New Adjunct Faculty - First steps

1) Complete adjunct faculty employment file with:

a) MCCCD application 

b) Resume/Vita

c) Official transcripts for all colleges, showing courses & degree completion

i) Send attention to: Division Secretary’s Name

ii) CGCC, 2626 E. Pecos Road, Chandler, AZ 85225

d) Letters of reference 

2) Complete I-9 paperwork with division secretary or designee

3) The division secretary will provide you with the instructor’s copy of the text and all auxiliary materials.  If you need additional resources, the secretary can order those.

4) Within a few days, IT will send your CGC email address to your private email account.  Please check this email address regularly.  If you don’t want to wade through all the CGCC emails, sort by sender’s name and look for both the chair’s and the secretary’s name.  

5) In order to access the student information system, you must first complete a FERPA tutorial.  (The student information system is where you can locate and print your class rosters, as well as withdraw students and issue final grades.)

a) Go to http://www.maricopa.edu/legal/ferpa/ferpa_tutorial/ferpatutorial.htm
b) Be sure to hit the submit button, to complete the online record of your compliance

6) To retrieve your MEID: (for access to the Student Information System, Blackboard & your own HR information)

a) From the CGCC home page: www.cgc.edu and use “quick links” to find PAT (Personal Administrative Tool)

b) Select “MEID lookup” found at the bottom of the page

c) Complete form and submit; if the MEID is not there, check again in another 1-2 days.

Next Steps

1) To retrieve your class rosters:

a) Go to the CGCC home page and select My Maricopa button on right hand side.

b) Log in to the Student Information System (SIS) using your MEID and email password

c) Select Faculty Center
d) Set your default by going to “My Info” drop down menu

i) Select User Preferences & click the >>arrow button

ii) Select your preferences (like college & term) and hit SAVE
e) Determine if all the courses you’ve been assigned are listed; this is where you can access your rosters, and at the completion of the course, enter your grades.

2) Before the end of the first week of classes, you must complete appropriate MCCCD disclosure forms.   To do so, go to:  www.maricopa.edu/disclosure
a) If you are using a tuition waiver for a course at CGCC or any other MCCCD college, you must submit that disclosure every semester that you enroll with a waiver;
b) If you plan to travel on MCCCD business, you must submit the annual travel disclosure;

c) If you need to report an enrollment irregularity, you must submit that disclosure every semester it occurs.  An enrollment irregularity may consist of:
i) Enrollment in a course that you are teaching; or
ii) Enrollment in multiple courses that are taught at the same or overlapping times (if these are not open entry / open exit courses); or,
iii) Enrollment in a course taught by a relative; or, knowingly teaching a relative (whether that person is a District Employee or not); or,
iv) Enrollment and subsequent withdrawal for the sole purpose of making a course “go”. 
3) Go to quick links & select “Blackboard.”  Click on “Maricopa Employee Internal Training” & login.  Select “Emergency Preparedness,” read and take quiz.

4) To request a Blackboard course:

a) Once your name shows up as assigned to the course in SIS, you can go to the CGCC home page & use quick links to find Blackboard;
b) Select and submit the “Blackboard Course Request Form”

c) The course may take from 24-48 hours to appear

5) During the first week of classes, please forward a copy of your syllabus to the division secretary for each course you are teaching.
6) To enter grades:

a) Log in to SIS

b) Select the Grade Roster icon for each class you teach and enter grades

c) Remember that issuing a “W” or a “Y” is a grade, which will also require you to enter the date of withdrawal and the reason.
