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T his Faculty Handbook is a guide to
help you learn more about Camden
County College, your responsibilities,

your benefits and the privileges you enjoy as a
member of our faculty. It supersedes all prior
handbooks and includes the College’s current
guidelines for faculty. Ask your program coordi-
nator, department chair or dean if you have a
question not answered in this handbooks, or if
you need information on a topic not covered.

Camden County College reserves the right to
change, correct, modify or revoke this handbook
or any of its terms at any time. Nothing con-
tained within this handbook should be construed
to create a contract or give rise to any contractu-
al rights. In all employment decisions, Camden
County College reserves the right to take such
action as it deems appropriate given the circum-
stances relating to those decisions.

The Faculty Handbook is also available on the
CCC Web site under the Faculty Staff Link.
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Fall Semester 2009
Semester Opening Day for Faculty & Staff ...........................August 31 (M)
Last Day to drop, 100% refund...........................................September 1 (T)
Registration for Space Available Waiver Programs ...........September 1 (T)
Classes begin.............................................September 2 (W)
Labor Day, College Closed .................................................September 7 (M)
Weekend Classes begin .....................................................September 11 (F)
Last Day to drop, 50% refund..........................................September 16 (W)
Audit deadline ..................................................................September 23 (W)
Priority Online Spring 2010 Registration begins................October 26 (M)
No evening classes............................................................November 25 (W)
Thanksgiving Holiday, no classes .........................November 26-29 (R-Su)
Withdrawal deadline.............................................................December 4(F)

Last DAY classes meet: Last NIGHT classes meet:
M/W/F..........................Dec. 18 (F) Monday........................Dec. 21 (M)
M/W .............................Dec. 16 (W) Tuesday........................Dec. 15 (T)
M/F ..............................Dec. 21 (M) Wednesday ...................Dec. 16 (W)
W/F ..............................Dec. 16 (W) Thursday......................Dec. 17 (R)
T/Th.............................Dec. 17 (R) Friday...........................Dec. 18 (F)
Sat................................Dec. 19 (S) M/W .............................Dec. 21 (M)
Sun. .............................Dec. 20 (Su) M/F ..............................Dec. 21 (M)
Monday........................Dec. 21 (M) W/F ..............................Dec. 18 (F)
Tuesday........................Dec. 15 (T) T/Th.............................Dec. 17 (T)
Wednesday...................Dec. 9 (W)
Thursday .....................Dec. 17 (R) 
Friday...........................Dec. 18 (F) 

Final Exam Days..............................................................Dec. 22-23 (T-W) 
Semester Ends ...........................................................................Dec. 23 (W)
College Closed .................................................................Dec. 24-January 1
Final Grades Due ..................................................................January 4 (M)

Spring Semester 2010
College reopens ......................................................................January 4 (M)
Semester Opening Day for Faculty & Staff ..........................January 19 (T)
Martin Luther King Day, College Closed .............................January 18 (M)
Last Day to drop, 100% refund .............................................January 19 (T)
Registration for Space Available Waiver Programs .............January 19 (T)
Classes begin ...............................................January 20 (W)
Weekend Classes begin..........................................................January 29 (F)
Last Day to drop, 50% refund ...............................................February 2 (T)
Audit Deadline.......................................................................February 9 (T)
Spring Break .............................................................March 15 - 21 (M-Su)
No Classes, Library Closed .........................................................April 4 (Su)
Priority Online Fall 2010 Registration begins .........................April 26 (M)
Withdrawal Deadline .................................................................April 27 (T)

Last DAY classes meet: Last NIGHT classes meet:
M/W/F.........................May 10 (M) Monday........................May 10 (M)
M/W ............................May 10 (M) Tuesday........................May 11 (T)
M/F .............................May 10 (M) Wednesday ...................May 5 (W)
W/F .............................May 7 (F) Thursday .....................May 6 (R)
T/Th ...........................May 11 (T) Friday...........................May 7 (F)
Sat...............................May 8 (S) M/W .............................May 10 (M)
Sun. ............................May 16 (Su) M/F ..............................May 10 (M)
Monday.......................May 10 (M) W/F ..............................May 7 (F)
Tuesday.......................May 11 (T) T/Th.............................May 11 (T)
Wednesday..................May 5 (W)
Thursday ....................May 6 (R)
Friday .........................May 7 (F)

Final Exam Days...............................................................May 12-14 (W-F)
Semester Ends .............................................................................May 14 (F)
Final Grades Due .......................................................................May 19 (W)
Commencement ........................................................................May 22 (S)
Commencement  ........................................................................May 16 (S)

2 Camden County College

CAMDEN COUNTY COLLEGE
2009-2010 ACADEMIC CALENDAR

Summer Session 2010 - 5 week
First Session classes begin................................ May 24 (M)
Memorial Day, College closed ....................................................May 31 (M)
First Session classes end .............................................................June 24 (R)
Final Exam Day .........................................................................June 28 (M)
Final Grades due ............................................................................July 6 (T)

Second Session classes begin............................ June 29 (T)
July 4 Holiday, College closed .......................................................July 5 (M)
Second Session classes end ...........................................................Aug 2 (M)
Final Exam Day .............................................................................Aug 3 (T)
Final Grades due ......................................................................August 9 (M)

Third Session classes begin ............................... July 20 (T)
Third Session classes end.......................................................August 23 (M)
Final Exam Day ......................................................................August 24 (T)
Final Grades due ....................................................................August 30 (M)

Summer Session 2010 - 8 week
Classes begin......................................................May 24 (M)
Memorial Day, College closed ....................................................May 31 (M)
July 4 Holiday, College closed .......................................................July 5 (M)
Classes end ...................................................................................July 15 (R)
Final Exam Day ..........................................................................July 19 (M)
Final Grades due .........................................................................July 26 (M)
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IMPORTANT PHONE NUMBERS
Main Campus Numbers......Blackwood.............................................................................856-227-7200

Camden.................................................................................856-964-1304
Rohrer ...................................................................................856-874-6000
Toll Free Number  ...............................................................1-888-228-2466

Academic Advisement Center.....................................................................................................227-7200, ext. 4454

Academic Support......Blackwood.............................................................................227-7200, ext. 4512
Distance Learning ................................................................227-7200, ext. 5007

E-mail: online@camdencc.edu
Instructional Media..............................................................227-7200, ext. 5056
Instructional Support (ISD) ................................................374-5065 or ext. 5065

E-mail: ISD@camdencc.edu

Bookstore......Blackwood.............................................................................227-7200, ext. 4316
Camden ................................................................................856-968-1200
Rohrer ...................................................................................856-874-6050

Computer Labs......Blackwood.............................................................................227-7200, ext. 4446 (LRC 301)
Camden E-Village.................................................................968-1266 (CTC 202)
Rohrer ...................................................................................874-6001 (ROH 208) 

Deans’ Offices......Arts, Humanities & Social Sciences .....................................227-7200, ext. 4448
Business, Computers & Technical Studies...........................227-7200, ext. 4420
Math, Science & Health Careers ..........................................227-7200, ext. 4468
Dean of Students ..................................................................227-7200, ext. 4454
School & Community Academic Programs ........................227-7200, ext. 4530
Camden Campus Dean ........................................................968-1280

Evening Secretary Support......Arts, Humanities, Social Sciences ........................................227-7200, ext. 4250
Business, Computers & Technical Studies...........................227-7200, ext. 4421
Math, Science & Health Careers ..........................................227-7200, ext. 4748

Human Resources.....................................................................................................227-7200, ext. 4221

Library......Blackwood.............................................................................227-7200, ext. 4408, 4404
Rohrer ...................................................................................874-6001
Camden.................................................................................225-6033

Make-Up Testing.....................................................................................................227-7200, ext. 4416, 4710

Office of Information Technology/Help Desk.....................................................................................................374-4900 or 227-7200, ext. 4900
E-mail: OITdept@camdencc.edu

Public Safety......Blackwood.............................................................................227-7200, ext. 4288 / Emergency, ext. 7777
Blackwood-Direct .................................................................856-374-5089
Blackwood Cell-to-Cell .........................................................609-868-2074
Camden.................................................................................968-1393 / Emergency, ext. 3102
Camden Cell-to-Cell .............................................................609-868-2079
Rohrer ...................................................................................874-6057 / Emergency, ext. 6057 
Rohrer Cell-to-Cell ...............................................................609-868-2081

Records and Registration.....................................................................................................227-7200, ext. 4200   

Special Projects & Event Coordination.....................................................................................................227-7200, ext. 4289  

Testing Center......Blackwood.............................................................................227-7200, ext. 4710

Tutoring Center......Blackwood.............................................................................227-7200, ext. 4411
Camden ................................................................................968-1359 
Rohrer ...................................................................................874-6001



Issue Who to See Where to Call

Academic Probation Dr. Robert Kaczorowski 4448
Arts, Humanities & Social Sciences

Dr. Melvin Roberts 4420
Business, Computers & Technical Studies

Dr. Wendy Blume 4468
Math, Science & Health Careers

Dr. James Canonica 4454
Undeclared/Non-Matriculated Students

Advising Dr. James Canonica 4454

Assessment of Prior Learning Eve Highstreet 4275

Childcare Jennifer Hatfield 227-6872

Classroom Availability Bunny Kohl 5076
Christine Cappella 4452

Colleague Access Tina Lacava 5066

Colleague Training Tom Gannon 4384

Co-op Dr. Robert Kaczorowski 4448
Arts, Humanities & Social Sciences

Dr. Melvin Roberts 4420
Business, Computers & Technical Studies

Dr. Wendy Blume 4468
Math, Science & Health Careers

Dr. James Canonica 4454
Undeclared/Non-Matriculated Students

Deaf/Hard of Hearing Services Dr. James Canonica 4454

Degree Audit Vanessa McMasters 4227

Disability Services Office (formerly PACS) Joanne Kinzy 4430

Discipline Problems Dr. James Canonica 4454

Distance Learning Tom Murray 5080

4 Camden County College

ENROLLMENT & STUDENT SERVICES
WHO TO SEE / WHERE TO CALL

2009-2010
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Issue Who to See Where to Call

E-mail Concerns OIT Help Desk 4900

Emergencies and Safety Concerns Public Safety 7777, 4288

EOF [Educational Opportunity Fund] Questions Clyde Lynard 1325

ESL [English as a Second Language] Advising Jesse Orlando 4539

Facilities/Building Problems Daytime – 4:30 p.m./Physical Plant 4240
Evenings/Weekends  Public Safety 7777, 4288

Financial Aid Concerns Aquila W. Galgon 5073

Grading Concerns Zaida Esteras 4230

International Student Concerns Jesse Orlando 4539

NJSTARS Edward Reynolds 4226

Registration Concerns Jacqueline Baldwin 4347

Scholarship, Foundation Melissa McKelvey 4946

Scholarships, External Jacqueline Tenuto 5088

Student Activities, Clubs, Organizations
Student Government Association Jacqueline Tenuto 5088

Student Employment Jane McGovern-Unger 4345

Teaching and Learning Center Dr. A. Elena Bogardus 4363

Testing Concerns Eve Highstreet 4275

Transfer Credit Concerns Jacqueline Baldwin 4342

Transfer Concerns Vanessa McMasters 4227

Tutoring Services Patricia Engel 4411

Unsatisfactory Academic Progress for Financial Aid Aquila W. Galgon 5073

Veteran Concerns Christine Willse 4960

WebAdvisor Jacqueline Baldwin 4347









2009-2010 Faculty Handbook         33

Camden County College 
Employee Reimbursement and Summary Travel Form 

(Must be turned in within 30 days of date expense incurred) 
 
     
Employee ID #  Name (please print)  Today’s Date 
     

  Address, City, State, Zip  PO# (Overnight Travel Only) 
 
(A)  REIMBURSEMENT(S) (Attach Original Receipts)         
 

Department Code 

 
 

 

Budget Code  

 
63203 

 

Registration/Conference Fees 

  
$ 

 

Department Code 

 
 

 

Budget Code  

 
65610 

 

Wireless & Cell Phones 

  

$ 
 

Department Code 

 
 
 

 

Budget Code 

 
 
 

Miscellaneous (describe): 

 

                                           

  
 

$ 

Department Code  
 

Budget Code  
 

Miscellaneous (describe): 

 

  
$ 

 

Total (A) Reimbursement(s): $ 
  

(B) LOCAL TRAVEL  (Attach Worksheet & Original Receipts) 
 

Travel Purpose, Location and Date:  
  

Department Code:  Budget Code:  63413  Miles @ $.55/Mile =   Tolls:   $ 

   

Total (B) Local Travel: $ 
 

 (C)  OVERNIGHT TRAVEL COST (Attach Travel Plan, Worksheet & Original Receipts)  
 

Travel Purpose Location and Date:  
 

Department 
Code 

Budget 
Code 

  
Day 1 

 
Day 2 

 
Day 3 

 
Day 4 

 
Day 5 

 
Total 

 63203 Air/Train/Bus Fare       

 63203 Shuttles, Taxi, Mileage, etc.       

 63203 Hotel Room (+Tax)       

  Breakfast       

  Lunch       

  Dinner       

 63203 Total Meals       

 63203 Total Costs       

Standard daily food allowances for the employee only is $40.00.  
(Alcoholic beverages are non-reimbursable).  Total (C) Overnight Travel: $ 
    
   TOTAL DUE EMPLOYEE $ 
Requested By:_____________________________ Date:______  (All Worksheets & Receipts Must Be  
Immediate Supervisor:______________________ Date:_______ Attached for Reimbursement Eligibility)  
Budget Manager ($500 or Less)_______________ Date:_______   
Dean ($500 to $2,500)______________________ Date:_______   
Vice President (Over $2,500)_________________ Date:_______   
 

 

Check No.______________ Date_______________  Check Received_______________ Date_______________ 

Date Mailed________________________________  Signed__________________________________________ 
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Camden County College 
                                            Travel Plan 

 
___________________________________   ___________________ 
Name (Please Print)                         Employee ID Number 

       _______________ 
                 Today’s Date           

Purpose of Trip:____________________________________________________________ 

_________________________________________________________________________ 

Destination:_______________________________________________________________   

Departure Date :_____________________     Return Date:_____________________ 
 

Day Trips: Departure time______________  Return Time:_____________________ 

 

Traveling by:              Auto_____    Train_____     Plane_____     Bus_____     Other_____  

 

Arrangements made with class (Description of class coverage during your absence – if 

substitutes are needed, please indicate how many classes need coverage): 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

APPROXIMATE TRAVEL COSTS: 

      PER DAY TOTAL          PER DAY TOTAL 

Transportation  ________ _______ Lodging ________ ________ 

Mileage (# of miles x rate)________ _______ Local Travel ________ ________ 

Meals   ________ _______ Other  ________ ________ 

Registration Fees ________ _______  

         (Please explain)  ____________________ 

          Total Trip Cost            __________ 

 

Budget Code:___________________               Amount Approved           __________ 
--------------------------------------------------------------------------------------------------------------------- 

 
REQUESTED BY:_______________________________________________     DATE:____________ 
 
IMMEDIATE SUPERVISOR:_______________________________________    DATE:____________ 
 
BUDGET MANAGER SIGNATURE:_________________________________    DATE:____________ 
 
DEAN SIGNATURE (IF APPLICABLE):______________________________     DATE:____________ 
 
VP SIGNATURE (IF APPLICABLE):_________________________________    DATE:____________ 

 
After final approval, departments must process a purchase order to encumber funds for overnight travel.  
Approved form must accompany all requests for purchase orders or reimbursements. 
Purchase Order #___________________.  Please submit Employee Reimbursement form for travel expenses 
within 30 days with all receipts attached and original travel plan to Accounts Payable. 
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  CAMDEN COUNTY COLLEGE 

 

   TRAVEL REPORT 

 

  (Attach to Reimbursement Form) 

 

 

Name:  

  

Dates of Travel: 

 

     

Department:   Location of Trip:  

     

Conference or Meeting Title:  

     

Description of Conference or Meeting Purpose: (give a brief description of the purpose) 

     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

     

 

Presented to Dept:   Date Presented:  

 

Presented to Division:  Date Presented:  

 

Dean Signature:  Date Signed:  

 

VP Signature:  Date Signed:  
 

 

G:\FORMS\Travel\Trip Info form.doc 

   
                                            Travel Plan 

 
   ___________________ 

N                            Employee ID Number 
        

                 Today’s Date           

P    

 

   

D        Return Date:_____________________ 
 

     Return Time:_____________________ 

 

               Auto_____    Train_____     Plane_____     Bus_____     Other_____  

 

             

          

 

 

 

   

      PER DAY TOTAL          PER DAY TOTAL 

T   ________ _______ Lodging ________ ________ 

M            

   ________ _______ Other  ________ ________ 

R      

         (Please explain)  ____________________ 

          Total Trip Cost            __________ 

 

                Amount Approved           __________ 
-  

 
      DATE:____________ 

 
     DATE:____________ 

 
      DATE:____________ 

 
        DATE:____________ 

 
       DATE:____________ 

 
                

A            
    Please submit Employee Reimbursement form for travel expenses 

w               


