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Lecturer Handbook  

Disclaimer: This handbook is intended to serve as a helpful resource for CAP faculty and 

staff on current policies and practices at CAP and the University but should not be viewed 

as a complete guide to all items. 
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We are so grateful for the many talents you bring to our college and for your ongoing 

dedication to supporting students in attaining their goals and realizing their dreams. This 

handbook offers a quick-and-easy reference to who, what, where, and how. Please 

continue to provide input for keeping this digital resource up-to-date and useful. Thank you 

for being part of our CAP team! 

About the College 
The College of Architecture and Planning (CAP) at the University of Colorado Denver is 

the only college in Colorado offering comprehensive programs in the design and planning 

of the built environment from undergraduate through accredited professional master's 

degrees to a doctorate. 

We take an interdisciplinary approach to design. This can be seen and experienced 

through our curriculum, minor and dual degree offerings, certificate programs, and the 

projects and research of our faculty and students each semester. 

We are located in the heart of Downtown Denver. This allows us to be fully immersed in 

our city's design and planning activities and connects us with some of the top firms in the 

country. We also embrace the beauty, resources, and outdoor experiences that Colorado, 

the Front Range communities, and the Rocky Mountains offer. 

Department Missions 

Architecture: We foster the capacity to ask bold questions, take risks, think 

independently, and approach the work of architecture with curiosity. 

Urban and Regional Planning: Our mission is to be a national leader in educating skilled, 

engaged planners and creating vibrant, sustainable communities. 

Landscape Architecture: We create health, well-being, and environmental resilience 

through holistic design in the public realm. 

Meet our College Leadership 

 David Rifkind, Dean 

 Jody Beck, Chair, Landscape Architecture & Director of UTAP 

mailto:david.rifkind@ucdenver.edu
mailto:Jody.Beck@ucdenver.edu
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 Leo Darnell, Assistant Dean of Academic Services 

 Hani Hage, Director of Saudi Arabia Initiatives & Lecturer 

 Kevin Hirth, Director of Undergraduate Studies 

 Stephanie Kelly, Assistant Dean of Finance & Administration 

 Ann Komara, Associate Dean of Academic Affairs 

 Carrie Makarewicz, Chair, Department of Urban & Regional Planning 

 Sarah McGarry, Director of Interior Design 

mailto:Leonard.Darnell@ucdenver.edu
mailto:hani.hage@ucdenver.edu
mailto:kevin.hirth@ucdenver.edu
mailto:Stephanie..l.Kelly@ucdenver.edu
mailto:ann.komara@ucdenver.edu
mailto:carrie.makarewicz@ucdenver.edu
mailto:sarah.mcgarry@ucdenver.edu
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 Jeremy Németh, Director of PhD in Geography, Planning, and Design 

 Don Ruggles, Director of Classical Studies 

 Ken Schroeppel, Director of Urban Design 

 Rick Sommerfeld, Director of Design Build & Director of Grad Studies 

 Steve Turner, Director of Historic Preservation 

 Kat Vlahos, Interim Chair, Department of Architecture 

Meet our Architecture Faculty 

 Amir Ameri, Professor 

mailto:jeremy.nemeth@ucdenver.edu
mailto:donald.ruggles@ucdenver.edu
mailto:Ken.Schroeppel@ucdenver.edu
mailto:erik.sommerfeld@ucdenver.edu
mailto:Steve.Turner@ucdenver.edu
mailto:kat.vlahos@ucdenver.edu
mailto:amir.ameri@ucdenver.edu
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 Shirley Chen, Assistant Professor 

 Lior Galili, Assistant Teaching Professor 

 Sarah Hearne, Assistant Professor 

 Julee Herdt, Professor 

 Kevin Hirth, Associate Professor  

 Michael Jenson, Professor 

 Will Koning, Bixler Teaching Fellow 

mailto:dongwei.chen@ucdenver.edu
mailto:lior.galili@ucdenver.edu
mailto:sarah.hearne@ucdenver.edu
mailto:julee.herdt@ucdenver.edu
mailto:kevin.hirth@ucdenver.edu
mailto:michael.jenson@ucdenver.edu
mailto:william.koning@ucdenver.edu
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 Alex Yueyan Li, Assistant Professor 

 Leyuan Li, Assistant Professor 

 Keith Loftin, Professor 

 Matthew Shea, Assistant Professor 

 Rick Sommerfeld, Associate Professor 

 Kurt Streich, Assistant Teaching Professor 

 Jo Vandenburg, Instructor 

mailto:alexyueyan.li@ucdenver.edu
mailto:leyuan.li@ucdenver.edu
mailto:laurence.loftin@ucdenver.edu
mailto:matthew.shea@ucdenver.edu
mailto:erik.sommerfeld@ucdenver.edu
mailto:kurt.streich@ucdenver.edu
mailto:jo.vandenburg@ucdenver.edu
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 Kat Vlahos, Professor 

 Danny Wills, Assistant Teaching Professor 

Meet our Landscape Architecture Faculty 

 Jody Beck, Professor 

 Louise Bordelon, Assistant Professor 

 Lois Brink, Professor 

 Ann Komara, Professor 

 Joern Langhorst, Associate Professor 

mailto:kat.vlahos@ucdenver.edu
mailto:danny.wills@ucdenver.edu
mailto:jody.beck@ucdenver.edu
mailto:louise.bordelon@ucdenver.edu
mailto:lois.brink@ucdenver.edu
mailto:ann.komara@ucdenver.edu
mailto:joern.langhorst@ucdenver.edu
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Meet our Urban & Regional Faculty 

 Priyanka deSouza, Assistant Professor 

 Nan Ellin, Professor 

 Carrie Makarewicz, Associate Professor 

 Jeremy Németh, Professor 

 Manish Shirgaokar, Associate Professor 

 Jennifer Steffel Johnson, Assistant Teaching Professor 

 Austin Troy, Professor 

mailto:priyanka.desouza@ucdenver.edu
mailto:nan.ellin@ucdenver.edu
mailto:carrie.makarewicz@ucdenver.edu
mailto:jeremy.nemeth@ucdenver.edu
mailto:manish.shirgaokar@ucdenver.edu
mailto:jennifer.steffeljohnson@ucdenver.edu
mailto:austin.troy@ucdenver.edu
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Meet our Staff 

 Krista Busch, Undergrad Advisor & Student Success Specialist 

 Kyle Danforth, Graduate Advisor 

 Leo Darnell, Assistant Dean of Academic Services 

 Chris Davis, Operations Coordinator 

 Jeana Delamarter, Mgr of Undergrad Recruitment & K-12 Outreach 

 Christopher Endreson, UTA Field Supervisor 

 Manuel Garza, Undergrad Advisor 

mailto:krista.busch@ucdenver.edu
mailto:kyle.danforth@ucdenver.edu
mailto:Leonard.Darnell@ucdenver.edu
mailto:chris.b.davis@ucdenver.edu
mailto:jeana.delamarter@ucdenver.edu
mailto:christopher.endreson@ucdenver.edu
mailto:manuel.garzadeleon@ucdenver.edu
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 Matt Gines, Director of Design Fabrication Lab 

 Mike Harring, Information Technology Manager 

 Michelle Haynes, Program Director Research Services & Finance 

 Stephanie Kelly, Assistant Dean of Finance & Administration 

 Jennifer Kovarik, UTA Field Supervisor 

 Jesse Kuroiwa, Visual Resources Center Production Manager 

 Carmen New, Director of Communications 

mailto:matthew.gines@ucdenver.edu
mailto:mike.harring@ucdenver.edu
mailto:michelle.a.haynes@ucdenver.edu
mailto:stephanie.l.kelly@ucdenver.edu
mailto:jennifer.kovarik@ucdenver.edu
mailto:jesse.kuroiwa@ucdenver.edu
mailto:carmen.new@ucdenver.edu
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 Roxy New, Course Coordinator & Grad Advisor 

 Rai Pollard, Executive Assistant, Communications Coordinator 

 Colleen Rufolo, Finance & Accounting Professional 

 Connor Rumsey, Sr. Finance & Human Resources Professional 

 Gabrielle Sawusch, Human Resources Director 

 Jen Skidmore, Director of Professional Development & Internships 

 Nick Stawinski, Design Fabrication Labs Professional 

mailto:roxy.new@ucdenver.edu
mailto:laurraine.pollard@ucdenver.edu
mailto:colleen.rufolo@ucdenver.edu
mailto:connor.rumsey@ucdenver.edu
mailto:gabrielle.sawusch@ucdenver.edu
mailto:jen.skidmore@ucdenver.edu
mailto:nicholas.stawinski@ucdenver.edu
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 Jodi Stock, Manager of Graduate Admissions & Recruitment 

 Jeffrey Wood, UTA Field Supervisor 

 

 

 

Administrative Services 

Office Management, Facilities & General Administration 
Please see the Operations Coordinator at the Reception Desk on the second floor 

for the following items:  

Booking Rooms 

To schedule classroom or meeting space, go to the Reception Desk on the second floor. 

The day-of schedule is printed and in a sign holder at the desk, to reserve a room for the 

current day, please remove the schedule and add your event to the room and time you 

would like to reserve. 

mailto:jodi.stock@ucdenver.edu
mailto:jeffrey.wood@ucdenver.edu
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Facilities Issues 

Report any facilities concerns, such as changing lightbulbs, room temperature 

adjustments, or roof leaks. For urgent issues that pose a health or safety threat or could 

cause damage to the building, contact Matt Gines. If Matt is unavailable, contact Leo 

Darnell or Facilities Management directly at 303.315.7777. 

ID Access 

Certain areas of the college have limited access and use a university encoded ID as a key. 

Email CAP Human Resources for acquiring an ID & fill out the ID encoding form. 

Mail 

Mailboxes are located behind the CAP reception desk on the 2nd floor. Please check it 

often. 

Academic & Holiday Schedule 

Please refer to the CU Denver Academic Calendar that is updated each year.  

Building Access 

A University issued encoded ID is required to access the CU Denver Building. 

Campus Map 

Denver Campus Map 

Campus Tour 

Take a virtual tour of the campus. 

CAP Calendar 

The calendar lists college events, gatherings, & important dates. 

College Tour 

Take a virtual tour of the College of Architecture and Planning. 

Eco Pass  

All campus employees are eligible for a free RTD EcoPass that provides free access to 

most of the Boulder-Denver area public transportation, including light rail and the Ride 

Home program. 

• Fill out the Auraria EcoPass Authorization form to get started. 

• Visit Auraria Campus RTD EcoPass for more information and to set up your MyRide 

account. 

mailto:cap.hr@ucdenver.edu
https://ucdenverdata.formstack.com/forms/cap_badge_encoding
https://catalog.ucdenver.edu/cu-denver/graduate/records-registration/registration/academic-calendars/
https://www.ahec.edu/campus-info/maps
https://www.ucdenver.edu/about-cu-denver/visit-cu-denver
https://architectureandplanning.ucdenver.edu/architecture/about/college-calendar
https://architectureandplanning.ucdenver.edu/architecture/student-life/admissions-events
https://aurariacampus.edu/wp-content/uploads/Auraria_EcoPass_Authorization_Form_for_NEW_MyRide_Card-1.pdf
http://www.ahec.edu/services-departments/id-station/rtd-ecopass-for-faculty-and-staff
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• New employees and employees without a pass will need to go to the Auraria Campus 

parking office with a valid CU Denver ID badge to initiate and activate the new 

EcoPass. 

• Current employees with an active pass issued by the Auraria Campus parking office 

may email RTD Just Ride Accounts who will activate the EcoPass. 

Library Access 

To use the library, present a valid photo ID and provide the librarian with your employee ID 

to check out books and materials. The library can also be accessed online. 

Office Space 

Lecturers have access to office space on our 3rd floor. Need access? Get your ID card 

encoded. 

Parking 

For information about parking on campus visit the Parking & Transportation Services 

website. AHEC’s Passport program is a good option for those who may only need to park 

a few days a week. 

Campus & Personal Safety 
In case of an on-campus emergency or immediate safety hazard call 9-1-1 from a campus 

phone or dial 303.556.5000. The University of Colorado Denver Campus is committed to 

the safety and security of its students, faculty, staff, and visitors. 

CU Denver Alerts! 

Communication plays a critical role before, during, and after any emergency or disaster. 

The CU Denver Emergency Notification System (CU Denver Alerts!) provides campus 

emergency alerts via text and /or e-mail when conditions develop on or near CU 

Denver/Auraria that pose an imminent threat of danger to the Campus Community. 

Examples may include: 

• Physical plant issues (e.g. natural gas leak, etc.) 

• Inclement weather closures or delays 

• Campus safety threats (e.g. robbery, active harmer, etc.) 

• Hazmat situations 

Students, faculty, and staff may register their personal cellphone number to receive 

emergency alerts by text through the CU Denver Portal. 

Inclement Weather – Campus Closure 

Under extreme weather conditions or general emergency University leadership will 

determine if conditions require the closure of the CU Denver campus or modified 

mailto:RTDJustRideAccounts@ahec.edu
http://www.ahec.edu/for-campus-faculty-staff/parking-transportation-services/parking-options/
https://www.ahec.edu/services-departments/parking/passports
https://www.ucdenver.edu/emergencymanagement/alerts
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schedules. Weather closures and emergency notification decisions will be made as early 

as possible. For more information, see the CU Denver Campus Closures/Delays Policy. 

Safety Videos 

AHEC has put together a series of safety videos to watch. 

Human Resources 
When questions about CU Denver and CAP HR processes arise, contact CAP Human 

Resources. 

Lecturers are important to educating CAP’s students because they bring a “real-world” 

perspective to the classroom. CAP’s hiring of lecturers depends on scheduling needs and 

availability, so please be aware that your appointment is tied to the class you are teaching, 

and thus, we cannot guarantee that you will continue to teach CAP classes in subsequent 

semesters. 

Course Cancellation 

While we have offered you the opportunity in good faith to teach a course, there are 

occasions when an offer to assist with a course must be changed or cancelled. We make 

every effort to notify lecturers as soon as possible, however, a cancellation may happen 

shortly before the term begins. Cancellations may be necessary due to low enrollment, 

resource limitation, or if we have to reassign your course to a full-time faculty member. 

Teaching assignments may fluctuate and are contingent upon the schedule of courses 

offered each term, the required number of student enrollments in course(s), and the 

Dean’s decision regarding effective use of School resources. Thus, we cannot guarantee 

that you will teach a course or that you will teach in a given term. We will notify you as 

soon as possible. 

Course Limit 

Lecturers and other temporary faculty are limited to teaching two courses or a maximum of 

nine credit hours per semester. 

Hiring Processes, Forms, & Payroll 

Before any work begins, all employees must complete HR paperwork. All instructions, 

paperwork, and offer letters will be sent to you via your personal email address until your 

CU Denver account has been activated. Your prompt attention to these emails is critical! 

The lecturer’s pay schedules are August – December for Fall semester, January – May for 

Spring semester, and June – July for Summer term. Direct deposit is required for all 

University employees and you will be assigned access to a web portal to view your 

monthly pay advice. Automatic pay deposits will be made to your designated bank on the 

last business day of each month. 

https://www.ucdenver.edu/policies/home/3011
https://www.ahec.edu/services-departments/emergency-preparedness/safety-resources
mailto:cap.hr@ucdenver.edu
mailto:cap.hr@ucdenver.edu
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ID Card – Getting a Lynx Card 

For a Lynx ID, email CAP HR. All faculty and staff are required to have an ID card and 

display it while on campus. The ID card allows you to park on campus, access library 

services, use the recreation facilities, and gain building access. 

New Faculty Orientation 

Each fall CAP hosts its own new faculty orientation/training for introductions, information 

sharing, and other start-of-semester business. 

Training & Professional Development Resources 

Skillsoft Percipio 

The UCD Access Portal has resources for mandatory and optional trainings. All Lecturers 

must complete the following: 

• CU: Nondiscrimination, Sexual Misconduct, and Reporting (mandatory) 

• CU: FERPA for Faculty (mandatory) 

• CU: Information Security Awareness (mandatory) 

• CU: Introduction to CU-SIS – Campus Solution 

• Title IX for Higher Education (mandatory) (If you have trouble finding this, 
search for course ID lchr_01_a79_lc_enus) 
 

You can access additional trainings on a variety of topics — including courses in 

information technology, business skills and stress reduction — by browsing the Library in 

Skillsoft Percipio. 

LinkedIn Learning 

The online learning and professional development platform are helping employees learn 

new skills or refine current skills with greater ease. All employees can connect to 

professional growth opportunities through the employee portal. 

Colorado State Employee Assistance Program (C-SEAP) 

C-SEAP offers professional assessment, referral and short-term free confidential 

counseling services to State employees (including CU Denver employees) with work-

related or personal concerns, as well as a resource for supervisors and managers seeking 

individual managerial consultation, work-group organizational development, assistance 

with conflict resolution, or help with resolution of work-place traumatic events. Contact C-

SEAP at 303.866.4314 or 1.800.821.8154 or send an email through their contact us web 

form. 

mailto:cap.hr@ucdenver.edu
https://www.colorado.gov/c-seap
https://www.colorado.gov/pacific/c-seap/contact-us-14#form
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Finance & Accounting 

Booking Travel 

Travel must be pre-approved before anyone—faculty, staff, or student—starts a trip or 

spends any money on a trip. This includes local conferences if any travel costs will be 

incurred (such as lodging, mileage or parking). See your department chair, program 

director or supervisor first to discuss whether a trip would be covered by the college and to 

what limit.  

Faculty & Staff 

Review the Procedures for CAP Travelers for everything you need to know – including 

approval requirements and instructions, purchasing information, travel related 

forms/policies, and instructions for reconciliation after your trip. Contact CAP Travel with 

questions. 

Students 

Contact CAP Travel for direction on student travel. 

Purchasing & Reimbursement 

Purchasing/Procurement Cards 

Please do not make financial commitments for goods or services without prior 

authorization. This includes promises to pay consultants, guest lecturers, and jurors. 

Reimbursements 

Please do not use your own money to make purchases for the college. Some purchases 

cannot be reimbursed. Please contact CAP Purchasing for any purchasing needs. 

Technology & Information Management 
CAP IT supports faculty and staff in the following areas:  

• Software requests 

• Support for CAP classrooms 

For technology help, contact CAP IT at 303.315.2883. 

Canvas & CU Online 

Canvas 

Your course will have an online shell. This shell is automatically created for each course. If 

you have taught the course before, your past content will be migrated into Canvas. Canvas 

allows you to manage your course electronically. Even if your course is a traditional face-

to-face course, your Canvas shell can be useful to you as a place to post your syllabus 

mailto:CAP.Travel@ucdenver.edu
mailto:CAP.Travel@ucdenver.edu
mailto:CAP.Purchasing@ucdenver.edu
mailto:CAP.IT@ucdenver.edu
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and other documents, manage exams, manage email communication, host message 

board discussions, etc. 

To obtain Canvas access, you will need to first be hired as an employee and then 

complete the necessary training and electronically sign a CU-SIS Access Request form 

that will be sent to you before the start of the semester. It is important to complete these 

items in a timely manner as it could delay your access to the system. For Canvas technical 

support, contact Canvas directly at 855.631.2250.  

CU Online 

For support for online and hybrid courses, please contact CU Online. The CU Online 

Helpdesk is available from 7 a.m. to 7 p.m. and can be reached at 303.315.3700. 

CAP Visual Resource Center (VRC) 

The Visual Resource Center (VRC) is a student and faculty service center that provides 

access to a variety of photographic and audiovisual equipment, a portfolio photography 

studio room with professional lighting equipment, and digital image collections. 

VRC staff members are available to assist faculty members and students with image-

making for academic purposes. Photography and video seminars, as well as basic training 

on how to take quality digital images for academic purposes, are offered by appointment. 

VRC staff members also provide professional input on digital imaging issues surrounding 

copyrights, file type choices, Adobe Photoshop, and long-term digital file storage. 

Audiovisual & Cameral Equipment 

Students and faculty members can check out a variety of equipment for educational use, 

including: cameras, video cameras, tripods, voice recorders, projectors, laser pointers, and 

day-lighting light meters. Equipment checked out on any given day (Monday through 

Thursday) is due back the next morning by 10:00 am. Friday checkouts are due back the 

following Monday morning by 10:00 am. Items may be reserved in advance to ensure 

availability. To check out equipment or reserve an item, see the Operations Coordinator or 

a student employee in the Student Services suite, 2300. Technical support is provided by 

the VRC. 

Digital Image Databases 

Students, faculty, and staff of the College of Architecture and Planning have access to 

several large digital image databases for academic uses such as course presentations and 

research. The collections are hosted through Artstor.org. Among the databases are: The 

College of Architecture and Planning Collection (86,000+ images); Archvision Collections 

(70,000+ images); and the ARTstor Collection. Access to the digital image library is 

achieved by logging on to ARTstor from a campus IP address. Students and faculty can 

create a username and password, which allows them to log on from any computer for 100 

mailto:support@instructure.com
mailto:cuonlinehelp@ucdenver.edu
mailto:cuonlinehelp@ucdenver.edu
https://architectureandplanning.ucdenver.edu/student-life/lab-facilities/digital-image-database
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days. Every time they log on from campus, the 100-day counter resets. The digital library 

database allows users to save groups of images for student review within the database, 

the ability to create PowerPoint style presentations in the ARTstor workspace, and the 

ability to export PowerPoint slideshows offline. The database also has the capability to 

play videos, and display pdfs or Microsoft office files. For more information, contact the 

VRC at 303.315.2425. 

Copies 

For set-up and questions about copy codes and limits, please contact CAP IT. 

Email Services 

A University of Colorado Denver email account (@ucdenver.edu) and access to the 

University domain will be assigned upon hire to all CAP employees. To log in to Microsoft 

Outlook Email, you will need your university username and password. These will be 

emailed to you as soon as the account is set up. If you are a new employee, this typically 

happens during the initial onboarding process. 

University E-mail is an official means of communication at CU Denver. All official 

University E-Mail will be sent to your assigned @ucdenver e-mail address. Please be 

aware that certain official communications will be sent to that address, so you will want to 

check it regularly or set up an automatic forward. 

Lab & Resource Center Contacts 

• Computer Lab: CAP IT 

• Design Fabrication Lab: Matt Gines or Nick Stawinski 

•    Visual Resource Center and Portfolio Photography Studio: Jesse Kuroiwa or Leo 

Darnell 

Office of Information Technology (OIT) 

OIT provides support for university-wide technology, such as networks, Microsoft Office 

systems, portals, website management, etc. Visit OIT’s website for a full list of services. 

For immediate assistance, contact them by phone at 303.724.4357. 

Scanning Documents 

The copy machines are capable of scanning documents for classroom use. Please read 

about scanning and distribution limitations or check with your department chair or program 

director before distributing scanned material. 

UCDAccess Portal & CU Resources 

The CU Resources section of the UCDAccess portal is a one-stop shop for all self-service 

actions and training resources. You can: 

mailto:jesse.kuroiwa@ucdenver.edu
mailto:CAP.IT@ucdenver.edu
https://www.ucdenver.edu/offices/office-of-information-technology/tools-services/for-faculty/!ID4/microsoft-outlook-email
https://www.ucdenver.edu/offices/office-of-information-technology/tools-services/for-faculty/!ID4/microsoft-outlook-email
mailto:CAP.IT@ucdenver.edu
mailto:matthew.gines@ucdenver.edu
mailto:nicholas.stawinski@ucdenver.edu
mailto:jesse.kuroiwa@ucdenver.edu
mailto:leonard.darnell@ucdenver.edu
mailto:leonard.darnell@ucdenver.edu
https://www.ucdenver.edu/offices/office-of-information-technology
https://passport.ucdenver.edu/login.php?page=ucdaccess.php
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• Update your address, emergency contact, direct deposit, and W-4 information 

• View and compare benefits and enroll 

• View paychecks and tax information 

• Access Skillsoft Percipio and other CU training resources 

Faculty use UCDAccess to view class rosters/schedules, advise, and assign grades. 

Please keep in mind that the University of Colorado System and CU Denver OIT security 

policies require you to protect your credentials; no employee should use any other faculty 

or staff member’s logon credentials. 

Login to your account and click on the Faculty Tab located in the upper left-hand corner, 

then on Faculty Center in the yellow box. Click on ‘My Schedule’. Your grade roster(s) will 

appear on the left side of the page, next to your class roster(s). 

Zoom Conferencing 

Zoom is a best-in-class online communication and collaboration tool that provides video 

conferencing, web conferencing, and audio conferencing (both device-based and phone) 

available to CU Denver students, staff and faculty. Share your documents, photos and 

videos on screen. Compatible with Mac, Windows, Linux, Chromebooks, iOS and Android. 

Meetings can be recorded by the host. For more information and features please visit 

Zoom’s website. You can find the CU Denver Zoom guide for detailed instructions. Check 

the Zoom system and internet speed recommendations. Test your connection with our 

recommended internet speed tester. 

Logitech Conference Cams with integrated speakers are available for Zoom meetings. To 

check out or reserve equipment, see the Operations Coordinator or the student employee 

in the Student Services suite, 2300. Technical support is provided by CAP IT. 

Marketing & Communications 

Branding Standards 

Please note that the correct full name and first use for our institution is University of 

Colorado Denver (no comma, no “at” and no hyphen). The correct second use is CU 

Denver (not hyphenated and never abbreviated as “UCD”). 

The correct name of the college is College of Architecture and Planning. Write out the full 

name of the college on first use with CAP in parenthesis. “College of Architecture and 

Planning (CAP).” You can abbreviate CAP following first use. 

CU Denver has outlined communication standards for the brand including visual identity 

elements, logos guidelines, color options, typography and visual styles, and messaging 

and editorial guidelines. Adhering to these standards will help ensure that communications 

from every university group maintain a clear and uniform message that best represents the 

https://ucdenver.zoom.us/
https://zoom.us/about
https://www.ucdenver.edu/docs/divisionofteachinginnovationandprogramstrategytipslibraries/tips/university-of-colorado-denver-zoom-guide-for-meeting-hosts.pdf?sfvrsn=3f0645bb_2
https://support.zoom.us/hc/en-us/articles/201362023-System-requirements-for-Windows-macOS-and-Linux
https://www.speedtest.net/
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image and brand of our campus and the University of Colorado as a whole. Please use the 

online Brand Identity Standards as the starting point for all your communication needs. 

Reach out to Carmen New for questions. 

College Logo 

Contact CAP Communications Director Carmen New for logo requests. There are several 

options available in different orientations and colors. 

CAP Social Media Accounts 

Follow us on our social media accounts. 

• Instagram CU Denver Arch + Planning @cudenvercap 

• LinkedIn 

• Facebook CU Denver College of Architecture and Planning @CUDenverCAP 

• Flickr CAP VRC 

Email Messages to Students 

To minimize broadcast email messages sent to students, such as announcements of 

events or opportunities, please send them Rai Pollard who acts as a central point of 

contact for the college. Please compose the message as you would like it to go out and 

identify the audience to which it should be sent (i.e., Graduate Planning students, all 

students in CAP, and so forth). Every email needs a subject, pre-header and the body of 

the email. Please include all images as attachments. 

News Media & Media Coverage 

Please send news of your activities and accomplishments to Carmen New and Rai Pollard 

for inclusion in the newsletter, CAP social media accounts, CAP calendars and the Weekly 

CAPsule, and other media sources.  

University Communications staff are always looking for stories to promote to the media. 

Contact Carmen New to discuss potential news stories that you’d like to see amplified by 

the university.  

If you are contacted by a member of the media, University Communications staff can help 

you prepare and be with you when you are interviewed; contact Carmen New. 

Special permission is required for non-CAP photographers or TV cameras to come into CU 

Denver buildings. Please contact Carmen New to initiate the process. We will need 

advance notice for interviews that have to do with your classes, students, or other 

University matters. 

Website 

Visit our website for updates and information. 

https://www.ucdenver.edu/brand
mailto:carmen.new@ucdenver.edu
https://www.instagram.com/cudenvercap/
http://linkedin.com/school/cudenvercap
https://www.facebook.com/CUDenverCAP/
https://www.flickr.com/photos/cap_vrc/
https://architectureandplanning.ucdenver.edu/
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Student Affairs & Student Services 

Student Attendance & Absences 

Student Attendance 

Many instructors consider student attendance and participation to be part of the graded 

work for the class. Your syllabus should reflect your attendance policy and must be 

consistent with the University’s Attendance Policy. 

Student Absences Due to Religious Observances 

Please explicitly encourage students to notify you of anticipated conflicts as early in the 

semester as possible so that there is adequate time to make necessary arrangements. 

You may want to include a notification deadline in your syllabus. Faculty should be aware 

that a given religious holiday may be observed with very different levels of attentiveness by 

different members of the same religious group and thus may require careful attention to 

the particulars of each individual case. 

Student Conduct Issues 
Students at CU Denver are bound by the CU Denver Student Conduct Code, which 

prohibits obviously disruptive behaviors such as physical assault, but also prohibits 

broader behaviors with negative consequences such as “abusive behavior” (defined as 

verbal abuse, threats, intimidation or other behavior causing severe emotional distress), 

“bullying” (defined as severe aggressive behavior likely to intimidate or intentionally harm, 

control, or diminish another person physically or mentally), and disruption or interference 

with University activities. 

https://catalog.ucdenver.edu/cu-denver/undergraduate/academic-policies-procedures/attendance-policy/
https://www.ucdenver.edu/docs/librariesprovider122/health-and-wellness/cu-denver-student-code-of-conduct.pdf?sfvrsn=4d0ea7b9_6
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In the classroom, your students are expected to refrain from behavior that “a reasonable 

individual would view as interfering” with the normal operation of your class. You are 

entitled to direct them to stop this behavior or leave your class; if they do not comply, that 

is a separate violation of the conduct code because students are required to comply with 

the direction of University employees who are performing their duties. Coming to class 

under the influence of alcohol also violates the conduct code, as does recording a person 

without their permission when the recording is unreasonable and causes substantial 

emotional distress. 

Issues with Students? 

See your department chair or program director or student advisor. Also consult the rules in 

appropriate policies on campus websites. 

• Student Code of Conduct 

• Freedom of Expression 

• Office of Student Conduct and Community Standards 

• CU Denver Counseling Center 

Managing Disruptive Behavior 

Generally, disruptive behavior is any behavior that interferes with the instructor’s ability to 

conduct the class, or the ability of other students to profit from the instruction. 

If there are ever any immediate concerns about health or safety, please call 911 from a 

campus phone or 303.556.5000 from your cell phone to access AHEC Police. Follow up all 

referrals to the police with the CARE team by calling 303.315.7306. For general concerns 

and disruptions please call the Office of Student Conduct and Community Standards at 

303.315.7311. 

Working with Distressed Students 

In our ongoing contact with students, we are often the first to notice behavior changes or 

signs of distress. Your willingness to address a situation is often the encouragement a 

student needs to seek resources and assistance. In many cases a student’s success may 

depend on early detection and intervention. If you are aware of a distressed student, 

contact your department chair and/or a CAP academic advisor. Below are additional 

resources. 

CARE Team 

The Campus Assessment, Response & Evaluation (CARE) Team was created to address 

the health and safety needs of students as well as the campus community. 

The University of Colorado Denver has assembled a team of staff members who specialize 

in working with students of concern, distressed students, and disruptive students. The 

https://www.ucdenver.edu/docs/librariesprovider122/health-and-wellness/cu-denver-student-code-of-conduct.pdf?sfvrsn=4d0ea7b9_6
https://www.ucdenver.edu/docs/librariesprovider122/health-and-wellness/cu-denver-student-code-of-conduct.pdf?sfvrsn=4d0ea7b9_6
https://www.ucdenver.edu/free-expression
https://www.ucdenver.edu/student/wellness/student-conduct
http://www.ucdenver.edu/life/services/counseling-center/Pages/default.aspx
https://www.ucdenver.edu/student/wellness/student-conduct
https://www.ucdenver.edu/student/wellness/care-team
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CARE team meets weekly and is a resource for faculty and staff members working with 

students of concern.  

If you have a concern about a student, submit a CARE Team Referral. 

Early Action 

The Early Action program is a referral program for faculty, staff, students, and parents who 

are concerned about the physical, emotional, academic or personal health of a University 

student. The Early Action program can assess the situation, offer support, and provide 

referrals to the breadth of resources on-campus. 

Student with Disabilities 
CU Denver students with diagnosed disabilities are entitled by law to receive reasonable 

accommodation necessary to allow them to meet the learning objectives of the class. 

Depending on the specific disability, these accommodations may mean extra time on 

assignments or tests, use of assistive technology, note-taking assistance, service animals, 

etc. 

The following are some frequently asked questions about serving students with disabilities. 

How do I know what accommodations to provide for a student with a disability? 

The student will provide you with a letter from the campus  Disability Resources & Services 

(DRS) that lists the accommodations that have been approved for the student. It is the 

student’s responsibility to obtain this letter and to make sure it is updated for the current 

semester. 

What if the student doesn’t have an accommodation letter from DRS? 

You are not under any obligation to grant a request for accommodation if you do not 

receive the DRS letter, or if the student has a letter but it is not for the current semester. 

You may choose to grant the requested accommodation, but keep in mind that you must 

be fair to all students in your class. 

A student in my class let me know that they have a disability and we are halfway 

through the semester. What should I do? 

Students with disabilities are not required to declare their disabilities, and sometimes 

students whose disabilities are not visible think they can make it through a class without 

accommodation. Direct the student to Disability Resources & Services so that appropriate 

accommodation can be determined. If the student returns with an accommodation letter 

and you can accommodate them, do so. However, some accommodations require a great 

deal of advance notice.  

https://cm.maxient.com/reportingform.php?UnivofColoradoDenver&layout_id=1
https://www.ucdenver.edu/offices/sess/student-success/Initiatives/early-action-ssi
http://www.ucdenver.edu/student-services/resources/disability-resources-services/Pages/disability-resources-services.aspx
http://www.ucdenver.edu/student-services/resources/disability-resources-services/Pages/disability-resources-services.aspx
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I think a student may have a disability, but they haven’t said anything. How can I 

help them? 

To protect student privacy, it’s best not to single out individual students for suspected 

disabilities. However, make sure that all your students are aware of Disability Resources & 

Services at the beginning of the semester, and provide periodic general reminders if you 

think there are students in the class who would benefit from working with DRS. 

I have a student in my class who provided an accommodation letter allowing 

extended time for assignments, but the student is now several weeks late. When am 

I allowed to grade these assignments down? 

Extended time on assignments is a common accommodation. Generally, students with this 

accommodation are permitted 3-5 additional days, and no more, but sometimes a student 

will think that they don’t need to meet any deadlines, even revised ones. When a student 

provides you with a letter granting this type of accommodation, make sure that you and the 

student are both on the same page with how much extra time is allowed and what happens 

if the deadline is not met. 

I have a student in my class who is entitled to alternative test formats. How does 

this work? 

DRS will provide the alternative test format and administer the test. The student is 

responsible for giving you a Test Accommodation Form prior to the test. You fill out the 

required faculty information, and the student will return it to DRS. Staff will administer the 

exam according to your instructions. 

I have a student in my class who is entitled to be assigned a note-taker. What 

should I do? 

Some students have disabilities that interfere with their ability to take notes. In this case, 

you can ask if any other students in the class will volunteer to share their notes. 

Alternatively, if you have prepared detailed notes of each lecture, you can share those with 

the student. If you can’t find a way to accommodate the student in either of those ways, 

contact DRS for options. 

Do I have to allow an animal in my class? 

Yes, if the animal is a service animal specifically trained to perform tasks to support a 

person with a disability. No, if the animal is simply there to provide emotional support, or if 

the animal is a service animal but is not reasonably well-behaved. Contact DRS for more 

information. 

I don’t understand how to provide the accommodation listed in the accommodation 

letter. What should I do? 

Contact Disability Resources & Services. 
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A student in my class has provided an accommodation letter and all 

accommodations have been provided, but I don’t think the student will be able to 

meet the learning objectives even with the accommodation. What should I do? 

You are under no obligation to give the student a passing grade – accommodation is 

intended to allow the student to access the course at the same level as other students. If 

the student has experienced worsening disability symptoms that have interfered with their 

class performance despite their best efforts, you may want to encourage the student to talk 

to their advisor about whether the student would be eligible for a medical withdrawal. 

Other questions? Contact Disability Resources & Services, 303.315.3510. 

Student FERPA & Privacy 
Student privacy requirements are delineated in the Family Educational Rights and Privacy 

Act (FERPA) of 1974. FERPA sets guidelines for higher education institutions that protect 

students' rights with respect to their educational records and other personally identifiable 

information. Violations of student rights can lead to serious consequences, such as 

lawsuits and/or withholding of federal funds to the University. 

Circulation or posting of class and grade rosters, which display students' names and ID 

numbers, is a FERPA violation. Faculty may display a roster of students' names in a 

section of a course on a protected website or a screen shot that is available to students of 

that section only but may not create a public posting identifying students enrolled in a 

section of a course. 

Faculty must collect assignments directly from students and return graded assignments 

directly to students. Staff may not be used to collect or return assignments. Assignments 

may not be left in boxes outside of offices or in the mail room. Staff will not receive or 

return student assignments.  

FERPA does not allow any public posting of student information with any part of the name, 

student identification number, or any other personally identifiable information. Students' 

grades may be posted without written permission, if they are not posted in a personally 

identifiable manner. 

You may share a student’s information with other CU Denver personnel who have a 

legitimate educational interest in the information. For example, you may share relevant 

information about a student with the faculty program director, the student’s advisor, a 

campus office that is supporting a student or your teaching assistant. You may not share 

student information with a parent unless the student has consented. 

An online class, CU: Family Education Rights and Privacy Act (FERPA), is available 

through Employee Services. 

http://www.cu.edu/employee-services/cu-student-integrated-systems-cu-sis-courses
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Student Grade Appeals 
Find the college’s Grade Appeal Policy online. 

Student Services 
Student Services provides support for CAP students.  

Classroom Assignments 

Classroom assignments are coordinated by the Course Coordinator, Roxy New, in 

conjunction with the main campus rooming coordinator. Let your department or Roxy know 

about classroom needs prior to the start of the semester. Contact Roxy for questions on 

room equipment, capacity, availability, or to request a room change. Efforts will be made to 

honor all rooming requests; however, due to a campus-wide shortage of space, this is not 

always possible. 

Drop/Add Deadlines 

Students must follow the academic calendar. It is the responsibility of the faculty to know 

and adhere to the drop/add deadlines for each semester. 

Student Work 

Display of Student Work 

We would love to display our student’s work on the website! Written permission is required 

(see Permission to Retain and Use Student Work).  

Permission to Retain & Use Student Work 

CAP may, with a students’ written permission, retain student work in fulfillment of class 

requirements for a reasonable period it deems necessary. This retained work may be used 

to provide accrediting agencies with tangible evidence of performance, to serve as 

additional visual aid material in presentations to other students, and to contribute to 

educational exhibits requested by the University community and the public. 

To feature student work on the website and in college publications, we need to obtain a 

signed Agreement on the Use and Reproduction of Student Work or Photographs of 

Students. The agreement to use student work is under review. 

We appreciate your obtaining these forms and giving them to Jesse Kuroiwa or the 

Operations Coordinator. Faculty may retain and use a student’s work with the student’s 

written permission, and only for both limited purposes and period. 

https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fclick.com.ucdenver.edu%2F%3Fqs%3D658c5d4132a67f2b522409d3343ce53a7880b2afdb8e0f5b022ac4c0c88aa8fd99342c76a7b0ba4c9067d1e67222a7427221f9369dbbc20a&data=05%7C02%7Cgabrielle.sawusch%40ucdenver.edu%7Ca7396a1d5f69464c147408ddeafaac64%7C563337caa517421aaae01aa5b414fd7f%7C0%7C0%7C638925084545950758%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=ZYcQVLLFUUPaVuul4txgLRRUR557h7MbixLhuTopN3Y%3D&reserved=0
https://catalog.ucdenver.edu/cu-denver/graduate/records-registration/registration/academic-calendars/
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Faculty Affairs 

Preparing for Your Class 
In addition to teaching your courses, you will need to spend some time preparing, 

identifying key textbooks and readings, and developing your syllabus.  

Syllabi 

Syllabus Policy & Template 

The course syllabus essentially serves as a contract between the instructor and the 

student. While a faculty member has great flexibility in the design and content of a 

syllabus, all faculty and lecturers should use the University Syllabus Template as a guide 

to build your course syllabi. In each syllabus, faculty should list the appropriate 

competencies that will be covered in your course. Your syllabus should be ready for 

students by the first day of class.  

Syllabus & Course Description Posting 

Students appreciate seeing a syllabus or even short course description before they 

register for classes. Please send an electronic version to your Department Chair or 

Program Director for posting on the website and distributing to our advisors. 

Teaching 

Academic Calendar 

Please refer to the University’s academic calendar for start and end dates of your class, for 

information about any holidays or breaks that might be scheduled during the semester. 

Class Location 

The location of your course is available in the Faculty Center in UCDAccess. 

https://catalog.ucdenver.edu/cu-denver/graduate/records-registration/registration/academic-calendars/
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Class Rosters 

You can view your class rosters online. Faculty currently use the UCDAccess portal to 

view class rosters and schedules, advise students, and assign grades to students. Student 

rosters will automatically be imported from CU SIS to Canvas. 

Classroom Etiquette 

Faculty have the professional responsibility to treat students with understanding, dignity 

and respect, to guide classroom discussion and to set reasonable limits on the manner in 

which students express opinions. 

Field Trips 

All field trips must be approved in advance by the department chair or program director. 

The Field Trip and Student Travel Policy is online. 

All students participating in a college sponsored field trip will need to fill out a Notice to 

Participants of Risk and Waiver of Responsibility form. The faculty member teaching the 

class is responsible for having a waiver signed for each student participating in the field 

trip. All student waivers listing the course number and time of trip should be turned in to the 

Reception Desk on the second floor prior to departure. 

Faculty members must have a brief, written emergency plan when holding class meetings 

off campus. The plan should include emergency campus contact numbers, department 

chair’s phone number, a list of students attending the meeting and the location of the 

nearest hospital or trauma center. If the trip is to a state or national park, the local park 

service number for the area should be listed. Faculty should have the plan with them 

during the offsite meeting. The University Risk Management website provides guidelines 

and risk assessment information for off-campus activities. You can find the Participant 

Waiver and Notice form on that site also. Please contact Leo Darnell at 303-315-1015 for 

additional information. 

Final Exams 

For seminar and lecture courses, you will be given a date and time for your final exam. 

Grades 

All grades MUST be submitted through the UCDAccess portal, as they do not auto-import 

from Canvas. Any grades submitted only to Canvas are not considered official and will not 

appear as complete with the Registrar. If there is more than one instructor on record only 

the Primary Instructor will be able to approve and submit the final grades, however, the 

Secondary Instructor or TA will be able to enter. View the college’s Grading Policy for 

Graduate Programs. Check the Grading Policy for Undergraduate Programs. The 

University’s Uniform Grading Policy is also available. 

https://architectureandplanning.ucdenver.edu/resources/cap-policies-and-guidelines
https://architectureandplanning.ucdenver.edu/resources/cap-policies-and-guidelines
https://architectureandplanning.ucdenver.edu/resources/cap-policies-and-guidelines
https://www.cu.edu/risk/event-and-activity-planning
https://www.cu.edu/risk/event-and-activity-planning
https://architectureandplanning.ucdenver.edu/resources/faculty-staff-resources#ac-college-of-architecture-and-planning-02
https://architectureandplanning.ucdenver.edu/resources/faculty-staff-resources#ac-college-of-architecture-and-planning-02
https://architectureandplanning.ucdenver.edu/docs/librariesprovider18/faculty-and-staff/undergraduate-program-grading-policy.pdf?sfvrsn=c1f5ebb9_4
https://www.cu.edu/ope/aps/1025
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There are some guidelines that faculty must follow: 

• It is the responsibility of the instructor to turn in grades for his or her students by the 

due date. 

• An “A” is the highest grade you can give in our 4.0 system. “A+” is not an option. 

Faculty must complete an “Incomplete Grade Report” form when students, for 

reasons beyond their control, have been unable to complete course requirements. A 

substantial amount of work must have been satisfactorily completed before approval 

for a grade is given. Instructor and student must sign and date the form. Grade 

should be marked as “I” and the professor must indicate: 

o Circumstances justifying an incomplete grade. 

o Description of work necessary to complete the course.  

o Date by which work must be completed. 

•     Professors must fill out a “Change of Record” form under the following 

circumstances: 

o When changing an official grade. 

o When changing attempted hours. 

o Retroactive add with grade – which means that student’s name did not 

appear in the grade sheet. 

Guest Speaker, Presenter, & Jury Reviewer Payments 

Payments to guest speakers and presenters must be pre-approved. See your department 

chair or program director or supervisor first to discuss whether a payment to a guest 

speaker would be covered by the department or program. Review the Honorarium 

Administrative Guidelines. Once approved, please use the CAP Purchasing and 

Honorarium Request Form. 

Learning Outcomes Assessment 

Outcomes assessment is an important process of establishing student learning outcomes, 

implementing the instructional program, assessing the outcomes, and using the 

information to guide program and curriculum development. The documentation and 

implementation of this process at the program level is crucial to the University’s continued 

accreditation. If you have questions, see your department chair or program director. The 

Center for Faculty Development offers online tutorials on assessment and rubrics. 

Office Hours 

There is no system-wide office hour policy for lecturers. You are encouraged to regularly 

meet with your students. Student learning is improved via regular contact with their 

instructor. If you need an "office", CAP has space for use by lecturers on the 3rd Floor. 

https://olucdenver.sharepoint.com/sites/CAPFacultyStaffResources/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FCAPFacultyStaffResources%2FShared%20Documents%2FCAP%20Policies%2C%20Processes%2C%20Resources%2C%20and%20Links%2FADMINISTRATIVE%20Policies%20%26%20Guidelines%2FHR%20Honorarium%20Guidelines%20%28Feb%2E%202023%29%2Epdf&parent=%2Fsites%2FCAPFacultyStaffResources%2FShared%20Documents%2FCAP%20Policies%2C%20Processes%2C%20Resources%2C%20and%20Links%2FADMINISTRATIVE%20Policies%20%26%20Guidelines
https://olucdenver.sharepoint.com/sites/CAPFacultyStaffResources/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FCAPFacultyStaffResources%2FShared%20Documents%2FCAP%20Policies%2C%20Processes%2C%20Resources%2C%20and%20Links%2FADMINISTRATIVE%20Policies%20%26%20Guidelines%2FHR%20Honorarium%20Guidelines%20%28Feb%2E%202023%29%2Epdf&parent=%2Fsites%2FCAPFacultyStaffResources%2FShared%20Documents%2FCAP%20Policies%2C%20Processes%2C%20Resources%2C%20and%20Links%2FADMINISTRATIVE%20Policies%20%26%20Guidelines
https://ucdenverdata.formstack.com/forms/cap_purchasing_honorarium_request_form
https://ucdenverdata.formstack.com/forms/cap_purchasing_honorarium_request_form
https://www.ucdenver.edu/offices/provost/academic-planning/core/cu-learning-outcomes
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Mid-term & Final Studio Reviews 

Schedule rooms for pin-ups and midterm reviews through the Operations Coordinator at 

the Reception Desk on the second floor. You cannot reserve a particular room for the 

duration of the semester. Please note rooms are reserved on a first come, first served 

basis and posted reservation signs should be respected. 

The final jury schedule will be handled by departments; final juries for studios will be held 

in the week prior to exam week. 

Studio Balloting – Architecture 

In some Architecture studio classes, students will choose their section through a “ballot” 

that works like a lottery system on the first day of their studio class. The distribution of 

students into the sections after balloting is final. Students are not allowed to change 

sections. 

Studio Culture 

Architecture’s Learning and Teaching Culture is outlined online. 

Teaching Evaluation 

Faculty are evaluated on their teaching annually and as part of the tenure process. 

Faculty Course Questionnaires (FCQs) 

Faculty Course Questionnaires (FCQs) are the formal process for students to evaluate 

faculty. They are administered online to your students near the end of the course. You will 

be contacted by the Boulder FCQ office when your administrations open, and the survey 

links will be sent automatically to your roster. To see the administration dates in advance, 

visit the Boulder FCQ website. Please remind your students to complete the FCQ. The 

questionnaire form is available to view online. Your FCQ results are released 1-2 business 

days after grades are released. 

 

chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/architectureandplanning.ucdenver.edu/docs/librariesprovider18/documents-for-links/cu-denver-learning-and-teaching-culture-policy.pdf?sfvrsn=cb7e68bb_4
http://www.colorado.edu/fcq
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Policies & Guidelines 

College Policies 
• College Honor Code 

• CU Building Access Policy 

• Student Teaching Assistant Pay Guidelines 

• Student Teaching Assistant Policy 

Policies Relating to Faculty 
• Academic Integrity Policy 

• Conflict of Interest in Cases of Amorous Relationships 

• Faculty Use of University Email 

• Intellectual Property – Patents and Discoveries 

Policies Relating to Students 
• Grade Appeals by Students 

• Privacy Policy 

• Student Rights to Educational Privacy 

• Uniform Grading Policy 

System, CU Denver, & Regent Policy Statements 

Discrimination Complaints 

“The University of Colorado does not discriminate on the basis of race, color, national 

origin, sex, age, disability, creed, religion, sexual orientation, gender identity, gender 

expression, veteran status, political affiliation, or political philosophy in admission and 

access to, and treatment and employment in, its educational programs and activities. The 

https://architectureandplanning.ucdenver.edu/docs/librariesprovider18/student-services/cap-honor-code-fall-2018.pdf?sfvrsn=ea1865b9_0
https://www.ucdenver.edu/docs/librariesprovider18/faculty-and-staff/key-and-building-access-control-policy.pdf?sfvrsn=fef4ebb9_2
https://olucdenver.sharepoint.com/sites/CAPFacultyStaffResources/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FCAPFacultyStaffResources%2FShared%20Documents%2FCAP%20Policies%2C%20Processes%2C%20Resources%2C%20and%20Links%2FADMINISTRATIVE%20Policies%20%26%20Guidelines%2FHR%20Student%20Teaching%20Assistant%20Pay%20%28Jan%2E%202025%29%2Epdf&parent=%2Fsites%2FCAPFacultyStaffResources%2FShared%20Documents%2FCAP%20Policies%2C%20Processes%2C%20Resources%2C%20and%20Links%2FADMINISTRATIVE%20Policies%20%26%20Guidelines
https://olucdenver.sharepoint.com/sites/CAPFacultyStaffResources/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FCAPFacultyStaffResources%2FShared%20Documents%2FCAP%20Policies%2C%20Processes%2C%20Resources%2C%20and%20Links%2FADMINISTRATIVE%20Policies%20%26%20Guidelines%2FHR%20Student%20Teaching%20Assistants%20%28July%202025%29%2Epdf&parent=%2Fsites%2FCAPFacultyStaffResources%2FShared%20Documents%2FCAP%20Policies%2C%20Processes%2C%20Resources%2C%20and%20Links%2FADMINISTRATIVE%20Policies%20%26%20Guidelines
https://www.ucdenver.edu/student/health-wellness/student-conduct/academic-integrity
https://www.cu.edu/ope/aps/5015
https://www.cu.edu/ope/aps/6002
https://www.cu.edu/regents/policy/5
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/architectureandplanning.ucdenver.edu/docs/librariesprovider18/default-document-library/grade-appeals-guide-2023.pdf?sfvrsn=5bd5e7bb_3
https://www.cu.edu/privacy-policy
https://www.ucdenver.edu/registrar/student-resources/ferpa
https://www.cu.edu/ope/aps/1025
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University takes action to increase ethnic, cultural, and gender diversity, to employ 

qualified disabled individuals, and to provide equal opportunity to all students and 

employees.” - Law of Regents 

Discrimination is unfair treatment, including harassment, because of one of the traits listed 

above, that results in negative employment or educational action. Discrimination can also 

occur when a person seeking a religious or disability accommodation is unfairly denied. 

Read the University’s Non-discrimination Policy and explore the Campus Administrative 

Policy. Anyone who believes that they have experienced or witnessed discrimination or 

any related retaliation should promptly report it to the Office of Equity at 303.315.2567 or 

via the reporting form. 

Resolving Conflict & Disputes 

The Ombuds Office is a resource available to all members of the University community. It 

is an independent source that will provide informal, confidential and neutral services to 

members of the University community in resolving conflicts, complaints, and disputes. 

Sexual Misconduct Prevention 

Any faculty or staff member who is considered a responsible employee, as defined by APS 

5014, who witnesses or receives information regarding any possible prohibited sexual 

misconduct is required to promptly report to the Title IX Coordinator or designee all known 

details, including: 

• Name of the alleged victim. 

• Name of alleged perpetrator. 

• Name of any alleged witnesses; and 

• Any other relevant facts, including the date, time, and specific location of the 

alleged incident 

APS 5014 applies to all students, staff, faculty, contractors, patients, volunteers, affiliated 

entities and other third parties, regardless of sex, gender, sexual orientation, gender 

expression or gender identity. Sexual Misconduct is a form of sex discrimination. The 

University of Colorado is committed to providing an environment where all individuals can 

achieve their academic and professional aspirations free from sex discrimination. 

The University prohibits any of the following: 

• Hostile Environment harassment; 

• Intimate partner abuse (domestic or dating violence); 

• Quid Pro Quo harassment; 

• Sexual assault - non-consensual sexual intercourse; 

• Sexual assault - non-consensual sexual contact; 

https://www.cu.edu/regents/policy/9
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.ucdenver.edu/docs/librariesprovider102/default-document-library/3054---nondiscrimination-policy.pdf?sfvrsn=651609b9_2
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.ucdenver.edu/docs/librariesprovider102/default-document-library/3054---nondiscrimination-policy.pdf?sfvrsn=651609b9_2
mailto:equity@ucdenver.edu
https://cm.maxient.com/reportingform.php?UnivofColoradoDenver&layout_id=2
https://www.ucdenver.edu/offices/ombudsoffice
https://www.cu.edu/ope/aps/5014
https://www.cu.edu/ope/aps/5014
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• Sexual exploitation; 

• Stalking; 

• Sexual harassment; and 

• Retaliation taken against those involved in reporting 

All University employees must have training specific to the Denver campus within 90 days 

of hire. 

Sexual Misconduct Reporting 

If you need to report any form of sexual misconduct, or if you have any questions 

regarding sexual misconduct, as defined above, please contact the Office of Equity and 

visit their website for more information. 

The University employs trained staff members who have responsibility for Title IX 

compliance. 

Workplace Bullying 

The University prohibits all forms of abusive workplace behavior, including conduct that is 

threatening, humiliating or intimidating, work sabotage and any related retaliation. Access 

the full Workplace Bullying Policy. 

 

Index 

Academic & Holiday Schedule, 17 
Academic Calendar, 33 
Academic Integrity Policy, 36 
Architecture Faculty, 8 
Audiovisual & Cameral Equipment, 22 
Booking Rooms, 16 

mailto:equity@ucdenver.edu
https://www.ucdenver.edu/offices/equity
https://www.cu.edu/ope/aps/5059
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Canvas, 22 
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CARE Team, 28 
Class Location, 33 
Class Rosters, 33 
Classroom Assignments, 31 
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Classroom Support, 21 
College Honor Code, 36 
College Leadership, 6 
College Logo, 25 
College Tour, 17 
Conflict of Interest in Cases of Amorous Relationships, 36 
Copies, 23 
Course Cancellation, 19 
Course Limit, 19 
(C-SEAP), 20 
CU Building Access Policy, 36 
CU Denver Alerts!, 18 
CU Online, 22 
Discrimination Complaints, 37 
Display of Student Work, 31 
Distressed Students, 28 
Drop/Add Deadlines, 31 
Early Action, 28 
Eco Pass, 17 
Email Messages to Students, 25 
Email Services, 23 
Facilities Issues, 17 
Faculty Course Questionnaires (FCQs), 36 
Faculty Use of University Email, 36 
Family Educational Rights and Privacy Act (FERPA), 30 
Field Trips, 33 
Final Exams, 34 
Grade Appeals, 31 
Grades, 34 
Guest Speaker, Presenter, & Jury Reviewer Payments, 34 
Hardware & Software Support, 21 
Hiring Processes, Forms, & Payroll, 19 
ID Access, 17 
ID Card – Getting a Lynx Card, 20 
Inclement Weather – Campus Closure, 19 
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Issues with Students?, 27 
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Library Access, 18 
LinkedIn Learning, 20 
Mail, 17 
Managing Disruptive Behavior, 27 
Mid-term & Final Studio Reviews, 35 
New Faculty Orientation, 20 
News Media & Media Coverage, 26 
Office Hours, 35 
Office of Information Technology (OIT), 24 
Office Space, 18 
Parking, 18 
Privacy Policy, 37 
Procurement Card, 21 
Purchasing, 21 
Reimbursements, 21 
Resolving Conflict & Disputes, 37 
Retain & Use Student Work, 32 
Safety Videos, 19 
Scanning Documents, 24 
Sexual Misconduct Prevention, 37 
Sexual Misconduct Reporting, 38 
Skillsoft Percipio, 20 
Social Media Accounts, 25 
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Student Absences Due to Religious Observances, 27 
Student Attendance, 26 
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Student with Disabilities, 28 
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Studio Culture, 35 
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Syllabus & Course Description Posting, 33 
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