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Introduction 
Luna’s most recent reaffirmation of accreditation was 2014-2015 with its next reaffirmation in 2024-

2025. Interim monitoring regarding assessment of student learning and governance would be 

embedded in the Year 4 Assurance Review and Comprehensive Evaluation.   

In April 2017, the HLC Commission sent Luna Community College a letter indicating that “The 

conclusions stated in the special audit, the ongoing investigations, and the imposition of the designation 

raise concerns to the Commission regarding the institution’s operations, administration, and finances.” 

(HLC Letter).  As a result, a Special Monitoring visit was scheduled for June 2017 with a written response 

due May 22 2017.  A response to the Intent to Impose a Financial Distress designation, a new HLC policy, 

was also communicated in the same HLC letter. It required the institution to respond to this designation. 

LCC’s response respectfully disagreed with HLC’s decision to impose a financial distress designation on 

the institution.  LCC’s 2016/17 audits confirmed fiscal health. Appendix A: Response to Financial Distress 

Designation. 

Purpose of this Report  
The purpose of this report is to demonstrate to the institution’s compliance in the following criteria and 

to ensure appropriate internal control with applicable laws and regulations 

Criteria and Assumed Practices 

 Criterion Two, Core Component 2.A: The institution operates with integrity in its financial, 

academic, personnel, and auxiliary functions; it establishes and follows policies and processes 

for fair and ethical behavior on the part of its governing board, administration, faculty and staff; 

 Criterion Two, Core Component 2.C: The governing board of the institution is sufficiently 

autonomous to make decisions in the best interest of the institution and to assure its integrity; 

 Criterion Five, Core Component 5.A: The institution’s resource base supports its current 

educational programs and its plans for maintaining and strengthening their quality in the future; 

 Criterion Five, Core Component 5.B: The institution’s governance and administrative structures 

promote effective leadership and support collaborative processes that enable the institution to 

fulfill its mission; 

 Assumed Practice A.1: The institution has a conflict of interest policy that ensures that the 

governing board and the senior administrative personnel act in the best interest of the 

institution; 

 Assumed Practice A.2: The institution has ethics policies for faculty and staff regarding conflict 

of interest, nepotism, recruitment and admissions, financial aid, privacy of personal information, 

and contracting; and 

 Assumed Practice D.6: The institution’s administrative structure includes a chief executive 

officer, chief financial officer, and chief academic officer with appropriate credentials and 

experience and sufficient focus on the institution to ensure appropriate leadership and 

oversight. 

The following updates that pertain to the above-mentioned criteria will be presented in this report.  
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College Profile 
Luna Community Colleges also referred to as LCC (formerly Luna Vocational Technical Institute), has its 

main campus located in the lower eastside slopes of the Sangre de Cristo Mountain Range just 

northwest of the Las Vegas, New Mexico city limits with a breathtaking panoramic view of the city. LCC 

has earned an outstanding reputation for its caliber of facilities, academic and athletic programs, 

teaching methods, curricula, and dedication to excellence.  

The population of the city of Las Vegas, established in 1835, the central community within the county of 

San Miguel and largest community within our designated service area, remains stable in relationship to 

the surrounding small communities throughout northeast New Mexico. Its population is 13,753 

according to the 2010 census. The population is 80.5% Hispanic with approximately 31.5 percent of its 

population living below the poverty level with limited economic development in the forecast primarily 

due to drought and the lack of regional commerce.  

Aside from the main campus located northwest of Las Vegas, Luna Community College operates two 

satellite campuses located in Santa Rosa and Springer and a site in Mora, all of which are staffed with a 

manager, an office assistant, a custodian, and the appropriate full-time and part-time faculty. 

Specialized student services (such as tutoring and counseling) are accessed by the respective site 

managers on an as-needed basis. 

Student Composition 
LCC is a member of the New Mexico Independent Community Colleges (NMICC) and is recognized as a 

Hispanic serving institution. In 2013, 66% of its students took 9 or more credits and were defined as 

‘successful’ within a 3-year period (NMICC Report 2013).  

The enrollment for 2016/2017 is as follows: 
   
Semester Enrollment FTE Hours 
Fall 2016 1614 623.1 
SP 2017 1534 615.1 
 

Current shared governance initiatives are in place to increase enrollment through retention, persistence 

and completion goals, improved advisement, enhanced tutoring, and comprehensive annual strategic 

plans.  See Criteria 5B.  

Personnel 
Luna Community College utilizes the office of Human Resources (HR) to process all institutional 

personnel needs. The HR office ensures each personnel file is complete with essential data that assists 

both the institution and employee, provides training on all aspects of employee rights and 

responsibilities, offers guidance regarding individual personnel matters, directs the process to hire 

qualified faculty and staff, and maintains a high level of integrity within all human resource processes to 

ensure institutional stability, continuity and progress.  

Since 2008, with the economic downturn, LCC has made data driven personnel and operational 

decisions to provide efficient and effective education for its students. Even under these difficult types of 

conditions administration and staff have absorbed additional responsibilities, maintained services to 

students and continued with personal (individualized) education and guidance to students.  

http://w2.sfcc.edu/files/nmicc/NMICC_AGA_PerformanceReport2013.pdf
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The following table illustrates the personnel profile for the College:  

 

 Hispanic White African 

American 

Native 

American 

Other 

Faculty 15 8 0 0 1 

Administration 23 2 0 0 1 

Professional/Support Staff 55 3 0 0 0 

Service/Maintenance 15 1 0 0 0 

Source:  LCC Human Resource Office - Fall 2016 

 

Organization of this Report 
Due to the short timeframe for the production of this report and its proximity to graduation and end-of-
term, LCC will discuss the four criteria and three assumed practices that are currently in place. In 
addition, the institution will identify corrective actions taken place within the past year.  The ten-year 
Self Study, which was completed in 2014 should supplement any information that is not provided in this 
abbreviated report. 

 

Criterion Two: Integrity: Ethical and Responsible Conduct 

INTEGRITY: ETHICAL AND RESPONSIBLE CONDUCT The Institution acts with integrity; 

its conduct is ethical and responsible 

 

Resources provided to Luna Community College by students, donors, the State of New Mexico, and the 

nation are invested with the understanding that LCC will exercise responsible stewardship of those 

resources and utilize them ethically for the public good. To that end, LCC has established procedures and 

practices to ensure open decision-making and ethical behavior by its leaders, faculty, staff, and students.  

 

The institution is cognizant of the uncertainty and in some cases resistance to change. Luna Community 

College has realized it share of growing pangs which contributed to the Enhanced Fiscal Oversight 

designation by HED. At the last regular Board election per state statute, the BOT reorganized and a new 

Chairman was elected. Furthermore, an interim President was named and then appointed to the position 

upon the retirement of the previous President. Luna Community College is not the first nor will it be the 

last institution to undergo transition of this nature. Informationally, many institutions within the state and 

nationally undergo similar transitions. In the State of New Mexico the following leadership changes are 

presented: 

 

 Full-Time Part-Time Total Full-Time Part-Time 

Faculty 24 79 103 23% 77% 

Administration 25 1 26 96% 4% 

Professional/Support Staff 57 1 58 98% 4% 

Service/Maintenance 15 1 16 94% 6% 
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 University of New Mexico – New President 2016 

New Mexico Highlands University – New President 2015, several changes to Chief Academic 

Officer - February 6, 2017, several changes to senior administration including academic 

department heads. 

Northern New Mexico Community College – New President 2017 

Santa Fe Community College – 2014 

Central New Mexico Community College – No change since 2007 

Eastern New Mexico – New President 2017 

Western New Mexico – No Change since2011 

New Mexico State University – No change since 2013 

New Mexico Technical Institute of Mining and Technology – New President 2016 

New Mexico Junior College - New President 2017 

Mesalands Community College - No Change since 2013 

 

While most institutions do not seem to undergo the same level of scrutiny and accountability that Luna 

Community College has had to recently endure, the College stands by its integrity and its last 

reaffirmation.  

 

Local media coverage of the school has been negative and spearheaded by a disenfranchised few. It is the 

policy of the Higher Education Department to act upon complaints which follow a process set forth by 

their own design. Having said this, HED’s processes do not include anonymous/slanderous complaints to 

be brought before an institution. It requires the complainant to complete a complaint form, identify 

themselves, state the problem, indicate whether the institution has been notified and had opportunity to 

resolve the problem, and a follow-up report about the outcome. None of these basic courtesies/processes 

were afforded Luna Community College.  

 

Integrity is assured at Luna Community College through its policies and procedures that encompass the 

principles of ethical integrity in all aspects of the College’s operation. These practices are very visible and 

thoroughly integrated into the day-to-day operations of the institution so that they serve as the basis for 

fairness, honesty, inclusion, and transparency. 

 

The College’s policies and processes create, advance, and enforce a publicly transparent atmosphere of 

mutual respect, both within the institution and those with whom the institution interacts. These policies 

have been approved by the Board of Trustees (BOT) as part of its oversight of the institution. Policy 

manuals are maintained within the Office of Human Resources and on the institutional website and are 

easily accessible. The institution realizes that updates and communication of these changes need to be 

improved. A process for documenting updates to policy as needed are being developed including the 

format in which updates will be more easily identifiable within the document. Current discussions include 

providing the date of revision on the policy cover with a change page added to the policy manual to 

indicate policy and page.  

 

LCC believes ethical behavior is built on mutual respect. Within the academic community, mutual respect 

is paramount for promoting learning and advancing free exchange of ideas. Operating from this belief, 

LCC works for the public good. The College communicates its policies to students, faculty, and staff 
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through orientations, training programs, and printed material. As a direct result of these communication 

efforts, knowledge of the policies is pervasive in the institution. Furthermore, Board of Trustee meetings 

are advertised and open to the public. Policies governing the institution are approved and amended at 

these public meetings. Opportunity for public input is permitted by written request. Agendas are made 

publicly available on the institutions website and meetings are publicly advertised in local newspapers. 

 

Processes that assure compliance, address breaches of policies, and provide for the redress of grievances 

are also built into these policies. Many breaches of policy are dealt with at the supervisor level. To assist 

in handling employee grievances, the Department of Human Resources has authority to utilize a third-

party arbitrator when necessary. 

 

The LCC BOT is responsible for approving policies. The College President promulgates procedures for the 

implementation of BOT policies.  As detailed in subsequent sections, the policies and processes in place 

at LCC include mechanisms for addressing grievances and concerns. The following discussions and 

evidence demonstrate that LCC meets the expectation of the HLC with respect to the criterion for “Ethical 

and Responsible Conduct,” using the components for that criterion.  

 

Discussed in Criterion 2C, the Board of Trustees has revisited its hiring policy and Board of Trustee Policies 

are currently under revision. Furthermore, the institution has made significant gain in shared governance 

by encouraging active participation in committee participation by all employees. Participation on 

committees is voluntary but highly encouraged. 

 

Luna Community College understands the financial limitations of its constituent base and the fiscal health 

of the State. The College has maintained its affordability when most institutions of higher education have 

raised tuition and fees substantially. Luna has been able to avoid reductions in force through attrition and 

reassigning duties when vacancies arise. In doing so, Luna Community College has maintained stability in 

its faculty and staff functions despite statewide reduction in funding.  

 

During the 2016-2017 fiscal year, the State of New Mexico mandated K-12 public school forfeit their 

reserves and institutions of higher education return 5% of their allocated budgets. The current state of 

finance for New Mexico remains grim and unknown, however, Luna Community College has built its 

operational budget for 2017-2018 with an anticipated additional 1% reduction in funding.  

 

Forward planning for quality delivery of services to students and constituents has been and will continue 

to be the practice at Luna Community College. The Executive Team meets every morning to discuss 

institutional issues, propose possible solutions, and communicate concerns and ideas from daily 

interaction with subordinate departments.   

 

Evidence presented includes descriptions and usage of the policy documents listed in the following. This 

table will be repeated in Assumed Practices as well.  LCC policies provide assurance to the public that the 

institution monitors its activities in ways that preserve its integrity and that, when occasions arise, 

missteps or failures are addressed appropriately.  
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Policies related to promoting ethical conduct, fiscal responsibility, and transparency 

Policy Area  Publication  Location  

Board of Trustees 

Board Policy and Procedures Board of Trustees Policy and Procedure LCC Website, 
Revision due June 
30, 2017 

Human Resources 

Non-discrimination Policy  Staff Handbook  Section 2.1, p. 4  

Faculty Employment Policy Staff Handbook 
Faculty Policy Manual 

 
LCC Website 

Anti-Nepotism  Staff Handbook Section 5.11, p. 34 

Promotion and Transfer Policy  Staff Handbook  Section 7.3, p. 44  

Employee Conduct – ethical behavior  Staff Handbook Section 8.1, p. 46 

Grievance Resolution Staff Handbook Chapter 10, p. 55  

Faculty Policy Manual Section 9.4, p. 61 

Sexual Harassment  Staff Handbook Chapter 11, p. 59 

Faculty Policy Manual Chapter 10, p. 67 

Annual Leave Policy  Staff Handbook Section 12.1, p. 63  

Sick Leave Policy  Staff Handbook Section 12.3, p. 68  

Faculty Policy Manual Section 11.1, p. 74 

Right to Inspect Public Records  2015/2018atalog  p. 3  

Drug-free Workplace  Staff Handbook Chapter 13, p. 97  

Tobacco Policy  Campus Tobacco Use Policy  LCC Website  

Family Educational Rights and Privacy 
Act (FERPA)  

2015/2018 Catalog  pp. 38-40 

Computer Use Agreement  Computer Use Policy  LCC Website  

Financial 

Finance and Administration  Finance and Administration Procedural 
Manual  

LCC Website  

Travel and Professional Dev. Travel and PDP Travel – pp. 1-19  
PDP – pp. 21-23 

Travel and Professional Development  Staff Handbook Section 12.9, p. 92  

Financial Aid – Title IV Code of 
Conduct  

2015/2018 Catalog  
Title IV-Code of Conduct 

pp. 52-53 
LCC Website 

Financial Aid Information Financial Aid  LCC Website 

Student Financial Assistance 
Satisfactory Academic Progress Policy  

Satisfactory Academic Progress Policy LCC Website  

Academic 

Student Code of Conduct  2016/18 Student Handbook  LCC Website  

Faculty Senate Bylaws Faculty Senate Bylaws 2012 LCC Website 

Student Government Bylaws Student Government Bylaws 2012 LCC Website 

Students Right-to-Know Policy  2015/2018 Catalog  pp. 18-19  

Academic Freedom  VP of Academic Guidelines 2016/2017 p. 11  

Academic Guidelines VP of Academic Guidelines 2016/2017 LCC Website 

Security 

https://luna.edu/media/page_files/BOT_Policy_and_Procedure.pdf
https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Faculty_Manual_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Faculty_Manual_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Faculty_Manual_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Faculty_Manual_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/CATALOG2015-2018.pdf
https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
https://luna.edu/media/pdf_files/Tobacco_Use_Policy_Approved_June_15__20101.pdf
https://luna.edu/media/page_files/CATALOG2015-2018.pdf
https://luna.edu/media/page_files/LCC_Computer_Use_Policy__Procedures_8-2015_1_1.pdf
https://luna.edu/media/page_files/Finance__Administration_Procedural_Manual_4-28-16.pdf
https://luna.edu/media/page_files/Finance__Administration_Procedural_Manual_4-28-16.pdf
https://luna.edu/media/page_files/Travel__PDP_Booklet.2.pdf
https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/CATALOG2015-2018.pdf
https://luna.edu/media/pdf_files/LCC_Title_IV_Code_of_Conduct.pdf
https://luna.edu/financial-aid/
https://luna.edu/media/page_files/SAP_Policy_2016.pdf
https://luna.edu/media/page_files/2016-2018_Student_Hand_Book_.pdf
https://luna.edu/media/page_files/Faculty_Senate_Bylaws_2012.pdf
https://luna.edu/media/page_files/Student_Government_Constitution_as_amended_11252014_1.pdf
https://luna.edu/media/page_files/CATALOG2015-2018.pdf
https://luna.edu/media/page_files/2016-2017AcademicGuidelines.pdf
https://luna.edu/media/page_files/2016-2017AcademicGuidelines.pdf
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Campus Security Emergency Action Plan LCC Website 

 

 

Core Component 2.A. 

2.A.  The institution operates with integrity in its financial, academic, personnel and auxiliary 

functions; it establishes and follows fair and ethical policies and processes for its 

governing board, administration, faculty and staff. 

 

LCC’s Financial Functions are conducted ethically and responsibly: Updated 
As a state institution, LCC is subject to the State of New Mexico fiscal rules. The New Mexico Legislative 

Finance Committee through the New Mexico Higher Education Department guide financial integrity for 

all institutions of higher education. In addition, an annual audit of LCC’s financial records is conducted by 

an independent auditor pursuant to NMSA 12-6-3 which states, “The financial affairs of every agency shall 

be thoroughly examined and audited each year by the state auditor, personnel of his office designated by 

him or by independent auditors approved by him.”   

 

LCC is committed to fair and ethical practices and to be transparent in its financials by maintaining open 

communications in its authority to budget and expend public funds. The 2016 annual audit received an 

unmodified opinion with 8 findings as published by the New Mexico Office of the State Auditor.  

As presented in the annual audit, findings are associated with the LCC Foundation. The College 

acknowledges that issues with the Foundation existed and were expeditiously addressed with the 

Foundation Board. As a component unit of Luna Community College, the Foundation operates under the 

direction of its Board. Upon findings, the Foundation Board took decisive action and immediately took 

control of the Foundation day-to-day operations, conducted its own investigation, and reported to the 

President and reported concerns to the New Mexico State Auditor. Currently, the Foundation Board 

controls the Foundation activity and has addressed concerns raised in the audit. An additional concern 

identified in the 2016 audit is asset management. LCC has established policies and procedures to ensure 

that the College safeguards its assets and is in compliance with state and federal laws and regulations. 

Increased training was made as a recommendation when findings showed 1 out of 40 times that a 

purchase was made without a purchase order (p. 52). In cash disbursement testing, one finding 

indicated that 1 receipt was not attached to a meal expense. Both findings recommended that the 

College increase training to all involved in the purchasing process.  The Finance department provides 

training for new employees and a minimum of one training every year to all of those involved in the 

purchasing process.  Reminder emails are sent to all staff regarding the procurement process and 

necessary due dates. See Appendix 2.A.1 for a sample of training participation.  In addition, there is a 

number of staff beginning with the Academic Director through Administration that review all 

procurement paperwork prior to signing forms such as Travel requests; Academic departments approve 

all requisitions for purchase through the CARS system, and Procurement reviews the purchase prior to 

creating a Purchase Order.  

 

The College has established a variety of financial policies and procedures to ensure that the College 

safeguards its assets and is in compliance with state and federal laws and regulations.  

https://luna.edu/media/page_files/Emergency_Action_Plan.pdf
https://www.saonm.org/audit_reports/detail/10557
https://luna.edu/media/page_files/Finance__Administration_Procedural_Manual_4-28-16.pdf


 

14  

  

 

Luna Community College operates within the integrated system of financial policies, procedures, and best 

practices congruent with New Mexico statute, and BOT policies to ensure the accountability of assets and 

the accuracy of financial reporting.   

  

The College relies on its employees throughout the organization to manage and account for institutional 

assets and best use of institutional resources. Additionally, financial processes and transactions are 

regularly audited by external professional staff, and the College actively addresses and resolves noted 

weakness. Policies and procedures are monitored and regularly updated in response to changing 

standards and specific requirements. Policy updates are memorialized in BOT minutes and in appropriate 

policy manual.  

 

Policies and procedures assure that individuals purchasing or otherwise using institutional funds do so 

ethically, responsibly, and in keeping with the best practices in higher education. Purchasing and 

Procurement procedures establish processes for the acquisition of goods and services. LCC’s procurement 

policies also identify those individuals who have signatory authority to execute contracts. To promote 

compliance with the Code and safeguard public funds, the Legislature enacted a provision requiring 

Agencies to designate a person with knowledge of procurement processes to make purchasing decision 

and determinations. Under the new provision, CPOs have been empowered to make procurement 

decisions without the threat of executive override or reprisals for raising concerns regarding particular 

transactions. As of July 1, 2015 and pursuant to NMSA 1978 Section 13-1-95.2 (2013) only an Agency’s 

CPO may make procurement determinations (such as exceptions under the Code); issue purchase orders; 

authorize small purchases; and approve procurements. Persons using procurement credit cards may 

continue to issue POs and small purchases. The CPO is empowered by to make procurement decisions 

without the threat of executive override or reprisals for raising concerns regarding particular transactions.   

 

Policies and procedures also provide ethical and responsible stewardship of the institution’s capital 

resources. Provisions on how capital property is to be purchased, controlled, inventoried, transferred, 

and sold are fully addressed through purchasing and procurement policies. Those who contract with LCC 

are required to follow institutional policies and applicable state and federal laws.  

Asset Inventory 
As indicated in the 2016 annual audit, inventory and the disposition of assets has remained problematic 

for the institution. In accordance with state statute: Capital asset inventory: (1) The Audit Act (12-6-10 

NMSA 1978) requires agencies to capitalize only chattels and equipment that cost over five thousand 

dollars ($5,000). All agencies shall maintain a capitalization policy that complies with the law. Older assets 

that were capitalized and added to the inventory listing under previous lower capitalization thresholds 

shall remain on the listing until they are disposed of. (2) Agencies shall conduct an annual physical 

inventory of movable chattels and equipment on the inventory list at the end of each fiscal year in 

accordance with the requirements of 12-6-10 NMSA 1978. The agency shall certify the correctness of the 

inventory after the physical inventory. This certification shall be provided to the agency’s auditors. The 

IPA shall audit the inventory listing for correctness and compliance with the requirements of the Audit 

Act.  

 

https://luna.edu/media/page_files/BOT_Policy_and_Procedure.pdf
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In 2016, the institution disaggregated the duties of procurement/inventory/warehouse manager to the 

Procurement Manager and Motor pool /Warehouse Manager. While the institution has made several 

attempts under the previous departmental structure, accurate accounting of assets identified in the asset 

management database was poor at best. Staff turnover, employee absence, and lack of attention to 

database upkeep contributed to the conundrum facing the College.  While the project has been daunting, 

the institution is confident the result of the intensive inventory redress and implementation of a new asset 

and inventory management system will greatly improve the accuracy of reporting.  

 

In February of 2017, Luna Community College secured the service of Asset Services, a third-party vendor 

to assist the College in reconciling its inventory and providing an accurate accounting of assets and 

institutional inventory. See the following the progress to date.  

 

 

 

 

LCC’s academic functions are conducted ethically and responsibly.    
The central role of faculty members and academic professionals in creating a culture of mutual respect 

has led to policies which define expectations for ethical and responsible conduct.  

 

The academic areas are guided by the 2016/2017 Academic Guidelines and the Faculty Handbook, which 

are supported by the mission statement and tenets of the faculty senate. Workplace ethics trainings are 

Inventory/ Asset 

Goal: 

July 2017

Accurate 
Inventory and 

Asset 
accounting 
complete

•Institutionalization of Inventory 
reconcilliation based on Asset Services 
report

•To date approximately 4,000 man hours 
have been allocated to the project

•Implementation of new inventory and 
management software - underway

•Final report for BOT approval for 
submission to State Auditor - July 2017

•Disposition of assets through auction

https://luna.edu/media/page_files/2016-2017AcademicGuidelines.pdf
https://luna.edu/media/page_files/LCC_Faculty_Manual_Updated_7-30-14.3.pdf
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provided by the institution and subject to mandatory attendance.  There are four in-service weeks each 

academic year. In October and December of 2016, workshops were provided to improve teambuilding 

skills and establish a trust base among faculty and administration.  (See Appendix 2.A.2: In-service 

sample for December 2016) 

In accordance with Chapter 21, Article 1B-1 NMSA1978, the New Mexico Higher Education Department 

has established policies to guarantee successful transfer of completed core courses between New 

Mexico postsecondary public institutions. LCC’s associate degree programs are embedded with the 

General Education Core Course Transfer Curriculum.  

Several grant-funded programs are bound to statutory guidelines set forth by the granting agency. These 

programs are subject to on-site review and annual audit. For example,  Title V is subject to the 

guidelines established by the U.S Department of Education; and Adult Basic Education program is 

monitored by the New Mexico Higher Education Department – ABE Division. The grantors of these 

programs provide the parameters that guide the ethical conduct of the funded agencies. In August 2016 

the Adult Basic Education Program underwent audit by HED with no finding of asset loss. Furthermore, 

HED assisted the institution with the transition of its new program director. The program is flourishing 

under the new leadership with greater camaraderie between the director and staff than previously 

existed in the department.  

In July 2016, the College had change in its Chief Academic Officer. The change has resulted positively 

with improved communication and shared governance under her purview. The Vice-president of 

Academics has established a number of committees to increase participation at all levels of employee to 

engage in institutional development. These committees are cross representational to engage all 

employee stakeholders and to establish buy-in at all levels. An example of cross-representational 

committee is the Instructional Technology Committee; representation includes academic faculty (full 

and adjunct), technology, and safety departments. The Academic Advisement Committee is comprised 

of Faculty and Staff. These are but a few examples of the institutions more inclusive make-up of its 

committees.  

LCC’s personnel functions are conducted ethically and responsibly.  
The Office of Human Resources (OHR) is responsible for recruitment, retention, and development of the 

workforce at LCC, as well as responsible for payroll, compensation, benefits, and compliance with its 

nondiscrimination policies in all personnel and employment matters. All personnel functions are carried 

out in compliance with local, state, and federal laws in a manner consistent with best practices in higher 

education and institutional policy.  

The Employee Handbook and the Faculty Manual contain the policies that direct how personnel-related 

functions are performed and ensure that those functions are carried out transparently, ethically, and 

responsibly. Any change to the expectation of performance through updated policy are approved by the 

Board of Trustees and communicated to employees through the Human Resource department and in 

the Faculty and Employee Handbooks. The change is dated in the appropriate section.  For employees in 

positions within the financial, procurement, and business services area, the information in this section 

supplements information provided in manuals provided in the aforementioned. Additionally, state and 

federal regulation supersede any policy covered or not covered in these handbooks.   

http://www.hed.state.nm.us/institutions/general-ed-core-course-transfer-curriculum.aspx
http://www.hed.state.nm.us/programs/abe-division-program-service-area-map.aspx
http://www.luna.edu/media/pdf_files/LCC_Employee_Handbook_Adopted_Date_11-17-10.pdf
https://luna.edu/media/page_files/LCC_Faculty_Manual_Updated_7-30-14.3.pdf
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LCC promotes equal opportunity through affirmative action in employment and educational programs 

and activities. Discrimination is prohibited on the basis of race, color, religion, national origin, 

citizenship, sexual orientation, gender, age, disability, and veteran’s status. Equal employment 

opportunity includes, but is not limited to, recruitment, hiring, promotion, termination, compensation, 

benefits, transfers, professional development training, education, tuition assistance, and social and 

recreational programs. See the policies table.  

The LCC Staff Handbook provides guidance to professional and support staff in reference to ethical 

standards, professional practice, and the moral framework within which the institution operates. 

The Staff Handbook and Faculty Manual have been modified within the past couple of years. Refer to 

the following for the policy changes: 

Policy Area Publication Section Date Adopted Page # 

Temporary Employee 
(Short-Term Employee) 

Staff Handbook 
 

5.2.6 12-8-2015 29 

Employee Training 
Opportunities 

Staff Handbook 
Faculty Manual 

4.2.5.2.1 
4.2.5.2.1 

01-12-2016 
01-12-2016 

20 
20 

Proper Use of LCC 
Letterhead/Official 
Letter of Employment 
Verification and Letter 
of Recommendation 

Staff Handbook 
Faculty Manual 

Chapter 15 
Chapter 13 

3-30-2016 
3-30-2016 

107 
108 

Payroll Staff Handbook 6.5 3-30-2016 38 

Anti- Nepotism Staff Handbook 
Faculty Manual 

5.11 
5.11 

10-18-2016 
10-18-2016 

34 
33 

 

For the purpose of transparency and to inform those seeking employment at LCC is publicly available 

through the web and various and govern all positions within the institution. Essential job functions for 

the position are determined before a position is open for recruitment and all job announcements are 

made through the OHR. LCC’s Employment application begins with the Equal Employment Opportunity 

and Affirmative Action statement.  

The College utilizes interview committees consisting of unit supervisors and randomly selected staff and 

faculty. Qualified candidates are scored based upon their response to prepared interview questions and 

results are then forwarded to the Office of the President for review and approval. Once the job offer has 

been accepted, drug testing is performed. In the event of a dire institutional need, the President is 

sufficiently autonomous to seek and offer emergency short term employment to mitigate the 

institutional need.  

Performance review and promotion processes are outlined in the Faculty and Employee handbooks. In 

instances where the performance review of an employee is unsatisfactory, policies require the 

establishment of an individualized performance improvement plan to help guide the employee back to a 

level of satisfactory performance. Failure to achieve satisfactory performance through the individualized 

performance improvement plan may result in dismissal from the institution. 

http://luna.edu/employment/
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As required by federal and state laws, LCC observes all provisions of the Family and Medical Leave Act, 

participates in Worker’s Compensation (p.80 of Staff Handbook) program, and complies with the 

Americans with Disabilities Act of 1990 (as amended in 2008).  

Internal and external audits are conducted annually assessing policy implementation and processes. 

Information regarding audit outcomes is available through the OHR. As noted earlier, the BOT is in the 

process of revision of their policies. Upon completion of BOT Policy revision, the intuition will then move 

to reviewing and revising its Faculty and Staff Policies with representation from various levels of 

personnel directly affected by policy revision. Upon completion, the Staff and Faculty policies will be 

presented to the BOT for approval.  

Diversity 
Recognizing that the College serves a diverse population consisting of individuals of various racial, ethnic 

and religious backgrounds, as well as students with special needs, the College shall serve as a catalyst for 

cross-cultural awareness and collaboration, and shall make available to its students, faculty and staff 

opportunities for participation in the cultural arts, as well as sports and recreation as defined in the 

Employee Handbook; Institutional Goals 1.4.6. 

 Luna Community College believes that cultural and social diversity contributes to the richness and 

vitality of the educational and employment experiences of the College community. Diversity statistics 

are discussed in Criterion1.C.2 

College Leadership 
The following organization chart represents the College leadership at Luna Community College:  

 

https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
file://///10.1.150.4/users/dtrujillo/Employee%20Handbook%20Page%202
file://///10.1.150.4/users/dtrujillo/Employee%20Handbook%20pg%207
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Ethical and responsible conduct of administration, faculty, and staff are guided by policies established by 

the Board of Trustees.  

LCC’s auxiliary functions are conducted ethically and responsibly 
Auxiliary definition as provided by HLC: denote activities and services related to but not intrinsic to 

educational functions: dining services, student housing, faculty or staff housing, intercollegiate athletics, 

student stores, and a Public Radio station.  

LCC’s auxiliary functions include the Bookstore, Small Business Development Center, Café de Luna, and 

athletics. The Bookstore is owned and operated by the College in support of students and staff. Section 

12-1-98E of the New Mexico Statutes allows the Bookstore to purchase books and periodicals from the 

publishers of copyright holders.  

Café de Luna provides food and beverage services to students, faculty, and staff.  The Bookstore and 

Café de Luna managers report directly to the Assistant to the President. Processes to ensure ethical 

management of service and fiscal resources include annual audit of inventory, and internal audits 

submitted to the Warehouse Manager in charge of inventory management. These internal measures 

ensure the BOT as well as the public that College funds are being utilized and reported appropriately. 

http://www.luna.edu/bookstore/
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Luna Community College’s Small Business Development Center (SBDC) operates through a grant, funded 

in part by the U.S. Small Business Administration and the State of New Mexico. SBDC staff are 

employees of the College and subject to all rules, operational guidelines and personnel requirements. 

The mission, values, and vision statements, as well as strategic goals, serve the common objective of 

client success. All new employees of SBDC are required to complete ethics training at the New Mexico 

SBDC office in Santa Fe. 

Athletics 

Luna Community College is a member of the National Junior College Athletic Association (NJCAA). LCC is 

part of Region V and participates in Division II of the NJCAA. LCC competes in men’s baseball and 

women’s softball. The College holds student athletes to high standards of ethical and moral behavior as 

ambassadors of the school.  

Data Security and Access 

To ensure the security of data, employees are only given access to that data necessary to perform their 

job duties. Access levels are determined at the origination point for which access is requested.  

Institutional technology resources are provided for use to students, faculty, and staff of the institution. 

In compliance with the User Agreement Policy; all resources are to be utilized in a respectful, efficient, 

ethical, and lawful manner. LCC has established specific guidelines for use of its resources. Computer 

Use Policy includes: 

 User Agreement 

 Sanctions 

 Acceptable Use of the Internet and Campus Networks 

Summary for Component 2.A. 

Luna Community College’s policies and processes address all aspects of the institution’s operations and 

ensure ethical and responsible conduct in financial, academic, personnel, and auxiliary functions. The 

institutions functions are consistent with higher education best practices and through its actions and 

processes create a welcoming environment that nurtures growth of its employees, students, and assures 

the public that LCC operates with integrity. 

 

Core Component 2.C. 

2.C. The Governing Board of the Institution is sufficiently autonomous to make decisions in 

the best interest of the Institution and to assure its integrity. 

 
As established by the Legislature, the fundamental organizing principle of the New Mexico community 

College system is local control. Luna Community College is governed by a seven member Board of 

Trustees (BOT). Fair and equitable opportunity is ensured through the representation of one trustee 

from each of the seven member districts. The New Mexico Community College Act (21-13-10 Board 

Duties) provides the BOT authority, responsibility, rights, privileges, powers and duties to govern LCC. 

The BOT defines and upholds the vision and mission of the College. Its responsibilities encompass: 

1) appointment and evaluations of the LCC President;  

2) governance of LCC including oversight and budget approval, approval of tuition and fees, approval of 

http://www.nmsbdc.org/lasvegas/
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programs and degree requirements, approval of academic and master facility plans, and establishment 

and approve policies and procedures.   

Prefaced in the current BOT Policy Manual “Policies and procedures have been developed to provide 

governance and direction for the College: policies and procedures also serve to facilitate and increase 

the communications that are essential to the overall health of the College.”  

Each elected member of the Board signs an Oath of Office prior to becoming a Board of Trustee for Luna 

Community College. The Board is independent of external authority holding only accountable to its 

constituents, the State, and Federal governments in its capacity to uphold the Code of Ethics, and set 

policies for the College and its employees.  

In July of 2016, the institution received notice of Enhanced Fiscal Oversight from the New Mexico Higher 

Education Department (HED) as a result of numerous anonymous complaints and derogatory media 

accounts. The College openly complied with all requests. The challenge was significant as the institution 

had limited staff resources to dedicate to the onslaught of records requests. 

The special audit concluded after approximately eight weeks allowing the institution the opportunity to 

respond to concerns. The institution felt very confident in its ability to address concerns that led to the 

Enhanced Fiscal Oversight.  

As an oversight body responsive to the needs of its constituents, the Board of Trustees (BOT) took 

decisive action in March 2017 to solicit a request for proposal to assist the Board with 

updating/rewriting BOT policies. The Board Policy Committee had more than 4000 hours invested in the 

process of updating policies before they hired a consultant to assist them with policy completion by July 

2017. The aggressive timeline provided by the consultant will help the BOT revise and update policies 

that are no longer relevant; it will also address much needed issues not previously covered under BOT 

policy.  (See Appendix 2.C.1: Policy Outline) 

Additionally, the Board of Trustees realized that policy changes to hiring and more specifically nepotism 

under previous and current administration could be perceived as favoritism. While it was not the intent 

of the BOT to project unfair employment practices, it was a means by which to improve opportunity for 

all qualified applicants to compete for employment.  

2.C.1 The governing board’s deliberations reflect priorities to preserve and enhance the institution. 

 
Holding responsible to its duties as defined under the New Mexico Community College Act and to its 

constituents, the BOT upholds the vision and mission of LCC by executing its responsibility to:  

 Employing, evaluating, and supporting the President as the institutional leader 

 Setting budgets and monitoring the fiscal health of the College 

 Setting and monitoring policy direction 

 Attending meetings; and 

 Advocating for the College 

Las Vegas, the largest community in the LCC service area with a population of roughly 13,000 must draw 

from the limited talent pool. Previously, Luna Community College had one of the most stringent policies 

regarding the hiring of BOT and President family members.  The policy created a hardship in regard to 

https://luna.edu/media/page_files/BOT_Policy_and_Procedure.pdf
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large generational families who have roots in the community. Much of the community has some familial 

relationship and while the intent was not to create an employment agency for family it was determined 

that in some instances the most qualified applicant was not considered because he or she might have 

ties to a Board member or the President. With this in mind, the previous administration modified the 

hiring policy to allow the hiring of BOT family members. In October 18, 2016, the BOT extended the 

policy to cover the President and members of his family.  

Since concerns were addressed in the institutions response to the audit, the current BOT moved to once 

again amend its nepotism policy to exclude the BOT and President from initial employment of 

immediate family members. HED made recommendation that the policy read to the 4th degree. 

Implementation would significantly limit the applicant pool of potential employees in classified and 

unclassified positions. As noted in the aforementioned many generational families reside within each of 

the communities served by the College.  The following policy is in place:  

5.11 Anti-Nepotism (Updated October 18, 2016) 5.11.1 The President shall not initially employ or 

approve the employment in any capacity of a person who is the spouse, father, father-in-law, mother, 

mother-in-law, son, son-in-law, daughter, daughter-in-law, brother, brother-in-law, sister or sister-in-law 

of the President or of a member of the Board of Trustees of Luna Community College.  

 

5.11.2 Nothing in this Policy shall prohibit the continued employment of a person employed on or before 

October 18, 2016.  (Staff Handbook, p. 34.) 

 

2.C.2 The governing board reviews and considers the reasonable and relevant interests of the 

institutions internal and external constituencies during its decision-making deliberations 

 
Authority of the BOT is governed by the New Mexico Community College Act (NMCCA 1978) and by the 

authority of the New Mexico Legislature. The organizational structure of the Luna Community College 

Board of Trustees provides opportunities for thoughtful deliberations by the entire Board on 

institutional priorities. Four Board committees, each consisting of one chairperson and one additional 

BOT, and institutional personnel (as assigned), engage in thorough review of actions to be 

recommended to the entire BOT for approval. These committees act as an advisory to the governing 

board and do not have authority to take final action on items.  

The College takes seriously its responsibility to act in a fair and transparent manner, engaging 

stakeholders through shared governance. The institution has made significant strides moving from 

departments working in silos to an institution where the collective forward progress is far greater than 

that of the individual or department. The greatest cultural change institutionally is in the trust we 

regained, camaraderie, focus on student satisfaction and completion, faculty and staff engagement, and 

community confidence. 

The following Board meetings were conducted in 2016 to Present. See meeting minutes in Appendix 

2.C.2.   

Year Meeting Type # 

2016 Regular Board Meetings 5 

2016 Special Board Meetings 12 
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2016 Work Sessions 3 

2017 Regular Board Meetings 3 

2017 Special Board Meetings 2 

2017 Work Sessions 2 

 

The Board may establish standing committees and, from time to time, ad hoc committees to engage in 

review of matters coming before the board and to enhance the productivity and actions of the Board at 

its duly called meetings. Each committee is chaired by a member of the Board.  The following 

committees are in place:  

The BOT Executive Committee 

 Consults with the President on general personnel policy planning, and implementation between 

board meetings. 

 Reviews long‐range planning benchmarks for completion and analyzes environmental threats 

and opportunities. 

 Ensures that collaboration and teamwork are maintained within the Board. 

 Reviews and recommends the revision of personnel policies to protect student and employee 

rights and obligations. 

 Ensures that approved administrative procedures for exhaustion of administrative remedies are 

completed prior to Board review. 

 Ensures that hiring policies provide equal opportunity to all applicants, with the intention of 

hiring the best qualified. 

 Refers outside complaints about the College and its operations to the President to research, 

investigate and determine the appropriate course of action. 

 Periodically reviews mission statement of Board to clarify educational program and 

responsibilities of the College to the local and state constituencies. 

 Audit/Finance Committee. 

 Ensures that long range financial planning occurs. 

 Ensures that trustees are kept informed on financial matters. 

 Ensures that the College complies with all audit requirements. 

 Ensures that the annual budget is developed in a timely manner. 

 Ensures that the College’s investment policies meet all statutory requirements. 

 Reviews and makes recommendations on tuition and fee rates for resident and non‐resident 

students. 

 Reviews proposed budget adjustments and requests for capital expenditures. 

Facilities Committee 

 Ensures that long range planning occurs for land and facilities. 

 Ensures that an ongoing schedule is developed for physical maintenance of College property. 

 Ensures that new facilities are provided and older facilities are rehabilitated or removed as 

necessary. 
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Education Committee 

 Reviews and recommends educational programs and strategic planning goals to assure 

alignment with accreditation requirements of HED, program accreditation, and the Higher 

Learning Commission. 

Policy Committee 

 Reviews policies and proposed policies which have significant impact on  institutional programs 

and activities, to recommend appropriate action to the Board and to monitor results.  

The responsibilities of the Policy Committee include review of the Board of Trustees Bylaws: the  Board 

of Trustees Policy Manual; Board-approved documents such as the Bylaws for Academic Governance 

and Academic Freedom for Students at Luna Community College; the Ordinances; any proposed changes 

to Board-approved policies; and such other matters that shall be determined by the Board.   

Formal approval for recommended actions occur at Board of Trustee meetings. The leadership of the 

Board is determined through election by members. Reorganization of the BOT occurs at each open 

election per the New Mexico Community College Act.  

The Board establishes goals to ensure the College fulfills its mission and vision while operating 

transparently within its guiding principles.  

To aid the BOT in its consideration of internal interests the Associated Student Government (Student 

Government Bylaws) President serves in an ex-officio capacity of the LCC Board of Trustee. Although the 

ex-officio member does not have voting privileges he/she is allowed to participate and encouraged to 

engage in the discussions with the governing board and provides monthly updates. 

The Faculty Senate addresses the Board on matters that fall within its purview to represent the interest 

of the Faculty.  

An examination of BOT agendas and minutes will reflect appropriate execution of BOT expected 

oversight and fulfillment of its legal and fiduciary responsibilities. See Appendix 2.C.2. 

 

 

2.C.3 The governing board preserves its independence from undue influence on the part of donors, 

elected officials, ownership interests, or other external parties when such influence would not be 

in the best interest of the institution. 

 
Trustees sign an Oath of Office when their terms commence. The Oath of Office supports the LCC Board 

of Trustee’s Policy and Procedure Manual and the Community College Act, NMSA 1978 Sections 21-13-1, 

et seq. as amended and by NMSA Article 10-16-3 Ethical Principles of Public Service: certain official acts 

prohibited; penalty. (2011) 

To preserve the independence of the Board from undue influence, the Board is guided by BOT Ethics 

Policy which explicitly guides BOT to act responsibly, ethically, and serves to protect the institution, 

public constituents, students, faculty, staff, and the State of New Mexico by their conduct.   

https://luna.edu/media/page_files/Student_Government_Constitution_as_amended_11252014_1.pdf
https://luna.edu/media/page_files/Student_Government_Constitution_as_amended_11252014_1.pdf
https://luna.edu/media/page_files/Faculty_Senate_Bylaws_2012.pdf
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Luna Community College has an endowment Foundation which operates separately from the College 

with its own Board of Directors and an Executive Director. The Foundation's role in its relationship with 

the College is primarily to provide scholarships and stipends to financially needy and academically 

responsible students. Presently, the Foundation Board is in control of it day-to-day operations when 

concerns arose under the previous Foundation Director. The Foundation provides scholarships to 

students who meet the requirements set forth by the Foundation Board. 

 

2.C.4 The governing board delegates day-to-day management of the institution to the 

administration and expects the faculty to oversee academic matters. 

 
By policy, the BOT delegates the day-to-day management of the institution to the College President. The 

Board exercises authority to appoint, employ, dismiss, and determine compensation for the president 

under NMSA1978 Sections 21-13-10 and through the BOT policies 2.02 Duties of the Board of Trustees.  

The Board adopts policies for the College. The President, as chief executive officer as defined in the 

Employee Handbook 3.2.2, carries out these policies and reports directly to the Board, NMSA 1978 21-

13-1 et. seq. The President is responsible for the overall direction of the College while implementing the 

policies, rules, and regulations imposed on the College by the Board and the applicable law. The 

President is delegated the authority to appoint persons to all positions within the institution and 

approves all faculty and staff changes, subject to LCC policies and practices. 

The senior leadership of the College directs and manages operations through the organizational 

structure and through coordination and collaboration among administration, faculty, and staff. The 

Administration leadership consists of the President, Vice President of Finance, Vice President of 

Academics, Human Resources Director, and the Assistant to the President. Each morning they meet to 

discuss institutional initiative and operations.  An extension of the administration team, the Lead 

Advisory Team (LAT), is leadership across the institution.   In July 2016, a leadership retreat was held for 

this team to address broad institutional issues.  Recommendations were made by the team for the Fall 

2016/17 academic year.  See Appendix 2.C.4.1: Retreat Agenda. 

The Vice President for Academics, under the direction of the President, has the primary responsibility 

and authority for the supervision and development of learning programs and services. As an important 

part of the process, the Vice President for Instruction works directly and closely with academic directors 

and faculty in the development and support of programs. At the department level with faculty and 

directors, program and course proposals are developed, reviewed by the Vice-President for Instruction 

and submitted for Board approval.  

Summary Criterion 2.C. 

The deliberations of the Luna Community College Board of Trustees reflect priorities that serve to 

preserve, promote, and enhance the institution. By virtue of its state-established responsibilities, LCC 

BOT must review and consider the reasonable and relevant interests of the internal and external 

constituencies in its decision making. By state statute the Board is protected from undue influence on 

the part of donors, elected officials, or other external parties when such influence would not be in the 

best interest of the institution. Through the establishment of specific and published policy (BOT Policy 

Manual), LCC Board of Trustees has delegated the day-to-day management of the institution to the 

College President. State statute and Board policy communicate the expectation that the faculty provide 

https://luna.edu/foundation/
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oversight to academic matters. These observations demonstrate that the Luna Community College 

Board of Trustees, the governing body of Luna Community College, is autonomous in making decision in 

the best interest of the institution and to assure the Board of Trustee integrity.  

Summary Criterion 2 

Luna Community College operates with integrity and follows ethical policies and practices. The College 

has established procedures and practices that ensure ethical and responsible behavior by its leaders, 

faculty, staff, and students in fulfilling the institutions mission. The policies and procedures are the 

mechanisms by which the institution ensures proper checks and balances, and sanctions of an institution 

that values fairness, honesty, and transparency in all its activities. As a state institution, LCC is subject to 

the State of New Mexico fiscal rules and is clearly demonstrated in it Finance and Procedural Manual. All 

federal and state laws regarding functions of human resources are followed with a commitment to 

treating all employees and prospective employees with fairness and respect. The College presents itself 

to the public in a number of ways; however, the institutional website, catalog, and newsletter serve as 

primary information resources programs, requirements, faculty/staff information, cost, control, and 

accreditation.  

The Board of Trustees is independent of external influence and operates under the authority of the state 

government in its capacity to enforce New Mexico statutes, including Code of Ethics and Policies for 

Public Officials and Employees. Delegation of personnel and budget authority to the College President 

provides the latitude necessary with respect to his responsibilities which include daily operations and 

business processes.  

Policies evidenced in the attachments provide for a culture supporting freedom of expression in 

teaching and learning. These policies protect academic freedom and promote excellence within its 

responsibility to educate a workforce that is culturally responsive, to foster student engagement in 

policy making and politics of their communities, to promote life-long learning through inquiry, and to 

create a climate where individuality is accepted and valued. 

Criterion Five, Resources, Planning and Institutional Effectiveness  

RESOURCES, PLANNING, & INSTITUTIONAL EFFECTIVENESS The institution’s 

resources, structures and processes are sufficient to fulfill its mission,… 

 

“Creating Opportunities for You” is the inspiration behind how the College decides how to allocate 

resources, goals and ensure the institution is effective. The focal point for the structure and process of 

resource assessment and efficient use thereof is the student while creating the optimum opportunity to 

meet the personal goals of the students. In planning for continuous improvement of educational 

offerings, the aim remains to expand the opportunities in learning that are responsive to current trends, 

anticipate global demands and are flexible to the population served. Inclusive long-range planning and 

data driven decisions are key to improvement and preparation to continue to be responsive and 

responsible to our students and other stakeholders.  

Luna Community College has built tradition, commitment, and progress into its institutional 

effectiveness and reputation. It has done so by effective planning and advocating for resources from 

federal, state, and local entities. LCC has traditionally received strong support from its legislative 

delegation to bolster the resources necessary to improve operations, programs, facilities, and 
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equipment. The investment in LCC has been supported by local taxpayers, program evaluators, students, 

faculty, staff, alumni and legislators. The institution’s goals are outlined in its strategic plan.  Three 

Directions comprise the strategic plan: 

Direction 1: Deliver Quality Education for Student Success  

Direction 2: Student Persistence, Retention, and Completion  

Direction 3: Effective Communication 

Nine strategic goals along these Directions are designed to ensure that the College meets its mission, 

results in transformational growth to meet the vision, and acts as a guide for individual department 

activity to ensure a cohesive direction and guide activities. All departments work toward these goals. As 

a result, the emphasis is on strategic planning, dedication to the institution’s mission, and being 

professionally assertive and innovative to secure needed funding. 

Core Component 5.A. 

THE INSTITUTION’S RESOURCE BASE SUPPORTS ITS CURRENT EDUCATIONAL PROGRAMS AND ITS PLANS 

FOR MAINTAINING AND STRENGTHENING THEIR QUALITY IN THE FUTURE. 

 

Core Component 5.A.1.  

THE INSTITUTION HAS THE FISCAL AND HUMAN RESOURCES AND PHYSICAL AND TECHNOLOGICAL 

INFRASTRUCTURE SUFFICIENT TO SUPPORT ITS OPERATIONS WHEREVER AND HOWEVER PROGRAMS ARE 

DELIVERED. 

 

Luna Community College allocates its operating budget (Appendix 5.A.1) to HED bor approval based 

upon its strategic plan. Facilities and technological infrastructure have been a significant part of LCC’s 

efforts to organize its resources for the improvement of student learning. Funding from grants has 

played an important role supporting the quality of our educational programs. The College is dedicated to 

student financial support to provide students a quality education and related support services.  

Luna Community College is an equal opportunity employer that provides compensation, benefits, and 

professional development opportunities for all employees. The New Mexico State Legislature conducts 

interim committee hearings each year to take testimony from College leaders regarding the operations 

and educational and related needs of their institutions. Then, during an annual legislative session, a 

budget, according to conservative revenue estimates is considered and approved. Once signed into law 

by the Governor, we are notified by the higher education department of our approved budget. Then, 

faculty, support personnel, and administrative staff work together to determine annual departmental 

budgets. Faculty and support personnel are asked to submit a needs assessment list to administrative 

directors which goes through a review by them. The budget is based on the needs of overall campus 

operations, each academic and vocational program, and student and staff comfort and safety.  

When the budget is approved by the President, Board of Trustees and Higher Education Department, 

the Chief Financial Officer (CFO) then distributes approved budgets to each program based on needs for 

instruction, teaching materials, consumables, equipment, license fees, and professional development. 

https://luna.edu/media/page_files/LCC_Strategic_Plan_2013-2018.pdf
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Effective use of our resources is an essential part of continuing our success at Luna Community College. 

We continue to improve our departments for the success of our students.  

Technology  

Luna Community College’s Information Technology Services provides service to Students, Faculty, and 

Staff at the Main Campus, and its Satellite and site locations. This service consists of workstation 

installations and support, software installations and support, and other network services.  

LCC has eleven (11) primary buildings that are currently connected to the main infrastructure. Three 

other buildings will complete the Main Campus backbone. A 100 megabyte Internet service is provided 

to the Main Campus via fiber connection from Albuquerque to Las Vegas. This is the primary feed to the 

Internet for the Main Campus and the supported Satellites and sites. 

LCC’s Satellites and sites are connected through VPN or Point‐to‐Point connections. Springer is 

connected via a 20 megabit point-to-point fiber connection; Mora via VPN over 40 megabit DSL; and 

Santa Rosa via VPN over 50 megabit DSL. 

The following buildings have student technology access:  

 Health Occupations Building – 4 Student Lab/Access areas  

 Media Arts Building – 1 Student Lab/Access area  

 Education/Preschool Building – 1 Student Lab/Access area  

 School of Business/Humanities Building – 4 Student Lab/Access areas  

 Student Services Building – 1 Student Lab/Access area and 1 Faculty Training Center  

 Learning Resource Center – 1 Student Lab/Access area and General computer access area 

(Public and Student)  

 Adult Education Building – 1 Student Lab/Access Area  

 Technologies Building – 4 Student Lab/Access Area  

 Administration Building – 1 Student Lab/Access area 

 Springer Satellite – 2 Student Lab/Access areas  

 Santa Rosa Satellite – 2 Student Lab/Access areas  

 Mora Extension – 1 Student Lab/Access area and 1 General Public Access area  

 Pecos High School – 1 Student Lab/Access area  

Commercially available software packages are mostly used for faculty and staff across campus for 

operation and instruction.  

The IT department oversees the implementation and operations/scheduling of the ITV services. There 

are several ITV locations located within the Main Campus and several that service the outlying satellites 

and sites. ITV will be replaced with alternative web conferencing tools starting Fall 2017.  In addition, 

Distance Learning operations and support will be moving to the IT Services Department in Fall 2017.  

Core Component 5.A.2. 
THE INSTITUTION’S RESOURCE ALLOCATION PROCESS ENSURES THAT ITS EDUCATIONAL PURPOSES ARE 

NOT ADVERSELY AFFECTED BY ELECTIVE RESOURCE ALLOCATIONS TO OTHER AREAS OR DISBURSEMENT 

OF REVENUE TO A SUPERORDINATE ENTITY.  
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LCC’s educational purposes are adequately funded, and the College does not allocate resources to non-

educational purposes to the detriment of its academic objectives. LCC budgets its programs in 

accordance with provisions in the College’s strategic plan, and funds are allocated to existing programs 

in response to objectives developed by departments throughout the College.  

Resource allocation is driven by the department needs and students’ needs assessments. There are no 

elective resource allocations to other areas as budget adjustments are authorized by each department 

director and focus on student needs. Directors request an operating budget based on needs of each 

program with justification. Directors request budget input from faculty, and after review and curriculum 

alignment, the budget is presented first to the VP of Academic, the  CFO, President, and then for 

approval by the Board of Trustees. 

Core Component 5.A.3. 
THE GOALS INCORPORATED INTO MISSION STATEMENTS OR ELABORATIONS OF MISSION STATEMENTS 

ARE REALISTIC IN LIGHT OF THE INSTITUTION’S ORGANIZATION, RESOURCES, AND OPPORTUNITIES.  

Planning processes are a major factor in ensuring that the College is keeping in line with the mission 

documents. The operational plan, both short and long term planning, come from the mission statements 

and strategic plan to the program course goals. One of LCC’s priorities is to align goals with the mission.  

Planning sessions are often influenced by external factors and resulting problem solving and changes 

occur to refine student-centered operations. Strategic planning is dependent upon the budgeting 

process as evidenced by annually submitted departmental budgets. 

Core Component 5.A.4. 
THE INSTITUTION’S STAFF IN ALL AREAS ARE APPROPRIATELY QUALIFIED AND TRAINED.  

Luna Community College’s hiring process requires minimum qualifications for all positions, and 

background and reference checks are performed for all new hires. An expanded search is conducted for 

all faculty and other key positions. The vast majority of faculty hold Master’s or terminal degrees, and 

many have years of experience in their disciplines. Once employed, faculty, professional staff, and other 

personnel have a variety of training options available. Luna Community College (LCC) offers professional 

development opportunities for Regular full-time employees. This is provided to build skills, sharpen 

skills, and meet on-the-job requirements, thereby improving employee proficiency to effectively 

perform their mission. See Appendix 5.A.4.1: Faculty and Staff Qualifications. 

Core Component 5.B.  

THE INSTITUTION’S GOVERNANCE AND ADMINISTRATIVE STRUCTURES PROMOTE EFFECTIVE LEADERSHIP 

AND SUPPORT COLLABORATIVE PROCESSES THAT ENABLE THE INSTITUTION TO FULFILL ITS MISSION. 

 

Core Component 5.A.5. 
THE INSTITUTION HAS A WELL-DEVELOPED PROCESS IN PLACE FOR BUDGETING AND FOR MONITORING 

EXPENSE. 

The office of Finance and Administration has a well-developed and effective budgeting and monitoring 

process in place. The foundation of the budget is a balance of available revenue, strategic planning, and 

the student-driven needs of each department. Individual Directors determine the needs of their 
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respective departments and present those needs during budget hearings. The basis for the budget level 

is performance based. Instructional Directors consider student enrollment, graduates and program 

review to determine the specific needs for the department. The College operates on a tight budget 

necessitating budgeting at a specific level of detail. 

Budgeting  

During the spring of the preceding fiscal year, the Higher Education Department (HED) issues the annual 

Running Institutional Finance Schedule (Appendix 5.A.5.1: HED Running Finance Schedule) for the 

upcoming fiscal year. The schedule includes the submission deadlines and reporting requirements 

related to budgeting and monitoring.  

The Finance and Administration Department issues a notice to all departments regarding the upcoming 

budget hearings. The overview of the budgeting process summarizes the entire process.  

While budget managers have flexibility throughout the year to make necessary budget adjustments, at 

mid-year the budget adjustment Hearings are scheduled. All managers take a final look at their budget 

balances and consider the department’s needs to year end. Final budget adjustments are submitted 

shortly thereafter.  

Monitoring Expense  

All budget managers and assistants are trained in the requisitioning process (RP). The RP Training takes 

place as new staff is hired. The detailed process is covered during training, and the Purchasing Director 

conducts individual training as needed throughout the year. Budget managers have real-time online 

access to their respective budgets via the College’s information management system (CARs) and Budget 

Review. Instances where the manager has overlooked an insufficient budget are noted with an e-mail 

requesting the matter be addressed before a Purchase Order (PO) is issued. 

Purchase orders are issued by the Purchasing Director after verifying: budget availability, proper codes, 

sufficient budget, and assessment of expenditure meeting the three-prong test of reasonable, allowable, 

and necessary. While the manager has primary judgment and departmental driven need for 

expenditure, each organization level of approval makes further reviews. 

The flow of document approval is: The RP is initiated and approved by the department director, then the 

Chief Finance Officer (CFO), then the Purchasing Director. The Board of Trustees (BOT) review a Monthly 

Report presented by the CFO at a work session. The reports compare current year to prior year by 

percent of budget and shows current year dollar amount of revenue and expenditures. The BOT’s are 

also provided a system-generated Revenue and Expenditure Summary Report showing that data and a 

Transaction Report detailing each payment made for that month.  

The Office of Finance and Administration also submits a Quarterly Report for BOT approval. See 

Appendix 5.A.5.2: Sample of Qtrly report to Board of Trustees. The HED required report compares 

current and prior year budget-to-actual along with a cash flow statement.  

The Annual Audit encompasses the narrative above along with a myriad of other tests and assurances. 

Luna Community College has for the past ten years received an Unqualified Opinion on its audits.  
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Core Component 5.B.1.  

THE GOVERNING BOARD IS KNOWLEDGEABLE ABOUT THE INSTITUTION; IT PROVIDES OVERSIGHT FOR 

THE INSTITUTION’S FINANCIAL AND ACADEMIC POLICIES AND PRACTICES AND MEETS ITS LEGAL AND 

FIDUCIARY RESPONSIBILITIES. 

 

The seven-member board, serving in staggered six-year terms, attends onsite and offsite Board of 

Trustee trainings in varied forms. There are specialty workshops and informational retreats for board 

members, Quality New Mexico training for trustees, presentations by the College’s legal counsel, and 

numerous work sessions by College staff. The Board of Trustees provides oversight of the institution’s 

financial policies and practices by representation on the Finance Committee which is also the audit 

committee, and offers input to all new and policy changes that are then acted upon by the entire board.  

The Board follows the open Meetings Act (NMSA 1978, Sections 10-15-1 to -4) and publicly meets each 

month regarding the College.  In addition, they actively seeks guidance to ensure that they are in unison 

concerning their roles and responsibilities. The following types of Board meetings were held: 

Year Meeting Type No. 

2016 Regular Board Meeting 5 

2016 Special Board Meeting 12 

2016 Work Session* 3 

2017 Regular Board Meeting 3 

2017 Special Board Meeting 2 

2017 Work Session* 2 
*work session is in preparation for a regular meeting; all meetings are publicly held.  

See Appendix 5.B.1.1 LCC Open Meetings Act. Content of the meetings are available in the Board 

Minutes for 2016-2017. 

The Board also approves the annual budget and obtains quarterly reports of budget expenditures, 

budget and actuals.   

Core Component 5.B.2. 

THE INSTITUTION HAS AND EMPLOYS POLICIES AND PROCEDURES TO ENGAGE ITS INTERNAL 

CONSTITUENCIES – INCLUDING ITS GOVERNING BOARD, ADMINISTRATION, FACULTY, STAFF, AND 

STUDENTS – IN THE INSTITUTION’S GOVERNANCE. 

 

Policies and procedures are a vital part of Institutional management because they prevent each 

employee from having to reinvent the wheel, and they provide a standard against which individual 

performance can be judged. Keeping all policies and procedures (see policy table) in written form 

improves the chances that they will be fairly and impartially applied to every employee at the College.  

To encourage a culture of shared governance, the College promotes governance and decision-making 

from the Board to the entire institution.   

Board Committees 

The following standing committees are chaired by a Board member: 
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- Board Executive Committee 

- Board Audit/Finance Committee 

- Board Facilities Committee  

- Board Education Committee 

- Board Technology Committee 

The purpose of the standing committees of the LCC Board of Trustees is to engage in review of matters 

before the board, enhance the productivity and actions of the Board, and recommend actions to the 

board. Each committee is assigned one or two board members and specific employees of the College.   

Executive Committee 

The Executive Committee consults with the President on general personnel policy planning, and 

implementation between board meetings. The committee reviews long-range planning benchmarks for 

completion and analyzes environmental threats and opportunities, and ensures that collaboration and 

teamwork are maintained within the Board. Other responsibilities include: 

- Reviews and recommends the revision of personnel policies to protect student and 

employee rights and obligations. 

- Ensures that approved administrative procedures for exhaustion of administrative remedies 

are completed prior to Board review. 

- Ensures that hiring policies provide for equal opportunities to all applicants while selecting 

the best employee available. 

- Refers outside complaints about the College and its operations to the President to research, 

investigate and determine the appropriate course of action. 

- Periodically reviews mission statement of Board to clarify educational program and 

responsibilities of the College to the local and state community. 

Audit/Finance Committee 

The Audit/Finance Committee ensures that long-range financial planning occurs, and that Board of 

Trustees are kept informed on financial matters. Other responsibilities include:  

- Ensures that the College complies with all audit requirements. 

- Ensures that the annual budget is developed in a timely manner. 

- Ensures that the College’s investment policies meet all statutory requirements. 

- Reviews and makes recommendations on tuition and fee rates for resident and non-resident 

students. 

- Reviews proposed budget adjustments and requests for capital expenditures. 

Facilities Committee 

The Facilities Committee ensures that long-range planning occurs for land and facilities. Other 

responsibilities include:  

- Ensures that an ongoing schedule is developed for physical maintenance of College 

property. 
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- Ensures that new facilities are provided and older facilities are rehabilitated or removed as 

necessary. 

Education Committee 

The Education Committee reviews and recommends educational programs and strategic planning goals 

to assure alignment with accreditation requirements of The Higher Learning Commission. 

Faculty Senate   

In October 2012, Luna Community College established the Faculty Senate (website). The purpose of the 

Senate is to facilitate effective communication among the faculty of LCC and between the faculty as a 

whole and the administration of the College. The Senate presents the views and recommendations of 

the College faculty to the administration and to the College Board of Trustees as they relate to academic 

policies and professional matters. The Senate will act in an advisory capacity with regard to academic 

policies, including, but not limited to: 

- Formulation of institutional long range plans, goals and strategies;  

- Curriculum development and outcomes assessment;  

- Organization of the College to execute its instructional mission;  

- Development and use of instructional technology;  

- Academic standards and policies;  

- Faculty recruitment, appointment, evaluation, promotion and termination policies;  

- Faculty duties, responsibilities and evaluation policies;  

- Faculty grievance procedures;  

- Faculty Professional Development;  

- Regulations that directly and indirectly impact faculty and areas of instruction;  

- Student advisement and retention activities;  

- Faculty compensation, fringe benefits and leave policies;  

- Ratio of full-time to part-time faculty;  

- Adequacy of student services and administrative support as they pertain to the instructional 

mission of the College;  

- Faculty Handbook update and revision;  

- Participate in the Faculty Hiring process; and  

- All other issues falling within the purview of the instructional umbrella.  

  

The Senate encourages cooperation and fellowship among faculty and the instructional programs of the 

institution and foster community service programs and activities to develop leadership, character, and 

community involvement. As a result, the responsibilities of faculty are:  

 

- Participate in the Senate nominating process.   

- Vote in referenda on proposed major changes in policies and procedures affecting faculty, if 

such a referendum is called for by the Senate after the topic has appeared on the agenda of at 

least one Senate meeting which has provided faculty an opportunity for discussion and debate.   

- Communicate ideas and opinions to Senators and Senate officers on issues of concern to the 

faculty and to the Senate.   

- Serve on standing and ad hoc committees of the Senate.  

https://luna.edu/faculty_senate/
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- Regularly attend meetings of the Senate and at least one LCC Board of Trustees meeting each 

academic year.   

- Participate in discussions and debate in the Senate.  

- Make decisions in the spirit of what is best for the faculty and College as a whole.   

- Serve as a liaison among the faculty, the Senate Officers, LCC Administration and the Board of 

Trustees.   

 

The Faculty Senate solicits from full-time faculty the names of those faculty members wishing to serve 

on any of the standing committees of the Senate. The list of committee members shall be submitted to 

the Senate for approval.  

 

Elections Committee 

The Election Committee conducts any referenda and elections concerning amendments to bylaws called 

for by the Senate, assures that all faculty members get ballots seventy-two hours prior to election 

deadline. If a member of this committee becomes a nominee for Vice Chair (i.e. listed on the ballot), he 

or she must resign from the Committee.   

  

Faculty Senate considers policies and procedures regarding professional development for the College, 

organizes faculty development presentations during in-service weeks and at other times during the 

semester, as needed, including Student Learning Outcomes Assessment (SLOA) training.   See Faculty 

Senate agenda and minutes. 

  

Curriculum Committee 

In February of 2015, Luna Community College established the curriculum committee. The Curriculum 

Committee is a standing committee adopted by Faculty Senate in 2016. The purpose of the committee is 

to promote educational quality, foster shared governance, and improve communication across 

departments. The specific responsibilities of the Curriculum Committee are to: 

 

 Attend curriculum meetings (Fall and Spring). 

 Review each Curriculum proposal for conformity with the mission of the College, need for the 

course or program, quality of the course or program, and feasibility of offering the course or 

program. 

 Review, evaluate, and approve Curriculum proposals and educational programs.  

 Review the requirements for the Associate of Arts Degree, the Associate of Science Degree, 

Associate of General Studies, Associate of Applied Science, and Certificate programs.   

 Review all Curriculum proposals and changes for correct content and form. 

 Review all Curriculum proposals for compliance with prerequisite and co-requisite standards. 

 Address any other related curricula issues 

 Forward recommendations on Curriculum proposals to the Vice President of Academics. 

The composition of the Curriculum Committee is as follows: 

A full time faculty member, representing each department, and the school Registrar shall serve as the 

Curriculum Committee. Committee members are made up of three components:  Faculty, Registrar, and 

Members Ex-officio.  

https://luna.edu/faculty_senate_agendas_minutes/
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Faculty: one voting member from each of the following department:  

A) STEM 

B) School of Business 

C) Humanities  

D) Allied Health  

E) Trades & Vocational Studies  

F) Education 

G) Registrar (Permanent Member) 

H) Member Ex-officio: (non-voting members) 

Vice President of Academics  

Academic Directors   

See Appendix 5.B.2.1 for FS Recommendations for 2017/18.  

Adhoc Committees 

Several Adhoc committees were created in 2016 as a result of the need identified by HLC to engage 
faculty, staff, administration, and students in the institution’s shared governance.  The goal of the adhoc 
committees is to give staff, faculty, and students an advisory role in a number of significant topics 
pertaining to our strategic goals.  The committees or groups are as follows: 
 
Institutional Analysis Leadership Team (IALT) 

The Institutional Analysis leadership team addresses accreditation issues and ensures that internal and 

external reports are aligned with the strategic planning of Luna Community College. This committee 

meets as needed. 

Goals:   

 Produce short and long-term strategies for data collection and analyses 

 Provide guidance and direction for Accreditation issues 

 Review internal reporting to ensure that data meets strategic directives 

 Review external reporting to ensure that data meets strategic directives 

 Conduct analyses of data 

 Communicate results to the public (e.g., website, news) 

The committee should consist of at least 1 faculty member, 1 student representative, the Registrar, the 
IR, 1 Student Services Representative, 1 Academic Director, and the VP of Academics.  It should be noted 
that we could not get a student representative. Appendix: 5.B.2.2 IALT Minutes 
 

Advisement Team  

The purpose of this committee is to create student advisement strategies that can be institutionalized 

across the Luna campus. This committee meets at least once a month. 

Goals: 

 Create an advisement handbook and an update procedure for advisement processes 
 Provide mentoring programs for all Luna students to ensure student success 
 Create and evaluate advisement reports and make recommendations for advisement changes 
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 Communicate and Disseminate information pertaining to student advisement 
 
The committee should consist of at least 2 faculty (1 full-time), 1 student representative, all student 
services Staff, 1 Academic Director, and the VP of Academics. See Appendix 5.B.2.3: Advisement Minutes 
 
Instructional Technology Committee  

The purpose of this advisory committee is to research and discuss instructional technology needs, 

research possibilities, find funding opportunities, and recommend short- and long-term solutions related 

to planning of instructional technology and support at Luna Community College.  This committee meets 

at least once a month. 

Examples of instructional technology include: 
 Emergency communication tools 

 Learning Management System 

 Broadband access 
 Mobile learning 
 Smart boards 
 Multimedia classrooms 
 Web Conferencing tool 

 EPublishers 
 FERPA compliance 
 Social Media 

 New instructional software/hardware 
 Technology Support (incl. training, technical assistance, documentation) 

 
The instructional Technology committee will be comprised of at least two representatives from support 
staff, faculty, academic directors, students, and administration.  All members are voting members. It 
should be noted that in 2016/2017, a student from Student Government was the Chair until midterm.  
See Appendix 5.B.2.4: Instructional Technology Minutes. 

 
Tutoring Committee  

In July 2016, a tutoring committee was established to improve the tutoring program for all students.  

The purpose of tutoring program was to offer free tutoring services for all LCC students. During the 

spring 2017 semester the ACE (Academic Center for Excellence) Lab, located in the STEM department, 

was responsible for coordinating the tutoring services throughout campus. The goal was to assist any 

students needing help in classes with a long term goal of affecting retention and completion in a positive 

manner. Data on tutor usage was tracked through the ACE Lab for the purposes of being data driven. 

We also aim at being student driven by allowing students to dictate how we schedule and otherwise 

determine the operation of our tutoring services. With the data gathered and student input we can 

make appropriate decisions on future operations and techniques used to coordinate the tutoring 

services. 
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Members of the group included, one full-time staff who was the coordinator, faculty, staff, academic 

directors, the satellites and the VP of Academics.  The Adult Education division made additional 

resources to students such as language testing and remedial support. 

Data has been gathered all year long regarding the tutoring services for re-evaluation and 

implementation for academic year 2017/18.  See Appendix 5.B.2.5: Sample Spring 2017 report.   

Student Government/Student Life (Bylaws) 

LCC offers a number of student activities that promote inclusivity and value culture. These organizations 

are directed by Student Government/Campus Life and supported with faculty or staff advisors. Student 

Government oversees the following LCC clubs:  Culinary Arts LCC Car Club, Luna Fabricators, Skills USA, 

Student Dental, and Student Nursing.  See Appendix 5.B.2.6: SGCL 2016/17 Report/Survey. 

Core Component 5.B.3. 

ADMINISTRATION, FACULTY, STAFF, AND STUDENTS ARE INVOLVED IN SETTING ACADEMIC 

REQUIREMENTS, POLICY, AND PROCESSES THROUGH EFFECTIVE STRUCTURES FOR CONTRIBUTION AND 

COLLABORATIVE EFFORT. 

 

Luna Community College enables involvement through the leadership advisory team, Faculty Senate, 

Student Government/Student Life, staff development, strategic planning and persistence, and staff 

evaluations. All policies are accessible through the LCC Board of Trustees policies and procedures, 

College catalog, faculty and student handbooks and the Luna website.  

Collaboration is ongoing and involves all committees and groups across the institution.  The leadership 

team, consists of the President, Vice President of Academics, Vice President of Finance, Human 

Resources Director, and the Assistant to the President.  They meet every morning at 8 am in the 

President’s office to discuss short-term and long-term issues/solutions.  Academic Directors meet with 

the Vice President of Academics at least once a month to discuss academic issues and go over academic 

guidelines.  

Faculty Senate meet monthly on Fridays, inviting anyone who wishes to attend.  The Vice President of 

Academics and the Chair began the much needed conversation between Administration and faculty. 

Results thus far includes updated faculty and student listservs, open discussion, transitioning roles of in-

service activities to Faculty Senate, collaboration regarding accreditation needs in assessment and 

shared governance, and inclusion of Faculty into Adhoc Committees, assessment conferences, and  HLC 

conference attendance. More collaboration is needed and both the Vice President and Faculty Senate 

Chair will continue to communicate institutional and faculty needs/concerns. 

Improve Student Learning Reports (website) 

The Student Learning Outcomes & Assessment (SLOA) committee developed an infrastructure which 

implanted effective teaching and learning strategies. SLOA focuses on student learning outcomes and 

methods to measure those outcomes. Lead by Faculty Senate, faculty are randomly selected to 

participate in SLOA (Student Learning Outcomes Assessment) presentations where they present learning 

outcomes, assessment tools, data and how the data made a difference in student learning to a 

committee of fellow faculty members(adjunct and full-time faculty). The report is also assessed by the 

Academic Director in areas needing improvement. 

https://luna.edu/media/page_files/Studenthttps:/luna.edu/media/page_files/Student_Government_Constitution_as_amended_11252014_1.pdf_Government_Constitution_as_amended_11252014_1.pdf
https://www.luna.edu/student_government/
http://luna.edu/
https://luna.edu/media/page_files/2016-2017AcademicGuidelines.pdf
https://luna.edu/media/page_files/2016-2017AcademicGuidelines.pdf
https://luna.edu/reports/
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Student Government/Student Life (website) 

Student Government/Student Life is comprised of student officers, student members, and at least 1 

employee advisor. The purpose of this student organization is to represent the student body of Luna 

Community College; to encourage cooperation and communication between the students, faculty, 

administration, board members and all campus organizations; to provide a forum for student expression 

and the exchange of student-faculty views; to enhance the quality of student life at LCC; to encourage 

educational retention and aid in the achievement of educational goals; and to represent LCC through 

word and deed which reflect well upon the College and the students represented.  The Student 

Government/Student Life President is also an ex-officio member at has a seat at LCC Board meetings. 

Student events are scheduled as needed such as providing a haunted house and coordinating a coat 

drive. This year, they also co-participated in an with the Adhoc Advisement team with a Mentoring 

event where a questionnaire was distributed to students inquiring about their advisement/mentoring 

needs.  Over 80 students responded to the questionnaire. Results were evaluated by the Advisement 

team for subsequent action. 

All student clubs get approved by Student officers from the Student Government/Student Life. Each 

proposed club is required to develop measurable goals and follow up with an end-of-year report. 

Staff Development 

Luna Community College (LCC) offers professional staff development (PDP) opportunities for Regular 

Full-time and part-time employees. Whether employees want to sharpen the skills they have or meet 

on-the-job requirements, thereby improving efficacy as employees of the College and ultimately the 

ability of the College to effectively perform its mission, the PDP can help them meet faculty and staff 

goals. Funding to faculty and staff professional development is available to all employees.  

In addition to conference and workshop attendance, a number of on-campus training opportunities 

were offered in academic year 2016/17: FERPA training (staff, faculty), Active Shooter training (staff, 

faculty), Crucial Conversations (staff, faculty), Building Trust (staff, faculty), and Applying the QM Rubric 

(faculty). 

Institutional Training Description Dates 

FERPA (Classroom and 
F2F) 

Faculty, staff and administration training on FERPA 
issues. 

Aug 2016, 
Online 

Active Shooter Training offered by the Las Vegas police 
department regarding campus environment and 
security awareness. 

Oct. 6, 2016 

Crucial Conversations  
 

Crucial Conversations is a 4-6 hour course that 
teaches skills for fostering open dialogue around 
high-stakes, emotional, or risky 
topics. Administrators, faculty, and staff were 
invited to practice speaking and being heard (and 
encouraging others to do the same). Participants 
begin to surface the best 
ideas, make the highest-quality decisions, and then 
act on your decisions with unity and commitment.  

Dec 12, 2016 
& Oct 25, 
2016 

https://luna.edu/student_government/
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Establishing Trust 
 

3-hour workshop for faculty, staff, and 
administration stablishing Trust/Setting 
Expectations in the Workplace. 

Oct. 25, 2016 

Applying the QM Rubric  
 

Two-week online training for faculty and staff. The 
workshop introduces a national benchmark (Quality 
Matters) into online course design practices at LCC. 

March 21, 
2017; March 
28, 2017; May 
9, 2017 

 

In addition, the College offers professional development opportunities that is available to any full-time 

staff and faculty and sometimes Adjuncts, depending on the value the training provides to the College. 

Since the professional development budget is limited, a staff or faculty member must fill out a PDP form 

and get it approved by their Director. The Director then submits the form to the Vice President of 

Academics, the Vice President of Finance, and finally the President.  

Strategic Planning  

Luna Community College provides an institutional strategic plan that is available on the website. The 

vision, mission, and guiding principles are clearly stated. Three strategic goals are institutionally defined 

as Directions: 

Direction 1: Deliver Quality Education for Student Success  

Direction 2: Student Persistence, Retention, and Completion  

Direction 3: Effective Communication   

Each department and satellite produces an annual strategic plan to set department goals revolving 

around the institution’s strategic plan.  The department plans are used to guide operations and to self 

assess department needs. At the end of the academic year, recommendations are made for the 

subsequent academic year.  These strategic plans are also used to provide direction in making decisions 

on allocating resources.   

Persistence, Retention, and Completion Planning 

From Fall 2016 through Spring 2017, a conversation began institution-wide to learn more about 
persistence, retention, and completion at LCC.  For the purpose of setting goals and improving student 
success, ongoing mandatory training workshops were facilitated by a third-party consultant to define 
persistence, retention, and completion. The results of the six-month series was a three-year Retention, 
Persistence, and Completion Plan that involved all departments across the institution.  See Appendix 
5B.3.1: Persistence Completion Report. 
 

Staff Evaluations 

Luna Community College performs employee evaluations where directors assess and review all full-time, 

faculty, and adjunct faculty’s job performances. Luna Community College has an employee self-

evaluation and evaluation system where employees are evaluated yearly. The purpose of employee 

evaluations is to help remind workers what is expected of them in the workplace, and provide 

employers with information to use when making employment decisions, such as promotions, pay raises, 

and layoffs. Once evaluations are completed, directors then provide the president with an employee 

https://luna.edu/media/page_files/LCC_Strategic_Plan_2013-2018.pdf
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renewal recommendation request for rehire.  See Appendix 5.B.3.2: Staff Evaluations Form and 

Appendix 5.B.3.3: Faculty Evaluation Form.  
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Assumed Practice A.1. 
THE INSTITUTION HAS A CONFLICT OF INTEREST POLICY THAT ENSURES THAT ENSURES THAT THE 

GOVERNING BOARD AND THE SENIOR ADMINISTRATIVE PERSONNEL ACT IN THE BEST INTEREST OF THE 

INSTITUTION.  

Conflict of Interest – Governing Board  

A draft of the conflict of interest policy is being reviewed; it will be redrafted and presented to Academic 

Directors and staff to get their feedback before implementation of the outline policy Fall 2017.   

Conflict of Interest in Contract Services 
Established policies and procedures ensure that individuals purchasing or otherwise using funds within 
the institution do so ethically, responsibly, and in keeping with the best practices in higher education. 
Purchasing and procurement procedures establish processes for the acquisition of goods and services. 
LCC’s procurement policies also identify those individuals who have signatory authority to execute 
contracts. Additionally, these policies state the requirements for justification of sole source transactions, 
procurement card policies, and public competitive solicitation requirements. 
 
The BOT defines and upholds the vision and mission of the College. Its responsibilities encompass  
 

1) appointment and evaluations of the LCC President; and  
2) governance of LCC including oversight and budget approval, approval of tuition and fees, 

approval of programs and set degree requirements, approve academic and master facility 
plans, and establish and approve policies and procedures.  

 

Assumed Practice A.2. 
THE INSTITUTION HAS ETHICS POLICIES FOR FACULTY AND STAFF REGARDING CONFLICT OF INTEREST, 

NEPOTISM, RECRUITMENT AND ADMISSIONS, FINANCIAL AID, PRIVACY OF PERSONAL INFORMATION, 

AND CONTRACT. 

Resources provided to Luna Community College by students, donors, the State of New Mexico, and the 
nation are invested with the understanding that LCC will exercise responsible stewardship of those 
resources and utilize them ethically for the public good. To that end, LCC has established procedures and 
practices to ensure open decision-making and ethical behavior by its leaders, faculty, staff, and students.  
 
The College’s policies and processes create, advance, and enforce a publicly transparent atmosphere of 
mutual respect, both within the institution and those with whom the institution interacts. These policies 
have been approved by the Board of Trustees (BOT) as part of its oversight of the institution. All policy 
manuals are maintained within the Office of Human Resources and may be accessed by anyone on the 
Luna website.  
 
Integrity is assured at Luna Community College through its policies and procedures that encompass the 
principles of ethical integrity in all aspects of the College’s operation. These practices are very visible and 
thoroughly integrated into the day-to-day operations of the institution so that they serve as the basis for 
fairness, honesty, inclusion, and transparency in all areas.  
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LCC believes ethical behavior is built on mutual respect. Within the academic community, mutual 
respect is paramount for promoting learning and advancing free exchange of ideas. Operating from this 
belief, LCC works for the public good. The College communicates its policies to students, faculty, and 
staff through orientations, training programs, and printed material. As a direct result of these 
communication efforts, knowledge of the policies is pervasive in the institution.  
 
Processes that assure compliance, address breaches of policies, and provide for the redress of 
grievances are also built into these policies. Breaches of policy are dealt with at the supervisor level. To 
assist in handling employee grievances, the office of Human Resources has authority to utilize a third-
party arbitrator when necessary to assist in the informal resolution of problems.  
 
The policies and processes in place at LCC include mechanisms for addressing grievances and concerns. 
The following evidence demonstrates that LCC meets the expectation for ethical and responsible 
conduct.  
 
Evidence presented includes descriptions and usage of the policy documents listed in the table below. 
These policies provide assurance to the public that LCC monitors its activities in ways that preserve its 
integrity and that, when occasions arise, missteps or failures are addressed appropriately. 
 
The direction of the institution has been guided by integrity and adherence to policies and procedures 
adopted by the Board of Trustees for the overall well-being of the College.  The Faculty Manual and Staff 
Handbook contain the policies that direct how personnel-related functions are performed and that 
ensure those functions are carried out transparently, ethically, and responsibly. The LCC Employee 
Handbook provides guidance to professional and support employees in reference to ethical standards, 
professional practice, and the moral framework within which the institution operates.  The Faculty 
Manual supplements the Staff Handbook with additional policy related to faculty. 
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Policies related to promoting ethical conduct, fiscal responsibility, and transparency 

Policy Area  Publication  Location  

Board of Trustees 

Board Policy and Procedures Board of Trustees Policy and Procedure LCC Website, 
Revision due June 
30, 2017 

Human Resources 

Non-discrimination Policy  Staff Handbook  Section 2.1, p. 4  

Faculty Employment Policy Staff Handbook 
Faculty Policy Manual 

 
LCC Website 

Anti-Nepotism  Staff Handbook Section 5.11, p. 34 

Promotion and Transfer Policy  Staff Handbook  Section 7.3, p. 44  

Employee Conduct – ethical behavior  Staff Handbook Section 8.1, p. 46 

Grievance Resolution Staff Handbook Chapter 10, p. 55  

Faculty Policy Manual Section 9.4, p. 61 

Sexual Harassment  Staff Handbook Chapter 11, p. 59 

Faculty Policy Manual Chapter 10, p. 67 

Annual Leave Policy  Staff Handbook Section 12.1, p. 63  

Sick Leave Policy  Staff Handbook Section 12.3, p. 68  

Faculty Policy Manual Section 11.1, p. 74 

Right to Inspect Public Records  2015/2018atalog  p. 3  

Drug-free Workplace  Staff Handbook Chapter 13, p. 97  

Tobacco Policy  Campus Tobacco Use Policy  LCC Website  

Family Educational Rights and Privacy 
Act (FERPA)  

2015/2018 Catalog  pp. 38-40 

Computer Use Agreement  Computer Use Policy  LCC Website  

Financial 

Finance and Administration  Finance and Administration Procedural 
Manual  

LCC Website  

Travel and Professional Dev. Travel and PDP Travel – pp. 1-19  
PDP – pp. 21-23 

Travel and Professional Development  Staff Handbook Section 12.9, p. 92  

Financial Aid – Title IV Code of 
Conduct  

2015/2018 Catalog  
Title IV-Code of Conduct 

pp. 52-53 
LCC Website 

Financial Aid Information Financial Aid  LCC Website 

Student Financial Assistance 
Satisfactory Academic Progress Policy  

Satisfactory Academic Progress Policy LCC Website  

Academic 

Student Code of Conduct  2016/18 Student Handbook  LCC Website  

Faculty Senate Bylaws Faculty Senate Bylaws 2012 LCC Website 

Student Government Bylaws Student Government Bylaws 2012 LCC Website 

Students Right-to-Know Policy  2015/2018 Catalog  pp. 18-19  

Academic Freedom  VP of Academic Guidelines 2016/2017 p. 11  

https://luna.edu/media/page_files/BOT_Policy_and_Procedure.pdf
https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Faculty_Manual_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Faculty_Manual_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Faculty_Manual_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/LCC_Faculty_Manual_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/CATALOG2015-2018.pdf
https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
https://luna.edu/media/pdf_files/Tobacco_Use_Policy_Approved_June_15__20101.pdf
https://luna.edu/media/page_files/CATALOG2015-2018.pdf
https://luna.edu/media/page_files/LCC_Computer_Use_Policy__Procedures_8-2015_1_1.pdf
https://luna.edu/media/page_files/Finance__Administration_Procedural_Manual_4-28-16.pdf
https://luna.edu/media/page_files/Finance__Administration_Procedural_Manual_4-28-16.pdf
https://luna.edu/media/page_files/Travel__PDP_Booklet.2.pdf
https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
https://luna.edu/media/page_files/CATALOG2015-2018.pdf
https://luna.edu/media/pdf_files/LCC_Title_IV_Code_of_Conduct.pdf
https://luna.edu/financial-aid/
https://luna.edu/media/page_files/SAP_Policy_2016.pdf
https://luna.edu/media/page_files/2016-2018_Student_Hand_Book_.pdf
https://luna.edu/media/page_files/Faculty_Senate_Bylaws_2012.pdf
https://luna.edu/media/page_files/Student_Government_Constitution_as_amended_11252014_1.pdf
https://luna.edu/media/page_files/CATALOG2015-2018.pdf
https://luna.edu/media/page_files/2016-2017AcademicGuidelines.pdf
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Academic Guidelines VP of Academic Guidelines 2016/2017 LCC Website 

Security 

Campus Security Emergency Action Plan LCC Website 

 
Process for Policy Changes 
Modifications to the existing Policy are introduced to the Board for approval at Board meetings. For 
example, the Anti-Nepotism policy was revised as a result of external questions regarding the ethical 
practice of hiring immediate family at LCC.  As a result, the language of the policy was modified and sent 
to the Board for approval; the policy was then modified and appended to the existing policy manual, and 
an email announcement is made to indicate the change.  The institution is looking into adopting a 
modifications plan for small and complete revisions of policy.  EVIDENCE? 
  
Staff and Faculty Handbooks updated with an anti-nepotism policy on October 18, 2016 
(Faculty Anti-Nepotism Policy – obtained from Faculty Manual (pg.33)) 
 
5.11 Anti-Nepotism  
 
5.11.1 The President shall not initially employ or approve the employment in any capacity of a person 
who is the spouse, father, father-in-law, mother, mother-in-law, son, son-in-law, daughter, daughter-in-
law, brother, brother-in-law, sister or sister-in-law of the President or of a member of the Board of 
Trustees of Luna Community College.  
 
5.11.2 Nothing in this Policy shall prohibit the continued employment of a person employed on or before 

October 18, 2016. 
 

Employee Conduct  
Employee conduct is discussed in the LCC Staff Handbook (Section 8, pp. 46-52). The following rules and 
regulations regarding employee behavior follow:  
 
8.1 Employee Conduct  
Certain rules and regulations regarding employee behavior are necessary for efficient College operations 
and for the benefit and safety of all employees. Conduct by employees that interferes with operations, 
discredits the College, is in violation of College policy or federal, state or local laws, is unsatisfactory, or 
is offensive in nature will not be tolerated. Employees are expected at all times to conduct themselves in 
a positive and professional manner and to promote the best interests of the College. The College 
expects the highest standards of conduct from all its employees, and believes that with appropriate 
supervision, disciplinary actions against employees should not be necessary. However, disciplinary 
actions are necessary for employees who fail to perform the duties of their positions in a satisfactory 
manner or who engage in misconduct.  
 
8.2 Corrective Disciplinary Action  
Supervisors may take corrective disciplinary action with regard to an employee under their authority. 
Corrective actions are primarily intended to correct and improve an individual’s job performance and 
attitude and do not adversely affect the current pay status. Corrective actions should be designed to 
provide the individual with an opportunity to become aware of and correct his or her misconduct or 
substandard performance and should seek to restore the individual to a productive capacity. Disciplinary 
actions that result in demotion, suspension, or dismissal of an employee shall be under the exclusive 

https://luna.edu/media/page_files/2016-2017AcademicGuidelines.pdf
https://luna.edu/media/page_files/Emergency_Action_Plan.pdf
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control of the President. However, when disciplinary actions involve the President, the Board shall have 
the final authority to implement corrective disciplinary actions.  
 
8.3 Prohibited Conduct  
It is the duty and the responsibility of every employee to be aware of and abide by the College’s policies 
and procedures. It is also every employee’s responsibility to perform his or her job responsibilities to the 
best of his or her ability and to the standards set forth in the employee’s job description (or as otherwise 
established). Employees, therefore, are strongly encouraged to request additional instruction from their 
supervisors regarding fulfillment of their job responsibilities, when the employee has questions or 
concerns about what is required of him or her.  
Employees engaging in any of the following behaviors may be subject to immediate disciplinary action, 
up to and including demotion, suspension, or dismissal of employment: 
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8.3.1 Engaging in acts of insubordination including, but not limited to, refusing to follow a supervisor’s 
instructions concerning a job-related matter;  
 
8.3.2 Engaging in deliberate or careless conduct endangering the safety of the employee or other 
members of the College community, including but not limited to, provoking or instigating a fight, or 
assaulting another individual on College property;  
 
8.3.3 Engaging in malicious or dangerous pranks or practical jokes or horseplay;  
 
8.3.4 Excessive tardiness or absenteeism;  
 
8.3.5 Failing to report for work without giving advance notice to the employee=s supervisor or 
appropriate Department Director;  
 
8.3.6 Failing to report to work punctually, at the assigned time, or failing to be at the proper work 
station, ready for work as scheduled, or leaving an assigned work area without authorization;  
 
8.3.7 Gambling on College property;  
 
8.3.8 Immoral or indecent conduct on College property;  
 
8.3.9 Inattentiveness to work responsibilities, neglect of job duties, or pursuit of personal projects 
during working hours without authorization from appropriate supervisor(s);  
 
8.3.10 Intentionally falsifying or altering any College record or report, including but not limited to, an 
application for employment, a medical report, a production record, a time record, a financial record, an 
absentee report, student records, personnel records, or a shipping and receiving record;  
 
8.3.11 Intimidating, abusing, threatening, or coercing another individual while on duty or on College 
property;  
 
8.3.12 Knowingly admitting an unauthorized person or persons into any locked or otherwise restricted 
area of the College;  
 
8.3.13 Possessing or consuming controlled substances while on duty;  
 
8.3.14 Posting unauthorized materials on walls or bulletin boards;  
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8.3.15 Reporting for work under the influence of alcohol or controlled substances;  
 
8.3.16 Sexually harassing or discriminatory statements or actions;  
 
8.3.17 Sleeping while on duty;  
 
8.3.18 Smoking in prohibited areas of the College;  
 
8.3.19 Theft, intentional destruction, or defacing of property of the College or the property of another 
employee or student;  
 
8.3.20 Using profanity or abusive language;  
 
8.3.21 Vending, soliciting, or collecting contributions on College property without prior authorization 
from the President;  
 
8.3.22 Violating any state or federal law;  
 
8.3.23 Violating College policies and/or procedures;  
 
8.3.24 Violating the chain of command for operational issues; or  
 
8.3.25 Wearing inappropriate clothing for the work being performed.  
 
NOTE: This is not an exhaustive list of behaviors subject to disciplinary action, including demotion, 
suspension, or termination of employment.  
 
8.4 Discipline Proceedings  
 
8.4.1 Disciplinary actions shall be evaluated on a case-by-case basis. The College reserves the right to 
immediately terminate, suspend, or demote an employee depending on the circumstances or severity of 
the employee’s misconduct. The College may elect, in its discretion, to engage in progressive discipline 
to provide employees the opportunity to improve job performance and otherwise to comply with 
College policies and procedures. However, this section in no way creates a right, expressed or implied, 
to engage in progressive discipline prior to a demotion, suspension, or termination.  
 
8.4.2 Supervisors shall inform the Human Resources Director within five (5) days following the actual or 
constructive knowledge of the alleged employee misconduct. 
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8.4.3 Disciplinary action should be administered as soon as possible after the misconduct occurs or is 
discovered. Employees may be immediately placed on administrative leave with pay during an 
investigation. An employee is not entitled to any hearing or appeal process of the decision to place the 
employee on administrative leave, nor can the employee grieve the decision to place the employee on 
administrative leave.  
 
8.4.4 Supervisor Responsibility  
During a disciplinary investigation, the employee’s supervisor shall do the following:  
 
8.4.4.1 Document all actions on the Counseling and Discipline Form (attached hereto as Attachment C). 
The Human Resources Director shall be available to provide guidance to supervisors.  
 
8.4.4.2 Conduct a thorough investigation to determine whether the facts show that the employee 
violated a College policy and/or procedure. Documentation should include dates, times, names of the 
employees questioned, and the information they provided.  
 
8.4.4.3 Allow the employee an opportunity to explain what happened.  
 
8.4.5 Witnesses  
 
8.4.5.1 An employee may invite a witness to be present during meetings to discuss the employee’s 
misconduct and disciplinary consequences. In the event an employee elects to have a witness present, 
the employee may only select a current College employee who does not act in a supervisory capacity. If 
the employee elects not to have a witness present, the supervisor will note, on the appropriate 
disciplinary form, that the employee declined to have a witness present and the employee will sign the 
indicated form.  
 
8.4.5.2 Role of the Witness. A witness is present to verify what was said or seen and may take notes for 
the employee. A witness may not provide advice and the witness shall not be allowed to represent the 
employee in any capacity other than for the purpose of taking notes and witnessing the meeting on 
behalf of the employee.  
 
8.4.6 Disciplinary Consequences 
If, after investigation, the supervisor determines that the employee engaged in misconduct, the 
supervisor may issue the following discipline:  
 
8.4.6.1 Oral Warning/Counseling Session  
The supervisor shall meet with the employee (and witness, if applicable) in a private location, and 
describe the misconduct. The supervisor shall inform the employee that the meeting is an Oral 
Warning/Counseling Session@ and that there will be a written record of the Oral Warning/Counseling 
Session placed in the employee’s official personnel file. The supervisor’s oral warning shall include a 
discussion of the employee’s expected conduct and a stated period of time in which the employee is 
expected to correct the behavior or problem. The employee will be informed that failure to correct the 
behavior or problem will lead to further disciplinary consequences up to and including termination.  
 
 
 
8.4.6.2 Written Warning  
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If the employee fails to correct the problem or behavior within the specified timeframe after the oral 
warning, or if the employee engages in additional misconduct, the supervisor may issue a formal Written 
Warning. The supervisor shall meet with the employee in a private location and describe the 
misconduct. The supervisor shall inform the employee that the meeting is for the purpose of issuing the 
employee a Written Warning” and that there will be a written record of the Written Warning placed in 
the employee’s official personnel file. The Written Warning shall include a timeframe during which the 
employee is expected to correct the problem or behavior, and inform the employee that failure to 
correct the problem or behavior will lead to further disciplinary consequences up to and including 
termination.  
 
8.4.6.3 Demotion or Suspension  
In the event an employee does not correct the problem or behavior within the specified timeframe 
outlined in Subsection 8.4.6.2, demotion or suspension of the employee may be necessary. Prior to the 
consideration or imposition of a demotion or suspension, the supervisor or Department Director, with 
the assistance of the Human Resources Director, must receive approval from the President of the 
College.  
 
8.4.6.3.1 A demotion in position may result in a decrease in pay in accordance with the College’s 
compensation structure.  
 
8.4.6.3.2 A suspension is the temporary removal of the employee from the work place for a specified 
period of time. A suspension may be without pay, and its duration may vary depending on the 
circumstances. The employee may not accrue vacation and Sick Leave benefits during a suspension.  
 
8.4.6.4 Termination of Employment  
 
If an employee has failed to correct the problem or behavior at issue in Subsections 8.4.6.1 through  
 
8.4.6.3, engages in additional misconduct, or engages in conduct server enough to warrant immediate 
termination, the employee may be terminated by the President of the College.  
 
8.4.7 Pre-Disciplinary Hearing Prior to Suspension Without Pay, Demotion, and/or Termination  
 
8.4.7.1 If the employee’s supervisor and/or the Human Resources Director recommend to the President 
an employee’s suspension without pay, demotion, or termination of employment as a disciplinary 
consequence of misconduct, the employee shall be afforded a Pre-Disciplinary Hearing. Probationary 
and Temporary employees are not entitled to a Pre-Disciplinary Hearing or Post-Disciplinary Hearing.  
 
8.4.7.2 Notice of the hearing time and place, and alleged charges shall be given to the employee at least 
five (5) days prior to the Pre-Disciplinary Hearing by certified U.S. mail or by a private courier service, so 
long as the employee’s signature is obtained upon delivery (Hearing Notice). The employee may waive 
his/her right to a pre-disciplinary hearing and accept the recommended discipline by executing a written 
waiver of rights form.  
 
8.4.7.3 A Hearing Officer designated by the President or the President’s designee shall conduct the Pre-
Disciplinary Hearing. At such hearing, the employee shall have the right to be represented by counsel, to 
present witnesses and evidence, and otherwise defend against the proposed discipline. The employee 
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shall give the College notice of 72 hours in advance of the Pre-Disciplinary Hearing that the employee 
will have a representative present and identify the representative.  
 
8.4.7.4 The Hearing Officer shall provide the employee with written findings and conclusions within five 
(5) business days after the hearing.  
 
8.4.7.5 If the employee does not respond to the Hearing Notice or fails to attend the scheduled Pre-
Disciplinary Hearing, the College will implement the recommended discipline. The employee will have 
waived his or her right to appeal the decision pursuant to Section 8.4.8, below.  
 
8.4.8 Post-Disciplinary Hearing  
 
8.4.8.1 If the employee is dissatisfied with the Hearing Officer’s decision, the employee has the right to 
appeal the decision to an independent arbitrator by filing a written notice of appeal with the President 
(“Notice of Appeal”) within five (5) business days after receipt of the Hearing Officer’s decision. The 
employee must specify the grounds upon which he or she contends that the decision was justified and 
include a statement of facts to support the employee’s contentions.  
 
8.4.8.2 An independent arbitrator selected by mutual agreement by the parties shall conduct a Post-
Disciplinary Hearing within forty-five (45) calendar days following receipt of the Notice of Appeal. If the 
parties cannot agree within two weeks of receipt of the Notice of Appeal by the employee, then the 
independent arbitrator shall be by appointment by the chief judge of the district court of San Miguel 
County on application of either party. Unless otherwise agreed to by the parties, the arbitrator shall be a 
retired New Mexico federal, district court or appellate judge. At such hearing, the employee has the 
right to be represented by counsel, to present witnesses and evidence, and otherwise defend against 
the decision being appealed. The hearing shall be conducted informally in accordance with the New 
Mexico Open Meetings Act. The independent arbitrator shall provide a written decision within five (5) 
business days from the conclusion of the hearing. The cost of an arbitrator will be divided equally among 
the parties to the arbitration in the first instance, but may be awarded disproportionately in the 
arbitrator’s decision.  
 
8.4.8.3 Further Appeals. If the employee is dissatisfied with the decision made by the independent 
arbitrator, the employee may appeal to the New Mexico State District Court, as may be provided by law. 
 
In summary, the system of policies and controls and the high level of integrity required for those 

individuals implementing the processes have made certain, and ensure the future, that LCC’s activities 

are conducted e 
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The following policies and procedures are available and in practice. The conflict of interest policy is 

currently under review and draft phase.  

Table 2.1: Example of Policies related to promoting ethical conduct, fiscal responsibility, and 

transparency 

Policy Area Publication Location 

Board Policy Board of Trustees Policy and Procedure Under Revision, Due 

June 30, 2017 

FERPA   

Recruitment and Admissions   

Student Handbook LCC Student Handbook  

Non-discrimination Policy Employee Handbook (EH)  

Faculty Handbook (FH) 

EH 2.1 pg. 4 

FH Pg. 9 line 1 

Faculty Employment Policies 

and Procedures 

Employee Handbook 

Faculty Manual 

EH 4.1 pg. 19 

FH Pg. 11 line 10 

Faculty Senate Bylaws Faculty Senate Bylaws 2012  

Nepotism Employee Handbook, 5.11 

BOT Policy Manual 

p. xx 

Under Revision 

Catalog Catalog 2015/2018  

Academic freedom Academic Guidelines 2016/17 pg. 11, Appendix N 

Student Government Bylaws Student Government Bylaws 2012  

Promotion and Transfer Policy Employee Handbook 7.3 EH pg. 34 

Employee Conduct – ethical 

behavior 

Employee Handbook 8.1 EH pg. 36 

Grievance  Employee Handbook 10.1 EH pg. 45 

Sexual Harassment Employee Handbook 11.3 EH pg.49 

Annual Leave Policy Employee Handbook 12.1 EH pg. 53 

Sick Leave Policy Employee Handbook 12.3 EH pg. 57 

Finance and Administration  Finance and Administration Procedural 

Manual 

 

Travel Policy and Procedure 2016 Travel, Cars, & Bars Policy and 

Procedures 

 

Financial Aid Satisfactory Academic Progress Policy Web 

Governmental Conduct Act 

Compliance 

New Mexico Governmental Conduct 

Act Compliance 

 

Financial Aid – Title IV Code of 

Conduct 

Title V-Code of Conduct Title V-Code of Conduct 

 

Assumed Practice D.6. 
The institution’s administrative structure includes a chief executive officer, chief financial officer, and 
chief academic officer with appropriate credentials and experience and sufficient focus on the For 
transparency purpose and to inform those seeking employment at LCC is publicly available through the 
web and various and govern all positions within the institution. Essential job functions for the position 
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are determined before a position is open for recruitment and all job announcements are made through 
the Human Resources department. LCC’s Employment application begins with the Equal Employment 
Opportunity and Affirmative Action statement.  

 
The procedure for recruiting Regular Employees is as follows is in the Staff Handbook under Hiring 

practices: 

 A Position Vacancy Notice and Recruitment Approval Form shall be filled out by the relevant 

Department Director or Program supervisor, signed by all required administrators and 

submitted to the President.  

 The Vacancy Request Form shall identify the availability of the funds for the position, the job 

description, the minimum qualifications for the position, the justification for the position, the 

intended date of hire, and the account number for the available position. For newly created 

positions, the Department Director or Program Supervisor shall fill out an RPSP form, as 

approved by the Vice President for Finance and Administration. Each RPSP form shall include a 

written explanation of the need for the new position, a budget summary, and a description of 

how the new position will benefit the College. (Note: A reclassified or upgraded position shall 

not be considered a new position). 

 Each proposed job announcement for an open position shall include a brief job description and 

the minimum qualifications required for the position.  

 The President shall approve the position before any Regular Employee position opening may be 

announced.  

 The job announcement shall be posted on the bulletin board near the Human Resources Office 

and on the College’s website for a period of not less than five (5) days. Each job announcement 

shall contain a closing date for consideration of applications.  

 All qualified applicants who apply within the time specified in the job announcement shall be 

considered for the position. A record of each job application received shall accompany the final 

recommendation for employment by the Human Resources Office. Contingent upon the 

number of job applications received, up to five (5) applicants with the best qualifications shall 

be given the opportunity to interview with the Interview Committee. 

 The Interview Committee shall consist of the following: one representative from the 

department requesting the employee, one representative from the Human Resources Office to 

facilitate the interview process, and two randomly picked employees from the College’s pool of 

Administrative Professional, Faculty, and Other Regular Full-Time Staff.  

 The applicants interviewed shall be ranked by the Interview Committee based on their 

performance in the job interview and their qualifications for the position. 

 The President shall be responsible for evaluating the qualified applicants presented by the 

Interview Committee and for conferring with the Department Director or Program Supervisor 

seeking to fill the job opening.  

 Only the President shall be authorized to offer employment to the applicant. When a candidate 
is selected, OHR prepares the offer of employment, which is not made until required 
background checks are complete.   Upon acceptance of the job offer, a drug test is required and 
the individual will be hired after the drug results are verified with negative results. 

 

http://luna.edu/employment/
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 In the event of a dire institutional need, the President is sufficiently autonomous to seek and 
offer emergency short term employment to mitigate the institutional need. 

 The President shall include an informational item on the agenda at the Board’s first regular 

meeting after an employment offer has been accepted to inform the Board of the College’s 

hiring activities.  

 When a position is filled, unsuccessful applicants for the job shall be notified by mail by the 

Human Resources Office.  

In the event of a dire institutional need, the President is sufficiently autonomous to seek and offer 
emergency short term employment to mitigate the institutional need.  The following process is adhered 
to: 

 The decision to fill a position with a Regular Part-Time or Temporary Employee shall be made by 

the President, in consultation with the relevant Department Director or Program Supervisor.  

 Department Directors or Program Supervisors wishing to hire a Regular Part-Time or Temporary 

Employee to fill a Regular Full-Time Employee position must submit a memorandum 

rationalizing the need for a Regular Part-Time or Temporary Employee to fill the position, in 

addition to the Vacancy Request Form.  

 Employment Eligibility Verification Form (I-9) The Immigration Reform Act of 1986 requires 

employers to verify the identity and authorization to work in the United States on every 

individual hired after November 6, 1986. All persons hired by the College must provide the 

required information within three (3) days of hire. The College will only employ individuals who 

have been approved to work in the United States and can present the appropriate 

documentation. 

Performance review and promotion processes are outlined in Faculty and Employee handbooks. In 
instances where the performance review of an employee is unsatisfactory, policies require the 
establishment of an individualized performance improvement plan to help guide the employee back to a 
level of satisfactory performance. Failure to achieve satisfactory performance through the individualized 
performance improvement plan can result in dismissal from the institution. 
 
As required by federal and state laws, LCC observes all provisions of the Family and Medical Leave Act, 
participates in Worker’s Compensation program, and complies with the Americans with Disabilities Act 
of 1990 (as amended in 2008). 
 
An External audit is conducted annually assessing policy implementation and processes. Information 

regarding audit outcomes is available through the Office of Human Resources. As noted earlier, the BOT 

is in the process of revision of their policies. Upon completion of BOT Policy revision the intuition will 

then move to reviewing and revising its Faculty and Staff Policies with representation from various levels 

of personnel directly affected by policy revision. Upon completion, the policies will be presented to the 

BOT for approval. 

Job Descriptions (Staff Handbook, p. 9-14) 

3.2.2 President  

The President is the Chief Executive Officer of the College. The Community College Act, the rules and 

regulations of the New Mexico Higher Education Department (HED) and the policies of the Board charge 

https://luna.edu/media/page_files/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
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the President with carrying out the policies of the Board and administering the College efficiently and 

effectively. The President is directly responsible to the Board for the College’s operation and is expected 

to provide creative educational leadership in achieving the College’s mission and goals.  

Upon the President’s recommendation, the Board shall employ other administrative personnel, 

instructional staff, and other personnel as needed for the operation, maintenance, and administration 

of the College. The President is responsible for the establishment of an administrative organization as 

appropriate to the size, complexity, and objectives of the College. The College is organized into seven 

major departments, with the President providing general administrative leadership in these seven areas. 

The seven major departments are:  

(1) Academics,  

(2) Satellite and Instruction,  

(3) Finance and Administration,  

(4) Student Services and Planning,  

(5) Human Resources,  

(6) Development, and  

(7) Plant and Maintenance.  

The President shall hold regularly scheduled meetings with the administrative staff to give and seek 

advice, provide counsel, and give direction consistent with the goals of the College.  

3.2.3 Vice President of Instruction (Now Vice President of Academics) 

The Vice President for Instruction will help lead Luna Community College toward the fulfillment of its 

Mission Statement, and its journey toward a premier rural community college in America. Essential 

Functions: Essential functions, as defined under the Americans with Disabilities Act may include, but are 

not limited to the following characteristics, duties, responsibilities, knowledge, skills and other 

characteristics.  

Tasks: The Vice President for Instruction is the Chief Academic Officer of the College, reporting directly 

to the President and serving as a member of the President’s Executive Committee. The incumbent is a 

senior officer for the College working with and coordinating the team of senior staff who are responsible 

for achieving the College’s major goals, which are established by the President and the Board of 

Trustees.  

The Vice President for Instruction has responsibility for the leadership of all academic division 

operations. The Vice President for Instruction provides the leadership for Luna Community College’s 

strategic planning for academic programs. The incumbent ensures the development and enhancement 

of high quality certificate and associate degree programs through ongoing program review and 

assessment, the raising of academic standards.  

The VP of Instruction works with the VP of Student Services on the expansion of research and other 

scholarship/creative activity. As an important part of this process, the Vice President for Instruction 

works directly and closely with development teams to identify new sources of revenue to support 
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existing programs. The Vice President for Instruction leads a multifunctional integrated academic team 

consisting of seven academic departments:  

1) ABE & Developmental Education Department  

2) Business & Professional Studies Department 

 3) Department of Humanities  

4) Allied Health Department  

5) Department of Education and Childcare Services  

6) Math, Science, & Technologies Department  

7) Trades & Vocational Education Department.  

Specific responsibilities include, among others, on-campus and off-campus academic programs, 

specifically Springer Satellite, Santa Rosa Satellite and the Mora Satellite.  

The Vice President of Instruction is also responsible for the development, implementation, of delivery of 

program coordinated through all of the Academic Directors. The incumbent must possess the 

intellectual vision and energy necessary to lead the college on its journey toward a status of premiere. 

The incumbent must also possess an ability to successfully motivate and collaborate with a college-wide 

team at all levels, to deepen the understanding and appreciation of the College’s core values, and to 

demonstrate appropriate responsiveness to the needs and concerns of students, faculty and staff of 

Luna Community College.  

SUPERVISION RECEIVED: The Vice President for Instruction functions as an employee under the general 

supervision of the President of the College. The incumbent will be evaluated annually by the President 

on the basis of goal accomplishment and leadership effectiveness.  

SUPERVISION EXERCISED: The Vice President for Instruction directly supervises the academic directors, 

and satellite and site directors and coordinators.  

MINIMUM QUALIFICATIONS:  

 Earned doctorate in an academic discipline from an accredited institution  

 Demonstrated record of distinguished research/scholarship or teaching  

 Understanding of a broad range of academic scholarship  

 Understanding of academic and student services administration  

 Demonstrated commitment to diversity  

 Fiscal management experience  

 Demonstrated ability to manage a complex academic organization and work effectively with 

colleagues across all units of the campus  

 Demonstrated success as a creative leader and in securing external support of academic programs  
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 Highly motivated team player who possesses a high level of energy and who functions effectively in a 

fast-paced environment  

 Excellent communication skills, both oral and written  

PREFERRED QUALIFICATIONS:  

 Demonstrated sustained, inclusive and decisive leadership in higher education at the level of dean or 

higher 

  Successful experiences, such as the following: leading strategic planning, substantive and decisive 

evaluation of academic programs, learning outcomes assessment and accreditation, developing 

interdisciplinary programs and the application of new technologies  

 Demonstrated critical thinking skills  

 Experience administering college-level education  

 Ability to function effectively in external and internal environments with sound judgment in the 

context of politics, public relations, and academe  

3.2.4 Vice President of Finance and Administration 

Under Presidential direction, serves as the College’s treasurer and chief financial officer charged with 

maintaining the fiscal integrity of the College; responsible for financial affairs, administrative services, 

develops short and long-term plans for the Finance and Administration areas.  

Essential Functions:  

Essential functions, as defined under the Americans with Disabilities Act may include, but are not limited 

to the following characteristics, duties, responsibilities, knowledge, skills and other characteristics.  

Tasks:  

Develops the annual budget in cooperation with designated College personnel and oversees the 

administration of the budget. Coordinates and oversees the auditing process.  

Serves as a member of the Executive and President’s council and advises the President on areas of fiscal 

responsibility.  

Has review and/or approval responsibility of all financial transactions of the college including but not 

limited to payroll contracts, purchasing transactions, and external contracts.  

Establishes policies and programs related to fiscal affairs and attendant support services of the College; 

oversees all curricular and co-curricular functions as they relate to academic programs, student services, 

planning and development, fiscal planning and administration.  

Provides for fiscal and support services including accounting, budgeting, contract administration, 

administrative computing and information processing; directs and manages functions related to the 

College’s financial resources, including loan collection, debt management, internal auditing and 

managing investments; oversees campus bookstore, cafeteria, purchasing, Shipping and Receiving other 

fiscal matters via oversight of Fiscal Office Supervisor.  



 

57  

  

Assists in all physical facilities’ planning, operations and maintenance including utilities, energy 

conservation, environmental health and safety, grounds, maintenance, safety and security, parking and 

traffic control, capital planning, assets control and facility usage.  

Coordinates all financial and administrative functions to ensure optimum efficiency and compliance to 

appropriate policies and procedures according to the mission set forth by the College’s Board of 

Directors; as a member of the Executive Council active in the assessment, development, and 

administration of resources.  

Assists operating units in defining strategies and developing plans to ensure continued growth and 

prosperity of the academic enterprise; interacts regularly with other administrators and College 

committees coordinating data collection and analysis for planning, decision-making, and resource 

allocations.  

Provides leadership and coordinates the College’s learning support services programs with the campus 

community, high schools, parents, prospective students, and special interest groups; confers with and 

advises staff, students and others to provide technical advice, problem solving assistance, answers to 

questions and interpretation of program goals.  

Is involved in contract negotiation, legal matter resolutions, and formulation of joint ventures or 

memorandums of understanding.  

Knowledge, Skills and Other Characteristics:  

Knowledge of advanced budget development and financial administration. Knowledge of higher 

education policies, programs and services. Knowledge of principles and practices of supervision and 

management. Knowledge of college level instruction and administrative role in faculty development, 

evaluation and management. Knowledge of issues pertaining to management principles and practices in 

a community college environment that includes knowledge of college policies, procedures, and 

supporting state and federal laws or mandates. Knowledge of academic innovation and program 

development to advocate college needs and achievements. Skill in interpretation of policy and analysis 

of trends. Skill in program development, administration and evaluation. Skill in working under pressure, 

handling significant problems and tasks that arise simultaneously and/or unexpectedly.  

Qualifications:  

Must have a valid New Mexico Driver’s License. Bachelor’s degree in Accounting or finance related field; 

a Master’s Degree in Business Administration or a closely related field or Certified Public Accountant 

(CPA) licensed preferred. Eight (8) years of progressively responsible management experience, including 

three (3) years of supervisory experience in an academic environment; or an equivalent combination of 

education and experience. (Updated 7-22-14)   
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Appendix A: Response to Financial Distress Designation 
April 14, 2017 

 

VIA ELECTRONIC FILE UPLOAD  

Barbara Gellman-Danley 

HLC Commission President 

230 South LaSalle St., Suite 7-500 

Chicago, IL  60604-1411 

 

HLC Commission: 

Luna Community College (LCC) hereby responds to the HLC intent to designate LCC as an institution in 

Financial Distress. The purpose for the designation change cites ongoing investigations and Enhanced 

Fiscal Oversight Program (EFOP) that was placed on the College by the New Mexico Higher Education 

Department in July 2016.  We respectfully ask the Commission to reconsider imposing the Financial 

Distress designation based on the following facts: 

According to the HLC definition for imposing a Financial Distress designation, it is our understanding 

that the factors impacting a decision for imposing a Financial distress Designation defined by the Special 

Monitoring, Policy Number INST.F.20.010 appear to be largely non-applicable to Luna Community 

College. 

 The institution has a significant diminish of financial contribution from a state; 
o The College has not realized a disproportionate claw back in funding from other state 

institutions of higher education. 

 Significant escalation in institutional indebtedness;  
o The College does not have any long-term debt as verified by the 2016 audit. 

 Placement by the US Department of Education on heighted cash monitoring for significant 
reasons related to finances or financial management of the institution;  

o The College has not been notified by the US Department of Education of heightened 
cash monitoring. 

 Formal declarations by the institution of financial exigency or emergency; 
o The College continues to meet mandatory reserves and has avoided layoffs and/or 

reduction in force due to financial hardship. The institution has been able to absorb 
duties and responsibilities through its current workforce. In instances where new hires 
are necessary, savings through attrition has offset the cost. The College does not foresee 
fiscal emergency. Conservative financial planning has been the key to maintaining its 
level of service and instruction during state and federal reduction in higher education 
spending.  

 A going concern warning by the institution’s auditors; 
o The College’s auditors have not issued warning of concern. 

 Other similar financial situations. 
o The College has been responsive to the inquiries, audits, and current ongoing 

investigations.  A Special Audit and the LCC State Annual Audit have made similar 
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conclusions regarding our institutional financial status.  Luna Community College is in 
good fiscal health. The College will provide details in subsequent sections about the 
mentioned audits and any corrective measures regarding financial practices taken thus 
far. 
 

Special Audit 

On June 20, 2016, LCC received a notification that the New Mexico Higher Education Department’s 

Finance Bureau would be conducting a special audit of LCC based on “serious allegations and concerns 

communicated by the general public…” (6-20-2016 Letter). On June 22, 2016, NMHED met with the 

Board of Trustee Chair, President, and the Vice President of Finance and Administration prior to 

beginning the investigation. 

In order to determine validity of these concerns, interviews were conducted with LCC officials, faculty, 

staff, and students. Reviews were conducted on the laws, rules, regulations, policies, and procedures 

pertinent to achieving the audit's objectives. Primary laws and policies include the Community College 

Act (CCA), Governmental Conduct Act (GCA), §21-1-16.1 NMSA (Presidential Search), OMA, FERPA, and 

LCC's policies and procedures including Board Policies and Staff Handbook.   

Special Audit Scope   

The following specific areas were listed and were to be reviewed by NMHED staff: 

1. Presidential Search, Hiring and Compensation; 

2. Nepotism and Favoritism; 

3. Employee Misrepresentation; 

4. Fiscal Health Status; 

5. Open Meetings Act (OMA)Violations; 

6. Integrity of Inventory; 

7. Adult Education (AE) Program Compliance; 

8. Misuse of College Equipment; and 

9. Family Educational Rights and Privacy Act (FERPA) Violation. 

Regarding fiscal health status (#4 above) an assessment was conducted to obtain a level of assurance 

that LCC decisions resulting from necessary budget cuts due to decreasing enrollment and reduced State 

appropriations had not had an immediate negative impact on LCC’s fiscal health.  The result of the 

assessment concluded that LCC “remains in good fiscal health although continued declining enrollment 

patterns and reduced state appropriates remain a substantial risk factor (p. 30 of Special Audit Report). 

In addition, LCC has begun a number of activities in 2016/2017 to increase enrollment beginning with a 

strategy to improve student advisement and online course quality, creation of program maps, and an 

institution-wide approach to retention, persistence, and completion.   
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LCC Placed on Enhanced Fiscal Oversight Program 

In July 27, 2016, LCC was placed on an Enhanced Fiscal Oversight Program (EFOP).  It should be noted 

that NMHED prefaced the decision with the fact, “…that the College carried over a positive fund balance 

from FY16 to FY17…” (Email communication, Eccles, S., 7-27-16)   

In terms of #4 regarding fiscal health concerns, LCC has complied with NMHED’s request to provide 

quarterly fiscal health reports to the LCC Board of Trustee during the Board meetings.   

Dissemination of the quarterly report to the LCC Board of Trustees began with the quarter ending 

September 30, 2016, and included the following financial information:  

 A review and comparison of end-of-quarter budgeted revenues and expenditures with actual 

revenues and expenditures 

 A plenary review of all budget adjustments recommended by the President 

First and Second quarterly financial action reports were provided at board meetings in December 13, 

2016 and February 14, 2017, respectively. Supporting documentation is available on request. 

State Audit 

The annual State Audit reviewed LCC financial statements for the period that ended June 30, 2016 and 

yielded a “clean” opinion. The findings contained therein have either been addressed or are in progress. 

Related to the findings, A Current Status of Audit Findings Report was submitted to NMHED before the 

due date of March 31, 2017. 

LCC does have a record of healthy balances (as shown in the financial table at the end of this letter) and 

has always submitted a balanced budget. The BARs submitted annually show an increase to beginning 

fund balance as all budgeted expenditures do not materialize.  

Summary 

Luna Community College does not take lightly any of the concerns identified by external audits and 

investigations. LCC administration and staff have complied with and continues to work cooperatively 

with the audit and any and all investigations and recommendations. The results of the fiscal audits 

reveal that the College remains in good fiscal health despite sluggish enrollment patterns and 

corresponding State appropriations which affect all of New Mexico higher education institutions; the 

College is taking active measures to increase student enrollment and persistence.  

The College believes that the financial distress designation is unwarranted.   Assigning a Financial 

Distress designation on LCC contradicts our current fiscal health, appears speculative, and doesn’t 

consider LCC’s openness and willingness to address concerns and provide corrective actions as needed.  

Our plan to be more transparent about the audits and investigations are currently underway to ensure 

public awareness.  LCC thus requests that the Commission revisit the designation for Luna. Furthermore, 
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LCC welcomes the peer review team to Luna and recognizes that peer reviews and advisory visits result 

in continuous improvement that is inherent in our institution’s goals. 

Respecfully Submitted, 

 

 

 

President Leroy Sanchez 

Luna Community College 

Las Vegas, NM 87701 
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Appendix 2.A.1: Financial Training Samples 
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Appendix: 2.A.2: In-service sample 
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Appendix 2.C.1: Policy Outline 
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 Appendix 2.C.2. Board Minutes 

 

 

January 2016-May 2017 
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Appendix 2.C.4.1: Leadership Retreat 

Administrative Retreat  

Albuquerque, NM  

Success… what does it look like  

Thursday, July 07 - Friday, July 08, 2016  

  

  

8:30 Thursday Sign in  and continental breakfast  

  Working lunch and dinner provided  

   

8:00 Friday Working lunch provided  

   

Agenda I.                     Team Building –    

   President’s Team Building Activity throughout the retreat  

 II.                   Core Expectations   

 A.      What are our goals? Open discussion   

B.      Work ethic  

 C.      Professional Relationships   

D.      Team Work  

 E.      E-mail (everyone)   

F.       FERPA  

   

  III.                 Working Groups   

     

A.      Faculty - Policy  

 a.       Prep time location   

b.      Office hours  

c.       Instructional Expectations  

 d.      Serving on committees   
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 B.      Clubs and Organizations – review of clubs and processes   

 C.      Student Services   

 D.      Emergency Preparedness and Campus Support -   

Physical Plant & Maintenance  

 1.       Cleaning schedule   

2.       Work loads  

3.       Work orders  

E.      Importance of thorough documentation of ALL STUDENT  Issues  

    

Presentation: LCC attorney Marc Grano  

Documentation, discipline, evaluation, employment offer  

   

  IV.       Report from Work Groups   

  A.      Expectations – Goals setting and target completion  schedule  

  B.      Working dinner – C.       Homework – Shared Governance  Handout  

   

  Continental Breakfast  

  Teambuilding activity: Telestrations  

  

HOT TOPICS:  

Shared Governance: Dr. Lalla  

   

Textbooks (length of use, requirement of access codes, etc.) Community 

Education  

Graduation Processes: (Petition to graduate, graduate clearance)  

    

    

  Working Lunch  PDSA – New Employee Orientation Checklist  

  Athletics  
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  Finance updates  

1.        Thresholds  

2.       Procurement  

3.       Violations  

  Closing  

   

 
Work Groups  

 

Faculty Policy  
Emergency  

Preparedness and  

Campus Support  

Clubs &  

Organizations  

Student Services  

Dr. Lalla  Matthew Cordova    Michael Montoya  

Dr. Roybal  Matthew Griego  
Donna  

Flores-Medina  

Debbie Trujillo  

Cindy Armijo  Denise Montoya  Andrellita  Bernadette Rael  

Susan Olsen    Art Abreu  Francisco Apodaca  

Leticia   President Sanchez        

 Dr. Martinez           
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Appendix 5.A.1.1: 2016/17 Operating Budget 
 

(Next Page) 
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Appendix 5.A.4.1 2017 Staff/Faculty Credentials 
 

Full-Time Staff Credentials 

 Name Credential/Degree 

1 Abeyta, Urszula AA in Business Accounting 

2 Abreu, Arthur BA in Physical Ed., minor in Biology; Education ; MA in Physical Ed. 

3 Aguilar, Jerry High School Diploma 

4 Apodaca, Belanna  
5 Apodaca, Francisco BA in Mass Communications 

6 Archuleta, Leticia AA in General Business; BA in Business Admin.; HR Certificate 

7 Arguello, Angelique BA in Health Education 

8 Arrellin, Robert High School Diploma 

9 Baca, Georgia AA in Business Admin; AA in Accounting; Certificate in Accounting 

10 Bachicha, Marie GED 

11 Benavidez, Louie AA in Criminal Justice 

12 Bowie, Matthew Military Trained Information Technology 

13 Branch, Cynthia AA in Business Admin; BA in Business; MA in Counseling Vocational 

14 Bustos, Don BA in Business Admin/Management; MBA 

15 Chavez, Carolyn BA in Accounting; MBA in Business Administration 

16 Chavez, Chris 
HS Diploma; Certificate in Welding Tech; St. of NM Level two 7-12 
Athletic Coach Lic.; OSHA 

17 Cordova, Matthew AAS in Business Admin; Certificate Small Business Mgmt 

18 Cordova, Melissa AAS in Business Admin. 

19 DeHerrera, George High School Diploma 

20 Duran, Mary Secretarial Certificate 

21 Duran, Ron High School Diploma 

22 
Flores-Medina, 
Donna BA in Business Admin; CPA 

23 Gallegos, Tina High School Diploma 

24 Garcia, Estelle High School Diploma 

25 Garcia, Joelynn AA in Early Childhood Multicultural Education 

26 Garcia, Joyce BA in Fine Arts 

27 Garcia, Martin BA in Fine Arts; MBA in Business Administration;  

28 Gibson, Denise AAS in Business Accounting 

29 Gibson, Tyler High School Diploma 

30 
Gomez-Vaughn, 
Lucia AAS in Nursing RN: BA in Health 

31 Gonzales, Vanetia BA in Biology 

32 Griego, Gabrielle High School Diploma 

33 Griego, Lucas High School Diploma 

34 Griego, Matthew BA in Business Administration 
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35 Hartshorne, Sergio BA in History 

36 Hayoz, Nicholas Welding Technology Certificate; AAS Vocational Tech Studies 

37 
Hughes, Ruth 
Maxine MS in Nursing; BS in Nursing 

38 Jaramillo, Michael Forklift Certification 

39 Lalla, Sharon BA in English; MA in English; Doctor of Education and Psychology 

40 LeFebre, Orlando High School Diploma 

41 Lopez, June Cosmetology License; AA and Certificate in Early Childhood 

42 Lovato, Andrew High School Diploma 

43 Lucero, Amanda AA in Business Admin. 

44 Luna, Elaine BA in Social Work; MA in Social Work 

45 Maestas, Henrietta BA in Business Administration; MA in Educational Leadership 

46 Maestas, Joe Drafting and Welding Certificates; CDL 

47 Maestas, Marvin 
Auto Mechanic Certification; Licensed Journeyman-JM.S6; Backflow 
Prevention Certification 

48 Maestas, Nazario CDL 

49 Maestas Renee BS in Social Work; MS in Social Work; Early Childhood Certificate 

50 Marquez, Moses BA in Business Admin 

51 Martinez, Benito Certificate Computer Programming 

52 Martinez, Francina BA in Business Accounting 

53 Martinez, Wanda BA in English and Business Admin 

54 Medrano, Janice AA in Business Admin; BA in Business Admin. 

55 Montano, Briana AA in Business Admin.; BA in Business Admin. 

56 Montano, Elaine AA in Office Admin., CNA certificate 

57 Montoya, Denise BA in Business Admin. 

58 Montoya, Evelyn AA in Accounting 

59 Montoya, Michael BA in Business Admin. 

60 Montoya, Stacy High School Diploma 

61 Mueller, Rochelle Secretarial Certificate 

62 Olson-Smith, Susan 
MA in Nursing. Specialization in Health Care Education; BA in Nursing; 
MS in Nursing 

63 Ortega, Juliana MBA in Business Administration 

64 Ortiz, Amanda BA in Accounting/Finance 

65 Pacheco, Gloria Certified Dental Assistant; BA in Psychology 

66 Paiz, Larry BBA in Business Admin. 

67 Penix, Victoria Associates of General Studies; Certificate in Allied Health 

68 Rael, Rolando Doctor of Philosophy; MS in Life Science; BS in Environmental Science 

69 Rivera, Sandra AA in Early Childhood Education; HR Certificate 

70 Romero, Ernissa AAS in Business Administration; AA in General Business 

71 Romero, Julio BA in Computer Science 

72 Roybal, Anita PhD. Educational Administration 

73 Roybal, Leon Forklift Certification 
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74 Salas, Amanda BA Political Science, AAS Nursing 

75 Salazar, Linda AAS in Computer Programming; AA in Library Technology 

76 Salazar, Marcella AA in Liberal Arts 

77 Salazar, Michael Police Officer Certification 

78 Sanchez, Leroy BA in Elementary Education; MA in School Administration 

79 Sanchez, Sharrise AAS Business Administration 

80 Sandoval, Paul High School Diploma 

81 Schweid, Cathy Secretarial Certificate 

82 Segura, Nash Dispensing Optician License 

83 Sena, Norman EE98J License 

84 Serna, Veronica BA in Business Admin; MA in Counseling/Guidance 

85 Siqueiros, Antonio 
AA in General Education; BA in Health Education; MA in Sports 
Administration 

86 Sisneros, Aurora BS in Agriculture 

87 Tapia, Amanda AAS in Office Admin. 

88 Trujillo, Debbie 
BA in Elem. Educ.; MA in Curr.. and Inst.; Admin License; Elem. License; 
Special Ed License; Inst. Leader License 

89 Trujillo, Martha CDA Credential 

90 Trujillo, Ronnie High School Diploma 

91 Ulibarri, Emily High School Diploma 

92 Ulibarri, Rock BS Education 

93 Valdez, Manuel High School Diploma 

94 Varela, Raymond AA Criminal Justice, BA Criminal Justice, MA Public Affairs 

95 Vigil, Carl BA in Human Performance and Sports; MA in Sports Admin. 

96 Wezwick, Karen BS in Art Education; AA in Business Admin 

97 Yara, Sheryl High School Diploma; Municipal Clerks Certification 

   
Full-Time Faculty 

 

 Name Degree 

1 Adkins, Donnie High School Diploma; Certified AWS Welder 

2 

Amirhosseini, 
Fereshteh BS in Biology; MS in Life Science 

3 Armijo, Cindy MA in Public Affairs; BA in Sociology/Anthropology 

4 

Bachicha, 
Kenneth BFA in Media Arts Digital Film 

5 

Bonney, 
Clarice Cosmetology License; Cosmetology Instructor License 

6 Collins, Nichole BS in Information Systems-Graphic Design; AA in Liberal Arts 

7 Gilland, Erin BS in Zoology; MA in Teaching 
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8 

Grohman, 
Susan MSN in Nursing 

9 

Goodyear, 
Sherry MA in English; BA in Communication, minor in History 

10 

Kuhlman, 
Patricia 

Certificate in Furniture and Cabinet Making; AS in Office 
Administration 

11 McGee, Jessica 
BA in Special Education, Minor in History and Performing Arts; 
Certified ServSafe Instructor 

12 

Montoya, 
Joseph 

OSHA Certificate; NCCER Core Curricula Instructor; NCCER Master 
Trainer 

13 Musser, Carla BA in Psychology; MS Nursing 

14 

Ortega-
Gallegos, 
Dawna 

Dental Assistant Certificate; BA in Health: MA in Human Performance 
& Sport 

15 Perez, Eugenio BA in Political Science 

16 

Quintana, 
Andrew 

Diploma from Knights Beauty College; Master Barber/Cosmetologist 
Instructor 

17 

Romero-
Arguello, 
Jacqueline MSN in Nursing, BS in Funeral Service; AA in Nursing 

18 Sanchez, Betsy 
MA in Education/Curriculum & Instrc. Specialization in Mathematics 
Education; BA Elementary Ed. 

19 

Sandoval, 
Eugene 

AA in Vocational Studies; ASE Master Automobile Technician; AA in 
Voc/Tech Studies 

20 

Sandoval, 
Germaine NM License for Master Barber/Cosmetologist Certified Instructor 

21 Surdi, Dr. Rita PhD in Mathematics; MA in Mathematics; BA in Mathematics 
 

Adjunct Faculty 

 

1.  
Abeyta, Jeanie 

BA in Human Performance & Sports; MA in Endorsements in 
Athletic Coaching and Health 

2.  Archuleta, Angelo BA in Bilingual Education; MA in English 

3.  Arguello, Arthur Welding Certified 

4.  
Atencio, Daniel 

AA in Drafting Technologies; BA in Media Arts; Commercial Truck 
Driving 

5.  Baca, Gilbert BA in Philosophy; MA in Social Work; PhD. In Social Work 

6.  Baca, Joe BS in Math; MA in Counseling, minor in Chemistry 

7.  Baker, Nathan BA in Theatre, Film & Television; minor in English 

8.  Beil, Connie BSN/RN in Nursing; MSA in Health Services; MS/Nursing 
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9.  
Beil, James P. 

MA in Educational Leadership; BA in History; AA in General 
Education 

10.  Bentson, Lisa BS in Environmental Science; MS in Life Science 

11.  Bird, Diana BS in Home Economics; MA in Teaching (MAT) 

12.  Bustos, Leon BA in Psychology 

13.  Carr-Howard, 
Laurel BA in Health; minor Psychology/Chemistry 

14.  
Castillo, Geno 

BA in University Studies; minor in Geology; MS in Natural 
Sciences-Geology 

15.  Chibante, Linda BA in English; MAT in teaching-Math, Geography, PE and Sewing 

16.  
Chavez, Justine 

BA in Communication Studies; BA in Spanish Linguistics; MA in 
Communication Studies 

17.  Cordova, Victor BA in Art; MA in Education Administration 

18.  Crespin, Patricia BA in Music-Vocal Performance; MFA in Dramatic Writing 

19.  Crespin, Sandra BA in Elementary Ed.;  

20.  Deschweinitz, 
Edmund BA Liberal Arts Convert in English; MA in English 

21.  DeSpain, Roxane BS in Microbiology; MA in Special Education 

22.  Erickson, Lucia BA in Accounting 

23.  Erickson, Marissa BA in Marketing 

24.  Fernandez, Sierra BS in Psychology 

25.  Fields, Larry BA in English; MA in English 

26.  Flores, David BS in Secondary Education 

27.  Gallegos, Isabel MA in Education Administration; BA in Elementary Special Ed. 

28.  Garcia, Edwardo High School Diploma; CDL License 

29.  Glenn, Jacqueline Cake Decorating Certificates 

30.  
Gonzales, Dan 

AA in Electrical Program; Electrical Journeyman’s License; BA 
(double major)- Industrial Ed., minor Math, MA Industrial Tech 

31.  Gonzales-
Meredith, Laura BA in History; MA in Public Affairs/History 

32.  
Griego, Henrietta 

BA in Secretarial Admin and General Studies; MA in Guidance and 
Counseling 

33.  Guerin, Lisa BA in Business Administration; MA, Curriculum and Instruction 

34.  
Gutierrez, Jessica 

BA in Elementary Education; MA in Curriculum and Instruction 
Reading 

35.  Jespersen, Shea BA in Special Ed.(Teaches Aerobics) 

36.  Kear, Terrence ASE Certified Master Automobile Technician 

37.  Kuhlman, 
Sharlalyn BA in Sociology; MA in Sociology 

38.  Lobato, 
Brendaleigh 

AA in Computer Science; BA in History; MA in Media Arts and 
Computer Science 
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39.  
Lopez, John 

BA in History, minor Sociology; Teaching Certificate; MA in 
Secondary Education 

40.  Lucero, Kevin Lyle BA in Psychology 

41.  Lucero, Rachel BS in Biology; BA in Chemistry; MS in Natural Sciences-Biology 

42.  Martinez, Gilbert HS Diploma 

43.  Martinez, Leasa BA in Elementary Ed; MS in Educational Diagnostics 

44.  
Mathews, Billie 

BA in Music  & Education; MA in Education-Curriculum and 
Instruction 

45.  McAllister, Bruce BS in Zoology 

46.  Medina, Tobias High School Diploma; CDL License 

47.  Montano, 
Roberta BS in Biology; MS in Biology 

48.  Montoya, Robert High School Diploma 

49.  Moore, Larry High School Diploma; CDL License 

50.  Muniz, David AAS Nursing 

51.  Nelson, Ellen 
Janeene AS in Nursing; BS in Nursing 

52.  
Ortega, Juan 

BA in Modern Foreign Languages and Secondary Ed.; MA in 
Bilingual Education 

53.  Ortiz, Mary Helen BA in Early Childhood Education, Elementary Education 

54.  Ortiz, Robert AS Science 

55.  Ortzow, Jeff 4th Degree Black Belt  

56.  Pacheco, Keith BA in Fine Arts-Illus. Children's Book 

57.  Pacheco, 
Veronica BA in History; MA in Curriculum & Instruction 

58.  Painter, Annette BA in Spanish, minor Business Admin.; MA in Curriculum 

59.  Parson, Sarah High School Diploma 

60.  Peterson, Charles 
(Chuck) BA in English; minor in Math; MA in Anglo American Literature 

61.  
Plagge, Robert 

GB 98 License 12-05 thru 12-11; 2 yr Certificate Instructor 
program 

62.  Pritchett II, 
Donald  BS in Human Services; MA in Management & Leadership 

63.  
Quintana, Twila 

Juris Doctorate; BA in Political Science, minor Sociology, 
Anthropology 

64.  Rudolph, Aaron L. BA in English, MFA in Creative Writing; English PhD 

65.  Shubert, Telena High School Diploma 

66.  
Simpson, Dorothy 

BA in Speech and English & Sec. Ed.; MS in Speech Ed. & English; 
Ed.D in Educational Administration & Speech Communication 

67.  Sparke, Kathleen BA in Theology 

68.  Stafford, Terri AAS in Vocational/Tech Studies; ServSafe Food Certificate 
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69.  Stoinski, Chelsea BA in Psychology; MA in Psychology 

70.  
Trujillo, Louie 

Official Zumba Instuctor; BA in Political Science, MA in Social 
Work 

71.  Tucker, Kirk BBA in Business Administration; MBA in Business Administration 

72.  Tucker, Roy Keith MBA in Business Administration 

73. T Twitchell, Daniel BS in History; MA in Public Affairs 

74.  
Vance, Paul 

ASE Certified Master Technician; ASE Certified Advanced 
Specialist 

75.  Vela, Yolanda BS in Psychology; MA in Psychology Counseling 

76.  Vigil, Sara BA in English 

77.  Withnall, Michael BA in Sociology/Anthropology 
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Appendix 5.A.5.1: HED Running Finance Schedule 
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Appendix 5.A.5.2: Sample of Qtrly report to Board of Trustees 
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Appendix 5.B.1.1 LCC Open Meetings Act 
(Following Page) 
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Appendix 5.B.2.1 Faculty Senate Recommendations for 2017-2018 

 
Continue to actively support Senators in establishing better lines of communication with their constituent 

populations by asking each Senator to:  

 

those departments within the first two weeks of each semester  

-monthly Constituent Meetings in their constituent departments  

 

 

conversation about their purpose as Senator within the first month of each semester  

 

Continue to support all faculty in being successful in their jobs at LCC and knowledgeable about Faculty 

Senate’s role by:  

 

-Day-of-Class practices during the pre-semester Inservice Meetings and 
emailing those out to Faculty before the first week of class.  

About Your Faculty Senate and Best Instructional Practices/Tips for Teaching at LCC 

Handouts; ask HR and Office Managers to hand them out to each faculty member when they sign their 

contracts and/or when they pick up their No-Show Rosters in the 3rd week  

 

Continue to support of the FS Resolution to Support Attainment of Collective Bargaining under NEA, 

passed September 9, 2017:  

 

 

ntually ask NEA to hold a vote authorized by the state legislature to authorize NEA as our 

Collective Bargaining Representative, also in support of the above Resolution.  

 

Other very important work to continue or initiate:  

 

anchez on implementation of uniform institution-wide assessment and 

reporting procedures (described under #1 in in Analysis Table above)  

-service Week activities in 

cooperation with VP of Academics  

Academics 

 

Meeting with the purpose of advising and reporting to the Board on 

matters pertaining to Faculty.  

-table, discussion-promoting format  

LL faculty and LCC community members, 

not just Faculty Senate  

Continue to assure that Faculty Listserv is maintained and utilized for dissemination of information. 

Check on this with IT.  

Institutional Committee, and that FS is represented on each Institutional Committee.  
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ty Senate webpages current:  

 

https://luna.edu/faculty_senate/  

https://luna.edu/faculty_senate_agendas_minutes/  

 

-term, but as soon as possible: Author a new, more functional Faculty Handbook. Seek out and 

review Faculty Handbooks from other first-rate community Colleges as a guide to what should be 

contained in ours. Ensure that ours does not redundantly cover material already covered in LCC’s more 

general Employee/Staff Handbook.  
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Appendix 5.B.2.2 Institutional Analysis Leadership Team Minutes 

Members:   

Sharon Lalla-VP of Academics, Debbie Trujillo-Asst to the President, Denise Gibson-IR, Vidal Martinez-

Vocations, Henrietta Maestas-Registrar, Wanda Martinez-Mora Satellite, Erin Gilland-Faculty Senate 

Chair  

The purpose of the Institutional Analysis leadership team is to address accreditation issues and ensure 

that internal and external reports are aligned with the strategic planning of Luna Community College. 

The team is comprised of members from Student Services, IR, faculty, and the VP of Academics.  

Strategic Plan  

Directive 1: Deliver Quality Education for Student Success Direction  

o    Goal 1: Provide quality, accessible, and affordable education.  

o    Goal 2: Develop and implement training programs for College faculty and staff.  

o    Goal 3: Provide students with opportunities to achieve educational goals.  

o    Goal 4: Provide a variety of programs that meet stakeholder needs in an efficient and  

     effective delivery method.  

Directive 2: Student Persistence, Retention, and Completion Direction  

o    Goal 5: LCC will focus on College readiness by working with its community partners.  

o    Goal 6: Increase retention rates for all students.  

o    Goal 7: Increase the number of students completing degrees and certificates. 

Directive 3: Create Effective Communication Structures  

o    Goal 8: Increase regional leadership through partnerships and educational 

     opportunities.  

Goal 9: Institutionalize methods to ensure effective communication.  

Goals  of this Leadership Team 

● Produce short and long-term strategies for data collection and analyses  

● Provide guidance and direction for Accreditation issues  

● Review internal reporting to ensure that data meets strategic directives  

● Review external reporting to ensure that data meets strategic directives  

● Conduct analyses of data  

● Communicate results to the public (e.g., website, news)  

  

The IR shall perform the following:   

● Collect and analyze data for internal and external reporting  

● Create reports and submit to the Institutional Analysis Leadership Team prior to release of such 

data. At minimum, reports must be approved by the VP of Academics.  

● Provide a timeline for data reporting for annual scheduling of team meetings  

● Other duties as needed  
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April 19, 2017  

HLC 2017 Planning Committee Meeting Wednesday, April 

19 2017 - 3:00 p.m.  

Present: Donna Flores-Medina, Wanda Martinez, Dr. Sharon Lalla and Mary Duran (note taker).  

Agenda  

--Discussion of Financial Distress Designation--HLC Visit  

--Concern about spending more time doing busy work for auditors; Sharon explained the financial 

designation impact and the sudden visit in June  

--The following documents were provided: Criteria for Accreditation & Higher Learning Commission 

(HLC) Assumed Practices.  Criteria and assumed practices descriptions are available for pick up from 

Mary Duran  

--The following criterion and assumed practices were marked and assigned to the following individuals:  

Criteria for Accreditation:  

2.A. – possibly assigned to Debbie Trujillo (processes/ procedures in place & how they are followed).  

2.C. – Sheryl Yara  

5.A. – Donna Flores-Medina  

5.A.1 Fiscal – Donna Flores-Medina, Human Resources-Carolyn Chavez, Physical – Mathew Cordova, & 

Technological Infrastructure Denise Montoya (IT)  

5.A.2. - Donna Flores-Medina and Sharon Lalla  

5.A.3 -  Sharon Lalla  

5.A.4 - Carolyn Chavez and Sharon Lalla  

5.A.5. - Donna Flores Medina  

5.B. 1 - Donna Flores Medina – Sub / Sheryl Yara  

5.B.2 & 3. - Erin Gilland  

HLC Assumed Practices  

A.1 & 2. - Michael Montoya & Henrietta Maestas  

D.6. - Carolyn Chavez  

Additional Information  
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1. Wanda will be reviewing the content of the HLC self-study report to see if the content is fairly 

represented.   

2. Mary will work with IT to make sure all links are fixed in the HLC self study report.  

3. The HLC self-study has been shared through GoogleDocs with everyone on this list.   

4. Mary will update the Luna introduction (based on the last self-study report).  

Deadlines  

·        The HLC draft report is due on May 12, 2017  

·        Meeting once a week (suggested date Monday, April 24, time tbd).  

·        Editing period, May 13-20  

·        Submission date: May 20th ·        

HLC Visit: June 26 and 27  

Today (March 19) is the date the LCC HLC Planning Committee begins – The group will meet once a week 

– it will meet three times before the final draft is due.  The tentative meeting days are set for Monday – 

TBA.  

   

Data Collection  

An IT support ticket has been sent to  IT to set up a Z-Drive for all HLC Planning members as a shared / 

reporting file for all involved to input and see other areas that are input.   

Dr. Lalla will provide subfolders in the Z-Drive per HLC criteria.  One template document file will be in 

each subfolder for each author to write a statement about why evidence is in the subfolder. Author will 

link the evidence to the language in the template document.   

  

***  

February 3, 2017  

Attendance: Henrietta Maesta, Sharon Lalla, Denise Gibson, Jessica McGee  

Agenda  

● HLC Status  

○ Site visit 2019 which means we are okay and will want to work on figuring out what 

kinds of reports we need to collect annually and on a regular basis  

 ○ We will start collecting data and putting it into our yearly file (on BB for now)  

○ We need help from faculty senate to determine program assessment plan ●

 Calendar of External Reporting was provided  

 ○ eDear  

 ○ IPeds  
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 ○ NMICC  

 ○ HLC  

 ○ CODA  

 ○ ACBSP - handout  

● Other Concerns  

○ How do we can get more faculty to attend and contribute  

● Next Meeting  

○ TBD  

  

**  

January 13, 2016  

Attendance:  Jessica (in place of Erin Gilland), Vidal, Sharon, Henrietta  

  

● Review of third draft  

● Need to think about evidence   

● Sharon to provide communications overview and graphic for the beginning of the document by 

1/18  

● Reordering will follow the communications overview  

● Department Strategic Plans across the institution (Student Division meets once a month; 

Academic meets once or twice a month)-Contact Debbie and Sharon for information.  

Show how it goes to Administration and back to Organizations  

● Make comments to draft 3 and send to Vidal by 1/18  

● Identify evidence (notes of meetings, reports,   

● We need to follow through on persistence goals-what have we done? Put in one report as 

results; then what? Sharon to look into this.  

● Where is presence of Curriculum Committee on website?  

● Vocations and adult basic education; vocations and STEM need info.  

● This team recommends that IA determine the exit survey as part of the team ○ What are 

current results of exit surveys? What is our baseline  

  

  

***  

Minutes February 3, 2017  

  

● Dr. Lalla CTO 3:10  



 

364  

  

● Dr. shared a letter with E Gilland and D Gibson of LCC accreditation with a few monitoring  

report. With February response in 2017 will be revisited in 2019.   

● Dr. Lalla distributed schedule of external reports.  

● Explained that eDEAR is usually for Financial AId.  

● Ipeds is external and we have different information for this.  

● Dr. Lalla shared a report that D Gibson provides numbers to.  

● Dr. Lala asked about the Ipeds - Denise to try to get report to Committee some are for funding 

and some are for report in order for the outside to view information on our College.  

● April reporting was done by J Tiernan. Can not find data from then; Denise having to recreate. 

Report due on February 15th and will share report with committee once she has done so.  

● Dr. Lalla said we are just trying to see what goes out what is reported, how it is reported in order 

to get familiar with all reporting mechanisms.  

● Explained the Master Reporting Calendar / Dates  

● Distributed a ACBSP letter saying we are not transparent with our data. We need to share this.  

● Explained the three purposes.  The executive team is trying to see what are our most important 

goals, enrollment, strongest programs …..looking at data in different ways and Dr. Lalla to 

learned about the College and its strengths. ● Our enrollment increased by 8% over the end of 

Fall.  

  

Next meeting - March 3rd, Friday.  

**  

December 9, 2016  

Membership Attendance:  Sharon Lalla, Vidal Martinez,, Erin Gilland, Wanda Martinez, Denise Gibson 

(Debbie Trujillo unavailable)  

  

● Vidal presented the HLC Draft for February on Shared Governance  

● We talked about draft and spots that needed attention; Vidal to talk with Erin re Faculty Senate, 

Mary to give purpose and function of 3 new committees to Vidal; Vidal to talk to Sequoia about 

Curriculum committee; Culture changes can be seen in Academic director meetings incl. 

Satellites-Sharon has notes re AD meetings; Debbie has notes re Director retreat; Tutoring 

committee also exists and maintains evidence  

● 2018 - Assessment Requirements Goal   

● Issue of Assessment and who drives it: Discussed mandates vs. contribution to solutions is a 

problem  

● Sharon advised Faculty Senate that we asked FS to take on Assessment at the beginning of the 

semester; no word has yet to be received from faculty senate ● Issues are with communication   

● Sharon will provide Vidal with an institutional communications plan  

● Next steps, Vidal will send another draft by end of next week Dec 16th; we will review over 

email and send him comments (ccing everyone)  
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● Denise can opt out of upcoming team meetings where Feb HLC topic is the discussion  

  

***  

November 21, 2016  

Attendance: Denise Gibson, Henrietta Maesta Registrar, Debbie Trujillo SS, Vidal HLC, Sharon, faculty 

absent  

Agenda  

1. Goals of IR Leadership Team  

a. Discussed, add accreditation  

2. Role of IR  

a. Add a code for athletes in CARS (work with Registrar)  

b. Create a schedule for Leadership review  

3. Types of Reports  

a. Denise to give us a list of all external reports  

4. Meeting Times  

a. Meet twice a month (Denise to attend once a month)  

b. Meet once in Feb  

5. Other  

  

What we had before? Where are they?  

What is being evaluated  

·         Enrollment Reports  (Census Enrollments, First-timeFullTime   

·         Factbooks  

·         National Reporting   

·         State Reporting  

·         Peers/Ranking  

   

NMICC Performance Indicators 2015-2017. We need to think about reports  

·         Percent successful after 3 years   

·         Percent complete within 150% of time   

·         Percent placed in jobs in NM   

·         Percent of white students enrolled   

·         Percent of male graduates   

·            Number of enrolled in area health education center program   

·         Number enrolled in SBDC program   

·         Percent of programs with stable or increasing enrollment   

·         Percent persisting to following spring   

·         Percent placed in jobs or continuing education in NM   
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Appendix 5.B.2.3: Advisement Minutes 
Student Advisement Team 
Members: 

Henrietta Maestas, Michael Montoya, All Satellite Managers, Jessica McGee , Rolando Rael, 
Sharon Lalla, Debbie Trujillo, Mary (Ex-Officio) 
 
Purpose 

The purpose of this committee is to create student advisement strategies that can be 
institutionalized across the Luna campus. 
Goals 

·         Create an advisement handbook and an update procedure for advisement processes 
·         Provide mentoring programs for all Luna students to ensure student success 
·         Create and evaluate advisement reports and make recommendations for advisement 
changes 
·         Communicate and Disseminate information pertaining to student advisement 
 

Role of Members 

The committee shall consist of at least 2 faculty (1 full-time), 1 student representative, all 
student services Staff, 1 Academic Director, and the VP of Academics. One student services 
staff member shall be the Chair and hold that position for two years. 
 

Chair 

The Chair shall arrange a minimum of five committee meetings each semester. He/she shall 
work toward meeting the committee goals, request agenda items from its committee members 
and run the meetings using Robert’s Rules of Order.  The Chair shall ensure that the committee 
is providing short and long-term solutions and shall seek assistance from Administration as 
needed.  Other duties as assigned. 
 

Vice President 

The Vice President shall serve in the capacity as Chair when the Chair cannot make the 
scheduled meeting. Other duties as assigned. 
 
Members 

Members regularly attend meetings at least once a month, actively participate in advisement 
activities, assist in the creation of reports, make recommendations based on data analyses. 
******   

 
Advisement Committee Agenda 

April 26, 2017 
1:30, TE126B 

 
I. Call meeting to order Vice Chair Aurora Sisneros called meeting to order at 1:45. 
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II. Approval of the Agenda. Aurora entertained a motion to approve the agenda with the 

date change to 4/26/17.  First by Dr. Roybal and seconded by Jessica Mcgee. 

 
III. Approval of Minutes from March 30, 2017. Aurora entertained a motion to approve the 

minutes. First by Dr. Lalla, seconded by Renee Maestas 

 
IV. Advisement Handbook Update. The VIce Chair Aurora Sisneros went over the Academic 

Advisement Handbook.  Aurora noted anything with the star next to it is a 
recommendation from Renee Maestas or Aurora Sisneros. The group reviewed the 
handbook and the recommendations.  There were suggestions made by different 
members and they were marked on the handbook and handed back to Aurora. 
Additional recommendations will be submitted to Aurora by May 30, 2017. Update draft 
will be ready by June 30, 2017. Vice Chair Aurora  will create a google doc and Invite 
committee members to review the handbook on a google.doc.  First by Jessica McGee, 
seconded by Dr. Lalla. It was noted that the handbook may be revisited in the Spring. 

 
V. Advisement Training - with support from Faculty Senate-update.  Will be Fall 2017. 

Mcgee asked for help with the advisement training; Renee offered her assistance. There 
was discussion on the LCC PORTAL / PASSPORT and who is authorized to access it.  

 This will be a discussed at the next meeting.   
 
VI. Other discussion items 

A. Survey for students lead by Student Government - had 33% of our students were 
not aware of student advisement/mentoring.  There was a suggestion to have 4- 
question survey at graduation. Dr. Lalla suggested calling them and asking them 
what are your expectations of a mentor.  Mary to call 33% of students and report 
to the next meeting, 

 
VII. Next Meeting - Friday, May 19, 2017 @ Title V Lab, 1:30 

 
VIII. Adjourn.  The meeting adjourned at 2:30 p.m. 
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Student Advisement Team 
Friday, February 10, 2017 

 
Present: Aurora Sisneros, Keith Gutierrez, Chair Henrietta Maestas, Dr. Sharon Lalla, 

Jessica McGee, Dr. Rolando Rael, Michael Montoya, Renee Maestas, Wanda 
Martinez-not present & Debbie Trujillo-not present and Minutes taken by Mary Duran 

 Call Meeting to Order - Chairperson Henrietta Maestas called meeting to order 
at       1:41 pm. 

 Approval of the Agenda - Chair Henrietta went over the agenda - some items tabled due 
to small attendance - motioned by Chair Henrietta, first by Jessica McGee and seconded 
by Aurora Sisneros. The following items were tabled: Advising for Dual Credit Students 
& Department program Maps. 

 Approval of Minutes from January 4, 2017 Meeting -. pg. 3 coordinate with Faculty 
Senate, 1st page “Melissa” updated to “Melissa Cordova”, 4 bullet - letter A by the 
advisor of the particular program, b programs., last page 2nd to last Cindy Armijo will 
take , last page 1st paragraph “that” instead “of that”.  A motion was made by Chair 
Henrietta to approve the minutes with the recommended changes, First by Aurora 
Sisneros and Seconded by Keith Gutierrez. 

 Nomination of Vice Chair - Chairperson Henrietta asked everybody if they were 
comfortable submitting nominations for Vice Chair - Everyone was okay with making 
nominations. Dr. Lalla nominated Aurora Sisneros to serve as Vice Chair - Aurora 
accepted. Everyone was in favor, therefore Aurora Sisneros was voted Vice Chair of the 
Student Advisement Team. 

 Advisement Handbook suggested updates from committee. Dr. Rael provided a print out 
of his recommended updates and he explained each of them to the group.  There was 
some discussion on the updates and it was agreed that everyone would provide their 
updates at the next meeting. 

o Chairperson Henrietta feels this is a good starting point for the group.  She noted 
that she and the Vice Chair would go to the different departments to determine 
what is needed. 

 Advising for Dual Credit students -  tabled.  The item was untabled. Renee Maestas 
reported the following: 

o Access Center normally recommends that High School students take the general 
core classes unless they are vocation students - they are advised against it 
because of financial assistance. 

o Students who want to do Dual Credit must first take the accuplacer to determine 
where they place. 

o If a student is interested in concurrent enrollment it would be placed on a green 
card; the student will be financially responsible for those classes. 

o It is the student’s choice with they want to enroll in vocational classes. 
o Dual Credit is for Juniors and Seniors.  If a Freshman or Sophomore are 

interested they have to take the accuplacer and they would need to test out of 
remedial courses.  They would then need permission from their School Principal / 
Councilor and it would be taken to a committee for final approval. 

o Michael Montoya stressed on the importance of pushing the General Core 
classes on these students - He recommends they see Renee’s girls at the 
Access Center. 

o It was noted  that we need diligent/ creative advisement. 
o Advising for student well below normal Accuplacer Scores 

 Department Program Maps – tabled 
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 Advisement Training for faculty how can faculty senate help us - Including Advisement 
Portal 

o Dr. Rael questioned if a student’s’ scores barely register; he was advised to 
direct or encourage the students to go to Student Services (Access Center). 

o Dr. Lalla noted that Jessica is working on setting up said training. She noted that 
all Academic Directors will be required to learn this. 

 Update on Student Event - Cindy Armijo 
o Dr. Lalla provided the update for Cindy in her absence. 
o She provided Cindy’s checklist for the handbook to Chair Henrietta. 
o Dr. Lalla noted the Spring Fling event is scheduled for February 22 2017, and the 

time is not yet determined; it will either be 4 - 6 pm or 5-7 pm. The Academic 
Directors / Faculty will be required to attend.  There will be “save the date” cards 
made and to be distributed to the students 

o Michael suggested handing them out with the checks at Financial Assistance’ 
check distribution on Friday, February 17, 2017. 

o Dr. Lalla noted that Cindy has some fun ideas for that day, but any ideas are 
welcome.  There was a suggestion of 50/50 which is always a success. 

o Henrietta noted she and her department will be available to help if needed. 
 Other 

o Chairperson Henrietta updated the group on the training her department 
participated in. She noted the following: 

 Potential change - Advisement will be more institutional 
 Potential change - Passport will be re-evaluated 
 During the registration period for Fall 2017 students will be required to 

update their contact information. 
 Potential change - Pathways can update information 
 New ID Profile - Testing (Registrar) 
 Need to get degree clearing to graduation 

 Next Meeting -  Chairperson Henrietta entertained a motion to change the regularly 
scheduled monthly meeting to the 2nd Friday of the month. It was first by Michael 
Montoya and seconded by Keith Gutierrez. 

o Friday, March 10,l 2017, 1:30 p.m. LCC Coffee Shop 

 

*** 

 

Student Advisement Team 

January 4, 2017 

Attendees: Dr. Sharon Lalla, Chairperson Henrietta Maestas, Michael Montoya, Dr. Rolando 

Rael, Dr. Anita Roybal, Cindy Armijo, Keith Gutierrez, Aurora Sisneros (no present) & Jessica 

McGee (not present). 

Notes taken by Mary (Liaison) & Melissa Romero 

·                    Chairperson Henrietta Maestas called the meeting to order at 2:11 p.m. 

·                    The minutes of November 21, 2016 and December 12, 2016 were reviewed.  There were 

three suggested changes to the minutes of 12/21/16, page 2, #7, first item, Howe had an extra e, 

page 3, page 4,  12th item Al missing an l. Chair Henrietta entertained a motion to approve the 

two sets of minutes with the suggested changes on the December 12 minutes. It was first by 

Michael Montoya and Keith Gutierrez seconded it. 
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·                    Chairperson Henrietta Maestas explained the duties of the Vice Chair.  She noted that 

when she is not present at the meeting the Vice Chair would be in charge of the meeting.  The 

following was discussed: 

a.    Keith Gutierrez nominated Michael Montoya; Michael declined the nomination. 

b.   Dr. Roybal nominated Renee Maestas – there was discussion about the Vice Chair 

position. 

c.    Dr. Lalla nominated Dr. Roybal; Dr. Roybal decline the nomination 

d.   Cindy Armijo offered to serve as Vice Chair but only for the semester. 

e.    Michael Montoya thought we could limit the time the Chair and Vice Chair would serve. 

f.        There was discussion on postponing this agenda item due to some members not 

present.  The motion was entertained the agenda item be postponed.  It was first by Cindy 

Armijo and seconded by Michael Montoya. 

·                    There was discussion on how student advisement works. 

a.     It was noted that the Student Success Center are the initial Advisors and once the student 

declares their major they should be advised by and Advisor of their particular program. 

b.   Wanda Martinez and Keith Gutierrez noted that they advise their students for all 

program  If this is not what is needed they are then sent to the Department Director of said 

programs. 

c.    The following individuals are advisors:  Cindy Armijo, Rolando Rael and Erin Gilland, 

Vanetia Gonzales and Renee Maestas & her department. 

d.   Dr. Lalla noted that the website needs updating.  She asked the academic directors to 

contact IT to assure the website is updated. 

e.    Michael suggested a 2-year plan for each program (mapping).  Dr. Lalla noted that maybe 

we could place this under the website.  She would like to see the workforce integrated under 

programs as well.  It was not that it is on the website, but only for certificates program. She said 

maybe we could link the degrees to it as well. 

·                    A copy of the advisement manual was distributed to the members in attendance for their 

review and suggestions. 

·                    Dr. Rael reminded the group of a list of advisors. 

·                     He noted a concern of having a rigid format may not work for non-transfer students, but 

may work with for traditional. 

Melissa took over note taking @ 3:30 

…… Advisement Portal – training from SSC- with parameters 

Advisement Portal is different than passport 

-          You can print from passport and view in the Portal 

Academic side of advisement is passport.  When you document in the portal everyone can see it. 

Document when you advise students, grade challenges, conversations with students that are not 

of a personal nature, etc.  The Portal gives a date/time and employee stamp on the conversation. 

Portal is an internal tool passport is external tool, students can see and use the passport function. 

How is portal used?   To advise, as guidance, work/College related issues, and academic progress 

good and bad. 

Advisement portal is used for documenting the Academic Plan assigned by Financial Aid in 

regards to comments regarding classes. 

In or while advising list concerns regarding course substitutions.  Is there a matrix in the 

Registrar’s office regarding substitutions that are acceptable? 
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        In the Substitution process, is it an approval on the form or a recommendation ONLY, 

not a guarantee to students that the course substitution will take place? 

Satellites:  Should they be advisors? One concern is they are not specialized in one particular 

program as other Directors and their staff. 

 Dr. Lalla would like it to stay as such and train them for specifics.  For instance in Springer 

there is the correctional facility that would need an advisor. 

1.   Continue academic director level mapping 

2.   Portal training- two(2) levels of advisement 

a.    Assumption of advisement ( SSC) 

b.   Program advisement ( Departments) 

What should be advised?  Where?  By whom?  What role? 

Dr. Lalla would like the training for advisement during the In-service training with the 

instructors. 

        Coordinate with Erin- Student Senate. 

Develop guide for advisement, and future planning.  In the handbook what are the advisor roles, 

again would like two different roles and expectations. 

**………..Review Advisement Handbook? 

H Maestas asked if this agenda item could be tabled.  Question was asked: is this Handbook for 

Advisors or students?  It is for Advisors. 

Please review Handbook section by section and come to the next meeting prepared to discuss.  It 

was suggested that LCC forms, Advisement forms or a hot link to the forms by added to the 

handbook. 

H Maestas asked for a motion to table.  Dr. Roybal/ M Montoya.  All agreed. 

**…..Advisement for general core. 

Student Success Center is using Matrix given by Registrar if they have any questions regarding 

courses on a transcript.  Any transfers from Out Of State institutions are given to Registrar to 

evaluate. 

Dr. Lalla:  is there a process?  Registrar what is the process of transcript evaluation? 

H Maestas:  it is an automatic in the Registrar’s office. 

Dr. Lalla:  Is this process listed as a SOP?.......No 

***…. Faculty Training for advisement, talked about previously in this meeting. 

***…Dr. Lalla:  HLC/HED 

        First time Fulltime Freshman (FFF)… Money was obtained to gather information about 

FFF (FA16). Money may not be available next year so this really has to happen soon. 

        Dr. Lalla wanted a list of FFF, she did get one from Denise in IT and Mary is sorting 

through it to get a better idea of FFF not just freshmen. 

What she would like to do is find a way to start following their progress.  What are their 

needs?  What can we do to connect with the students?  How many are returning for SP17? 

She is thinking to invite students for a focus group- individually- or collectively. 

Do they know their Advisor?  Their Academic Director? 

Dr. Lalla asked to have an event created with a hand full of staff.  

        Right now we are shorthanded with the new semester just beginning.  When is the event 

needed? ASAP. 

It was suggested that possible after the add/drop period has ended it would be a bit slower and 

more staff could assist with the event.  C Armijo volunteered herself and PTK group.  Financial 

Aid can co-coordinate with Armijo, February is Financial Aid month and is planning events for 
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FA.  Dr. Lalla would like Student Life to also be a co-coordinator in the event.  What info from 

HED is required?  It was suggested that a general survey be formed and then the FFF 

information can be weeded out of the whole.  We may need all other surveys from students for 

other programs. 

COLLEGE NIGHT @ LUNA   -  -   SPRING FLING  - -  GAME NIGHT are some ideas on the 

event name. 

Registrar advised if during day, Registrars could not participate second week of February. 

!!!! Host it in the Coffee Shop !!!!! 

***…. Next meeting is January 18, 2017. 

H Maestas suggested it be moved.  Others in agreement, discussed possible dates and times. 

Standing meeting first Friday of the month @ 1:30 in the Coffee Shop. 

Next meeting February 3, 2017 @ 1:30 in the Campus Coffee Shop. 

Motion to approve meeting change:  C Armijo/ Dr. Roybal.   All in favor. 

… *** Someone will update regarding the SPRING FLING date and time. 

… *** Motion to Adjourn:  M Montoya/ Dr. Roybal.  All in favor. 

*** 

Student Advisement Team 

November 21, 2016 

Attendees: Sharon, Henrietta, Michael, Rolando, Anita 
Notes taken by Mary (Liason) 

 Committee Chairperson / Vice Chairperson 
o Henrietta Maestas was nominated as Chairperson; she accepted position. 
o No Vice-Chairperson was selected. 

 Meeting Times / Members 
o End of term meetings are not a good time. 

 Tentative meeting set – Monday, December 12, 2016 – 9:00 a.m. 
 Purpose /Role 

o The group were all emailed the purpose and role of the committee. 
o They key purpose is to create student advisement strategies that can be 

institutionalized across the Luna campus 
o A book was provided to all members present, “Redesigning America’s 

Community College.” 
 Group Discussion 

o It was noted that last year in-service started with a training for directors on 
pathways/ advisement portal 

o Dr. Lalla shared a draft for a mentoring program 
o Mentoring would be a one-one connection with incoming Freshman 
o Mandatory meetings were suggested to invite students 
o How many mentors per student was discussed 
o Number of volunteers was discussed 
o We need an eye-catching way of getting students engaged 
o Minute-mentor was suggested.  This is where the student would touch base with 

a mentor 
o Student Orientation – do not get a lot of students. Reason being: Luna is not 

always student’s first choice. 
o What exactly does mentoring mean? 
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o It was decided that instead of trying to have something this semester, we would 
have something the first week of school.  Invites will be sent out regular mail. 

o Block schedule – to allow for faculty to attend scheduled meetings or participate 
on committee 

Upcoming Topics: 

·         Discuss activities for first mentoring event 

Next Meeting: 
·         Monday, December 12, 2016, 9:00 a.m., Board Room 
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Appendix 5.B.2.4: Instructional Technology Minutes 
Institutional Technology Committee  

Minutes February 17, 2017 
 
Present:  Kenneth Bachicha, Larry Paiz, Robert Grill, Francisco Apodaca, Aurora SIsneros, 
Nichole Collins, Kenneth Abeyta &  Mary Duran Liasion. Not present: Sharon Lalla, Wanda 
Martinez, Keith Gutierrez, Renee Maestas, Denise Montoya & Matt Griego 
 

1.CTO - 1:10 
 
2. Roll call - sign in sheet was passed around 
 
3. Approval of Agenda a motion was made by Francisco apodaca to approve the agenda with 
the addtion of K Abeyta report under new business, seconded by Kenneth Abeyta. 
 
4. Approval of Minutes. A motion was made by Francisco Apodaca and seconded by Aurora 
Ssneros.  
 
5 Sub - Committee Reports.   The following leaders were selected to the sub committees: 

 Discussed combining red / green sub-committees. K Abeyta will be in charge 
 Blue Vice chair volunteered to set up sub-committee meetings 
 CSA will soon be under STEM 

 
6. New Business 

 Francisco Apodaca so Moved to suspend the rules solely for this meeting so that we 
may add members to the subcommittee the rules not with-standing. 2nd by K Bachicha, 

 Laura FLores student was added to the IT committee and will be invited to the next 
meeting. 

 K Abeyta -  K Abeyta noted 6-10 action items taken by a Board of Trustees member , 
and he will update the subcommittee leaders.  At this meeting they discussed the ITV 
process being changed by Summer 2017..  K Abeyta  - ITV will be done by summer - all 
summer classes will be on BB , ITV will only be a fall back  FALL 2017 ITV will not exist 
at all on LCC campus. Every system that was in place will be in place through 
Blackboard. 

  
o Because of this discussion ensued regarding the Board of Trustees formation of 

an ITV Committee which brought forth the questions of the relevance of the 
faculty / staff ITV Committee. 

o Francisco Apodaca noted, if the Board of Trustees wa to take over specific areas 
previously discussed by the committee, what is the relevance of responsibility of 
the IT Committee.   

 Chair Robert Grill to talk to send email to Administration member Dr. Sharon Lalla and 
report back at next meeting. 

 
7. Adjourned/ Next Meeting - 2:00 p.  Next Meeting Friday, March 3, 2017 1:00 p.m. TE126B. 
 

Agenda  
February 3, 2017 
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Attendance: Kenneth Bachicha, Aurora Sisneros, Sharon Lalla, Nichole Collins, Robert Grill 
Mary Duran Liaison 
Call to order - no quorum 
The following was discussed: 

 Send survey to everyone - review survey first “What works and what doesn’t work with , 
discussion on students who don’t have computers 

 TRIO Program - what can we do through it? 
 Problems with bb - for classes have to download collaborative launcher for each class. 
 Need maintenance plan for all computers on LCC campus 

Set next meeting rescheduled for 2/17/17. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Instructional Technology Committee 

Friday, December 9, 2016 
 

Attendees: Kenneth. Abeyta, Matt Griego, Robert Grill (student), Francisco Apodaca, Larry 
Paiz,  Nichole Collins, Aurora Sisneros, (Kenneth Bachicha – not present, Dr. Lalla – not 
present, Denise Montoya – not present) 
Notes taken by Mary (Liaison) 
1.  Call to Order 
·         The meeting was called to order by Chairman Robert Grill at 1:17 p.m. 
2.  Roll Call 
·         A sign-in sheet was passed around for everybody’s signature 

1. Reading of Last Minutes ( November 22, 2016) 
§  It was noted that Aurora Sisneros was in attendance at the last meeting but was not listed as 
attendees on the minutes.  With this addition It was motioned by Francisco to approve the 
minutes and seconded by Nichole. 
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1. Old Business 
o Discuss all priorities listed as number one/establish sub-groups for further 

discussion (suggestions & recommendations) 
 The following sub-groups were formed/ identified as a color:  Green 

Group – combination of Technology Training Plan, Student Training & 
Google, Red Group – combination of Distance Ed Tech and ITV, Blue 
Group – combination of Purchasing Standardization of Equipment, 3 year 
Inventory Purchasing Plan, Ancillary and Pursuit, Classroom Technology 
Standards, WiFi Connectivity, Budgeting Plan and Video Surveillance, 
and it was agreed that Website would stand alone. 

 The sub-groups consisted of the following members: 
 Green – Larry, Francisco, a student & Nichole 
 Red – Kenneth Abeyta, Larry, Aurora, Henrietta, Nichole, Sherry, 

Henrietta. 
 Blue – Francisco, Matt, Kenneth Abeyta, Aurora, Sherry, and Dr. 

Lalla 
 Website – all committee members and must include a student for 

student perspective. 
5.  New Business 

o Coaches concerned with player missing class due to being on the road (Robert) 
o Robert discuss with the group and it was agreed that Robert would talk to the coaches 

and invite them to the next meeting. 
o There was discussion on amending the bylaws to add two student to be on the 

committee 
 

6.  Open Floor 
o Kenneth Abeyta brought up creating a hangout 
o Francisco reported on an upcoming STEM Grant and explained the 3 phases of the 

grant. 
o Francisco reminded everyone of the Promethian Board presentation on Thursday, 

12/15/16.   
o The trainings will be held every hour on the hour at the Board Room. 

 

7.     Next Meeting: 
·         Friday, February 3, 2017, 1:00 p.m., TE126 room 

 
8.     Adjournment. 

o Meeting was adjourned at 2:10 p.m. 
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Instructional Technology Committee 

Friday, December 2, 2016 
 

Attendees: Dr. Sharon Lalla, Kenneth. Abeyta, Kenneth. Bachicha, Matt Griego, Robert Grill 
(student), Francisco Apodaca, Larry Paiz, Henrietta Maestas, Nichole Collins 
Notes taken by Mary (Liaison) 

 
1.  Call to Order 
·         The meeting was called to order by Chairman Robert Grill at 1:15 p.m. 
2.  Roll Call 
·         A sign-in sheet was passed around for everybody’s signature 

1. Reading of Last Minutes ( November 22, 2016) 
o Copies of minutes were handed out to all committee members for their review. 
o  Correction under committee chairperson/vice chairperson, from It was agreed by all that 

IT shall only serve as advisory team member to cannot hold office within this 
committee.   K Bachicha motioned to approve minutes , seconded by K Abeyta 

o One item was added to the minutes under group discussion: Quorum 5 
o  A correction was made under next meeting from 1016 to 2016. 

 
1. Committee Member Reports 

o Chairman Robert Grill asked for individual reports/goals from each committee 
member. 

o Dr. Lalla suggested that each committee member go up the classroom white 
board and write down their goals, and then we would rate them from 1- …. The 
following were written down and numbered: 

  K Abeyta – Website-google (1), Microsoft 360 (3), Chrome Books (3), ITV (1), 
Purchasing standardization of equipment (1). 

 The following was discussed before jotting down on white board. 
 Website-google – secured template for online, need to provide rough story board. Need 

to hit training – maybe make mandatory and need to show student benefits from such. 
 Microsoft 360 – there are many apps available – benefit-free download of office and one 

tera bit either cloud or download full suite. 
 Chrome books – nursing is trying out some books – price is close to $200 – couple of 

differences from regular keyboard. 
 ITV – not sure if we are moving forward with it, some discussion on migrating to 

blackboard. 
 Larry noted that we have integrated blackboard as a backup and will start 24-hour 

technical support next Spring. 
 Vice Chairman K. Bachicha – Updated LCC Website-(It was crossed off), 

Departmental Sites (It was crossed off), Distance Courses Offered 
(included with Quality of on-line courses) 

 Francisco Apodaca – Promethian (crossed out), & Stem Grant. 
 Robert Grill – Media Release Form (1), & Student Training (1). 
 Dr. Lalla – Distance Ed Tech (1), Classroom Technology Standards (1), 

Inventory/Purchasing Plan – 3yr. (1), Budgeting Plan (1), Technology 
Training Plan (1), Advisement Portal, Quality of Online courses (Distance 
Courses Offered). 
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 Matt Griego – Ancillary $ pursuit (1), Video Surveillance (1) & RAVE 
penetration (3) 

 Nichole – Wifi Connectivity (1) 
 Aurora – Satellite Technology 

5.  New Business / 
6.  6. Open Floor 

o It was noted that students are asking for active Wifi – they are complaiing about 
blackboard – need for student training and technology support 

o Francisco noted that when UNM students receive their ID’s they are required to take 
online training and have to take a test before taking any on-line classes – their system 
asks if the student has completed the training. 

o Larry Paiz noted that the training could be a broad thing – students nee dto learn to 
consistently check their e-mail. 

o Dr. Lalla asked the group what they would spend $50,000 on – what would be their 
highest priorities? All the ones will be collected as part of planning. 
 

 The ones were as follows: 
 Web site – google 
 Institutional Training 
 ITV Media Release Form 
 Student Training 
 Classroom Technology Standards 
 Inventory/ Purchasing Plan – 3 yr. 
 Budgeting Plan 
 Technology Training Plan 

Ancillary $ pursuit 
 Video Surveillance 
 Wifi Connectivity 
 Purchasing Standardize of Equipment 

 

7.     Next Meeting: 
·         Friday, December 9, 2016, 1:00 p.m., TE126 room 

 
8.     Adjournment. 

o Meeting was adjourned at 2:20 p.m. 
 

Instructional Technology Committee 

November 22, 2016 
 

Attendees: Dr. Sharon Lalla, Kenneth. Abeyta, Kenneth. Bachicha, Matt Griego, Robert Grill 
(student), Francisco Apodaca, Larry Paiz 
Notes taken by Mary (Liasion) 

 
 Committee Chairperson / Vice Chairperson 

o It was agreed by all that IT shall only serve as advisory team member 
o Student Representative Robert Grill nominated as Chairperson; he accepted 

position. 
o Kenneth Bachicha nominated as Vice-Chairperson; he accepted position 
o Mary Duran will serve as Liasion/ Coordinator of meetings 
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 Meeting Times / Members 
o Dr. Lalla noted: meetings will be meet for one hour / once a month and twice in 

December 2016 and as needed. 
o Dr. Lalla asked for suggestions of people the group thought should be on this 

committee 
 Maybe Sherry Goodyear – Springer Site 
 Francisco noted – Admissions should be on committee. Dr. Lalla 

suggested maybe just an invitation to a meeting. 
 Purpose /Role 
o The group were all emailed the purpose and role of the committee. They were asked to 

review it and advise of any additions or changes. 
  Under purpose, second paragraph it should say: “The Instructional Technology Committee will 
be comprised of at least two representatives from support staff, and one faculty, academic 
director, student and administration.” 

o  They key purpose is to get everyone’s perspective but decisions will be based on the 
group. 

o Dr. Lalla reminded the group that today’s meeting is for discussion only – no decisions 
would be made today. 

o The board will concentrate on IT – internal / instructional in the classrooms 
 
Group Discussion 

o Rave – students getting set up 
o Should we have ITV or Hangout (Promethian Board) 
o Need to look at $$ and longer-term goals/what we are looking at feasibly 
o Look at classrooms and what’s working/what departments would benefit 
o Blackboard is good, but support is problematic 
o Student training on Blackboard. Larry Paiz noted that one on one training more 

beneficial. Provides regularly scheduled training every semester.  Posted hours 
and times he is available and his contact number, throughout LCC campus. 

o Robert noted that students tend to be lazy if trainings are not mandatory 
o Francisco Apodaca noted that UNM has: “sign up and you get an incentive”  this 

is for students as well as instructors. 
o Some students do not have ID’s or LCC email addresses set up. 
o Francisco noted that UNM also sends out with admissions acceptance letter, the 

student’s username and password for school email address. 
o FERPA / Identifying names on pictures taken and posted.  Do we need consent? 

Upcoming Topics: 

·         Each member was asked to come up with short-term and long-term goals, each their own 

Next Meeting: 
·         Friday, December 2, 1016, 1:00 p.m. 
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Appendix 5.B.2.5: Tutoring Report Spring 2017 
 

Spring 2017 

Luna Community College 

Tutoring Program Report 

Program: Luna Community College ACE Lab Tutoring 

Purpose: 

The purpose of this program was to offer free tutoring services for all LCC students. During the 

spring 2017 semester the ACE (Academic Center for Excellence) Lab, located in the STEM 

department, was responsible for coordinating the tutoring services throughout campus. The goal 

was to assist any students needing help in classes with a long term goal of affecting retention and 

completion in a positive manner. Data on tutor usage was tracked through the ACE Lab for the 

purposes of being data driven. We also aim at being student driven by allowing students to 

dictate how we schedule and otherwise determine the operation of our tutoring services. With the 

data gathered and student input we can make appropriate decisions on future operations and 

techniques used to coordinate the tutoring services. 

Recruitment Strategy: 

In order to inform students of the ACE Lab, flyers (see appendix) were posted with information 

about the tutoring services offered. This was done throughout the semester. These flyers were 

posted on campus bulletin boards and sent around via email with the schedules of our tutors. 

Tutors also made individual schedules of their times to post in classes and hand out to students. 

Tutors were also constantly sent to classes to remind students about the ACE Lab. 

During the first week of classes surveys (see appendix) were given to random classes for 

students to complete. Each survey had the days and times blank for the entire week and students 

selected which times they would most likely come in for tutoring. This helped us determine the 

best times to schedule our tutors. Handing out these surveys also gave us the opportunity to 

introduce the tutors and notify students about the services offered in the ACE Lab. This showed 

the students that tutors were available and we were basing the schedules off their input. This 

helps us further prove the ACE Lab is student and data driven. 

ACE Lab Tutors: 

We had tutors in nearly every subject. Our 2 humanities tutors assisted in English classes, history 

classes, psychology classes, sociology classes, and criminal justice classes. They were also able 

to help students write essays in any class or for other reasons such as speeches or scholarship 

purposes. The 2 humanities tutors were located in the business building throughout the day. They 

also scheduled evening hours in the ACE Lab to help maintain the operation of the ACE Lab and 

tutor in the evenings.  
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Our 4 STEM tutors were able to tutor in math and science classes. Two of them were able to 

tutor in the upper level math classes such as calculus 1 and 2, trigonometry and statistics. One of 

them also tutored in the computer science classes. These tutors held all their hours in the ACE 

Lab and also assisted in the evening operation hours. 

Per request from students and professors 2 of our STEM tutors were also embedded in calculus I 

and biology I to assist the students taking those classes. These tutors were embedded in those 

classes but also helped in other areas of science and math. 

All humanities and STEM tutors also assisted many high school students and other individuals 

that needed help with the Accuplacer test or random issues students came across in their Luna 

experience.  

There was also a nursing tutor and Spanish translator coordinated through the ACE Lab. The 

nursing tutor stayed in the nursing building and turned in the sign in sheets to the ACE Lab in 

order to track the visits. The Spanish tutor held hours mostly in the ACE Lab but occasionally 

went to the business building if a student needed them to combine tutoring efforts with our 

humanities tutors. 

Where ever tutors were located they reported their visits to the ACE Lab in order to track the 

visits.  

Requirements when hiring tutors: 

All tutors were hired during the Fall 2016 semester and retained throughout the Spring 2017 

semester, with the addition of our Spanish tutor/translator, per request from our athletic 

department. 

 Tutors needed a letter of recommendation 

 Unofficial transcripts 

 At least one semester completed at Luna 

 Completed the class that the tutor is applying to tutor in with at least a B (for embedded tutors)  

 Complete Luna Community College Application Process 

 All tutors were interviewed 

 Some exceptions can be given to these qualifications based on the discretion of the department 

director in which the tutor is applying in. 

All our Spring 2017 tutors were either present or past LCC students that were proficient in 

tutoring multiple classes for a given department. 

 Auritha Roybal was embedded in the Calculus 1 class and was able to tutor in all areas of math 

and science. She had multiple study sessions with the calculus class while still being able to tutor 

the lower level math classes.  

 JaMarcus Trujillo was embedded in the Biology 1 class. JaMarcus also tutored in other science 

classes as well as the statistics class. JaMarcus was able to use his abilities to lead study sessions 

for many labs.  

 Miguel Serna was able to tutor in all areas of math and science. Miguel also had visits from 

NMHU students that were also taking classes at LCC. 
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 Angelo Carrillo was able to tutor in lower level math classes up to College algebra and the 

computer science classes. 

 Harain Aldama’s main duty was to attend classes with our Spanish speaking students to translate 

during class. He would also hold multiple sessions outside of class in coordination with 

professors to translate material. 

 Daniel Kelly was one of our humanities tutor. He was able to tutor students in English classes, 

history, sociology, psychology, criminal justice, public speaking, and students that needed general 

help on essays for various classes and scholarships.  

 Sergio Hartshorne was our other humanities tutor. Sergio was able to tutor students in English 

classes, history, sociology, psychology, criminal justice, public speaking, and students that 

needed general help on essays for various classes and scholarships. 

 Jacqueline Ramirez is the nursing tutor. She tutored both 1st and 2nd level nursing students. 

Auritha, JaMarcus, Angelo, Harain, and Daniel also did evening hours during the spring 2017 

semester in order to help students in the evening and keep the ACE Lab open later for students 

that needed to use the computers for online classes or to work on homework. 

 

Budget: 

Each tutor was approved for 18 hours a week at a rate of $10.06 per hour. Some tutors did not 

work a full 18 hours per week. Some of our tutors were embedded in a class so the full 18 were 

needed to attend the class and hold office hours. Some also scheduled evening hours to maintain 

the ACE Lab from 5:00pm to 7:00pm Mondays through Thursdays. For the spring semester our 

tutors started the same day classes started (1-17-17) and worked until the end of the semester (5-

12-17). Some tutors worked over spring break as well, as long as they had appointments set with 

students that were willing to come in. This totaled a possible 17 weeks of work. 

Table 1 shows an estimate of cost for the spring 2017 semester. This estimate is based on the 7 

on campus tutors we hired (nursing tutor not included), assuming they worked the approved 18 hours 

per week. 

Table 1: Estimate of spring 2017 semester pay 

 Hours per week approved 

for 

Amount of pay approved 

for per week at $10.06/hr 

Total amount for 17 

weeks 

Auritha Roybal 18 $181.08 $3,078.36 

JaMarcus Trujillo 18 $181.08 $3,078.36 

Miguel Serna 18 $181.08 $3,078.36 

Angelo Carrillo 18 $181.08 $3,078.36 

Harain Aldama 18 $181.08 $3,078.36 

Daniel Kelly 18 $181.08 $3,078.36 

Sergio Hartshorne 18 $181.08 $3,078.36 

Total $21,548.52 

 

Data Tracking: 
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In order to track usage, tutors were given individual sign in sheets (see appendix) for each tutor 

visitor to complete. The sign in sheet identified the student’s name, the date, the time, the student 

type (if applicable), the course they received tutoring in, and the tutor’s name. They then signed 

the back of the sheet to verify the tutoring. These sheets were collected every other week from 

the tutors and placed in a data base to track the usage of our tutors throughout the semester. A 

monthly or biweekly report was done to determine how many visits the tutors were getting. 

Table 2 shows the breakdown of our 662 visits based on which department the tutor was 

assigned to. 

 

Table 2: Department Visits  

 

 

 

 

 

 

 

 

 

 

 

Table 3(a) breaks down the number of visits for our STEM tutors; Table 3(b) show the number 

of visits for our humanities tutors; and table 3(c) show the visits we had for our nursing tutor, our 

319, 48%

205, 31%

87, 13%

34, 5% 17, 3%

Visits by Department

STEM Humanities Spanish Translation Nursing 5th Grader
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Spanish translator/tutor and for subjects we classified as other, which included a 5th grade student 

we had coming in the evenings for help.  

Table 3(a): STEM Visits 

 

*Math covered everything from general math to calculus 2; Science covered everything from environmental to 

chemistry 

Table 3(b): Humanities Visits 

 

*English covered everything from basic writing to freshman composition II 

 

 

 

Table 3(c): Other Visits 
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*Spanish translation covered subjects in all areas 

The ACE Lab also tracked the hours of contact between students and tutors throughout the 

semester. Table 4 shows these hours of contact. A majority of the contact hours where for 

students seeking assistance in a STEM subject. 

 458.9 hours were for tutoring in a STEM subject accounting for 60% of the hours of contact between tutor 

and student. 

 120.78 hours were for tutoring in a Humanities subject accounting for 16% of the hours of contact between 

tutor and student  

 117.98 hours were for Spanish translation for multiple areas of study accounting for 16% of the hours of 

contact between tutor and student. 

 31.3 hours were for tutoring in nursing accounting for 4% of the hours of contact between tutor and 

student. 

 29.33 hours were for tutoring our 5th grade visitor in all areas of study accounting for 4% of the hours of 

contact between tutor and student. 

Table 4: Hours of contact 
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Table 5(a) shows the amount of visits per month and Table 5(b) shows the amounts of visits per 

day.  

Table 5(a): Monthly Visits    Table 5(b): Visits per day 

 

The ACE Lab also gets additional information to monitor the type of students utilizing the tutors. 

We have some students that identify as baseball players, softball players, dual credit and GED 

students, as well as veterans. Table 6(a) shows how many tutoring visitors identify themselves 

with any additional information from fall 2016 compared to the spring 2017 semester. Table 6(b) 

shows how many visits these particular students accounted for.  

Table 6(a): Individuals with additional info Table 6(b): Number of visits 
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28, 54%
24, 46%

Biology I

BIO I Other Science

As stated earlier the ACE Lab provided certain classes with embedded tutors. These tutors 

attended class alongside the students in order to access all the information covered in class. This 

helps the tutors to build their study sessions around class material. Table 7(a) shows the amount 

of tutoring visits the students in calculus I accounted for and table 7(b) shows the amount of 

tutoring visits the students in biology I accounted for.  

Table 7(a): Calculus I Visits        Table 7(b): Biology I Visits 
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The ACE Lab has coordinated tutoring for the last 2 semesters. Table 8 shows the comparison 

from the Fall 2016 semester to the Spring 2017 semester. During the Fall 2016 semester we had 

a total of 399 tutor visits and in the Spring 2017 semester we had a total of 662 visits, a 66% 

increase in visits. 

Table 8: Semester Comparison 
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End of semester survey 

Being data and student driven the ACE Lab also gives an end of semester survey (see appendix) 

to gain the students input. This survey was given to a random sample of classes in humanities 

and STEM. Frequent users of the ACE Lab were also given a survey. Surveys were gathered and 

each response was accounted for. There was a total of 124 surveys completed. 

Table 9(a) shows the responses for the following question: 

 Have you ever utilized a tutor for any subject? 

o If you answered yes for which classes? 

 If you have never used the tutoring services, why not? (Check all that apply) 

 Do you plan on utilizing tutoring services in the future? 

o Why or why not? 

Some students had multiple responses for the second part of question 1 (Which classes have you 

utilized a tutor in) because they visited with a tutor for multiple subjects. Out of the 124 total 

surveys, 74 responded they have used a tutor. When asked if they would use tutoring in the 

future 112 responded yes. Students were allowed to identify more than one subject they used a 

tutor in. There was 61 surveys identifying the usage of a tutor in the STEM department, which 

included all math classes, all computer science classes, and all science classes. There was 33 

surveys that identified the usage of a tutor in the humanities department, which included all 

English classes, all history classes, public speaking, and all behavioral science classes. 

Table 9(a): End of semester survey results 

Question Yes No Maybe N/A 

Have you ever utilized a tutor for any subject? 74 50   

Do you plan on utilizing tutoring services in the future? 112 6 3 3 

 STEM Humanities 

For which class or classes have you used a tutor? 61 33 

 Tutoring 

times are 

inconvenient 

I did not know 

about tutors at 

LCC 

I do not feel 

tutoring is 

necessary 

Other 

If you have never used the tutoring 

services, why not? 

5 4 22 19 

 

Below are a few comments from those responding “other” as to why they did not utilize tutoring 

besides the reasons given on the survey: 

 “Havent needed help yet” 

 “Work” 

 “Live in Pecos, too far to come in all the time” 

 “Classes were too easy” 

 “Didn’t need it” 

 “Prefer to study alone” 

Table 9(b) shows the number of responses for each of the rating scale questions.  
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Table 9(b): End of semester survey results 

Questions rated on a 1-5 scale:  

1=Strongly Disagree       2=Disagree      3=Neutral      4=Agree      5=Strongly Agree      N/A 

Total amount of surveys completed=124 

Question 1 2 3 4 5 N/A 
I know where to go for tutoring. 3 4 10 22 82 3 

Having a tutor makes me more confident about 

passing my classes 

2 4 17 28 63 10 

I know how to contact the tutors if I have any 

questions 

3 9 16 28 64 4 

The knowledge and skills of the tutors helped me to 

better understand my course lessons 

3 1 16 27 57 20 

The tutors treat me and other students with respect 3 0 6 18 80 17 

Overall, the tutors were effective and helpful 2 2 9 20 68 23 

I am doing as well as I expected to in my courses 2 5 26 31 55 5 

       

 

Students were also asked to make any comments, concerns or suggestions on the survey. The 

ACE Lab also sent an email to all Luna faculty to gain their perspective. Following are 

statements made by students and faculty. No comments were left out. If any negative statements 

were made, we also included those. Any negative responses can be used to grow and improve 

our services. 

Student Comments from survey: 

 “They are very helpful” 

 “I haven’t used one but I will in the future to improve in my grades” 

 “I’ve been around the tutors even though I haven’t needed their help yet, but they always are 

helping someone. I believe next semester I will be needing that help and know where to find 

them” 

 “It helps me understand better and gives me the personal time to learn” 

 “English tutors are honest and very helpful” 

 “Tutors are more helpful because they help one on one” 

 “They need a better place cause there’s to many interruptions” 

 “Writing tutors need access to PC’s” 

 “They have helped me succeed on my essays” 

 “They give you a lot of help. Also, they help your stress go down” 

 “I really appreciate the time they took and all the help they gave me to help me understand” 

 “They’re awesome at what they do. So helpful!” 

 

 

Professor’s statements to ACE Lab: 

 “Tutors are great…. Really helped my students. Thanks!”-B. McAlister 
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 “Hi Raymond, I just want to thank you and all the tutors for the excellent work you have done 

this semester. The math tutors Auritha Roybal, Miguel Serna and JaMarcus Trujillo have been 

invaluable in giving help to students who need it. Auritha especially has done an outstanding job 

in tutoring and providing help sessions for the Calculus I students. This is an important and 

necessary service that should always be provided to the student body of LCC. It is one that 

students totally depend upon for their success. I hope LCC will ensure that the students will 

continue to have access to dependable tutoring.”-Rita Surdi, Math advisor/Math Instructor 

 “The tutoring services are not only valuable but are essential, in my opinion. All of the tutors did 

an excellent job. They were highly competent, were always available, and were willing and eager 

to help any and all students needing help. Some of my students in English 078 would not pass the 

course without having the help of the tutors. For this last semester, I required that students see the 

tutors to re-write any paper receiving a grade of D or F. The students complied with this request 

and improved immensely as a result. Also, the Spanish tutor/translator, Mr. Harain Aldama, was 

absolutely essential for the students who speak English as a second language. They could not 

understand the assignments, much less complete them, until Mr. Harain Aldama began to come 

into the classroom to translate for them. After that, the grades went up from F to D, then up 

higher, until some of the students were even making A's and B's on their assignments. Without 

the translations (Spanish/English) the students speaking English as a second language would not 

have received satisfactory grades. As far as I know, all of the students now will be getting a 

satisfactory grade at the end of this Spring Semester, but only because of the help of the tutors 

and the translator. Please feel free to share this statement as you wish. I hope that the tutors and 

the translator will continue to work at Luna Community College. In fact, we could use more of 

them.”-Dorothy Simpson, Ed.D. Adjunct Instructor, Luna Community College (and Professor 

Emeritus, New Mexico Highlands University) 

 “I have sent students to use the resources and tutors in the ACE Lab. The students who utilized 

the tutors have done well in my math classes. The classes are Math 095, 116, and 180. I have 

noticed that the students who got tutoring also began working in study groups with other students. 

The lab helps students learn how to build study groups with other students who are taking the 

same class but with other instructors. This helps them share learning and teaching skills. Thanks 

for being open to our students and creating this great learning environment.”- Betsy C. Sanchez, 

Pre-Engineering Advisor/Math Instructor Luna Community College 

 “The tutors in the ACE Lab help a lot of students. I enjoy seeing the lab busy and students 

engaging with the tutors and learning the material.” Isabel Gallegos, Math Instructor 

 “Without the help of the tutors, especially Hara (Spanish translator), we would of lost 2 incredible 

students. Before Hara came on board these 2 students were failing and losing interest in class 

because of the language barrier. As soon as Hara started attending class with them and holding 

study sessions in conjunction with the other tutors, the grades drastically improved. They are now 

exceling in class and have shown their true potential. I am so grateful for the services offered 

through the ACE Lab. Thank you!!!” Veronica Pacheco, History Instructor 

 “The tutors have been very beneficial to our students. The ACE Lab does a great job of putting 

our students first.” Geno Castillo, STEM Instructor 

 “The ACE lab has been busy this year. There are always students in there getting the assistance 

needed or using the lab facilities to better prepare, complete assignments or attend online classes. 

I am very grateful for the tutors and Raymond as they provide an amazing service to the 

students.” Nichole Collins, Computer Science Advisor & Instructor  

Overall, the ACE Lab has been a key component in the success of many students. We have helped a lot of 

students and aim at improving our services to further assist our Luna students. Students and instructors 

appreciate the services the ACE Lab provides. Although we have assisted many students we are always 

looking to improve. Being data driven we can see how well our services are and where we could improve. 
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Gathering data is an important part of showing the success and even failures of the services. All our tutors 

deserve a great deal of credit for the work they do. They go above and beyond to help students. 

Appendix 

 Beginning of semester time survey 

 Flyers and Schedules 

 Tutoring sign in sheet 

 End of semester survey 

Beginning of semester time survey 
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Flyers and schedules 
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Front Side 

Back Side 

Tutoring sign in sheet 
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End of semester survey 
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Appendix 5.B.2.6: 2016/17 Student Government/Campus Life Report 
  

End of Semester/Year Report 

This form should be filled out at the end of the semester and end of the year.  This is a work in 

progress since all outcomes will have not been met within the first semester. Fill in as 

applicable. This report must be complete and sent to Student Government/Campus Life and 

filed by the Vice President of Academics on or before December 1 and May 1 of each academic 

year.  

Date: _____May 8, 2017_____________________________________________ 

Name of Club/Organization: __ASLCC/Campus Life_____ 

Advisor(s): Dawna Ortega- Gallegos and Janice Medrano 

Attendance Record: 

Attendance show in all of the attached minutes 

Outcome 1:  

LCC Haunted House, this fundraising event took place on October 28th and 29th.  There were 3 

clubs including ourselves involved.  These clubs were SNA, Phi Theta Kappa and STEM.  Clubs 

involved raised 258.17 except for SNA, they raised 57.50 because they were not there for both 

nights. Approximately 170 people came through.  

Outcome 2: 

LCC Trunk or Treat took place on October 31.  This consisted of 3 decorated cars who 

participated in handing out candy to community children who came to our campus. There was a 

large participation from the community children. One of the decorated cars was from Alumbra 

Woman’s Health who had also participated last year. 

Outcome 3:  

ASLCC/CL Costume Contest took place on October 3.  There was approximately 10 students who 

signed up for the contest and promotional items were given as prizes. 

Outcome 4:  

ASLCC/CL sponsored a Coat Drive that took place on December 3. According to the Student 

Government President Jackson Igondou it was a success and all recipients did extend their 

sincere gratitude and gesture. 

Outcome 5:  
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ASLCC/CL sponsored a Thanksgiving Luncheon on campus. Over 350 plates were served to 

students, faculty, staff and the community. The meal was prepared by El Rialto Restaurant. 

Participant Survey: May 2017 

A survey for Student Government satisfaction survey was completed at the end of semester 

BBQ, students were asked 8 questions, and overall everyone was satisfied with the services and 

activities that Student Government put on throughout the year.  

Summary/Reflection:  

Students enjoyed the BBQ that were provide and the Pizza at the coffee shop 

(Attached is the survey along with the results) 

Recommendations:  

Get started on planning all events that will be occurring for student government and push to 

have more active officers involved along with senators. 

 

Student Government Satisfaction Survey 

 

. 

1. Please indicate your expected graduation date___________________________________ 

 

2017= 7 students 

2018= 8 students 

2020= 3 students 

 

2. Please indicate your program of study_________________________________________ 

 

Cosmetology= 6 students 

Nursing= 7 students 

General Studies= 4 students 

Automotive= 1 student 

Electronics= 1 student  

 

3. Do you feel there are any changes that Student Government/Campus Life can make to 

improve student experience?    

   Yes   NO   
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If yes please explain 

________________________________________________________________________

________________________________________________________________________ 

Yes=1 Miss the cafeteria so much  

No= 18 

4. Are you familiar with what Student Government does? Yes  No   

 

Yes= 11 

No=8 

 

5. Are you a member of any clubs on campus this semester? Yes           No 

 

If so which club do you belong to_____________________________________________ 

 

Yes=1 

No= 18  

   

6. Do you feel Student Government provides good services for the students?  Yes       No 

 

Yes= 15 

No= 4 

  

7. What activity sponsored by Student Government was your favorite and why? 

________________________________________________________________________

________________________________________________________________________ 

 

Three students said the Pizza at the coffee shop  

Seven students said the End of Semester BBQ 

Student Appreciation 

All events  

 

8. Would you like to get involved in Student Government?  Yes          No 

If so, please provide your name and phone number: 

Name: _________________________________________________________ 

Phone Number: __________________________________________________ 
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Yes= 1 

No= 17 

Cierra La Santa 
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Appendix 5.B.3.1: Persistence Completion Report 

  
  

  

Luna Community College  

               Persistence Plan 

Summer 2016 through Fall 2017  

  

  
  

  

  

  

Table of contents-  

Defining Retention, Persistence and Completion    

 Organizational Goals  

 Department Initiatives  

 Reporting Methods  

  

  

Addressing the Higher Learning Commission Findings-  
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In the 2014 Report of a Comprehensive Evaluation Visit by The Higher Learning Commission, it was noted 

that there is a need to develop an institution-wide knowledge and understanding of retention, persistence 
and completion.   

The report also indicated that LCC should share the data more widely for the purpose of setting goals and 
improving student success.    

LCC began addressing these observations by training faculty and staff on retention, persistence and 

completion via training workshops and creating a Retention, Persistence and Completion Plan created by 
program directors, faculty and staff.    

LCC Definitions:  

Retention or Retention rate is the percentage of a school's first-time, first-year undergraduate 

students who continue at that school the next year. For example, a student who studies full-time in the 

fall semester and keeps on studying in the program in the next fall semester is counted in this rate.  

Persistence- Each fall, the Colleges report on the percentage of their full-time, first-time students 

who enrolled in the previous fall who were retained in the spring semester (fall-to-spring persistence.) 

Similarly, each spring the Colleges report on fall-to-fall persistence.   

  

Completion-Colleges and universities are commonly required to report a graduation rate as a measure 

of their success in educating students. “Success” is defined as the percentage of full-time, degree-seeking 

students who complete a degree or certificate within 150% of the time normally required to earn the 

credential.   
  

Organizational Goal  

Improve retention, persistence and completion rate by 10% in two 

academic years.    

Organizational Objectives  

1) Train all employees on retention, persistence and completion  

• A professional facilitator was hired and training was conducted spring 2016 semester.    

• Work groups were created to compile goals specific to each department.  

• The goals created the contents of this plan.   

2) Establish a Campus Life/Student Activities Committee  

• The mission of the committee is to (a)enhance the intellectual, cultural and social life of 

the College, (b)to promote and support Facultystudent relationships and to 

(c)encourage the involvement of the alumni in the campus community.    

• LCC will create the committee and establish role and function of such committee.  

  

3) Develop an Academic Advisement Handbook and make it an organizational policy.   
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 ACCESS center will coordinate the process.  

a. Develop a draft of the Academic Advisement  

Handbook  

b. Establish a committee to review, modify, and  

approve the handbook   

c. Obtain Presidential and Board approval    

4) Revise and Update ACCESS Center Annual Report on Student Satisfaction    

• ACCESS Center will set up a committee to revise and update the survey.    

• Once data is collected and annual report finalized, a meeting of LCC employees will be 

held to discuss the results of the student satisfaction survey.     

• The data will be disseminated to everyone via email and posted on LCC website for 

review.   

• The results will be used to guide decision making.   

  

5) Provide Customer Service Training     

• All employees will receive customer service training.   

• Customer service training will be held annually.    

• Customer service campaign will include posters name tags/pins.   

• Customer service slogan to be chosen by staff.  

Department Initiatives  

ACCESS Center-     

• Create an Academic Advisement Handbook   

• Provide training to all advisers on the Academic Advisement Handbook.   

• Develop a brochure of services offered at the ACCESS center and disseminate to all LCC 

employees.   

Admissions & Recruitment-  

• Host an “open house” for interested students   Expand social media presence   

• Utilize LCC alumni to assist in recruitment    

Adult Education-  

• Create a student orientation program  

• Prepare a proposal to enable students who are enrolled in the General Education 

program to take a College level course.   
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• Design a wrap-around support program for students (Define “wrap-around support 

program).  

Allied Health-  

• 100% of students enrolled in the Allied Health department will be contacted for 

advisement  

• Sponsor a student appreciation ceremony every spring semester to promote retention, 

persistence and completion.   

• Create a digital  

Retention/Persistence/Completion training module for instructors to review yearly 
Area Health Education-  

• Support student health and wellbeing by sponsoring health, wellness and prevention 

and mental health presentation for students. Topics shall include but are not limited to: 

substance abuse and prevention, dating violence, mental health and wellness, etc.    

• Highlight student success by including articles and information about students in the 

MdN AHEC Pulse newsletter.  

• Support academic department in nursing and allied health by actively participating in 

advisory boards to present strategies and resources for increasing the health care 

workforce.   

• Supporting recruitment of students to LCC by cosponsoring the annual College night 

event and include LCC department information in AHEC health career activities  

Athletics-  

• Develop an athletic handbook that outlines code of conduct and other information for 

athletes   

• Establish a booster club     

Bookstore-  

• Move to a centralized location to better serve students  

• Post Proper signage outside the building advertising the bookstore.  

• Create LCC coffee shop  

Cafeteria-  

• Create a yearly Customer satisfaction survey  

• Promote an employee loyalty program  

• Complete the Community kitchen project   
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Education-  

• Create a student satisfaction survey  

• Complete four intrusive advisements for each student each semester  

• Host two student socials per semester   

Financial Assistance-  

• Student scholarship recognition awards. Students from service areas will be awarded a 

scholarship certificate in hopes of recruiting future completers. 15 first-time 

freshmen/20 awardees = 75%  

• FAFSA Day/Night. A sign sheet will provide number of attendees and FAFSA’s completed. 

20 completed FAFSA’s for LCC/45 attendee at FAFSA Day/Night = 44%  

• Reinstitute follow up communication. The OSFA will provide multiple notices to students 

of incomplete files. 493 completed and verified files/ 1080 FAFSA Applications = 45.6%  

Human Resources-  

• Resources area directed toward strengthening ties to existing students and being 

available to all students with questions that may arise and directing them to 

departmental areas that can assist. Measurement will include a sign in sheet to 

reflect the outcome of help to students with specific question(s) asked. 

73/1410=.05% (41 work study students + 32 students throughout LCC)  

• Provide general information to students to include pamphlets from departments 

sharing what they do and who to contact for assistance. 23/35=66% (23 

departments who can provide information out of all departments)  

• Provide guidance for job seeking opportunities within our community for possible 

employment upon successful completion of a certificate/degree. Students will be 

referred to optimalresume.com to assist them in creating a resume, letter of 

interest, and portfolio. 41/1410=.03% (41 work study students)   

Humanities-  

• Offer COMPASS/ACCUPLACER workshops to help students improve placement scores.  

• Create a student exit interview process for graduates and students who are leaving 

without completion of their educational goals.     

Information Technology-  
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Training with faculty and students on Google  

Applications/Google Classroom  

• Create a faculty and student help desk to assist with Google/Microsoft Applications   

• Track the number of student that are assisted by the IT department  

• Creation of Information Stations around campus to notify students of important 

information. 

Institutional Research-  

 Improve data by publishing an annual Fact Book    

The Fact Book will contain information on student enrollment, degree offerings, financial data and 

employees.   

The Fact Book will model Northern New Mexico College  http://nnmc.edu/home/academics/office-of-

theprovost/office-of-institutionalresearch/factbook/    

Offer “College Mora Satellite-  

• Night” at the Mora site every semester to promote retention, persistence and 

completion.   

• Intrusive advisement with 100% of enrolled students  

Nursing-  

• Bi-weekly advisement meeting with students by faculty  

Student success coach and peer tutor will meet with students twice per semester   

• Weekly clinical evaluations with feedback  

Physical Plant-  

• Create an Environment Checklist that supervisors will complete weekly on selected 

buildings.  

• Improve on the cleanliness of buildings  

• Supervisor to utilize checklist to manage cleanliness   

Springer Satellite-  

• Produce a student new paper  Luna Eclipse   

• Schedule block classes for Springer, Maxwell, Cimarron and surrounding areas.   

 

 

Santa Rosa Satellite-  

http://nnmc.edu/home/academics/office-of-the-provost/office-of-institutional-research/factbook/
http://nnmc.edu/home/academics/office-of-the-provost/office-of-institutional-research/factbook/
http://nnmc.edu/home/academics/office-of-the-provost/office-of-institutional-research/factbook/
http://nnmc.edu/home/academics/office-of-the-provost/office-of-institutional-research/factbook/
http://nnmc.edu/home/academics/office-of-the-provost/office-of-institutional-research/factbook/
http://nnmc.edu/home/academics/office-of-the-provost/office-of-institutional-research/factbook/
http://nnmc.edu/home/academics/office-of-the-provost/office-of-institutional-research/factbook/
http://nnmc.edu/home/academics/office-of-the-provost/office-of-institutional-research/factbook/
http://nnmc.edu/home/academics/office-of-the-provost/office-of-institutional-research/factbook/
http://nnmc.edu/home/academics/office-of-the-provost/office-of-institutional-research/factbook/
http://nnmc.edu/home/academics/office-of-the-provost/office-of-institutional-research/factbook/
http://nnmc.edu/home/academics/office-of-the-provost/office-of-institutional-research/factbook/
http://nnmc.edu/home/academics/office-of-the-provost/office-of-institutional-research/factbook/
http://nnmc.edu/home/academics/office-of-the-provost/office-of-institutional-research/factbook/
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• Create a proposal to expand course offerings via distance learning using supportive 

documentation that supports the expansion   

Documented advisement for 100% of students enrolled   

Small Business Development Center-   

• The SBDC will recruit local businesses to participate in the LCC internship program.  

• The SBDC will make presentations on the services of the SBDC upon LCC department 

request.   

The SBDC will track LCC students starting a business.    

STEM-  

• Establish Technology Academy to help recruit, retain and graduate STEM students.   

• Offer COMPASS/ACCUPLACER workshops to help students improve placement scores.  

• Apply for a National Science Foundation grant   

Registrar Office-  

• Develop online transcript services  

• Review a report of students who have 50 or more credits to meet with them about 

graduation eligibility.  

Title V-  

• Enhancement of the Vocational Trades area in the welding building to include 

construction and purchasing of state of the art equipment. The work is slated to begin 

October 2016  

• Enhancement off the Auto Collision Building and automotive building and equipment.  

• Enhance equipment for the nursing program.   

Vocational Trades-  

• Seek national accreditation- NATEF  

• Establish Solar Program   

Renovate welding facility and purchase new equipment   

• Host a recognition ceremony every May to promote retention, persistence and 

completion.   

  

School of Business-  
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• 80% of enrolled students will receive advisement  

• Improve the accuracy of data within our department relating to the number of students 

enrolled, contact information, etc.    

Wellness Center-  

• Create a marketing plan to promote wellness on campus and the 

community  

• Sponsor two recruitment events on campus   

Reporting Methods 

department Directors are required to report the status of the initiative to Dr. Martinez Dr. Lalla on or 

before the tenth (10th) of each month using the retention/Persistence/Completion Initiative Status  

Form. The form is attached to the back of this report.     

Data will be compiled to reflect the success of each initiative.  All initiative are required to be completed 

within two academic years.   

A general assemble will scheduled for December 2016 and May 2017 when Directors will present on the 

success of the initiatives.     

Board of Trustees will receive a status of this report in December or 2016 and in May 2017.  The report 

will outline the success of each initiative.    
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Appendix 5.B.3.2: Staff Evaluation 
Employee Name: ______________________________ Date       

 

Department:         Title ______________________ 

 

Review Type:  [  ]  Probationary [  ]  Annual  [  ]  Other      

 

Date employee began present position     /     /       Date of last appraisal (if applicable)    

/ /      

 

INSTRUCTIONS:  Carefully evaluate your work performance in relation to the essential functions of your job.  

Check rating boxes which best defines your performance.  Indicate N/A if not applicable. When you have 

completed this form, present the form to your immediate Supervisor.  This form will be used during your 

scheduled Performance Appraisal. 

 

DEFINITIONS OF PERFORMANCE RATINGS 
 

EE Exceeds Expectations.  Performance measures are exceeding expectations in all areas and is recognizable 
as exceeding all levels of performance. (Comment Necessary)   

ME Meets Expectations.  Results clearly meet most position expectations.  Performance is of high quality and is 
achieved on a consistent basis. 

IN Improvement Needed.  Performance is deficient in certain areas.  Improvement is necessary. (Comment 
Necessary) 

NME Not Meeting Expectations.  Results are generally unacceptable, employee is not meeting performance 
expectations and employee is required to make immediate improvement. (Comment Necessary) 
(Improvement Work Plan Required) 

N/A Not Applicable:  Unable to rate at this time 

 

If you indicate EE, IN, or NME, you must elaborate in the comments section 

 

 

Areas to be Evaluated 

Rating Exceeds 

Expectations 

(EE) 

Meets 

Expectations 

(ME) 

Improvement 

Needed 

(IN) 

Not Meeting 

Expectations 

(NME)  

1. Quality – The extent to which an 
employee’s work is accurate, 
thorough and neat 

 Comments: 

 

 

 Comments: 



 

412 
 

 

Areas to be Evaluated 

Rating Exceeds 

Expectations 

(EE) 

Meets 

Expectations 

(ME) 

Improvement 

Needed 

(IN) 

Not Meeting 

Expectations 

(NME)  

2. Productivity – The extent to which 
an employee produces a significant 
volume of work efficiently in a 
specified period of time. 

 

 

3. Job Knowledge – The extent to 
which an employee possesses the 
practical/technical knowledge 
required on the job. 

 Comments: 

 

 

4. Reliability – The extent to which an 
employee can be relied upon 
regarding task completion and 
follow-up. 

 Comments: 

 

 

5. Attendance – The extent to which an 
employee is punctual, observes 
prescribed work break/meal periods 
and has an acceptable overall 
attendance record. 

 Comments: 

 

 

6. Independence – The extent to which 
an employee performs work with 
little or no supervision. 

 Comments: 

 

 

7. Creativity – The extent to which an 
employee proposes ideas, finds new 
and better ways of doing things. 

 Comments: 

 

 

8. Initiative – The extent to which an 
employee seeks out new 
assignments and assumes additional 
duties when necessary. 

 Comments: 

 

 

9. Adherence to Policy – The extent to 
which an employee follows safety 
and conduct rules, other regulations 
and adheres to company policies. 

 

 Comments: 

 

 

10. Interpersonal Relationships – The 
extent to which an employee is 
willing and demonstrates the ability 

 Comments: 

 



 

413 
 

 

Areas to be Evaluated 

Rating Exceeds 

Expectations 

(EE) 

Meets 

Expectations 

(ME) 

Improvement 

Needed 

(IN) 

Not Meeting 

Expectations 

(NME)  

to cooperate, work and 
communicate with coworkers, 
supervisor’s, subordinates and/or 
outside contracts. 

 

11. Judgment – The extent to which an 
employee demonstrates proper 
judgment and decision-making skills, 
when necessary. 

 Comments: 

 

 

 

State Goals: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Employee’s Signature*_____________________________________  Date _______ 

*I acknowledge that my Self Performance Appraisal was discussed with my Supervisor. 

Supervisor’s Signature ______________________________________  Date _______ 

 



 

414 
 

 

Employee’s Comments: 

 

 

 

 

Supervisor’s Comments: 
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Appendix 5.B.3.3: Faculty Evaluation Form 
Employee Name: ______________________________ Date     __ 

 

Department:         Title  _______________ 

 

Review Type:  [  ]  Probationary [  ]  Annual  [  ]  Other   ________ 

 

Date employee began present position     /     /       Date of last appraisal (if applicable)    

/ /      

 

INSTRUCTIONS:  Carefully evaluate the employee’s work performance in relation to the essential functions 

of their job.  Check rating boxes which best defines their performance. Indicate N/A if not applicable. 

When you have completed this form, please have the employee sign as well as yourself and return to the 

Human Resources Department. 

 

DEFINITIONS OF PERFORMANCE RATINGS 
 

EE       Exceeds Expectations: Performance measures are exceeding expectations in all areas and are recognizable 
as exceeding all  levels of performance. (Comment Necessary) 

  ME      Meets Expectations:  Results clearly meet most position expectations.  Performance is of high quality and is 
achieved on a  consistent basis. 

  IN        Improvement Needed: Performance is deficient in certain areas.  Improvement is necessary. (Comment 
Necessary)       

  NME   Not Meeting Expectations:  Results are generally unacceptable, employee is not meeting performance 
expectations and  employee is required to make immediate improvement. (Comment Necessary) 
(Improvement Work Plan Required) 

  N/A     Not Applicable:  Unable to rate at this time 

If you indicate EE, IN, or NME, you must elaborate in the comments section 

If an employee’s performance is rated as “Not Meeting Expectations” the employee’s supervisor must attach 

an improvement work plan, which explains to the employee how, why, and by what time frame their 

performance must improve.  Please complete all of the following sections. If necessary, additional sheets may 

be attached. 
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Areas to be Evaluated 

 

N/A 

Exceeds 

Expectations 

(EE) 

Meet  

Expectations 

(ME) 

Improvement 

Needed 

(IN) 

Not Meeting 

Expectations 

(NME) 

12. Course Syllabus:  The following 
components are included within the 
instructor’s syllabus or syllabi:   course 
description; purpose or objectives of the 
course; expectations of students; course 
content or outline; textbook(s) and/or 
other required materials or equipment; 
competencies; and assessment for 
student outcomes for student 
evaluations. 

 Comments: 

 

 

13. Classroom Instruction:  Criteria for 
effective methods for offering course 
content include the use of active learning 
techniques and establishment of clear 
learning objectives. (Problem solving 
groups, critical thinking activities, 
delivering presentations; interactive 
exchanges or other collaboration 
engaging in simulation situations 
involving practical experiences; and using 
the internet to find resources.)  Instructor 
establishes and states expectations of the 
class.  Online delivery, if applicable, is also 
measured. 

 Comments: 

 

 

14. Pedagogy (Science of teaching):  
Accommodating diverse talents and 
learning styles, providing frequent testing 
and feedback, helping to establish 
learning environments, and facilitating 
collaboration between students and 
faculty and among peer groups of 
students. Using problem solving and 
critical thinking activities to enhance 
learning at the post-secondary level. 

 Comments: 

 

 

15. Instructor: Qualified by education and 
experience in post-secondary education 
as well as in the content area as 
appropriate for higher education.   

 Comments: 

 

 

16. Teaching and Learning Strategies: 
Instructional strategies accommodate 
individual student characteristics such as 

 Comments: 
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Areas to be Evaluated 

 

N/A 

Exceeds 

Expectations 

(EE) 

Meet  

Expectations 

(ME) 

Improvement 

Needed 

(IN) 

Not Meeting 

Expectations 

(NME) 

needs, interests, and backgrounds.  
Accommodations are made for individual 
learning styles.  Academic support 
resources such as tutoring, advising, and 
mentoring are integrated into the course 
curriculum. Learning is extended outside 
the classroom through partnerships with 
other organizations such as businesses, 
community-based organizations, other 
educational institutions, and government 
organizations.  

 

 

 

 

17. Independence: Employee performs work 
with little or no supervision. 

 Comments: 

 

 

18. Recruitment: Actively recruits students 
for classes, presents a positive image for 
the institution, and provides a 
recruitment plan to the academic director 
or coordinator. 

 Comments: 

 

 

19. Guidelines/Regulations:  Follows school 
regulations/guidelines; 
course/institutional information are 
communicated effectively; punctuality is 
observed; required paperwork and 
routine tasks are handled promptly and 
efficiently. 

 Comments: 

 

 

20. Adherence to Policy:  Employee follows 
safety and conduct rules, and adheres to 
institutional policies. Follows school 
policies regarding arrival, departure, 
chain of command, and record keeping.  
Works cooperatively with staff/faculty 
members and administration. 

 Comments: 

 

 

21. Interpersonal/Intrapersonal 
Relationships: Employee is willing and 
demonstrates the ability to cooperate; 
works and communicates with 
coworkers, supervisors, subordinates, 
and/or outside entities. 

 Comments: 
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Areas to be Evaluated 

 

N/A 

Exceeds 

Expectations 

(EE) 

Meet  

Expectations 

(ME) 

Improvement 

Needed 

(IN) 

Not Meeting 

Expectations 

(NME) 

22. Judgment:  Demonstrates proper 
judgment and decision-making skills. 

 Comments: 

 

 

Rate employee’s overall performance in comparison to position duties and responsibilities. 

 

_____Exceeds Expectations_____Meets Expectations_____Improvement Needed_____Not Meeting Expectations 

 

Complete the following section: 

 

1.  Specific area(s) in need of improvement         

             

     

 

Follow-up requested/desired   [  ] yes    [  ] no  Follow-up Date _________________________ 

 

Supervisor’s Signature ______________________________________  Date _______ 

 

Employee’s Signature_____________________________________   Date _______ 

I acknowledge that my Supervisor discussed my Evaluation with me. 

Employee’s Comments: 

 

 

 

 

 

Supervisor’s Comments: 
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Prefaced in BOT Policy Manual “Policies and procedures have been developed to provide governance 
and direction for the College: policies and procedures also serve to facilitate and increase the 
communications that are essential to the overall health of the College.” The Board is independent of 
external authority being accountable to its constituents, the State, and Federal governments in its 
capacity to uphold its Code of Ethics and set policies for the College and its employees.  
 
Holding responsible to its duties as defined under the New Mexico Community College Act and to its 
constituents, the BOT upholds the vision and mission of LCC by executing its responsibility to:  
 

 Employ, evaluate, and support the President as the institutional leader  

 Set budgets and monitor the fiscal health of the College  

 Set and monitor policy direction  

 Attend meetings; and  

 Advocate for the College  
 
The organizational structure of the Luna Community College Board of Trustees provides opportunities 
for thoughtful deliberations by the entire Board on institutional priorities. Four Board committees, each 
consisting of one chairperson and one additional BOT, and institutional personnel (as assigned), engage 
in thorough review of actions to be recommended to the entire BOT for approval. These committees act 
as advisory to the governing board and do not have authority to take final action on items. Through the 
BOT’s Education Committee and policies found within the Faculty Manual, academic freedom is 
protected and promoted thru excellence within its responsibility to educate a workforce that is 
culturally responsive, to foster student engagement in policy making and dynamics of their 
communities, to promote life-long learning through inquiry, and to create a climate where individuality 
is accepted and valued. 
 
By policy, the BOT delegates the day-to-day management of the institution to the College President. The 
Board exercises authority to appoint, employ, dismiss, and determine compensation for the president 
under Chapter 21, Article 13-10 NMSA 1978 and through the BOT policies 2.02 Duties of the Board of 
Trustees. The Board adopts policies for the College. The President, as chief executive officer as defined 
in the Employee Handbook 3.2.2, carries out these policies and reports directly to the Board, Chapter 
21, Article 13-1 NMSA 1978. The President is responsible for the overall direction of the College while 
implementing the policies, rules, and regulations imposed on the College by the Board and the 
applicable law. The President is delegated the authority to appoint persons to all positions within the 
institution and approves all faculty and staff changes, subject to LCC policies and practices.  
 
The senior leadership of the College directs and manages operations through the organizational 
structure and through coordination and collaboration among administration, faculty, and staff. The 
President’s Lead Advisory Team (LAT) along with the Vice President of Finance and the Vice President of 
Academics meet regularly to discuss institutional initiative and operations. The LAT is comprised of 
senior leadership, academic department directors, Facilities Director, Faculty Senate Chair (or delegate), 
student support program directors, and grant program directors (should we remove the section on the 
LAT since we no longer do this or keep since we used to do that? The current LAT team does not have all 
of these members if we are correct.) 
 

file:///C:/Users/slalla/Downloads/BOT_Policies.pdf
https://www.nmlegis.gov/sessions/98%20Regular/FinalVersions/SB0051.html
file:///C:/Users/slalla/Downloads/LCC_Faculty_Manual_Updated_7-30-14.3.pdf
https://www.nmlegis.gov/sessions/98%20Regular/FinalVersions/SB0051.html
file:///C:/Users/slalla/Downloads/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
https://www.nmlegis.gov/sessions/98%20Regular/FinalVersions/SB0051.html
https://www.nmlegis.gov/sessions/98%20Regular/FinalVersions/SB0051.html
file:///C:/Users/slalla/Downloads/LCCOrganizationalChart_-_July2016.pdf
file:///C:/Users/slalla/Downloads/LCCOrganizationalChart_-_July2016.pdf
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The deliberations of the Luna Community College Board of Trustees reflect priorities that serve to 

preserve, promote, and enhance the institution. By virtue of its state-established responsibilities, LCC 

BOT must review and consider the reasonable and relevant interests of the internal and external 

constituencies in its decision making. By state statute the Board is protected from undue influence on 

the part of donors, elected officials, or other external parties when such influence would not be in the 

best interest of the institution. The BOT is independent of external influence and operates under the 

authority of the state government in its capacity to enforce New Mexico statutes, including Code of 

Ethics and Policies for Public Officials and Employees. Delegation of personnel and budget authority to 

the College President provides the latitude necessary with respect to his responsibilities which include 

daily operations and business processes. State statute and Board policy communicate the expectation 

that the faculty provide oversight to academic matters. These observations demonstrate that the Luna 

Community College Board of Trustees, the governing body of Luna Community College, is autonomous 

for making decisions in the best interest of the institution and to assure the BOT integrity. 

Luna Community College’s policies and processes address all aspects of the institution’s operations and 

ensure ethical and responsible conduct in financial, academic, personnel, and auxiliary functions. The 

institutions functions are consistent with higher education best practices and through its actions and 

processes create a welcoming environment that nurtures growth of its employees, students, and 

assures the public that LCC operates with integrity. 

Luna Community College operates with integrity and follows ethical policies and practices. The College 

has established procedures and practices that ensure ethical and responsible behavior by its leaders, 

faculty, staff, and students in fulfilling the institutions mission referenced in the BOT Policy Manual, Staff 

Handbook, Faculty Manual, Student Handbook. The policies and procedures are the mechanisms by 

which the institution ensures proper checks and balances, and sanctions of an institution that values 

fairness, honesty, and transparency in all its activities. As a state institution, LCC is subject to the State of 

New Mexico fiscal rules and is clearly demonstrated in its Finance & Administration Procedural Manual. 

All federal and state laws regarding functions of human resources are followed with a commitment to 

treating all employees and prospective employees with fairness and respect. The College presents itself 

to the public in a number of ways: the institutional website, catalog, and social media outlets serve as a 

primary information resource regarding, programs, requirements, faculty/staff information, cost, 

control, and accreditation. 

As evidenced in the discussion above, LCC uses a variety of methods to fully, transparently, and publicly 

disclose and communicate to all members of the public – especially prospective students and their 

parents – complete information about its academic programs, requirements, costs, faculty, staff, 

institutional control and leadership, and accreditation relationships so that students and others may 

make fully-informed decisions and assessments of those programs. 

As a proactive approach the BOT has moved forward with a revision of its policies and procedures. Thus, 

the institution has secured a Request for Proposals (RFP) to make these changes.  

 

 

 

file:///C:/Users/slalla/Downloads/Governmental%20Conduct%20Act%20Compliance%20Guide%202015.pdf
file:///C:/Users/slalla/Downloads/Governmental%20Conduct%20Act%20Compliance%20Guide%202015.pdf
file:///C:/Users/slalla/Downloads/BOT_Policies-need%20better%20copy.pdf
file:///C:/Users/slalla/Downloads/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
file:///C:/Users/slalla/Downloads/LCC_Staff_Handbook_Adopted_11-17-10_Updated_7-30-14.3.pdf
file:///C:/Users/slalla/Downloads/LCC_Faculty_Manual_Updated_7-30-14.3.pdf
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