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NCC Administration 

President Lucille A. Jordan 

Vice President of Academic Affairs Robyn Griswold 

Vice President of Student & Community Affairs Lizbeth Gonzalez 

Associate Vice President of Academic Affairs Barry Garside 
 

 

Department Chairs 

Arts, Humanities, Communication and Design Sally Bashalany 

Business John Carlisle 

Culinary Arts John Knorr 

Engineering and Computing Science Vance Poteat 

Industry and Transportation Karl 
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Mission 
Nashua Community College provides quality, academically rigorous, higher‐education programs 

focused on the diverse needs of students and the community. 

 
Vision 
Nashua Community College (NCC) will continue to be the preferred provider of two-year, post- 

secondary education in the Nashua Region and evolve with the educational needs for lifelong 

learning. 

 

Educated Person 
Nashua Community College helps students improve their lives and become more responsible as 

informed citizens and educated persons. The college community has defined a set of essential 

skills to maximize one’s role as a contributing member of society. Among those skills are 

communications, information literacy, scientific reasoning, quantitative analysis, ethical 

responsibility, critical thinking, global connectedness,
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resources to achieve its stated purposes through appropriate educational programs, is 

substantially doing so, and gives reasonable evidence that it will continue to do so in the 

foreseeable future. Institutional integrity is also addressed through accreditation. 

Accreditation by the Commission is not partial but applies to the institution as a whole. As such, 

it is not a guarantee of every course or program offered, or the competence of individual 

graduates. Rather, it provides reasonable assurance about the quality of opportunities available 

to students who attend the institution. 

Inquiries regarding the accreditation status by the Commission should be directed to the 

administrative staff of the institution. Individuals may also contact: New England Commission of 

Higher Education | 3 Burlington Woods Drive, Suite 100, Burlington, MA 01803-4514 | 781-425- 

7785 | info@neche.org 

Specialized Accreditations 
Automotive Technology and Honda Automotive Technology 

�t

 The programs are 

certified by the ASE Education Foundation and the instructors are certified by the 

National Institute for Automotive Service Excellence (ASE) Certifications, 101 Blue 

Seal Drive, Suite 100, Leesburg, VA 20175. 

 

Aviation Technology Program 

�t

 FAA Approved ( FAA Certificate Number NSUT025K ) 

Business Administration Programs including Accounting, Management, Marketing, 

and Small Business Entrepreneurship are accredited by the Accreditation Council for 

Business Schools & Programs (ACBSP), 11520 West 119th Street, Overland Park, KS 

66213 

Electronic Engineering Technology 

�t

 Accredited by the Engineering Technology Accreditation 

Commission of ABET, http://www.abet.org. 

Nursing 

�t

 The Associate Degree Nursing Program at Nashua Community College meets the state 

education requirements for a Registered Nurse license in the states of New Hampshire and 

Massachusetts. Nashua Community College has not determined if the associate degree nursing 

program at Nashua Commun

 

 

mailto:info@neche.org
http://www.abet.org/
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New Hampshire Board of Nursing 

121 South Fruit Street, Concord, NH 03301 

 
The associate degree nursing program at Nashua Community College located 

in Nashua, NH is accredited by the Accreditation Commission for Education 

in Nursing (ACEN); 3343 Peachtree Road NE Suite 850 Atlanta, Georgia 30326 

P. 404.975.5000 F. 404.975.5020 Website: www.acenursing.org The most 

recent accreditation decision made by the ACEN Board of Commissioners for 

the associate degree nursing program is Continuing Accreditation. View the public information 

disclosed by the ACEN regarding this program at: http://www.acenursing.org 
 

 

Non-Discrimination Policy 
Nashua Community College does not discriminate in the administration of its admissions and 

educational programs, activities, or employment practices on the basis of race, color, religion, 

national or ethnic origin, age, sex, sexual orientation, marital status, disability, gender identity 

or expression, genetic information, or veteran status. This statement is a reflection of the 

mission of the Community College System of NH and Nashua Community College and refers to, 

but is not limited to, the provisions of the following laws: Title VI and VII of the Civil Rights Act 

of 1964, The Age Discrimination Act of 1967, Title IX of the Education Amendment of 1972, 

Section 504 of the Rehabilitation Act of 1973, The Americans with Disabilities Act of 1975, 

Section 402 of the Vietnam Era Veteran’s Readjustment Assistance Act of 1974, and the NH Law 

Against Discrimination (RSA 354-A). 

354-A). The NCC Equity Committee is designated to coordinate compliance with the Non- 

Discrimination Policy and handles all concerns of discrimination not covered under Title IX. 

http://www.acenursing.org/
http://www.acenursing.org/
mailto:NCCHREC@ccsnh.edu
/quick-links/consumer-information/2-uncategorised/417-equity
mailto:lgonzalez@ccsnh.edu
/about/campus-safety-and-security/sexual-misconduct-title-ix-resources


mailto:cbarry@ccsnh.edu
mailto:jquinn@ccsnh.edu
mailto:ssawyer@ccsnh.edu
mailto:humanrights@nh.go
mailto:info@eeoc.gov
mailto:OCR.Boston@ed.gov
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SECTION TWO: FACULTY RESOURCES 

Faculty Mailroom 
All faculty are provided with a mail box or mail folder located in Room 100. Incoming mail is 

delivered daily. Larger packages, such as books, are placed near the mailboxes in alphabetical 

order by instructor’s last name. Faculty will be notified by email if they a book or package to 

pick up. 

 

Supplies 
Faculty and staff will find office supplies in the supply cabinet located in the faculty mail room 

(room 100). There is not enough room to store all available supplies in the cabinet. If faculty 

need additional supplies, they should consult their program coordinator or department chair. 

Supplies are for faculty use only. 

 

Copiers 
Copiers are located throughout the campus. Many faculty use the machines in the Faculty Mail 

Room (room 100), room H278 of Judd Gregg, and room 211 in Streeter Hall. Please do not 

attempt to repair the machines and contact IT at ncchelp@ccsnh.edu. Use of these machines is 

monitored by the college and any abuse is subject to loss of access. 

 

Audio Visual Services 
The Walter R. Peterson Library and Learning Commons provides the campus with its audiovisual 

equipment needs. Available for loan to faculty are laptops, iPads, audio equipment, Owls, 

document cameras, digital still, and video cameras for NCC classrooms. Faculty can reserve 

equipment by emailing NCCLibrary@ccsnh.edu or by calling 603-578-8905 during the library’s 

open hours. It is the faculty member’s responsibility to sign out the equipment and return it 

promptly to the library. If the library has closed, faculty should promptly return the equipment 

to an NCC Security Officer. No loaned equipment shall be left in classrooms or removed from 

campus. 

 
All classrooms have wireless internet connection capability. Classrooms are equipped with 

computers, LCD projectors, and Eno electronic whiteboard technology. If instructors need 

training on the proper usage of these tools, they should contact Doug Pelczar, Academic 

Technology Specialist at dpelczar@ccsnh.edu or 578-8962. 

 

Center for Teaching and Learning Excellence (CTLE) 
The CTLE (Center for Teaching & Learning Excellence) encompasses many aspects of adjunct 

support initiatives, including Adjunct Welcome/Orientation, AFA Peer Mentor program, FIT 

(Faculty Instructional Training), JumpStart Your Semester, and Adjunct Faculty centers. In 

addition, the CTLE organizes the NCC Lecture Series, Brown Bag Lunch & Learn discussion 

mailto:ncchelp@ccsnh.edu
mailto:NCCLibrary@ccsnh.edu
mailto:dpelczar@ccsnh.edu
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Online Learning 
NCC utilizes the online platform Canvas as the institutional learning management system. 

Instructors seeking training with the functionality 

https://library.nashuacc.edu/
mailto:fkeenan@ccsnh.edu
mailto:fkeenan@ccsnh.edu
mailto:fkeenan@ccsnh.edu
https://library.nashuacc.edu/
https://library.nashuacc.edu/
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• Student tutors must be recommended by their instructors and meet a CGPA 

requirement of 3.0 or better. 

• Tutoring is scheduled according to the Center’s budget and staff availability. Tutors 

are compensated for their time at an hourly rate. 
 

Writing Center: 

The Writing Center and the eWriting Center (online Writing Center) is available to students to 

help develop their writing skills and to deepen student thinking and engagement. The Center is 

not a proof-reading drop-off service, but rather, a service in which consultants review students’ 

papers and offer constructive feedback. Suggestions are formulated to strengthen thesis 

statements, reinforce paper objectives, and organize ideas, and improve sentence structure 

and clarity. 

 

The eWriting Center (eWC) 

The eWriting Center (eWC) is a remote option in which students access online writing 

assistance via the eWriting Center link on the Canvas main page. Service is available 24 hours a 

day – 7 days a week. The center operates in an asynchronous format. Writing Consultations 

may review submissions at times other than the submission time/date and are not available to 

communicate online via email or chat room. 

 
The Writing Center Disclaimer: 

Writing Consultants encourage students to participate in the review and revision 

process. However, writing conferences and feedback are: 

• Not a

 

�x

31

  

o4

 

https://www.nashuacc.edu/student-services/academic-success-center/testing-services?highlight=WyJ0ZXN0aW5nIiwic2VydmljZXMi
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Services for Students with Disabilities 
It is the mission of the Community College System of New Hampshire's Disability Services to 

provide equal education access opportunities and experiences to all qualified students with 

documented disabilities who register with the College's Disabilities Support office. 

 
Post-secondary schools are required by law to provide appropriate academic adjustments 
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SECTION THREE: NCC

mailto:cgannon@ccsnh.edu


mailto:NCCsafety@ccsnh.edu
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Code of Ethics of the Education Profession 

The educator, believing in the worth and dignity of each human being, recognizes the supreme 
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Principle II: Commitment to the Profession 

The education profession is vested by the public with a trust and responsibility requiring the 

highest ideals of professional service. In the belief that the quality of the services of the 

education profession directly influences the nation and its citizens, the educator shall exert 

every effort to raise professional standards, to promote a climate that encourages the exercise 

of professional judgment, to achieve conditions that attract persons worthy of the trust to 

careers in education, and to assist in preventing the practice of the profession by unqualified 

persons. 

 
In fulfillment of the obligation to the profession, the educator: 

1. Shall not in an application for a professional position deliberately make a false 

statement or fail to disclose a material fact related to competency and qualifications. 

2. Shall not misrepresent his/her professional qualifications. 

3. Shall not assist any entry into the profession of a person known to be unqualified in 

respect to character, education, or 

https://nashuacc.campus.eab.com/


https://www2.ed.gov/policy/gen/guid/fpco/ferpa/students.html


http://www.nashuacc.edu/
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CLEP Exams 
Students may choose to earn credits by taking a nationally standardized exam known as CLEP 

(College Level Examination Program). Nashua Community College is an approved testing site for 

CLEP. The college awards credits for courses in the areas of Composition 

and Literature, Foreign Languages, Social Sciences, Science and Mathematics. A complete list of 

the CLEP exams accepted for credit by NCC is available on our website as well as in the 

Admissions Office and the Academic Advising Center. The cost of each exam is published on the 

College Board website www.collegeboard.com/clep. NCC charges an administrative fee of $25 

per exam. For further information and to schedule an appointment, contact the Academic 

Advising Center at 603.578.6817. Passing scores for CLEP are 50 and above unless specified 

otherwise. Successful completion of a CLEP exam is treated as a transfer credit. Matriculated 

students will need to request that a copy of their scores be sent to NCC for review. 

Classroom

http://www.collegeboard.com/clep


http://www.copyright.gov/title17/92appa.pdf
http://www.copyright.gov/legislation/dmca.pdf
https://www.copyright.gov/docs/regstat031301.html
https://www.copyright.gov/docs/regstat031301.html
mailto:fkeenan@ccsnh.edu
mailto:fkeenan@ccsnh.edu
mailto:fkeenan@ccsnh.edu
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SECTION FOUR: INFORMATION FOR FULL-TIME FACULTY 

Faculty Workload 
Faculty workload is a balance of instructional and non-instructional responsibilities. A full 

description of the responsibilities of faculty can be found in the Faculty CBA. 
 

Workload Letters 
Prior to the beginning of each academic year, each full-time faculty member will receive an 

official “Workload” letter. This letter informs the faculty member of their assigned courses as 

well as any other additional responsibilities expected of the professor. 

 

Course Release 
Occasionally, faculty members take on additional responsibilities that extend beyond what 

would normally be required of a full-time faculty member. In these cases, the Vice president of 

https://my.ccsnh.edu/sites/default/files/content/2020-2021%20CCSNH%20and%20NHHEU%20FT%20Faculty%20Collective%20Bargaining%20Agreement%20Signed%203-20-2020.pdf#page%3D18


https://my.ccsnh.edu/sites/default/files/content/2020-2021%20CCSNH%20and%20NHHEU%20FT%20Faculty%20Collective%20Bargaining%20Agreement%20Signed%203-20-2020.pdf#page%3D32
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SECTION FIVE: INFORMATION FOR PROGRAM COORDINATORS 
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and adjunct professors in accordance with the language in the respective collective bargaining 

agreements. 

 

Working with administration and other departments 
It is expected that the Program Coordinator will work collaboratively with the college 

administration, staff, and fellow faculty to solve problems that arise and implement college 

strategic initiatives. 

 

Advising students 
Program Coordinators serve as the primary advisor to all seniors (30 or more credits) in their 

program. It is expected that PCs meet with these students at least once per semester either 

face-to-face, on the phone, or via web conferencing tool. In cases where a program has a 

particularly large number of students, the college may provide additional advising support to 

the PC. 

 
Students who have completed less than 30 credits are advised by the NCC Advising Center. 

While the Advising Center serves as the “primary advisor”, for these students, the PC serves as 



28  

• Bans inducements, including any gratuity, favor, discount, entertainment, hospitality, 
loan, transportation, lodging, meals, or other item having a monetary value of more 
than a de minimis amount, to any individual or entity, or its agents including third party 
lead generators or marketing firms other than salaries paid to employees or fees paid 
to contractors in conformity with all applicable laws for the purpose of securing 
enrollments of students or obtaining access to funds. 

 

• Refrains from providing any commission, bonus, or other incentive payment based 
directly or indirectly on securing enrollments or federal financial aid to any persons or 
entities engaged in any student recruiting, admission activities, or making decisions 
regarding the award of student financial assistance; 
  

• Refrains from high-pressure recruitment tactics such as making multiple unsolicited 

contacts, including contacts by phone, email, or in-person 
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data, student learning outcome metrics, program purpose and goals, the continued need for 

the program, enrollment trends, potential program growth opportunities, adequacy of 

resources, and employment opportunities for students. Once completed, the report is 

submitted to the Program Review Committee for review. At that point, the committee reviews 

the report, meets with the PC, and constructs a report detailing the strengths of the program as 

well as the areas of potential improvement. 

 
The primary goals of the program review are to: 

 
• Identify program goals and relate them to the College’s mission and the needs of 

the community 

• Ensure that the program still offers the skills needed to compete in its field of 

specialization and is relevant to current and future job markets and/or four-year 

college aspirations. 

• Evaluate the performance of the program with regard to student success, i.e., 

persistence, completion, transfer, learning outcome achievement, gainful 

employment, and licensure passage rates.Document the quality and adequacy 
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SECTION SIX: INFORMATION FOR ADJUNCT FACULTY 

As practitioners in their respective fields, adjunct faculty members complement the expertise of 

full-time faculty, provide a variety of views within fields of study, and offer "real-life" lessons to 

students. The College has the same primary expectation for full-time and adjunct faculty: to 

provide students with quality teaching regardless of employment status. 

 

 
Workload 
Adjunct instructors cannot exceed 12 credits per semester (fall, spring, or summer). The 12- 

credit limit translates to 27 hours of work per week (2.25 hours per credit hour). This 12-credit 

limit includes courses taught at any CCSNH college (not only NCC). If an adjunct instructor also 

has a part-time staff assignment, this individual is still required to stay at or

https://www.nashuacc.edu/images/PDF/ACEN-Nursing/Standard-1/2017-2018_AdjunctFaculty_BargainingAgreement.pdf
https://www.nashuacc.edu/about/hr-employment


mailto:cbarry@ccsnh.edu
https://my.ccsnh.edu/sites/default/files/content/2020-2021%20CCSNH%20and%20NHHEU%20FT%20Faculty%20Collective%20Bargaining%20Agreement%20Signed%203-20-2020.pdf
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SECTION SEVEN: COLLEGE OFFICES 

The Academic Advising Center 
The Academic Advising Center assists students with the course selection process, academic 

concerns, program and degree requirements, transfer options, and other related college 

practices. Hours of operation and other information can be found on the Advising Center 

website. Students can find the name of their assigned advisor on Navigate or Student  

https://www.nashuacc.edu/student-services/advising-center?highlight=WyJhZHZpc2luZyJd
https://www.nashuacc.edu/student-services/advising-center?highlight=WyJhZHZpc2luZyJd
http://www.nashuacc.edu/images/2017-images/security/Clery-Act-
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• Emergency Blue Phones: Available outside throughout the campus. These phones will 

dial 911 only. Note that calls made from these boxes are NOT directed to Campus 

http://www.nashuacc.edu/about/campus-safety-and-security
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Department of Multicultural Engagement 
Nashua Community College offers ESOL courses to meet the needs of the diverse student and 

community population. ESOL courses help students to better prepare for the academic 

expectations of higher education. Courses are listed by ESLN code in the catalog, and they are 

housed in the Department of ESOL/World Languages. While credits for ESOL courses do not 

count toward graduation, they do count for the purposes of receiving financial aid. In addition, 

the ESOL Director (Elizabeth Berry, ext. 1678) offers personalized appointments, drop-in office 

hours, and other support geared specifically to the cultural, emotional, and academic needs of 

ESOL students (or any students enrolled at NCC for whom English is a second language). 

 
The Department of Multicultural Engagement offers a “Multicultural Awareness Workshop,” 

which can be tailored to meet the needs of faculty, staff, and students. The department 

sponsors a variety of multicultural events throughout the year, including Conversation Partners 

and International Café. ESOL students offer a wealth of cultural knowledge and world 

experience that benefit everyone at NCC! For more information about program offerings or to 

ask questions, faculty should contact Professor Elizabeth Berry at eberry@ccsnh.edu, or call 

578-6912. 

 

Student Life 
Student Life at Nashua Community College aims to enhance the academic experience of 

students by providing co-curricular activities that will foster a sense of meaningful involvement, 

community engagement, and student leadership. The Office of Student Life organizes campus 

events and provides leadership for student clubs and organizations. In addition, the office, 

which is located in Room 204 of the Wellness Center, coordinates student orientations and 

community service. The college recognizes the importance of co-curricular learning experiences 

and encourages students to take part in college events and clubs. For more information, please 

contact Amy Vazifdar at avazifd

avazifd

 

mailto:eberry@ccsnh.edu
mailto:avazifdar@ccsnh.edu
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SECTION EIGHT: CCSNH POLICIES AND RESPOSIBILITIES 
 

Drug Free Workplace Policy 
CCSNH is committed to ensuring a drug-free workplace as detailed in CCSNH Policy #CCS 350.1. 

 
Title IX Policy and Sexual Harassment Formal Grievance Procedures 
CCSNH and its Colleges, including Nashua Community College, are committed to creating and 

maintaining a positive and productive learning environment. In furtherance of this objective, 

CCSNH prohibits discrimination in the administration of its education programs and activities 

based on sex including conduct that constitutes sexual harassment. CCSNH also prohibits 

retaliation against anyone who is involved in the making or reporting of a complaint or 

investigation or hearing of a formal complaint of sexual harassment. For more information, 

faculty should refer to Title IX Policy and Sexual Harassment Formal Grievance Procedures. 

 

Professional Development Assistance Policy 
CCSNH recognizes and supports both career and job-related professional development 

activities. For more information, faculty should refer to CCSNH Policy CCS 372.1.02. 

 

Tuition Benefit Policy and Tuition Reimbursement Policy 
The Community College System of New Hampshire (CCSNH) recognizes and supports the need 

for the continued professional growth of its faculty. For more information, faculty should refer 

to CCSNH Policy CCS 373.1.01. and CCSNH Policy CCS 372.1.01. 

 

Workplace Conduct 

https://www.nashuacc.edu/images/PDF/Drug-Free-Workplace-Policy-updated-2013.pdf
https://www.nashuacc.edu/about/campus-safety-and-security/sexual-misconduct-title-ix-resources?highlight=WyJ0aXRsZSIsIml4IiwidGl0bGUgaXgiXQ%3D%3D
https://www.nashuacc.edu/images/Professional_Development_Assistance_Policy.pdf
https://www.nashuacc.edu/images/Human_Resources/Tuition_Benefit_Plan_Policy.pdf
https://www.nashuacc.edu/images/Human_Resources/Tuition_Reimbursement_Policy.pdf
https://www.nashuacc.edu/images/WorkplaceConduct_policy_022718.pdf
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NCC Equity & Grievance Policy 
Human Rights/Equity Committee Reporting Procedures 

The Nashua Community College Human Rights/Equity Committee (HREC) is sensitive to the 

threat and/or embarrassment an individual may experience in coming forward with a complaint 

regarding discriminatory behavior. The reporting procedures outlined below are designed to 

provide a safe, confidential, and supportive environment in which an individual may discuss 

his/her concerns. This committee has been put in place for use by students, faculty, staff and 

administration. 

 
Complaints of discrimination, or of retaliation for making such complaints, may be reported 

directly to NCC's Human Rights/Equity Committee Chairperson at NCCHREC@ccsnh.edu . 

Complaints may also be reported to any member of the HREC or NCC's faculty, staff, or 

administration, 

mailto:NCCHREC@ccsnh.edu
mailto:NCCHREC@ccsnh.edu
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President) shall be provided with the identity of the grievant, the respondent, and the 

allegations. 

 
All involved persons shall be afforded the opportunity to submit information relevant to a 

complaint. All parties contacted in the course of an investigation shall be formally advised of 

the necessity of confidentiality and that any breach of confidentiality shall be treated as 

misconduct subject to disciplinary action. The investigation will be conducted within thirty (30) 

calendar days of receipt of a written complaint. If additional time is required to ensure a 

thorough investigation, this time may be extended. Upon completion of the investigation, a 

written report will be submitted to the College President, and will be disclosed to the grievant 

and respondent. If the investigators have determined that the complaint was proven valid by a 

preponderance of the evidence, the investigators' report to 95 the College President shall be 

accompanied by a recommendation for corrective and/or disciplinary action determined 

according to the totality of the circumstances uncovered during the investigation. In making a 

recommendation for corrective and/or disciplinary action, the investigators may consider (but 

not limit themselves to) the following factors: 

 
• the severity of the offense 

• the frequency and duration of the prohibited conduct 

• the extent to which the misconduct, however minor, serves to create an intimidating 

campus environment for the grievant, or otherwise increases the difficulties of 

education or job performance for the grievant. 

 
The College President will take the report and its recommendations under advisement, and 

make a decision regarding any corrective and/or disciplinary action that may be taken. The time 

between submission of the report to the College President and the commencement of 

corrective and/or disciplinary action shall be no longer than 21 calendar days. The College 

President will provide the Human Rights/Equity Chairperson with written documentation of the 

decision regarding corrective and/or disciplinary action at the time of or prior to the 

commencement of disciplinary action. Both the grievant and the respondent will be informed 

of the College President's decision. 

 
Appeals 

Appeals of the President's decision may be made by students according to the procedures 

outlined in the Community College System of NH policy manual and/or the NCC Student 

Handbook, which is available in the Vice President of Student and Community Affairs office, the 

Library, the NCC website and in various offices on campus. Faculty, staff, and administrators 

may appeal according to the procedures outlined in their current Collective Bargaining 

Agreement or the Handbook for Administrative, Managerial, Professional and Operating 

Support Staff Exempt from the Collective Bargaining Process (Confidential Employees). 
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Retaliation Prohibited 

mailto:NCCHREC@ccsnh.edu
mailto:ssawyer@ccsnh.edu
mailto:humanrights@nhsa.state.nh.us
mailto:OCR.Boston@ed.gov
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SECTION NINE: GENERAL INFORMATION 
Address Change 
Faculty members who change their address and/or telephone number should notify Christine 

Gannon, Administrative Assistant to the Vice President of Academic Affairs and the Human 

Resource Office. Faculty members can also change their addresses directly through the online 

ADP Self- Service system. 

 

College Closings 
In the event of inclement weather, the decision to cancel day classes will be made before 8 AM. 

The cancellation decision for 



mailto:NCChelp@ccsnh.edu
https://www.getrave.com/login/nashuacc
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Service Animal Policy 
Service animal means any dog that is individually trained to do work or perform tasks for the 

benefit of an individual with a disability, including a physical, sensory, psychiatric, intellectual, 

or other mental disability. Other species of animals, whether wild or domestic, trained or 

https://www.ecfr.gov/cgi-bin/retrieveECFR?gp&amp%3BSID=86f9bef2241aeb68d2e101fea9bd7d90&amp%3Bmc=true&amp%3Bn=sp28.1.36.a&amp%3Br=SUBPART&amp%3Bty=HTML
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• The service animal must have all veterinarian recommended vaccinations to maintain 

the 51 animal’s health and prevent contagious diseases. Documentation of vaccinations 

must be provided in advance. 

• The service animal must be licensed and have tags in accordance with applicable state 

and local laws. Documentation of animal licensing must be provided in advance to NCC. 

NCC also reserves the right to request proof of licensing anytime during the animal’s 

residency. 

• The service animal must be on a leash, harness or tether at all times. Exceptions may 

occur when the animal is performing a specific duty that requires it to be unleashed or 

where the Nature of the documented disability of the handler precludes adherence to 

this requirement. 

• The handler must be in full control of the animal at all times. 

• The care and supervision of a service animal is solely the responsibility of its handler. 

• The handler must (1) always carry equipment sufficient to clean up the service animal’s 

feces whenever the animal and handler are on NCC campus; and (2) be responsible for 

the proper disposal of the animal’s feces and for any damage caused by the waste or its 

removal. • 

• The service animal must be well-behaved. 

• The handler must ensure that the animal refrains from behavior that threatens the 

health and safety of others. 

• The service animal whose behavior poses a direct threat to the health or safety of 

others or is disruptive to the NCC community may be excluded, regardless of training or 

certification. Service Animals in Training: All the above statements apply to service 

animals in-training. 

 

 
Smoking Policy 
The NCC campus is designated as a smoke-free facility and smoking is not allowed on the 

college premises. In accordance with this policy, the term NCC college premises includes all 

land, buildings, facilities, and other property in possession of, or owned, used, or controlled by 
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SECTION TEN: INSTRUCTIONAL BEST-PRACTICES 

 
Preparing for the Beginning of the Semester 
At the beginning of each semester, course enrollments are reviewed by the Vice President of 

Academic Affairs (VPAA). In some cases, courses may be canceled due to insufficient 

enrollment. Instructors are encouraged to closely monitor enrollment as indicated in the course 

rosters found on the Student Information System (SIS). The VPAA makes every attempt to 

notify department chairs of canceled courses five days prior to the start of the semester. 

 
In order to be well-prepared for the beginning of the semester, it is expected that professors 

will complete the following: 

 
• Review the Course Outline - 

mailto:afoucault@ccsnh.edu
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Other suggestions for the first class include: 

• Have a lesson prepared for the first day - Even if only a small portion of the content is 

covered, having a “taste” of the curriculum will help students settle into the course 

more quickly. 

• Assign homework – this could be a textbook reading, a syllabus “quiz,” or a writing 

assignment. Assigning work will help students understand the expectations of the class. 

• Have fun - If students see that the instructor is engaged and excited about the course, 

they will quickly catch that enthusiasm. 

• Get to know students through informational activities and icebreakers. 

 
Classroom Management 
It is the faculty member’s responsibility to manage student behavior in the classroom and 

ensure that a positive learning environment exists. Occasionally, a faculty member may 

experience a situation in which a student is displaying unusual behavior. In these instances, the 

faculty member should first determine whether the particular case is an instance of “disruptive 

behavior” or if it rises to “threatening behavior.” 

 
What is disruptive behavior? 

Disruptive behavior is student behavior that interferes with the educational process of other 

students or the normal business functions of the college. Some specific examples of disruptive 

behavior in the classroom may include: 

• Monopolizing discussion or taking over the lecture 

• Side conversations 

• Making hostile remarks to the instructor or fellow student 

• Arriving late/leaving early 

• Distracting behavior such as sleeping, cell phone use; eating in class 

• Any activity that interrupts the educational or work process 

• Violating any specific classroom rules or expectations. 

 
Strategies to Discourage Disruptive Behavior in the Classroom 

Faculty can prevent most of the negative behavior issues from occurring by creating a positive 

classroom environment at the onset. Faculty are strongly encouraged to do the following: 

 
• Be engaged with students as individuals. Learn students’ names and refer directly to 

comments they have made (“As Mary pointed out earlier…”) 

• Clearly demonstrate 



46  

• Let students know that the instructor cares about their success and is willing to help 

them succeed. Commonly use phrases such as “I want to help you” or “I’m on your 

side.” 

• Provide a syllabus that accurately and fully communicates class requirements and 

course schedule. Clearly communicate deviations from the syllabus. Many student 

complaints arise from syllabi that create misunderstandings about course 

expectations. 

• Clearly communicate policies regarding lateness, student attentiveness, cell phone 

usage, eating in class, unrelated talking in class, etc. Make sure that guidelines are 

clear and are enforced in a consistent and equitable way. 

• Set the tone and classroom expectations early in the class. It is difficult to impose 

new rules after the class is underway. 

• Use active learning techniques to fend off inattentiveness. 

• Seek feedback from students to see how things are going. This can be an informal 

evaluation or something more formal. 

• Be passionate about your subject. Students will sense your passion and develop a 

deeper engagement. Be excited and help them see the value of the knowledge and 

skills they are developing. 

• Avoid grade surprises. Make certain students understand the grading system and 

that they have sufficient feedback so that the final grade is not a shock. If part of a 

student’s grade is based on participation, make certain that this grade is 

communicated throughout the semester. 

• Be careful about creating too much informality within the classroom environment. 

 
Suggestions for Reducing Disruptive Behavior 
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SECTION ELEVEN: APPENDICES 
 

AF Procedure Policy 
 
 
 
 

 
 
 

DISCLAIMER: The information contained in this handbook is to be used as a guide for Nashua 

Community College faculty. All information, including, but not limited to, rules or regulations, is 

subject to change at any time. The College reserves the right to modify aspects of operations as 

well as to change fees and other charges without notice. 

 
505 Amherst Street, Nashua, New Hampshire 03063, Phone: 603.578.8900 Fax: 603.882.8690 

nashua@ccsnh.edu | www.nashuacc.edu 
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