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I. WELCOME 
 

Welcome to the Department of Mathematics, Engineering, and Computer Science (MEC) of LaGuardia 

Community College. This handbook is intended to provide a brief guidance/help to new and continuing 

Adjunct Faculty members.  

 

This handbook is generic in nature. If you cannot find an answer to your specific questions regarding 

organizational issues and/or courses that you teach, please, be sure to consult with George McCormack 

(room E235B, 718-482-5733), secretaries, or your course coordinator(s). All necessary contact 

information is provided below.   

 

Remember that LaGuardia Community College is unique in the sense that the College operates on a 

different schedule from almost all other CUNY schools. The College has an enhanced semester 

calendar that contains a 12 week session followed by a mini 6 week session. Complete courses are 

offered in each session. The 12 week sessions are the Fall I and the Spring I sessions and the 6 week 

sessions are the Fall II and Spring II sessions
1
. During 6 week sessions classes are more intense; keep 

this in mind as you prepare your lectures and labs. 

 

We encourage you to get a copy of the academic calendar from the department office secretaries or 

online. This will provide semester start and end dates, intersession, holidays, and other important 

information. Also, be aware that various unforeseen circumstances may result in a course change or 

course cancellation before the beginning of a semester.  Make sure you are available to receive phone 

calls from the department before classes start and do not forget to check your email. 

 

A full guide to Human Resources policies, procedures and practices, including but not limited to hiring, 

pay rates, movement in schedule, promotion, fringe benefits, and termination can be found in The 

Policies & Procedures Handbook for Adjunct Instructional staff, which is available at the Human 

Resource Web Site 

http://www.lagcc.cuny.edu/uploadedFiles/Main_Site/Content/Departments/HumanResources/PDF/Adjunct%2

0Instructional%20Staff%20Handbook.pdf 

 

Remember that you will set up your own relationships with your students, in which we will support you 

as professionals.  

We look forward to working with you in our department and hope that you will find this a rewarding 

teaching experience.  

                                                             
1 The Policies & Procedures Handbook for Adjunct Instructional staff; available at the Human Resource Web 

Site 

http://www.lagcc.cuny.edu/uploadedFiles/Main_Site/Content/Departments/HumanResources/PDF/Adjunct%2

0Instructional%20Staff%20Handbook.pdf 

 

http://www.lagcc.cuny.edu/uploadedFiles/Main_Site/Content/Departments/HumanResources/PDF/Adjunct%20Instructional%20Staff%20Handbook.pdf
http://www.lagcc.cuny.edu/uploadedFiles/Main_Site/Content/Departments/HumanResources/PDF/Adjunct%20Instructional%20Staff%20Handbook.pdf
http://www.lagcc.cuny.edu/uploadedFiles/Main_Site/Content/Departments/HumanResources/PDF/Adjunct%20Instructional%20Staff%20Handbook.pdf
http://www.lagcc.cuny.edu/uploadedFiles/Main_Site/Content/Departments/HumanResources/PDF/Adjunct%20Instructional%20Staff%20Handbook.pdf
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II.  Quick Start / Reminders: 
 

 MEC Office E-218; phone #: (718) 482-5710. Get to know our secretaries. 

 George McCormack (room E235B, 718-482-5733, gmccormack@lagcc.cuny.edu) is a 

primary contact person for Adjunct Faculty regarding all issues you may have. 

 

 Room E-218 is an area with mailboxes available for your use.  

 Room E-223B is an area where you can keep your office hours  

 Room E256 is a faculty lab where you can find additional computers for your use. 

 

 

 Hand in you completed new hire packet to HR Room: E-407 & E-408, (718) 482-5075 

 Ask Payroll in E-402 about direct deposit and e-paystubs 

 Get an ID in C101. HR will give you the form.   

 Open CUNYfirst account 

 All lab instructors must have a certificate of fitness from NYC Fire Dept; contact Judith 

O’Toole at jotoole@lagcc.cuny.edu or call 718 482-5772 

 

 Contact MEC secretaries for text and syllabi. Contact the Course coordinator(s) if more 

information is needed. Contact information for all coordinators is given on page 6. 

 Keep attendance via La Guardia Web Attendance & CUNYfirst (Census date on 

Academic Calendar). Keep grades and attendance on an excel sheet to hand in at the end 

of the term.  

 If you’re teaching 6 hours you need to post 1 office hour 

 Use the Print Center via email for copies, homework and exams. You may also submit 

your print job by putting it in a specially designated tray in E218. 

 

 Security (718) 482–5558 (non-emergency) 

   (718) 482–5555 (emergency) 

 

 

 

Read further for more information! 

 

 

 

 

 

 

 

http://web.laguardia.edu/directory/composer.aspx?ID=gmccormack
mailto:jotoole@lagcc.cuny.edu
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III. IMPORTANT CONTACT INFORMATION: 
 

CHAIRPERSON   

Dr. Abderrazak Belkharraz 

718 482-5710  

E235A  

abelkharraz@lagcc.cuny.edu 

 

DEPUTY CHAIRS   

Dr. Gordon Crandall 

718 482-5729  

E218W  

crandallgo@lagcc.cuny.edu  

Prof. Rudy Meangru 

718 482-5736  

E218P  

rmeangru@lagcc.cuny.edu   

Prof. Gene Yao 

718 482-4057  

E218F  

geney@lagcc.cuny.edu   

DIRECTOR OF ENGINEERING                 DIRECTOR OF COMPUTER SCIENCE   

Dr. Yves Ngabonziza 

718 482-6178  

E235I  

yngabonziza@lagcc.cuny.edu   

Dr. Gerald Meyer 

718 349-4041 

E218R 

geraldm@lagcc.cuny.edu  

      

STAFF   

DePeña, Maria  

(CUNY Office Assistant) 

718-482-5710 

[6712 Internal use only] 

E218  

mdepena@lagcc.cuny.edu  

Franco, Maria  

(College Assistant)  

718-482-5710  

[6711 Internal use only] 

E218  

mfranco@lagcc.cuny.edu  

Pappas, Anthony  

(CUNY Office Assistant) 

718-482-5710  

[6710 Internal use only] 

E218F  

geney@lagcc.cuny.edu   

 
 
 

George McCormack  

(Room E235B, 718-482-5733, gmccormack@lagcc.cuny.edu)  

is a primary contact person for Adjunct Faculty regarding all issues 
you may have. 

 

http://web.laguardia.edu/directory/composer.aspx?ID=abelkharraz
http://web.laguardia.edu/directory/composer.aspx?ID=crandallgo
http://web.laguardia.edu/directory/composer.aspx?ID=rmeangru
http://web.laguardia.edu/directory/composer.aspx?ID=geney
http://web.laguardia.edu/directory/composer.aspx?ID=yngabonziza
http://web.laguardia.edu/directory/composer.aspx?ID=geraldm
http://web.laguardia.edu/directory/composer.aspx?ID=mdepena
http://web.laguardia.edu/directory/composer.aspx?ID=mfranco
http://web.laguardia.edu/directory/composer.aspx?ID=geney
http://web.laguardia.edu/directory/composer.aspx?ID=gmccormack
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COURSE COORDINATORS’ CONTACT INFORMATION: 
 

 

MAT  COURSES 

 

MAT  COURSE COORDINATORS 

EMAIL (____@lagcc.cuny.edu); 

PHONE (718-482-_____); 

Web (if available) 

MAT095 Jeanne Funk,  

Wook Dong Won 

Jfunk; 5698; https://lagcc-

cuny.digication.com/jeanne_m_funk/Welcome 

 Dwookwon; 5098 

MAT096 Abdou Drame,  
Mangala Kothari,  
Svetoslav Zahariev  

Adrame; 6184; 
Mkothari; 4055; 
Szahariev; 6175 
 

MAT095/MAT096 Svetoslav Zahariev(Pilot Section) Szahariev; 6175 

MAT103 William Rosenthal Brosenthal; 6093 

MAT104 William Rosenthal Brosenthal; 6093 

MAT106 Anthony Giangrasso Agiangra; 5721; 

http://faculty.lagcc.cuny.edu/agiangrasso/  

MAT107  Steven Cosares Scosares; 5953; 

http://faculty.lagcc.cuny.edu/scosares/  

MAT 112 Rudy Meangru  Rmeangru; 5736 

MAT115 Rudy Meangru Rmeangru; 5736 

MAT 118 Marina Nechayeva Mnechayeva; 4047 

MAT 119 Milena Cuellar Mcuellar; 5711 

MAT120  Marina Nechayeva Mnechayeva; 4047 

MAT121  Marina Nechayeva Mnechayeva; 4047 

MAT132 Svetoslav Zahaiev Szahariev; 6175 

MAT200  Natalia Mosina Nmosina; 6176; 

http://faculty.lagcc.cuny.edu/nmosina/  

MAT201 Mahdi Majidi-Zolbanin Mmajidi-zolbanin; 5265; 

http://faculty.lagcc.cuny.edu/mmajidi/  

MAT202  Mahdi Majidi-Zolbanin --//--//-- 

https://lagcc-cuny.digication.com/jeanne_m_funk/Welcome
https://lagcc-cuny.digication.com/jeanne_m_funk/Welcome
http://faculty.lagcc.cuny.edu/agiangrasso/
http://faculty.lagcc.cuny.edu/scosares/
http://faculty.lagcc.cuny.edu/nmosina/
http://faculty.lagcc.cuny.edu/mmajidi/
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MAT203  Mahdi Majidi-Zolbanin                   --//--//-- 

MAT204 Frank Wang Fwang; 5494; 

MAT210 Abdou Drame Adrame; 6184; 

MAT212 Abdou Drame --//--//-- 

MAT221 Prabha Betne Pbetne; 5715 

MAT230 Marina Dedlovskaya Mdedlovskaya; 5413 

MAT241 Abdelhamid Kadik Akadik; 4049 

MAT242 Abdelhamid Kadik --//--//-- 

 

COMPUTER 

COURSES 

MAC COURSE 

COORDINATORS 

EMAIL (____@lagcc.cuny.edu); 

PHONE (718-482-_____); 

Web (if available) 

MAC101 Gerald Meyer Geraldm; 4041 

MAC 102 Dmitriy Chebanov/ Gerald Meyer Dchebanov; 5716 

MAC109 Luis Rizo Lrizo; 4048 

MAC110 Lawrence Muller Lmuller; 4045; 

http://faculty.lagcc.cuny.edu/lmuller/  

MAC125 Lawrence Muller,  
Omar Ait Hellal 

--//-- 
Oaithellal; 6174 

MAC190 Gerald Meyer Geraldm; 4041 

MAC230 Luis Rizo Lrizo; 4048 

MAT231 Dmitriy Chebanov/ Gerald Meyer Dchebanov; 5716/ Geraldm; 4041 

MAC232 Luis Rizo Lrizo; 4048 

MAC233 Luis Rizo --//-- 

MAC241 Gene Yao Geney; 4057 

MAC242 Gene Yao --//-- 

MAC245 Walter DeLaTorre Walterde; 4054 

MAC246 Walter DeLaTorre, Omar Ait Hellal Walterde; 4054 / Oaithellal; 6174 

http://faculty.lagcc.cuny.edu/lmuller/
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MAC250 Walter DeLaTorre Walterde; 4054 

MAC252 Luis Rizo Lrizo; 4048 

MAC253 Luis Rizo --//-- 

MAC260 Walter DeLaTorre Walterde; 4054 

MAC265 David Peled/ Gene Yao Davidp; 4058/ Geney; 4057 

MAC 281 Dmitriy Chebanov/ Gerald Meyer Dchebanov; 5716/ Geraldm; 4041 

MAC 283 Lawrence Muller Lmuller; 4045; 

http://faculty.lagcc.cuny.edu/lmuller/ 

MAC286 Gerald Meyer Geraldm; 4041 

MAC289 Gene Yao Geney; 4057 

MAC291 David Peled Davidp; 4058 

MAC292 David Peled --//-- 

MAC293 Gene Yao Geney; 4057 

MAC295 Lawrence Muller Lmuller; 4045; 

http://faculty.lagcc.cuny.edu/lmuller/ 

ENGINEERING 

COURSES 

MAE COURSE COORDINATORS 

 

EMAIL (____@lagcc.cuny.edu); 

PHONE (718-482-_____); 

Web (if available) 

MAE100 Hendrick Delcham Hdelcham; 5731 

MAE101 Sreedevi Ande Sande; 5939 

MAE 106 Zahidur Rahman Zrahman; 5957 

MAE107 TBA  

MAE 209 TBA  

MAE211 Paul West Pwest; 6177 

MAE213 Yasser Hassebo/ Zahidur Rahman Yhassebo; 6092 / Zrahman; 5957 

MAE217 Yasser Hassebo Yhassebo; 6092 

MAE219 Yves Ngabonziza Yngabonziz; 6178 

 

http://faculty.lagcc.cuny.edu/lmuller/
http://faculty.lagcc.cuny.edu/lmuller/
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IV. Important General Information: 

CUNYfirst: 

All faculty must set up an account with CUNYfirst. Go to the LaGuardia website 

http://www.lagcc.cuny.edu/home/ , click CUNYfirst, and it will prompt you. Print out your ID & 

password to keep for your records. Attendance must be entered in CUNYfirst by the census date 

indicated on the academic calendar. 

Human Resources: 

Human Resources is located in the E-407 and E-408. Phone number is (718) 482-5075, and the website 

is http://www.lagcc.cuny.edu/humanresources/ 

IDs: 

You will need to get a College ID, which you should wear whenever you are on campus. The process 

of getting an ID is as follows: after you’ve completed your New Hire Packet, HR will provide you 

with a memo that you take to C101 (College ID office) along with photo identification (driver’s license 

or passport) to complete the process. Their office hours are: 9 AM to 8 PM on Mon-Thurs, and 9 AM to 

5 PM on Fridays. 

 

Computer Services and Support: 

Most classrooms at LaGuardia are Smart-rooms; they are equipped with a computer that is connected to 

the internet, and a projector. If this equipment is unavailable, it can be reserved in the library; a 

reservation form is available online or in person. 

Library Services: 

The Library offers equipment such as laptops for use in the classroom. Access to CUNY wide research 

materials, such as journals and interlibrary book loans, are also available at the library.  

 

Adjunct Room and Mailboxes: 

E-223B is an area with desks that is available for your use. In addition, E256 is a faculty computer 

facility; feel free to use it. Your mailbox is in E-218. You will be receiving important communications 

throughout the semester; check it every time you are on campus.   

Printing Services: 

Materials can be sent for printing in one of three ways: 

1. Via e-mail from your Groupwise account:  sent Exams and Quizzes to EXAMPRINT@lagcc.cuny.edu. 

All other materials can be sent to printcenter@lagcc.cuny.edu . Please allow 48-hour turnaround time. 

Remember: You must send the request from your Groupwise account. They will not accept it from 

your personal account. 

2. Printing through the MEC office: copies of exams, test & quizzes must be left in a red envelope provided 

in E218. Attach them to a print-shop request form and place the envelopes in the designated tray. The 

copies will be put into your mailbox within 48 hours.  

3. You may go in the evening to the Print Shop (MB-20, Mon. - Thu. 5:00-6:45 PM) and wait for copies. 

 

General Campus Information: General campus information including college services and hours, 

such as cafeterias, swimming pool, gym, bookstore, etc., can be found at the following web site: 

http://www.lagcc.cuny.edu/About/Hours-Open/ 

http://www.lagcc.cuny.edu/home/
http://www.lagcc.cuny.edu/humanresources/
mailto:EXAMPRINT@lagcc.cuny.edu
mailto:printcenter@lagcc.cuny.edu
http://www.lagcc.cuny.edu/About/Hours-Open/
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V. Important Rules/Regulations to Follow. Guidelines for Teaching. 

 

Communication: 

Make sure you check your mailbox and your Groupwise email account regularly to avoid 

miscommunication and missing important information. 

Beginning of the Term Adjunct Workshops: 

All new adjunct faculty members are required to attend the Adjunct Workshop conducted each 

academic year to get necessary updates regarding teaching basic skills, college algebra and 

trigonometry, pre-calculus, and statistics courses, as well as other important information to make an 

upcoming teaching semester a success. For current adjuncts, it is strongly recommended to attend this 

workshop to make sure you are well prepared for the beginning of the semester. Please, watch for 

announcements! 

All adjuncts have to take Sexual Harassment and Violence Prevention workshops offered at LaGuardia. 

 

Avoid Last Minute Class Cancellations: 

Last minute cancellations of classes negatively affect students. If you need to cancel your class, please, 

make sure you do it in a timely fashion, providing a legitimate reason to the chairperson. You have to 

alert the department in advance so that a substitute could be found to cover your absence. Read more 

about Sick Leave Policy on page 15. Moreover, once you started teaching, you have a commitment to 

finishing your course(s) – you cannot stop teaching for the reason of a sudden new employment, for 

instance. 

Peer-Observations: 

Please, be aware that Peer-Observations will be conducted during the first 10 weeks of a semester for 

your first 10 semesters at the college.  You will have at least 24 hours’ notice before you are observed 

by a faculty member of your department. It is crucial that you check your mailbox and Groupwise 

email to get important communication on time and avoid any issues in connection to 

miscommunication. Please, be advised that you are not supposed to hold a review session during your 

observation; you are supposed to teach new material during the observation.  

The observer will prepare a written report within 1 week after observing you and schedule a post-

observation conference within 2 weeks to discuss course content and your teaching methodology with 

you. A post observation conference form is also completed in order to summarize the discussion 

between the two parties in order to generally assess the level of the faculty’s ability, and to include 

specific suggestions for improvement of instruction. Both parties sign the post observation conference 

form. You will receive a copy of the written observation report and a copy of the post-observation 

conference form before it is placed in your file.  You may place a response to your evaluation in your 

file if you feel it is necessary.  After 10 semesters of required observations you shall be observed at the 

request of your chairperson or yourself generally once a year. 

Syllabus and Curriculum Completion: 

The syllabus should be followed diligently to ensure continuity and agreement among all the course 

sections.  Exercise good judgment knowing what to emphasize but stay up to date so that you do not 

run out of time.  The curriculum must be completed. Many courses have Departmental Final 

Examinations that cover all the material, so if you don’t complete all topics on the syllabus, your 

students will be disadvantaged when facing the departmental exam. Encourage the students to use the 
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appropriate FREE tutoring services, see section on Student Resources. Check with your course 

coordinator regarding the availability of online homework options for your course. If you choose to 

include an online component using a Learning Management System, such as MyMathLab or 

MyStatLab, for your class you should distribute the relevant information for students on your syllabus, 

on a cover page added to the syllabus or via an e-mail during the first day of classes. 

 

Class Roster 

The class roster can be accessed at either CUNYfirst or LaGuardia’s web attendance site.  The roster 

will include students’ names, and the times and locations of your classes. 

No student is allowed in your class who is not on your roster or who does not provide you with an 

official add slip from the registrar. Only students on the roster will receive a grade.  Updated 

rosters can be printed from the Web Attendance as you need them. It is helpful to print a copy of your 

class roster from Web Attendance so that you have the names to create your grading spreadsheet.  

Attendance: 

Attendance must be taken at each class session and requires that you have a LaGuardia e-mail account. 

Instructors are required to keep an official record of student attendance.  The maximum number of 

excused absences is limited to 15% of the number of class hours.  Absences are counted from the first 

day of class even if they are a result of late registration or change of program. In the classroom you will 

find a computer to log onto Web Attendance.  Log on using your Groupwise user name and password. 

Make sure the projector is off before clicking on your section (this protects student privacy). Click your 

section and the current date and enter the appropriate selection for each student (e.g. “present”, 

“absent”, etc). Once completed, click “record attendance” then “okay”. If you are not able to do the 

Web Attendance during class, then pass an attendance sheet around and later transfer the information 

into Web Attendance. For assistance go to http://it.Laguardia.edu.  

Census day occurs by the end of the 6
th

 or 7
th
 meeting of a course; it will be indicated on your web 

attendance for that course.  On this day you must indicate any students who have not shown up at all to 

your class on your CUNYFirst Roster (This is different from web attendance). There are videos 

available on LaGuardia’s website demonstrating this process.  

 

Testing Procedures: 

Follow the testing schedule and format listed in your syllabus. You will determine the students’ final 

grades. Follow the grading policy as set out in the syllabus. Strictly adhere to the grading guidelines for 

your course. Be sure that students are aware of the policy on cheating. Should a student be caught 

cheating, refer to the guidelines in the Policy on Academic Integrity that can be downloaded at: 

http://library.laguardia.edu/files/pdf/academicintegritypolicy.pdf  or can be found in the college 

catalogue and report the incident to the chair.  Students should be given an opportunity to see the exam 

questions again when they receive their graded papers allowing them an opportunity to correct any 

grading errors and to learn from their mistakes. Feedback is very important. 

 

Final Exams: 

Final exams are administered during finals week at one of your regular scheduled times.  

FINAL EXAMS CANNOT BE GIVEN BEFORE FINALS WEEK! 

Be advised that you cannot cancel final examinations at your own will at the last moment. This would 

affect students very negatively. In case of emergency, you should work with the departmental chair or 

http://it.laguardia.edu/
http://library.laguardia.edu/files/pdf/academicintegritypolicy.pdf
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deputy chairs to handle all issues in a timely fashion. All Final Exams must be preserved for the period 

of 3 years (give them to Maria DePena). If you teach a basic skills course (MAT095 or MAT096), final 

exams are broken into 2 parts – your course coordinator will announce the dates in advance.  

 

Grades: 

Grading symbols and their explanations can be found at the following site: 

 http://www.lagcc.cuny.edu/advisingcentral/grad-gpa.aspx?id=10737420040. 

Repeat Grades and Incomplete Grades: 

The Repeat grade (“R”) is awarded only in Basic Skills courses.  In general, the student has 

satisfactorily completed all assignments and has demonstrated satisfactory progress toward the goal of 

the course but has not reached the level required to pass the course. 

The Incomplete grade (“IN”) may be awarded to students who have not completed all of the required 

course work but for whom there is a reasonable expectation of satisfactory completion.  A student who 

is otherwise in good standing in a course – defined as complying with the college attendance policy and 

maintaining a passing average – but who has not completed only few major assignments by the end of 

the course may request an incomplete grade. Incomplete Form (available in the office) must be 

completed and signed. Students have until the end of the following semester to take the missing exams; 

otherwise the Incomplete is automatically converted to FIN (Failure Incomplete). An Incomplete does 

not provide a student with an opportunity to retake an exam(s); all prior grades are retained and added 

into the calculation of the final grade.  Any instructor who gives an Incomplete is making a contract 

with that student to administer and grade the necessary assignments. 

 

See more at http://www.lagcc.cuny.edu/advisingcentral/grad-gpa.aspx?id=10737420040. 

Changing Grades: 

If you incorrectly register a grade you must fill out a form with the student’s name and ID number and 

document the error.  The secretaries will give you the form and the Chair must sign it. Students are not 

allowed to do the course work after the semester is over and then request change of grade. 

Reporting Final Grades: 

Final course grades are entered into CUNYfirst, an online grade entry system. If you have troubles, call 

the registrar at ext. 6011.  Print two copies of your final grade roster, one for the department and one 

for yourself. 

At the end of the semester, you will compile a list of items, including but not limited to a spreadsheet 

showing all exam grades, a copy of the final exam, the final course grade roster from CUNYfirst, and 

attendance, that must be submitted to the department secretary. Please, retain all final examination test 

papers for a period of three years after the completion of the course (see above). This insures that 

students can review their papers even though classes are no longer in session. 

 

Student Evaluations (SIRS) 

The student evaluation form is called the “Student Instructional Report,” also known as the SIR form. 

Adjunct teaching faculty members are evaluated by students in every class taught. After ten (10) 

semesters evaluations will only be conducted once a year or at the request of the chairperson or the 

adjunct.  

http://www.lagcc.cuny.edu/advisingcentral/grad-gpa.aspx?id=10737420040
http://www.lagcc.cuny.edu/advisingcentral/grad-gpa.aspx?id=10737420040
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VI. Student Resources: Where to Refer Students 

MEC Tutoring: 

Encourage students to use the appropriate free tutoring services available in MEC tutoring lab located 

in MC44. 

Mathematics Tutoring 

 For General Tutoring go to the Mathematics Tutoring Center - Room MB-44.  

 For Free Online Tutoring information, to make an appointment for one-on-one sessions or 

group reviews, visit room MB-44.  

 For help with mathematics software, computer lab assignments and projects, visit the 

Mathematics Computer Center Office - Room MB-39, or check the Maple and SPSS Tutoring 

Schedule.   

Contact Person  Room  Phone  

Ladji Doumbia - Mathematics Tutoring Lab Director  MB-44 718-482-5713 

Alex Ibañez - CLT - Mathematics Tutoring    MB-44 718-482-5735 

George McCormack - Online Mathematics Tutoring  E-235B 718-482-5733 

Luis A. Gonzalez - Chief CLT - Mathematics Computer Center   MB-39 718-482-5730 

Yvens Valere - CLT - Mathematics Computer Center  MB-94 718-349-4062 

Maria Cristina Lozano - Adjunct CLT - Mathematics Computer 

Center   
MB-39 718-482-5730 

Engineering Tutoring 

 For Tutoring and help with assignments and projects, visit the Engineering Lab -  E344. 

Contact Person  Room  Phone  

Abdellah Ait Elmouden- CLT   E344 718-482-5948 

Computer Science Tutoring 

 For Tutoring and help with assignments and projects, visit the Computer Science Labs Office - 

B305. 

Contact Person  Room  Phone  

Mercedes Acosta- Chief CLT   E235S 718-349-4044 

Walter De La Torre- Senior CLT   B305 718-349-4054 

http://www.laguardia.edu/Academics/Departments/MEC/Student-Resources/Lab-MB44-Math-Tutoring/
http://www.laguardia.edu/MEC/Student_Resources/Online_Services/
http://www.laguardia.edu/uploadedFiles/Main_Site/Content/Academics/Departments/MEC/Doc/Student_Resources/Maple_SPSS_Tutoring.pdf
http://www.laguardia.edu/uploadedFiles/Main_Site/Content/Academics/Departments/MEC/Doc/Student_Resources/Maple_SPSS_Tutoring.pdf
http://web.laguardia.edu/directory/composer.aspx?ID=ldoumbia
http://web.laguardia.edu/directory/composer.aspx?ID=ibanezal
http://web.laguardia.edu/directory/composer.aspx?ID=gmccormack
http://web.laguardia.edu/directory/composer.aspx?ID=lgonzalez
http://web.laguardia.edu/directory/composer.aspx?ID=valerey
mailto:clozano@lagcc.cuny.edu
http://www.laguardia.edu/Academics/Departments/MEC/Student-Resources/Lab-E344/
http://web.laguardia.edu/directory/composer.aspx?ID=aaitelmouden
http://www.laguardia.edu/Academics/Departments/MEC/Student-Resources/Lab-B330/
http://web.laguardia.edu/directory/composer.aspx?ID=acostaa
http://web.laguardia.edu/directory/composer.aspx?ID=walterde
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Center for Student Success: 

The Center for Student Success (CSS) at LaGuardia Community College will help your students find 

answers and connect you to the resources they need to succeed. They can meet with friendly, trained 

professionals who will listen to their concerns and point them in the right direction. They can even 

make appointments to meet with the people on campus who can help them find the answers to 

academic, advising, financial, immigration and career questions.  The Center is located in room C-249.   

Hours are from Monday through Friday from 9:00 a.m. to 7 p.m.  718-482-5245 or email at 

css@lagcc.cuny.edu  

Counseling Center: 

Counselors help students develop the skills needed to overcome personal problems that are interfering 

with their academic progress. Some of the personal issues for which students seek counseling are: 

family issues/conflicts, drug and alcohol related problems, sexual concerns, self-confidence, anxiety 

and depression, interpersonal difficulties, developing a sense of identity, and loss and bereavement.  

Students receive personal counseling services through individual short-term counseling sessions, and 

counselors may make referrals to outside agencies when necessary. The counseling relationship is 

completely confidential and private. 

Students can meet with counselors in the following ways:  

Walk-In Counseling - walk-in counseling allows students an opportunity to speak with a counselor on a 

drop-in basis. These sessions are designed to be brief in duration. If the issue requires more time, an 

individual counseling appointment is scheduled.   

Individual Counseling - individual counseling sessions are scheduled by appointment and provide time 

for a more in-depth discussion of the student’s issues.  The Counseling Department located in B-100 

(phone: 718-482-5250). 

Disability Resources: 

The Office for Students with Disabilities (OSD) provides services for students with disabilities to 

ensure access to College programs. We offer personal, academic, career, and accommodations 

counseling, evaluation referrals, testing for learning disabilities, and adaptive/assistive technology. 

They are located in Room M102 (Monday – Thursday: 9:00AM - 8:00PM, Friday 9:00AM – 5:00PM, 

except summer; Phone: 718-482-5279, Fax: 718-482-6055).  

 

 

 

mailto:css@lagcc.cuny.edu
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VII. Student Discipline Process and Procedures (more info: Contact George McCormack 

at 718-482-5733, E235B; or Office of the Vice President Student Affairs at 718-482-5180, C-317).                   

 

You have to make sure that student behavioral issues in your classroom are properly addressed and necessary incident reports are filed. 
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VIII. On Rights and Responsibilities of an Adjunct Faculty Member 

Professional Staff Congress: 

PSC represents full, part-time faculty and the professional staff at CUNY.  To join the union you must 

sign a yellow membership card.  More complete information can be found at: www.psc-cuny.org ü 

Part Timer Right s and Benefits 

Workload: 

Under the current contract, “Adjunct Lecturers or Adjuncts in other titles, excluding Graduate 

Assistants, shall not be assigned a total of more than nine (9) classroom contact hours during a semester 

in one unit of CUNY. In addition, such adjunct may be employed to teach a maximum of one course of 

not more than six (6) hours during a semester at another unit of CUNY.” 1 contact hour = 15 clock 

hour. During the Spring II (summer) session, adjunct instructional staff is limited to 105 hours of 

instruction, except in departments with four credit courses, for which a 120-hour assignment is 

permitted” ” (see 

http://www.lagcc.cuny.edu/uploadedFiles/Main_Site/Content/Departments/HumanResources/PDF/Adj

unct%20Instructional%20Staff%20Handbook.pdf , pg. 11, retrieved February 3, 2014) 

 

Please, notify the Department about your workload at another CUNY college, if any, in a timely 

fashion, to make sure you are assigned the correct number of courses to avoid any issues in the future. 

WAIVERS WILL NOT BE GIVEN! 

Sick Leave: 

In accordance with the CUNY/PSC Agreement Article 14.8, “Adjunct classroom teachers and teachers 

on multiple position assignments employed for a course may be excused for personal illness or personal 

emergencies including religious observance, death in the immediate family or similar personal needs 

which cannot be postponed for a period of 1/15 of the total number of clock hours in the particular 

session or semester.  

Request for such leave, where possible, must be made in advance, in writing. If it is not possible to 

make such a request in advance, the department chairperson should be informed as soon as possible. 

The reason provided must be satisfactory to the chairperson” (see 

http://www.lagcc.cuny.edu/uploadedFiles/Main_Site/Content/Departments/HumanResources/PDF/Adj

unct%20Instructional%20Staff%20Handbook.pdf , pg. 19, retrieved February 3, 2014). 
 

Reappointment Letters:    

Adjunct appointments at LaGuardia are made on a session by session basis, subject to satisfactory 

evaluation, the needs of the department, sufficiency of registration, changes in curriculum and financial 

ability. You must receive a written notice of reappointment (which includes your title and hourly rate) 

or non-reappointment by December 1 in the Fall semester and May 1 in the Spring semester.  Class 

assignments depend on the budget, the curriculum, and registration.  After working six consecutive 

semesters (exclusive of summers) in the same department at the same college over a three year period, 

an adjunct is entitled to a year-long (fall and spring) appointment and must be notified on or about May 

15 of such appointment for the following academic year. 

http://www.psc-cuny.org/members/part-timer-rights-and-benefits
http://www.lagcc.cuny.edu/uploadedFiles/Main_Site/Content/Departments/HumanResources/PDF/Adjunct%20Instructional%20Staff%20Handbook.pdf
http://www.lagcc.cuny.edu/uploadedFiles/Main_Site/Content/Departments/HumanResources/PDF/Adjunct%20Instructional%20Staff%20Handbook.pdf
http://www.lagcc.cuny.edu/uploadedFiles/Main_Site/Content/Departments/HumanResources/PDF/Adjunct%20Instructional%20Staff%20Handbook.pdf
http://www.lagcc.cuny.edu/uploadedFiles/Main_Site/Content/Departments/HumanResources/PDF/Adjunct%20Instructional%20Staff%20Handbook.pdf
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Office Hours: 

Adjuncts assigned to teach 6 or more contact hours at the same college will be paid 100% of their 

current hourly rate for 1 additional hour per week for office hour and professional development.  This 

hour does not count towards the maximum that an adjunct is allowed to teach.  This does not apply to 

courses taught during summer sessions.  

Health benefits: 

“Basic individual health care insurance coverage is available to those non-teaching adjuncts who are 

working ten or more hours at the same college for two consecutive semesters and to those teaching 

adjuncts who are teaching six or more hours (or the equivalent) in the semester of proposed coverage 

and who have taught at any CUNY College in the two semesters immediately preceding the semester of 

coverage...” (Not including Summer Session and Intersession) and who are not covered by other 

primary health care insurance provided by  

or through another source.  Adjuncts who establish eligibility, as provided in this paragraph, shall be 

eligible to receive benefits in the third consecutive semester” (see 

http://www.lagcc.cuny.edu/uploadedFiles/Main_Site/Content/Departments/HumanResources/PDF/Adj

unct%20Instructional%20Staff%20Handbook.pdf , pg. 16, retrieved February 3, 2014) 

 

If you have any questions regarding eligibility, please contact Andrea Cambridge in the Human 

Resources Office at (718) 482-5086. For information on coverage and benefits, contact the 

PSC/CUNY Welfare Fund (212) 354-5230. 

 

COBRA: If you lose your health insurance because you teach fewer than six hours a semester or work 

under ten non-teaching hours, you may maintain benefits for a period under COBRA, the federal law 

which allows you to pay for coverage yourself at group rates for 18 months.  

 

 

 

 

 

 

 

 =========================================================================== 

   

 

http://www.lagcc.cuny.edu/uploadedFiles/Main_Site/Content/Departments/HumanResources/PDF/Adjunct%20Instructional%20Staff%20Handbook.pdf
http://www.lagcc.cuny.edu/uploadedFiles/Main_Site/Content/Departments/HumanResources/PDF/Adjunct%20Instructional%20Staff%20Handbook.pdf

