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Adding and Dropping a Course
Barton’s Barton County Campus
Day and evening classes may be added through the first week of the course only. After
the official closing dates for adding classes, a student must first receive permission from
the instructor and sign a learning contract. A student may enroll with a signed learning
contract for one additional week after the first week of class. This procedure does not
include “mini classes” or classes taught for more or less weeks than the regular 16 week
class. Change of schedule forms may be picked up from the Admissions Office,
Enrollment Services Office, Advisement Center or from advisors. A student must pay for
added classes at the time the addition is effected.
Courses dropped through the first two weeks of classes in both the fall and spring
semesters and through the tenth day of classes in the summer session will not be recorded
on a transcript. After the first two weeks of classes in the fall and spring semesters and
the tenth day of classes in the summer session, a “W” will be recorded for courses
dropped officially. Final drop dates are published in bulletins and student handbooks.
After this date, courses cannot be dropped. Change of schedule forms may be picked up
from the Admissions Office, Enrollment Services Office, Advisement Center or from
advisors. Students are responsible for dropping classes and are required to visit with
instructors and/or an advisor before dropping classes.

Class Drop Date
The last day to drop a course with a “W” grade is published in the Academic Calendar for
the particular location of the class. Please note that drop dates do vary significantly from
one location to another.

Dropping Classes at Barton’s Fort Riley Campus

LSEC classes: Students can drop at any time with a W grade up to the last 5 days of the
LSEC session. During the last 5 days no drops are allowed. Drop is accomplished
through the Army Ed Center Counselor.

College classes: No refund of tuition after the first week of class — 100% before — 0%
after the first week. Students can drop with a W up to the last week of class. Students
accomplish the drop by coming to the Barton Office on main post.

Dropping Online Courses

BartOnline (BOL): Students can drop during the first seven days and receive a full
refund — Monday to Sunday, after that 0% refund. Students can drop with a W grade up
to the last week of the class. Specific dates are posted to the academic calendar on the
BOL website. Students can drop online, no paperwork required. Whenever a student
drops after the refund date, we send them a follow-up so that they know that they will not
receive a refund of any type on their tuition.





EduKan
Please visit the EduKan website www.edukan.org or call Pat Schneweis 1-800-433-8526,
Assistant Director for EduKan policies on dropping and adding classes.

Learning Contracts
If a student does not attend the first week of classes, the instructor must give permission
and must sign the change of schedule form. The instructor must complete a learning
contract that requires both the instructor’s and student’s signatures and specifies the terms
under which the student becomes current with course work expectations. The instructor
should retain a copy of the learning contract and give a copy to the student. Learning
Contract Form
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White-

Yellow- Instructor

Class No. (1%, 2"

ATTENDANCE SIGN-UP ROSTER (revised 9/05)

Learning & Instruction Office

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

Instructor Location Date
Subject Code Course # Course Title Days/Times
CRN Instructor’s Signature
HOME CELL
STUDENT NAME STUDENT 1D # PHONE # PHONE # EMAIL ADDRESS






		Class No. (1st, 2nd) _________

		_________________________   ____________________________   _

		___________      ___________   ____________________________ 

		__________________________   _______________________________

		STUDENT NAME                STUDENT  I D #            PHONE 






Spring 08 TR

		Class

		Spring 2008				X - attended

		CRN				L - Late

						U - Unexcused

						E - Excused

				15-Jan		17-Jan		22-Jan		24-Jan		29-Jan		31-Jan		5-Feb		7-Feb		12-Feb		14-Feb		19-Feb		21-Feb		26-Feb		28-Feb		4-Mar		6-Mar		11-Mar		13-Mar		18-Mar		20-Mar		25-Mar		27-Mar		1-Apr		3-Apr		8-Apr		10-Apr		15-Apr		17-Apr		22-Apr		24-Apr		29-Apr		1-May		6-May		8-May		Final Day		Excused		Unexcused		Late

																																																																										0		0		0

																																																																										0		0		0

																																																																										0		0		0

																																																																										0		0		0

																																																																										0		0		0

																																																																										0		0		0

																																																																										0		0		0

																																																																										0		0		0

																																																																										0		0		0

																																																																										0		0		0

																																																																										0		0		0

																																																																										0		0		0

																																																																										0		0		0

																																																																										0		0		0

																																																																										0		0		0

																																																																										0		0		0

																																																																										0		0		0

																																																																										0		0		0

																																																																										0		0		0





Spring 08 MWF

		Class

		Spring 2008				X - attended

		CRN				L - Late

						U - Unexcused

						E - Excused

				14-Jan		16-Jan		18-Jan		21-Jan		23-Jan		25-Jan		28-Jan		30-Jan		1-Feb		4-Feb		6-Feb		8-Feb		11-Feb		13-Feb		15-Feb		18-Feb		20-Feb		22-Feb		25-Feb		27-Feb		29-Feb		3-Mar		5-Mar		7-Mar		10-Mar		12-Mar		14-Mar		17-Mar		19-Mar		21-Mar		24-Mar		26-Mar		28-Mar		31-Mar		2-Apr		4-Apr		7-Apr		9-Apr		11-Apr		14-Apr		16-Apr		18-Apr		21-Apr		23-Apr		25-Apr		28-Apr		30-Apr		2-May		5-May		7-May		9-May		Final Day		Excused		Unexcused		Late

																																																																																																												0		0		0

																																																																																																												0		0		0

																																																																																																												0		0		0

																																																																																																												0		0		0

																																																																																																												0		0		0

																																																																																																												0		0		0

																																																																																																												0		0		0

																																																																																																												0		0		0

																																																																																																												0		0		0

																																																																																																												0		0		0

																																																																																																												0		0		0

																																																																																																												0		0		0

																																																																																																												0		0		0

																																																																																																												0		0		0

																																																																																																												0		0		0

																																																																																																												0		0		0

																																																																																																												0		0		0

																																																																																																												0		0		0

																																																																																																												0		0		0






Best Practices in Concurrent Enrollment Programs (CEP

Barton Community College



Program Area:  Spring 2010 concurrent enrollment in the following disciplines:  Mathematics, English, Graphic Design, History, Foreign Language, Social Science, Communications and Literature. 



Teaching Mode:  Addition of eCompanion shell for courses taught face-to face and ITV instruction supplemented with an eCompanion shell.



Topic:  Training for implementation of eCompanion shells for all spring 2010 concurrent course offerings



Learning Outcomes:  Increased student learning through availability of course grades, syllabus, assignments and handouts via an eCompanion shell that will be available to students 24 hours a day, seven days a week.



Program Contact:  	Jane Howard

			Barton Community College

			620-792-9208

			620-786-1180

			howardj@bartonccc.edu



Training sessions in the use of eCompanion shells were provided on Barton’s main campus for all associate faculty members, including concurrent faculty, on October 12th, October 14th, November 9th and November 10th, 2009.  These sessions were led by Brian Howe, Assistant Dean of Academics.  He was assisted by LaVonne Gerritzen, Executive Director of Workforce Operations and numerous full-time faculty members that are considered “champions” of both eCompanion shells and on-line learning.  An additional training session was conducted at Hays High School on November 18, 2009 for six additional concurrent enrollment faculty members. 



Barton Community College made an institutional commitment relating to the use of eCompanion shells for all courses taught through Barton regardless of delivery location or venue.  This commitment was introduced to full-time faculty during the spring 2008 semester with implementation set for fall 2008.  At that time, the following requirements were outlined:



1. The eCollege electronic Grade Book

1. Upload an online syllabus

1. Post attendance data to document sharing

1. Administer the CATs and Student Course Evaluation Survey Wizard data collection system



Implementation of eCompanion shells for associate faculty will begin with the spring 2010 semester.  This implementation was first discussed with associate faculty during the August, 2009 Associate Faculty Meeting.  Wynn Butler, Executive Director of Distance Learning, reviewed the potential benefit of this learning platform for students, curriculum, faculty, assessment and administration as outlined in order of importance below:



Students

Any course that uses eCompanion will provide students immediate access to any handouts used in the class.  It allows instructors to post copies of any transparencies or PowerPoint presentations used in the course.  A robust eCompanion shell might even include lecture notes, sample exams, self tests and additional tutorials to assist in student success.   Communication tools included in eCompanion include an email portal that allows communication between students and student/instructor.  Full use of the online grade book provided with eCompanion gives the student continuous progress reports throughout the term.  Integration of the eCompanion system in all classroom presentation will enhance student success.



Curriculum

Commonality of the curriculum is one of the college’s major goals.  Sharing of actual classroom material and course content is possible with the eCompanion system.  Entire courses or just specific content (including exams) can be duplicated and shared between all faculty members regardless of location or venue.  eCompanion will allow instructors to actually view in detail the material presented by their colleagues; something that is not currently possible without sitting through many hours of instruction.   eCompanion allows administrators and instructors teaching in any of the many venues and locations to create and share “common curriculum” items as desired.

  

Faculty

Faculty using an eCompanion shell will find that the system is a great time saver and a perfect organizational tool.   The system allows faculty to post syllabi, handouts, notes, etc. online, eliminating the need to provide Xerox copies to the students.  Material posted to the eCompanion shell is readily accessible through the SMART classroom technology and can be used in classroom presentations.  The email feature of the system enhances instructor student communication.  The online grade book provides the instructor with the perfect tool for speedy student feedback – as both the instructor and student can view the grade book.   The document sharing portion of eCompanion speeds up the filing and sharing of administrative items such as attendance records.  The auto posting of student evaluations and classroom assessment data through survey wizard allows eCompanion to serve as an excellent course archive – eliminating paper copies and all filing requirements.  Faculty can use the eCompanion exam features to provide online access to exams.  Use of the auto grade feature will greatly reduce the amount of time spent in grading and can save class time in exam administration.  Online exams also provide excellent student critique opportunities.  The eCompanion system provides statistical analysis to the instructor for each exam.   Course surveys can be automated using eCompanion, reducing class time and speed data collection/analysis.   



Assessment

Course and program level assessment is cumbersome, because of the volume of data/documents that must be maintained.  Using eCompanion document sharing to post data into a course saves instructor time and allows for ready access by administrators/assessment coordinators.  Use of an auto graded Pre and Post test, combined with the eCompanion analysis capabilities provides an excellent data tool for course assessment.  Separate eCompanion course shells can be established and used to share course data, program data or assist faculty and administrators in the quest for a common curriculum.  eCompanion provides an online course evaluation system.  Course surveys can be tailored/ launched in any configuration or combination.  The online survey system also provides data analysis.    Savings in class time and compiling data more than make up for the cost of the system.  Use of the eCompanion survey system allows for comparison valid statistical comparison of online, on campus and hybrid courses.  Currently CAT and Student Course Evaluations can be launched for all classes through eCompanion. 



Administration

eCompanion provides the vehicle for ease of administration.  Almost all filing can be done in the course shell.  The course shell is an excellent archive with ease of accessibility.   The shell also assists in fixing accountability.  Some of the items that can be filed or are auto archived in the course shell:  classroom assessment data, Student Course Evaluations, attendance records, the grade book, pre and post tests and the actual syllabus used for that course.  Use of the eCompanion grade book as a standard tool across the college achieves constancy in how grades are reported and eliminates the cost of other electronic grade book software.   Faculty and Deans use eCompanion to monitor and ensure the commonality of the curriculum – something that is nearly impossible with traditional class visits. 



With the goal of increased student learning and the availability of course and program assessment through this media, it is imperative to train and include our concurrent instructors in this process.  This will allow Barton to better assess student learning related to the college as a whole and also allow for assessment in the many different arenas of teaching.  


CHANGE OF GRADE FORM

Student’s Name: SSN: - -
Last Name First Name Middle Initial

Term Course was taken: Fall __ Spring __ Summer

Course Title:

CRN: Course No: Credit Hrs:

Change Grade of To Grade of

Instructor Signature: Date:

***RETURN FORM TO ENROLLMENT SERVICES***

Office use only:
Date Recorded: By:






		Student’s Name: _____________________________________ SSN:  

		Term Course was taken:       Fall  _____     Spring  _____  

		Course Title:  _____________________________________________

		CRN:   __________ Course No:   __________ Credit Hrs:  _____

		***RETURN FORM TO ENROLLMENT SERVICES***






[bookmark: _GoBack]CLASSROOM VISITATION FORM



Instructor’s Name: ________________________________	Class/Format:______________________________



Time: ______________ 	Date: _______________



		1. Teacher-student interaction

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Encourages student discussion and/or questions

		

		

		



		Explains answers in detail

		

		

		



		Knows student’s names

		

		

		



		Treats students fairly

		

		

		



		Engages students in the learning process

		

		

		



		Provides a supportive learning environment

		

		

		



		Asks questions in class

		

		

		



		Other

		

		

		



		2. Classroom presentation

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Delivers content at a pace that can be followed

		

		

		



		Emphasizes important points

		

		

		



		Speaks in a clear, distinct manner

		

		

		



		Presents material in an enthusiastic manner

		

		

		



		Uses terms and phrases that are understood by the students

(doesn’t talk above their heads)

		

		

		



		Incorporates real life experiences/situations into the class

		

		

		



		Other

		

		

		



		3. Evidence of pre-planning and organization

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Begins class with review of previous work

		

		

		



		Prepared for class

		

		

		



		Begins and ends class on time

		

		

		



		Stresses important points and concepts

		

		

		



		Maintains order in classroom

		

		

		



		Informs class of changes and reminds them of assignments

		

		

		



		Other

		

		

		



		4. Incorporates supplemental instructional equipment and materials into lecture

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		chalk/white board/overhead

		

		

		



		PowerPoint

		

		

		



		videos

		

		

		



		handouts

		

		

		



		Internet

		

		

		



		eCompanion Shell

		

		

		



		Hands-on Activites

		

		

		



		Other

		

		

		















Evaluators Overall Summary:

________________________________________________________________________________________



________________________________________________________________________________________



________________________________________________________________________________________



_________________________________________________________________________________________



_________________________________________________________________________________________



_________________________________________________________________________________________



_________________________________________________________________________________________



_________________________________________________________________________________________









____________________________________			__________________________________________

Instructional Representative	Instructor  (My signature indicates I have received & read this evaluation. It does not necessarily indicate I agree.)







_______________________________________		_________________________________________

Date of Signature							Date of Signature

Copies to: Instruction and Student Services, Instructor, Executive Director, Dean		ISS 2002 Revised: 9/16/11 JW


Barton County Community College
Class Waiver Form

The following student has appealed to have a class waived.

Name: SSN:

Address:

Street City State Zip
Phone No: Date:

Class you wish to have waived:

Please attach a letter explaining the extenuating circumstances
concerning the request for class waiver.

Outline briefly, your future plans:

If a medical condition exists, a doctor’s permit must be attached indicating the need to have this class
waived from the requirements for an associate degree.

Student Signature Date
Office Use Only: :
Reviewed by: Comments:
Reviewed by: Comments:
Reviewed by: Comments:

Approved: o Yes o No
Vice President of Instruction & Student Services Signature:

Comments:






		Address:   _________________________________________________

		Please attach a letter explaining the extenuating circumstan






Barton County Community College
Academic Clemency Appeal Form

I hereby petition to have my Barton County Community College academic transcript amended in
accordance with the Academic Clemency policy.

Name: Maiden or other names:
SSN: Date of Birth:
Address:
Street City State Zip

Phone Number:

Semester (s) of attendance for which Academic Clemency is requested:

Please attach a letter explaining the extenuating circumstances for the semester (s) listed above.
(Appeal forms received without a letter will not be submitted to the Review Committee)

Outline briefly, your future plans:

How will Academic Clemency help you to meet these goals:

I understand the policy guidelines and limitations as printed on the back of this form, and hereby
submit my appeal for Academic Clemency.

Student Signature Date
00 000 0000000000000 0000000000000 00000000000000000000000000000000000000000000000000000000,
Office Use Only:
Reviewed by: Comments:
Reviewed by: Comments:
Reviewed by: Comments:

Approved: [ Yes [INo
Vice President of Instruction and Student Services Signature:
Comments:

(A copy of this form will be sent to each Dean who have faculty in the area of the requested clemency. The Dean will make
copies for each faculty member to review the request and transcript. These copies and recommendations will then be
presented at a Dean’s Meeting before being sent to Vice President of Instruction and Student Services for final approval.)







Barton County Community College
Academic Clemency Appeal Form

I hereby petition to have my Barton County Community College academic transcript amended in accordance
with the Academic Clemency policy.

Name: Maiden or other names:
SSN: Date of Birth:
Address:
Street City State Zip
Phone Number: Email Address:

Semester (s) of attendance for which Academic Clemency is requested:

Please attach a letter explaining the extenuating circumstances for the semester (s) listed above.
(Appeal forms received without a letter will not be submitted to the Review Committee)

Outline briefly, your future plans:

How will Academic Clemency help you to meet these goals:

I understand the policy guidelines and limitations as printed on the back of this form, and hereby submit my
appeal for Academic Clemency.

Student Signature Date

Office Use Only:

Reviewed by: Comments:
Reviewed by: Comments:
Reviewed by: Comments:

Approved:  Yes No
Vice President of Instruction and Student Services Signature:

Comments:

(A copy of this form will be sent to each Dean who have faculty in the area of the requested clemency. The Dean will make copies for
each faculty member to review the request and transcript. These copies and recommendations will then be presented at a Dean’s
Meeting before being sent to Vice President of Instruction and Student Services for final approval.)






[image: image2.png]Faculty Services






FACULTY INFORMATION ONLINE!


Go to www.bartonccc.edu

&


Employee Online Services – Click on PAWS






Log in using your Social Security Number or your College ID Number as your ID and your selected PIN number.  If you have forgotten your PIN number, click on Forgot PIN?, and answer your secret question to reset your PIN.


If you have not accessed Barton records online, follow these instructions:  


Log in using your Social Security Number as your ID and your Date of Birth as your PIN Number.  (Example:  January 1, 2001 = 010101)  You will be prompted to change your PIN number (six number characters only) to protect your privacy.  You will also be asked to create a secret question and answer.  If you should forget your PIN number, click on Forgot PIN?, answer your secret question and reset your PIN.


[image: image3.bmp]Select the following options to access faculty information online:




· Mid Term and Final Grades – Grades can now be entered online for each of your courses.


Instructions for entering grades:


· Term Selection – Enter the current term.


· CRN Selection – Enter the CRN selection of your course.  Course lists will appear in the drop down menu.


· Mid Term and/or Final Grades – Enter grades for each student using the drop down menu of grades and click on submit.


· Class Lists – View course rosters by entering CRN information and termcode.  Course rosters will include detailed information on students enrolled in your courses such as major and enrollment status.


· Faculty Schedule – View and print your faculty teaching schedule by entering termcode information


· Student Menu – View student information and schedules for your students enrolled in your courses.


· Advisor Menu – View and print unofficial transcripts for your advisees.

If you have any questions, please contact the 


Office of Enrollment Services 


at (800) 748-7594 or (620) 792-9252.











Faculty Recommendation Form





Faculty name ____________________________   Department/Division______________________________



Faculty start date______________________          Tenure Date (if applicable)________________________





Faculty evaluations:   (Please summarize completed faculty evaluations indicating strengths and weaknesses. Please list how identified weaknesses have been addressed.) 





[bookmark: _GoBack]







Enrollments:    Do enrollment trends justify renewing the instructor’s contract?   

(Indicate FTE taught each academic year - comment on causes of low FTE and reasons to justify continued employment if appropriate.) 











Other Comments:









Executive Director, Director, or Assistant Dean Recommendation:

· Renew Contract

· Non-Renewal

· Grant Tenure (if applicable.)

_____________________________

Signature                                (date)









Dean’s recommendation:

· Renew Contract

· Non-Renewal

· Grant Tenure (if applicable.)

										____________________________

     		Signature		          (date)       



                                     

JDW 9/20/11


Faculty Requirements Policy

Barton employs competent faculty members qualified to accomplish the mission and goals of the
institution. When determining acceptable qualifications of its faculty, the institution gives
primary consideration to the highest earned degree in the discipline in accord with the guidelines
listed below. Barton also considers competence, effectiveness, and capacity, including
appropriate, undergraduate and graduate degrees, related work experiences in the field,
professional licensure and certifications. For all cases, the institution is responsible for justifying
and documenting qualifications of its entire faculty.

Credential Guidelines

Faculty teaching associate degree courses designed for transfer to a baccalaureate degree:
Examples: English or Mathematics
master's degree with major in the teaching discipline
or
master's degree + 18 graduate semester hours in the teaching discipline

Faculty teaching in professional, occupational or technical areas other than physical
activity courses that are components of associate degree programs designed for college

transfer:
Examples: Business or Agriculture

master's degree with major in the teaching discipline
or
master's degree + 18 graduate semester hours in the teaching discipline

Faculty teaching in professional, occupational or technical areas that are components of
associate degree programs not usually resulting in college transfer (unless the accrediting
body of specific program required a higher level degree):

Examples: Hazardous Materials Management, Criminal Justice, Office Technology

Examples of higher degrees required because of accrediting body: Nursing and MLT

baccalaureate degree and, appropriate certifications in the occupational field of teaching

Faculty teaching courses of specialized credit or non-credit courses:
Examples: Troop School and some Community Education non-credit offerings

minimum of some college, specialized training or certification, but with an emphasis on
competence gained through work experience

Faculty teaching adult basic education courses below the collegiate level:
baccalaureate degree and attributes or experiences which help them relate to the
particular needs of the adults they teach

Faculty teaching remedial programs:
baccalaureate degree in a discipline related to the teaching assignment and either
teaching experience in a discipline related to the teaching assignment or graduate
training in remedial education

Exceptions to the policy may be made at the discretion of the Chief Academic Officer. If an
exception is made written justification will be filed in the faculty member’s personnel file.

Approved by President on 02-11-04
Revised 7-15-05
Revised 7-21-05
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Faculty Supervisor Evaluation Form


Supervisors will use the following form as a tool in the evaluation of full-time faculty members.  It is recommended that the instructor submit a self-evaluation that responds to questions 3 and 7. Other questions may be addressed at the same time. Supervisors will have student evaluation reports, when available, to help them determine if a faculty member has met some of the criteria listed below.  If a supervisor ranks any item as a “1” (needs improvement) or a “3” (exceeds expectations), an explanation including specific examples should be documented.  After the supervisor completes and signs the evaluation form, it will be sent to the faculty member for review. If possible, the supervisor and instructor will meet face-to-face or via phone to discuss the review.  Upon receipt of the form, the faculty member should reply to any ranking with which he/she does not agree and sign, indicating the review has occurred.  If no criteria are scored as a “1”, the supervisor will send the signed form to the Vice President of Instruction and Student Services for final disposition.  A copy of the signed form will be returned to the instructor.


Should any criterion receive a “1” ranking, the supervisor will initiate a meeting within 10 working days of faculty receipt of the evaluation form and develop a performance improvement plan (see attached document). 


The supervisor and faculty member should agree on the steps developed in the progress plan.  If agreement cannot be reached the faculty member will initiate an appeal process with the Vice President of Instruction and Student Services.

· Frequency of faculty evaluation will follow these guideline:


· Employed 1-2 years – once each semester


· Employed 3-4 years – once each year


· After the 4th year – once every three years (self evaluation is required)


Faculty Name:____________________________________________


Ranking Method: 1- Needs improvement   2- Meets Expectations    3 – Exceeds Expectations

		

		  1

		  2   

		   3



		1. Demonstrates a thorough and accurate knowledge of the field or discipline.

		

		

		



		Supervisor comment: 


Faculty response: 




		

		

		



		2. Provides and reinforces linkages between instruction and practical applications.

		

		

		



		Supervisor comment: 


Faculty response: 




		

		

		



		3. Participates in activities related to professional growth.

		

		

		



		Supervisor comment: 


Faculty response: 




		

		

		



		4. Guided by the outcomes, teaches to the competencies as outlined in the course syllabus.

		

		

		



		Supervisor comment: 


Faculty response: 




		

		

		





Ranking Method: 1- Needs improvement   2- Meets Expectations    3 – Exceeds Expectations

		

		   1

		   2

		    3



		5. Presents ideas clearly and creates a climate conducive to learning and critical thinking;

		

		

		



		Supervisor comment: 


Faculty response: 




		

		

		



		6. Presents well prepared, well-organized and relevant material.

		

		

		



		Supervisor comment: 


Faculty response: 




		

		

		



		7. Participates in assessment activities for the purpose of effecting improvement to student learning, instructional delivery, and curricular development.

		

		

		



		Supervisor comment: 


Faculty response: 




		

		

		



		8. Develops evaluation methods which measure student progress towards course outcomes and competencies.

		

		

		



		Supervisor comment: 


Faculty response: 




		

		

		





Ranking Method: 1- Needs improvement   2- Meets Expectations    3 – Exceeds Expectations

		

		   1

		   2

		   3



		9. Evaluates student work and provides feedback in a timely manner.

		

		

		



		Supervisor comment: 


Faculty response: 



		

		

		



		10. Complies with established college policies and procedures.

		

		

		



		Supervisor comment: 


Faculty response: 




		

		

		



		11. Teaches courses in accordance with catalog descriptions and the schedule of classes except as modified by agreement with the appropriate associate dean or college administrator.

		

		

		



		Supervisor comment: 


Faculty response: 




		

		

		



		12. Ensures accessibility to students and colleagues by posting and adhering to appropriate on-campus or on-line office hours.

		

		

		



		Supervisor comment: 


Faculty response: 




		

		

		





Ranking Method: 1- Needs improvement   2- Meets Expectations    3 – Exceeds Expectations

		

		   1

		   2

		   3



		13. Maintains accurate scholastic records of students while assuring confidentiality of student information.

		

		

		



		Supervisor comment: 


Faculty response: 




		

		

		



		14. Prepares, updates, submits and distributes syllabi for all assigned sections in accordance with college policy.

		

		

		



		Supervisor comment: 


Faculty response: 




		

		

		



		15. Performs other reasonable duties as may be prescribed by the appropriate associate dean or college administrator.

		

		

		



		Supervisor comment: 


Faculty response: 




		

		

		



		16. Participates within the department and across curricular areas in the development of new courses and/or programs within the mission of the college.

		

		

		



		Supervisor comment: 


Faculty response: 




		

		

		





Ranking Method: 1- Needs improvement   2- Meets Expectations    3 – Exceeds Expectations

		

		   1

		   2

		   3



		17. Participates in recruitment and retention of students, faculty, and staff.

		

		

		



		Supervisor comment: 


Faculty response: 




		

		

		



		18. Serves on College, divisional, and program committees as assigned.

		

		

		



		Supervisor comment: 


Faculty response: 




		

		

		



		19.  Attends meetings and events as required by College administration.

		

		

		



		Supervisor comment: 


Faculty response: 




		

		

		



		20.  Responds in a timely fashion to information requests from College, division, and program administrators.

		

		

		



		Supervisor comment: 


Faculty response: 




		

		

		





Ranking Method: 1- Needs improvement   2- Meets Expectations    3 – Exceeds Expectations

		

		   1

		   2

		   3



		21. Collaborates and supports associate and full-time colleagues in development and execution of responsibilities.

		

		

		



		Supervisor comment: 


Faculty response: 




		

		

		





Supervisor’s Signature _______________________________________ Date: ______________


Faculty’s Signature __________________________________________ Date: ______________


Barton County Community College


Performance Improvement Plan


		Faculty Member:

		

		Meeting Date:

		

		Division:

		

		Supervisor:

		





		Itemize criteria under review:  (Define what is expected, how it should be accomplished, and in what timeframe.)



		





Agreed upon by: (Faculty Signature)




(Supervisor Signature)








Grades

Student grades are important and must be carefully managed by every instructor. Several policies are
in place to help to ensure both the accuracy and the integrity of students’ grades. Faculty must also be
aware that a student’s grade is subject to FERPA and must be shared only with the student. Under no
circumstances should students’ grades be posted in a way that allows students to identify the grades
of other students. Faculty who are unsure about FERPA should consult the pages on the college web
site and take the FERPA tutorial. Parents who wish to see the grades of their children, who are over
18, must have the child(ren) sign a release form.

Grade Reporting

Grades are the responsibility of the faculty and must be reported in a timely manner. For 16-week
courses, the instructor is required to post both midterm and final grades for all students who are still
enrolled in the class. Faculty are also required to take attendance and, when necessary, to report the
last time a student attended their class, to the financial aid office. The grade and attendance reporting
procedure is outlined below:

Grade and Attendance Reporting Procedure.

The registrar will inform faculty via email when the system is open for posting both midterm and
final grades. Grades are posted on the web site and can be posted from any location with Internet
access. Faculty must post their own grades except as outlined in the Grade Reporting Procedure.

Incomplete Grades

Students occasionally get behind in their classes due to circumstances beyond their control, such as a
death in the family or a serious illness. Under these circumstances the student may request that the
instructor give them an incomplete grade for the semester. The instructor is not obliged to grant the
student’s request and may do so only if the following criteria apply.

1. It is after the drop date.

2. The events or circumstances that make it impossible for the student to catch up before the end

of the semester are documented.
3. The student had been attending class before the events happened.
4. The student was passing the class before the events happened.

If the instructor grants the student the option of an incomplete grade, the instructor and the student
must complete an Incomplete Coursework Contract that clearly states both the time frame and the
required work for the grade to become productive. Incomplete grades automatically become “F”
grades after the end of the following semester (not including summer semesters), if the instructor has
not submitted a Change of Grade Form.




http://www.bartonccc.edu/administration/iss/documents/faculty/IncompleteG.pdf

http://www.bartonccc.edu/administration/iss/documents/faculty/IncompleteG.pdf




White Copy- Student
Yellow Copy- Instructor
Pink Copy — Associate Dean

CONTRACT AGREEMENT FOR AN “I” CHANGE OF GRADE

l, (Social Security No. ),
(Name)
agree to complete , of
Course # (Course Title)
which | had been enrolled during the semester of 20 by
(Fall, Spring, Summer)

completing the prescribed criteria on or before , 20 .

(Month) (Day) (Yr.)

Criteria to be met, a grade of A, B, C, D, or F will be issued.

| understand that if the prescribed criteria is not completed by the above date indicated,
the incomplete grade received during the regular enrolled semester will automatically
revert to a grade of “F” at the close of the succeeding regular academic semester.

The prescribed criteria are:

Agreed to by Date
(Student’s Signature)

The prescribed criteria has been met and | recommend a grade change at this time.

Date

(Instructor’s Signature)

When the prescribed criteria has been met, the instructor will complete a Change of
Grade Form and send to the Enrollment Services Office on or before December 1st for
previous spring and summer “I's” and on or before May 1° for previous fall “I's”. “I's” will
convert to “F’'s” after these dates.

05/25/05










Instructional Evaluation Form



[bookmark: _GoBack]Instructor Evaluated (print):									Date:

			 				

		1. Demonstrates a thorough and accurate knowledge of the field or discipline.

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Faculty comment: 









		

		

		



		Supervisor Comment:









		

		

		



		2. Provides and reinforces linkages between instruction and practical applications.

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Faculty comment: 









		

		

		



		Supervisor Comment:









		

		

		



		3. Actively seeks opportunities to participate in, such as professional organizations and events, which allow instructors to network and interact with others in their teaching field at the state, regional, or national level.

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Faculty comment: 









		

		

		



		Supervisor Comment:









		

		

		



		4. Guided by the outcomes, teaches to the competencies as outlined in the course syllabus.

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Faculty comment: 









		

		

		



		Supervisor Comment:









		

		

		



		5. Presents ideas clearly and creates a climate conducive to learning and critical thinking;

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Faculty comment:









		

		

		



		Supervisor Comment:









		

		

		



		6. Presents well prepared well-organized and relevant material.

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Faculty comment: 









		

		

		



		Supervisor Comment:









		

		

		



		7. Participates in assessment activities for the purpose of effecting improvement to student learning, instructional delivery, and curricular development.

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Faculty comment: 











		

		

		



		Supervisor Comment:











		

		

		



		8. Develops evaluation methods which measure student progress towards course outcomes and competencies.

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Faculty comment: 











		

		

		



		Supervisor Comment:











		

		

		



		9. Evaluates student work and provides feedback in a timely manner.

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Faculty comment:









		

		

		



		Supervisor Comment:









		

		

		



		10. Complies with established college policies and procedures.

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Faculty comment:









		

		

		



		Supervisor Comment:











		

		

		



		11. Teaches courses in accordance with catalog descriptions and the schedule of classes except as modified by agreement with the appropriate supervisor or college administrator.

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Faculty comment: 











		

		

		



		Supervisor Comment:









		

		

		



		12. Ensures accessibility to students and colleagues by posting and adhering to appropriate on-campus or on-line office hours.

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Faculty comment:











		

		

		



		Supervisor Comment:











		

		

		



		13. Maintains accurate scholastic records of students while assuring confidentiality of student information.

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Faculty comment:









		

		

		



		Supervisor Comment:









		

		

		



		14. Prepares, updates, submits and distributes syllabi for all assigned sections in accordance with college policy.

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Faculty comment:









		

		

		



		Supervisor Comment:











		

		

		



		15. Performs other reasonable duties as may be prescribed by the appropriate supervisor or college administrator.

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Faculty comment:











		

		

		



		Supervisor Comment:











		

		

		



		16. Participates within the department and across curricular areas in the development of new courses and/or programs within the mission of the college.

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Faculty comment:











		

		

		



		Supervisor Comment:







		

		

		



		17. Participates in recruitment and retention of students, faculty, and staff.

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Faculty comment:









		

		

		



		Supervisor Comment:









		

		

		



		18. Serves on College, divisional, and program committees as assigned.

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Faculty comment: 











		

		

		



		Supervisor Comment:











		

		

		



		19.  Attends meetings and events as required by College administration.

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Faculty comment: 









		

		

		



		Supervisor Comment:









		

		

		



		20.  Responds in a timely fashion to information requests from College, division, and program administrators.

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Faculty comment: 











		

		

		



		Supervisor Comment:













		

		

		



		21. Collaborates and supports associate and full-time colleagues in development and execution of responsibilities.

		1. Needs Improvement

		2. Meets Expectations

		3. Exceeds Expectations



		Faculty comment: 







		

		

		



		Supervisor Comment:









		

		

		

















Supervisor’s Signature _________________________________________________ Date ______________________





Dean’s Signature______________________________________________________Date_______________________





Faculty’s Signature ____________________________________________________ Date ______________________

[Faculty signature indicates this evaluation was discussed with him/her, and is not intended to infer agreement.] 



Checklist for Chain-of-Command Approval

The supervisor will complete the Faculty Recommendation Form based on the results of the Instructional Evaluation Form, Classroom Visitation Form, and if applicable, the Performance/Conduct Improvement Plan.

Once done, the supervisor will attach all of the forms together and then send them up the chain-of-command for approval with the final approver being the Vice President.



____ 	The Instructional Evaluation Form has been completed by both the supervisor and the employee.



____ 	Any Instructional Evaluation Form score of “3” includes supporting comment by the supervisor.



____ 	A Performance/Conduct Improvement Plan is included if the Instructional Evaluation Form contains any score of “1” on the Instructional Evaluation Form, or if any concerns are documented on the Classroom Visitation Form.



____ 	The Instructional Evaluation Form, Classroom Visitation Form and if applicable, the Performance/ Conduct Improvement plan were presented to the faculty member in a face-to-face meeting.



____ 	The Instructional Evaluation Form, Classroom Visitation Form, and if applicable, the Performance/

Conduct Improvement Plan have all been signed by both the supervisor and the faculty member.



____ 	The Instructional Evaluation Form, Classroom Visitation Form, Faculty Recommendation Form and if applicable, the Performance/Conduct Improvement Plan have been stapled together as a single document and submitted for additional signatures up through the chain-of-command.


Instructional Evaluation Process



Evaluation Schedule

Evaluation of faculty occurs in accordance with the following schedule:

1. A faculty member in the first two consecutive school years of employment shall be evaluated by their supervisor at least one time each academic term.

1. During the third and fourth years of employment, a faculty member shall be evaluated at least one time each academic year.

1. After the fourth year of employment, a faculty member shall be evaluated at least once in every three academic years.

1. Additionally, a supervisor may evaluate a faculty member anytime at their discretion.



Evaluation Documents

The evaluation process utilizes several forms:

1. Instructional Evaluation Form

a. completed as a self-evaluation by the instructor, and by the supervisor

2. Classroom Visitation Form 

a. completed by the supervisor

3. Faculty Recommendation Form  

a. [bookmark: _GoBack]completed by the supervisor

Evaluation Scoring

· If the supervisor gives the faculty member a score of 3 (exceeds expectations) in any of the categories on the Instructional Evaluation Form, the supervisor must include comments documenting how the faculty member exceeded expectations in this category.

· If the supervisor gives the faculty member a score of 1 (needs improvement) in any of the categories on the Instructional Evaluation Form or documents any concerns on the Classroom Visitation Form, the supervisor must place the faculty member onto a Performance/Conduct Improvement Plan.



Performance/Conduct Improvement Plan

· The primary purpose of placing an employee on a Performance/Conduct Improvement Plan is to create awareness of the concern, formalize actions to correct the problem, establish expectations to prevent recurrence, and prepare the employee for satisfactory service.  

· A Performance/Conduct Improvement Plan form can be obtained from either the Vice President’s Office or from the Office of Human Resources.

· Once a supervisor has prepared a Performance/Conduct Improvement Plan, the Plan must be sent up the chain-of-command for approval before being presented to the employee.

· After receiving chain-of-command approval, and presenting the Plan to the employee, a copy of the Plan must be sent to the Office of Human Resources for inclusion into the employee’s personnel file.



Evaluation Meeting

The supervisor will sit down face-to-face with the faculty member to go over the results of the Instructional Evaluation Form, Classroom Visitation Form, and if applicable, the Performance/Conduct Improvement Plan.  All three forms should be signed by both the supervisor and the faculty member.  If the faculty member refuses to sign one or more of these forms, the supervisor needs to write “Faculty Member refuses to sign this form” in place of the faculty member’s signature.


BARTON COMMUNITY COLLEGE
MILEAGE REPORT FORM

Directions: Please complete and return this form for your mileage reimbursement. Mileage report forms
should be sent to your Program Coordinator in care of Barton County Community College, Community
Education, 245 NE 30 RD, Great Bend, KS 67530.

THIS FORM MUST BE COMPLETED AND RETURNED BEFORE PAYMENT WILL BE MADE.

FORMS SHOULD BE SUBMITTED NO LATER THAN TWO WEEKS
AFTER THE LAST CLASS SESSION.

Social Security #: Course Title:
Name: Location:
Address: Class Date:
DATE TRAVELED FROM TRAVELED TO MILES ONE-WAY MILES ROUNDTRIP
Date Submitted: Signature:

FOR OFFICE USE ONLY
Total number of trips Total miles
Total miles per round trips X Per mile reimbursement

Total miles = Total amount due






BARTON COMMUNITY COLLEGE
Mileage Reimbursement Guidelines & Procedures

o The College’s insurance carrier requires that all employees receiving mileage reimbursement submit a
Background & Driver Authorization Form found under Human Resources on the Forms Page.

e In the case of an accident/injury situation, which involves an Associate Faculty member who has submitted the
required paperwork and is receiving a mileage reimbursement for a college-related activity (teaching a class),
the driver's personal insurance will serve as primary coverage.

¢ Instructors will be compensated for mileage when the teaching site is outside the instructor’s legal county
of residence. If the instructor’s primary employer is located within the county of the teaching site,
mileage will only be paid at times when the instructor is not working for their primary employer.

o Mileage reimbursements for travel in addition to scheduled class sessions require prior approval by
the appropriate department (see legend).

o Mileage reimbursements will be handled as an addendum to the salary contract, where applicable.

o All mileage required for work, but not reimbursed by the College, should be tracked for possible
tax considerations.

e Mileage reimbursement forms should be submitted no later than two weeks after the last class session. The
College reserves the right to deny compensation for mileage to instructors who do not meet this deadline.

2/16/06 E.S.
11/26/13 D.S.
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Performance Improvement Plan







		[bookmark: _GoBack]Employee Member:

		

		Meeting Date:

		

		Division:

		

		Supervisor:

		









		Itemize criteria under review:  (Define what is expected, how it should be accomplished, and in what timeframe.)



		









________________________________________			__________________________________________________

Agreed upon by: (Employee Signature)					(Supervisor Signature)					

Periodic Review Notes:  

		Date:

		Comments:

		Supervisor Initials



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		







Check One:        Performance Improvement Plan satisfactorily completed on_____________________



                            Unsuccessfully completed.  Future corrective action________________________



Failure to meet and sustain improved performance/conduct may lead to further disciplinary action, up to and including termination.  Corrective action may be taken in conjunction with, during, or after the performance/conduct plan.





_________________________________________		___________

Reviewed and accepted by: Employee Signature 		Date 





_____________________________		____________		___________________________		__________________

Supervisor Signature				Date			Supervisor’s Supervisor Signature		Date



Note:  Supervisor will retain the form during the duration of the performance/conduct plan.  At the end of the performance/conduct plan period, the supervisor will determine if the performance/conduct plan was satisfactorily completed or if a corrective action notice is required.  Upon completion of the plan, the original must be submitted to Human Resources for placement in the employee’s personnel file.

The performance/conduct plan is not intended to be an employment contract or guarantee of continuing employment.


BARTON COUNTY COMMUNITY COLLEGE
RELEASE FORM

 am aware that during the (descriptive name)

trip that | am participating in, certain risks and danger may occur including, but not limited to,
accidents, illness, forces of nature, and travel by motor vehicle. .

In consideration of, and as partial payment for the right to participate in (name of course)

| have and do hereby assume all the above mentioned risks and will hold Barton County
Community College harmless from any or all liabilities, actions, causes of actions, debts, claims,
and demands of any kind and nature whatsoever | now have or which may arise in connection
with these trips. The terms hereof shall serve as a release of an assumption of risk for my heirs,
executors and administrators and for all members of my family, including any minors.

DATE

Signatures







FACULTY EVALUATION TASK FORCE


STUDENT EVALUATIONS


1. Syllabus contained information regarding grading procedures that was easy to understand


2. Syllabus contained an outline of topics to be covered.


3. Instructor explained the contents of the syllabus.


4. Instructor knew the subject material taught in the course.


5. Instructor displayed enthusiasm about the course.


6. Instructor appears well-organized.


7. Instructor involved learners in class discussions and/or group interactions.


8. Instructor effectively explained the relevance of the subject to “real life” experiences.


9. Instructor gave assignments/projects/exams that were relevant to course objectives.


10. Instructor offered helpful and timely feedback on assignments/projects/exams.


11. Instructor interacted with learners in a manner that was consistent and encouraging.


12. Instructor provided opportunities for critical thinking and problem solving skills.


13. Instructor demonstrated professionalism in the classroom.


14. Instructor was accessible to students outside of class (email, office visits, phone, etc.)


15. I understood the outcomes and competencies for the course


16. I believe that I have achieved the learning outcomes/competencies/skills listed for the course.


17. I knew where to find assistance for this course (i.e., Tutoring).


18. I found the work required for this course appropriate.


19. I was required to take this course.


20. I had a strong interest in this subject matter.


21. I was an active participant in this class


22. I attended this class regularly.


23. Prior to enrolling, I possessed the knowledge/skills necessary to succeed in this course.



NN R WD

10.
1.

12.
13.
14.

15.
16.

17.
18.
19.
20.
. I was an active participant in this class
22.
23.

21

FACULTY EVALUATION TASK FORCE
STUDENT EVALUATIONS

Syllabus contained information regarding grading procedures that was easy to
understand

Syllabus contained an outline of topics to be covered.

Instructor explained the contents of the syllabus.

Instructor knew the subject material taught in the course.

Instructor displayed enthusiasm about the course.

Instructor appears well-organized.

Instructor involved learners in class discussions and/or group interactions.
Instructor effectively explained the relevance of the subject to “real life”
experiences.

Instructor gave assignments/projects/exams that were relevant to course
objectives.

Instructor offered helpful and timely feedback on assignments/projects/exams.
Instructor interacted with learners in a manner that was consistent and
encouraging.

Instructor provided opportunities for critical thinking and problem solving skills.
Instructor demonstrated professionalism in the classroom.

Instructor was accessible to students outside of class (email, office visits, phone,
etc.)

I understood the outcomes and competencies for the course

I believe that I have achieved the learning outcomes/competencies/skills listed for
the course.

I knew where to find assistance for this course (i.e., Tutoring).

I found the work required for this course appropriate.

I was required to take this course.

I had a strong interest in this subject matter.

I attended this class regularly.
Prior to enrolling, I possessed the knowledge/skills necessary to succeed in this
course.






88-26-4. Credit. (a) Transfer credit. Each community college shall accept credits
from all courses and programs that are substantially equivalent to those offered at the
community college, as determined by the community college accepting the credits. Any
community college accepting transfer credit may evaluate the applicability of the credit
towards meeting the graduation requirements. Any community college may award credit
for other documented learning experiences, including military educational programs.

(b) Advanced standing. Any community college may award credit for advanced
standing based on the policies adopted by that community college’s board of trustees.

(c) Credit for lecture, laboratory, and other classes. Each community college shall
record one semester hour of credit for any student attending a lecture class consists of at
least 750 minutes of class instruction, plus time allocated for a final exam. Each
community college shall record one semester hour of credit for any student attending a
laboratory class, if the student has made satisfactory progress in the class and the class
consists of at least 1,125 minutes. Each community college shall record one semester
hour of credit for any student who completes a minimum of 2,700 minutes in on-the-job
training, internships, or clinical experiences in health occupations. The number of
semester hours of credit recorded for each distance education course shall be assigned by
the community college that provided the course, based on the amount of time needed to
achieve the course objectives in a face-to-face format. (Authorized by and implementing

K.S.A. 71-201, K.S.A. 72-7514, and K.S.A. 74-32, 140; effective Oct. 29, 2004.)

http://www.kansasregents.org/institutions/cc/ccregs.pdf




http://www.kansasregents.org/institutions/cc/ccregs.pdf




Field Trips
The College is encouraged to make use of the cultural and educational resources
available within the community and surrounding area. Field trips should be carefully
planned and correlated to the curriculum and student learning outcomes, providing a
unique enhancement to College programs. Specific procedures include:
1. Submit a “Field Trip Request” to the appropriate associate dean prior to the proposed
trip (See Forms).
2. Upon approval of the request, instruct students to convene at the field trip site on the
designated day in lieu of meeting on campus. Unless otherwise planned, students are
responsible for their own transportation and further are responsible for making
arrangements with instructors of any classes they may miss. A student’s grade should not
be affected nor should there be a penalty for inability to participate in a field trip.
3. Ask the division secretary to post the course information on the classroom door so that
anyone looking for the class will know where it is. It is a good idea to do this even if the
class will be meeting on-campus (i.e., in the library or at an alternate location).
4. 1t is generally advisable that the instructor must accompany students to field trip
locations, including those that may occur on-campus. Under no circumstances is an
instructor to leave students unsupervised; in fact, for off-campus field trips, additional
supervision may be required.

Instructor Absence from Class

Professional conduct requires instructors to meet each scheduled class at the designated
place for the entire class period. If instructors must be absent, they should notify their
associate dean in writing or by phone. Additionally, the instructor should notify the site
coordinator when the class is being held at a campus or center other than Main Campus.
The associate dean must approve any recommended accommodation. Requests (with
documentation) for such accommodations are approved and maintained by the associate
dean. If the absence is a result of a last minute problem in the evening, the instructor
should notify the associate dean (or department coordinator/director) so than an
appropriate message can be delivered to the class. Using the Class Coverage Form (see
Forms), instructors should obtain prior approval from their associate dean for an absence
from class. In addition to notifying students well in advance, the instructor should post a
notice on the classroom door indicating where the class is being held. Any absence from
class that results in the class being canceled may necessitate that the instructor reschedule
the class so that the requisite number of contact hours are in fact held for the class during
the semester.






Class Cancellation

At an appropriate time in the registration process each semester, all course sections
offered are reviewed by the associate dean(s) to determine if there is sufficient enrollment
to justify the class. For most semesters, courses are reviewed at least twice: once prior to
payment due date and again after payment due date.

When reviewing sections, enrollment levels alone determine which sections need to be
examined further. Sections with low enrollment are reviewed with consideration given to
numerous factors including:

(1) other sections of the course at comparable times,

(2) availability of openings in these sections,

(3) whether the course is a program requirement or elective,

(4) when the course was last offered (or when it is to be offered again), and

(5) whether the course is an advanced course in a sequence.

When more information is needed to make a decision, the Dean, Associate Dean, and
appropriate faculty members are consulted to come to consensus as to an outcome. If a
section is canceled, students are contacted in a manner that allows sufficient time to
adjust their schedules.






INSTRUCTOR NAME

SITE

COURSE# ABD TITLE

DATE(S) CLASS MISSED

CLASS COVERAGE (CHECK ONE)
MAKE-UP WORK [_] RE-SCHEDULED CLASS PERIOD [ |

EXPLAIN IN DETAIL HOW WORK WILL BE MADE UP. (Must be returned to your Dean one week
prior to class missed)

If additional space is needed, please attach a separate sheet.











Class Rosters

Class rosters are now available on the website under PAWS. Each instructor has access
to a variety of information about the students in his/her class, including contact
information. Instructions for accessing these pages are found by clicking on this link:
http://www.bartonccc.edu/learningandinstruction/documents/facultyinformationonlineinst
ructions.doc

In addition to online rosters, instructors are required to complete Certification Rosters,
which are used to claim state aid for our students. It is extremely important that these
rosters are handled in a timely manner. Instructors are asked to indicate that the students
listed on the roster have attended class at least once before the 20™ day of class. Students
who have never attended should be lined off the roster. Any other discrepancies should
be reported to the registrar’s office immediately. The instructor should then sign the
form and return it to the registrar within the given deadline.






Distance Learning

The college uses a number of different formats and technologies to enable students to
learn from a distance.

ITV classes are delivered using Interactive Television where students in a remote
classroom have synchronous interaction with their instructor using the technology, that
includes camera, microphones, projectors and screens. Some students may be located in
the host room with the instructor, linked to up to three remote classrooms. For more
information please visit the | TV Web Paged.

If you are interested in teaching via ITV pleased discuss it with your associate dean.

Online classes are delivered via the Internet through two programs: and
. For each program the college uses eCollege software called eCourse for the
course shells.

Although not generally included as a part of full-time load, faculty who are interested in
teaching, course development, or obtaining more information related to these programs
may contact the following:

BartOnline | Mr. Wynn Butler, Ms. Janet Balk or
Ms. Jennifer Kingslien
BartOnline Coordinators
BCCC/ACES
Bldg. 217, Custer Avenue
Ft. Riley, Kansas 66442

Office: 785.784.6606

EduKan Dr. Dennis Franz,
EduKan Director

th
245 N.E. 30 Road
Great Bend, Kansas 67530 Office: 620.792.9204
Toll-Free: 877.433.8526

Web Enhanced classes use the eCollege software to provide supplemental material to
enhance student learning. This software is called eCompanion and is very similar to the
eCourse software used for fully online courses. For web enhanced courses the students
still meet face-to-face (or via ITV) for the mandatory seat time required for the class.

Hybrid classes are a cross between fully online courses and face-to-face courses. The
class must meet for at least 50%o of the required class time, but the instructor can use the
online portion of the course shell to meet the remaining course requirements.

If you are interested in using any of these formats, please contact your associate
dean. Ongoing training will be provided to you.



www.bartonccc.edu/itv/default.htm

www.edukan.org

www.bartonline.org



		Distance Learning




Electronic Services

Electronic Services provides faculty with the use of specialized audio-visual equipment
including laptop computers, data projectors, televisions, videocassette recorders, audio
players, and overhead projectors.
Equipment Available:
The following types of equipment are available for faculty to check out through
Electronic Services:

TVIVCRs

Overhead projectors

35 mm slide projectors

Cassette Recorders

DVD Players

Laptop Computers

Multimedia Projectors

Camcorders

CD Players

Digital Cameras

Requesting Equipment:
Faculty may request equipment in any of the following ways:
Calling the Electronic Services Office at 620.792.9369
E-mailing Electronic Services Office at mailto:mullt@bartonccc.edu (Note: the
subject line of e-mail must include “Electronic Services Request.”)
Requesting equipment through Resource-25 when room reservations are made
through the Physical Plant Office.

All requests must contain the following information:

1. requestor’s name,

2. requestor’s e-mail address,

3. requestor’s telephone number(s)

4. the building and room number where the equipment is to be delivered,
5. the time(s) and date(s) on which the equipment is needed, and

6. the type of equipment needed.

Notification and Confirmation:

Equipment must be reserved at least 48 hours (two working days) in advance. The
Electronic Services Department will attempt to accommodate requests, which are
received less than 48 hours in advance.

Because of staffing, scheduling limitations, and limited availability of certain equipment,
filling requests, which are received less than 48 hours in advance, is strictly dependent on
the availability, as well as personnel to deliver the equipment. When the Electronic
Services Department is unable to fulfill a request, the requester will be notified at least 24





hours in advance when possible. When requests are received less than 24 hours in
advance and are unable to be filled, the Electronic Services Department will notify the
requester as soon as possible.

Faculty will receive a confirmation voice message or e-mail detailing their request. If the
information in the confirmation is incorrect, faculty should call or e-mail Electronic
Services to correct their request.

Emergency Requests:

For emergencies such as missing or nonfunctioning equipment, faculty should call
Electronic Services at 620.792.9369. Equipment should not be removed from any room
without permission.

NOTE for ITV equipment call Jim Waitt ext 113

Delivery of Equipment:

When necessary, Electronic Services staff will deliver larger equipment (i.e., TVs, VCRs,
and multimedia projectors) to the location where it will be used. If necessary, Electronic
Services staff will also assist with the set up of the equipment.

Under most circumstances, equipment will be delivered at least 10 minutes prior to the
beginning of the class or other event. Some special events, such as banquets or large-
group presentations, may require the delivery and set up of equipment a day in advance.
Other circumstances, such as inclement weather, may necessitate the cancellation of a
delivery if there is danger to either the equipment or to the Electronic Services staff
member responsible for delivering the equipment. In such cases, the faculty member will
be notified as soon as possible.

At the present time, Electronic Services deliveries are limited to the College campus
only. The Electronic Services Department is unable to deliver equipment to other sites
(such as high schools, churches, etc.) at which College courses are held. However, as
most equipment other than TVs and VCRs are portable, faculty are welcome to check out
the necessary equipment and personally transport the equipment to the location of their
class.

Checking In/Checking Out AudioVisual Equipment:

Small instructional technology or audio-visual items such as CD players, cassette tape
players, video cameras, and digital cameras will be available for check out from the
Electronic Services Department at the College. Faculty members should submit a request
for equipment as detailed above. Faculty must personally check out each of these items
from the Electronic Services Department.

Users will sign out each piece of equipment they wish to borrow. By signing out the
equipment, users acknowledge that they are liable for loss or damage to the equipment if
the loss or damage results from negligence, intentional act, or failure to exercise
reasonable care, safeguard, maintenance, and/or service. By signing out the equipment,
users will also acknowledge that they are familiar with and understand how to

operate the equipment they are checking out. Unless otherwise agreed to beforehand,
check out of any audio-visual equipment is limited to three (3) days unless special
circumstances warrant an extension.

When returning the equipment, users will sign in the equipment. By signing in the
equipment, users will acknowledge that the equipment is in working order and that there
has been no damage to the equipment while in their possession. Electronic Services staff
will verify the condition of the equipment when checked in.





“Smart” Classrooms
In order to provide both access to technology and convenience, the College has renovated
many of its traditional classrooms into “Smart Classrooms,” each of which contains a
fully-functioning computer, an overhead projection machine, and related equipment. If
you are interested in using a “smart classroom” for instructional purposes, contact your
associate dean for more information.






Emergency & Security

An Incident/Accident Report Form must be completed for all incidents (non-injury
accidents or events which do not result in immediate medical attention but could in the
future) or accidents involving employees or visitors to College premises within 24 hours
and returned to the appropriate office. Incident/Accident Forms may be obtained through
the College’s Human Resources Office, Health Services, Business Office, or Campus
Security.

Every instructor should be familiar with the procedure outlined in the booklet called
“Emergency Action & Disaster Plan.” It is particularly important instructors realize
that it is their responsibility to know where the tornado shelter is located for the building
in which they are teaching. Each instructor is responsible for directing the students to the
appropriate location when the emergency sirens are sounded.








Engaging Students to Think Critically

David E. Balk

Director, Graduate Studies in Thanatology

Brooklyn College







Let Us Begin with the Following Assertion

		Our responsibility as teachers is to promote student learning. 





If we are going to debate that assertion, then we are into a different venue about the role and function of college faculty.  I have assumed that readers of this book agree that teaching differs from learning (Krahenbuhl, 1998; Weimer, 2003), that good teaching promotes learning, and that the primary responsibility of a college teacher is to promote student learning. 









How do effective teachers promote student learning?

		By using methods whereby students think critically about the subject matter of the curriculum.  









How do effective teachers promote student learning?

		Students think critically when they become actively involved in the subject matter, connect ideas from various sources, and gain insight by comparing and contrasting their own experiences with the course material. 









How do effective teachers promote student learning?

		The challenge for faculty is to identify how they will engage students in active involvement, connecting ideas, and making use of experiential contexts.









A Foundation and a Starting Point

		The Taxonomy of Educational Objectives

		A cognitive domain

		An affective domain





Bloom’s taxonomy of cognitive domain educational objectives (Bloom, 1956; Bloom, Hastings, & Madaus, 1971; Bloom, Madaus, & Hastings, 1981) has influenced me greatly in my work.   While I have some familiarity with the affective domain in the taxonomy (Krathwohl, Bloom, & Masia, 1977), I have thought much more about the cognitive domain objectives and used them as means to design and deliver courses and to evaluate student learning.  

I will briefly present the affective domain of educational objectives:

Attending, that is the learner is sensitized that certain phenomena exist.  For instance, the learner in a history course is aware that 

Mary, Queen of Scots, and Mary Tudor are not the same persons.

Responding, that is, the learner becomes involved in a subject.  For instance, in a political science class, the learner begins to read the newspaper voluntarily in order to learn more about current political events.

Valuing, that is, the student endorses some matter as valuable or worthwhile.  For instance, a student in a philosophy class begins to value for itself the idea about truth that philosophers debate.

Organization, that is, the learner encounters competing values and places these values into a system and determines which values should predominate.  For instance, a student in a psychology course encounters competing views about personality development and organizes these views into a system that identifies the relationships between these views.



Let’s review briefly this cognitive domain of objectives.









Cognitive Educational Objectives

		Knowledge of Facts

		Comprehension of Information

		Application of Information

		Analysis of Information

		Synthesis of Information

		Evaluation of Information









Knowledge of Facts

		Examples:  Answering correctly such questions as “Who was the 16th President of the United States?”, “What is the abbreviation for chlorine?”, “Name the known planets in our solar system, ” and “Who wrote the book On Death and Dying?” 





Implies recall or recognition of specific elements in a subject area.  Here are some examples:









Comprehension of Information

		Examples:  Answering correctly such questions as “Tell briefly what Lincoln primarily wanted to accomplish in the War Between the States”, “State in your own words how the planets in our solar system were formed,” and “Tell in your own words what Kubler-Ross meant by bargaining.”





“the first level beyond the category of knowledge” (p. 221) whereby persons state in their own words what they know.  Here are some examples:









Application of Information

		Examples:  Answering such questions as “How do Lincoln’s ideas about a house divided apply to understanding the battle over civil rights in the United States in the 1960s?” and “Use Bowlby’s notions of phases of mourning to explain children’s reactions to the divorce of their parents”





emphasizing applying “principles and generalizations” (P. 232) to new problems and situations, a cognitive ability making use of knowledge and comprehension.  Here are some examples:  









Analysis of Information

		Answering such questions as “Examine Lincoln’s first inaugural address and see if it forecasts his determination to keep the Union together and to end slavery” and “Interpret the following case study of a terminally ill woman in terms of Kubler-Ross’s stages of dying.”





breaking down information into constituent parts and making explicit the relationships between various ideas, a “complex ability which makes use of knowledge, comprehension, and application” (p. 249).  Here are some examples:









Synthesis of Information

		Examples:  “Write a biography of Lincoln” or “Devise a model for grieving by examining information from major writers in the field of thanatology.”





Putting together disparate pieces and combining them in such a way “as to constitute a pattern or structure not clearly there before” (p. 265), a form of convergent thinking making use of knowledge, comprehension, application, and analysis.  Here are some examples









Evaluation of Information

		Examples:  “Assess the impact of the Emancipation Proclamation as a factor in ending the War between the States” and “Judge the value of Kubler-Ross’s stages of dying as a therapeutic tool for counselors working with the bereaved.”





Assessing the merit or worth “of ideas, works, solutions, methods, material, etc” (p. 276), a form of critical thinking “among the most complex cognitive behaviors” (p. 276) requiring use of the other five types of cognitive behaviors.  Here are some examples:









The Link Between the Taxonomy and Critical Thinking

		And here is my link to critical thinking, the goal I believe college teaching is supposed to reach: 

		Critical thinking occurs when students achieve these more complex cognitive objectives:  application, analysis, synthesis, and evaluation.









A Dilemma, Perhaps a Paradox

		The gap separating many college teachers’ stated intents to promote critical thinking and their actual performance when assessing student learning.





While many if not all college faculty endorse the higher cognitive abilities represented by application through evaluation and, from my observations, indicate they aim to attain those sorts of objectives in their teaching, it also seems the case that testing student learning moves very quickly to knowledge and comprehension objectives.  Such exams are easier to write and to grade.  Perhaps lack of faculty expertise in writing exams that assess the more complex cognitive objectives leads to the widespread reliance on examination methods that test for recall and paraphrasing.  I contend that courses that aim at application, analysis, synthesis, and evaluation objectives need to assess student learning of those objectives. 









Actual Experience Supporting These Ideas

		Based on some valuable committee work in which I participated at Kansas State University when devising a university-wide change in general education 









Aye, here’s the rub

		It is one thing for a faculty member to say attaining certain critical thinking objectives are part of the curriculum. 



		It is something altogether different to form a curriculum that challenges students to attain those critical thinking objectives.









What Did My KSU Colleagues Teach Me?

		My KSU colleagues persuaded me of the wisdom of requiring faculty to spell out specifically and clearly in their syllabi at least one example of how they will promote active learning.









What Did My KSU Colleagues Teach Me?

		To spell out specifically and clearly in their syllabi at least one example of how they will provide an opportunity to connect ideas









What Did My KSU Colleagues Teach Me?

		To spell out specifically and clearly in their syllabi at least one example of how they will make use of experiential context.









A Specific Set of Ideas Using Reading and Writing

		A way I have endeavored to promote critical thinking is through students’ intensive reading, writing, and discussion of student papers -- with timely, concise written feedback from the instructor on each paper. 





This approach to teaching came about from reflections on my own experiences as a student.  We wrote a lot at the University of Illinois.  I vividly recall what one professor said: “Writing is an extension of thinking.”

	In every course I teach, graduate or undergraduate, students read material --- usually the same material, but not always --- they write review papers about what they have read, and they discuss these papers in small groups.  I get a copy of each student’s paper.  Each person in the small group gets a copy of every group member’s paper.  Group meetings take place during assigned class sessions.  All papers are to be e-mailed as attachments at least one day before the class meeting.  Everyone is responsible for making a copy of each paper and bringing the copies to the class meeting.









Using Reading and Writing to Promote Critical Thinking

		I always incorporate this approach in any course I teach.





I have used this approach in courses whose enrollment ran as high as 100 students and seminars with enrollment as low as six students.  Typically enrollment has been around 40, but at Oklahoma State University and at Kansas State University enrollments in some undergraduate courses were 78, 82, and 100.  I always use this approach any more because I like the way it gets students engaged and thinking about the course I am teaching.  Writing is a form of thinking. 









Logistics to This Group Work

		Four to five students comprise a group.  





I assign the group members by means of a quasi-random selection process.  For instance, if there are 40 persons in the course and I want groups of five members each, I will have the students count off from 1-8 until each person has a number, and then form groups with persons who have the same numbers. 









Logistics to This Group Work

		The students’ review papers are 4-6 pages long (typed, double-spaced, 12-point font, 1” margins). 





The student is to provide a 150-200 word summary of the material that has been read.  For example, in my undergraduate course on death, dying, and bereavement, I assign personal accounts of experiences with such things as a medical doctor reflecting on his misgivings about keeping infirm, debilitated, aged persons alive at all costs.  Students are to answer some questions about the personal account:  for example, “Discuss the doctor’s personal account in light of the biomedical model that dominates medical care in the United States.”  Students are asked to provide one or more alternate questions in addition to the questions that are assigned.









Logistics to This Group Work

		Each person reads aloud his/her paper while the other group members follow along with their own copies. 





The power of reading aloud the papers –- and the initial reluctance of some students to engage in such activity.









Logistics to This Group Work

		Once the students have read their papers, the groups do three things:

		Discuss the summaries and identify what could be done to strengthen each summary as a clear and reliable presentation of the personal account.

		Discuss the questions and the various answers given.

		Complete in writing a discussion worksheet  









Six Points to a Discussion Worksheet

		Point 1:  What are the strengths in each person’s review and what are some ways each student can improve his/her review to provide a clear and reliable presentation of the personal account?









Six Points to a Discussion Worksheet

		Point 2:  What were the various points discussed about the personal account?









Six Points to a Discussion Worksheet

		Point 3:  What personal experiences and observations of group members were mentioned as experiences and observations that confirm or call into question the personal account?









Six Points to a Discussion Worksheet

		Point 4:   What are areas on which people reach consensus?









Six Points to a Discussion Worksheet

		Point 5:  What are areas on which people disagree?









Six Points to a Discussion Worksheet

		Point 6:  How could the personal account be strengthened as an introduction to one or more topics about this course?









One More Point about a Discussion Worksheet

		Discussion worksheets are graded and each person in the group gets the grade for the worksheet.





I made copies of a worksheet to distribute today.









Another Issue about Group Work

		Parasites





Experience has taught me that students dislike group work if one or more persons in a group do not pull their own weight and do not contribute to the group:  if, in short, someone basically takes advantage of everyone else by having them do the work but all get equal credit.









An Answer I Have Found

		Student assessment of group members’ performance.



		A copy of a group assessment form is included with your materials.





I have come up with a group assessment form each student completes after every group meeting.  The group assessment form covers seven topics and is worth a total of 46 points.  Students hand in to me their completed group assessment forms, and I calculate for each student the average score for all the assessments he/she received.  I use that average score as part of the points that go into calculating the student’s final grade. 









Traditional Means to Pull Off Such a Radical Endeavor

		Tradition provides the means to make your course one that engages students to think critically:  Your syllabus 





In your syllabus you list the objectives for your course.  Include objectives that aim above knowledge and understanding.  Include objectives that challenge students to apply information, to analyze material, to synthesize disparate ideas, and to evaluate the merit and worth of the material.  

Include examples in your syllabus of how you will pursue those higher educational objectives.









Some Examples

		I have included two syllabi I have used with undergraduates:  one at Oklahoma State University and one at Brooklyn College.









Concluding Remarks

		My talk is aimed at structuring a course to promote critical thinking.

		Some of these very ideas can be taken as a means to develop and carry out evaluation of an educational program or assessment of a course.

		But that is another workshop.









Concluding Remarks

		Thank you for your attention.










Examinations

Throughout the semester, instructors are expected to monitor the degree to which their
students are attaining the goals of the course. This may be done by performance
examinations or other appropriate means (i.e., paper, projects, reports). Students should
be kept informed of their standing throughout the semester. Instructors are encouraged to
construct tests that accomplish the following:

1. Cover the important aspects of the course in relative proportion to the emphasis in
instruction.
Measure the important outcomes and competencies of the course.
Assist the students to organize and synthesize their learning experiences in class.
Provide an appropriate range in question difficulty to differentiate among the
various levels of student achievement.
Avoid the use of ambiguous questions and include a variety of test items.
Provide clear, complete, and concise directions.
Indicate to students the relative importance or weight associated with each item.
Promote development of writing skills through written responses to questions.
Promote development of “higher order” learning (i.e., analysis and synthesis
rather than rote memorization of facts).
10. Approach testing as a positive learning experience.

Awn
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Final Examinations
The College calendar schedules days at the end of the semester providing blocks of time
for final examinations. During this time, classes will not meet except during their
scheduled testing time. For some courses, a common departmental final examination may
be mandated. Check with your colleagues or associate dean to determine if your
department uses a departmental final.
If, for any reason, instructors believe that they should not follow the official examination
schedule, they should discuss the matter with the associate dean before making any
announcements to their class(es). Changes to the final exam schedule may result in room
conflicts. Final grades should be reported according to the published academic calendar
for each location. See Grades

Make-Up Exams

Student who have been absent from any test, exam, or final must petition the instructor to
schedule a “make up” exam at the instructor’s discretion. Instructors are encouraged to
note that “make up” exam policies may vary from division to division, and, therefore,
should consult their respective associate dean for specific information and guidance.






White Copy: Attach to ENROLLMENT
or SCHEDULE CHANGE form

Yellow Copy: Student

Pink Copy: Instructor

LEARNING CONTRACT

Contract Agreement for Late Enrollment

Name Social Security Number

Course CRN Number Course Title

By enrolling late, I understand that my chances of success in the above course may be
diminished. To increase my chances for success in this course, I agree to complete the
following missed work within the indicated time frame. [ understand that failure to
complete this work in the stated time frame may adversely affect my grade and/or my
ability to satisfactorily complete the course.

Assignments to Complete Due Date

Student's Signature: Date:

[nstructor:







Make-Up Test Permission Form

has my permission to make up the

Student’s Name

testin

Test Identification Course No. and Title

Between and

Date Date

Instructor’s Signature

Special Conditions:







BARTON COMMUNITY COLLEGE
MILEAGE REPORT FORM

Directions: Please complete and return this form for your mileage reimbursement. Mileage report forms
should be sent to your immediate Supervisor in care of Barton Community College, Workforce Training
and Community Education, 245 NE 30 RD, Great Bend, KS 67530.

THIS FORM MUST BE COMPLETED AND RETURNED BEFORE PAYMENT WILL BE MADE.

FORMS SHOULD BE SUBMITTED NO LATER THAN TWO WEEKS
AFTER THE LAST CLASS SESSION.

Employee ID #: Course Title:
Name: Location:
Address: Class Date:
DATE TRAVELED FROM TRAVELED TO MILES ONE-WAY MILES ROUNDTRIP
Date Submitted: Signature:

FOR OFFICE USE ONLY
Total number of trips Total miles
Total miles per round trips X Per mile reimbursement

Total miles = Total amount due






BARTON COMMUNITY COLLEGE
Mileage Reimbursement Guidelines & Procedures

o The College’s insurance carrier requires that all employees receiving mileage reimbursement submit a
Background & Driver Authorization Form found under Human Resources on the Forms Page.

e In the case of an accident/injury situation, which involves an Associate Faculty member who has submitted the
required paperwork and is receiving a mileage reimbursement for a college-related activity (teaching a class),
the driver's personal insurance will serve as primary coverage.

¢ Instructors will be compensated for mileage when the teaching site is outside the instructor’s legal county
of residence. If the instructor’s primary employer is located within the county of the teaching site,
mileage will only be paid at times when the instructor is not working for their primary employer.

o Mileage reimbursements for travel in addition to scheduled class sessions require prior approval by
the appropriate department (see legend).

o Mileage reimbursements will be handled as an addendum to the salary contract, where applicable.

o All mileage required for work, but not reimbursed by the College, should be tracked for possible
tax considerations.

e Mileage reimbursement forms should be submitted no later than two weeks after the last class session. The
College reserves the right to deny compensation for mileage to instructors who do not meet this deadline.

2/16/06 E.S.
11/26/13 D.S.






BARTON COUNTY COMMUNITY COLLEGE
MILEAGE REPORT FORM

Directions: Please complete and return this form for your mileage reimbursement. Mileage report forms
should be sent to your Program Coordinator in care of Barton County Community College, Community
Education, 245 NE 30 RD, Great Bend, KS 67530.

THIS FORM MUST BE COMPLETED AND RETURNED BEFORE PAYMENT WILL BE MADE.

FORMS SHOULD BE SUBMITTED NO LATER THAN TWO WEEKS
AFTER THE LAST CLASS SESSION.

Social Security #: Course Title:
Name: Location:
Address: Class Date:
DATE TRAVELED FROM TRAVELED TO MILES ONE-WAY | MILES ROUNDTRIP
Date Submitted: Signature:

FOR OFFICE USE ONLY
Total number of trips Total miles
Total miles per round trips X Per mile reimbursement

Total miles = Total amount due






BARTON COUNTY COMMUNITY COLLEGE
Mileage Reimbursement Guidelines & Procedures

The College’s insurance carrier requires that all employees receiving mileage reimbursement submit a driver’s
license information form. The form may be found on the College’s website (www.bartonccc.edu). If you have
not already submitted this information, please go to the website, “click” on Quick Picks and then Employee
Online Services. Once you are on the employee services screen, please “click” Drivers License Information
Form, enter the requested information and print the form. The form can be mailed in the enclosed self-addressed,
stamped envelope.

Once the Drivers Licenses Information Form is received, the information will be recorded and a motor vehicle
report (MVR) will be run. If applicants do not pass the MVR, mileage reimbursements will not be issued for
eligible claims. If approved, associate faculty will receive mileage reimbursements based on individual teaching
assignments and eligible mileage claims.

In the case of an accident/injury situation, which involves an Associate Faculty member who has submitted the
required paperwork and is receiving a mileage reimbursement for a college-related activity (teaching a class), the
driver's personal insurance will serve as primary coverage.

Instructors will be compensated for mileage when the teaching site is outside the instructor’s legal county of
residence. If the instructor’s primary employer is located within the county of the teaching site, mileage will
only be paid at times when the instructor is not working for their primary employer.

Mileage reimbursements for travel in addition to scheduled class sessions require prior approval by the
appropriate department (see legend).

Mileage reimbursements will be handled as an addendum to the salary contract, where applicable.

All mileage required for work, but not reimbursed by the College, should be tracked for possible tax
considerations.

Mileage reimbursement forms should be submitted no later than two weeks after the last class session. The
College reserves the right to deny compensation for mileage to instructors who do not meet this deadline.

2/16/06 E.S.



http://www.bartonccc.edu/




Course Syllabus

The master syllabus is prepared by the department faculty in cooperation with the
respective associate dean and is provided to faculty for the purpose of describing
individual course requirements and outlining course-specific (1) institutional information,
(2) course information including objectives and competencies, and (3) assessment of
student learning information.

Learning-based objectives must be worded in a competency-based form. Additionally,
master syllabi must include minimum essential information identified by the Learning &
Instructional Office. Also, in cooperation with the Learning & Instruction Office,
associate deans work with full-time faculty to update all master syllabi for storage on the
T-drive.

All faculty members are to present a course syllabus to their students during the first
week of class. If the course has a web component and the syllabus is posted in that course
shell, hard copies of the syllabus need not be given to each student. The purpose of the
syllabus is to ensure that students have a fundamental understanding of course
expectations and limitations. While the faculty retain the right to make reasonable
alterations to the document as may be deemed necessary by their professional judgment,
all syllabi will identify the College, and semester/year information and follow the outline
found in the Syllabus Template. Faculty who teach a course that has multiple sections
must consult with College colleagues who teach the same course, to ensure that the
course description, outcomes and competencies are the same for all sections of the same
course.

If a faculty member wishes to change any of the common elements of a course syllabus,
they should first consult with their colleagues who teach the same course. Once
agreement has been reached the instructor should talk to their associate dean. All
substantial syllabus changes are approved by LICC (the Learning, Instruction and
Curriculum Committee). The approval process is found at the following link: Approval
Process for Syllabi.






TEXTBOOK ADOPTION PROCESS

Bookstore Staff distributes forms
to Faculty Receptionist and
Community Education Support

Specialist (Community Education
receives forms for courses taught
exclusively through the department;
faculty receptionists receive forms for
all other courses)

Submitted by the
Textbook Process Review Task Force
May 2005

Associate Dean, Instructor.,
and/or Coordinator discuss
new text - upon approval, form Change
is returned to Faculty Receptionist |«g
or Community Education
Support Specialist

Query instructors
regarding textbook

No Change

Enter projected enrollment numbers
Complete form with (estimate campus classes using the scheduling
new textbook informationand ~ F----- matrix; contact Community Education Support
projected enrollment numbers Specialist for College Advantage, GAP. ITV,

Outreach, BASIC. and BML classes)

Return completed forms
to Bookstore

P — — — m — e - - = o

Faculty Receptionist notifies
Community Education Support
Specialist of change

Bookstore Due Dates

Fall Semester - April 25
Spring Semester - October 15
Summer Semester - March 15






