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Nondiscrimination Statement for Education and Employment
It is the policy of Kirkwood Community College not to discriminate in its programs, activities, or employment on the basis of race, color, national origin, 
sex, disability, age, sexual orientation, gender identity, creed, religion, and actual or potential family, parental or marital status. If you have questions or 
complaints related to compliance with this policy, please contact the Vice President, Human Resources and Institutional Effectiveness (employees) or the 
Vice President of Student Services (students), 6301 Kirkwood Blvd. SW, Cedar Rapids, IA 52404, 319-398-5572, equity@kirkwood.edu, or the Director 
of the Office for Civil Rights, U.S. Department of Education, Cesar E. Chavez Memorial Building, 1244 Speer Boulevard, Suite 310, Denver, CO 80204-
3582, Telephone: (303) 844-5695 FAX: (303) 844-4303, TDD 800-877-8339 Email: OCR.Denver@ed.gov.
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Welcome to Kirkwood 
I am thrilled to welcome you as a member of our dynamic faculty at Kirkwood 
Community College. Your addition to the team marks the beginning of an 
exciting chapter, not only in your professional careers but also in the ongoing 
story of our institution.

You are joining a community deeply committed to fostering a supportive and 
innovative educational environment. We pride ourselves on our dedication 
to student success and the pursuit of academic excellence. As a faculty 
member, you are vital to these endeavors, bringing fresh perspectives, diverse 
expertise, and a passion for teaching that enriches our learning landscape.

Every academic year presents new opportunities for growth, collaboration, and 
significant impact in the lives of those we serve. I encourage you to take full 
advantage of the resources and support systems our college offers. Engage 
with your colleagues, participate in our vibrant community, and contribute 
to our shared mission of making a significant difference in the lives of our 
students.

I am confident that your contributions will be instrumental in driving the 
success of our students and our college forward. We are excited to see the 
ways in which your unique talents and ideas will flourish here.

Once again, welcome to Kirkwood. We’re very glad you’re here.

Warm regards,

Dr. Kristie Fisher 
President

Introduction and Institutional Overview
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Hello Faculty Colleagues
Kirkwood’s most important work is in teaching and learning. We have a 
strong commitment to instructional excellence and to assisting faculty growth 
professionally in both your subject area and your teaching techniques by 
providing the tools, professional development opportunities, feedback, and 
support you need. Thank you for your contributions to helping students meet 
their educational goals.

This handbook provides both full-time and adjunct faculty members with key 
information regarding college policies and procedures related to instruction. 
Deans, Associate Deans, and Center Directors may provide additional 
information that will assist you with campus issues. In order to keep the 
handbook current, a systematic review will be conducted periodically by the 
Faculty Handbook committee.

Best,

Jennifer Bradley 
Vice President Academic Affairs

Introduction and Institutional Overview
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OUR COLLEGE MISSION AND VALUES

Kirkwood Community College provides access to quality education and training, offering personalized support for all 
students while innovating to respond to the evolving needs of the community.

Kirkwood Community College Vision
To be the community college leader in regional, national, and global education.

Kirkwood’s values are:
• Respect

• Innovation

• Collaboration

• Excellence

A Brief Description of Kirkwood

Kirkwood Community College is a public, comprehensive community college accredited by the Iowa Department of 
Education and the Higher Learning Commission. Consistent with Kirkwood’s mission of bringing accessible education 
to as many people as possible, classes are offered days, evenings and weekends at the main campus in Cedar Rapids, 
the Linn County Regional Center in Hiawatha, the Kirkwood Regional Center at the University of Iowa in Coralville, the 
Jones County Regional Center and the Washington County Regional Center. County Centers include sites in Vinton and 
Williamsburg. Additionally, classes are offered online, including four degrees that can be completed entirely online. High 
School Completion offers Adult Basic Education programs, high school completion programs, and HiSET test preparation 
in addition to oversight of the programs offered through corrections facilities in our region. Altogether, Kirkwood offers more 
than 140 degrees, diplomas, and certificates, and serves Area 10—a seven county region.

With more than 17,300 students enrolled annually, Kirkwood is the fourth largest institution of higher education in Iowa. 
Founded in 1966 and charged with the responsibility to be a comprehensive community college, Kirkwood has a full 
range of programs in career education, as well as arts and sciences. In addition, the continuing education component 
is extensive, serving more than 30,000 members of our region every year. Economic development services provide 
customized training programs for area business and industry, and many opportunities for professional and personal 
development are available throughout the year. Kirkwood employs a diverse and dedicated staff composed of more 
than 230 full-time faculty, more than 580 full-time administrators/support staff, more than 180 non-faculty part-time 
employees, and more than 460 adjunct faculty.

Introduction and Institutional Overview
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DEGREES OFFERED
Kirkwood awards the following degrees in a wide range of programs, which can be completed in two years:

	 •	 Associate of Arts (A.A.)

	 •	 Associate of Science (A.S.)

	 •	 Associate of Applied Arts (A.A.A.)

	 •	 Associate of Applied Science (A.A.S.) 

	 • 	 Diplomas and certificates (require fewer credit hours than an associate degree and have shorter completion times) 

See the College Catalog for details and programs of study.

STUDENT PROFILE
	 •	 The average age of students for the 2025 Reporting Year is 20.

	 •	 79 percent of the student population attends college part-time.

	 •	 41 percent of our new students come to Kirkwood directly from high school.

	 •	 76 percent of all Kirkwood students are age 21 or younger; 4 percent are age 40 or older.

	 •	 35 percent of our students work at least 21 hours a week.

	 •	 57 percent of our students are women.

	 •	 18 percent of our students transfer their Kirkwood credits or degrees to a four-year college or university within 150% 
normal completion time of their program.

	 •	 More than 60 percent of our students are awarded some financial aid through the college.

	 •	 More than 3,000 students receive associate degrees, diplomas or certificates from Kirkwood each year.

	 •	 Kirkwood’s 201 international students came from 49 different countries in 2024/2025.

	 •	 89 percent of Kirkwood graduates from the past four years still live in Iowa.

COLLEGE LEADERSHIP TEAM
View our leadership team.

Introduction and Institutional Overview
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Faculty Roles, Responsibilities, and Policies

QUALITY INSTRUCTION
Quality instruction is dynamic, learner-centered teaching that fosters open communication, inclusivity, and academic 
success.

Quality Instruction descriptors
	 •	 Promote opportunities for active learning and engagement across various interactions (student-student, student-

content, student-instructor).

	 •	 Engage in continuous improvement through reflective practices regarding course design and delivery.

	 •	 Use flexible and adaptable teaching techniques based on student feedback and real-time needs.

	 •	 Deliver content that is relevant, applicable to real-world scenarios, and linked to learning outcomes.

	 •	 Present course content and assess students in multiple formats to accommodate diverse learning needs, offering 
choice when possible.

	 •	 Build trust and collaboration between students and instructors, emphasizing the instructor’s role as a facilitator.

	 •	 Provide regular and substantive feedback and opportunities for student reflection.

	 •	 Create a safe, welcoming, and inclusive environment that fosters relationships and encourages diverse perspectives 
and participation with mutual respect.

GENERAL EXPECTATIONS FOR FACULTY
Providing active and engaging learning opportunities is important as is assessing student learning in both formative and 
summative ways. Some basic job expectations would include the following.

	 •	 Meet all classes as assigned. 

	 •	 Understand the role of a community college in serving students and community. 

	 •	 Arrange learning experiences in accordance with students’ needs and abilities. 

	 •	 Follow the approved course outline. 

	 •	 Provide each student with a course syllabus, required readings, attendance policy, examination dates and method(s) 
of evaluation and grading, and other requirements for the course.

	 •	 Post course syllabus and maintain a current gradebook in Talon. 

	 •	 Provide resources to help students learn. 

	 •	 Assess student learning often in both a formative and summative manner. 

	 •	 Contribute to the college and your discipline by collaborating with other faculty and offering your service to the 
college.
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TEACHING LOAD AND OVERLOAD POLICIES
The standard teaching load is between 15 and 16 credit hours each semester (Fall and Spring) for 174-day full-time 
faculty.  Adjunct faculty may not teach more than 50% of a full-time faculty members normal load for both fall and spring, 
as defined by Iowa State Code. Adjunct faculty should not be scheduled for more than 10 credit hours in any given 
semester.

Overload Pay Practices
15 CREDIT HOURS is the standard base for instructional load. A faculty member may agree to a load of more than 15 
credit hours per semester or 6 credit hours in the summer. When that occurs the Overload Agreement form will be sent 
from the department to be completed and signed by both the faculty and the Dean. When a faculty member agrees to 
teach more than 15 credits, they understand they are planning to work on average more than 40 hours each week.

The faculty will receive pay for credit hours over 15 in the semester or 6 in the summer paid at the current adjunct faculty 
rate. The college will pay the faculty’s overload pay during the semester the overload is taught unless otherwise mutually 
agreed. Faculty will not be assigned excessive hours during any given semester to circumvent the payment of overload pay. 
Faculty members may enter into a load averaging agreement if they choose.

Rate - maximum part-time credit hour rate. 

Formula: 

   1.		 Lecture - one hour lecture equals one credit hour 

   2.		 Laboratory - Two hours of laboratory equals one credit hour

   3.		 Nursing Clinical – one hour clinical equals one credit hour where the faculty member is present and engaged with 
students 100% of the time. 

Student Overload Pay for Lecture

Maximum class size will be 39; then overload pay provisions will apply. Maximum class size for online courses is 32. 
Maximum student load, not including overload, will be 175 students per semester. Overload will be compensated at the 
rate of one (1) credit hour for every ten (10) students over 175. When a section’s size exceeds 39 students, the number of 
students in the section will not apply toward calculating the 175 student load. Instead, the “One Site” chart will apply. If a 
section size falls in range of 40 to 49 students, the faculty member may choose to apply either the 175 student approach 
or the “One Site” chart, but not both. These credits may be paid in wages.

If a faculty member has other than three credit-hour classes, to qualify for the 175 student overload, total “student credit 
hours” (credit hours x class size for all classes) must exceed 525. Overload compensation will be at the rate of one credit 
hour for every 30 “student credit hours” (or portion thereof) over 525.

Under no circumstances will a faculty member be compensated twice for the same overload. 
(i.e., if Overload compensation based on class size is taken, the faculty member may not also receive  Overload 
compensation for maximum student load).

Any agreement entered into will be in writing and signed by the faculty member and the appropriate supervisor.  A copy of 
the agreement will be kept in the Human Resources Office. The faculty member shall be given a copy.

Faculty Roles, Responsibilities, and Policies
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One Site

Cr. Hr. 

					     # Students 		      Reduct. Pay 

					     100 - 119** 			   4 

					     80 - 99 			   3 

					     60 - 79 			   2 

					     40 - 59 			   1

** For each increment of 20 students above 119, an additional credit will be paid. 

The above chart refers to a standard three-credit hour course. Courses of 4 or 5 credit hours shall be prorated from these 
amounts. 

The college retains the right to limit class size to thirty-nine (39) students. 

Student withdrawals after the 10th day of the session will be included in class size computations.

Overload Pay for Laboratory
Overload compensation for lab teaching will be calculated from the Lab Compensation Table below.

LAB COMPENSATION TABLE

			   Lab Student Credit Hours* 		  Credit Hours toward Load Compensation

			   25 – 49 students 				    1 credit hour

			   50 – 74 students 				    2 credit hours

			   75 or more students 				    3 credit hours

* “Student credit hours” to be figured by multiplying the sum of students registered on the 14th calendar day from the 
beginning of the term by the lab credit hours for each lab taught.

** Only in the Health Science programs when class size is mandated by an accrediting agency, class sizes under 25 
students will get 1 credit of additional compensation.

Faculty earning hours from the above table will be compensated at the maximum part-time credit hour rate for all credit 
hours above 15 rounded to the nearest 0.25. Compensation will be in the form of overload pay.

Faculty Roles, Responsibilities, and Policies
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Faculty Roles, Responsibilities, and Policies

The following courses are not eligible for this compensation, but shall heretofore be credited at two hours equal one credit 
hour (2 hours = 1 credit hour):

	 1.	 Teaching and learning situations such as clinics, internships, and practicums where pre-instructional preparation is 
not essential such as dental hygiene and dental assisting.

	 2.	 Clinics, internships, and practicums where the instructor does not accompany the student to the site.

	 3.	 Labs where planning and organization of the in-class experience are not performed by the Full-time faculty 
member.

	 4.	 Music performance courses. 

	 Lab sections will count toward load compensation calculations only if one of the following conditions is met:

		  - enrollment is 50% or more of the customary maximum class size; or 

		  - enrollment is 10 or more students. 

	 Where several lab sections are scheduled simultaneously, student enrollment will be determined by combining the 
number of students in all the sections. 

	 Writing Center and Math Lab compensation shall be 35 contact hours per term = 1 credit hour.

Adjunct faculty are part-time faculty and may teach up to 50% of a full-time faculty member’s load for fall and spring (as 
defined by Iowa Code). This generally equates to 15 to 16 credit hours for fall and spring; however, an adjunct may not 
teach more than 10 credit hours in any one semester. Adjunct faculty are not guaranteed employment each semester as 
enrollment numbers and course needs may vary.

FACULTY PERFORMANCE REVIEW PROCESS
All full-time faculty will be informed of the job-related evaluation criteria, procedure, and the forms to be used, prior to 
October 1st of each academic year. All new hires or persons unavailable on this date will be notified, within thirty (30) 
working days of availability, of the job-related evaluation criteria, procedure, and the forms to be used. Nothing prevents the 
immediate supervisor from discussing goals and objectives for the next academic year at any time with a faculty member 
within his/her department. Detailed information about faculty roles, responsibilities, and assigned areas of responsibility is 
available on the Academic Affairs Collegewide SharePoint site, Faculty Roles and Responsibilities.

Evaluations will be every year for the first four (4) years and at a minimum of once every three (3) years thereafter and 
typically during the spring semester. Goal setting, reflections and performance reviews will occur via NeoEd. If the review 
cannot be completed during the spring term, then an alternative time can be established within three months of the end of 
the spring semester.

https://kirkwoodonline.sharepoint.com/:f:/r/sites/AcademicAffairs/Shared%20Documents/Faculty%20Roles%20and%20Responsibilities?csf=1&web=1&e=KNlRf4
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During the year, the faculty member will be given a copy of any evaluation material, both positive and negative, to 
be placed in his/her evaluation file. The Supervisor and faculty member shall meet to discuss the contents of such 
document(s) before it is placed in the file. The faculty member shall be entitled to respond to the contents of such 
documents within ten (10) working days of such discussion and have such response attached to the original documents.

Probationary (Track 1)
New faculty members are required to serve the probationary period as delineated in Section 279 of the Iowa Code. 

All probationary faculty members will be evaluated based on job-related criteria described in the Quality Faculty Plan and 
Performance Review. 

During the year, a minimum of three (3) unannounced classroom or other educational activity observations will be 
conducted. After each observation, the supervisor will meet within five (5) working days with the unit member and review 
the observation. The faculty member will be given a written summary of the meeting including recommendations for items 
in need of remediation, if any, within ten (10) working days after the meeting. A copy of such summary shall become a part 
of the faculty member’s evaluation file.

Professional Growth (Track 2)
A faculty member who has completed the probationary period at the college will be considered on the professional growth 
track. 

The faculty member and his/her immediate supervisor may have the evaluation with or without educational activity 
observations. In the case of no observation, the conference between the supervisor and the faculty member will discuss 
performance since the last evaluation and professional objectives for the next year. 

Developmental (Track 3)
A faculty member who has completed the probationary period at the college will be considered on the professional growth 
track. 

The faculty member and his/her immediate supervisor may have the evaluation with or without educational activity 
observations. In the case of no observation, the conference between the supervisor and the faculty member will discuss 
performance since the last evaluation and professional objectives for the next year. 

A faculty member who has received an evaluation which indicates a significant adverse change in job performance may be 
moved to the Developmental Track for not less than one (1) semester nor more than one (1) year, only after the following 
has taken place:

	 1.	 The evaluation recommending such movement will be reviewed by the appropriate Dean, Vice President, and the 
Human Resources Office. 

	 2.	 The faculty member will be notified at a meeting with the immediate supervisor, the appropriate Dean, the Human 
Resources Office, and the Kirkwood Faculty Association representative (if desired), that they are being moved to 
the Developmental Track, and the justifications for such movement.

Faculty Roles, Responsibilities, and Policies
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Faculty Roles, Responsibilities, and Policies

After such movement has taken place, the following steps will be followed:

	 •	 The immediate supervisor will meet with the faculty member to outline the concerns and provide appropriate 
remedial action necessary to correct the problem(s). Such plan shall be in writing and a copy will be furnished to the 
faculty member, the appropriate Dean, and the Human Resources Office.

	 •	 The supervisor will provide close monitoring of the faculty member’s performance during this period. Such 
monitoring shall be documented with copies to the faculty member, the appropriate Dean, and the Human 
Resources Office. When the immediate supervisor is satisfied that remediation has been successful, she/he will 
make a recommendation to the appropriate Dean and the Human Resources Office that the faculty member be 
returned to Track 2 (Professional Growth). A faculty member who does not respond to remediation or is placed on 
Developmental (Track 3) for a third time within seven (7) years will be subject to termination in accordance with 
appropriate state law.

See also the Quality Faculty Plan and the Faculty Performance Review form located on Kirkwood Online. 

The Quality Faculty Plan (QFP) identifies areas of competence expected for adjunct and full-time faculty, librarians, and 
counselors. The plan also describes professional growth and development criteria pertinent to academic employees beyond 
the probationary period.

Adjunct faculty will be evaluated by the appropriate Dean, Associate Dean, or Director. Full-time faculty may review an 
adjunct faculty member’s performance in certain situations; however, any concerns or issues observed should be directed 
to the appropriate supervisor. Adjunct faculty are encouraged to discuss their individual goals with their supervisor and 
participate in both college activities and professional development opportunities.

FACULTY DEVELOPMENT AND TRAINING OPPORTUNITIES
Faculty and Staff are encouraged to continue their personal and professional growth by enrolling in courses. The Human 
Resources page has information related to both credit and non-credit courses available. In addition, many professional 
development opportunities are provided through the Department of Academic Innovation, Strategy and Design.

The Kirkwood Faculty Association (KFA) represents the interests of all full-time faculty whether they are a dues paying 
member or not. The leadership provides counsel and support for faculty, and they ensure that the college administration 
and faculty abide by tenets of the KFA Agreement. Additional information regarding KFA is available on the college website.

Service to the college is an important expectation of employment, and the college has a number of institution, area, and 
department committees, and work teams. Please contact your Dean to find out how you might contribute to the decision-
making processes of the college.

http://www.kirkwood.edu/kfa
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Faculty Roles, Responsibilities, and Policies

FACULTY BENEFITS 
(Professional Development Fund, Tuition Benefits, Insurance, etc.)

Kirkwood Community College offers competitive benefits for its employees in an effort to maintain a competitive, talented 
workforce. 

If you’re not sure what benefits you’re eligible for or have specific questions about your benefits, feel free to reach out to 
either your supervisor or Human Resources. 

Whether you’re full-time or part-time, this useful information and forms can help you learn about how to take advantage of 
your benefits. 

Detailed information of benefit summaries can be found on the college website.

Professional Development

The Academic Innovation, Strategy, and Design (AISD) department provides free professional development for all Kirkwood 
faculty employees. For more information about AISD and professional development, please visit the Knowledge Nest.

Full-time faculty may be provided some funds through their department to support conference attendance or professional 
development opportunities. These requests are approved by the department Dean and may be based on department goals. 

The Professional Development Fund is also available for financial support. The application and process documentation for 
the Faculty Professional Development fund can be found under “forms and Processes” on Kirkwood Online.

Note: For consistency, we do not use unassigned workdays for weekends where professional development is being paid 
by institutional dollars, even if presenting. If escorting students to an event over a weekend, then the time is considered 
as workdays. If the college asks full-time faculty to attend, do committee work such as at the Higher Learning Commission 
conferences, it is required and a workday.

Adjunct Professional Development

Adjuncts may receive up to $550 every other academic year to pursue professional development activities (this must 
relate to their teaching or discipline). An adjunct faculty member must be employed for one semester prior to accepting 
the award. The application and process documentation for the Adjunct Professional Development fund can be found under 
“Forms and Processes” on Kirkwood Online. Submit the application to your Dean, who will forward his/her approval to the 
Vice President of Academic Affairs for approval. If approved, notification with guidelines and procedures will be sent to the 
faculty member by the Office of the Vice President.

Endowed Faculty Chair

An endowment fund to support full-time faculty research is available through the Foundation. Contact the Vice President for 
Academic Affairs office for application details or related information. 

Additional information is available on the college website.

https://www.kirkwood.edu/about-us/faculty-leadership/leadership-team/human-resources/benefits-forms
https://kirkwoodcommunitycollege.zohodesk.com/portal/en/home
https://www.kirkwood.edu/about-us/faculty-leadership/leadership-team/academic-affairs/endowed-faculty-chairs
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Faculty Roles, Responsibilities, and Policies

Adjunct Faculty Professional Liability

The college provides all adjunct faculty with personal liability insurance for activities related directly to the terms of their 
employment by the college, with limits of risk, and in such amounts as maintained in the office of the Secretary to the 
Board of Trustees.

Tax Sheltered Annuities (TSA) Adjuncts

Adjunct faculty are eligible to participate in a tax-sheltered annuity program through payroll deduction. Forms are available 
on Kirkwood Online. Each faculty member is responsible for making arrangements for proper deductions and having billing 
statements sent to payroll. The college does not advise employees concerning amounts to be sheltered, nor does it assume 
any responsibility for an employee’s program. The college serves only as an agent between the employee and his/her 
insurance company/agent. Changes to a tax-sheltered annuity may be made as determined by the Internal Revenue Code.

OFFICE HOURS AND STUDENT ACCESSIBILITY
The need for faculty office hours is predicated on the belief that regularly scheduled availability of faculty facilitates 
communication and collaboration with staff and peers, and most importantly provides access for students. Prioritizing the 
interaction between faculty and students during office hours, departments will attempt not to schedule ad hoc department 
activities to conflict with established office hours. Simultaneously, faculty will limit the cancelation and/or rescheduling 
of office hours to provide consistency in availability to students. Any rescheduling of office hours must be preapproved by 
the Dean and communicated to students and must occur within 5 days of the missed time. Sick time should be taken for 
office hours missed due to illness. Excessive rescheduling may result in the request to use personal days for the absence. 

Full-time faculty are expected to hold a minimum of five office hours a week, scheduled over a minimum of three days. 
Office hours shall match the modality and/or location of the faculty’s course load (i.e. to match teaching location or a 
morning, afternoon, evening, or weekend teaching schedule) with a minimum of two face-to-face office hours on two 
separate days on a Kirkwood campus/center where teaching load is assigned. Faculty will provide a Zoom option by 
appointment corresponding with face-to-face office hours to allow students to access faculty in person or virtually. Office 
hours can be held in a minimum of thirty-minute increments. 

Office hours, including corresponding Zoom links for virtual hours, should be submitted to the faculty member’s 
department, included in their syllabi, and clearly posted in their Talon shell and on their office door. The use of the Outlook 
calendar and Calendly is highly encouraged for ease of student scheduling. Faculty holding office hours at an alternate 
location where students need assistance (i.e. studio, lab, shop, etc.), should indicate that information with the posted 
hours. 

Adjunct faculty should have times noted in their course syllabus when they will be available to colleagues and students 
along with the location or the best contact method.
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Instructional Guidelines and Classroom Management

COURSE SYLLABUS AND COURSE OUTLINE STANDARDS
Faculty should use the institution’s syllabus template when creating their course syllabi each semester. Using the template 
ensures the faculty are providing the most current policies and links to resources for students. See your Dean, Associate 
Dean, or Director for more information about requirements or recommendations specific to your department or course. 
Faculty must cover the stated course student learning outcomes in every section of the course regardless of location 
or delivery method and may not alter those outcomes. This consistency is key to course sequencing and crucial to 
articulation, accreditation, and student success.

The course outline is used to document course competencies and objectives. The document is used for articulation and 
transfer and does not contain classroom management details.

ACADEMIC INTEGRITY AND PLAGIARISM POLICY
The academic integrity policy is located in the College Catalog.

The Academic Integrity Policy Violation Report is located at: Academic Integrity Policy Violation Report (maxient.com)

Discuss the importance of academic integrity with your class at the beginning of the term. If you encounter a possible 
violation and are unsure how to proceed, contact your supervisor.

CHANGE IN CLASS LOCATION
No change in class location can be made without prior approval of your dean.

STUDENT ATTENDANCE AND  
ADMINISTRATIVE WITHDRAWAL PROCEDURES
Information on Student Class Attendance procedures can be found in the College Catalog.

LATE REGISTRATION POLICY
After a class’s first meeting, faculty approval is required to add the class via the Late Registration form. 

Late registrations require the signature of the instructor. 

As soon as a late-registered student appears on your roster and attends at least one class meeting, the instructor must 
report that attendance with an H (see “Grades Due” section).

https://www.kirkwood.edu/about-us/faculty-leadership/leadership-team/academic-affairs/college-catalog
https://cm.maxient.com/reportingform.php?KirkwoodCC&layout_id=5
https://creditcatalog.kirkwood.edu/academic-student-procedures/academic-enrollment-procedures/student-class-attendance/
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Faculty Roles, Responsibilities, and Policies

GRADING POLICIES AND GRADE APPEALS
All students in a section are to be assigned A through F, or I, grades. If the course itself is designated as a pass/fail course, 
assign all students a P, Q or I grade. 

A student who is unable to complete a segment of the assigned work for a course because of extenuating circumstances 
may request being assigned the grade of “I” (Incomplete). In such cases, the instructor and the student must complete 
an Incomplete Grade Agreement form documenting course requirements remaining and the date by which they must be 
completed. This form can be found under “Forms and Processes” on Kirkwood Online.

This date and the incomplete grade must be entered as a final grade via the Submit Attendance & Grades Button in Talon. 
See the description in the Student Handbook.

The maximum time a student is permitted to carry an incomplete grade on his or her record is one year. After the agreed 
upon date, in the absence of any alternative grade being assigned by the instructor, the “I” grade will be changed to “F.”  
When the student completes the course requirements, a Grade Change form should be completed and sent to your Dean. 
This form can be found under “Forms and Processes” on Kirkwood Online.

In the case where you need to replace an “I” grade or change a letter grade, a Grade Change form needs to be processed. 

For questions related to grading standards by course or discipline, contact your Dean, Associate Dean, or Director. For 
information about grade appeals, see the description in the Student Handbook.

FINAL EXAMS, GRADE SUBMISSIONS, AND FERPA COMPLIANCE
The Final Exam schedule is available via the college website.

Final exam dates and times should be included in the course syllabus and frequently announced to students as they are 
often not exactly the same as the regular semester class time. 

Classes must meet during the scheduled final exam day and time. Changes must have prior approval of the Dean. Sections 
meeting fewer than 15 weeks, including summer sections, have no finals week. Final exams are then given on the last 
scheduled day of class. 

NOTE: If the instructor chooses to give a make-up exam and cannot be present to personally monitor the session, 
arrangements can be made for the Test Center to administer the exam. Papers which cannot be returned on the last day of 
class should be returned to students with the student providing a self-addressed, stamped envelope. 

Grades
Final grades are due for all classes, regardless of delivery format, by midnight of the third calendar day after the 
completion of the course. No grade should be left blank. 

Midterm grades are due at the midpoint of the scheduled class duration. Letter grades may be awarded or if not enough 
student work has been submitted to evaluate the grade level, a P (pass) or Q (failure) may be entered.

Midterm and Final grades are submitted via the Submit Attendance & Grades button in Talon.

https://creditcatalog.kirkwood.edu/academic-student-procedures/grades/incomplete-grades/
http://www.kirkwood.edu/studenthandbook
https://www.kirkwood.edu/about-us/faculty-leadership/leadership-team/academic-affairs/index#academiccalendar
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In accordance with provisions of public law 93-380 as amended (P.L. 93568), the Family Educational Rights and Privacy 
Act of 1974, (commonly known as the Buckley Amendment), all faculty and staff have the responsibility to maintain 
confidentiality pertaining to student performance. Care should be exercised with the following: 

	 1.	 Do not leave student records visible on the computer screen. 

	 2.	 Release no information about a student’s class performance to a third party unless the student has given specific 
written consent. Third party includes parents, family members and employers.

	 3.	 It is not permissible to release student email address, phone number, or address to another student. If a peer 
group project, for example, requires sharing of contact information, that fact must be included in your syllabus. 

	 4.	 If a student whom you do not recognize or remember claims to have been in one of your classes and requests 
grade information, send him/her to the Registrar to request a transcript. 

	 5.	 Students are not entitled under law to “see how you arrived at this grade.” Instructors often choose to explain 
grading upon request, but are not obligated to do so. Do not allow students to see any lines in your grade book 
except their own (in the event you allow even that access to your records). 

	 6.	 Destroy (do not merely throw out) student records (graduation analysis, graded class lists). Do not allow workstudy 
students access to students’ grades. 

	 7.	 Extend this confidentiality to all students regardless of age. FERPA rules cover all college students even if they are 
minors. In some situations, a student of high school age may have agreed to the release of information to his or 
her school. You must not, however, assume this is the case. Ask for documentation. 

Departments do not release home telephone numbers of faculty members unless they have your written permission. 
Equally, the college will never email you a request to submit personal information or passwords. Instances of these 
phishing attempts are frequent and should be reported to the Helpdesk.

Note: FERPA training is required for faculty. Additional information for faculty, parents and students can be found on the 
college website.

Under no circumstances should graded papers be placed in boxes in such a way that other students might have access to 
them, nor should they be left in the departmental office area. Additionally, grades should not be posted on a wall or office 
door. The public posting of grades, either by the student’s name, institutional student ID number [K number], or social 
security number, without the student’s written permission is a violation of FERPA. This includes the posting of grades to a 
class/institutional Web site and applies to any public posting of grades for students taking distance education courses. 

Other Acceptable Methods for Notifying Students of their Grades
Talon. Students can see their grades in Talon immediately after being posted in the Grade Book. Students only see their 
individual grades and they must authenticate by logging into the Talon shell. This ensures privacy and consistency with 
FERPA requirements. 

Via U.S. mail. Students who don’t have internet access to EagleNet might provide a pre-addressed, stamped envelope to 
the instructor. The student writes the course and section on the front of the envelope. The instructor records the grade on 
the inside flap of the envelope, seals the envelope, and mails it to the student when grades have been determined. 

Faculty Roles, Responsibilities, and Policies

https://www.kirkwood.edu/get-started/registrar/ferpa
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Via email, only if it is sent to the institutional account and only contains grade information for the individual student. 
Non-public educational data should never be sent to non-institutional assigned accounts, since there is no way to verify 
the authenticity of the end user. The institution would be held responsible if an unauthorized third party gained access to 
a student’s education record through any electronic transmission method where the institution did not take measures to 
secure that transmission. 

Text message, only if it is sent through the approved software within the Talon Shell.

FACULTY ABSENCES AND CLASS COVERAGE PROCEDURES
If for some reason you need to be absent or late to class, you should contact your Dean, Associate Dean, or Director and/ 
or their designee, and if at all possible, your students. You may post an announcement in Talon, send a mass email, or use 
Remind to notify students.

In the case of a planned or foreseen absence and as possible, faculty should work with their Dean, Associate Dean, or 
Director to secure a substitute instructor for missed classes. If a substitute is not available, faculty may make up missed 
classes by designing active learning projects that may be completed outside of class time via Talon. Discuss your ideas 
with your Dean, Associate Dean, or Director. Adjunct faculty are allowed one paid absence per semester, cumulative up to 
two per year. Up to four days may be banked, allowing up to five paid absences in any given semester (the one day allowed 
per semester plus the four banked days).

Kirkwood Student Learning Outcomes
The Kirkwood Student Learning Outcomes (KSLO) represent the desired outcomes for all students who complete a two-year 
degree program.

Maintenance of Classroom
Faculty and students are urged to keep classrooms clean and free from litter. Recycling containers and trash receptacles 
are available in all classroom areas. The use of any tobacco products is prohibited in all Kirkwood facilities. Only service 
animals are allowed in campus buildings. Food and drink are forbidden in many areas. Please check signs for specific 
restrictions. Please return furniture to the original location and clean white boards at the end of each class session. If you 
have an issue with a classroom, you can put in a Facilities/Maintenance Request to request the repair or change.

Talon Learning Management System
A Talon course shell is automatically created for all courses regardless of delivery modality. Faculty are expected to post 
at a minimum their course syllabus into the Course Content tab. Faculty are also expected to use the Talon Gradebook 
to record student participation/attendance and course progress. Instructional designers available through the Academic 
Innovation, Strategy, and Design (AISD) department provide training on Talon at all levels, including special sections for the 
Gradebook. Sessions are regularly offered through professional development to help faculty learn to use additional tools 
and widgets. A growing collection of helpful Talon information and a list of links for those using Talon can be found here.

https://www.kirkwood.edu/talon
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Test Center
Kirkwood Test Center administers academic and professional certification exams to students and community members in 
a secure, distraction reduced environment. Students may take their course exams in the Test Center if one or more of the 
following conditions applies:

	 1.	 Enrolled in an online or hybrid course with required proctored exams.

	 2.	 Approved for testing accommodations, such as extra time or an individual test room.

	 3.	 The instructor gives an individual student permission to take a special (makeup or retake) exam in the Test Center.

In each case, faculty initiate the process by submitting exam requests in RegisterBlast. Once the submission is approved, 
students use RegisterBlast to make appointments. The Test Center must have a submission from the instructor on file 
before students can make appointments.

Resources and instructions on how to use the Test Center can be found in the Faculty/Staff Information section of the Test 
Center website.

Student Feedback Survey
Student feedback is a formative process that is intended to help faculty understand student perceptions of their 
classroom/online experience. The process should be to use student feedback as one part of a faculty professional 
development strategy, and the feedback should be discussed with colleagues and supervisors. Adjunct faculty and  
full-time faculty in their first four years of teaching will use the Student Feedback Survey in all of their sections. In their fifth 
year, full-time faculty will use the Student Feedback Survey in at least one section of their regular load and in any overload 
section.

The College uses the data collected from the Student Feedback Survey to inform professional development activities, 
compare student perceptions of the same course across locations and instructional modalities, and to provide an ongoing 
institutional measure of student perceptions and satisfaction. Individual faculty feedback is only made available to 
the faculty member and supervisor in order to maintain confidentiality. Aggregate data is shared to inform professional 
development activities and to measure teaching and learning student satisfaction.

Faculty Roles, Responsibilities, and Policies

https://guides.kirkwood.edu/testcenter/faculty
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General Campus Policies and Procedures

BOARD POLICIES AND PROCEDURES
All faculty and staff should be familiar with Kirkwood Board Policies and Cabinet approved procedures that apply to the 
campus community. These policies and procedures are publicly available on the Kirkwood website.

Nondiscrimination in Employment Practices
Kirkwood Community College shall not engage in nor allow unlawful discrimination against any employee or applicant 
for employment. This includes all employment practices, hiring practices, and unwelcome harassment of applicants or 
employees based on race, color, national origin, creed, religion, sex, sexual orientation, gender identity, age, disability, 
genetic information, or actual or potential parental, family, marital status, or veteran status. If you have questions or 
complaints related to compliance with the policy, please contact the Vice President of Human Resources at Kirkwood 
Community College, 313 Kirkwood Hall, 6301 Kirkwood Blvd. SW, Cedar Rapids, IA 52404, Telephone: 319-398-5572, 
Email: equity@kirkwood.edu, or the Director of the Office for Civil Rights U.S. Department of Education, John C. Kluczynski 
Federal Building, 230 S. Dearborn Street, 37th Floor, Chicago, IL 60604-7204, Telephone: 312-730-1560, Fax: 312-730-
1576, Email: OCR.Chicago@ed.gov.

Nondiscrimination in Educational Practices
Kirkwood Community College shall not engage in nor allow unlawful discrimination against individuals involved in its 
educational programs and activities on the basis of race, creed, color, sex, sexual orientation, gender identity, national 
origin, religion, age, disability, or actual or potential parental, family, or marital status. If you have questions or complaints 
related to compliance with the policy, please contact the Vice President of Human Resources at Kirkwood Community 
College, 313 Kirkwood Hall, 6301 Kirkwood Blvd. SW, Cedar Rapids, IA 52404, Telephone: 319-398-5572, Email: equity@
kirkwood.edu, or the Director of the Office for Civil Rights U.S. Department of Education, John C. Kluczynski Federal 
Building, 230 S. Dearborn Street, 37th Floor, Chicago, IL 60604-7204, Telephone: 312-730-1560, Fax: 312-730-1576, 
Email: OCR.Chicago@ed.gov.

INSTITUTIONAL REVIEW BOARD AND RESEARCH GUIDELINES
Individuals requesting authorization to conduct research must complete the Kirkwood Research Proposal Form. 

The form will be reviewed by the Institutional Review Board (IRB) or its designee. This procedure is intended to ensure that 
college staff and students who may be affected by the research can be certain that the research is sound and does not 
violate board policy, college operating procedures or federal regulations concerning the protection of human participants.

FACULTY IDENTIFICATION AND CAMPUS ACCESS
Faculty are to use an EagleCard as their identification card. The EagleCard is a photo ID that can be used at the library, the 
Recreation Center, when attending athletic events, or when picking up tickets for theatrical or musical events.

https://www.kirkwood.edu/about-us/trustees/board-policies-and-procedures
https://www.kirkwood.edu/_files/pdf/about-us/faculty-leadership/kirkwood-irb-research-proposal-form_access.pdf
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LIBRARY AND TECHNOLOGY RESOURCES 
(Talon and Email Policies)

The Kirkwood Library is dedicated to providing research and instructional support to faculty at all Kirkwood locations. The 
Sundberg Library is located in Benton Hall on the Cedar Rapids Main Campus. Librarians provide classroom instruction to 
classes at any Kirkwood location or online, in addition to traditional reference services 7 days a week.

Through their website, the library provides information resources for student research, interlibrary loan service, videos 
for classroom instruction, and online tutorials on information literacy. Online guides and videos provide assistance and 
instruction in many areas of research and citation. Visit the library’s website for more information, or contact a librarian at 
library@kirkwood.edu.

Self-service, MyHub, and Kirkwood Online provide easy access to the college enrollment database. Although much 
information is available, class lists, attendance verification, mid-term and final grades are examples of forms you will need 
to access and provide input to during the term.

The primary method of communication at Kirkwood is through the Outlook e-mail system and the Talon course 
management system for individual courses. Using this system gives all students the ability to communicate easily with their 
instructors and gives instructors the opportunity to communicate with their fellow department members as well as their 
Dean. Kirkwood email is also protected and should be used exclusively for communication to students related to academic 
progress, including grades, attendance, performance, and so on. Personal email accounts or other communication tools 
(text, iMessage, social media, etc.) outside the Kirkwood system should not be used for communication of academic 
progress. 

All faculty are expected to establish and monitor their Kirkwood email address. Please check with your department 
for instructions on how to set up your e-mail account. Following setup please include your e-mail address on all 
correspondence with your students and with others here at Kirkwood. You may set up a forward rule to have your Kirkwood 
e-mail forwarded to your personal e-mail account. 

Access to electronic mail is available for faculty. For information about setting up and using e-mail, contact the Service 
Desk at 319-398-1264 or by e-mail at ServiceDesk@kirkwood.edu. Your Kirkwood e-mail can be accessed on any 
computer (on or off campus) that has Internet access. More information about using e-mail can be found on the Help 
Desk website.

Computer Facilities

Kirkwood has a variety of spaces designed to meet the computer needs of students and faculty. On the Main Campus you 
can visit the Allsop Lab located at 131 Nielsen Hall, the Library in Benton Hall, or any of the public workstations located 
throughout the buildings. For support at other Kirkwood locations, please check with the main office who will support you.

NOTARY PUBLIC
Several staff members provide notary public services. Contact Human Resources for the name and office location of a 
notary public on campus or find a notary on Kirkwood’s website.

https://www.kirkwood.edu/explore/services/library/
mailto:library@kirkwood.edu
mailto:ServiceDesk@kirkwood.edu.
https://www.kirkwood.edu/helpdesk
https://www.kirkwood.edu/helpdesk
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Campus Operations and Safety

PUBLIC SAFETY
For information on what to do during an emergency, Public Safety maintains the Emergency Reference Guide.

CLASSROOM AND LAB SECURITY POLICIES
Classrooms are usually locked or unlocked by custodial staff. In some instances, special security is required for 
laboratories or shop rooms with expensive equipment. Please discuss any questions or problems related to acquisition of 
keys with your Dean. 

Custodial service is available 7 a.m. to 11 p.m. For assistance from 7 a.m. to 5 p.m., contact Facilities (ext. 5561). 
After 5 p.m. and on weekends, dial 319-398-7777. The Public Safety officer will direct your request to the appropriate 
department.

Every classroom is equipped with a key under the top of the instructor station. In a threatening situation, the key can 
lock the door from the inside so that faculty and students can shelter in place until the threat is diminished. Emergency 
procedures are described in the Emergency Action Snapshot posted on the wall beside the entrance door.

Kirkwood is committed to maintaining safe Campuses and Centers so that students and faculty may focus on learner 
success without fear or concern for their safety. To that end, faculty need to be aware of the following best practices.

CAMPUS CLOSURE AND SEVERE WEATHER PROTOCOLS
The college may close on occasion due to weather or other emergency situations. Except in extreme cases (such as a 
multi-day blizzard), classes will always be cancelled in segments of the day. The first cancellation announcement will cancel 
daytime classes 7:00 a.m. -5:00 p.m. The cancellation will note that the evening decision will be made and announced by 
3:00 p.m. In extreme conditions the President or designated representative may close for the entire day. 

Some facilities (KCCE, The Hotel, and CTRC) serving employer clients or external rental customers will remain open based 
on client activities. 

The college may close during the day if inclement weather requires and times will vary based on the severity of the 
conditions and timing of the storm. 

Individual faculty and staff are not authorized to cancel classes due to inclement weather. 

It is the general practice for office and services to close if the college has closed. Offices and services that would normally 
be open in the evening are required to be open if evening classes are held. 

https://www.kirkwood.edu/explore/public-safety/emergency-reference-guide
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All locations will close at the same time with the following exceptions:

	 •	 Extreme cases such as flood waters cresting on different days, isolated ice storms, localized power outages, etc. may 
cause a location to close when main campus remains open. 

	 •	 County Centers will not announce such closing to the CR/IC media to avoid confusion. 

	 •	 Johnson or other Linn County locations may use the media if the Public Information Director deems it necessary and 
effective. 

	 •	 The lead person at each off-campus site will make these calls in consultation with their cabinet member or Vice 
President of Facilities and Security.

Kirkwood Alert

Kirkwood Alert is an alert system that allows Kirkwood to contact you during an emergency by sending text messages to 
your:

	 •	 e-mail account (school, work, home, other) 

	 •	 cell phone

Additional information, including how to register for Kirkwood Alert, can be found on the college website.

When a severe weather warning is issued, all classroom and laboratory facilities should be vacated and shelter taken in 
designated areas.

PUBLIC SAFETY AND EMERGENCY PROCEDURES
The Cedar Rapids Campus has full-time security officers 24 hours a day, every day of the year. Public Safety is available to 
assist employees and students in the event of a crime or other emergency. Additional services are provided for employees 
and students such as:

	 •	 Start stalled vehicles.

	 •	 Unlock vehicles.

	 •	 Provide escort from campus buildings to parking lots upon request.

Public Safety is authorized to ticket illegally parked vehicles, direct traffic, and detain persons involved in any criminal 
activities on campus until local law enforcement agencies can be notified. Public Safety can be reached via Facilities  
(ext. 7777 5561) Monday through Friday, 7 a.m. to 5 p.m. Evenings and weekends the security officer can be contacted 
directly (cell phone) at 319-398-7777 or through the pager at ext. 5670.

Outdoor emergency telephones have been installed on campus to provide free calling assistance for Kirkwood students, 
staff and visitors who experience problems or emergencies. If the RED emergency call button is pressed, the emergency 
phone will dial Public Safety twice and if no answer or busy each time, will then dial 9-911. Blue light illuminates at night 
and flashes when an emergency call is made.

Campus Operations and Safety

https://www.kirkwood.edu/explore/public-safety/kirkwood-alert
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Limited security services are provided at all other College locations. For information, contact the personnel on site.

Before the beginning of each semester, survey your classroom and building surroundings. Think ahead as to what you 
would do in an emergency to keep yourself safe and to provide action steps for your students or colleagues. This includes 
office areas, hallways and classrooms, and identify the closest office to contact in case of an emergency.

PARKING AND TRANSPORTATION POLICIES
Parking is available at all sites and is generally considered open to all. Designated parking spaces have signs posted, and 
handicapped spaces are reserved for those displaying valid handicap stickers. Visitor spaces are for campus guests and 
should not be used by employees or students.

Campus Operations and Safety
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Student Support and Resources

COLLEGE CATALOG
Detailed information regarding student policies, programs, departments and/or conduct can be found in the College 
Catalog.

Academic Resources

Admissions, Tuition, and Financial Aid

Student Academic Procedures

Student Life and Services

DISABILITY ACCOMMODATIONS AND ACCESSIBILITY SERVICES
At the college level, students who need academic accommodations must self-identify. To receive accommodations at 
Kirkwood, students must complete an application via the Accommodation Services website. This site provides all the 
information related to academic accommodations.

STUDY SUPPORT – THE LEARNING COMMONS
The Learning Commons offers free, high-quality study support to all Kirkwood students who want to build confidence, 
deepen understanding, and improve their academic performance. Our services include individualized study support, 
group study sessions, drop-in learning assistance, and academic coaching—all provided in a welcoming and collaborative 
environment.

Students may drop in for walk-in support or request an individual Learning Assistant by visiting the Learning Commons 
website.

Those interested in becoming a Learning Assistant (our peer support role) must have a B or better in the class and ideally 
an overall GPA of 3.0 or better. We also appreciate faculty referrals. Learning Assistants are paid hourly and receive training 
to help fellow students succeed academically.

For more information:

	 •	 Cedar Rapids Campus: Visit the Learning Commons in room 2071 Cedar Hall, or call 319-398-5425

	 •	 Coralville Campus: Visit the Learning Commons in room 002D at the Kirkwood Regional Center at the University of 
Iowa, or call 319-887-3612.

Note: College employees may not provide private study support for pay, and college resources may not be used for private, 
for-profit tutoring. Study support is provided free of charge through the Learning Commons.

https://creditcatalog.kirkwood.edu/
https://creditcatalog.kirkwood.edu/
https://creditcatalog.kirkwood.edu/academic-resources/
https://creditcatalog.kirkwood.edu/admissions-tuition-financial-aid/
https://creditcatalog.kirkwood.edu/academic-student-procedures/
https://creditcatalog.kirkwood.edu/student-life-services/
https://www.kirkwood.edu/explore/services/dean-of-students/disability-accomodation
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WRITING CENTER
The Writing Center provides one-on-one support for students at any stage of the writing process—from brainstorming and 
outlining to final revisions. Staffed by English faculty and trained writing professionals, the Writing Center helps students 
strengthen their writing, critical thinking, and communication skills across all subjects.

Writing support is available both in-person and online. Students are encouraged to bring any writing project, including 
assignments, scholarship essays, or professional documents.

For more information and appointment options, visit the Writing Center website.

ACADEMIC ADVISING AND TRANSFER SUPPORT
Help is available for planning student schedules, completing Late Registration forms, registering, obtaining graduation 
information and gathering and disseminating transfer information. Visit the Academic Advising website for additional 
information.

GLOBAL LEARNING AND ENGLISH LANGUAGE ACQUISITION (ELA)
The Kirkwood Global Learning department serves to facilitate the goal that every faculty, staff, and student at Kirkwood 
engage in global learning experiences positively impacting our local and global communities. Global Learning leads 
comprehensive internationalization at Kirkwood through multiple methods. Global Learning is responsible for international 
student admission, international student services and advising, the English Language Acquisition course sequence, 
study abroad programming and advising, virtual exchange, internationalization of the curriculum, faculty professional 
development for global learning, international partnerships and agreements, as well as the management of several 
international grant programs.

The ELA course sequence is designed to help students gain English proficiency. Students who are required to enter the ELA 
course of study must complete all mandated ELA subjects/levels prior to enrolling in most other college credit courses.

For more information regarding Global Learning, call 319-398-5579 or visit the Global Learning website.

https://www.kirkwood.edu/explore/services/writing-center
https://www.kirkwood.edu/advising
http://www.kirkwood.edu/global
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STUDENT CODE OF CONDUCT AND  
DISRUPTIVE BEHAVIOR GUIDELINE
In the case of a serious conflict or student disruption where you feel the situation is inappropriate or not in your total 
control, follow these steps.

1. Deal with the incident

	 1.	 Request that the student stop the specific behavior. 

	 2.	 If the behavior does not cease immediately, ask the student to leave the area.

	 3.	 If the student refuses, contact Public Safety 319-398-7777. If an immediate emergency, contact #911 and 
follow-up with Public Safety as soon as possible.

	 4.	 If the incident is threatening to you or students and the individual refuses to leave, dismiss the class, leave the 
area, and move away from the threat.

2. Once the threat is resolved and the situation is safe

	 1.	 Notify your immediate supervisor. 

	 2.	 Your immediate supervisor will notify the Dean of Students (#5584) by phone of the incident. (Cell number: 319-
721-2885) 

	 3.	 Call the Dean of Students directly if your immediate supervisor is not available.

	 4.	 If your supervisor or the Dean of Students is not available, call VP, Student Services (#4977).

EMERGENCY AND THREAT RESPONSE PROCEDURES
Threat Assessment Team—the college has a group that will evaluate student risk using a variety of resources. If you have a 
concern about a student’s actions that are not disruptive to the classroom environment, you may request an assessment of 
the student. Contact the Dean of Students office.

In all cases, systematic updates will be shared with those involved by the immediate supervisor. After the incident is 
investigated and resolved, the faculty member will be notified of the resolution such as suspension, dismissal, and return 
to class.

COUNSELING AND WELLNESS RESOURCES
Personal, career and educational counseling are available for immediate or long-range personal growth goals and 
awareness. Individual counseling and human potential classes as well as career planning workshops are also offered. 
Individual vocational counseling can be arranged by visiting the Student Development office or by working directly with a 
counselor. Additional information, including how to make an appointment, can be found on the Counseling website.

http://www.kirkwood.edu/counseling
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Appendices

REDUCTION IN STAFF AND RECALL RIGHTS
Definition 
A reduction in staff is an elimination of or the reduction of position(s).

Basis of Reduction 
When the administration determines that reduction in staff is necessary, they shall consider need, seniority and 
competency on an overall basis in determining which faculty shall be retained. {Need: instructional needs of the college; 
seniority in terms of years of service; and competency: education, work experience, certification and evaluation.}

Procedure for Reduction 
Part-time employees will be reduced first unless specific curriculum needs dictate retention of such employees. Prior to 
making a decision to terminate a faculty member, the administration shall consider the faculty member for any vacancy 
for which she/he has received teaching approval or has credentials necessary to receive teaching approval by the State 
Department of Education. When reduction in staff is necessary, the following procedures shall be in effect:

	 A.	 Any full-time faculty member affected by the reduction in staff shall receive notice of possible termination in 
accord with Iowa Code Chapter 27.15. Such notice(s) shall be in writing to the employee(s). 

	 B.	 As soon as a faculty member is notified of possible termination, the resources of the Human Resources and 
Placement Offices shall be made available to him/her in seeking new employment.

Recall Rights 
A faculty member, who has successfully completed his/her probationary period, terminated under this procedure 
shall be eligible for re-employment for up to two (2) academic years to a vacancy in a position which the employee 
had satisfactorily performed at the college and for which she/he can receive current approval from the Department of 
Education. A faculty member with fifteen (15) or more years of service at Kirkwood shall have one (1) additional year 
of recall rights. Faculty members shall be re-employed in the reverse order of termination under the same conditions 
applicable at the time of termination. 

Human Resources will notify each terminated faculty member of any vacancy to which she/he has re-employment rights, at 
his/her last known address. A list of such terminated faculty members will be maintained by Human Resources. 

Any faculty member who is re-employed under the above procedures shall be re-instated with accumulated sick leave 
benefits and salary level which existed at the time of lay-off.

Termination of Recall Rights 
The College’s obligation to terminated faculty members under the above procedure shall terminate under the following 
conditions:

	 1.	 The appropriate period of recall rights lapses or

	 2.	 Comparable employment in higher education or

	 3.	 Lapse of state certification or

	 4.	 Voluntary waiver of re-employment rights by the employee in writing to Human Resources.
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Full-Time Temp or Limited Term Employees 
Faculty members hired on grants or to replace faculty on a leave of absence shall be on limited term contracts and have 
no rights under this section. Such faculty must be notified at the time of their employment that they are on limited term 
contract.

RETIREMENT AND EMERITUS STATUS
Kirkwood provides a post-retirement emeritus status program for full-time faculty and eligible staff retirees of proven and 
long-standing experience. 

Individuals eligible for emeritus status are those who retired under, or were eligible for, Kirkwood’s Retirement Incentive 
Program (see Human Resources Policy Reference 405 – Retirement Incentive Program Policy).

An eligible staff member is one who also meets the following:

	 •	 They were full-time board-approved faculty for at least 10 years of their full-time board-approved employment; and

	 •	 Those 10 years of faculty employment were during the most recent and consecutive years of service which 
qualified them for the Retirement Incentive Program. 

Approval Process

	 •	 The eligible faculty member submits a written request for emeritus status to the Vice President of Academic Affairs 
after their retirement date. Requests cannot be submitted prior to their retirement effective date. The request will 
be made using the Emeritus Request form.  

	 •	 The VP of Academic Affairs confirms there is a department or college need for instructional services. 

	 •	 The VP of Academic Affairs receives a recommendation for the faculty member from the Dean of the discipline 
where the faculty member worked. 

	 •	 The VP of Academic Affairs notifies the Dean of his/her approval or denial of emeritus status.

	 •	 Emeritus rate of pay is effective at the beginning of the first full semester following the Emeritus pay approval. 

Salary

	 •	 Emeritus pay will be effective the first semester following approval of emeritus status. 

	 •	 Emeritus pay applies to credit course instruction in the approved discipline only. 

	 •	 1.5 times the maximum part-time credit hour rate for the first nine credit hours of the academic year, then the 
regular maximum rate for credit hours over nine. 

https://form.pandadoc.com/form/SEaoBLpkb3CwUxvuuYKU9e
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FACULTY PROBATION/TITLE ADVANCEMENTS PROCEDURE
Probation is three years from date of hire. The faculty member will have the title of Instructor during the probationary 
period. Once the probationary period has ended, they will advance to Assistant Professor the following September 1 for a 
period of five years; then advance to Associate Professor for five years; then advance to Professor.

If the instructor successfully completed probation at another Iowa community college or Iowa public school district, the 
probationary period at Kirkwood shall not exceed one year. Faculty members who successfully completed probation should 
contact Human Resources with the school district or community college contact information so confirmation can be 
requested. 

Three Year Probation

Example of Hire date January – April

	 Instructor Hire Date	 January 10, 2022 
	 Off Probation/Can use Assistant Professor Title	 January 10, 2025 
	 Assistant Professor title updated in HR Records	 September 1, 2025 
	 Associate Professor	 September 1, 2029 
	 Professor	 September 1, 2034

Example of Hire date May – December

	 Instructor	 August 8, 2022 
	 Assistant Professor/Off Probation	 September 1, 2025 
	 Associate Professor	 September 1, 2030 
	 Professor	 September 1, 2035

One Year Probation

Example of Hire date January – April

	 Instructor Hire Date	 January 10, 2022 
	 Off Probation/Can use Assistant Professor Title	 July 1, 2023 
	 Assistant Professor title updated in HR Records	 September 1, 2023 
	 Associate Professor	 September 1, 2027 
	 Professor	 September 1, 2032

*In this example, mutually agree to extend probation one semester.

Example of Hire date May – December

	 Instructor	 August 8, 2022 
	 Assistant Professor/Off Probation	 September 1, 2023 
	 Associate Professor	 September 1, 2028 
	 Professor	 September 1, 2033
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QUALITY FACULTY PLAN
In alignment with Iowa Code, Kirkwood maintains a Quality Faculty Plan (QFP) that supports quality instruction across the 
college. The Quality Faculty Plan provides important guidance and resources for onboarding new full-time and adjunct 
faculty, helping ensure a successful transition into their instructional roles. The plan also outlines ongoing professional 
development expectations and opportunities for all faculty through the Professional Growth Track. All faculty are expected 
to remain aligned with the standards and expectations identified within the Quality Faculty Plan.

Additional details can be found in the Quality Faculty Plan posted online.

CAMPUS MAPS AND OFF-SITE LOCATIONS
Campus Maps

Regional and County Centers

KEY ONLINE RESOURCES AND QUICK LINKS
Print/Copy Request

Work-Related Injury Procedure

https://www.kirkwood.edu/_files/pdf/about-us/faculty-leadership/Quality%20Faculty%20Plan.pdf
https://www.kirkwood.edu/explore/locations/campus-map
https://www.kirkwood.edu/explore/locations/index
https://www.kirkwood.edu/printrequest
https://www.kirkwood.edu/_files/pdf/about-us/faculty-leadership/kirkwood_risk_management_injury_reporting_poster_2021_access.pdf



