
Welcome to Montgomery College! 

New Faculty Orientation
Tuesday – Friday

Jan. 10 - 13

Facilitators:

Monique Davis

Dean, Health Sciences, Health, and Physical Education

Tom Cantu

Instructional Designer

Office of E-Learning, Innovation and Teaching Excellence (ELITE)



Outcomes

At the conclusion of this orientation participants will be able to:

• Identify two or three MC colleagues to whom they can turn for 

information and support

• Access essential resources for students and faculty

• Describe MC’s culture of radical inclusion and student success



NEW FACULTY ORIENTATION

TUESDAY, JANUARY 10, 2023

OFFICE OF EQUITY AND INCLUSION

Sharon Wilder, CEIO
sbland@montgomerycollege.edu
301-706-0586 mobile

mailto:sbland@montgomerycollege.edu


OEI’S Role:

To provide leadership in creating an inclusive, anti-racist, civil and 
respectful college community that achieves equity for all.

The Vision
• The Office of Equity and Inclusion in the Office of the President, and The President’s 

Advisory Committee on Equity and Inclusion (PACEI) are designed to be an integral 
part of every academic discipline, administrative unit, and partnerships, and will 
become commonplace in our practices and policies.



Framework Towards Change 



The Journey Toward Becoming an Anti-Racist Institution:



OEI Work 2022-23 

• Complete all employee collegewide E&I training focusing on anti-racism

• Create standard operating procedures tool for partnership on programmatic efforts
and place it on our website that allows departments and organizations to utilize. This
will help us solidify partnerships with campus and community organizations that
includes partnering on grant funding opportunities.

• Solidify our 5 signature programs (1) Lets Talk! Dialogue Series, (2) Equity Summit and
Excellence in Equity Awards, (3) Social Justice Inclusive Leadership Program, (4) E&I
Training focusing on Antiracism, and (5) Fall and Spring Equity Dialogues

• Track and regularly report our metrics (including attendance at events and outcomes
that we have established)

• Manage OEI's unified collegewide calendar with all relevant
celebrations/acknowledgements that are in alignment with other college priorities



PACEI VISION FOR 2022-23

As ambassadors, advocates, and advisors, PACEI identifies, addresses, and improves upon 
the current inequities in our College environment and helps usher in systemic change for 
an inclusive, civil, respectful, equitable community where all thrive and succeed.

Vision:

• Through an equitable lens, PACEI will examine the current Roadmap for Success and
advocate for any modifications necessary in response to the impact of COVID-19. With a
sense of urgency, PACEI will help shepherd the entire College community towards
implementation of designated goals and objectives outlined in the Roadmap for Success.
PACEI will continue to serve as an ongoing advisory body to the president and SALT on
critical E&I issues.

Theme: 

• “FACE IT. EMBRACE IT. There is no equity and inclusion without U&I.”



Roadmap for Success

2020-2025

GOAL ONE:

Student Experience

GOAL TWO:

College Workforce

GOAL THREE:

College Culture

GOAL FOUR:

Multicultural 
Teaching/Learning

GOAL FIVE:

Community-wide 
Opportunities

GOAL SIX:

Antiracism Strategy

“MC will develop a strategy 
to become an antiracist 

institution in policy, 
practice, and promise.”

BOT Goal 2020-21

Equity and Inclusion Roadmap 

for Success Goals 



WHAT’S THE TARGET? 

To remove barriers, seen and unseen, from the path of all students and employees affected by the
culture, climate, and expectations at Montgomery College

WHAT ADJUSTMENTS HAVE CONTRIBUTED TO THE PROGRESS OF THIS OUTCOME?

• As a result of the pandemic more classes have been offered virtually which has increased access
to class registration, attendance and course completion.

• The credit limit per semester for those students on Academic Restriction was removed

• Laptop access to first-year students

• Virtual learning has removed the barriers of travel challenges (distance, mode of transportation
and cost) and assisted the schedule adjustment of those students who work and attend MC

• Launch of the Presidential Scholars Program for black and latinx males during the 21-22 academic
year

Goal One: Student Experience



2022-23 METRICS TO TRACK

• The number of Black and Latinx Male students who enrolled during the 
height of the pandemic, their course load, GPA range, average and 
graduated in '20, '21 & '22

• The number of Black and Latinx Male students who work and attend MC

• The number of Black and Latinx Male students who took advantage the 
laptop program, DSS, Tutoring services.

• The number of Black and Latinx Male students who are in WDCE 
vs. Certificate and AA programs

• Climate survey for Black & Latinx Male students related to their 
experience



Goal Two: College Workforce
WHAT’S THE TARGET? 

• To recruit, develop, and retain highly qualified faculty & staff who embrace and exemplify MC’s vision of 
multiculturalism, radical inclusion, and racial equity and reflect the diversity of the student body and the 
Montgomery County population.

WHAT ADJUSTMENTS HAVE CONTRIBUTED TO THE PROGRESS OF THE DESIRED OUTCOME?

• MC has implemented the Search Advocate training along with a coordinator of and committee for the 
Search Advocate training and administration process

• 95 MC employees have been trained as Search Advocates since it’s implementation and 14 Search 
Advocates have served on searches since July, 1, 2021.

• OEI has partnered with ELITE to and will begin developing MC’s own Search Advocate Program with a 
trainer the trainer component by or before June 2023



What would we like to see in 2022-23? 

• Expanded strategies to effectively integrate diversity, equity, and inclusion practices in 
recruitment, hiring, orientation, onboarding, and employee engagement processes 
including ensuring that 30% of search committees will include a trained/certified 
search advocate who will work on the process from creating the position description 
through the hiring/onboarding phase

• Multiple departments create temporary positions for minority faculty interns, allowing 
these individuals to become familiar with College practices and to become more 
competitive candidates for permanent positions

• Develop additional strategies to effectively integrate diversity, equity, and inclusion 
practices to address implicit bias in hiring and strengthen our commitment to 
excellence and radical inclusion including revising and strengthening implicit bias 
training



Goal Three: College Culture
WHAT’S THE TARGET? 

• To intentionally and fully include people with disabilities and create a pathway toward 
inclusion and equity from a social justice perspective for persons with disabilities at 
Montgomery College.

• To implement the Anti-Racism Strategy.

• To understand and be responsive to the needs of our LGBTQIA+ community

WHAT ADJUSTMENTS HAVE CONTRIBUTED TO THE PROGRESS OF THE DESIRED 
OUTCOME?
• A 91% response rate from students with disabilities from the 2020 survey helped to further 

enhance and shape the policy and scope of services college-wide.

• Programming for students, faculty and staff that informs the college community about life 
from a disabled person’s perspective and the importance of empathy and advocacy.

• Development of a robust Universal Design Center

• Development of collegewide anti-racism training and anti-racism microcredential badge

• Development of Social Justice microcredential badge



WHAT WOULD WE LIKE TO KNOW FOR 2022-23?

• What are the enrollment, retention, graduation and job placement rates 
of disabled students at MC during the pandemic? 

• What resources have been utilized most frequently by disabled students?

• What additional marketing and communications efforts are needed to 
adequately inform incoming disabled students about resources that will 
assist in their college transition? 

• What ongoing strategic partnerships make sense when it comes to 
educating the MC community about the needs of our disabled population 
(students, faculty and staff)? 



What would we like to see in 2022-23?

• An Inclusion Center on the Rockville Campus

• Reboot and roll out Safe Zone training

• Continued responsiveness to local and national issues that impact our 
college community including E&I pop ups and Let's Talk! sessions

• Over 2500 employees completing the Equity and Inclusion Antiracism 
training session



Goal Four: Multicultural Teaching and Learning

WHAT’S THE TARGET?

• To improve pedagogical and related practices carried out by faculty by delivering 
intrusive instructional training advice that focus on meeting the learning needs of 
the College’s diverse students.

• To improve multicultural learning experiences outside of the classroom

WHAT ADJUSTMENTS HAVE CONTRIBUTED TO THE PROGRESS OF THE DESIRED 
OUTCOME?

• Promoting that a Diversity and Equity statement to be placed on each syllabus

• The proposal by the PACEI committee to realign rubrics considering implicit bias

• Developing the Social Justice Inclusive Leadership Institute



What would we like to see in 2022-23?

• Further discussion with the collegewide committee on rubrics to tackle continued 
implicit bias.

• A survey regarding whether MC students find rubrics effective in reducing bias 
been developed and administered.

• An annual professional development workshop on tactics to mitigate implicit bias

• A policy changes to the Minority Faculty Internship program and budget proposal 
that is submitted to increase the number of such interns employed throughout 
the college



OEI's link to Collegewide FY'23 Priority:
Expanded opportunities that provide engaging, 
high-quality, culturally relevant, and inclusive 
experiential learning experiences include:

• Expand Social Justice Inclusive Leadership Institute (SJILI)

• Roll out Antiracism Microcredential to Montgomery County 
Community

• Roll out Social Justice Microcredential Badge to Montgomery County 
Community



Goal Five: Community-Wide Opportunities

WHAT IS THE TARGET?

• Support diversity and inclusion in our staff, faculty, students, community and
business populations and provide increased opportunities for the college’s
communities to foster equity and economic empowerment.

WHAT ADJUSTMENTS HAVE CONTRIBUTED TO THE PROGRESS OF THE
DESIRED OUTCOME?

• Adopt a standard inclusive syllabus template to help ensure culturally
relevant/ responsive course-specific syllabi.

• Submitted proposal for approval for all department chairs to market Equity &
Inclusion courses once they are recognized and offered.

• Cultural celebrations and heritage months now appear on the MC Master 
Calendar.



What would we like to see in 2022-23?

• A statement related to E&I learning modules added to 100% of syllabi 
by the end of 2022

• 50% of faculty assigning learning modules for E&I courses by the end 
of 2022 and 100% of faculty assigning learning modules for E&I 
courses by the end of 2023

• A 25% increase in frequency of heritage celebrations



Goal Six: Antiracism Strategy

WHAT IS THE TARGET?

• To develop a strategy and roadmap for Montgomery College’s intent to 
embrace a journey towards antiracism in policy, practice, and promise

WHAT ADJUSTMENTS HAVE CONTRIBUTED TO THE PROGRESS OF THE 
DESIRED OUTCOME?

• OEI’s First Fridays Book Discussion Series since Spring 2021 that has covered 
4 books; How To Be Antiracist & 400 Souls by Ibram Kendi and Caste by 
Isabel Wilkerson; From Equity Talk to Equity Walk by Tia Henderson

• The development of the College Antiracism Training as well as the Antiracism 
Microbadge Credential



Goal Six: Antiracism Strategy

CONTINUED BOARD OF TRUSTEES FOCUS:

• Promote social justice, radical inclusion, and racial equity within the College and the broader
community and continue the Board focus on the journey to being an antiracist institution (BOT 
FY22 Institutional Goal)

• Continue the board's attention to becoming an antiracist institution and supporting social justice, 
radical inclusivity, and equity for all within the College and the larger community. (FY23 
Institutional Goal)

WHAT HAS CONTRIBUTED TO THE PROGRESS OF THE DESIRED OUTCOME?

• Implementing the Antiracism Strategy

ANTIRACISM

SMARTIE 

GOALS

SMARTIE GOAL 1: 

Ensure stakeholders have the resources and training 
to uphold, execute, and take accountability for 
antiracist goals, mission, and education.

SMARTIE Goal 2:

Promote diverse hiring and retention at the College 
by becoming more successful at eliminating biases, 
particularly those based on race and ethnicity.

SMARTIE Goal 3:

Promoting academic excellence for 
Black males and Latinx students.

SMARTIE Goal 4:

Ensure that policies and procedures reflect the 
antiracist approach or perspective.



2022-23 Metrics TO TRACK:

•Over 2500 MC Employees complete the collegewide Antiracism 
Training

•Train and graduate our first cohort of 20 individuals earning the  
Antiracism Badge Microcredential

•College wide identification and implementation of policies, practices 
and procedure that exemplify an Antiracist Institution in practice and 
promise.



Hispanic Serving 

Institution Presidential  

TaskforceHSI is charged with: 

1. Identifying, analyzing, and discussing gaps in student access, completion, 
and post-completion success between Hispanic students and their peers. 

2. Attending meetings with senior leaders and community groups to learn 
how the College can more deeply partner with the community to address 
gaps. 

3. Collaborating with the Office of Grants and Sponsored Programs and other 
key individuals to ensure an HSI grant is submitted.

4. Providing recommendations by November 2023 to senior leaders that are 
focused on eliminating gaps, while simultaneously increasing student 
success at the College through a lens of inclusive excellence. 



OEI Calendar FY 2023

1. REQUIRED Antiracism Training – DUE JUNE 30, 

2023
2. Safe Zone Training (LGBTQIA+ and Allies)
3. Antiracism Badge 2nd Cohort (February, March, 

April, May)

4. Social Justice Inclusive Leadership Institute 

(February-May)

January 2023

• Applications for SJILI

• Antiracism Required Training

February 2023

• Black History Month Celebration

• Spring Equity Dialogue: Antisemitism Part II

• Mid-Year Equity and Inclusion Report memo

• Equity Week Marketing

• First Fridays Book Discussion From Equity Talk to 

Equity Walk (2/3/23)
• SJILI Program start

• Let's Talk! TBD

• Antiracism Required Training

March 2023

• Irish Heritage Month

• National Women's History Month

• PACEI:  SVP/Chairs Meeting (3/9, 8:30 a.m.)

• E&I Spring Newsletter

• First Fridays Book Discussion (3/3/23)

• Woman's History Month Discussion

• Antiracism Required Training

https://bit.ly/ANTIRACISMINPERSON
https://www.myworkday.com/mc/learning/course/ea98018bb29d10010447dd14f88d0000?type=9882927d138b100019b6a2df1a46018b


OEI Calendar FY 2023

April 2023

• Arab Heritage Month

• March 13 - April 15 National Deaf History Month

• 2023 Excellence in Equity Awards Student 

Ceremony (4/6)

• Spring Equity Week (4/3 to 4/7, 2023)

• First Fridays Book Discussion (4/7/23)

• Antiracism Required Training 

• May 2023

• Asian Pacific American Heritage Month

• Jewish American Heritage Month

• SJILI Graduations (5/9, 5/11)

• First Fridays Book Discussion (5/5/23)

• Antiracism Required Training

June 2023

• Caribbean Heritage Month

• Juneteenth

• Pride Month

• MHEC Cultural Diversity Report approval by 

BOT

• E&I Annual Report

• PACEI end of the year celebration

• PACEI: SVP/Chairs Meeting (6/1, 8:30 a.m.)

• Antiracism Required Training



THANK YOU

• Contact the Office of Equity & Inclusion

https://www.montgomerycollege.edu/about-mc/equity-and-inclusion/index.html


Professor Sharon A. Anthony

Department Chair of English and Reading

Germantown

January 10, 2023

Faculty Handbook and Syllabus

New Faculty Orientation



Faculty Handbook

https://info.montgomerycollege.edu/resources/faculty-handbook/index.html


College Structure

▪ FOR INSTRUCTIONAL FACULTY:  Senior Vice 

President for Academic Affairs (SVPAA)  Vice 

President and Provost (VPP)  Dean  Department 

Chair  Discipline Coordinator / Program Advisor 

Full-Time and Part-Time Instructional Faculty

▪ FOR COUNSELING FACULTY:  Senior Vice 

President for Student Affairs (SVPSA)  Dean 

Department Chair  Full-Time and Part-Time 

Counseling Faculty



College Expectations

▪ Every Department operates differently, 

but each Department has an obligation 

to:

• Improve equity and success 

outcomes for all students

• Ensure the work aligns with College 

mission and priorities (images on the 

next page)



And… Student 

Affairs Master 

Plan (StAMP)

Academic Affairs Division 

Goals:
• Increase the graduation rate of first-time, 

full-time students

• Increase the transfer rate of first-time, full-

time students

• Reduce time to completion

• Reduce cost of completion

• Align programs with workforce needs

• Align programs with transfer requirements



Faculty Workload
▪ Full-time instructional faculty (IF)

• Minimum of 15 ESH per semester (or 30 ESH per AY)

• Winter and summer teaching are optional

• 5 office hours per week

• Alternate Time/ESH may be included in the ESH total.

▪ Full-time counseling faculty (CF)

• 40 hour work week, including teaching

▪ NOTE: Overloads must be approved by management (VPP / Dean / 

Department Chair) –more than 18 ESH/semester or 32/year.

ESH = “Equivalent Semester Hour”



Part-Time Instructional Faculty Workload

▪ Part-Time Instructional Faculty

• Earn ESH per course(s) taught

• Earn Alternate ESH for nonteaching duties (ATPA coaching, WRL 

Center tutoring, etc.)

• Limit of 11.5 ESH per semester and 23 ESH per year

• Institute for Part-Time Faculty Engagement and Support – excellent 

resource!

• Good Faith Consideration for part-time faculty who teach 7 

semesters



Faculty Responsibilities for IF and CF
▪ Teaching, advising, and mentoring of students (IF and CF)

• Hold class as specified by scheduled days, times, and formats

• Submit mid-term and final grades

• Record class attendance

• Implement DSS accommodations

▪ Development / implementation of new curriculum, pedagogy, and other student success strategies (IF)

▪ Assessment of program or discipline and the utilization of data to make informed decisions (IF)

▪ Participation in student, course, or program outreach events at the College and/or in the community (IF 

and CF)

▪ Service to the College, Department, Committee, and / or County (IF and CF) 

▪ Engagement in professional development opportunities (e.g., ELITE, conferences, discipline-specific 

activities, deep dive data activities) (IF and CF)



Professional Development Opportunities:

▪ Professional Meeting leave

▪ ELITE professional development workshops and courses/programs

▪ MC Open/Open Educational Resources

▪ EAP benefits for full-time faculty; PDAP for part-time faculty

▪ MC fellowships (Scholarship of Excellence in Teaching, MC-Smithsonian 

Faculty Fellowship, Global Classroom, & Quantitative Reasoning)

▪ IT support & Blackboard support

▪ Library & learning center workshops and student support/tutoring



Faculty (IF) Obligation Days and Leave Policies
▪ Leave requests must be filled out in Workday which will be sent 

to your Department Chair/Dean for approval (IF and CF) (Be 

familiar with leave policies.)

▪ Instructional duty days - when classes are in session

• Full day vs. half day vs. ¼ day

▪ Non-instructional duty days – when classes are not in session 

(e.g., Professional Week, day before Thanksgiving, week after 

final exams, Commencement)

• Full day vs. half day vs. no leave (if no scheduled events)



Understanding Your Students and 
Managing Your Classroom

▪ Review the Student Code of Conduct

▪ Be cognizant of textbook expenses (zero cost textbooks / OERs)

▪ Familiarize yourself with College resources (ATPA, library, etc.)

▪ Print out your class roster (from MyMC) and take attendance

▪ Set aside 5 office hours per week (required for full time faculty)

▪ Encourage regular use of Blackboard

▪ Follow the syllabus template and email your syllabi to your 

Department Chair, Discipline Coordinator, and Department A.A.

▪ ** Be involved in additional ways that help your students as well 

as the rest of the MC student population **



Syllabus Template - Requirements

▪ Contact information

▪ General course information

▪ Learning outcomes (as approved by Collegewide 

Curriculum Committee)

▪ Textbook and other course materials

▪ Course requirements (e.g., grading, make-up policy)

▪ Student code of conduct (e.g., appropriate behavior, academic honesty)

▪ Collegewide policies and procedures (e.g., attendance, closings, DSS)

▪ Additional general information (e.g., instructor’s rights to modify)

▪ Course schedule
▪ These requirements are available online.

https://info.montgomerycollege.edu/resources/faculty-handbook/montgomery-college-syllabus-template.html


What to do if…
▪ you can’t teach a class?

• Tell your Department Chair who will likely get a substitute 

instructor; sometimes, an alternate assignment is feasible

‒ Class cancellation should be the last resort

• Tell your Department Administrative Aide who will likely 

put a note on your classroom door, if applicable; faculty 

often use Remind or other apps to communicate with 

students as well as MC email

• Use Blackboard regularly so that you can use it as an 

additional method of classroom delivery



What to do if…
▪ you’re having a student issue?

• Try to handle the situation with the student first by:

‒ Actively listening to understand the issue 

‒ Referring the student to appropriate College resources:
▪ Disability Support Services

▪ Writing, Reading, and Language Center; Math Learning Center

▪ ATPA one-on-one coaches

▪ The SHaW Center (Katharine Campos is the social resources 

coordinator).

▪ Others

• If the student issue is intense or cannot be easily resolved, 

contact your Department Chair.



Behavioral Intervention Resources:

▪ Academic Integrity Report

▪ Standards of Conduct Report (for non-academic violations of 

Student Code of Conduct)

▪ Behaviors of Concern Report (for mental health and related 

concerns)

▪ Sexual Misconduct Report (Title IX)

▪ Submit an Incident Report | Montgomery College, Maryland

https://www.montgomerycollege.edu/offices/student-affairs/submit-incident-report.html


What to do if…
▪ you have a student who misses classes?

• Talk with the student to find out what is going on before making the 

final decision to drop the student. Dropping (withdrawing) a student 

is a last resort.  Withdrawals may impact financial aid, veterans’ 

benefits, and visa status.

• Announce the attendance policy in class and write on your 

syllabus; the language should be taken from the syllabus template.

• Inform students of the withdrawal and refund dates (from MyMC).

• Know if a student has DSS accommodation for flexible attendance.



COVID Health and Safety Issues:
▪ All MC employees must be vaccinated.  Face masks are optional in 

the classroom.

▪ On-campus students are encouraged to be fully vaccinated and to 

wear face coverings in classrooms and labs.

▪ If people experience any COVID symptoms, they are asked to stay 

home.

• Symptoms = Fever, chills, coughing, sore throat, muscle aches, headaches, loss of taste or smell, 

congestion or runny nose, nausea and vomiting, and diarrhea

▪ Symptomatic students – contact instructor who gives them work to do 

remotely, if possible.  Student is encouraged to get tested for COVID.



If student/employee tests positive for COVID:
▪ Report directly & confidentially to Public Health at 240-567-3333 or 

publichealth@montgomerycollege.edu

▪ Is advised to see a health provider for care

▪ May be advised by Public Health to quarantine:

• If a person tests positive for COVID-19, there is a 5-day quarantine period and a 5-day fully 

masked period on campus period if they are symptomatic or asymptomatic. This applies for 

those that are vaccinated, partially vaccinated, or not vaccinated. They submit a laboratory PCR 

test result or medical provider’s diagnosis to PublicHealth@montgomerycollege.edu.

• Employees must communicate with their supervisor to coordinate schedules and leave use of 

Time Off. 

mailto:publichealth@montgomerycollege.edu
mailto:PublicHealth@montgomerycollege.edu


More COVID info:

▪ Faculty may give ill students remote 

work or an Incomplete to finish the 

assignments, depending on 

circumstances.

▪ Public Health will only contact people 

who have a high likelihood of having 

been in contact with the sick person.  

Public Health will let instructors know 

if quarantining is necessary.



What to do if…

▪ you have a student trying to register for your class after the first 

session has met?

• Refer the student to your Department Chair to see if 

he/she/they qualify for late registration

‒ Per the College’s On Time Registration Policy (2015), there are 

only a few exceptions that allow late registration

• Do not allow a student to sit in your class if he/she/they are 

not enrolled

• MC offers late-starting classes on a 13-week and 7-week 

schedule.



Resources
▪ Faculty Handbook:  

• http://info.montgomerycollege.edu/faculty/resources/handbook/

▪ Course Catalog

• http://catalog.montgomerycollege.edu

▪ Syllabus Template

• http://info.montgomerycollege.edu/faculty/resources/handbook/montg

omery-college-syllabus-template.html

▪ Faculty/Staff Assistance Program:

• Faculty and Staff Assistance Program (montgomerycollege.edu)

http://info.montgomerycollege.edu/faculty/resources/handbook/
http://catalog.montgomerycollege.edu/
http://info.montgomerycollege.edu/faculty/resources/handbook/montgomery-college-syllabus-template.html
https://info.montgomerycollege.edu/offices/human-resources/faculty-staff-assistance-program.html


Any questions?





Kristen Roe

Director of ADA Compliance and Title IX Coordinator

New Faculty Orientation

Office of Compliance, Risk and Ethics:

Title IX and Youth Protection



Title IX

57

Mission: Reduce or eliminate barriers to educational 

opportunity caused by sex discrimination in institutions 

that receive federal funding.

"No person in the United States shall, on the basis of 

sex, be excluded from participation in, be denied the 

benefits of, or be subjected to discrimination under 

any education program or activity receiving Federal 

financial assistance." - U.S. Department of Education



Title IX Sexual Harassment

58

 Sexual Harassment - Conduct on the basis of sex that satisfies one 

or more of the following: 

(1) Quid Pro Quo - An employee of the recipient conditioning the 

provision of an aid, benefit, or service of the recipient on an 

individual’s participation in unwelcome sexual conduct; 

(2) Unwelcome conduct determined by a reasonable person to be 

so severe, pervasive, and objectively offensive that it effectively 

denies a person equal access to the recipient’s education program 

or activity; or  

(3) “Sexual assault” as defined in 20 U.S.C. 1092(f)(6)(A)(v), 

“dating violence” as defined in 34 U.S.C. 12291(a)(10), “domestic 

violence” as defined in 34 U.S.C. 12291(a)(8), or “stalking” as 

defined in 34 U.S.C. 12291(a)(30).



How to Report

59

Must make a report to the Title IX Coordinator

Advise the student that you will be making the report

Reporting Party ultimately decides what will happen next 

 Initial meeting with Title IX Coordinator fulfills the College’s obligation to 

respond without deliberate indifference

Title IX Resource Cards



Framework

60

 Supportive Measures - individualized services reasonably available that are 

nonpunitive, non-disciplinary, and not unreasonably burdensome to the other 

party while designed to preserve and restore equal education access, protect 

safety, or deter sexual harassment.

 Provided regardless of whether a formal complaint has been filed or not. (§106.30)

 The College will treat complainants and respondents equitably, meaning that for a 

complainant, the College will offer supportive measures, and for a respondent, the 

College will follow the adjudication process before imposing disciplinary 

sanctions.

 Examples: No Contact Order, Counseling Referral, Academic Adjustments, Escort 

Service, Relocation of classes and schedules, etc. 



Pregnancy and Related Conditions

61

 Absences due to pregnancy or any related conditions must be excused for as long as their doctor 

says it is necessary for them to be absent. When they return to school, the student must be 

reinstated to the status you held before their leave.

 Faculty who base grades on class attendance cannot penalize a pregnant student for their absence 

and must allow the student to earn back the credit from the classes that were missed.

 Students must be given the opportunity to make up missed work, with the goal of having the student 

graduate on time, if possible and if desired by the student.  Montgomery College is required to let 

students make up the work they missed while absent from class due to pregnancy or any related 

conditions, including bed rest or recovery from childbirth. It is recommended that for an extended 

absence, the student and professor work together to keep up with regularly scheduled assignments.

 With medical documentation, students may be provided with a larger classroom desk, a designated 

lactation room, or allowing frequent trips to the restroom.

 Students who are pregnant or dealing with any pregnancy-related conditions must be permitted to 

continue their off-campus work, including internships and career rotations. We cannot require a 

doctor to approve the continuation of these activities unless a note is required of all students with a 

medical condition.

 These rules supersede any school- or instructor-based attendance or other policies regarding 

allowable numbers of absences or ability to make up missed school work.



Inclusive Environment

62

Montgomery College is committed to creating and sustaining a safe, non-discriminatory, and inclusive 

learning environment for all students, faculty, staff and administrators.

This includes those who identify with a gender that is different from their sex, gender-assigned-at-birth, or 

express their gender identity in a non-binary way.

Not only does this respect the identities of those who are transgender or gender non-conforming, but it 

creates a culture of inclusion and diversity that benefits all students, staff, faculty, and administrators. 

 Students and Staff may designate a chosen first name

 Individuals may use the restroom that corresponds to their identity



Youth Protection

63

.



Protection of Minors – 75005CP

64

Distinctions between minors 

enrolled in credit/non-credit courses 

and those participating in a College 

or non-College sponsored program 

or event

The College also has agreements 

with MCPS that apply to partnership 

programs, such as Dual Enrollment 

and ACES

Key Elements of the Policy

• Background Screening

• Training

• Rule of 3

• Program Registration 

• Children in the workplace and in 

the classroom 

• Mandatory Reporting of 

Suspected Abuse



Mandatory Reporting of Suspected Abuse

65

 Anyone who has reason to believe a 

child has been subjected to abuse or 

neglect must make a report to 

government authorities. 

 The most important factor in reporting 

is to act promptly.

Reporting to external authorities and 

to the youth protection coordinator 

 Also applies to abuse reported by an 

adult that occurred while they were a 

minor. 

 Also applies if knowledge of minors in 

the home. 

 If an individual is unsure about 

whether or how to make a report, 

promptly contact the youth protection 

coordinator, Kristen Roe.





PROFESSIONAL DEVELOPMENT OVERVIEW
NEW FACULTY ORIENTATION

Dr. Paul D. Miller
Professional Development Director 



HIGH-QUALITY PROFESSIONAL DEVELOPMENT

ENGAGE, ENRICH, EMPOWER!

ELITE IS COMMITTED TO PROVIDING PROGRAMS, CLASSES 
AND SERVICES THAT SUPPORT EMPLOYEES AND WORK 

TEAMS, AND IMPACTS STUDENT SUCCESS. 



WHO WE ARE

• INSTRUCTIONAL DESIGNERS
• TRAINING & DEVELOPMENT COORDINATORS 
• FACULTY ASSOCIATES
• CAMPUS WORKGROUPS (FACULTY AND 

ADMINISTRATORS)



What does the MC Community say about 
Professional Development?



OF FACULTY BELIEVE THAT ELITE’S 
PROFESSIONAL DEVELOPMENT OPPORTUNITIES 

ARE RELEVANT TO THEIR WORK.

Source: Summer 2021 Institute  

97% 



Our Professional Development 
Taxonomy 



GUIDING PRINCIPLES OF PD

• INTENSIVE, ONGOING, AND 
CONNECTED TO PRACTICE

• STRATEGICALLY ALIGNED & 
PRIORITIZED TO MC 2025

• BUILD COLLABORATIVE & 
REFLECTIVE LEARNING 
COMMUNITIES 

• EMBRACE ONLINE TOOLS 

• ACTION RESEARCH FOCUSED 

CORE FEATURES OF PD

• INTEGRATED CONTENT & 
PEDAGOGY

• COHERENCE WITH STANDARDS 
AND POLICIES

• ACTIVE LEARNING OPPORTUNITIES 
MENTORING/COACHING/ 
APPRENTICING

• INDIVIDUAL LEARNING

(Adapted from Darling-Hammond & Chung Wei, 2009)



PROGRAMS AND SERVICES



PROGRAMS AND SERVICES
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www.montgomerycollege.edu/offices/elite/professional-week.html
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www.montgomerycollege.edu/offices/elite/academy-for-teaching-transformation.html
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ELITE BIG EVENTS

• ELITE After Dark

• Faculty Showcase

• Love of Teaching Conference

• Pedagogical Discussions

• Tech-it-Out

• Office 365 Applications Training

• Universal Design Center Summit

• Maryland H5P Collaborative 





PEDAGOGICAL TRAININGS & WORKSHOPS



PEDAGOGICAL TRAININGS & WORKSHOPS
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QUESTIONS

DR. PAUL D. MILLER
paul.miller@montgomerycollege.edu

www.montgomerycollege.edu/offices/elite



Welcome to Montgomery College



Today’s Agenda

• Welcome to Montgomery College

• Full-time Faculty Working at MC

• Payroll Services

• HRSTM



About Montgomery College

MC’s President:
Dr. Jermaine Williams

• President

• 20 years of higher education experience

• Comes from Nassau Community College in 

Garden City, NY

• Improve access for students, as well as 

retention and graduation, with special 

attention to mitigating social inequities for 

historically underrepresented people



MC’s Mission, Vision, Values

MISSION  STATEMENT

We empower our students to change their lives and we enrich the life of our 

community.  We are accountable for our results.

VISION  STATEMENT

With a sense of urgency for the future, Montgomery College will be a national 

model of educational excellence, opportunity,  and student success.  Our 

organization will be characterized by agility and relevance as it meets the 

dynamic challenges facing our students and community.

CORE  VALUES

EXCELLENCE * INTEGRITY * INNOVATION * EQUITY & INCLUSION * STEWARDSHIP * 

SUSTAINABILITY

(Adopted by the Board of Trustees on June 20, 2011.)



President

Dr. Jermaine 
Williams

Dr. Sanjay 
Rai

SVP, 
Academic 

Affairs 

Dr. Monica 
Brown

SVP, Student 
Affairs 

Mr. Sherwin 
Collette SVP, 

AFS

Ms. Joyce Matthews

Interim SVP, ACE

The Five Main Divisions of the College



Dean of Inst, Humanities, S. Fechter

Dean of Inst, Health Sci, Health, & Phy Ed M. Davis

Dean of Inst, ELAP, Linguistics, & Com. Studies F. Glade

Dean of Inst, Business, Info Tech, & Safety,  S. Greenfield 

Dean of Inst, Community Ed & Extended Learning Services, D. Umans

Dean of Inst, Adult ESOL/Literacy Programs, D. Kinerney

Dean of Inst, Applied Tech & Gudelsky Institute, E. Roberts

Dean of Inst, Arts, F. Trezza

Dean of Inst, English & Reading, E. Benton

Dean of Inst, Education & Social Sciences, S. Pruneda-Hernandez

Interim Dean of Inst, Bus, Econ, Acct, Comp App, Hosp Mgt, & Paral Studies, A. Henley

Montgomery College Organizational Chart

Interim Sr VP for 

Advancement & Community 

Engagement

Ms. Joyce Matthews

Sr VP for Academic Affairs

Dr. Sanjay Rai

VP & Provost of Arts, 

Business, Education, English 

& Social Sciences
(Rockville Campus)

Dr. Eric Benjamin

VP & Provost of Applied 

Technologies, Gudelsky Institute 

for Technical Education, and 

Workforce Development & 

Continuing Education
(Gaithersburg Business Training Center)

Vacant

Dean of Inst, Mathematics & Statistics, M. Nash

Acting Dean of Inst, Sci, Engin & Tech, N. Benmouna

Dean of Inst, Chemical & Bio Sci, J. Sniezek

Special Assistant to the President

for Board Operations, M.  Scott 

Deputy Chief of Staff for 

Presidential

Publications and Operations, M.  

Gibbons 

Deputy Chief of Staff for Planning & 

Policy, Vacant  

December 2022

President

Dr. Jermaine Williams

Interim VP & Provost of 

Science, Technology, 

Engineering & Mathematics
(Germantown Campus)

Dr. Muhammad Kehnemouyi

VP & Provost of Communication, 

Health Sciences, Health and Physical 

Education & Humanities
(Takoma Park/Silver Spring Campus)

Dr. Bradley Stewart

Board of Trustees

Assoc Sr VP for Student Affairs, M. Gregory

Dean of Student Success, T. Mason

Dean of Student Access,  J. Bartolomeo

Dean of Student Engagement, J. McFadden

Sr VP for Student Affairs

Dr. Monica Brown

Assoc Sr VP for ACE, R. Garvin

Assoc Sr VP for ACE, R. Gilmer 

Acting VP for Development & Alumni 

Relations, C. Eozzo

Ex Dir of HP Life Sci Pk, M. Smith

Chief Business/Financial Strategy Officer, E. Greaney

VP of Human Resources & Strategic Talent Mgt, K. Leitch Walker

Interim VP of Instructional & Info Tech/CIO Vacant

VP of Facilities & Security, M. Mills

Dir. Of Public Safety, Health & Emergency, A. Reid

Sr VP for Administrative & 

Fiscal Services

Mr. Sherwin Collette

Assoc Sr VP for Academic Affairs, C. Terry

Assoc Sr VP for Academic Affairs, E. M. Nisson

VP of e-Learning, Innov, & Teachg Excel, M. Mills

Dean of the Virtual Campus, S Hernandez     

Chief Equity & Inclusion Officer, S. Wilder

Interim Chief Compliance, Risk, and Ethics 

Officer, E. Racek

Chief Analytics & Insights Officer, J. Hamman

Chief Government Relations 

Officer, S Madden

General Counsel, T. Dietz

Chief of Staff/Chief 

Strategy Officer, S. 

Cain
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Dr. Williams’ Administrative Groups

College Administrators

Cabinet

Cabinet Plus

President’s Advisory Committee



CABINET

President

Chief of Staff/Chief Strategy Officer

Senior Vice President for Academic Affairs

Senior Vice President for Administrative & Fiscal Services

Senior Vice President for Advancement & Community 

Engagement

Senior Vice President for Student Affairs



CABINET PLUS

President

Cabinet Members

Associate Senior VP for Advancement and Community 

Engagement (Communications)

Chief Analytics and Insights Officer

Chief Compliance, Risk, and Ethics Officer

Chief Equity & Inclusion Officer



CABINET PLUS
(membership continues)

Chief Government Relations Officer

Deputy Chief of Staff for Planning & Policy

Deputy Chief of Staff for Presidential Communications and 

Operations

Special Assistant to the President for Board Relations, 

Operations, and Services



PRESIDENT’S ADVISORY COMITTEE

Cabinet Members

Cabinet Plus Members

Associate SVP for Academic Affairs (Articulation, Dual 

Enrollment, Academic Partnerships)

Associate SVP for Academic Affairs (General Education, 

Honors/Scholars, IPTFES)

Associate SVP for Advancement and Community 

Engagement (Advancement Services, Community 

Engagement, Grants, Special Events



PRESIDENT’S ADVISORY COMMITTEE
(membership continues)

Associate Senior VP for Student Affairs (Financial Aid, 

Scholarship and Grants, and EEOC)

Associate Senior VP for Student Affairs (Enrollment), Chief 

Analytics and Insights Officer

Chief Business-Financial Strategy Officer

Chief Human Resources Officer

College Council Chair

Collegewide Deans Representative



PRESIDENT’S ADVISORY COMMITTEE
(membership continues)

Deputy Chief Analytics and Insights Officer

Director Capital Planning, Design, and Engineering

Director of Institutional Research and Effectiveness

Director of Public Safety and Emergency Management

Director, Governance and Presidential Projects

Executive Director of the Pinkney Innovation Complex for 

Science and Technology at MC (PIC MC)’

Vice President of Development and Alumni 

Relations/Executive Director of the MC Foundation



PRESIDENT’S ADVISORY COMMITTEE
(membership continues)

Vice President of E-Learning, Innovation, and Teaching 

Excellence

Vice President of Facilities Services

Vice President of IT/Chief Information Officer

Vice President and Provost (Applied Technologies, Gudelsky

Institute for Technical Education, and Workforce 

Development, and Continuing Education)

Vice President and Provost, Germantown (Science, 

Technology, Engineering, and Mathematics



PRESIDENT’S ADVISORY COMMITTEE
(membership continues)

Vice President and Provost, Rockville (Arts, Business, 

Education, English, and Social Sciences)

Vice President and Provost, Takoma Park/Silver Spring 

(Communication, Health Sciences, Health and Physical 

Education, and Humanities)



MC Participatory Governance Model

https://www.montgomerycollege.edu/about-mc/governance/index.html


Faculty, Staff, Administrators

105

December 13, 2022

Administrators 83

Casual Temporary 128

Department Chairs 38

Full-time Faculty 493

Full-time Staff 1083

Part-time Faculty (credit) 1066

Part-time Staff 37

Student Aides 347

WDCE (non-credit) 621

Work Study Students 64

Total 3960

https://info.montgomerycollege.edu/offices/human-resources/employee-data-dashboard.html


Student Enrollment
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Fall 2022 Enrollment Facts
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https://www.montgomerycollege.edu/_documents/offices/institutional-research-and-effectiveness/student-enrollments/2022-fall-infographic.pdf


Fall 2022 Student Diversity 
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https://www.montgomerycollege.edu/_documents/offices/institutional-research-and-effectiveness/student-enrollments/2022-fall-infographic.pdf


Campuses

TAKOMA PARK/SILVER SPRING

Established 1946—Original Campus (1950)

Focus: Health Sciences and Performing Arts

ROCKVILLE

Established 1960

Focus: General Education

GERMANTOWN

Established 1978

Focus:  Biotechnology



MC in Montgomery County

Gaithersburg  Business 

Training Center

Center for Training Excellence

(MK)



MC in Montgomery County

Central Services

(CT)



MC in Montgomery County
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Full-time Faculty (FTF) at 
Montgomery College



Working At MC
• Ensuring the Health and Safety of Our Students,

Employees, and Community

https://www.montgomerycollege.edu/return-to-campus/
https://www.montgomerycollege.edu/return-to-campus/


Working At MC

American Association of University 

Professors (AAUP)

Policies and Procedures 

(P&P)

‒ Chapter III: Personnel

‒ Chapter VI: 

Administrative and 

Fiscal Services

 Acceptable Use of 

Information 

Technology

 Confidential Data 

Management and 

Security

https://www.montgomerycollege.edu/policies-and-procedures/index.html#cust-00-chapteriiipersonnel-content
https://www.montgomerycollege.edu/_documents/policies-and-procedures/66001-acceptable-use-of-information-technology.pdf
https://www.montgomerycollege.edu/_documents/policies-and-procedures/66002-confidential-data-management-and-security.pdf


Academic Pay Types

ESH

• Equivalent Semester Hour

• 30 ESH per academic year

 Alternate ESH

‒ Non-instructional assignments

Period Activity Pay

• Part-time faculty

Overload

• Pay for ESH above 30 

ESH paid in Spring 

semester 



Term Appointment
AAUP - Article 4 – Types of Appointment

One (1) term of three (3) academic years
• Evaluation in each of the two years prior to the commencement 

of the academic year in which such appointment expires

• Evaluation not later than February 15 of the academic year

• Written notice of reappointment or non-reappointment by

March



Term Appointment
AAUP - Article 4 – Types of Appointment

Three (3) Year term
• Evaluation not later than December 1 of such academic 

year

• Written notice of reappointment or non-reappointment by 

December 15



Term Appointment
AAUP - Article 4 – Types of Appointment

Rolling Term Appointments
• Initial rolling term of seven (7) academic years

• Evaluation no less than five years from previous 

evaluation

• During the third academic year preceding the 

commencement of the academic year at the end of 

which the faculty member’s rolling term appointment is 

schedule to expire

• Evaluation not later than April 1 of the academic year



Term Appointment
AAUP - Article 4 – Types of Appointment

Subsequent Eight Year Rolling Term 

Appointments
• Reappointment eligible for an appointment of an additional five (5) year 

term to thus be employed pursuant to a rolling term appointment of eight 

(8) academic years

• Evaluation no less than five years from previous evaluation

• During the third academic year preceding the commencement of the 

academic year at the end of which the faculty member’s rolling term 

appointment is schedule to expire

• Evaluation not later than April 1 of the academic year



Full-time Faculty Performance 
Review

• Dean initiates performance review based on appointment 

type

• Full-time faculty member receives an in-box item in 

Workday to complete performance review

• Full-time faculty member submits review to dean

• Dean and faculty member meet to discuss review

• Faculty member and dean acknowledges review



Full-time Faculty Awards

• Excellence in Teaching

• Excellence in Counseling and Academic Advising

• Excellence in Scholarly or Professional 

Accomplishments

• Excellence in Service to the College and/or 

Community 

• Full-time Faculty of the Year

https://www.montgomerycollege.edu/offices/academic-affairs/faculty-awards/


Calendars
Calendar Year = CY

January 1 though December 31

Current:  2023

Academic Year = AY 

Late August through mid May

Named by the end year

Current:  AY 22/23

Fiscal Year = FY

July 1 through June 30

Named by the end year

Current:  FY 2023

123



Reading the Academic Calendar

Spring 2023

• December 19: Official beginning of spring semester

• January 16: College closed for Dr. Martin Luther King, 

Jr. holiday

• January 17: Faculty returns for professional days

• January 23: Spring semester classes begin

• March 13-19: Spring recess for students and faculty

• March 17: Spring break. College closed

• May19: Commencement; Official end of spring 

semester/Academic Year

Academic Calendar
124

https://www.montgomerycollege.edu/academics/academic-calendar.html#springsemester2023


AY 22/23 Paid Holidays

New Year’s Day
January 2, 2023

Martin Luther King, 

Jr. Holiday
January 16, 2023

Spring Break 2023
March 13-19, 2023

Memorial Day
May 29, 2023

Independence Day

July 4, 2023

Labor Day

Sept. 4, 2023

Thanksgiving

Nov. 23 & 24, 2023

Winter Break 2022

Dec. 23,2022-Jan. 1,202 4
Juneteenth
June 19, 2023



Time Off
(AAUP – Article 6 – Leaves of Absence)

Time Off

• College Holidays

• Sick Leave

• Personal Leave

• Court Attendance Leave

• Military Leave

• Bereavement Leave

• Professional Meeting

Leave of Absence

• Sabbatical Leave

https://info.montgomerycollege.edu/_documents/offices/human-resources/aaup-cba-2015-2024.pdf
2016_MC_Employee_Benefit_Handbook.pdf


College Operations During Inclement 
Weather 

This year we are introducing a new 

operational system that uses color codes 

to indicate Montgomery College’s 

operational status. The implementation of 

this new system will allow for greater 

understanding, flexibility, and discretion in 

appropriately aligning and adjusting 

operational status based on current 

conditions while allowing ample time for 

preparation, especially during inclement 

weather situations. 
Read the Closures and 

Delays webpage for 

additional details

https://www.montgomerycollege.edu/offices/public-safety-health-emergency-management/emergency-management/closures-and-delays.html
https://www.montgomerycollege.edu/life-at-mc/public-safety/closures-and-delays.html


College Operations During Inclement 
Weather 

Read the Closures and 

Delays webpage for 

additional details

The College is open and all 

campuses/locations are open.

The College is open and campuses/locations 

are open. Some specified onsite 

operations/instruction/services may be 

limited or impacted.

https://www.montgomerycollege.edu/offices/public-safety-health-emergency-management/emergency-management/closures-and-delays.html
https://www.montgomerycollege.edu/life-at-mc/public-safety/closures-and-delays.html


College Operations During Inclement 
Weather

Read the Closures and 

Delays webpage for 

additional details

The College is open for operations, but all 

campuses and locations (i.e. physical 

locations) are closed. Operations are limited 

to remote instructions/services/work. 

The College is closed. All onsite and remote 

operations/instruction/services are 

suspended. 

https://www.montgomerycollege.edu/offices/public-safety-health-emergency-management/emergency-management/closures-and-delays.html
https://www.montgomerycollege.edu/life-at-mc/public-safety/closures-and-delays.html


FTF Payroll Details and Compliance

 Payroll Schedule

• 20 pays for academic year (August – May)

‒ 26 bi-weekly pay periods for the calendar year

• Pay date is every other Friday

• FTF paid Academic Pay in Workday

• Exempt employees (paid by Academic Salary)

• No Time Entry required, only request Time Off in Workday

• 30 ESH for the Academic Year



FTF Payroll Details

• 1st pay date for Spring 23 on 1/27/23

• Last pay date of the Academic Year on 6/2/23

• 20 pays during the Academic Year (10 Months), 



Time Entry and Time Off
 Time Off types:



Time Entry and Time Off
 Leave of Absence types:



Welcome to Workday!

Workday is the HR, Finance, and Payroll management 

system at Montgomery College

One unified, cloud-based system for Business 

Processes and tasks designed for MC

Focus on Employee and Manager Self-Service

Optional mobile functionality to help you view 

information and complete certain tasks “on the go”

https://www.myworkday.com/mc/d/home.htmld


Employee Self-Service
HR Business Processes

Manage Personal Information

Make Payment Elections (Direct Deposit)

Make Tax Elections

View Paystubs/Payslips

Request Applicable Leave

Complete Open Enrollment

View/Manage Benefit Elections

Apply for Internal Jobs



Employee Self-Service
Finance Business Processes

Create Procurement Requisition

Create Receipts and Supplier Returns

Create Supplier Requests and Supplier Invoice 

Requests

Create Expense Report 

Verify P-Card Transactions (e.g., upload 

documentation, Managers approve)

Create Spend Authorization

EAP options: Create Spend Authorizations, Expense 

Reports, and/or EAP Requisitions



Common Workday Apps

Learning – learning 

management system

Benefits – elect 

benefits, update 

beneficiaries, and 

manage life events

Pay – manage pay 

elections, tax 

elections, and view 

payslips

Personal 

Information – update 

contact info and 

emergency contacts



Common Workday Apps

Career – view 

internal job openings

Talent and 

Performance –

complete 

performance reviews

Absence – request 

Time Off or Leave 

and view balances



Workday Training and Resources
Required Training, Videos, and Job Aids

Welcome to Workday Navigation Video

Update your personal info and emergency contacts

Access required Workday trainings:

• Core Concepts

• Manager Self-Service (if applicable)

• Procurement Self-Service (including EAP Requests)

 Visit the Workday Training page for additional videos and job aids for common 

ESS and MSS business processes

Go to your My Learning dashboard to resume trainings that are “In Progress”

https://youtu.be/q2gjDsyrqss
https://info.montgomerycollege.edu/_documents/offices/information-technology/workday/general-training/update-personal-information.pdf
https://info.montgomerycollege.edu/_documents/offices/information-technology/workday/general-training/updating-emergency-contacts.pdf
https://youtu.be/q2gjDsyrqss
https://info.montgomerycollege.edu/offices/information-technology/workday/workday-training.html


Workday Support Resources
 IT Service Desk

• 240-567-7222

• itservicedesk@montgomerycollege.edu

HR Help Desk

• 240-567-5353

• hrstm@montgomerycollege.edu

OBS Finance

• 240-567-5292

• accountspayable@montgomerycolle.edu,

procure@montgomerycollege.edu, or

finance.obs@montgomerycollege.edu

mailto:itservicedesk@montgomerycollege.edu
mailto:hrstm@montgomerycollege.edu
mailto:AccountsPayable@montgomerycollege.edu
mailto:procure@montgomerycollege.edu
mailto:finance.obs@montgomerycollege.edu


Public Safety

Public Safety Main Number: 7-3333

Public Safety Main Number: 240-567-3333

http://cms.montgomerycollege.edu/EDU/Plain2.aspx?id=4087


Public Safety

Obtain Your MC ID Card/Badge

New MC ID Card Request

• Click on the above link. Access does require MyMC log-in 

credentials.

• Complete request form.

• Select how you would like to receive your new MC ID card. 

• A photo is required to upload.
• png, jpg, or jpeg formats

• Light color solid background

• Submit. 

• Request will be routed to Public Safety.

• CT Public Safety – 240-567-9140

• Schedule an appointment

http://cms.montgomerycollege.edu/EDU/Plain2.aspx?id=4087
https://info.montgomerycollege.edu/offices/human-resources/new-mc-id-card-request.html


Key Access to Rooms

Key Request Form

https://montgomery-isd.webtma.net/key_request_form_single.html


Human Resources and 

Strategic Talent Management

https://info.montgomerycollege.edu/offices/human-resources/index.html


About HRSTM

https://info.montgomerycollege.edu/offices/human-resources/about.html


HRSTM Service Philosophy



Human Resource Internal Consultant:



Work-Life Balance

• Wellness

• Employee Connections

• Designate a workspace

• Set times for breaks

• Set a routine

• Connect with colleagues and friends virtually



Managing Life in the Workplace

• Time Off and Leave of 

Absence Programs

‒ Sick Time Off

‒ Advanced Sick Time Off

‒ Personal Time Off (24 

hours)

‒ FMLA (Family and 

Medical Leave Act)

‒ Short-Term Disability

‒ Long-Term Disability

149

• Risk Management 

- ADA Accommodations

- Drug and Alcohol Abuse 

Prevention Program

- Ergonomic Assessments

- HIPAA

- Worker’s Compensation



Advanced Sick Time Off

• Faculty can request up to 80 hours

• Requires supervisor approval

• Deficit paid back in subsequent pay periods



FMLA: Family Medical Leave

Eligibility Benefits

• 12 months continuous service 

directly preceding leave

• 1,250 hours during preceding 

12 month period

• Up to 12 weeks (480 hours) 

unpaid job-protection for:
• Birth, adoption, or foster placement of 

a child;

• Employee’s own serious health 

condition;

• Care for parent, spouse or child with 

serious health condition

• Intermittent or continuous

• Military FMLA – up to 26 

weeks of unpaid job protection 

151



Drug and Alcohol Abuse Prevention 
(Policy 31005)

• Know the policy and procedure

• Be aware of the signs of possible substance abuse

• Understand the consequences of violating the 

policy 

• Help is available

• MC Cares (formerly FSAP)



American with Disabilities Act (ADA)
“(A) a physical or mental impairment that substantially limits one or 

major life activities of such individual”

• MC’s responsibility as an employer is to 

provide reasonable ADA  

accommodations to employees with 

disabilities

• Prohibits discrimination in all 

employment practices

• Ensures reasonable accommodations for 

disabilities

 Ergonomic Assessment
153



ADA Accommodations

American Disability Act:

• Prohibits discrimination in all 

employment practices

• Ensures reasonable accommodations for 

disabilities

• Requires medical documentation

• Ex. Ergonomic Assessment

ADA Coordinator – Rowena D’Souza

240-567-5370

rowena.dsouza@montgomerycollege.edu



Ergonomics

Ergonomics --- is the science of fitting the task to the 

person NOT forcing the person to fit the task.

Benefits

Ergonomics help employees be more comfortable at 

work, reduce stress and injury caused by incorrect 

positioning and repetitive tasks.  

Goal is to prevent injury

Prevention of serious conditions that can arise from poor 

ergonomics such as headaches, migraines, back 

pain/injury, and musculoskeletal disorders (carpal tunnel, 

tendinitis, rotator cuff injury, etc.)  
155



Request an Ergonomic Assessment

Visit Human Resources and Strategic Talent management 

(HRSTM) Forms

Complete the online Ergonomics Assessment Request Form

Submit to: adaaccommodations@montgomerycollege.edu

156

https://info.montgomerycollege.edu/offices/human-resources/index.html
https://info.montgomerycollege.edu/_documents/offices/human-resources/2022-ergonomic-assessment-request-form.pdf
mailto:adaaccommodations@montgomerycollege.edu


Health Insurance Portability and 
Accountability Act (HIPAA)

The HIPAA Privacy Rule 
All medical documentation comes to HR and is kept 

confidential.  For your protection, do not share medical 

information outside of HR



Workers’ Compensation Program

• Reporting a work injury/illness

• Treatment 

• Reimbursement at 66 2/3% or 100 % pay

• Use of leave while out of work due to a work injury/illness

• Use of managed care employee will be paid 100% of pay for time 

away from work due to the injury/illness.  

• Use of own doctor – employee will be paid 66% of pay for time 

away from work due to injury/illness



Workers’ Compensation Program

Report to Security (Main Number – 7-3333):

Follow-up with Rowena

Rowena D’Souza:  

240-567-5370  

rowena.dsouza@montgomerycollege.edu

mailto:rowena.dsouza@montgomerycollege.edu


Contact Information

Human Resources & Strategic Talent Management (HRSTM)

(240) 567-5353

hrstm@montgomerycollege.edu

160

Teresa Natera

HR Leave Specialist

(240) 931-8645

teresa.natera@montgomerycollege.edu

Rowena D’Sauza

Risk Management/HIPPA Privacy & 

ADA Coordinator

(240) 567-5370  

rowena.dsouza@montgomerycollege.edu

mailto:teresa.natera@montgomerycollege.edu
mailto:rowena.dsouza@montgomerycollege.edu


Required Training for Employees
Required Training – For All Employees

• Workday Core Concepts

• Employee Self-Service for Procurement

• Request /Time Off/Absence/Leave

• Data Security@MC: Annual Review FY23

• Preventing Sexual Harassment and Workplace 

Discrimination

and Retaliation

Visit the HRSTM Required Training page here for more information.

Register through Workday Learning

https://info.montgomerycollege.edu/offices/human-resources/training.html


Required Training for 
Academic & Student Affairs

(To be completed within 12 months of start date)

• Family Educational Rights and Privacy Act (FERPA)

• Title IX in Higher Education

• Accommodating Students with Disabilities in Higher 

Education

• Protecting Youth     



Professional Development Classes

• Communication & Interpersonal Relations

• Leadership,  Management & Supervision

• Equity and Inclusion

• Policies, Operations & Legal Responsibilities

• Career & Personal Development

• Technology

 Free to employees

 Scheduled M-F, 8:30 a.m.-4:30 p.m.

 Supervisor approval needed

 Stand-alone class & Cohort programs



Social Media

Join the Conversation

Want to keep up to date on all things HR?

Engage with us on social media.

https://www.facebook.com/groups/montgomerycollege/




Office of Human Resources and Strategic Talent 

Management (HRSTM)

Welcome to New Faculty

Orientation



Benefits Topics
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• Payroll and Leave 

• Insurance

• Flexible Spending Plans

• Termination of coverage—COBRA 

• Educational Assistance Plan

• Tuition Waiver

• Open Enrollment



Payroll and Leave
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Pay Statements
First check is a physical 

check, subsequent pays 

are by automatic deposit

• 20 paychecks

• Deferred pay available

• Workday!



Deferred Pay Program
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 26 pay checks per year

• One-year/PTF hires not eligible

• Insurance deductions remain over 20 pays

• Sign up in fall only. 

• Option: Educational Systems Federal Credit Union



Payroll continued
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View paycheck information on Tuesday of pay week.

Electronic W-2 Option

• Sign-up through Workday

‒ Fast, convenient, confidential, eco-friendly.  

‒ Saves the College time and money. 

‒ Payroll notifies by email when the W-2 is available via Workday.



Leave Options
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You are entitled to: 

 24 hours Personal Leave a year

 80 hours of Sick Leave a year

• Advance of sick leave available 

Disability Leave and or Workers’ Compensation



Insurance Basics
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 31 calendar days to enroll

Coverage effective first of month after date of hire

• Must enroll through Workday

• Marriage certificates/birth certificates must be uploaded to Workday to prove 

eligibility for dependents.

• MC pays 75% of premiums for FTF (medical, dental, basic life, LTD)

Use our Alex online benefits advisor!



Health Plans
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Cigna Choice Fund PPO with Health Savings Account

Cigna Point of Service Plan

Kaiser Permanente HMO



CIGNA Choice Fund PPO – HSA
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 High-deductible health insurance policy (must satisfy deductible 

first before plan starts paying)

 Plan pays at 90% in-network after deductible is satisfied – all 

medical and Rx costs count towards deductible

 Plan comes with a Health Savings Account (HSA) partially funded 

by MC and can be funded pre-tax by employee also



CIGNA Choice Fund
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The details

College Funds Employee 

Funds  (Optional) 

(Pre-Tax)

High-Deductible

Health Plan

$500 Employee

$750 Employee +1

$1,000 Family

Up to $3,350 

Employee

Up to $7,000 

Employee +1

Up to $6,750 Family

$1, 500 Employee

$3,000 Employee + 

1

$3,550 Family

Pro-rated for 

employees 

beginning after 

January 1

Age 55 or older –

can put in additional 

$1,000 

pre-tax



CIGNA Choice Fund
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Type of Service In-Network Out-Of-Network

Co-Insurance 90% 70%

Total Deductible (shared in 

and out-of-network)

$1,500 Employee

$3,000 Employee +1

$3,550   Family

$1,500 Employee

$3,000 Employee +1

$3,550 Family

Calendar Year Out-of-Pocket 

Maximum (including 

deductible)

$4,000 Employee

$6,500 Employee +1

$8,000 Family

$8,000 Employee

$13,000 Employee+1

$16,000 Family

Preventive Care 100% 70%

Prescriptions (after 

deductible)
10% generics

20% preferred brand

40% non preferred 

Maximums apply



CIGNA Choice Fund
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• Save for future health care expenses and get a tax break.

• Support systems help individuals select providers, compare prices, track 

health care expenses, and improve health.

• Virtual (telemedicine) benefit available. 

• Debit Card Issued for Payments

‒ Use for qualified medical expenses.



CIGNA Choice Fund
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Pharmacy costs contribute to the deductible and out-of-pocket maximum. 

Prescription Coverage through Caremark.

Preventive care covered in network at 100% with no deductible.

After $2,000 accumulates in the account, investment options are available.

Triple tax-advantages to this plan!



CIGNA Point of Service (POS)
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• Option to select primary care physician from network

• New for 2023 – no referrals required, OAP network

• Preventative care covered in full when using network provider. 

• Virtual (telemedicine) benefit available. 

• May go out of network and use as a traditional health plan.



CIGNA Point of Service (POS) Costs
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In-network Out- of-network

$500 Deductible per person applies 

(hospitalizations, outpatient surgery, 

imaging, etc.)  then 10% coinsurance

$1,000 per person deductible. 30% 

coinsurance

$25 PCP or $50 specialist office visit 

copay

Cost share of 70/30 of “reasonable 

and customary” charges

Out of Pocket Maximum 

$4,000/individual or $8,000/family

Out of Pocket Maximum 

$8,000/individual or $16,000/family

$150 emergency room or $50 at 

urgent care

$150 emergency room or $50 at 

urgent care



CIGNA POS Pharmacy from CVS 
Caremark
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 Three-tier plan with a minimum and maximum

• Generic – 10% with a $10 minimum/$20 maximum

• Formulary – 20% with $20 minimum/$50 maximum

• Brand – 40% with $40 minimum/$100 maximum

 “Mail order” incentivized

• Mail order or retail pick up of 90 day supply at reduced rate

 You are not limited to using CVS retail stores



Kaiser Permanente 
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Health Maintenance Model -“one-stop shopping”

• Must select primary care physician

• Preventative care covered in full

• 24 hour Nurse hotline for support

• Managed dental discount

• Vision benefits in facility

‒ Limited reimbursement for frames, lens, contacts

• Telemedicine benefit available



Kaiser Permanente 
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Copays:

• $25 PCP or $50 specialist

• $100 emergency room

• $250 Hospital



Kaiser Permanente Pharmacy

185

Kaiser Centers or Mail order

• $20 generic

• $35 preferred brand

• $50 non-preferred brand

Participating Retail

• $30 generic

• $50 preferred brand

• $75 non-preferred brand



Dental Insurance
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Choice of 

• Cigna Preferred Provider Option (PPO)

• Cigna Exclusive Provider Option (EPO)



Dental Insurance Cigna PPO
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In Network for:

 Discounted rates

 Dentist files claim on your behalf

 No referrals needed 

Out of Network :

 Pay dentist and file for reimbursement

 Possible higher cost with no discount



Dental Insurance Cigna PPO
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Annual maximum is $2,000/person for 

preventive/basic/major services 

Separate $1,000 annual benefit for orthodontia/periodontia 

Progressive benefit 

• Get one cleaning to earn an additional $100 per year 

benefit!



Cigna Dental EPO (DEPO)
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Exclusive Provider Option

• Choose dentist from network list

• No referrals required

No orthodontics

Annual maximum smaller than other plan



Vision Plan from EyeMed
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 In-network, annual

• $10 co-pay for exam; $20 co-pay for limited lenses and 

frames

 Allowance for out-of-network

 Employee pay-all benefit



Basic Life Insurance and AD&D
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Term insurance 

• 2x base annual salary up to $100,000 

• MC pays 75% of premium

• Guaranteed acceptance if enrolling at hire

• Additional benefits provided for accidental death or dismemberment



Optional Life Insurance
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Term insurance 

• Premium paid by employee 

• Guaranteed acceptance if enrolling at hire

• Must prove insurability if added later

• Must enroll in basic life to elect optional coverages



Optional Life Insurance
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On Employee only

• Additional 1, 2 or 3 times salary up to $300,000

• Costs varies by age group

• Increases with age

• Employee pays all benefit



Spousal  Life Insurance
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Spousal life insurance

• Must have optional life (at least 1x salary) to elect

• Benefit: $25,000

• Costs varies by employee age group

• Increases with age

• Beneficiary is employee

• Employee pays all benefit



Dependent Life Insurance
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Dependent life insurance

• Must have optional life to elect

• Benefit: $5,000

• Beneficiary is employee

• Employee pays all benefit



Short Term Disability
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Automatically enrolled.

Six month waiting period.

Employer pays all benefit.

Payable for up to 365 days.



Long Term Disability Insurance
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Only available to FTF (not on one-year appt or one semester appt.)

Six month waiting period to be covered

• Choose now, premiums begin after 6 months

• If elected later, must prove insurability

Benefit

• 60% of base monthly salary to a maximum of $5,000

• Payable after 365 days of continuous disability

MC pays 75% of premium



Group Legal Plan
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Choose participating attorney

Coverage for employee, and family

• Services covered in full or with 25% discount excluded services

• Does not include pre-existing situations

• Cannot be used for employment grievances or disputes

Employee pay-all benefit



Group Legal Plan
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• The plan covers in full

‒ Family issues

‒ Estate planning

‒ Traffic and criminal violations

‒ Real estate purchase

‒ Uncontested divorce

‒ Landlord tenant issues

‒ Unlimited advice for all covered dependents and more



Flexible Spending Accounts

200

Save money pre-tax for health and/or dependent care Enroll now (within 1st 31 

day period)

• Health care expenses

‒ $3,050 limit/calendar year

‒ Total amount available up-front

• Dependent care expenses

‒ Enroll now

‒ $5,000 limit/calendar year/married filing jointly

‒ Only funded amount available



Flexible Spending Accounts
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 Limited Flexible Spending Account

• For CIGNA Choice Fund Participants only!

• Additional opportunity to shelter tax dollars

• $3,050 limit

• Can only be used for:

‒ Vision

‒ Dental



Flexible Spending Accounts
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Public Transportation-$300 per month max

• Enroll 15 days prior to the beginning of the month in which you intend to participate.

• Forfeited at termination.

• Can only be reimbursed what has been funded.

Parking Account-$300 per month parking

• For parking at metro, etc.

• Note: college parking is already pretax so not eligible



Faculty/Staff Assistance Program
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Compsych offers confidential help with issues such as financial, marital, work, 

stress, substance abuse, etc.

Available 24/7 to employees and their immediate family members

Up to six free counseling sessions

 844-236-2668 or online at guidanceresources.com

Use Company ID: MCC to create a login



Education Assistance Program- EAP
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 Eligible after six months of service

• FY23 amount of $3,120 to use for:

‒ College courses and books

‒ Seminars, conferences – Registration Fees

‒ Professional organization memberships

‒ Individual gym memberships (taxable benefit)

• FY23 travel allowance of $1,375 for transportation and meals



Education Assistance Program- EAP
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Process is done through Workday – please take the required training 

Explain how expense is work-related or preparing you for higher-level duties

Complete a spend authorization/requisition for prepay items and an expense 

report for reimbursement



Tuition Waiver
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 Montgomery College credit classes, including developmental courses.

• Employee, spouse, dependents

 No waiting period.  Eligible at hire!

 Class fees and books are not covered under tuition waiver

• Employee can use EAP when eligible



Tuition Waiver
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Register for classes on-line first.

Upload birth certificate for dependent or marriage certificate for spouse

Complete on-line form at HRSTM Web page.

Employee receives e-mail confirmation.

Dependent receives e-mail and must respond to have waiver processed. 

Credit is applied to student account.



Part-Time Faculty Professional 
Development Funds
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Up to $1,100 in FY23 to spend on courses, seminars, 

conferences

 Includes travel

Must be a member of SEIU



Wellness Program
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 The Wellness Program at Montgomery College strives to assist employees to 

manage work life issues and to enable employees to stay healthy in mind, body 

and spirit. 

 Starting up in-person classes along with virtual.  Starting January 16th, 10k a day 

walking program begins.

Megan Cooperman is our Wellness Specialist



Wellness Program
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 Eligibility

• Full-time and Part-time Faculty, Staff, Temporary with Benefits, and Casual 

temporary employees and their spouses are eligible to participate in the 

Wellness Program.

• The program is also open to retirees from Montgomery College and their 

spouses. 

• Children may not participate in the program.



Wellness Program
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Outside Gym Memberships 

• EAP funds may be utilized to pay for Gym Memberships outside the college.

• Lifetime Fitness Partnership/WW

• Now covering yoga studio memberships, rock climbing, dance lessons, etc.!

• Submit computer generated record of attendance and proof of payment through 

Workday to be reimbursed up to $35 a month (this is a taxable benefit). 



Wellness Program Registration
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Through Workday

Complete required waivers and medical questionnaire

 Information is kept confidential

No charge to participate in program or Wellness challenges



Open Enrollment
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October

Chance to change benefit options, and add or drop dependents

Sign up for Flexible Spending (required every year)



Termination and your right to 
continue insurance coverage
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Your coverage would terminate on the last day of the 

month in which you worked.

COBRA

• Option to continue medical, and dental coverage for you 

and your covered dependents.

• You pay 100 of premium and a 2% administrative fee.



Qualifying events throughout the 
year
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 It is your responsibility to inform HRSTM of life-changing 

events within 30 days of the event in Workday

You may then change benefits due to: 

• Marriage

• Birth, adoption

• Death

• Spouse changing job

• Child reaching maximum age, loss of existing coverage



Retirement
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Topics to be Covered

Retirement Plan Options

1. Teachers’ Pension System

2. Optional Retirement Plan (ORP)

Supplemental Retirement and Deferred Compensation

1. 403(b) plans

2. 457 (b) plans



Retirement Plan Options

217

Teachers’ Pension System

• Defined Benefit Plan

• Mandatory 7% contribution by the employee

• 10 year vesting requirement

• Death benefit of 1 x salary after 1 year of service

• Disability retirement provision after 5 years of service

• Provides a lifetime income stream



Retirement Plan Options

218

Optional Retirement Plan 

• Defined Contribution Plan

• State contributes 7.25% of your salary over the academic year

• Plan is vested immediately and Fully Portable

• Employee determines how money is invested

‒ State selects fund options vendor can offer.

• No required employee contribution.



Retirement plan options to consider
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 Teachers’ Pension System

• Prior state service may be transferrable.

• Up to 5 years of military service may be received.

• Only option if you were previously enrolled with MSRA.



Retirement plan options to consider
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Optional Retirement Plan

• Invest with TIAA or Fidelity

• May change vendors during ORP open enrollment that occurs in the Spring

• Only option if you have ever been enrolled in the ORP in the State of Maryland

• Same retirement eligibility as the Pension System



Retiree Benefits (Health, Dental, 
Vision & Basic Life Insurance)
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• Retirement eligibility for both pension & ORP:

‒ Rule of “90”;  age + years of service = 90 OR age 65 

with 10 years of service.

‒ Early: age 60 with 15 years of service.

 If hired after July 1, 2011, must have a minimum of 15 

years of service to be eligible 

• 15-19 years gets 40% subsidy (college pays 40%)

• 20+ years gets 60% subsidy (college pays 60%)



Retirement Plan Enrollment

222

To enroll in the Teachers’ Pension System you must:

• Complete membership application Form 001

• Designation of beneficiary Form 4 which must be notarized

• You must submit proof of birth date

• No credit is earned until forms are submitted



Retirement Plan Enrollment
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To enroll in the Optional Retirement Plan (ORP) you must:

• Complete ORP selection form

• Complete election not to participate in state system Form 60

• Complete vendor enrollment form

You must date forms on date of hire or state will auto enroll in pension! 



Retirement Savings Opportunities
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Contribute Pre-tax earnings to retirement accounts

• Both 403(b) and 457(b) 

• $22,500 maximum per year with additional $7,500 if 50 or older

 Invest with Voya, Equitable Advisors & Equitable Life, TIAA or AIG

Enroll or change contribution amount at anytime

 Loans available of up to 50% of balance



Differences: 403(b) and 457(b)
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Supplemental Retirement Annuities—403(b)

• In-service distribution permitted after age 59 ½ 

• Penalty for early withdrawal (before age 59 ½)

Deferred compensation—457(b)

• In-service distribution not permitted

• No penalty for early withdrawal at termination



FYI: 403(b) and 457(b) Plans
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You may participate in either or both plans with one or multiple 

vendors and potentially tax defer $45,000 in 2022

• (over age 50 = $60,000)!



Still have questions?
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Contact us!

• Deshia Jamison 7 - 7138

• Sue Redding 7-5354

• Lori Stegeman 7-7301







Thank your for your participation!

Please reach out to us with any questions or concerns:

Monique Davis

Monique.Davis@montgomerycollege.edu

240-567-5622

Tom Cantu

tom.cantu@montgomerycollege.edu

240-567-6006

mailto:Monique.Davis@montgomerycollege.edu
mailto:carol.moore@montgomerycollege.edu

