 17
January 30

February 13
February 14
March 12-17
March 30
April 2

April 6

April 9

April 13
May 2-3
May 4

May 7-11
May 16
May 23
May 24
May 28

(January 17, 2012 through May 24, 2012)

Description
New Student Orientation (Evening)

Snow Date January 12, 2012

Last Day for 100% Tuition Refund
Martin Luther King Day — COLLEGE CLOSED
CLASSES BEGIN

Last Day to Add/Drop Courses and
Last Day for 50%Tuition Refund
Last Day to Change to AUDIT
Lincoln’s Birthday Observed — No Classes
Spring Break — No Classes
GRADUATION APPLICATIONS DUE
Last Day to Make-up Incompletes
Good Friday — No Classes

Last Day to Withdraw from Classes
Professional Day — No Classes
Make-up/Reading Days — No Classes
Last Day of Classes

Final Exams

Grades Due by 9:00 am

Awards Convocation
COMMENCEMENT

Memorial Day — COLLEGE CLOSED
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FERPA FOR FACULTY AND STAFF
A short course on the Family Educational Rights and Privacy Act of 1974 as Amended

» Faculty and staff may disclose the following directory information upon request:

2 Student Name 2 Full or part time enroliment status
< Address < Awards and honors
< Dates of Attendance < Graduation date

2 Major/Program of Study

» Other information may be released with the student’s written consent. Such written
consent must (a) specify the records to be released, (b) state the purpose of the
disclosure, (c) identify the party or class of parties to whom the disclosure may be
made, and (d) be signed and dated by the student.

To fulfill the basic requirements for compliance with the Act, each educational institution
must prevent improper disclosure of personally identifiable information from education
records, provide opportunity for challenge of the contents of education records as
required by FERPA and the regulations, and maintain adequate records of requests and
disclosures.

An institution is not required to disclose information from a student’s education records
to the parents of dependent students (as established by the Internal Revenue Code of
1954, Section 152). It is the responsibility of an institution to ensure that information is
not improperly disclosed to the parents of students. Please refer parental requests for
information to the Records Office.

» NCCC will disclose information from a student’s educational records only with the

written consent of the student, EXCEPT:

* To school officials who have a legitimate educational interest in the records

* To certain officials of the U.S. Department of Education. The Comptroller General, and
state and local educational authorities in connection with certain state and federally
supported education programs

* In connection with a student’s request for or receipt of financial aid as necessary to
determine the eligibility, amount or conditions of financial aid, or to enforce the terms and
conditions of the aid

* If required by a state law requiring disclosure that was adopted before November 19,
1974

* To organizations conducting certain studies for or on behalf of the College

* To accrediting organizations to carry out their functions

* To comply with a judicial order or a lawfully issued subpoena provided that the institution
makes a reasonable attempt to notify the student in advance of compliance

* To appropriate parties in a health or safety emergency

» Should a student ask you to disclose non-directory information from their education record,
have the student complete, sign and date a FERPA Release Form and retain this form for
your records. You may find this form on our webpage at www.nwcc.commnet.edu by
clicking on “Registration and Records” and then “Forms and Documents”.

10
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SOME FERPA GUIDELINES FOR
FACULTY AND STAFF

> DO keep only those individual student records necessary for the fulfillment of your job
responsibilities.

> DO keep any personal professional records relating to individual students separate from
their educational records.
(Private records on instructional, supervisory, and administrative personnel and ancillary
education personnel are to be kept in the sole possession of the maker and are not
accessible or revealed to any person, except a substitute.)

> DO NOT display student scores or grades publicly in association with names, social security
numbers, or other personal identifiers.
(If scores or grades are posted, use some code known only to you and the individual
student. In no case should the list be posted in alphabetical sequence by student
name.)

» DO NOT put papers, graded exam, or lab reports containing student names in publicly
accessible places. Students are not to have access to the scores and grades of others in
class in ways that allow other students to be identified.

» DO NOT access or request information from the student educational record without a
legitimate educational interest and the appropriate authority to do so.

» DO NOT share student educational record information, including grades or grade point
averages, with other faculty or staff members unless their official responsibilities identify
their legitimate educational interest in that information for that student.

» DO NOT share student educational record information, including grades or grade point
averages, with parents or others outside the College, including in letters of recommendation,
without written permission from the student

> WHEN IN DOUBT, err on the side of caution and do not release student educational
information. Contact the Registrar’s Office for guidance.
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Faculty and Staff Logon Instructions To:

Campus Network, College e-mail and myCommNet

In alignment with the College’s efforts to “Go Green” vital college information and deadlines are
disseminated via your NCCC college email account. It is imperative that you check your
NCCC email account regularly.

Password
Change .
Log-on to ... Username/NetID Default Password : Where to find Help
Requirements
>

=
&m

-

College Network
for use with computers
on-campus

8 digit Banner ID
followed by @nwcc.commnet.edu

Example:
12345678@nwcc.commnet.edu

Your initially
assigned
password will be
as follows:

1. 1" three
characters of
birth month with
first letter
CAPITALIZED

2. Ampersand

character (&)

3. Last 4 digits of

your Social
Security Number
Example:
for a birth date of
10/24/79 and SSN
of 123-45-6789,
the initial
password would
be:
Oct&6789

You will be
prompted to
change your
default password
once you have

The password you
create must contain
ALL of the
following:

-minimum of 8
characters total
-both UPPER and
lower case letters
-some combination
of both numbers &
letters

* The system
prevents the use of
your name in the
Password (PIN)
and will not allow
re-use of previous
passwords.

For help using the
college computer
network contact the
helpdesk in the
Computer Center,
860-738-6367 or at
nw-
helpdesk@nwcc.com
mnet.edu

logged on.
NETID- use same as above Your initial The new password For help using
password is same must be myCommNet contact
12345678@nwcc.commnet.edu as above. 8 characters in Laurie Jassen in the
length. Computer Center,
You will be 860-738-6369 or at

My.Commnet.edu

access course rosters, student
information and enter grades
also...

access Blackboard Vista

the online course delivery system
and College e-mail

*Access to my.commnet.edu is
available from the icon on the
homepage of the college website
www.nwcc.commnet.edu

or go directly to
http://my.commnet.edu

prompted to
change your
default password
once you have
logged on.

If you create a
password above
when using a
campus
computer, that
will now be your
myCommNet
password.
DON’T use the
default
password!

* You will be asked
to choose a
security question.
Please note the
exact answers you
provide, as this will
help if you ever
forget your
password (PIN).
The answer is case
sensitive.

ljassen@nwcc.comm
net.edu
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PERSONNEL PROCEDURES

Prior to the first day of the semester, each part-time faculty member is required to furnish the
following:

1. Completed Employment Application Form
2. Official Graduate and Undergraduate Transcripts

3. Employment Eligibility Verification Form (Form 1-9), Department of Homeland Security.
(To be completed in person in the Human Resources Office, English House, 46 Park
Place East)

4. Payroll Information Forms
a. Signed Contract
b. New Employee Form
c. Employee’s Withholding Allowance Certificate, State and Federal (W-4 Forms)
d. Retirement Forms (C0O-931 and C0O-922/CO 1088, if applicable)
e. Direct Deposit form

NO ADJUNCT WILL BE PLACED ON THE PAYROLL UNTIL ALL REQUIRED INFOR-
MATION IS PROVIDED TO THE HUMAN RESOURCES OFFICE.

Note: All changes in contact information (address, email, telephone) marital status, number of
dependents, etc. must be reported to the Human Resources Office to maintain accurate
personnel files. Forms to make those changes can be found on Northwestern’s website at
http://www.nwcc.commnet.edu/humanresources/forms.htm or you may contact Alice Joyce,
Human Resources Associate at 860-738-6324 or via email at ajoyce@nwcc.commnet.edu

ADJUNCT FACULTY PAY PROCEDURES
Payroll Deductions
The College makes both mandatory and voluntary salary deductions from each employee’s
gross pay. All deductions are detailed on the biweekly earnings statement that
accompanies each check. The statement shows current deductions and year-to-date
information.

Retirement Options

You should be aware that the Retirement Division has determined that employees in higher
education have the right to enroll in either the State Employees Retirement System (SERS) or
the Alternate Retirement Plan upon employment. A plan must be chosen; it is not optional.

If you are presently employed by the State of Connecticut in another capacity, you will remain in
whatever retirement plan you are already enrolled in.

If you are employed in a position statutorily defined as a state teacher or a professional staff
member in higher education you may elect membership in the State Employees Retirement
System (SERS), the Alternate Retirement Program (ARP), or, if eligible, the Teachers
Retirement system (TRS) within 6 months of your employment if you are a full-time employee; if
you are part-time your election must be made within 90 days of your employment. If you do not
make an election within the 6 month period, 90 days for part-time staff, you will automatically
become a member of SERS. No change to an employee’s retirement plan membership is
permitted after initial election or following the 6 month or 90 day default. However, if you
elect ARP membership and are subsequently employed in a position not eligible for ARP
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