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The Handbook is updated as information becomes available.  

Therefore, adjunct instructors are encouraged 

to consult the document frequently.

Spring 2007 updates are in this color (sky blue) text.  
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GREETINGS TO 

ADJUNCT FACULTY MEMBERS

Welcome to Germanna Community College.  Your service to students and to the College is very important.  As a part-time faculty member, you are valued and highly respected.  Thank you for your interest and commitment to being a part of the College.

You have been selected to teach at Germanna because you have expertise and qualities that make you well qualified to be a higher education instructor.  During recent years Germanna has grown a great deal, and we are no longer the small, informal community that we once were.  Yet, we continue to strive to maintain the important human elements essential for effective teaching and learning.  Students are the most important component of the collegiate community.  You are a primary part of the comprehensive and complex network of resources to which our students have access.  The College is fortunate to have the opportunity to have so many qualified and outstanding full-time and part-time faculty members.  Thank you for your commitment to teaching and your willingness to be a Germanna Community College faculty member.  

The Deans of Instruction and College staff members are always glad to assist you.  Please also feel free to contact the Vice President for Academic Services or me, after working first with the appropriate Dean.  This Handbook has been prepared to guide you with some of the policies and procedures that are pertinent to your role.  Please ask the questions that you may have that are not addressed in the Handbook.  Ask for clarification on any matters that may be confusing for you.  The College administration is committed to support you.  As well, full-time faculty members are glad to assist adjunct faculty members when possible.  

Please remember in the end that it is the student who is most important.  Thank you for accepting the most awesome responsibility of teaching.  You will impact and change many lives through your efforts both in and out of the classroom.  I wish you a challenging and rewarding experience while you are at Germanna.








Sincerely,
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Frank S. Turnage

 






President
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Announcement!!!

The Germanna Center for Advanced Technology (GCAT) opens Fall 2006 in Culpeper.   Primarily a center providing non-credit courses through the Center for Workforce and Community Development, selected credit courses will be offered at the Center.  GCAT will house a library and an Academic Computing Center, and faculty and students will have access to other services (e.g., Tutoring and Testing Center) at the Locust Grove and Fredericksburg Area campuses.  As the Center experiences growth in enrollment, additional on-site services will be added.  

Instructors and students who need assistance should contact the appropriate office or person at the Locust Grove campus to receive the services needed.  For example, instructors who need assistance with classroom technology should contact Technical Services at the Locust Grove Campus and students who need tutoring should contact LGC Tutoring.   Contact information for all services follows on pages 3, 4, and 5.   Dr. Tom Campbell, Associate Dean, will be at GCAT two days per week and can be contacted by phone and email at the Locust Grove campus when not on site.  

As additional information necessitates, including information about GCAT programs and services, it will be added to the Handbook.  Please continue to consult the Adjunct Faculty Handbook throughout the semester.  We hope you find it to be a useful resource.  

1  Introduction

Germanna Community College exists to serve the educational needs of individuals interested in beginning or advancing their careers, or in transferring to a four-year college or university.  The college offers its educational and other services as part of a statewide system of community colleges that places relatively low cost, high quality post‑secondary education within commuting distance of all Virginians.  Germanna serves the residents of the counties of Caroline, Culpeper, King George, Madison, Orange, Spotsylvania, Stafford, and the city of Fredericksburg.

Germanna strives to offer courses at times and locations convenient for students.  The College operates on a year‑round basis, with two semesters and a summer session each year.  Courses are scheduled both day and evening on both the Locust Grove and Fredericksburg Area Campuses, and as needed at other locations within the College's service region.

The current GCC catalog contains more information about Germanna’s affiliation and accreditation as well as statements about the college’s mission, purpose, and history.  This information can be found on pages 9-12 of the Catalog or at http://www.gcc.vccs.edu/admissions/Catalog%2005-07/03-General%20Information.pdf
The instructional unit is organized by location.  Dr. John R. Donnelly is the Dean of Instruction for the Locust Grove Area Campus (LGC).  As such he is responsible for all faculty and all credit course offerings on the Locust Grove Campus, at the Germanna Center for Advanced Technology (GCAT), and at other locations in the western sector of the service region.  Mr. Bill Fiege is the Dean of Instruction for the Fredericksburg Area Campus (FAC).  As such he is responsible for all faculty and all course offerings on the Fredericksburg Area Campus and at other locations in the eastern sector of the service region.  

There are professional staff who assist the Deans.  If you have questions or concerns about course content, course outlines, textbooks, support materials, or teaching matters, contact the appropriate staff member whose name and contact information can be found on the following page.  

Adjunct faculty are crucial to the operation of GCC.  The College could not offer the number and variety of courses it does without the help of adjunct faculty.  This handbook is designed to provide a convenient reference for adjunct faculty to the academic and administrative policies and procedures at GCC.  Please use it as a beginning point for seeking information on questions you may have and then solicit additional information or clarification from the appropriate staff member as needed.

This handbook is revised and reorganized annually.  We welcome questions and suggestions for improvement.  Please send those questions and suggestions to Paula Gentry at pgentry@gcc.vccs.edu.  

Germanna Community College Statement of Purpose

Germanna Community College is a public, comprehensive higher education institution in the Virginia Community College System.  Located in north-central Virginia, the College has two full-service campuses and offers Associate Degree, Certificate, and Career Studies Certificate programs to a diverse urban and rural population.  

Mission:  Germanna Community College is a regional leader and partner providing high quality, accessible learning opportunities and related services to the community.

Vision:  Germanna Community College is a dynamic learning organization that provides innovative leadership in meeting the changing educational needs of the community.


Values: Shared values guide Germanna Community College in fulfilling our mission.  These values influence thoughts, guide decisions, mold policies, and determine courses of action.  These values are demonstrated through a commitment to:

· Teaching and Learning—Sustain teaching excellence and set high standards that promote and encourage student learning.

· Effective Learning Environments—Maintain innovative learning environments that encourage creativity and acquisition of knowledge and skills that prepare students for changing work environments, responsible citizenship, and rewarding lives.

· Community Service—Serve our communities by facilitating cultural enrichment, advancing economic development and partnerships, promoting health and wellness within the community, and providing leadership and College talent to meet community needs.

· Opportunity—Serve a diverse student population through lifelong learning and student development services that are inclusive, accessible, affordable, and of the highest quality.

· Stewardship—Make effective and efficient use of resources, fulfilling our responsibility to the Commonwealth and the communities we serve.

· Professionalism—Foster competence and professional development, open and honest communication, accountability for actions and mutual respect.

· Integrity—Deliver on our promises; take the right actions for the right reasons.

2 Personnel and Telephone Numbers (Area Code:  540)

2.1 Frequently Used Numbers— 

	Office
	LGC 
	FAC

	Academic Computing Center
	423-9145
	891-3009

	Admissions and Records
	423-9122
	891-3020

	Bookstore
	423-9192
	891-3002

	Business Office
	423-9038
	891-3029

	Counseling
	423-9123
	891-3021

	Director of Distance Learning

(Rebecca Blankenship)
	423-9149
	891-3084

	BlackBoard Administrator (Krista Ehlert)
	
	891-3077

	Financial Aid
	423-9124
	891-3081

	Human Resources
	423-9056
	

	Dean of Instruction -LGC

(Dr. John R. Donnelly)
	423-9841
	

	Associate Dean of Instruction, LGC 

(Dr. Tom Campbell)
	423-9839
	

	Administrative Assistant, Instruction – LGC 

(Barbara Downs)
	423-9840
	

	Instructional Secretary (evenings) – LGC 

(TBA)
	423-9840
	

	Dean of Instruction – FAC  (Bill Fiege)
	
	891-3040

	Administrative Assistant to Dean of Instruction – FAC (Carol Baetz)
	
	891-3050

	Instructional Secretary- FAC (evenings)  

(Lisa Jones)
	
	891-3047

	Associate Dean (Paula Gentry)
	
	891-3046

	Associate Dean – FAC-(Judi Bartlett)
	
	891-3030

	Administrative Assistant, Office of the Dean of Instruction  FAC-2 (Sharee Robinson)
	
	834-1029

	Library
	423-9143
	891-3015

	Network Support
	423-9052
	891-2127

	Payroll (Barbara Hall)
	423-9057
	

	Special Needs Counselor
	423-9140
	891-3019

	Student Services

Dean of Student Services – Pam Frederick
	423-9125
	891-3021

	Technical Support (day and evening)
	423-9052
	834-1000

	Testing Center
	423-9147
	891-3083

	Tutoring Center
	423-9148
	891-3017

	Veteran Affairs
	
	891-3023

	Workforce Development
	423-9150
	891-3095

	
	
	

	
	
	

	
	
	


2.2 Discipline Resources for Academic Year 2006-2007

	LGC

303-C  
	Dr. Tom Campbell

540-423-9839

tcampbell@gcc.vccs.edu
	All disciplines and Germanna Center for Advanced  Technology (GCAT) credit courses

	FAC-1

315-E
	Paula Gentry

540-891-3046

pgentry@gcc.vccs.edu
	ADJ, ART, ASL, CHD, ENG, FRE, GEO, GER, HIS, HLT, HRT, HUM, LAT, LGL, MUS, PED, PHI, PLS, REL, SPA, SPD

	FAC-2

212
	Judi Bartlett

540-891-3030
jbartlett@gcc.vccs.edu
	ACC, BIO, BUS, CHM, CIV, CSC, DRF, ECO, EDU, ENV, FIN, ITD, ITE, ITN, ITP, MKT, MTH, NAS, PSY, SOC


Administrative Staff members for Academic Year 2006-2007

	LGC

303
	Ms. Barbara Downs 

540-423-9840

bdowns@gcc.vccs.edu
	Title:        Administrative Assistant,

                 Office of the Dean of Instruction – LGC
Hours:      Monday-Friday                 7:30 AM–4:00 PM

	LGC 303  
	TBA   

542-423-9840


	Title:        Administrative Assistant,

                 Office of the Dean of Instruction – LGC
Hours:      Monday – Thursday          3:00 PM-8:00 PM

                 Saturday                            8:00 AM-Noon

	FAC-1

316
	Ms. Carol Baetz

540-891-3050

cbaetz@gcc.vccs.edu
	Title:        Administrative Assistant, 

                 Office of the Dean of Instruction—FAC-1

Hours:      Monday-Friday                 7:45 AM-4:15 PM

	FAC-1

316-A
	Ms. Lisa Jones

540-891-3047

ljones@gcc.vccs.edu
	Title:        Administrative Assistant,

                 Office of the Dean of Instruction – FAC-1

Hours:     Monday-Friday         7:30 AM-4:00 PM                

	FAC-2

211
	Ms. Sharee Robinson

540-834-1029

srobinson@gcc.vccs.edu
	Title:       Administrative Assistant,

                Office of the Dean of Instruction – FAC-2

Hours:     Monday-Thursday             9:00 AM-7:30 PM


Department Chairs for 2006-2007  

	Chair
	Disciplines
	Office
	Phone
	Email*

	Kellie Bradshaw
	History, Humanities, Geography, Music, Religion, Philosophy 
	FAC-1, 316-I
	540-834-1034
	kbradshaw

	Ray Burton
	Natural Sciences (FAC)
	FAC-1, 316-L
	540-891-3065
	rburton

	Dr. Helen Mergenthal
	Natural Sciences (LGC)
	LGC,

407-I
	540-423-9847
	hmergenthal

	Irv Comer
	Criminal Justice, Political Science, Legal Studies
	FAC-1, 316-J
	540-834-1033
	icomer

	Richard Dawson
	Art and Photography
	FAC-1,

123-A
	540-891-3006
	rdawson

	Don Frank
	Business, Economics, Accounting, Marketing
	FAC-2,

203
	540-891-3054
	dfrank

	Dr. Kevin Handley
	Psychology and Sociology
	FAC-2, 

209
	540-891-3044
	khandley

	Dr. Yvette Hester
	Math (Developmental and  College Credit)
	FAC-2, 

210
	540-834-1020
	yhester

	Gerald Miller
	IST and Computer Science
	LGC, 

303-I
	540-423-9857
	gmiller

	Nancy Noel
	English (Developmental and College Credit)
	FAC-1, 

316-G
	
	nnoel*

	John Stroffolino
	Health and Physical Education
	LGC, 

303-G
	540-423-9853
	jstroffolino


For additional information regarding the following programs, please contact:

	ASL, ESL, French
	Paula Gentry
	FAC-1, 315-E
	540-891-3046
	pgentry

	Automotive
	Brent Wilson 
	Carver 
	540-829-2044
	bwilson

	Dental Hygiene
	Misty Sissom
	LGC, 504-E
	540-423-9823
	msissom

	Drafting, Engineering Technology
	Kevin Cogley
	
	
	kcogley

	Early Childhood Development
	Gwendolyn “Wendy” Erwin
	
	
	gerwin

	Education
	Dr. Joel Tate
	LGC, 509
	540-423-9854
	Jtate

	Horticulture
	Mike Read
	LGC, 407-C
	540-727-3087
	mread

	Latin, German
	Dr. John R. Donnelly
	LGC, 303-E
	540-423-9841
	jdonnelly

	Nursing, SDV 295
	Dr. Jane Ingalls
	LGC, 401-A
	540-423-9820
	jingalls

	SDV 100 (FAC)
	Jim Grigsby
	FAC-1, 201-F
	540-891-3026
	jgrigsby

	SDV 100 (LGC)
	Dr. Sarah Somerville
	LGC, 205-E
	540-423-9139
	ssomerville

	Speech 
	Philip Tirpak 
	FAC-1, 316-K
	540-834-1038
	ptirpak 

	Spanish 
	Miguel Lechuga
	FAC-1, 315-D
	540-891-3041
	mlechuga
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3 2006-2007 Calendars
	Spring 2007
	

	Late Registration – LGC and FAC
	January 4

	Classes Begin
	January 8

	Holiday (Campus Closed)
	January 15

	Last Day to Add/Cange from Audit to Credit
	January 16

	Last Day to Drop with Refund
	January 23

	Spring Break
	March 5 – 11

	Last Day to Withdraw Without Academic Penalty
	March 19

	   OR Change to Audit
	

	Last Day of Classes (Incomplete grades due-section 4.5.1)
	April 30

	Final Exams
	May 1 – 7

	Grades Entered into People Soft 
	ABSOLUTE DEADLINE – NOON, Tuesday, May 8, 2006

	Graduation
	 May 12


4   Instructional Responsibilities

Adjunct faculty plays an integral role in the academic life of Germanna Community College.  Academic preparation and teaching requirements are the same for full‑time and adjunct faculty.  Supervision of adjunct faculty resides with the Deans of Instruction and their staff members.    

Appointments are made by Germanna Community College according to instructional needs, and the College reserves the right to change or withdraw teaching assignments based on enrollments and other institutional requirements.  

4.1  Duties and Responsibilities

As an adjunct faculty member, it is your responsibility to provide excellence and quality in teaching and to uphold the standards established by the College.  Specifically, your duties are to teach courses as assigned, to meet with students as necessary during office hours, and to follow college policies and procedures.


The major responsibilities inherent in meeting teaching objectives include:

1. To provide each student with a course outline, to acquaint all students with the course requirements and objectives during the first class meeting; and to post on Blackboard as appropriate;

2. To submit outlines for all your classes (electronic copies are preferred) to the appropriate staff member prior to your first class meeting.  The course outlines should include the required elements (see section 4.4);

3. To post and maintain one office hour per week for each section taught, scheduled at times accessible to students;

4. To explain clearly the grading procedures and standards and to apply them fairly;
5. To present course material in a clear and coherent manner using various methods of presentation according to content and student needs;
6. To meet assigned class(es) at the scheduled time and for the scheduled duration.  Any departure from the appointed hours or the planned suspension of a class must have the previous consent of the appropriate staff member*;

7. To design tests and assignments that are related to the material covered in the class and the textbook, and to provide each student with periodic evaluations of his/her progress;

8. To maintain accurate records of student enrollment, attendance, and grades;  

9. To provide supervision of students in classrooms and laboratories;

10. To encourage class discussion when appropriate;

11. To encourage students to think for themselves;  

12. To maintain and display enthusiasm for the subject;  

13. To demonstrate genuine interest in students, including concern that students learn the material and an understanding of the student’s perspective;

14. To give a final exam during the published exam period, or at a minimum a graded class activity (see section 4.6—Final Examinations);

15. To submit final grades electronically no later than NOON on the deadline date;

16. To check your campus mailbox weekly, to use your GCC email account, to check and respond appropriately to email twice a week (minimally); 

17. To present problems, recommendations, and reports related to courses and instruction to the appropriate staff member;  

18. To speak with an appropriate staff member promptly when needing to be absent from class;  

19. To refer students who need special attention to Counseling.

*Determining the appropriate staff member can be accomplished as follows:  

a. For classroom issues, please consult the staff member assigned to your discipline.  At LGC and GCAT, see Dr. Tom Campbell; FAC adjunct faculty should refer to page 3 of this Handbook.

b. For course issues, the appropriate individual is the department chair.  See the table on page 4 for contact information for the Department Chairs. 

c. All other matters are referred to Instructional staff members, Administrative Assistants, or Instructional Secretaries.  There are individuals here during the day and in the evening (Monday through Thursday evenings).

4.2  Teaching Tips

Here is a brief checklist of instructional strategies:

1. Distribute course outline at the first class—with objectives, requirements, a calendar of topics and activities, grading policy, absence and other class rules, and your office hours clearly articulated—and discuss it with the students.   A more detailed description of the required elements for course outlines is provided in Section 4.4.  Establish at the first class unmistakable standards and expectations, and stick to them.  

2. Plan an activity for the first class that will help students get to know one another.  Also, use the first class to engage your students’ interest in the course subject.  

3. Get to know your students, take roll, and emphasize to students your availability outside of class to answer questions or assist them.  

4. Seek regularly to know if your students comprehend and can apply what you teach by actively listening and responding to their interests and difficulties.  Be ready to adjust to legitimate needs.  

5. Take opportunities to share not only your knowledge but also your experience with the commitment to learning; within bounds of propriety, let students know who you are. 

6. Respect and value student questions, difficulties, and opinions as you correct their factual errors or logical inconsistencies.  

4.3  Moving or Canceling Classes (e.g., Instructor Absence)

It is crucial that classes meet at regularly scheduled times and locations.  If you change the class meeting time or the location, you must notify the appropriate administrative assistant who will then complete a Notice of Change Form (see Appendix).  Even though you might have informed your class that you will be meeting at a different time or in a different room, one or two students might have been absent or may have forgotten.  Furthermore, if a student must be reached for an emergency, it is important for the appropriate staff member to be able to locate him/her.  In order to encourage better communication, we ask that you inform the appropriate staff member of time and/or location changes in advance.   

If you wish to meet your class at an educationally appropriate destination, you must discuss this plan with the discipline resource (see section 2.2 in this Handbook).  Each student must sign and submit the Assumption of Risk form (parental signature is required for students 17 and younger), and the instructor must submit copies to the Instructional Staff member and Security, prior to the class meeting held off campus.  You may leave the forms with the security officer on duty in the building where you class meets.  Any student who does not submit a completed form prior to the activity must not attend the off campus meeting.             

 If you know in advance that you will need to be absent from class, it is your responsibility to coordinate all arrangements.  When it is appropriate to do so, you can arrange for someone else to meet your classes or you can make special assignments that the students can complete outside of class.  If your substitute will provide instruction, that individual must be qualified and appropriately credentialed to do so.  In either case, you must notify the appropriate discipline resource.  

Please be aware that absences should be limited and that excessive class absences may result in a poor performance evaluation and failure to be reappointed in subsequent semesters.

If you cannot meet with your class at its scheduled time because of illness or other emergency circumstances, you must speak with the appropriate staff member as soon as possible.  If neither of these individuals is available, alternate numbers are listed on the wallet card provided to you at the beginning of the semester.  It is essential that you speak to a person rather than leave a voicemail message on the appropriate staff member’s telephone.  At FAC, please be sure to contact individuals in the building where your class is usually held.

Faculty should adhere to the scheduled beginning and ending times of class meetings unless exceptional circumstances dictate otherwise.  In such cases, the faculty member should notify the Dean of Instruction as soon as possible.

See section 9.1 for information about closures of the entire college and closings for classes meeting in area high schools.  

4.4  Course Outline

The purpose of a course outline is to provide students with an explanation of the objectives of the course and how they must participate in the learning process with the instructor in order to meet these objectives.  The outline serves as a written contract between the instructor and the student, and documents what is expected of students in order for them to receive credit for their efforts.  

Your department chair, a full-time faculty member in the discipline, or discipline resource can help you to prepare your first course outline.  Examples of representative course outlines are included in the Appendix; other examples are available from the appropriate staff members.  

A portion of information contained in the course outline is standard information that has been previously agreed upon by the full-time teaching faculty in the discipline.  Other parts of the course outline are developed by the individual instructors and are tailored to fit the particular instructor and class.   Individual instructors may also add explanatory information that they feel is needed by students to clarify course objectives and procedures.  

It is important that your course outline be as detailed as possible.  Any policies or procedures you plan to enforce should be included in the course outline.  If a student questions or complains about class policies or procedures, the Dean of Instruction will refer to the course outline for clarification.    

All students should receive a copy of the course outline at the first class meeting.  In addition, please be sure to provide a copy of the completed course outline for each section you are teaching to the appropriate staff member prior to your first class meeting; please submit your course outlines electronically to the administrative assistant and associate deans for each campus/center where your courses are offered.   Course outlines should be submitted electronically as a Microsoft Word document saved in this format:  F 06  HIS 101-91  K. Bradshaw.  Online instructors must submit electronically their course outline as a Word document as well.    

All course outlines must include all the required elements approved for a course outline.  The Appendix includes additional information about the required elements, and an electronic template is available from the discipline resource at both campuses.  

4.5  Grading

Each adjunct faculty member is responsible for determining a grading scale to be used for each class being taught. The College does not have an official grading scale but expects instructors to formulate reasonable grading standards and policies, and to communicate them clearly in the course outline.  Many college faculty use a 10-point scale such that: 

90-100  = A
80-89  = B
70-79  = C
60-69  = D
0–59  = F 


Whatever grading scale you use, your grading criteria must be clearly defined in the course outline.  Each instructor is responsible for determining and recording final grades at the end of each semester.  Instructors enter their grades electronically by the published deadline.   

Students in developmental courses (MTH 02, MTH 03, MTH 04, ENG 01, ENG 03, ENG 04, and ENG 05) do not receive traditional letter grades.  Instead they will receive one of the following grades:  

S (= Satisfactory).  The student has met the objectives of the course and is ready to progress to the next course in the reading, writing, or math sequence.  

R (= Re-enroll).  The student has not met the objectives of the course, but has demonstrated sincere attempts to do so (attended class regularly, handed in assignments regularly, etc.)  The student must repeat the course.  

U (= Unsatisfactory).  The student has not met the objectives of the course and has not made a sincere effort to meet those objectives (has not attended class or handed in assignments regularly).  The student must repeat the course.  

Please be aware that whether a student receives an R or a U, he/she must still repeat the course in its entirety.  

Students who wish to audit a course must request permission from the Dean of Instruction before the last day to withdraw from the course.

If an instructor wishes to change a student’s grade after the end of the semester, he/she must use the "Change of Grade" form issued by the office of Admissions and Records (see Appendix). 

4.5.1  Incomplete Grades

An Incomplete (I) may be given when the student requests an Incomplete, and the instructor ascertains that verifiable, unavoidable reasons have kept the student from completing required course work.  Incompletes should only be given when the student has completed the majority of the course requirements (i.e., close to the end of the semester).  If circumstances arise that prevent a student from completing course requirements earlier in the semester, the student should request to withdraw from the course (seeking permission from the appropriate Dean if the last day to withdraw without academic penalty has passed) and repeat the course in a subsequent semester.  

For students who receive an Incomplete grade, the requirements for satisfactory completion of the course must be listed on the Incomplete Grade Form (see Appendix).  The Incomplete Grade Form also must indicate the grade the student will receive if the missing work is not completed by the specified date.  The instructor must attach a completed and signed Incomplete Grade Form to the final grade roster for each student to whom an “I” grade is given; Admissions and Records then forwards a copy of the completed form to the student.  

When the student meets the requirements listed on the Incomplete Grade Form, the instructor then submits a Grade Change Form (see Appendix) to the office of Admissions and Records to change the student’s grade from an “I” to the grade earned.  THIS FORM IS DUE NO LATER THAN THE LAST DAY OF CLASSES (NOT THE LAST DAY OF EXAMS) IN THE FOLLOWING SEMESTER.

If the student fails to meet the course requirements listed on the Incomplete Grade Form, the "I" becomes the grade indicated by the instructor on the Incomplete Grade Form at the end of the semester following the semester in which the "I" was granted (not counting the Summer Session as a following semester).  The instructor needs to do nothing additional for the grade to be recorded as a part of the student’s official grade transcript. 

Note: A grade of Incomplete “I” must be requested by the student. The instructor cannot assign a grade of “I” without the consent of the student.
4.5.2  FERPA

It is important that all faculty understand the federal legislation entitled the Family Educational Rights and Privacy Act (or FERPA).  FERPA requires the confidentiality of all postsecondary educational records regardless of student age.  Therefore, if a parent calls you seeking information as to their son’s or daughter’s attendance record, grades, or other course related information you must tell him/her that you cannot legally discuss that information with anyone other than the student EVEN IF the parent is paying for the student’s tuition, room, and/or board.

If a student tells you that he/she does not mind if you discuss course related information with a parent, you must obtain this consent in writing from the student without the parent present.  The consent can be written for this specific meeting only, for specific issues only, or can be written to include any academic information and for the entire period of the student’s enrollment at GCC.  

Please keep a copy of this waiver for yourself, provide a copy to the Dean of Instruction, and the original consent must be submitted to Admissions and Records for filing in the student’s academic file.  

If the parents insist you release student information to them, please refer them to Admissions and Records. 

4.6  Final Examinations

Each instructor will include a final examination as a part of course requirements.  Faculty gives final examinations at the scheduled time during the examination period (not during the last week of classes during the fall and spring semesters.  However, summer final exams are scheduled for the last class session.).  Examination schedules can be viewed at http://www.gcc.vccs.edu/admissions/forms/fall_final_exam_2006.doc or in the printed schedule.  All students are expected to take their final examinations at regularly scheduled times. 

No exception will be made without the permission of the Dean of Instruction.  If a formal examination is not given, the instructor should meet the class during the scheduled exam period for a meaningful educational activity (e.g., mandatory student conferences or student presentations.  

4.7  Class Rosters
4.7.1  First Roster 

You can obtain your class roster at any time through GCC Online (sign in at  http://www.gcc.vccs.edu/peoplesoft/sis.asp).  If you are unsure about this process, tutorials are available; click on Faculty/Staff on the left side of the webpage noted previously and you will find tutorials to assist you in obtaining the information available to instructors.

By the first class meeting, you will receive a roster in your campus mailbox that will list all students who have registered by the previous business day.  Please call the roll and ask any student not on the roster to verify registration in your section.  Students who attend your section, but are enrolled in another section, will receive an F in the other section!  If a student cannot demonstrate his/her registration in your section, please send him/her to the office of Admissions and Records to verify his/her registration.  Please also note students who are on your roster but are not present in class and keep this information.  Students may continue to register during the first week of classes, so you should expect some fluctuation in your class roll.  Check your roster electronically as they are updated immediately; updates that occur while you are viewing your roster will now appear on your screen immediately.  

If your class is full, students might ask you for permission to be added into the class.  ONLY the Dean of Instruction can grant this permission.  Overrides to full classes are granted only in the following circumstances:  clerical error on the part of the College, class cancellations, and exceptional need for the course for graduation in that semester.  If any of these circumstances apply to the student, please send him/her to see the Dean of Instruction at the campus where the class is located.  
4.7.2  Second Roster-- IMPORTANT Verification of Correct Roster Information

You will receive a memo with two copies of your rosters after the add/drop period is concluded; one copy of the roster is for you to keep.  Please continue to call the roll and inform any students whose names are not called that they must verify their registration with the office of Admissions and Records.  Do not allow any student to remain in your class if his or her name is not on your class roster.  Please also note students that are on your roster but are not present in class and keep this information.
The second copy must be returned to the appropriate Administrative Assistant to the Dean of Instruction who must ensure that a complete set of class rosters are returned to Admissions and Records.  This second copy must include a notation for any student who never attended class or miss an excessive number of class meetings.  This record keeping is required for GCC to be in compliance with federal financial aid regulations.  It is extremely important that you return the copy of the class roster by the date specified and according to the instructions on the attached memo so that GCC can demonstrate compliance with federal financial aid regulations.

4.7.3  Third Roster

You will receive a memo with a third roster after the last day to withdraw without academic penalty.  This roster will show a final grade of “W” for students who have officially withdrawn from your course.  Please check this roster carefully to see that it agrees with your records.  Please return the roster to the office of Admissions and Records right away noting any discrepancies.  If you wish a copy of this roster, please make a copy for your records. 

  Students who stop attending after this date cannot receive a grade of “W” unless the Dean of Instruction approves their written request for mitigating circumstances (as defined in the College Catalog; see “Withdrawing From a Course” on pages 34-35 or at http://www.gcc.vccs.edu/admissions/Catalog 05-07/07-Academic Information.pdf).  The appeal must include documentation that verifies the student’s request.  

4.8  Submitting Final Grades ON TIME

Late grades result in incomplete grade reports to students and may delay a student’s graduation.  Final grades are submitted electronically using the PeopleSoft student information system.  Instructions for entering final grades are included in the Appendix or you can refer to the tutorial at http://www.gcc.vccs.edu/peoplesoft/tutorials.asp.   You enter the grades and save them three times according to the instructions.  

To confirm that your grades have been entered accurately, log out, and then log back in to the system and return to the grades that you just entered.  If the grades are there, the grades are entered correctly.  If the grades are missing, they are not entered into the system.

You are not required to submit a hard copy of the final grades for your students.  
 4.9  Academic Honesty

The faculty of Germanna Community College recognizes that academic honesty is an integral factor in developing and sharing knowledge.  We support the concept of academic honesty, practice academic honesty in our classes, and require academic honesty from our students.  Germanna Community College students are expected to maintain complete honesty and integrity in the completion and presentation of academic assignments and examinations.  Any student found guilty of cheating, plagiarism, or other dishonorable acts in academic work is subject to disciplinary action.  See the Germanna Community College Catalog and Student Handbook (pages 126-127) or www.gcc.vccs.edu/admissions/catalog2005-2007.asp.  Click on the link for “Student Handbook” for specific actions to take if academic honesty is in question.  The Academic Dishonesty Report form is included in the Appendix.

5  Instructional Policies

5.1  Office Hours and Office Space

While your primary responsibility is teaching, you must be available to help students outside of class for a minimum of one hour per week per class being taught.  You may meet this requirement by being available to students in an announced location before or after the normal class hours or at other hours specified on your course outline.  If you teach online, your course outline must include specific day(s) and time(s) that you will be online to keep your office hour(s).  If you teach off campus, you may meet with students in your assigned classroom.  Include the specific time, day(s) of the week, and location of your office hours on your course outline, and submit a completed Adjunct Information Sheet (included in Appendix) to inform the Instructional Administrative Staff member of these hours by the due date noted on the form.  The LGC adjunct office is room 407-H.  The FAC-1 adjunct office is located in room 320, and the adjunct office in FAC-2 is in room 214. 

5.2  Student Attendance

Class attendance is an integral part of a sound academic program.  You must include a clear statement of your attendance policy in the course outline for your course.  You may follow the college's policy (“Attendance Standard”) described on page 35 of the catalog (see  http://www.gcc.vccs.edu/admissions/catalog2005-2007.asp; click on Academic Information and scroll to page 35), or you may devise your own applicable attendance policy.  The appropriate staff member or a full-time faculty member can help you.  Whatever attendance policy you set in your course outline must be enforceable, so please make allowance for student emergencies.

It is very important that you communicate your attendance policy to the students, verbally as well as in your course outline.  If a student misses class frequently, you should try to contact that student by phone or by email.  If you cannot contact the student, please complete an Early Alert form (see Appendix) and send it to Student Services so that a counselor can contact the student.

According to Germanna policy, a student who does not meet the attendance requirements set for a class will receive a failing grade unless he or she withdraws from the course.  Students are responsible for completing the appropriate form (see Drop/Add Form in Appendix) to withdraw before the last date to withdraw without academic penalty.  After that date, students must receive an “F” unless they can document mitigating circumstances (Catalog, page 35; policy included under “Attendance Standard” or see http://www.gcc.vccs.edu/admissions/catalog2005-2007.asp).   Applying for and documenting mitigating circumstances is the responsibility of the student.  A letter requesting mitigating circumstances and any supporting documentation should be sent to the Dean of Instruction for consideration.

5.3 Textbooks 

Students may purchase textbooks at the Campus Bookstore located on each campus.  Textbooks for GCAT courses are available at the LGC bookstore.   If there is a question concerning the availability of the texts, please contact the appropriate staff member.  
Texts are ordinarily selected for courses by full‑time faculty.  However, in some circumstances adjunct faculty members select texts in consultation with the appropriate staff member.  This might be the case when no full-time faculty teaches the course.  Book orders are typically due four months before the beginning of the semester.  

If you do not have a copy of the text for the course you are teaching, you should contact the appropriate staff member immediately.  At the end of the semester, adjunct faculty who are not returning to teach the following semester are asked to return their desk copies and any ancillaries provided through GCC to the appropriate instructional administrative staff member.

Follett Bookstore, independent of the college, operates our College Bookstore.  They do not provide desk copies to instructors.  Instead, the administrative staff member to either the Dean or the Associate Dean orders desk copies directly from the publisher.  The college can order only a limited number of desk copies per semester.  If you lose your desk copy, you may have to replace it at your own expense.  

State law prohibits the sale of any materials received from the publisher and/or requested by the College for instruction in your course.  
5.4  Assessment/Placement of Students

In order to ensure that students are as successful as possible in their academic courses, Germanna Community College has implemented a Student Assessment and Placement Program.  The program requires all new students to go through an assessment process before registering for classes.  We currently use SAT scores, transfer credits, or COMPASS placement tests for assessing the students' skill levels in reading, writing, and math.  If you would like to see student placement scores for students in your class, you can check PeopleSoft for test scores for students in your courses.  

Instructors should query their students on the first day of class to confirm that all students have met course prerequisites and placement score requirements.  If students need assistance, have them see an academic advisor.  If you suspect a student is inappropriately placed into your class, contact Counseling for assistance.

5.5  Adding/Dropping Courses

The dates for the last day to add a class, drop a class with a refund, and withdraw from a class without academic penalty are published in the printed schedule of classes and must be included in your course outline.  A student may not add, drop, or withdraw from a course after the deadlines set by the College without the permission of the Dean of Instruction.  

If a student withdraws from a course before the deadline to drop without academic penalty a grade of "W" will be recorded on their record.  Students who stop attending class after the last day to withdraw without academic penalty will receive a grade of "F,” except under mitigating circumstances. The student must document the mitigating circumstances and receive approval of the Dean of Instruction (see section5.2 in this Handbook).  

Request for refunds past the refund date must be based on mitigating circumstances and be submitted in writing to the Vice President for Academic Services.

5.6  Access Policy for Students with Disabilities

Services are provided to students with disabilities to ensure equal access to all of Germanna Community College’s programs and services.

To be eligible for services, students must self-disclose their disability to a Special Needs Counselor on either campus.  The student must also provide current documentation of his/her disability.  If the student’s documentation is approved, accommodations may be provided based on the student’s needs and the type of class in which he/she is enrolled.

If the student is approved for services, an accommodation letter will be developed by the Special Needs Counselor listing the accommodations that the student needs in class.  The student is encouraged to meet with his/her instructors after class or during the instructor’s office hours to discuss his/her accommodation needs.   

Please be aware of the resources available to assist instructors in providing accommodations to students.   There is a Special Needs Counselor located on each campus to answer questions regarding accommodation issues.  Also, Special Needs Counselors are available to assist instructors with the provision of accommodations. There is a Testing Center located on each campus where students needing testing accommodations (extended time) can test in a secure location. Assistive technology is available in the Academic Computing Center on each campus.  This technology may allow students to be more independent in completing their tests and assignments.  


If you have questions regarding a student’s accommodations, please feel free to discuss them with the student.  However, it is illegal to ask the student about his/her disability unless the student self-discloses information to you.


If a sign language interpreter is needed for your class, please talk to the student and not the interpreter.  The interpreter is only there to facilitate communication between you and the student.


If you have any questions, please contact a Special Needs Counselor at FAC at 540-891-3019 or LGC at 540-423-9140.
5.7  Academic Freedom

To ensure the College an instructional program marked by excellence, the Virginia Community College System supports the concept of academic freedom.  In the development of knowledge, research endeavors, and creative activities, college faculty and students must be free to cultivate a spirit of inquiry and scholarly criticism.

Faculty members are entitled to freedom in the classroom in discussing their subject, but should be careful not to introduce teaching matters that have no relation to their fields.  Faculty and students must be able to examine ideas in an atmosphere of freedom and confidence and to participate as responsible citizens in community affairs.

The System also recognizes that commitment to every freedom carries with it attendant responsibilities.  Faculty members must fulfill their responsibilities to society and to their professions by manifesting academic competence, professional discretion, and good citizenship.   When speaking or writing as citizens, they will be free from institutional censorship or disciplines, but their special position in the community imposes special obligations.  As professional educators, they must remember that the public may judge their profession and institution by their utterances.  Hence, they should be accurate at all times, exercise appropriate restraint, show respect for the opinion of others, and make every effort to indicate that they are not institutional spokesmen.

At no time shall the principles of academic freedom prevent the institution from making proper efforts to assure the best possible instruction of all students in accordance with the objectives of the institution.

The State Board for Community Colleges approved this policy on academic freedom and responsibility December 1974.

5.8  Faculty Senate

The GCC Faculty Senate is composed of all full‑time faculty desiring membership.  The Faculty Senate meets on a regularly scheduled basis for the purpose of serving as a forum for the exchange of ideas and encouraging the development of an academic environment conducive to the enrichment of education.  

The voting membership is composed of all dues paying full-time and adjunct teaching faculty, librarians, and counselors who do not hold an administrative appointment. Any adjunct faculty may petition the Senate to be recognized as a member of the Senate to include full voting privileges.  The Faculty Senate acts upon questions of membership.  

Contact a full-time faculty member if you would like to join the Senate or to receive announcements or minutes of the Senate's meetings. 

5.9  General Policies

The College Catalog and the Student Handbook (pages 25-31; see http://www.gcc.vccs.edu/admissions/catalog2005-2007.asp; click on “College Policies”) contains important information about Germanna's policies on Information Technology Ethics, VCCS Computer Ethics Guidelines, Responsible Computing Policy, Equal Employment Opportunity/Affirmative Action, Student Rights and Responsibilities, Smoking, Substance Abuse, HIV, ADA, Sexual Harassment, Release of Information on Students, and Campus Security and Crime Awareness.  Please be aware of these policies; support and enforce them as necessary.  

6  Employment Procedures 
  

6.1   Required Paperwork   
Individuals interested in appointment as an adjunct instructor must submit the following:  

1. State Application (signed and dated)

2. College transcripts (unofficial accepted at this stage) and/or Certification of work experience


The following items are completed when the appointment as an adjunct instructor is accepted.  Please call Barbara Downs (LGC, GCAT) at 540-423-9840 or Sharee Robinson (FAC) at 540-834-1029 to schedule an appointment. 

1. Federal tax form (W-4)

2. State tax form (VA-4)

3. Employee Direct Deposit Authorization

4. I-9 form (Bring original document or documents from list attached to the I-9 form.)  

5. Child Support Enforcement form

6. Adjunct Information Sheet

7. Request for GCC E-mail Account

8. On Line Training – Preventing Sexual Harassment and Technical Security Awareness 

9. VCCS Technology Agreement

10. Certificate of Receipt (DHRM Policy on Alcohol and Drugs, Standards of Conduct, Workplace Violence, and Workplace Harassment)

11. Official transcripts: all undergraduate and graduate work mailed directly to Instruction at LGC or to Ms. Robinson at FAC.

Your signed contract, direct deposit form, and paycheck distribution form must be returned before you can be added to payroll.  If the tax forms are not returned by payroll deadlines, you will be taxed at the highest single rate until the forms are received.  If you change your mailing address or your name, you must complete new tax forms.  The only mailing address or name we can use is the one listed on the most recently submitted VA-4 and W-4.  If you move or have a name change, you must submit new tax forms; if this submission is for change of address or change of name please note “Address Change Only” or “Name Change Only” on the top of the VA-4 and the W-4.
Return these new forms to Barbara Downs (LGC) or Sharee Robinson (FAC).  Questions can be addressed to Barbara Hall.

Your paycheck will be directly deposited into your bank account.  A copy of the Employee Direct Deposit Authorization is included in the Appendix.  You must complete the top of the form and take it to your financial institution for completion of the middle section.  When the top and middle sections are complete, the form is ready to submit to Payroll.  Completed forms can be sent through intercampus mail to Barbara Hall, Payroll Officer, Locust Grove Campus.  Questions about direct deposit are referred to Barbara Hall at 540-423-9057.  Any errors on the form delay direct deposit of your paycheck.

The I-9's must be completed within three days of your date of employment.  Please provide original documentation (copies not accepted) for verification to the appropriate staff member.    For a list of documents you should check with Sharee Robinson or consult the back of the I-9 for a list of INS approved documents.    

The Child Support Enforcement form is required by Virginia state law to assist the Division of Child Support Enforcement in collecting child support payments Barbara Downs from absent parents.  This law requires employers to ask employees to disclose at the time of hire if he or she is under an income withholding order for child support.

On-line training is required in the area of Workplace Harassment.  The Employee Ethics Agreement requires reading and signature.  Applicants must submit a completed Certificate of Receipt.  Training appointments are scheduled with Sharee Robinson.

Your latest official transcripts, both graduate and undergraduate must be in your personnel folder before we can issue your last paycheck.  Only you can request your official transcripts, which are mailed directly from the college to the receiving institution.  Official transcripts should be mailed to (LGC) Germanna Community College,  2130 Germanna Highway, Locust Grove, VA 22508 or to Sharee Robinson (FAC) at Germanna Community College, 10000 Germanna Point Drive, Fredericksburg, VA 22408.

If you have not taught at GCC for more than a semester, check with Barbara Downs (LGC) or Sharee Robinson (FAC).  You may have to update documents in your personnel file.  

6.2
Adjunct Faculty Contracts

Contracts for a given semester are usually ready during the first week of classes.  Please sign and return contracts to the office of the Vice President for Academic Services no later than the stated deadline.  Please also understand the contracts are limited to the current semester and do not guarantee employment in subsequent semesters.  

Appointments are made by the College according to instructional needs, and the College reserves the right to change or withdraw teaching assignments based on enrollments and other institutional requirements. 

6.3  Adjunct Pay Periods

Adjunct faculty receives four checks during the regular fall and spring semesters for which they have a contract.  Required paperwork for payroll processing includes a mandatory copy of the signed, completed contract, tax paperwork, direct deposit authorization or “Pay Card” form, an I-9 for new employees, and any other changes for existing adjunct faculty.  Checks are mailed unless otherwise noted to be held for pick up; checks not picked up with in seven days are mailed to the address on the most recent tax forms.      

Final checks will be available as early as May 16.      

Assuming that the required paperwork is returned by the payroll deadline, (January 25), Spring 2007 pay dates for adjunct instructors are February 16, March 16, April 16 and May 16.  

Adjunct faculty teaching short session or other special courses will receive pay period details with their contract.  

If you have not already done so, complete and submit the Direct Deposit Form with your signed contract.  Direct deposit is mandatory.    

  At the end of your course, when you submit your grades electronically, you must print, sign, and date a hard copy of your final grade roster and submit it to the appropriate administrative staff member.  The End of Semester Clearance Form, a copy of which is in the Appendix, is placed in the campus mailboxes of adjunct faculty near the end of the semester.  Please complete and submit the clearance form .  

If you are not returning as an adjunct instructor in the following semester, please turn in all keys, textbooks, and other materials unless otherwise instructed by your Dean of Instruction.

To determine faculty pay rate, the Deans of Instruction follow the procedures and general provisions set by the VCCS Normal Minimum Criteria for Each Faculty Rank and the Lecturer Scale.  If you have questions regarding your pay rate, please see the appropriate staff member.

6.4  Performance Evaluation

Adjunct faculty is required to administer student evaluations during each fall and spring semester they teach.  Adjunct faculty who are teaching for the first time in a summer session will also be asked to administer student evaluations, a copy of which is included in the Appendix.  Adjunct faculty receives a copy of the student evaluations and a summary report after the semester ends. 

The appropriate staff members distribute student evaluation forms around the 10th week of the fall and spring semester.  A memo with specific directions is attached to the student evaluation forms.  Please read it carefully.  The instructor should allow at least 15 minutes for students to complete the evaluations during a scheduled class period.  Scheduling those evaluations at the beginning of a class period may produce more useful student comments when compared to using the last 15 minutes of class time for this activity.  

The instructor should make certain the students understand that the instructor will not see the evaluations prior to submitting the course grades, and the instructor will leave the room while the students are completing the evaluations.  A student in the class should be selected to collect and turn in the evaluations.  The memo attached to the evaluations provides instructions on how the student should turn in the forms.   

Presently the College uses student evaluations, which are designed to reflect student perceptions of instruction, as a key indicator of adjunct faculty performance.  As time permits, staff members and/or discipline chairs may observe adjunct faculty teaching.  The instructor is notified in advance of the classroom observation and receives a summary of the observation.  The student evaluations, along with classroom observations, and indications of the fulfillment of the Instructional Responsibilities listed in Section 4, constitute the basis for decisions of adjunct faculty reappointment.  

6.5  ID Badges

Adjunct faculty is expected to wear photo ID badges when they are on campus.  Photos are taken at the Adjunct Faculty Orientation and at other times as posted.  GCC provides the badges and a clip or lanyard for each adjunct instructor.  Completed badges are placed in campus mailboxes. 

6.6  Professional Participation and Development

Adjunct faculty is encouraged not only to teach but also to participate in some type of professional development, which maintains and advances their knowledge and skills as teachers.  The College provides adjunct faculty with a number of opportunities for professional growth.  All adjunct faculty are encouraged to take advantage of these opportunities.  

Before each fall semester an Adjunct Faculty Orientation session is scheduled.  While this meeting is intended to give new adjunct faculty the basic information about the College operations, changes in policies and procedures since the previous academic year are reviewed.  

Adjunct faculty are invited to participate in campus activities with full-time faculty as their schedule permits, such as faculty workshops and discipline-based meetings for the revision and improvement of courses and their delivery, textbook review and selection, and other curricular issues.  

In addition to the above opportunities, the Virginia Community College System (VCCS) offers professional development for faculty.  Adjuncts are invited to participate in VCCS peer group meetings within their specific discipline.  For more information, visit their website at http://www.vccs.edu/vcprodev/Peergroups.htm 

6.7  Adjunct Concerns


You may have questions that arise during the semester and you do not know whom to ask.   In such situations, use this handy reference.  Telephone lists for both campuses are on page two in this Handbook.
If Your Concern Is...



 See...

Class Roster




Admissions and Records 

Course Outline



Discipline Resource

Educational Software




Jacque Hirsch (campus based courses) or







Rebecca Blankenship (Distance Learning) 

Future Teaching Assignments


Department Chair or Discipline Resource

Germanna Center for Advanced Technology       LGC offices and personnel  

Mailbox on Campus



Admin. Assistant to Dean of Instruction

Audio-Visual Equipment


Media Specialist

Reserve Books



Librarian

Teaching a Non‑Credit Course


Dean, Workforce & Community Education

Room Assignment



Admin. Assistant to the Dean of Instruction 

Room Condition



Admin. Assistant to the Dean of Instruction 

Textbooks




Associate Dean for your discipline 

Classroom Management Issues


Associate Dean for your discipline

Contract/Pay




Dean of Instruction

Taking classes off-campus


Associate Dean for your discipline

7  Support Services  

Instructors teaching credit courses and students enrolled in credit courses at GCAT should contact LGC personnel and offices according to the issue involved.   LGC personnel are the primary contacts for GCAT for the immediate future.

7.1  Mail Boxes and Intercampus Courier Service

Adjunct faculty are assigned individual campus mailboxes for receiving U.S. mail, campus mail, and student notes or assignments.  If you teach on the Locust Grove Campus, you will have a mailbox assigned to you in 407-H.  If you teach at the Fredericksburg Area Campus, you will have a mailbox assigned to you in the building where you teach the greater number of courses (room 320 in FAC-1 or 214 in FAC-2).  GCAT instructors will find their campus mailbox in room 407H at LGC.  Please check your campus mailbox at least once per week and your GCC email account at least twice per week for important communications. 

Germanna maintains a regular pick up and delivery service between campuses.   If you leave materials and messages in the intercampus courier box, it should be received the next day on the other campus.

If you teach at a local high school, you will need to mail or bring materials to campus.  If you have problems, contact the assistant for your discipline.
7.2  E-mail Accounts

All adjunct faculty MUST have a GCC e-mail account and must include that email address in their course outlines.  VCCS policy requires faculty and students to communicate only through GCC email accounts to ensure our compliance with FERPA (section 4.5.2). 

Your mail can be read via a web-mail interface that requires only a browser with an Internet connection.  Adjunct instructors should contact Barbara Downs (LGC) or Sharee Robinson (FAC) who will provide you with the form necessary to establish a GCC e-mail account.  E-mail accounts are established at the system office in Richmond; the amount of time necessary to receive your account information varies according to the demand for new accounts. 


To delete mail from your GCC web email account, you must both delete the item from the Inbox and delete the item from the Deleted Mail (see drop down menu at bottom of screen).  Any message left in the trash counts against your total space available for email, and messages are not delivered to you when the space is full.  Please empty your email trash regularly!!

7.3  Instructional Technology

           The Appendix contains information about Instructional Technology and Distance Learning resources as well as a summary of the instructional technology available at GCC.  GCC has invested in a wide variety of technological tools to assist instructors in their preparation for instruction.  Distance Learning personnel provide information, training, and assistance in using these resources.  Adjunct instructors are encouraged to utilize these resources.  If you have questions, contact Rebecca Blankenship at 540-891-3084 or 540-423-9149.

Distance Learning administers Turn-it-in.com, a resource used to identify instances of plagiarism, and to allow students to peer-edit online.  Instructions and additional information for Turn-it-in.com are included in the Appendix.  You can reach Distance Learning at 540-891-3077 (FAC) or (540) 423-9149.  Please contact C.J Bracken (cjbracken@gcc.vccs.edu) with any questions you might have about this resource.


Instructors who utilize technology in the classroom can contact Technical Support Services for assistance with equipment by calling 834-1000 at FAC and 423-9052 at LGC.  Services are available Monday through Friday during the day, and Monday through Thursday until 5:30 PM at the Locust Grove Campus and until 7:30 PM at the Fredericksburg Area Campus.  Faculty who teach evening courses must check the technology they plan to use in the class that evening (even if the technology will not be used until late in the class meeting) before Technology Support personnel leave campus.  Assistance is NOT available after 5:30 PM at the Locust Grove Campus; assistance is NOT available after 7:30 PM at the Fredericksburg Area Campus.   Faculty who will utilize technology at GCAT should contact the appropriate personnel at the Locus Grove campus before 5:30 PM.    

7.4 Audio-Visual Resources 

Technology Services has recently enhanced the audio-visual section of its website to include an array of helpful user information available at this link: http://www.gcc.vccs.edu/technology_services/audio_visual.asp
 
Briefly, the site includes:
· A/V Technician contact information 

· All A/V Request forms (Please submit forms for all A/V assistance requested)
· Interactive Video System Information 
· Who to contact to set up meetings 

· An interactive video calendar that displays all scheduled meetings 

· User information on operating the interactive video equipment 

· A/V Room Inventory 

· Lists all room equipment (by room and by building) 

· Instructions on how to operate the equipment   

· A/V Equipment Available for Loan 

· Procedure for checking out the equipment 

· Instructions for using the equipment
If you are interested in learning more about these tools, or have questions regarding the existing equipment in the classrooms, please contact Ben Jones (LGC, GCAT) at bjones@gcc.vccs.edu or Tina Parker (FAC) at tparker@gcc.vccs.edu.  Additional contact information is available on the web page to which the link is provided above in this section. 
7.5 Copying

Instructors use the campus copy machines located in the self-service copy centers.  Students who need to use a copy machine should be directed to the library where copy machines are available for student use.  Other than work-study students who will have the code provided by their GCC supervisor, no student is to use the copy machines in the copy centers.   

At LGC, the self-service photocopy center is located in Room 400.  There are two machines.  If you need help learning to use the equipment, please see an assistant in the LGC  Instruction Office in Room 303.  Copy machines in the Germanna Center for Advanced Technology (GCAT) are in Room     .  Please contact Barbara Downs for the copy code used by instructors at LGC or GCAT.    

If you teach in FAC-1, there are two copy machines available for your use in rooms 315 and 315A.  If you teach in FAC-2, there are two copy machines in Room 214 available for your use.  To use either copier you will need to enter a code number.  If there is a problem with obtaining access to the copiers, please see the appropriate staff member in FAC-1 or FAC-2..  

NOTE:  No GCC copiers are to be used for the purpose of copying entire books or large sections of books.  The College Book Store can create a package of copies to sell to students rather than illegally copying books or supplemental material under copyright.

7.6  Learning Resources

The Learning Resources Division consists of the libraries, academic computing centers, testing centers, and tutoring centers.  
 

7.6.1  Libraries 

The libraries provide a variety of resources for research and study as well as leisure reading.   The Locust Grove Campus library houses the circulating collection (both fiction and non-fiction, including audio books), as well as reference, audio-visual, and periodical collections.  The Fredericksburg Area Campus library maintains reference, audio-visual, and periodical collections.  A small library will be established at GCAT in the 2006-2007 academic year.  Questions about the GCAT library should be referred to  LGC librarians.  GCC libraries provide access to a variety of online resources through the library home page.  Online resources include VCCSLinc, Germanna’s catalog; netLibrary, a collection of books in electronic format; several full-text periodical databases and indexes; and reference tools and databases.

Online resources may be accessed from college computers as well as remotely from computers off-campus.  Use your Germanna email/Blackboard logon ID and password for remote access.   

Items owned by any GCC library may be requested, checked out, and returned at any GCC library.  A daily courier service between the three libraries provides quick delivery of items.  Faculty may check out circulating books for the current semester, audio-visual materials for two weeks, and reference books for one day.

Faculty may place material on reserve at any GCC library and designate the material for in-library use only or for limited circulation.  Reserve request forms are available at any GCC libraries.  Items placed on reserve are removed at the end of each semester.

GCC libraries provide interlibrary loan services.  ILL request forms are available at both libraries and assistance in locating material is available from any member of the library staff.

The faculty is encouraged to contact the librarians to request library orientation and bibliographic instruction for their classes.  

FAC Librarian – Rosemary Blankenship, 540-891-3013

LGC Librarian – Karen Bowers, 540-423-9142
7.6.2  Academic Computing Centers

Academic Computing Centers provide an open lab environment for students to complete course assignments, review computer-based tutorials, access and send email, along with other academic uses.  Audio-visual equipment is now handled by Technology Services.  The forms necessary to schedule equipment can be found on the GCC Technology Services webpage under Audio-Visual at http://www.gcc.vcccs.edu/technology_services/audio_visual.asp.  An ACC will be established at GCAT in the 2006-2007 academic year. 

Audio-visual equipment can also be checked out of the ACC by faculty, for use in the classroom.  A minimum of 48 hours notice prior to the anticipated use of equipment will help ensure availability.   The necessary form can be found on the GCC Technology Services webpage under Audio visual at http://www.gcc.vccs.edu/technology_services/audio_visual.asp.
Questions about ACC services should be directed to the Academic Computing Center Coordinators: 

FAC ACC Coordinator – Forrest Smith, 891-3009, Room 219

LGC ACC Coordinator – Jody Holladay, 423-9145, Room 204 

 7.6.3  Testing Centers

There are testing centers at both FAC and LGC.  GCAT faculty and students who wish to utilize testing center services should do so at LGC.  Testing services include proctoring make up tests, independent study tests, distance learning tests, and foreign language placement tests.  

Testing center hours may change at the beginning of each semester.  Please be sure to obtain information about testing center hours for the current semester through http://www.gcc.vccs.edu/acc/testing_center.asp and to remind students that they will need a picture ID to take a test in the testing center, as well as for placement tests in the Academic Computing Centers.   

Tests must be logged in to the Testing Center.  Faculty must provide a photo ID when they leave a test in the Testing Center and when they pick up a completed test.  The Testing Center needs the following submitted for each test:  a copy of the test for each student, a cover sheet for each copy of the test with the name of the student on the cover sheet, or a copy of the class roster attached.  The cover sheet is included in the Appendix and is also available on the Testing Center webpage.  

The Testing Center is a resource when a few students miss a test; sending an entire class to the Testing Center is not an appropriate use of the Center.  

Questions about the testing centers should also be directed to the ACC Coordinators. 

7.6.4  Tutoring Services

Tutoring Services offers a variety of free academic support programs for Germanna students at both LGC and FAC.  GCAT students should contact the Locust Grove tutoring office regarding available services.  To schedule an individual tutoring appointment, call or visit the Locust Grove or Fredericksburg Tutoring Centers. Online tutors are also available to assist students on Sunday through Thursday evenings. Registered students may access this service from the Tutoring Services’ website or by typing in the following address: www.askonline.net. 

Supplementary academic materials are available free of charge from our offices, and they may also be downloaded from the Tutoring Services’ website: http://www.gcc.vccs.edu/tutor/. 

Tutoring Services also operates a Math Lab and offers a variety of study skills and academic workshops. Students may register for Test Taking/Test Anxiety, Grammar, APA/MLA, Computer Competency, Drug Calculation, and Basic PC Skills workshops by visiting or calling our offices. Faculty members are encouraged to refer students to our Centers for assistance. 

FAC Tutoring Center:  540-891-3017

LGC Tutoring Center:  540-423-9148

8  Student Information and Services

8.1  Student Concerns

As an adjunct faculty member you may be asked to assist students with some of their concerns.  If you need assistance, you can consult these resources: 

If Student Concern Is...        
See...
Academic Difficulty

Instructor, Faculty Advisor or Counselor

Career Planning

Career Counselor

Change of Program

Faculty Advisor, Counselor, or Admissions & Records

Employment


Career Counselor 

First Aid


Student Services 

Lost and Found

Admissions Office 

Misunderstood Grades
Instructor 

Personal Problems

Counselor 

Placement Testing

Student Services

Registering for Courses
Advising Center 

Scholarships and Loans
Financial Aid Officer 

Social Adjustments

Counselor 

Study Habits & Budgeting Time
Counselor 

Testing Services

Testing Center

Transcripts


Admissions & Records 

Transcript Evaluation

Admissions & Records 

Tutoring


Tutoring Center

Veterans Affairs

Admissions & Records 

9  Emergency Information

9.1  Inclement Weather

The Inclement Weather Policy is printed on page 30 of the GCC College Catalog or at http://www.gcc.vccs.edu/admissions/Catalog 05-07/06-College Policies.pdf.  

If weather conditions are such that cancellation of classes or late opening is possible, please listen for announcements on the radio and television stations identified in the web information.  Late opening announcements include the time that classes will begin.  Students should report to their class that meets at the time of the late opening.      

Inclement weather information is also posted on the College’s web page at www.germanna.edu.  

If your class meets at a high school, please DO NOT CALL THE HIGH SCHOOL.  If the high school cancels its classes, Germanna classes at that school are cancelled.  If you have questions, call the appropriate Staff member.  

9.2 In Case of Emergency – Your Responsibilities as a Faculty Member

The following information is from the GCC Emergency Response Procedures – Faculty.

YOUR RESPONSIBILITIES AS A FACULTY MEMBER AT THE BEGINNING OF EACH SEMESTER -

1. Review evacuation procedures with your students at the first class session.  Show them the location of the posted evacuation routes.  Explain the policy on assembling after the evacuation as indicated in item 02) in the section below.

2. Make sure that each of your classrooms has a posted evacuation route map.  Report missing maps to Safety/Security Manager at 540-891-3007 or 540- 423-9044.

WHEN AN ALARM IS ACTIVATED:

01) When the alarm sounds, immediately instruct all students to stop what they are doing and to proceed in an orderly manner to the exit highlighted on the evacuation plan corresponding with the room you are currently occupying.

02) After all students have evacuated the classroom, you will then assist in evacuating any disabled persons in your classroom to the evacuation safe area of your respective campus.  If you are located on the FAC Phase I - 3rd Floor – you will direct them to the 3rd floor East or West stairwells.  If you are located on the FAC Phase II – 2nd Floor – you will direct them to the 2nd floor North or West stairwells.  Assure them that the stairwell is a fire rated safe area of the building and you will be alerting emergency rescue personnel of their whereabouts and they will assist them down the stairs.  Confirm with the hall monitor that you have a person with a disability that needs assistance in the stairwell so that they can inform the Building Safety Coordinator (or Designee).  If you are located at LGC assist disabled individuals to the LGC Campus Safe Area - located below the faculty/staff driveway approximately 75-100 feet from the front sidewalk.   
03) Make sure that when you have completed your classroom evacuation, you will then obtain your classroom daily attendance record and immediately evacuate your classroom, leaving the lights on and doors closed.
04) Once you have evacuated the building proceed to the evacuation safe areas of your respective campus and await further instruction from BSC (or Designee).

FAC Campus Safe Area - located in front of FAC Phase I - below the Emergency Call Boxes on both the East and West sides.

LGC Campus Safe Area - located below the faculty/staff driveway approximately 75-100 feet from the front sidewalk.

05) Once you have arrived at the safe area of your respective campus/center immediately gather all students from your classroom and check attendance.

06) If you have someone missing from your classroom ask the students from your classroom if they know the whereabouts of this person.

07) If a missing student’s whereabouts are unknown, immediately inform the Building Safety Coordinator (BSC) (or Designee).   (Note: Name, age and general description) so the BSC (or Designee) can relay this information to emergency personnel upon arrival.

08) Stand by for any additional information from the Building Safety Coordinator (or Designee) regarding resumption of classes or dismissal.

SHELTER-IN-PLACE EMERGENCIES:

1. In the event of a tornado warning:

· If time permits, quickly move students/employees to the first floor of the building.

· Advise occupants to move to areas with no windows – corridors, bathrooms, inside hallways or classrooms.

· Assist disabled persons to find the safest place possible.

· Remind occupants to get as close to the floor as possible and cover their heads.

· Wait for the all-clear signal.

2.  If you hear gun shots in the building:

· Advise as many occupants as possible to take cover immediately.

· Do not go out into the hallways to see what is going on.

· Attempt to assess the situation if feasible.

· If you have a cell phone or a phone in your office, call 9-911 and then call Safety/Security Manager at FAC Ext. 891-3007 or 540-891-3079 (Phase I) or 540-834-1079 (Phase II) – or LGC at 540-423-9030 or 540-423-9044  
3. In the event of a power outage:

· Advise occupants to remain calm.

· If power is not regained quickly, move occupants to areas where there is adequate daylight or emergency lighting.

· If asked to evacuate the building by emergency personnel, assist the occupants to exit as carefully as possible.

· Meet with Building Safety Coordinators (or Designee) and/or Hall Monitors (or Designee) to obtain information on whether classes will resume when power returns.

· Notify Security/Safety Manager (or Designee) of any disabled individuals who need assistance to exit the building.

· Prevent people from entering the building until the power has been restored.  If the decision is made to close the building or campus for the day, assist Safety/ Security Manager (or Designee).
9.3  Security

Security Hours:  Sunday – Saturday, 24hrs/day

If a security guard is needed at LGC, please call one of the following numbers: 
Switchboard
   
423-9030

Security Desk

423-9044

Security Cell

809-2160

Security Pager  
399-3164

If a security guard is needed at FAC, please call one of the following numbers:

Switchboard            
891-3000

Security Desk

891-3079

Security Desk

834-1079 (Phase II)

Security Cell

809-2162 

Security Pager 
399-5646

If a security guard is needed at GCAT, please call one of the following numbers:

Switchboard

540-937-2900

Security Desk

Security Cell

Security Pager

To have a security officer come to a room: page the guard and enter the room number.  

To speak to security officer: call the guard on their cell phone.
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	Audio-Visual Request Form  
	7.5.2
	See GCC Technology Services webpage; under Audio visual http://www.germanna.edu/technology_services/audio_visual.asp
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	Course Outline-Required Elements
	4.4
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	Drop/Add Form
	5.2, 5.5
	http://www.germanna.edu/admissions/forms/add_drop.pdf
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	4.5.1
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	Instructions to Enter Grades
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	See http://www.germanna.edu/myGCC/SIS/sis_fac.asp; click on Faculty/Staff tutorials; Click on Entering Grades Online under Instructor Guides

	Notice of Change to Class (e.g., Canceling a class)
	4.3
	See Administrative Assistants in Instruction for completion of this form.

	Placement Test 

Score Guidelines
	5.4
	 http://www.germanna.edu/counseling/placement_cutoffs.asp
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	Unrestricted Reading List for students who are taking ENG 04
	5.4
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Germanna Community College

Academic Dishonesty Report

Updated 11/16/2005

Date of Incident:           

Student Name:       


Student ID number (instructor must provide):      
Course Number, Section, and Name:       



Instructor:      
Instructor Contact Information – phone or e-mail:       
Description of Academic Dishonesty Incident:       
Evidence of Academic Dishonesty:       
Academic Penalty Assigned:       
Please refer to the Academic Honesty Policy located on page 126-127 of the 2005-2007 Germanna Community College Catalog and Student Handbook.

Cc:  Student

        Instructor

        Pam Frederick, Dean of Student Services

Germanna Community College

Locust Grove Campus and Fredericksburg Area Campus

Germanna Center for Advanced Technology
Adjunct Information Update – SPRING 2007
Date _______________________________

Name:  _____________________________________________________________________

Address: ___________________________________________________________________

City______________________________ State _________  Zip Code ____________

Personal email address____________________________________________________

GCC email address ________________________________________@gcc.vccs.edu

            Don’t know  your GCC email address?  Contact Instruction in room 303, 316 in FAC-1, or 211 in FAC-2

Phone

Day _________________________________   ( Can this # be given to students?  ( yes   ( no
              (Area Code)                                                       Ext.

Eve __________________________________  ( Can this # be given to students?  ( yes   ( no
              (Area Code)
Cell __________________________________  ( Can this # be given to students?  ( yes   ( no
              (Area Code)

Emergency contact:_______________________________________________________





           Name                                                                    Area Code & Phone Number
Office hour / Location / Day:   Office hour = 1 hour per week for each 3 credit class

____________________________________________________________________________
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Return this form to:

Instruction:  Barbara Downs (LGC) or Lisa Jones (FAC-1), Sharee Robinson (FAC-2)

 LGC, Room 303 or FAC-1, 315-A, FAC-2, 211

Phone LGC: 540-423-9840 // Email bdownsccs.edu
Phone  FAC-1  540-891-3047 // Email ljones@gcc.vccs.edu
Phone FAC-2  540-834-1029 // Email srobinson@gcc.vccs.edu
ASSUMPTION OF THE RISK FORM

ASSUMPTION OF RISK

I agree that as a participant in the (field trip /internship/externship/ clinical program) at (destination or internship site) associated with Germanna Community College (the “College”) scheduled for (start date) to (end date), I am responsible for my own behavior and well-being.  I accept this condition of participation, and I acknowledge that I have been informed of the general nature of the risks involved in this activity, including, but not limited to (potential risks of the activities or risks related to the site [very specifically list here the potential risks involved that the student is assuming]).

I understand that in the event of accident or injury, personal judgment may be required by (name of instructor) or College personnel regarding what actions should be taken on my behalf.  Nevertheless, I acknowledge that the College and/or (destination, site, company, or organization) personnel may not legally owe me a duty to take any action on my behalf.  I also understand that it is my responsibility to secure personal health insurance in advance, if desired, and to take into account my personal health and physical condition.

I further agree to abide by any and all specific requests by the College and (name of destination, site, company or organization) for my safety or the safety of others, as well as any and all of the College’s and destination, site, name of company or organization)’s rules and policies applicable to all activities related to this program.  I understand that the College reserves the right to exclude my participation in this program if my participation or behavior is deemed detrimental to the safety or welfare of others.

In consideration for being permitted to participate in this program, and because I have agreed to assume the risks involved, I hereby agree that I am responsible for any resulting personal injury, damage to or loss of my property which may occur as a result of my participation or arising out of my participation in this program, unless any such personal injury, damage to or loss of my property is directly due to the negligence of the College and/or (name of destination, site, company or organization).  I understand that this Assumption of Risk form will remain in affect during any of my subsequent visits and program-related activities, unless a specific revocation of this document is filed in writing with (the Dean of Instruction, department chair, program coordinator), at which time my visits to or participation in the program will cease.

In case an emergency situation arises, please contact 





 (name) at 



 (phone number).

I acknowledge that I have read and fully understand this document.  I further acknowledge that I am accepting these personal risks and conditions of my own free will.


 I represent that I am 18 years of age or older and legally capable of entering into this agreement.

	
	
	

	Participant’s signature
	
	Date

	
	
	

	
	
	

	Address
	
	


If participant is less than 18 years of age, the following section must be completed:


 My child/ward is under 18 years of age and I am hereby providing permission for him/her to participate in this program, and I agree to be responsible for his/her behavior and safety during this event.

	
	
	

	Child’s Name
	
	Parent’s or guardian’s signature

	
	
	

	
	
	

	Address
	
	Date



	
	
	


Approved as to form by Rita R. Woltz, System Counsel for the VCCS, on November 28, 2006.

Original maintained by Instructor; copy to Instruction and copy to Security before date that activity begins. 

ENG 111 and ENG 112

In previous editions of the Adjunct Faculty Handbook, sample course outlines for ENG 111 and ENG 112 were included at this point in the handbook.  However, the Virginia Community College System recently approved new course descriptions for these courses.  Please note carefully the following information provided by the Department Chair on March 30, 2006.  

The English Department has selected the texts that all instructors of English 111 and English 112 will use beginning in the fall of 2006.  These texts will be required of all instructors whether teaching traditional face-to-face, hybrid, or on-line delivery methods.  The books are as follows:

ENG 111:

The College Writer:  A Guide to Thinking, Writing, and Researching  2nd Ed.

VanderMey, Meyer, Van Rys, and Sebranek   New York:  Houghton-Mifflin, 2007.  ISBN:  0-618-74253-0  (paperback; comes with companion CD)

The College Writer's Handbook  VanderMey, Meyer, Van Rys, and Sebranek

New York:  Houghton-Mifflin, 2007.  ISBN:  0-618-72638-1  (paperback with metal spiral and Technology Resource CD)  (This handbook will be required for use in ENG 112 as well.)

ENG 112:

The Well-Crafted Argument: A Guide and Reader, 2nd Ed.  

White, Fred D. and Billings, Simone J.  New York:  Houghton-Mifflin, 2005.  ISBN: 0-618-43811-4  Students will use The College Writer's Handbook along with The Well-Crafted Argument).

I am working on getting instructor copies from the publisher now; when they come in and are available for you to pick up, I will send out an email to you.  I realize that many of you (as I want to) will want your copies over the summer to work up your new course outlines.  Thus, I am trying to get enough copies for all of you before the end of May.

Houghton-Mifflin has some wonderful support services.  They have offered to come to campus and provide us with lunch and a workshop to learn about the texts and their ancillary materials.  I am scheduling two workshops for the last week in June, June 26th - 30th:  a lunch meeting, 12:30 - 3:00 p.m. and a dinner meeting, 6:00 - 8:30 p.m.  The exact dates have not been confirmed with the publisher yet, but as soon as I know, I will email you before the end of this semester with the exact date and time.

Should you have any questions, please do not hesitate to contact me.  I think you will find teaching from these texts to be much easier given the changes to the courses this past year.

Thanks for all you are doing for our students at GCC!

Nancy

Nancy W. Noel

Program Head of English

Instructor of English

Germanna Community College, Fredericksburg Area Campus

Office:  FAC1 316G

540-891-3067 or nnoel@gcc.vccs.edu

Required Elements for a GCC Course Outline
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The development of your course outline is a serious responsibility as the course outline is the contract between you and your students.  Specific policies and procedures should be clearly stated in the course outline.  Students must be provided with a copy of the course outline at the first class meeting.  At the first class meeting, you should read through your course outline with your students to ensure that they understand course requirements and their responsibilities.

Course outlines that do not include all the required elements noted below and the appropriate discipline requirements must be revised and resubmitted for additional review.  Any specific requirements for your discipline may be obtained from the department head.  If you are using Blackboard as your course management system, your course outline should include the information included in Blackboard.  

Statements in italics come directly from the Catalog and should be included verbatim.  If you cut and paste from this template or a course outline from a previous semester, be sure to check the final copy for accuracy and grammar.  Please also check to ensure that you have included all of the required elements.  Typographical and grammatical mistakes are the most common error in course outlines.  

The following elements are required in your course outline, and this is the checklist we will use to verify that all required element are included.  The suggested order for the required elements is below.


_____College Name (Germanna Community College)

_____Course Number, Title, and Section Number (Example:  SPD 100-21:  Fundamentals of Public Speaking)

_____Semester (Spring 2007)  
_____Instructor Information (name, contact information, and your GCC e-mail account address)  

FAC Adjunct Faculty Office Room 320 -- Phone number 540-891-3058  

FAC 2 Adjunct Faculty Office Room 214 -- Phone number 540-834-1030

Locust Grove Adjunct Faculty Office 407H -- Phone number 540-423-9852  

_____Office Hours (All instructors must state specific times and days of office hours) [e.g., Monday and Wednesday: 10:00 AM –11:30 AM).   Online instructors must state time they will be online keeping office hours.  Adjuncts must keep one office hour per week for each section taught.  Office hours are generally kept in the Adjunct Faculty Office; see above list for specific information.  
_____Email Policy:  Students must use their GCC email account to contact you.  Your course outline should include your policies regarding emailing papers/assignments as attachments, and the timeframe in which a student can expect a response to any email sent to you.  For example, if a student does not receive a response in that timeframe, should the student assume that you did not receive the message and send the message again?  Will you send an email to confirm your receipt of attached assignment?  Please state the amount of time that students must allow for a response (e.g., two business days).  Please make your policies specific. The official GCC email policy follows in italics:  

Students, faculty, and staff of Germanna Community College must use GCC email for all official college communication.  This includes course-related communications between students and faculty.   If you need help accessing your student email account please visit the Academic Computing Center (ACC) on either campus.  

_____Required Texts:  See department chair or appropriate Instructional staff member.   
_____VCCS Course Description:  See http://www.vccs.edu/mcf/alphabut.htm for the VCCS course description.   Click on the first letter of your discipline, and then on the course title.  Course descriptions must be included verbatim from this site.   

_____Course Objectives.  Your course outline must include specific course objectives.  Questions about course objectives should be referred to the department head for the discipline.  If you are not sure whom to contact, call the appropriate Instruction staff member.  Contact information at the end of this document.

_____Important Dates: Listed below are the dates for full semester and short session courses.  
	Spring 2007
	

	Late Registration – LGC and FAC
	January 4

	Classes Begin
	January 8

	Holiday (Campus Closed)
	January 15

	Last Day to Add/Cange from Audit to Credit
	January 16

	Last Day to Drop with Refund
	January 23

	Spring Break
	March 5 – 11

	Last Day to Withdraw Without Academic Penalty
	March 19

	   OR Change to Audit
	

	Last Day of Classes (Incomplete grades due-section 4.5.1)
	April 30

	Final Exams
	May 1 – 7

	Grades Entered into People Soft 
	ABSOLUTE DEADLINE – NOON, Tuesday, May 8, 2006

	Graduation
	 May 12








                                                    
Important Dates for Short Session Courses:  To access a page with a link to this information, click on this link:  http://www.gcc.vccs.edu/admissions/academic_calendar_new.asp  The link to the calendar of important dates for short session courses is at the bottom of the page.

Final Examination Schedule:  To access a page with a link to the final exam schedule, clink on the link in the preceding paragraph.   

_____ Withdrawal Policy:  The official GCC withdrawal policy follows in italics:  Withdrawal from a course without academic penalty may be made within the first 60% of the course.  The student will receive a grade of “W” for withdrawal.  After that time, the student will receive a grade of “F”.  Exceptions to this policy may be considered under mitigating circumstances which must be documented and submitted to the appropriate Dean of Instruction for review and consideration.   The last day to withdraw from full semester courses without academic penalty is March 19, 2007  (For the drop date for Short Session courses, see the link listed in “Important Dates for Short Session Courses” and use that information if applicable.) 
_____Attendance Standard– GCC has an Attendance Standard rather than an attendance policy.  Please read the following carefully and use only the pertinent text in your course outline.  The “Attendance Standard” (p. 35, 2005-2007 Catalog or www.gcc.vccs.edu/admissions/catalog2005-2007.asp, see “Academic Information.”) provides information about this matter.  Attendance policies are left to the discretion of the individual instructor but should be within the spirit of the Catalog attendance standard which follows (in italics):  

Class attendance is an integral part of a sound academic program for most classes at Germanna.  However, alternate teaching techniques, which may not require class attendance, may also be a part of a sound academic program.   Germanna students are expected to be present and on time at all regularly scheduled classes and laboratory meetings.  When a faculty member determines that a student has not met the class attendance requirements in the course outline, which will usually conform to the statement at the end of this Standard, the faculty member may submit a Drop/Add Form, showing the last date of attendance by the student, to the Admissions and Records Office.  A grade of “W” will be recorded for all withdrawals, whether initiated by the student or by the faculty member through the published “Last Day to Withdraw Without Academic Penalty.”  Students withdrawn after the withdrawal deadline will receive a grade of “F” except under mitigating circumstances, which must be documented by the student and approved by the Dean of Instruction.  

	If class meeting times during the week are:
	Absences

permitted are:

	1
	2

	2
	4

	3
	6

	4
	8


If you are teaching an on-line course, please ensure that the attendance policy includes specific guideline related to online instruction.    

Please note that you submit a last date of attendance for any student in your course who receives a final grade of F, I, X, W, or U.  The federal requirement includes all courses regardless of the instructional delivery method.

_____Grading Policy – “Grading System” (p. 35-36, 2005-2007 Catalog or www.gcc.vccs.edu/admissions/catalog2005-2007.asp; see “Academic Information”.)  The quality of performance in any academic course is reported by a letter grade, the assignment of which is the responsibility of the instructor.  GCC allows grades of A, B, C, D, and F for courses numbered 100-200.  GCC does not give plus and minus grades.  For developmental courses (0-99) the appropriate grades are R, U, and S.  For an explanation of those grades please see page 38 in the current Catalog.  

The grading policy should include information about the way in which the final grade is assigned.  For example, the percentage allotted or the number of points assigned to individual assignments as well as the range of points (if applicable) that will result in a particular course grade.  Calculating some grades prior to including the scale in the course outline can help the instructor to avoid unforeseen problems with the grading scale.  

_____Academic Honesty –  The Academic Honesty policy can be found on page. 126-127 of the 2005—2007 Catalog or www.gcc.vccs.edu/admissions/catalog2005-2007.asp; see “Student Handbook.”)  The academic honesty policy follows in italics:  

The faculty of Germanna Community College recognizes that academic honesty is an integral factor in developing and sharing knowledge.  We support the concept of academic honesty, practice academic honesty in our classes, and require academic honesty from our students.  GCC students are expected to maintain complete honesty and integrity in the completion and presentation of all academic assignments and examinations.  Any student found guilty of cheating, plagiarism, or other dishonorable acts in academic work is subject to disciplinary action.

Academic dishonesty is cheating and stealing.  Academic dishonesty includes, but is not limited to:

· Intentionally using material verbatim from a source without giving credit.

· Rewriting material from a source without giving credit.

· Using information from an Internet source without giving credit.

· Submitting the work of another person as your own work.

· Using/copying another student’s computer disk.,

· Copying from another person’s paper/test/homework.

· Allowing someone else to copy/use your work (paper, homework, quiz, test).

· Violating VCCS Computer Ethics Guidelines in the pursuit of academic studies.

When a student has been found to have been academically dishonest, penalties are outlined on page 126-127 in the 2005--2007 Catalog and Student Handbook ,or (see www.gcc.vccs.edu/admissions/catalog2005-2007.asp; see “Student Handbook.”).
_____Access Policy for Students with Disabilities: The official GCC policy statement follows in italics: 

If you are a student with a disability and will need accommodations while enrolled in this course, please contact the Coordinator of Disability Services in the Counseling Center, (FAC-Mark Haines at 540-891-3019 in room 201; LGC-Matthew Howe at 540-727-3039 in room 205.)

_____TENTATIVE Course Schedule:  The tentative course schedule is required.  It is not an optional element of the course outline.  


Dates when topics/chapters will be covered


Test/Quiz Dates


Due Dates for Projects/Papers


Date and Time of Final Exam 
THE SPRING 2007 FINAL EXAM SCHEDULE IS AS FOLLOWS:  
All examinations will be given in the regularly scheduled classroom.  Any classes not covered by the following exam schedule and any conflicts will be resolved by the appropriate Dean of Instruction.

Classes that meet Mondays, Wednesdays, AND Fridays

	If your class begins at or between:
	Then your exam will be held

	8:00 – 8:50 AM
	8:00 AM  – 10:30 AM, Wed., May 2

	9:00 – 9:50 AM
	8:00 AM  – 10:30 AM, Fri., May 4

	10:00 – 10:50 AM
	10:30 AM – 1:00 PM, Wed., May 2

	11:00 – 11:50 AM
	10:30 AM – 1:00 PM. Fri., May 4


Classes that meet Mondays AND Wednesdays

	If your class begins at or between:
	Then your exam will be held

	12:00 – 1:15 PM
	1:00 – 3:30 PM, Wed., May 2

	1:30 – 2:45 PM
	1:00 – 3:30 PM, Mon., May 7

	3:00 – 4:45 PM
	3:30 – 6:00 PM, Wed., May 2

	5:00 – 6:45 PM
	4:30 – 7:00 PM, Mon., May 7

	7:00 – 8:15 PM
	7:00 – 9:30 PM, Wed., May 2


Classes that meet Tuesdays AND Thursdays:
	If your class begins at or between:
	Then your exam will be held

	8:00 AM  – 9:15 AM
	8:00 AM – 10:30 AM, Tue., May 1

	9:30 AM  – 10:45 AM
	9:30 AM – 12:00 PM, Thu., May 3

	11:00 AM – 2:15 PM
	11:00 AM – 1:30 PM, Tue., May 1

	12:30 PM  – 1:45 PM
	12:30 PM – 3:00 PM, Thu, May 3

	2:00 PM  -- 3:15 PM
	1:30 PM – 4:00 PM, Tue., May 1

	3:30 PM – 4:45 PM
	4:00 PM – 6:30 PM, Thu., May 3

	5:00 PM  – 6:45 PM
	4:30 PM – 7:00 PM, Tue., May 1

	7:00 PM  – 8:15 PM
	7:00 PM  - 9:30 PM, Thu., May 3


Classes that meet on Saturdays:  Final examinations for all Saturday classes will be held at the regular class times on Saturday, May 5, 2007.

Classes that meet ONCE A WEEK (not including Hybrid [H] courses) beginning at 6:00 PM or later:  Final examinations will be held during the regular class hours of the final exam period.

For classes that meet ONCE A WEEK starting at 5:30 PM or earlier and all hybrid classes:  Students should contact their instructor for the time and date of the final examination.

The final exam for students enrolled in Short Session courses will be the last day the course meets as noted on the  course outline.  
Suggested (but not required) policies include: Policy regarding electronics (e.g., cell phones), food and beverages in the classroom, length of time (suggested: two business days) in which students can expect a timely response to an email or phone call, etc. 

We hope that you have found this information to be helpful in the development of a tightly constructed course outline.  If you have questions, please e-mail the appropriate Department Head or Instructional staff member.  

Instruction Staff Members

Dr. Tom Campbell (Locust Grove)
tcampbell@gcc.vccs.edu
540-423-9839

Room 303C

Questions regarding credit courses held at the Germanna Center for Advanced Technology (GCAT) should be referred to Dr. Campbell.

Paula Gentry (FAC 1)


pgentry@gcc.vccs.edu
540-891-3046


Room 315E

Judi Bartlett (FAC 2))


jbartlett@gcc.vccs.edu
540-891-3030 
Room F212

Course Outline:  Sample Outlines  

Germanna Community College
Spring 2006

MTH 03-22

FAC 2, Room 128

Basic Algebra I

MWF, 9:00AM- 9:50AM

Credits: 3

Instructor:

John W Gill

Phone:

(540) 891-3042 

Office Location:
Room 212, FAC2

Days at this location:
 MTuWThF

Office Hours:





Tuesday: 7:30AM - 8:00AM and 9:30AM - 8:00AM




Thursday: 7:30AM - 8:00AM and 9:30AM - 8:00AM
Office Hour Notes:
Other hour by appointment.

Instructor E-mail:
jgill@gcc.vccs.edu



GCC E-mail Policy:

Students, faculty, and staff of Germanna Community College must use GCC email for all official college communications. This includes course-related communications between students and faculty. If you need help accessing your student email account please visit the ACC on either campus.

Course Description:

Covers the topics of Algebra I including, real numbers, equations and inequalities, exponents, polynomials, Cartesian coordinate system, rational expressions, and applications.  Develops the mathematical proficiency necessary for selected curriculum entrance.  Credits not applicable toward graduation.  Prerequisites:  a placement recommendation for MTH 03 and Arithmetic or equivalent.

Textbook and Supplies:

Aufmann, Barker, and Lockwood. Algebra: Introductory and Intermediate (3rd edition), Boston: Houghton Mifflin Company, 2004.

Objectives:

Upon completion of MTH 03 a student will be able to:

A.   Chapter 1 - Use inequality symbols and absolute values; operate with rational numbers; convert among percents, fractions and decimals; evaluate exponential and numerical radical expressions; simplify expressions; evaluate and simplify variable expressions; understand and work with sets; graph an inequality on the number line; and solve application problems.

B.   Chapter 2 - Solve linear, absolute value, and inequality equations in one variable and related word problems; solve application problems using the basic percent equation; solve value mixture and percent mixture problems (optional) and investment and uniform motion problems.

C.  Chapter 3 - Solve problems involving the perimeter and area of geometric figures.

D.  Chapter 4 - Graph points in a rectangular coordinate system; determine ordered-pair solutions of an equation in two variables and whether a set of ordered pairs is a function; evaluate a function written in functional notation; graph linear equations; find the slope of a straight line and graph a line using the slope and y-intercept; find the equation of a line given a point and the slope or two points; solve application problems pertaining to rate of change; find parallel and perpendicular lines; and graph an inequality in two variables.

E.  Chapter 6 – Multiply and divide monomials; simplify expressions with negative exponents; write a number and solve application problems using scientific notation; evaluate, add, subtract, multiply and divide polynomial functions.

F.  Chapter 7 - Factor a monomial from a polynomial and by grouping; factor trinomials of the form by trial factors and/or grouping.

Important Dates: 
1/13/2006

Last day to add a class 

1/16/2006

Martin Luther King Jr Day 

1/23/2006

Last day to drop with refund 

3/20/2006

Last day to drop with academic penalty or change to audit 

3/5/2006 - 3/6/2006
Spring Break 

5/1/2006

Classes end 

Attendance Policy:

Class attendance is an integral part of a sound academic program for most classes at Germanna. However, alternate teaching techniques, which may not require class attendance, may also be a part of a sound academic program. Class attendance requirements are found in the course outline, which the instructor provides to students in each course. Germanna students are expected to be present and on time at all regularly scheduled classes and laboratory meetings. When a faculty member determines that a student has not met the class attendance requirements in the course outline, which will usually conform to the statement at the end of this Standard, the faculty member may submit a Drop/Add Form, showing the last date of attendance by the student, to the Admissions and Records Office. A grade of "W" will be recorded for all withdrawals, whether initiated by the student or by the faculty member through the published "Last day to withdraw without academic penalty." Students withdrawn after the withdrawal deadline will receive a grade of "F" except under mitigating circumstances, which must be documented by the student and approved by the Dean of Instruction. Please see "Withdrawing from a course" under "Registration Information" in the Academic Information section of the Germanna course catalog for additional policy information.

If class meeting times

Absences

during the week are:

permitted are:


1


2


2


4


3


6


4


8

Grading Policy:

A.
To pass MTH 03 a student must demonstrate a 70% competency on his or her work.  In addition, the student must score at least 50% on the final exam to receive an “S.”  The instructor considers the following in the decision to pass/fail a student in MTH 03:

1.   Final exam grade- 20%

2.   Four test grades-60%

3.   Quiz average-15%

4.   Class participation-5%

B.
The grades are awarded as follows:

1.   S (Satisfactory)- The student has met the objectives of the course and has made at least a 50% on the final exam.  The student is ready to progress to MTH 04.

2.   R (Re-enroll)- The student has not met the objectives of the course but has demonstrated sincere attempts to do so (attended class regularly, handed in assignments regularly, etc.).  The student must re-enroll in the course and repeat the entire course.

3.   U (Unsatisfactory)- The student has not met the objectives of the course and has not made a sincere effort to meet those objectives (has not attended class or handed in assignments regularly).  The students must re-enroll in the course and repeat the entire course.

Academic Honesty: 

The faculty of Germanna Community College recognizes that academic honesty is an integral factor in developing and sharing knowledge. We support the concept of academic honesty, practice academic honesty in our classes, and require academic honesty from our students. GCC students are expected to maintain complete honesty and integrity in the completion and presentation of all academic assignments and examinations. Any student found guilty of cheating, plagiarism, or other dishonorable acts in academic work is subject to disciplinary action. 

Academic dishonesty is cheating and stealing. Academic dishonesty includes, but is not limited to:  

- Using material verbatim from a source without giving credit. 

- Rewriting material from a source without giving credit. 

- Using information from an Internet source without giving credit. 

- Submitting the work of another person as your own work. 

- Using/copying another student's computer disk. 

- Copying from another person's paper/test/homework. 

- Allowing someone else to copy/use your work (paper, homework, quiz, test). 

- Violating VCCS Computer Ethics Guidelines in the pursuit of academic studies.

Disability Information: 

If you are a student with a disability and will need accommodations while enrolled in this curse, please contact the Coordinator of Disability Services in the Counseling Center, (540-891-3019 or 540-891-3021).

Tentative Course Schedule:


	Date
	Chapter/Section
	Assignment

	01-10
	PRETEST, 1.1 A
	p. 11 #1-25 (odd)

	01-12
	1.1 B, C, D, E
	pp. 11-16 #27-185(eoo)

	01-17
	1.2 A, B, C
	pp. 27-29 #1-95(eoo)

	01-19
	1.2 D, E, F, G
	pp. 29-32 #97-175(eoo), 189, 191

	01-24
	1.3 A and 1.4 A, B, C
	pp. 35-36 #1-35(odd) and pp. 47-49 #1-109(eoo) 

	01-26
	1.4 D, E and 1.5 A, B, C and Review
	pp. 49-53 #111-209(eoo), pp. 59-60 #1-39(odd) and pp. 69-70 #1-30(all)

	02-02
	2.1 A, B, C, D
	pp. 79-84 #1-153 (eoo)

	02-07
	2.2 A, B, C, D
	pp. 91-95 #1-151(eoo)

	02-09
	2.3 C, D and 2.4 A, B, C
	pp. 108-112 #37-69(eoo) and pp. 119-123 #1-93(eoo)

	02-14
	2.5 A, B, C
	pp. 129-132 #1-99(eoo)

	02-16
	3.2 A, B and REVIEW
	pp. 171-176 #1-85(eoo) and pp. 139-140 #1-25(all)

	02-23
	4.1 A, B, C
	. 209-210 #1-43(odd)

	02-28
	4.2 A
	pp. 221-224 #1-89(eoo)

	03-02
	4.3 A, B, C
	pp. 231-234 #1-43 (eoo)

	03-14
	4.4 A, B
	pp. 241-244 #1-43(odd)

	03-16
	4.5 A, B, C
	pp. 249-251 #1-75(eoo)

	03-21
	4.6 A
	pp. 257-258 #1-25(odd)

	03-23
	4.7 A and REVIEW
	pp. 261-262 #1-23 (odd) and pp. 269-270 #1-20(all)

	03-30
	6.1 A, B
	pp. 337-338 #1-89(eoo)

	04-04
	6.1 C, D
	pp. 339-340 #91-125(eoo)

	04-06
	6.2 A, B
	pp. 347-348 #1-37(odd)

	04-11
	6.3 A, B, C
	pp. 353-355 #1-81(eoo)

	04-13
	6.3 D, E
	pp. 355-356 #83-109(odd)

	04-18
	6.4 A, B and 7.1 A, B
	pp. 363-365 #1-41(odd) and pp. 383-384 #1-65(eoo)

	04-20
	7.2 A, B; 7.3 A, B; and REVIEW
	pp. 389-391 #1-117(eoo); pp. 397-400 #1-133(eoo); and pp. 373-374 #1-25(all), pp. 425-426 #1-7, 9, 14, 16, 17, 19



	04-27
	EXAM REVIEW
	pp. 375-376 #1-15, 18-22, 25-27, 29-33(all) and pp. 427-428 #1-13, 16-22, 26-29(all)

	05-02
	Final Exam
	Rm. FAC2-128,    8:00-10:30 AM 

	 
	
	Note: "eoo" means every other odd 


	*EARLY ALERT*

	The Counseling Center assists students that may be dealing with an issue that is interfering with their academic success. If you have any student who might need assistance, please refer them to the Counseling Center.  Please note that Counselors do not interrupt classes except in emergencies.  Please provide as much advance notice as possible to allow Counselors to locate and contact the student regarding your identified concern.  



	Student Name:


	Student ID Number:

	Class:


	Day/Time:
	Faculty Member Name:

	IDENTIFIED CONCERN:
_____ Needs a re-evaluation of academic goals             
_____ Is having difficulties outside of class                    

          (work, family, illness)                                                  
_____ Is having financial difficulties                                                              

_____ Has had __________ absences

	_____ Is not prepared for this level of work

_____ Is having a problem adjusting to  classroom     

          environment

_____ Will receive a “D” or below if improvement is                  

          not shown

	_____ Has another counseling need: _________________________________________________________

	Faculty Member’s Comments, Strategies Attempted, Suggestions:


	Counselor:_____________________________________________  Date Received _____/_____/_____

Contact Date: _____/_____/_____           Method:  Letter _______ Phone ______ Other ______

Counselor Notes:


	Faculty Member Notified:  ____________    Date ____/____/____
	Updated 09/16/05


End of Semester Check List

Instruction

FAC-Phone 540-891-3050 // FAX 540-891-3070 // Room 316 FAC-1



  LGC-Phone 540-423-9840//FAX 540-423-9865//Room 303 LGC

Name:  ___________________________________________________ 
 

Class(es) Taught:  ____________________________________________________ 

e.g.:  ENG 111-21  (Please list ALL classes taught)
Contact Information: ______________________________________________

e.g.:  Cell phone number, work number)



Step 1:  Complete Grade Roster in PeopleSoft for each class.  Electronically record in the box provided the Last Date of Attendance for any students receiving a grade of F or U.     Please consult the Memo for the correct process of entering dates.
Have you submitted your grades in PeopleSoft?                  Yes                     No       

If yes, go to Step 2.


*All “Incomplete” grades require an Incomplete Form, which must be submitted to Barbara Downs (LGC, Room 303), OR Carol Baetz (FAC-1, Room 316), Lisa Jones (FAC-1, room 315), or Sharee Robinson (FAC-2, Room 211).


  Return Keys Only if you are not returning next semester

Will you be returning the next academic semester?                  Yes                     No       

If no:  ( Return key(s) to classroom, podium or lab room with this form.


           No keys were given to me.

          The key I am returning belongs to room _____.




          The key I am returning belongs to a podium.


Please sign and submit this form, Incomplete forms, and/or keys to Barbara Downs (LGC, Room 303), Carol Baetz (FAC1, Room 316), Lisa Jones (FAC-1, Room 315), or Sharee Robinson (FAC-2, Room 211).  
X __________________________________________

____________________

  
   Adjunct Faculty Signature



Date

Please note that Germanna Community College requires the completion of this form as part of your teaching obligation for the semester.  Not completing the form will be looked upon as not meeting the expectations of your contract with Germanna and could impact future employment consideration.
Instructional Technology and Distance Learning

Welcome Please find below a list of resources that are available to all Germanna Community College faculty, full-time and adjunct.  We are committed to providing you with the latest in instructional technology to assist you in enhancing student learning.  While these tools do assist the online instructor, faculty may find areas where they can assist with their traditional classroom goals as well.


Blackboard Blackboard is a course management system that we use to present material online for students to access.  Blackboard allows the instructor to post the course outline, handouts or other relevant material for the class to view online at their convenience.  It is also a way for students to securely view their grades.  In addition, you can post links to web sites and relevant material, and have online discussions or live chats. 
1. Blackboard accounts are now automatically generated when you change your password in GCC Online (gcc.my.vccs.edu ).  To have your Blackboard account created, login to GCC Online and click on “Change my password” and change your password.  Within 24 hours, you should be able to access Blackboard via GCC Online or at bb.vccs.edu with your username and password.  

2. To request a blank course shell for your class or classes, or to import a Blackboard course from another system, complete the “Request for Blackboard Course(s)” form online at www.gcc.vccs.edu/dl/bb_request.asp 

3. To request a course you have taught for Germanna Community College or another VCCS college be imported or copied for you, complete the “Request for Blackboard Course(s)” form online at www.gcc.vccs.edu/dl/bb_request.asp 

4. Upon registering for your course, students are entered into the Blackboard course site by the DL department.  For late additions, please allow 24-48 hours for students to be enrolled in the Blackboard course site.  

If you have questions or need assistance, email the DL department at ALL@GCC.vccs.edu.

Online Courses There are three different alternatives to traditional classroom instruction that are available at Germanna Community College.  
1. First, we offer totally online courses where the student is not required to attend any on-campus meetings.   Online courses require students to complete at least two proctored activities which you can assign at your discretion.  There are procedures for proctored activities and a proctor request form on the Distance Learning website and on the S drive. Please be aware that the testing centers are particularly busy during midterm and final exam week and it is recommended that you schedule your proctored activity at an alternate period in the semester if possible.
2. We also have several hybrid courses offered during the year.  Those are courses which do have some required on-campus meetings but the seat time is reduced with the majority of work completed online.  

3. And another alternative offered is the Interactive Video class.  Students may attend the same class at either campus and the instructor presents materials using our state-of-the-art compressed video system which transfers audio and video between campuses.

If you are interested in teaching an online course, please let us know by contacting the Dean at your campus.

Support
1. Audio/Visual Technicians are located on each campus to assist you with your equipment needs.   Overhead projectors, data projectors, filmstrip projectors?

FAC – Tina Parker (tparker@gcc.vccs.edu) 

LGC – Ben Jones (bjones@gcc.vccs.edu)

Distance Learning Web Pages www.gcc.vccs.edu/dl/index.asp Orientations for new Distance Learning students are held every semester.  See web pages for details.

2. Blackboard Faculty Tutorials www.gcc.vccs.edu/dl/faculty/bb_tutorials.asp
3. Blackboard Student Tutorials www.gcc.vccs.edu/dl/blackboard/index.asp
4. Distance Learning Student Information Packet – tells students how to access their email and Blackboard accounts as well as other valuable information such as dates www.gcc.vccs.edu/dl/documents/StudentInformationPacket_SU05.doc
Additional Instructional Technology 
The Virginia Community College System has assisted us in providing these quality programs for all VCCS faculty whether they teach online or in the traditional classroom.  They are available to all full-time and part-time instructors for use in creating course content.


1. *SoftChalk – demo: www.softchalk.com
SoftChalk LessonBuilder allows you to create interactive web pages using an interface similar to a word processor.

2. *Respondus – demo: www.respondus.com
Respondus assists you in creating tests and question pools for testing.

3. *Impatica for PowerPoint – demo: www.impatica.com
Impatica translates a PowerPoint file into a small, web-ready file that can be accessed online even with a dial-up connection.

4. Video Production – If you would like to produce a video module, please contact Rebecca Blankenship with requests.

5. Other? – Other programs and technology such as Macromedia Dreamweaver for creating and updating webpages are available.  Please feel free to ask.

6. Requests for New Technologies – Talk to your Department Chair or 

*How to access the three programs listed above.

1-Login to Blackboard, 2-Click on VCCS Faculty Help Site, 3-Click on documents 

Training
1. Formal training sessions that assist with use of these Instructional Technologies and others are regularly scheduled throughout the school year.  The dates and times they are offered differs from semester to semester and the schedule is distributed to all faculty through email.  

2. One-on-one sessions are scheduled on an as needed basis.  It is understood that faculty have busy schedules and may not be able to make a formal training session but need a little assistance to incorporate technology into their courses.  Again, please feel free to contact the distance learning office for assistance.

The Distance Learning Department is here to support faculty.  Please feel free to contact us at anytime.  Director–Rebecca Blankenship (rsblankenship@gcc.vccs.edu), Distance Learning Administrative Staff member–FAC 540.891.3077, LGC 540.423.9149, Department email (ALL@GCC.vccs.edu)

Distance Learning Policies and Procedures The need for online and hybrid courses is growing nationwide and Germanna is working to grow a diverse and quality program to serve the needs of all students in our broad service region.  Quality of our online courses and programs is as important as our growth.  If you teach online or hybrid courses at Germanna, there are some policies and procedures you should know about. 

Proctored Activities Requirement Below is information on the Proctored Activities requirement.  Additional information and forms can be found on the Distance Learning website. 
1. What is a proctored exam or activity?  A proctored exam or activity is one that is overseen by an impartial individual (called a proctor) who monitors or supervises a student while he or she is taking an exam or completing the activity.  The proctor requires a photo ID and ensures the security and integrity of process.  A proctor oversees the process to ensure that the guidelines for that exam or activity are followed.  For example, the test may be open book, closed book, may allow the use of the calculator, or may have additional stipulations listed by the instructor.

2. How are proctored exams or activities done?  Students are expected to travel to a Germanna Community College Testing Center to complete their proctored exam or activity.  They will be required to show a valid photo ID and to know the course name and which exam or activity they need to complete.  In the event that the student is unable to travel to the campus due to distance or other circumstances, the student is responsible for finding and making arrangements for a suitable proctor.

3. What if the student cannot travel to a Germanna Testing Center for these activities?  If a student is unable to travel to a Germanna Testing Center, they will need to locate a suitable proctor in their area and have them complete the Proctor Request Form as soon after classes begin as possible.  This allows time for the faculty member to verify that the proctor is acceptable and to get needed materials to the proctor prior to the activities due date.

4. What part does faculty play in this process?  Faculty are responsible for providing the Germanna Testing Centers with a Proctored Activity cover sheet stating how and when the activity is to be completed, and with any additional material needed such as paper tests or Bb test passwords if applicable.  In the event that a student or students can not come to the Germanna Testing Center for the proctored activity or activities, the faculty will need to request that the student submit a Proctor Request Form as soon after the start of classes as possible.  Faculty will verify the availability and evaluate the appropriateness of the proctor.   Faculty will arrange for the needed materials to be available in time for the completion of the activity by the student.  Again, any fees involved in the handling of materials are the responsibility of the student.  In addition, faculty need to provide a cover sheet for the assessment material that states the circumstances under which the assessment is to take place (open book, closed book, use of calculator or notes, etc.)

To request a test be proctored through our campus testing centers, please visit the Distance Learning website and download the coversheet and submit the coversheet and a copy of your roster in person (must have picture ID) to each testing center or through your faculty email account to jholladay@gcc.vccs.edu and fsmith@gcc.vccs.edu.


Email Policy Germanna has an email policy in effect for all college email communications in compliance with the Virginia Community College System policy.  This includes online course related emails and is to ensure confidentiality and security.
All official email communication will be distributed to VCCS email accounts only. All students, faculty and staff of the VCCS will use their official VCCS email account when conducting VCCS business. 
Email is an official method for communication within the Virginia Community College System. Faculty and staff are responsible for reading and responding to email in a timely fashion. Students are responsible for the consequences of not reading, in a timely fashion, college-related communication sent to the official VCCS Student email account. 
Faculty members may require email for course content delivery, class discussion, and instructor conferencing and may specify course-related email policies in their syllabi. Faculty may also require students to confirm their subscription to VCCS-provided mailing lists. 

A complete copy of this and other college policies can be found at http://www.gcc.vccs.edu/policies/Policies_Procedures/.

Self-Evaluation using Germanna’s Best Practices

In an effort to ensure the quality of our distance learning courses, all online faculty members are required to do a self-evaluation for the online courses that they teach.  The self evaluation form was developed by Germanna distance learning faculty in early 2004.  The criteria used for self-evaluation are based on the “Seven Principles for Good Practice in Undergraduate Education.”    

The self-evaluation form asks instructors to evaluate their course in eleven separate practices.  Instructors rate each practice as “good,” “very good,” or “excellent.”  Criteria in each rating are included with the form.  Instructors should include additional comments to support their ratings in each practice.  

The self-evaluation becomes an official part of the faculty evaluation process required by our accreditation agency, SACS.  A separate self-evaluation form is to be completed for each online course taught.  

Completed self-evaluations are to be turned into the Dean of Instruction at the campus where you primarily teach.  If you have any questions, please see your respective Dean of Instruction.

Help and Support 
The Distance Learning department is here to support faculty.  Please feel free to contact us at anytime.  Director–Rebecca Blankenship (rsblankenship@gcc.vccs.edu), Distance Learning Administrative Staff member–FAC 540.891.3077, LGC 540.423.9149, Department email (ALL@GCC.vccs.edu)

TURNITIN.COM INFORMATION

Below are the step-by-step directions for creating an instructor/user profile so you may access Turnitin.com (.)  This service will be an excellent teaching tool for any faculty who require any length written papers/research papers over the course of a semester.  


Turnitin.com can do several things for you and your students:

1. Check a student paper for plagiarism.  Both the instructor and the student may check the paper.  However, the instructor has control to disable the student from checking his own paper if desired.  The parts of the paper that are plagiarized are displayed in a different color from the text on the screen.  The URL from which the material originated is given, or the name of the document and author are provided.  Thus, Turnitin.com can be used to teach exactly what constitutes plagiarism. 

2. Students can peer edit on-line; papers are uploaded to each instructor’s class site, and by split screen, two papers may be reviewed, edited, and revised on-line.  They may also be projected by LCD on the screen and used as a teaching tool in class.

You will want to create a class account for each course section.  As you do so, a window will appear providing you with the class ID number and enrollment password.  I highly recommend printing a hard copy of that window as this is the sign-in number and password that every student enrolled in that section will need in order to upload and submit his paper each time onto your class site.

The instructions for creating your user profile follow. 
Welcome to a new resource for the Fredericksburg Area Campus of Germanna Community College.  For you technologically literate folks, Turnitin.com will be very easy.  For those of us who are technophobes, Turnitin.com will require practice…and a little bit of patience.

Getting Started: 

Go to this link on the Turnitin.com homepage: http://www.turnitin.com/static/training_support/
You are encouraged to use the tutorials included on this page.  Be sure to click on the “instructor” tutorial and not the “administrator” tutorial.

Once you’ve completed your tutorial, you are ready to create your profile.  Click in the upper right hand corner on “Create a user profile.”

Select “Instructor.” Click “next.

Enter “38926” for Turnitin Account Number.

Enter “Germanna72” for Password. Note: Password is CASE SENSITIVE!

Enter your email address that will become your user name. (jdoe@gcc.vccs.edu)

Enter your password (you create). Be sure to use at least one number (#) in password.

Enter a clue in the event you forget your password.

Create “user” profile, just as if you were buying from an online vendor.

Read the license agreement carefully and click “agree”

Once your profile is completed, you will be prompted to either set your classes manually or through the “set-up” wizard.  Techies take your pick.  Technophobes are encouraged to use the wizard.

If you have any questions about Turn-it-in.com please contact cjbracken@gcc.vccs.edu.

This is 

THE END 

of the Adjunct Faculty Handbook.













*Email addresses include the information in the Email column followed by @gcc.vccs.edu (e.g., kbradshaw@gcc.vccs.edu).
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