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CHC HISTORY HIGHLIGHTS  
  

1902    First Junior College organized - Joliet, Illinois  

1910   First California Junior College - Fresno  

1926   San Bernardino Valley Union Junior College District created  

1962    Academic rank established  

1965 California State University, San Bernardino, opens its doors  

1966 The Board accepts 163 acres in Yucaipa donated by the Finkelstein Foundation and the L 
and R Cattle Company (by the time the college was ready to open, the gift of land had grown 
to 523 acres).  

1967 Multi-campus district administrative organization approved  

1968 The Board selects the name Crafton Hills College for the as-yet-unbuilt college  

1969 Dr. Gordon C. Atkins is appointed the first Provost of CHC   

1970 San Bernardino Junior College District becomes San Bernardino Community College District  

1972 Crafton Hills College, the 96th community college in California, opens its  doors to its 

first group of students  

1972-1974  Mr. FOSTER DAVIDOFF from Compton College serves as the first President of CHC  

1974 Superintendent becomes Chancellor  

1974-1976  President ROGER ANTON  

1976-1981  President WILLIAM J. MOORE  

1981-1982  Acting President GLENN GOODER  

1982-1990  President DONALD L. SINGER  

1986 Collective bargaining voted in  

1990-1992 Acting President LUIS S. GOMEZ  

1992-2000  President LUIS S. GOMEZ  

2000-2012 President GLORIA MACIAS HARRISON  

2012- 2016 President CHERYL MARSHALL 

2016- Present President WEI ZHOU 
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CRAFTON HILLS COLLEGE VITAL STATISTICS  
  

The San Bernardino Union Junior College District was created in 1926.  
  

Crafton Hills College is one of two public community colleges serving the San Bernardino Community College 
District.  The other is San Bernardino Valley College.  Both are tax-supported, coeducational institutions 
governed by a locally elected Board of Trustees acting through a district Chancellor and the President of each 
college. The SBCCD encompasses the school districts of:    
San Bernardino     Redlands    Rim of the World    Bear Valley  
Colton       Rialto          Yucaipa     Needles  
    

The college covers 513 acres and has 14 buildings.  
  

There are 76 full-time teaching faculty, 17 non-teaching faculty, and approximately 110 part-time faculty.  
  

CHC offers classes in the following subject areas for transfer or an Associate Degree:   
American Sign Language 

Anatomy and Physiology 

Anthropology  

Art  

Biology  

Business Administration  

Chemistry  

Child Development 

Communication Studies 

Computer Information Systems 

Emergency Medical Services  

 

English  

Fire Technology  

Geography  

Geology  

History 

Japanese        

Liberal Arts-CSUGE  

Liberal Arts-IGETC 

Marketing  

Mathematics 

Microbiology 

 

Music  

Philosophy 

Physics  

Political Science  

Psychology  

Radiologic Technology  

Religious Studies  

Respiratory Care  

Social Science  

Sociology 

Spanish 

Theatre Arts  
 

Occupational Certificates: 

Accounting  
Administration of Justice  
Associate Teacher (Child Development)  
Basic American Sign Language 
Business Management  
California Fire Officer Training  
Child Home Day Care Provider (Child Development)  
Computer Assisted Graphics Design  
Computer Information Systems  
Certified Respiratory Therapist  
Cisco Certified Network Associate  
Cisco Certified Network Professional  
Computer Hardware Technician  
Emergency Medical Technician-1  
Emergency Medical Technician-Paramedic  

Fire Inspection Academy  

Firefighter I Basic Training Academy  
Mobile Intensive Care Nurse  
Marketing Management   
Master Teacher (Child Development)  
Programming  
Radiologic Technology  
Registered Respiratory Therapist  
Retail Management  
Site Supervisor (Child Development)  
Teacher (Child Development)  
Theatre Arts 

3D Computer Animation  

 
For more information, visit http://www.craftonhills.edu/Degrees_and_Certs 

http://www.craftonhills.edu/Degrees_and_Certs
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INSTITUTIONAL LEARNING OUTCOMES 
 

A. Critical Thinking 

Students demonstrate critical thinking through decision making, problem solving, analysis of 
information, and creative thinking across the disciplines. 

B. Written and Oral Communication 

Students are able to express ideas clearly in a variety of formats and contexts; read, listen, and 
interpret accurately; and use appropriate technology to do so. 

C. Interpersonal and Group Skills 

Students are able to work with others with respect, honesty, responsibility, empathy, and 
collaborative synergy.  They can also manage conflict and advocate for themselves and other 
with integrity. 

D. Society and Culture 

Students are able to describe the social, cultural and political forces at work in our diverse, global 
world.  They understand and appreciate different perspectives and are able to operate with 
civility in a complex world that involves changing social institutions and diverse world views. 

E. Information Literacy 

Students are able to apply research to access information and technology.  They can analyze, 
evaluate, synthesize, and use information resourcefully. 

F. Ethics and Values 

Students make informed, principled choices; foresee the consequences of their choices; and 
solve moral dilemmas.  They demonstrate self-awareness, social responsibility, and behavior 
guided by personal and professional ethics. 

 

Working Set, 2010-2013 
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GENERAL EDUCATIONAL OUTCOMES 
  

A. Natural Sciences 
To apply a problem solving strategy such as the scientific method or other systematic process of 
inquiry and to recognize the contributions of science and technology in our world. 

B. Social and Behavioral Sciences 
To recognize, describe and analyze individual behaviors and various social institutions that 
influence our world. 

C. Humanities and Fine Arts 
1.  Humanities 

To identify and evaluate the historical and cultural context of the human experience as it 
relates to his/her perspective of that experience. 

2.  Fine Arts 
To appreciate the value of artistic expression and human creativity in the fine arts and 
evaluate them as part of human culture. 

D. Language and Rationality 
1.  Written Traditions 

To write competently for a variety of purposes and audiences. 

2.  Oral Traditions 
To demonstrate effective oral communication skills, including speaking and listening to 
individuals of diverse backgrounds. 

3.  Quantitative Reasoning 
To interpret quantitative reasoning and perform mathematical operations in an effort to 
demonstrate quantitative reasoning skills. 

4.  Critical Thinking and Information Literacy 
To demonstrate information competence by accessing, analyzing, synthesizing, and 
evaluating various forms of information including verbal, electronic, and visual messages, 
including those in the mass media. 

E. Health and Wellness 
To appreciate oneôs own physical, mental and emotional health and demonstrate the knowledge 
and/or skills associated with actions necessary for optimum health and physical efficiency. 

F1.  Diversity and Multiculturalism 
To comprehend and appreciate cultural diversity, explore the multicultural nature of our world, 
and interact with other cultures in relation to oneôs own. 

F2.  American Heritage 
To recognize and appreciate the unique contributions, history and collective heritage of the 
United States. 

G. Reading 
To demonstrate the ability to read, comprehend and critically respond to written materials at the 
collegiate level. 

H. Computer Literacy 
To utilize computer technology effectively, selecting and appropriately using the correct tool for 
the task. 
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FACULTY ETHICS STATEMENT 
 

1. In our responsibility to students, we: 
Å Demonstrate respect for students as individuals; 
Å Adhere to proper roles as intellectual guides and advisors; 
Å Encourage intellectual curiosity and challenging discourse in safe classroom 

environments; 
Å Demonstrate sensitivity to the educational needs of our diverse student population; 
Å Promote an atmosphere of mutual respect by avoiding exploitation, objectification, 

harassment, or discriminatory treatment of students; 
Å Ensure that the evaluation of a student reflects the true merit of that studentôs work. 

2. In our responsibility to the discipline, we: 
Å Maintain scholarly competence; 
Å Adhere to course outline of record; 
Å Maintain honest academic conduct. 

3. In our responsibility to colleagues, we: 
Å Do not discriminate against or harass colleagues; 
Å Respect the pursuit of free inquiry and academic freedom; 
Å Show due respect for the opinions of others; 
Å Maintain a climate of professional respect; 
Å Accept responsibility for institutional shared governance. 

4. In our responsibility to the college, we: 
Å Seek to be effective educators and scholars; 
Å Recognize the effect of our interruption or termination of service and thus, will provide 

due notice; 
Å Avoid creating conflicts of interest in the exercise of multiple professional activities; 
Å Create a safe, trusting, non-hostile, and open learning environment; 
Å Respect the regulations of SBCCD, while maintaining our right to criticize and seek 

revision to improve these regulations. 
5. In our responsibility to the community, we: 

Å Uphold the integrity of SBCCD by identifying statements as oneôs own and avoiding 
creating the impression of speaking or acting on behalf of the college; 

Å Promote conditions for free inquiry and to further public understanding of academic 
freedom. 
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CHC DIRECTORY OF SERVICES 
(subject to change due to construction) 

Prefix for all extensions is (909) 389- 
 

Service    Department/Office  Location         Phone  
Add/Drop    Admissions and Records  CCR- first floor  3372 
Admissions   Admissions and Records  CCR- first floor  3372 
Adults Returning to School  Counseling   CCR- second floor  3366 
Advanced Placement (AP)  Counseling   CCR- second floor  3366 
Assessment Testing  Counseling   CCR- second floor  3366 
ASB Card   Student Life   CCR- first floor  3410 
Audio-Visual Services  Audio-Visual    LRC- first floor  3316 
Basic Skills   Tutoring Center   LRC- first floor  3312 
Blackboard   Help Desk                            (877) 241-1756 
Book Loans   Resource Development  LRC- second floor  3245 
Book Buy Back   Bookstore   CCR- first floor  3250 
Business Office   Campus Business Office  CCR- first floor  3221 
CARE    EOPS    CCR- second floor  3239 
CalWORKs   EOPS    CCR- second floor  3239 
Campus Publicity   Student Life   CCR- first floor  3410 
Career Counseling   Career Center   CCR- second floor   3366 
Certificates   Admissions/Records   CCR- first floor  3372 
Cheating and Plagiarism  Student Affairs   CCR- second floor  3354 
Child Care Center   Child Development Center  CDC   3440 
Child Care Referrals  Student Success   CCR- second floor  3450 
CLEP    Counseling   CCR- second floor  3366 
Computer Use (Students)  Library    LRC   3321 
Computer Use (Staff)  Instruction   LRC 107 and ARTS 115  
Concert Tickets   Music    PAC 310   3293 
Counseling   Counseling   CCR- second floor  3366 
Credit by Examination  Admissions and Records   CCR- first floor  3372 
Disabled Students   Disabled Student Services  CCR- first floor  3325 
Distribution of Literature  Student Life   CCR- first floor  3410 
Discrimination and Harassment Presidentôs Office   CCR- second floor  3201 
EOPS    EOPS    CCR- second floor  3239 
Facilities Use   Facilities Use   Maintenance Pad  3217 
Faculty Contact Information  Instruction   CCR- second floor  3202 
Faculty IDs   Student Life   CCR- first floor  3410 
Federal Work Study  Financial Aid Office   CCR- first floor  3223 
Financial Aid   Financial Aid Office   CCR- first floor  3223 
Food Services   Cafeteria    CCR- first floor  3376 
Free Speech Zones  Facilities Use   Maintenance Pad  3217 
Grade Appeals   See Faculty Chair    
Graduation Application  Admissions & Records  CCR- first floor  3372 
Graduation/Commencement  Student Services   CCR- second floor  3354 
Health Services   Health & Wellness Center  SSB 101   3272 
High School Student Admissions Admissions and Records  CCR- first floor  3372 
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Honors Program   Honors Center   CHL- second floor  3500 
Housing Referrals   Student Success   CCR- second floor  3450 
Incompletes   Admissions and Records  CCR- first floor  3372 
Instructor Absences  Instruction   CCR- second floor  3230 
International Students  Counseling   CCR- second floor  3366 
Learning Communities  Instruction   CCR- second floor  3330 
Library Services   Library    LRC   3321 
Lost and Found   Communications   CCR- second floor  3292 
Keys    Communications   CCR- second floor  3292 
Parking Permits   Communications   CCR- second floor  3292 
Parking Violations   Communications   CCR- second floor  3292 
Petitions    Admissions and Records  CCR- first floor  3372 
Photocopy Machines (Students) Library    LRC   3321 
Photocopy Services (Instructors)     CCR- second floor    
Police    District Police   CNTL    3275 
Prerequisite Challenges  Counseling   CCR- second floor  3366 
Printing (Students)   Library    LRC   3321 
Registration   Admissions and Records  CCR- first floor  3372 
Refunds (Students)   Admissions and Records  CCR- first floor  3372 
ROP Credit   Career Education   CCR- second floor  3344 
Scholarships   Student Services   LRC 223   3354 
Single Parents   Counseling   CCR- second floor  3366 
Staff E-Mail   Help Desk                (877) 241-1756 
Student Affairs   Student Services   CCR- second floor  3354 
Student Clubs   Student Life   CCR- first floor  3410 
Student E-Mail   Help Desk               (877) 241-1756 
Student Jobs (On-Campus)  Financial Aid   CCR- first floor  3223 
Student Jobs (Off-Campus)  Career Center   CCR- second floor  3366 
Student Fees   Admissions and Records  CCR- first floor  3372 
Student Government  Student Life   CCR- first floor  3410 
Student Grievances  See Faculty Chair    
Student Success Program  Counseling   CCR- second floor  3450 
Switchboard   Communications   CCR- second floor  5050 
Technology Services  Technology Services  LRC- first floor  3550 
Textbook Ordering   Bookstore   CCR- first floor  3250 
Theatre Tickets   Theatre Box Office          3292 
Transfer Information  Transfer Center   CCR- second floor  3366 
Transcripts   Admissions and Records  CCR- first floor  3372 
Transportation Information  Student Success   CCR- second floor  3450 
Tutoring    Tutoring Center   LRC 137   3312 
Veterans    Admissions and Records  CCR- first floor  3256 
Voice Mail   Help Desk                (877) 241-1756
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GENERAL INFORMATION 
Absences and Class Cancelations 
If you are unable to meet a class, call the Instructor Absence Line at (909) 389-3230.  Do not report 
absences to your Faculty Chair and do not rely on a message to your Division Secretary or Dean.  When the 
Office of Instruction receives the message, a notice that your class has been cancelled will be posted on the 
CHC Instruction Twitter account which feeds into the CHC main webpage, and if time permits, your 
classroom door will also be posted.  Remember the date and reason for your absence and log it on your 
time sheet at the end of the month.  All faculty have sick leave, which they accrue after their first semester.  
The number of hours of sick leave accrued each semester is equal to the number of a faculty memberôs 
contract hours divided by sixteen. 
 

Academic Freedom 
The San Bernardino Community College District is committed to the principle that the free expression of 
ideas is essential to the education of its students and to the effective governance of its colleges. The District 
further subscribes to the principle that the free expression of ideas should be limited only by the 
responsibility to express ideas with fairness, and in a manner that respects the differing ideas of others and 
distinguishes between established fact and theories and oneôs own opinion. No special limitations shall be 
placed upon study, investigation, presentation, and interpretation of facts and ideas concerning human 
society, the physical and biological world, and other branches of learning, subject to accepted standards of 
professional responsibility. Students shall have the opportunity to study controversial issues and divergent 
views, and to arrive at their own conclusions. Instructors have an obligation to protect the studentôs right to 
freedom of inquiry even when the studentôs conclusions differ from those of the instructor. While students 
may represent without penalty any opinion in or out of class, they may be required to demonstrate 
knowledge of views contrary to their own in order to fulfill course requirements. For more information, please 
consult SBCCD Board Policy/Administrative Regulation 4030. 

 

Academic Integrity 
SBCCD Board Policy/Administrative Procedure 5500 identifies standards of student conduct including those 
related to academic integrity.  Consistent with the policy, the Crafton Hills College Academic Senate has 
adopted an Academic Integrity Policy.  Instructors who suspect a student has engaged in academically 
dishonest behavior, including cheating and plagiarism, shall determine whether evidence is sufficient to 
warrant a finding of infraction, whether further investigation is necessary and apply an appropriate sanction 
when warranted.  You should publish guidelines regarding academic dishonesty and consequences in your 
syllabus.  Sanctions can include a reduced grade for the assignment with attendant consequences.  
However state law prohibits an instructor from unilaterally failing a student in a course for academically 
dishonest behavior.  Standards of academically dishonest behavior and consequences in certain career-
technical programs may be greater.  You are obliged to report all incidents of academic dishonesty to the 
Vice President of Student Services.  The report should include your name, the name of the student(s), the 
course, assignment, nature and date of the infraction and the sanction applied.  The Vice President of 
Student Services may apply additional sanctions including reprimand, probation, suspension or expulsion.  
For more information, consult SBCCD Board Policy and Administrative Regulation 5500 and the Academic 
Integrity Policy in the College Catalog. 
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Advancement in Rank  
First, note that advancement in rank is not tied to salary.  Advancement from Assistant Professor (the title of 
all certificated staff on probationary status) to Associate Professor occurs automatically upon being granted 
tenure status by the Board.  A faculty member becomes a Professor three years after he/she earns tenure.  
Any tenured professor with at least seven years of service will be awarded the rank of Professor Emeritus 
upon retirement.    
  

Advancement on the Salary Scale  
You may check the collective bargaining agreement for details.  If you plan on taking work-related courses 
to advance on the scale, you must submit your request in writing to the Vice-President of Instruction in 
advance of taking the courses.  All requests are submitted to the Board for approval once a year (July or 
August) so it is important that you submit your request in time.  Note also that you must complete the 
course(s) within two years of submitting your request.  Refer to the CTA agreement for additional 
information.  
 

Crafton Hills College Website 
The Crafton Hills College website address is http://www.craftonhills.edu. It provides information about the 
college to the general public, students, and faculty and staff. Under the Faculty and Staff tab (near the top of 
the webpage), you will find links to resources, policies and services that you will find useful as a Crafton Hills 
College faculty member. Click on Navigator Online Resource and you will find the academic calendar and a 
plethora of other useful links. All of the links in this handbook are accessible through this portal and the 
Faculty and Staff tab. 
 

Different Abilities (disabilities) 
If you have different abilities and require reasonable accommodations to fulfil the duties of your job, inform 
your Division Dean of your needs.as soon as possible. 
 

Name Changes 
If you change your name and need to update your information, please contact the District Human Resources 
(HR) Office. 
 

Paycheck  
You will be paid once a month. Full-time faculty warrants (checks) are issued for the first day of the month 
(unless the first is a Sunday). If you are a part-time faculty member, your warrants are issued for the ninth of 
the month (unless the ninth is a Sunday) and on the fifteenth for February and September. Part-time faculty 
are paid in five equal payments for the semester. If you teach during the summer session, you will be paid in 
two equal payments--the first in July; the second in August.  
 

San Bernardino Community College District (SBCCD) uses the San Bernardino County Superintendent of 
Schools payroll system. This self-service system is implemented at the District Office. You may choose to 
receive your pay check through electronic funds transfer (EFT) or by having a paper warrant check mailed to 
you. You may access your paycheck stubs at the following website: 
https://employeeselfservice.sbcss.k12.ca.us/login.aspx. 
  

http://www.craftonhills.edu/
https://employeeselfservice.sbcss.k12.ca.us/login.aspx
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Qualifications  
In order to teach at Crafton Hills College you must have valid discipline qualifications as mandated by the 
California State Education Code. You must also have evidence of recent tuberculosis test results.  
 

Time Sheets for Full-Time Faculty 
Towards the end of each month, a timesheet will be placed in your mailbox. Please sign and return this to 
your Division Secretary before the start of the next month. Part-Time faculty will sign the entire semesterôs 
timesheets at the start of each semester during the Part-Time Orientation  meeting. 
 

Union Information (CTA) 
ñThe California Teachers Association exists to protect and promote the well-being of its member; to improve 
the conditions of teaching and learning; to advance the cause of free, universal, and quality public 
education; to ensure that the human dignity and civil rights of all children and youth are protected; and to 
secure a more just, equitable, and democratic society.ò For more information, talk with the Crafton Hills 
College campus CTA representative, call the local Region IV office at 951-372-2500, or visit www.cta.org. 

http://www.cta.org/
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GETTING STARTED 
Blackboard 
Blackboard is the course management system supported by the San Bernardino Community College 
District.  A course management system is an online site where students can access course content, 
communicate with you and other students, submit assignments and complete quizzes, tests and 
examinations for all courses.  Blackboard is used to conduct online and hybrid courses, but also is available 
for all faculty to use in their face-to-face courses.  To log into Blackboard, go to 
http://blackboard.sbccd.cc.ca.us.  Your username as well as your initial password is your seven digit Faculty 
ID number, (Contact the Instruction Office at (909) 389-3215 or (909) 389-3258 if you do not know your 
faculty ID number).  Blackboard shells are created for all courses prior to the beginning of each semester.  
The College offers Blackboard training throughout the academic year.  In addition, the Blackboard site 
includes web based tutorials for using this tool.  For assistance, you can contact the Districtôs 24/7 Help 
Desk at (877) 241-1756. 
 

Book Orders 
Order your textbook soon after you receive a book order request via email, well before the beginning of each 
semester.  As soon as you receive your teaching assignment, you should decide what texts or other 
materials you will require of your students.  Generally, book orders are due on October 15 for spring 
semester, March 1 for summer session and April 15 for fall semester.  You will receive notice from your 
Faculty Chair regarding book ordering procedures.  In some departments, your Faculty Chair will request 
textbook information be sent direct to him/her.  In other departments, you will be asked to send your 
textbook orders directly to the bookstore using the online ordering system.  If you teach a class for which 
instructors use a common course text, your Faculty Chair will notify you and in most cases will order texts 
for you and provide you with a desk copy.  If you are interested in using a text in addition to that ordered for 
your class, contact your Faculty Chair.  You may also provide instructor-developed materials to the 
bookstore for duplication and purchase. The Bookstore does not provide instructor desk copies.  Please 
contact the publisher directly for desk copy requests. If you have additional questions about ordering books, 
contact your Faculty Chair or Carol Moreno in the Bookstore at (909) 389-3247 (X3247). 
http://www.craftonhills.edu/forms/faculty_and_staff/book_requisition/login_form.php  
 

Changing Location of Class Meetings 
You must conduct each of your classes in the room you have been assigned unless you receive permission 
from your Division Dean.  In most circumstances, classes cannot be moved to accommodate more students. 
 

Class Breaks 
California Education Code allows for a 20-minute break in a three-hour class and a 10-minute break in a 
two-hour class.  Classes meeting less than two hours do not take a break.  An instructor may choose to take 
a break when the instructional format allows it.  Education code does not allow this break to be taken 
during the last hour of class.  A class may not be dismissed early in lieu of a class break.  While the 
Education Code does not require breaks, the Statewide Academic Senate has found that best practices 
include breaks for long classes.  Research shows a break improves student attention and learning. 
 

Course Syllabus Requirements 
You must submit a current syllabus for each course you teach, preferably electronically, to your Division 
Dean at the beginning of each semester and summer session. Your Faculty Chair may also request a copy. 

http://blackboard.sbccd.cc.ca.us/
http://www.craftonhills.edu/forms/faculty_and_staff/book_requisition/login_form.php
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You must give a syllabus to each student at the first class meeting.  As you prepare your syllabus, be sure 
to review the college calendar (available on the college website) to check important dates such as deadlines 
and holidays.   
 

Syllabi need to include the course name and student learning outcomes (SLOs). It should also include 
other important items: 

¶ Name of college, course number and title, section and reference number, number of units, 
day/year/time/place of class meetings  

¶ Your name and contact information, including e-mail address, phone number or voice mail and office 
hours (if applicable) 

¶ Catalog descriptions, prerequisites and course objectives (from the course outline of record) 

¶ The title, author and edition of all required texts and a list of required materials. 

¶ Grading standards, specific requirements for earning a successful grade in the course, assignments 
and the criteria that will be used in evaluating those assignments, including appropriate rubrics 

¶ Policies regarding conduct and expectations of students (e.g. cell phones use, attendance and 
participation requirements, plagiarism policy) 

¶ Resources around campus to aid in student success 

¶ A tentative course schedule including an outline of topics and assignments, final exam date and 
time, and other important dates including the last day to drop with and without a W 

You may ask your Department Chair to see a sample. 
 

E-mail Accounts 
All instructors must establish a district e-mail account.  In order to be assigned an e-mail address, you must 
complete a User Application. The application is available online at http://dets.sbccd.org/forms.  Your user 
application must be typed and submitted to your Division Dean for approval. Once your e-mail address has 
been assigned, the Instruction Office will notify you and you will receive an e-mail with your user name, 
password and e-mail address.  Log on to the College website (www.craftonhills.edu) and follow the prompts 
on the right hand side of the page to log in.  From then on, you can access your e-mail remotely through the 
college website (logins). For assistance, contact the Districtôs 24/7 Help Desk at (877) 241-1756. 
 

Evening Administrator 
A member of the College administration is on duty Monday through Thursday evenings from 5:00pm ï 
10:00pm.  A schedule of evening administrator coverage, including office locations and phone numbers, is 
distributed via e-mail at the beginning of each week. 
 

Identification Card 
You may request a college identification card from the Student Life Office. Please have your Staff ID number 
(available on WebAdvisor) and your driverôs license ready. Each year you will need to replace the academic 
year sticker by requesting it through the Student Life office. 
 

Keys to Classrooms 
Most classrooms on campus do not require keys.  If you require a key, contact your Division Secretary.  All 
key orders must be authorized by your Division Dean.  When your key order is completed, you will be 
directed to pick it up and sign for it in the Communications Office, LADM-150.  At the end of the semester, 

http://dets.sbccd.org/forms
http://www.craftonhills.edu/
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return any keys you do not expect to need again to the Communications Office.  If you lose your key, you 
will be assessed a $5.00 replacement fee for it.  
 

Mailboxes 
Mailboxes for most faculty are located on the first floor of the Learning Resource Center. Some faculty have 
their mail delivered to department offices. Please check your mailbox regularly. 
 

Parking Privileges 
All faculty are obligated to follow the same parking regulations as other staff and students. You may park in 
the staff parking areas; however, you must obtain a parking permit and display it as indicated on the permit.  
Parking permits can be obtained from your division dean. Your parking permit allows you to park at both the 
Crafton Hills College and San Bernardino Valley College campuses and the San Bernardino Community 
College District location. 
 

Requesting Interpreters 
All Deaf and Hard of Hearing instructors will automatically be set up with an interpreter for their first day of 
class, with the exceptions of ASL 103, 104 and 105, unless specifically requested. All interpreter requests, 
modifications and cancelations will be handled through the division secretary. Please do not call the vendor 
or interpreter personally. If you need additional interpreting services (for meetings, trainings, etc.), or need to 
cancel any services, please contact the division secretary with as much advanced notice as possible. 
 

Student Learning Outcomes (SLOs) 
Student Learning Outcomes are statements that describe what students are expected to know, think, feel, or 
do at the end of a course/program.  One of the purposes of SLOs is to find common measures for learning 
while respecting differences in instructor grading.  Measuring the degree that students can actually 
demonstrate their knowledge or mastery of the SLOs gives us an indication of how well students are 
learning the material, and can indicate what changes may be needed to improve student learning.  In order 
to help facilitate the tracking and reporting of SLOs, CHC has adopted a four-point rubric to assess 
outcomes, and uses the SLO Cloud for tracking and reporting of outcomes assessed: 
https://craftonhills.edu/slocloud/login?page=/slocloud/.  In addition, you can find additional information on the 
outcomes assessment processes at CHC on the Office of Institutional Effectiveness, Research, and 
Planning Student Learning Outcomes Website: 
http://www.craftonhills.edu/About_CHC/Research_and_Planning/Institutional_Effectiveness_Resources/Stu
dent_Learning_Outcomes. Full-Time faculty must complete SLOs on a regularly defined basis. Part-Time 
faculty can receive additional compensation for any work completed on SLO creation, evaluation, and data 
entry. 
 

Substitute Instructors 
All substitute instructors must meet the minimum qualifications as mandated by the California Community 
Colleges Board of Governors and be approved by the District Board of Trustees.  Contract instructors may 
also substitute.  Substitutes are generally approved in the case of extended absence or other circumstances 
which dictate a need.  Substitutes are generally not approved for single course meetings.  Please contact 
your Division Dean for additional information.  All substitutes are paid on an hourly basis and must complete 
an Academic Hourly Substitute Time Sheet, available from your Division Secretary.  Substitute time sheets 
must be submitted to your Division Secretary no later than the 11th of each month. 

https://craftonhills.edu/slocloud/login?page=/slocloud/
http://www.craftonhills.edu/About_CHC/Research_and_Planning/Institutional_Effectiveness_Resources/Student_Learning_Outcomes
http://www.craftonhills.edu/About_CHC/Research_and_Planning/Institutional_Effectiveness_Resources/Student_Learning_Outcomes
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Teaching Load/Office Hours  
A full-time certificated employee is assigned 15 lecture hours per week, or 21 lab hours per week, or 24 
clinic hours per week, or 35 counseling or library reference work hours per week, or any combination of 
assignment such that the sum of full-time equivalencies (FTE) equals 1.00. You must maintain at least three 
posted office hours and two arranged office hours per week.  
 

Voice Mail Box  
All instructors are eligible to receive a District voice mailbox.  In order to be assigned voice mail, you must 
complete a User Application. The application is available online at http://dets.sbccd.org/forms.  Your User 
Application must be typed and submitted to your Division Dean for approval.   Once your voice mailbox has 
been assigned, you will receive an e-mail with your voice mailbox number.  To set up/access your mailbox 
call (909) 389-3300 (or X3300).  Press the pound (#) key, enter your four-digit voice mailbox number, pound 
(#), your password and pound (#).  The initial password is 12345.   Follow the voice prompts until you hear 
ñYou have finished enrollment.ò  Voice mailboxes which are not set up within 30 days of creation or which 
are inactive for 30 days will be deactivated.   
 

Students can leave messages for you by calling the College main number (909) 794-2161 and entering your 
voice mail extension at any time during the recorded message.  For assistance, contact the Districtôs 24/7 
Help Desk at (877) 241-1756. 
 

WebAdvisor 
Logging into WebAdvisor is easyðgo to the College website (http://www.craftonhills.edu/webadvisor) and 
click login, then WebAdvisor, and follow the promptsðuse the same login and password you currently use 
to access your CHC email. If you need assistance to find your used ID or to change your password, there is 
assistance on the left side of the WebAdvisor homepage. After you log in, click the FACULTY icon to access 
the Faculty Menu. 
 

Accessing Your Rosters 
WebAdvisor provides you with two versions of your class rosterðthe WebAdvisor version (found under 
Class Roster) and the traditional version (found under My Classes). 
* WebAdvisor RosterðOnce logged into WebAdvisor, in the Faculty Menu, click on Class Roster. Select the 
term from the drop-down menu (you can ignore the start and end dates), then select the class. 
* Traditional RosterðOnce logged into WebAdvisor, in the Faculty Menu, click on My classes. You will be 
transferred into the Campus Central System. Identify the course, and click on Roster. Most faculty members 
find this one to be more user friendly. 

 

http://dets.sbccd.org/forms
http://www.craftonhills.edu/webadvisor
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Screenshots of WebAdvisor 


