August 8, 2011

Dear Adjunct Faculty:

The new academic year is upon us, and we now have the awesome opportunity to create ourselves to fit in the new
fiscal reality of Nevada. The opportunity will require a commitment from all of us to help our students train for the good
jobs available in rural Nevada’s current economy. We will continue to serve our students by providing first-rate
academic preparation and training for Nevada’s future.

We’ve been busy over the summer. We’ve been talking, engaging in conversations about the quality of life in rural
Nevada and what Great Basin College can do to improve it. We know we have unique qualities and challenges, and one
in particular stands out: rural Nevada communities all face a shortage of technically skilled workers to fill existing jobs
and new jobs that will be created in the next several years.

So, we are prepared to help fill that shortage. GBC has established dozens of innovative and effective academic and
career focused programs at both the associate and baccalaureate level, and all of you help to deliver them. The
programs provide our graduates the skills they need for good jobs, and you need to be particularly proud of your roll in
that terrific accomplishment. Because of you, our students are prepared for good jobs that will provide the means for a
quality life-style.

And we’re looking further down the road as well with the good work being done by the Trustees of Great Basin College
Foundation. They are helping us to establish deeper more meaningful partnerships with old friends, and creating new
and valuable relationships with new friends. By partnering with area business and industry, the Great Basin College
Foundation is helping to support the college’s programs and facilities. Support from the private sector facilitated by the
Foundation provides scholarship and program support, all of which adds value to the terrific contributions you are
making in the classroom. Together, we all provide a more sustainable future for the communities we call home.

| welcome you to Great Basin College. | am excited for the opportunities available to our students because of your

contribution to higher education in Nevada. You help to make our students’ dreams reality. | am deeply appreciative of
your commitment, and | admire your dedication. | look forward to working with you in the exciting semester to come.

Sincerely,

(D A,

Carl A. Diekhans
President
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2010-2011 Academic Calendars

Fall Term—2011

Consult Class Schedule . . ............ Testing/Advisement/
Orientation

Consult Class Schedule . . ................... Registration
August8......... ... CTE Faculty Return
August8................... CTE Housing Check-Ins Begin
August12. ... ... . CTE Orientation
August15.............. ... .. ... CTE Instruction Begins
August18 .. ... ... .. .. Faculty Return
August22 ............... Regular Housing Check-Ins Begin
August22-26 ... ... Faculty In-Service
August 27 ... Instruction Begins
September5....... .. ... Labor Day Holiday
October8............coviiii... Disclosure of Student
Record Opt Out Deadline

October12.................... Alternate Semester Begins
October15............ Fall Graduation Application Deadline
October28........ ... ... .. Nevada Day Holiday
November 11 ...................... Veterans’ Day Holiday
November23.......... ... ... ...... CTE Instruction Ends
November24-25 .. ................. Thanksgiving Recess
November25............... Official Course Drop Deadline
December9........... .. Instruction Ends
December12-16 .. ..............ou... Final Exam Week
December16................... Alternate Semester Ends
December16............. ..., Fall Graduation
December20..... ... ...t Grades Due

Spring Term—2012

Consult Class Schedule . . ............ Testing/Advisement/
Orientation

Consult Class Schedule . .. ................... Registration
December26............... CTE Housing Check-Ins Begin
January 1............. ... .. New Years Day Holiday
January 3........... ... Early Spring Classes Begin
January 3. .. ... CTE Faculty Return
January 3. ... ... CTE Instruction Begins
January 16 . ............. Regular Housing Check-Ins Begin
January 11 . ... ... ... Faculty Return
January 16 . .......... ... ..... Martin Luther King Holiday
January 17-20 . . ... ... Faculty In-Service
January 23 .. ... Instruction Begins
February20..................... Presidents’ Day Holiday
March2......... .. .. . . .. Disclosure of Student
Record Opt Out Deadline

March5......... ... ... ... .... Spring Alternate Semester
March15................ Graduation Application Deadline
March26-31 . ......... ... .. .. Spring Recess
April28 . . ... .. Official Course Drop Deadline
May 11 ... Instruction Ends
May 14-18 . . . ... . Final Exam Week
May2l...........coviunn. Spring Alternate Semester Ends
May 19 . .. Graduation
May 21 ..........co i, Spring Mini-Term Begins
May 22 . . Grades Due
May 28 ....... ... Memorial Day Holiday
Junel .. ... CTE Instruction Ends
June29 ... ... Late Spring Mini-Term Ends
Summer Term—2012

July 4 ..o Independence Day Holiday
July 2-August 3 ... ... Summer Instruction
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COURSE PLANNING

Classes
Each semester your department’s chair determines which courses are available for adjuncts to teach.

You may be asked to assist in determining the times and places that courses meet. This should take place well before

the start of class. This involves a discussion with your department chair or site administrator. You may also be asked

to provide the following information about your class:
¢ What dates will your course run? (A "regular semester” class has predetermined dates.)

What days will you hold class?

What time block will you hold class?

Do you have a room or building preference?

Does your class require special equipment? (Examples: TV; VCR; overhead or slide projector; computer;

computer with projection capabilities; etc)

e Does your class involve 50 pages or more of handouts? (If so, we may need to attach a lab fee to student
tuition.)

o Will your students be required to use Computer Lab facilities? (If so, a lab fee must be added to student
tuition.)

e Will you want your class to be offered with internet enhanced?

e Will your course be offered on the internet?

When student supplies are required along with textbooks, these should be specified in the advertised materials for the
course. Therefore, let your department support staff and department chair or site administrator know about these
items.

If you require additional room(s) at times other than your scheduled class, contact the Elko Facilities Scheduler at 753-
2101 or your site administrator to make a room request. Do not switch rooms with another instructor without having
your room request approved. Make sure you visit the room ahead of time to ensure that all required equipment is
present and functioning. Similarly, if your course requires lab work, visit the lab so that you will be able to explain the
location and setup to the students.

The GBC library offers many resources that may be helpful, many of which are accessible online. If a particular class
of your course requires special audio/visual equipment, make your request at least one week ahead. Interactive forms
for Elko can be accessed on the Faculty & Staff website under Library Resources.

The expectation of GBC is that all classes offered will have sufficient enroliment and all faculty should be prepared for
the first class session. Instructors will be notified as soon as possible whether the enroliment in the class is sufficient
to hold the class. Late registration can affect a class with marginal enrollment. Under no circumstances may you
cancel or discontinue classes yourself. Only your department chair or site administrator, in consultation with the Vice
President for Academic Affairs is empowered to cancel or discontinue a class

Grading

GBC has two methods of grading:
1. By letter grades (A, B, C, D, F, or W); or
2. A pass/withdraw (P or W) grade.

The method of grading for the class is predetermined and indicated at the top of the class list. The grading system is
to be explained the first day of class as well as including the grading system in your course syllabus. There should
never be a mixture of letter grades and pass/withdraw grades within one class.

Grade values are as follows:
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A | Superior 4.0

A- 3.7
B+ 3.3
B | Above Average 3.0
B- 2.7
C+ 2.3
C | Average 2.0
C- 1.7
D+ 1.3
D | Below Average 1.0
D- 0.7
F Failure 0.0

P | Pass - Student has passed course satisfactorily but grade points do not
accumulate on a transcript

I Incomplete - See below

X In progress (research projects or courses extending beyond one semester)
AD | Audit

W | Withdrawal

NR | Not Reported - Pending faculty submission of final grade

*The grading system may not be changed after the start date of the class.

Plus (+), Minus (-), and F grades are part of the grading scale for each campus. It is up to the individual faculty
member to exercise this option.

I (Incomplete): Instructors may give an "I" if the student has completed 3/4 of the course with a grade of "C" or better,
but is unable to complete the course for good cause. The student must arrange for the incomplete with the instructor
and acknowledge the statement of work that must be completed to receive a final grade. Students have until March
(check for the exact date) for the fall semester and October (check for the exact date) for spring and summer
semesters to complete the work for a final grade. An incomplete not made up within this time period will have a grade
assigned by the instructor which could be an "F" or "W".

If you give a student an “I” (Incomplete) on the class list and grade reporting form, then you must complete a Record
of Incomplete Form for each student receiving an “I”. This form is available from Admissions and Records. An
unattended | becomes a W by March 15 for the fall semester courses and October 15 for the spring and summer
semester courses. It is the instructor's responsibility to change an “I” to a grade by filling out a proper form.

AD (Audit): Review the class roster and see if there is an AD in the column for grades. An AD indicates that the
student is taking the class as an audit which means that they will not receive a grade, and they do not have to do
homework or take tests. GBC'’s policy is that students can change from credit to audit by the end of the thirteenth
week of instruction. Ask any student signed up for audit if that is what they want. If not, they must go to Admissions
and Records or the site administrator immediately and get their class standing changed by the dates published in the
class schedule.

NR (Not Reported Grade): Rather than a student receiving an NR (not reported grade) on their grade report and/or
official transcript, it is better to either give the student an | (Incomplete) or a W (Withdraw).

F (Failing) grade: Another option in your vocabulary to describe student performance. A student may officially
withdraw the end of the 13th week of class. The date of the last class attended or the last date the student participated
online should be annotated with the W or F.

The most difficult challenge in grading is consistency. If previous experience has indicated problem areas in your

individual grading practices, this is the time to modify your practices. Since the + and - is a part of the system, if you
use +'s and -'s on assignments and tests, they should also be used in the final evaluation process for the final grades.
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Prior to the completion of your syllabus for the semester, review the grading statements carefully. If you can, apply any
changes to sample of grades you recently issued to see what questions and problems may arise. Should you have
additional questions regarding the grading policy, contact your department chair, site administrator, or the Admissions
and Records Office at 753-2102.

Final Grades

Finals take place the last week of the semester, following the same time schedule as the class met during the
semester.

Faculty is expected to maintain an accurate record of how students’ grades are determined. That record, either in a
record book or a electronic file, should be turned in to the site administrator or department support staff at the end of
the semester. These records would then be available for possible student appeals.

Obtaining rosters online and entering final grades into the PeopleSoft system is how completely the responsibility of
individual faculty members. Grades must all be entered no later than the Tuesday following finals week. For all grades
of W, F, or |, you will be required to provide the date the student last attended or participated online in the course.

A Record of Incomplete form is required for all 'I' grades, and this form is due to Student Records no later than the
Tuesday following finals week."

Grade Appeals or Professional Conduct

Great Basin College respects an instructor’s qualifications and upholds the right of an instructor to determine
academic standards. An instructor establishes the scope, objectives, and methodology of the course being taught, and
is responsible for informing students of the requirements for completion of the course of study in the class. The
instructor evaluates student performance according to written grading criteria made available at the beginning of class.
At the end of the course, instructors are required to turn in hard copy or digital record books to their department
support staff or site administrator; the books will then be sent to the Vice President for Academic Affairs for filing.

Should a student have questions about their grade or an instructor’'s professional behavior, published procedures
must be followed. Failure to initiate written procedures within 30 calendar days of the occasion of complaint will result
in the forfeiture of the students’ right to challenge a grade or lodge a complaint against an instructor. These are the
steps the student must take:

e Step One - First meet with your instructor to discuss your concerns and attempt satisfactory resolution.

e Step Two - If unresolved, you may write a letter to the chair of the instructor’s department requesting a meeting
between you, the instructor, and the department chair. The chair will present his/her response at a resolution
meeting within two weeks.

e Step Three - If unresolved, you may request and meet with the instructor before the Academic Standards
Committee of the Faculty Senate....and receive the response within fifteen days.

e Step Four - If unresolved, you may request a review be done by the Office of the Vice President for Academic
Affairs; his/her response will be final.

State your attendance policy in your syllabi.

Student Attendance

Students are expected to attend all classes and to be on time. If a student has an excess amount of unexcused
absences, that student may be dropped from the class at the instructor’s discretion. An excess amount of absences is
more absences than the course has credits, e.g. four absences in a three-credit course.

It is advisable to attempt to contact the student before dropping him or her. Absences due to religious holidays or

observances have been authorized by the Board of Regents. Make arrangements with students for make-up work if
they miss class for religious activities. Other make-up work is at the instructor’s discretion.
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State attendance policy in course syllabi. Unusual attendance patterns or unfavorable conduct may indicate a student
needs special assistance to succeed academically. Consult with your site administrator or your department chair for
guidance. For special assistance, the student may contact his/her site administrator or one of the following in Elko:

e Academic Success Center at 753-2149 (tutoring in English, writing, math, science, accounting, economics, and

foreign languages)

e Career Center at 753-2168 (academic and career advisement)

e Student Financial Services at 753-2399 or Student Employment Services at 753-2255 (financial advisement)

e Student Services at 753-2184 (general assistance)

Student Ratings

Student rating forms will be administered during the 14™ and 15" weeks of the semester for regular semester courses.
Contact your site administrator or department support staff for course rating packets and more information on the
process. Internet courses will be evaluated online using the same rating form. Short -term classes must be completed
prior to the last day of class.

Instructors are required to complete a Faculty Information Form (FIF) for each course taught. It is best to complete the
form prior to the students completing their rating forms. If the FIF is not completed properly your score could be
compromised and this counts in your overall evaluation.

Student rating results will be distributed to adjunct faculty by the department support staff or campus director. Results
will be rereleased approximately six weeks after the semester, department chair reviews and final grades are posted.

Syllabi

You are asked to provide a course syllabus to your students at the first class meeting. This is required for all courses
except community service courses designated by call numbers ending in a “Z” or by course numbers with all zeros.
Syllabi components are listed on the website: http://www.gbcnv.edu/syllabus/. Ask your department chair, site
administrator, or support staff to provide you with a course syllabus from a prior class if available. They can also be
obtained by going to the following website: http://www.gbcnv.edu/syllabi/.

Remember that GBC's semesters are 15 weeks of instruction, plus one week for final exams. If you are teaching an
Internet (online) course, include in your syllabus the days you will check email. By the first week of the course, give an
electronic copy of your syllabus to your site administrator or department support staff person. Failure to comply may
delay your first pay check.

GBC faculty has established a goal to ensure that all students graduating with an AA, AAS, BA, or BS degree have
had the opportunity to develop an awareness of or develop abilities in the following areas. Consider these General
Education Objectives when writing your syllabus:

¢ Communication Skills;: Communicate clearly and effectively in written and oral form, embracing discussion,
reading, listening, and accessing information.

o Ciritical Thinking: Integrate creativity, logic, quantitative reasoning, and the hierarch of inquiry and knowing in
social scientific understanding. There are three elements to this objective.

¢ Quantitative Ability: Understand mathematical principles and integrate quantitative methods into problem
solving.

e Reasoning/Independent Thought: Use logic and visual thinking in selecting, analyzing, and presenting
information.

e Scientific Understanding: Understand the essential working of natural systems, understand the hierarchy of
scientific knowing and the use of the scientific method in its pursuit, and have the ability to use this knowledge
productivity.

e Personal/Cultural Awareness: Understand the roles of individuals in society, the development of human
societies, and the significance of creativity in the human experience. (Sense of the Individual in Society, Sense
of the Past, Sense of Accountability, Appreciation of Fine Arts).

o Personal Wellness: Develop knowledge, skills, and behaviors which promote well being.

e Technological Understanding: Function effectively in modern society through the use of technology.
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The following outlines the required information for all course syllabi. Contact your department chair if you have any
guestions.
e The name of the College

e Course Number, Title, and Credits
e The semester and year being taught
¢ Instructor Information (Name, Office Location, Phone, E-Mail, Office Hours, etc.)
e Catalog Description, with Prerequisites/Co-requisites
o Required and Recommended Texts and Other Materials
e Course Description and Catalog Description
e Statement of Overall Course Goals and Objectives
e Specific Student Learning Outcomes and how they will be assessed
o Method of Instruction
o Explanation of Grading Components and Computation (Testing Procedure, etc.)
¢ Attendance Policy
e Course Outline/Content/Schedule
o Additional pertinent course information
Test Procftoring

On the Elko campus, if a student needs to take a make-up test outside of the regularly scheduled class time, you can
make arrangements to have the Academic Success Center (ASC) proctor the test. The Testing Center requires that
the following form be completed prior to a test being proctored. The form can be accessed at the following website:
http://www.gbcnv.edu/asc/testing.html

The Center’s staff will administer the make-up test with your instructions and you can retrieve the completed test once
it is completed. On other campuses, check with your site administrator for test proctoring information.

Textbooks

In some departments, full-time faculty selects textbooks. If this is the case, you will use the text chosen by that
department. This is not true for all courses or departments, however, you may be asked to submit a proposed textbook
to the department before your course is listed in the schedule. This information must be circulated well ahead of time
so the bookstore can order books and students who purchase books online will have time to have them shipped.
Students are responsible for purchasing their own textbooks from the bookstore (located in the Community Center in
Elko) or from the bookstore link located under Quick Links on the GBC home page at http://www.gbcnv.edu.

If you have been asked by your department to pick appropriate textbooks and supplies for your course, contact your
department chair, site administrator, or support staff. Inquire how to preview desk copies in order to choose the most
appropriate textbook.

Textbook Orders

Due to the Higher Education Opportunity Act of 2008 requiring that course schedules must list all textbooks used in
teaching a class, orders are now processed by your department support staff or site administrator. You can view the
textbooks ordered for your classes by using the Browse for Classes function at the http://my.gbcnv.edu MyGBC Self-
Service Center.

Creating Your Own Web Page

Creating your own web page will allow you to upload class syllabi and comment about your classes. Your web page,
syllabi, and comments will appear or be linked to in the Browse for Classes schedule entries that students see while
selecting classes. To create a web page, first contact the GBC Webmaster for a password by emailing
gbcweb@gbcnv.edu. Once your password is in place, you will be able to use the “Your Own Web Page” tool at:
http://www.gbcnv.edu/facstaff.html.
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GENERAL INFORMATION

Access to Campus Facilities

Great Basin College maintains open campuses available to faculty, staff, students and the local community during
normal business hours. During these times when classes, meetings or special events are scheduled, Security and/or
Buildings and Grounds will have staff on campus to provide assistance.

Open access to campus facilities is provided with the understanding that:

All persons will be treated with courtesy and respect;

All buildings and equipment are used in the manner originally anticipated;
All persons will comply with any posted signage;

All persons will follow normally accepted safety and behavior standards.

The offer of open access may be revoked should any person be found to cause damage to any GBC property or be
involved in harmful, unsafe, or illegal behavior while on campus property.

All labs (science, occupational, and art) should be secured when scheduled classes are not in session. During open
lab times, either a faculty member or a teacher’s assistant must be present to ensure the safety of all students. Faculty
and staff entering buildings after hours by use of key access are responsible for ensuring that the building is secured
while they are inside for their own safety. Upon departing a building after hours, faculty and staff must ensure that all
exits are locked as they leave.

Audio-Visual Equipment

If you require audio/visual equipment or equipment repair on the Elko campus, access the interactive forms through
the Faculty & Staff website at http://www.gbcnv.edu/library under Library Resources. Submit your request at least one
week in advance. For technical assistance, call the Office for Classroom Technology at 753-2306.

Computer Access

Each instructor is entitled to receive a login to the College network. This will provide access to necessary programs
and file storage for instructors while on campus. On the Elko campus, computer access is available in the Adjunct
Faculty & Employee Lounge, Computer Labs and the Library.

Access cannot be granted until your information is entered into HR. The system accounts application needs to be
signed by your site administrator or department chair before access is granted. Your username will be your 10 digit
“Impel ID.” Passwords will expire every 90 days. Instructors can obtain a System Account The application can also be
obtained at the following website or from your site administrator or your department support staff:
http://www.gbcnv.edu/_images/GBCAdminAcct-FINAL.pdf

Copy Machine Access

In order to make photocopies, you will need to request a photocopier ID from your site administrator, support staff, or
from Media Services in Lundberg Hall. On the Elko campus, copies can be made in Media Services or in the Library.

It is the policy of GBC to comply strictly with the copyright law of the United States, Title 17, and United States Code.
This information is available online at http://www.gbvcnv.edu/facstaff.ntml under Policies and Procedure Manual
Section 6.10.

Directories

The Directories website, available under Quick Links on the GBC home page, provides:
¢ Faculty and staff contacts including phone numbers, addresses, and emails:
http://www.gbcnv.edu/directories/facstaff.html
e An Adjunct Faculty Directory: http://www.gbcnv.edu/directories/adjunct.html
o A directory of Departmental web pages and contacts, along with other campus offices:
http://www.gbcnv.edu/directories/entities.html.
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E-mail

The College uses email as its primary source of communication with adjuncts. Each instructor is assigned a
GroupWise email account free of charge. You will receive the username and password information from your
department support staff. If you previously had a College email address, your old username and password should still
work. Passwords will expire every 90 days. If you have trouble accessing GBC email, contact the Elko Help Desk for
assistance at helpdesk@gwmail@gbcnv.edu or calling 753-2167.

Key/Classroom Access

If you require a key to your classroom, contact your department support staff or site administrator. A key request form
must be completed and in Elko, submitted to the Human Resources Department or to the site administrator for
regional centers. Your signature, along with the department chair’'s or site administrator’s signature, will be required
prior to a key being issued to you. Requests may take up to three days to process.

Unauthorized duplication of keys is not allowed. In the event that keys are lost or stolen due to the key holders’
negligence, a key replacement fee will be assessed. After completing the last course of the term and prior to leaving
the College, all building keys and classroom keys must be returned to Human Resources. If you are an employee at
an outlying center, keys must be returned to the site administrator. Keys belonging to departments such as cabinet
keys, closet keys, tool box keys etc. must be returned to the department chair person. Employees failing to return their
keys before leaving the college may have a financial hold placed on their final paycheck.

Mailbox/Office Space

At the Elko campus, adjunct faculty mailboxes and office space are located across from the Library in McMullen Hall.
Six computer workstations with internet access, phones, a refrigerator, microwave and an eating/lounge area are also
located within this area. The workroom is open from 6:00 a.m. to 9:00 p.m. Monday-Thursday; 6:00 a.m. to 5:00 p.m.
Friday; and 8:00 a.m. to 5:00 p.m. on Saturday. At the centers, check with the site administrator.

In Elko, a faculty mailbox will be assigned to you prior to the start of each semester. Check your mailbox regularly for
important correspondence including class rosters. If you have any questions about the mail, contact the administrative
assistant in Institutional Research at 753-2108.

WebCampus Login

Contact the Instructional Technology Specialist at 753-3511 or techdesk@gbcnv.edu in the Curriculum Development
Department to set up your class and receive course development assistance. The Instructional Technologist will travel
to centers upon request. Students’ WebCampus IDs and passwords will be given directly to the instructor for Web-
enhanced and hybrid courses. Students’ WebCampus IDs and passwords will be mailed to students for Internet
(online) courses. If students register less than a week before class starts, they will need to contact the Help Desk to
obtain the information.

Websiftes

Visit the following sites regularly for updated information.
e Great Basin College Website: http://www.gbcnv.edu
Great Basin College Catalog: hitp://www.gbcnv.edu/catalog
Faculty & Staff Website: http://www.gbcnv.edu/facstaff.html
Adjunct Faculty Website: http://www.gbcnv.edu/adjunct
Request for a Test Proctor: http://www.gbcnv.edu/asc/testing.html
IAV Faculty Handbook: http://www.gbcnv.edu/distance/IAV_Faculty Handbook.pdf
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EMPLOYMENT INFORMATION

Application & Hiring Documents

If you are a new adjunct faculty member of GBC, you can access all the necessary forms needed to begin
employment at: http://www.gbcnv.edu/hr/pep.html

You will need to provide to GBC Human Resource (HR) the following completed forms:

Application
Oath
Personal Data Form
College Transcripts
Resume
Certificates of training or certification, if any
Letters of Recommendation (optional)
W-4 ( Complete with mailing address)
-9
o Appropriate identification must accompany the completed [-9 form. A copy of driver’s
license and social security card are the most widely used. For additional/other
acceptable identification see “List of Acceptable Documents.”
FICA Alternative Enroliment
e Windfall Elimination Provision
Statement Concerning Your Employment is Not Covered by Social Security
Designation of Beneficiary for Unpaid Compensation
Alcohol and Drug Free Workplace- Please sign Acknowledgment from- Please sign
Acknowledgment Form- Please sign
System accounts Application (New Hires Only) Must be completed to receive a GBC e-
mail account

A copy of your driver’s license and social security card will also be required. These forms are also available from your
site administrator or Human Resources office. The HR offices are located at 1029 Chilton Circle (Chilton Modular).

If you're a returning adjunct and need to update your information, you can also utilize the above website for the
necessary forms.
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Department Evaluations

CHC

GREAT BASIN COLLEGE

POLICY AND PROCEDURE

Title: ADJUNCT FACULTY EVALUATION
Policy No.: 5.13

Department: Academic Affairs

Contact: Vice-President for Academic Affairs
Policy

Because of instructional funding requirements, community colleges rely upon adjunct faculty for a substantial portion of
instruction. The importance of adjunct faculty is particularly true for smaller colleges and for colleges serving a large geographic
area, like GBC. Adjunct faculty provides much more diversity in GBC’s offerings than would be possible with full-time faculty
only. Many GBC adjunct instructors have a long, valued history in teaching for the college and representing the college in their
communities.

Following Northwest Commission on Colleges and Universities accreditation requirements, all adjunct faculty will be evaluated
every 5" year thereafter or as deemed necessary.

Procedures

For new adjunct instructors, evaluations are required the 1°' semester of instruction. An observation is to be completed no later
than November 30" of the fall semester or April 30" of the spring semester. The observer/instructor conference is to be held
within two weeks of the observation.
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Observation & Appraisal Form

Great Basin College
Observation and Appraisal of Instruction

_____TenureTrack ____ Zero/Non-Tenure ____ Peer Evaluation ____ Adjunct
Date: Time Began: Time Ended:
Instructor: Course & Number:
Traditional IAV (Number of Sites) Hybrid __ Internet

Note: The lists below each heading are intended as guidelines, not mandatory checkpoints. Thus, the observer would not
expect to see each item during every class.

Organization
Began on time and clearly stated the purpose of the session
Delivered the course information in an organized and logical sequence

Comments:

Effectiveness of Presenter

Used effective techniques or strategies to clarify ideas

Spoke clearly and at a reasonable pace

Demonstrated knowledge of subject

Effectively connected the various ideas presented

Communicated ideas and concepts clearly

Provided opportunities for student questions and/or participation
Conducted the class in a professional and respectful manner

Comments:

Approaches/Methods Used to Teach in this Session

Page 15 of 25




The following teaching methods were used:

The following materials, equipment and/or instructional tools were used to aid instruction:

Observer/Faculty Conference (Summary of Observation):

Observer Date

Adjunct Faculty
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REPORT OF CONFERENCE

ADJUNCT FACULTY:

SEMESTER:

DEPARTMENT:

CLASS(ES):

DATE:

Evaluation Rating

Excellent Commendable Satisfactory

Unsatisfactory

1. Student evaluations collected in the following courses (list titles/semesters). Attach copies of (a) student evaluations and

(b) syllabi with student learning outcomes.

2. Department Chair or Designee evaluation.

3. Adjunct Faculty comments:

Adjunct Faculty Date
Department Chair or Designee Date

Vice President of Academic Affairs or Designee

Date
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Faculty Absence

If you must miss a class session because of an illness or emergency, notify your department chair, support staff
person, site administrator, or the Academic Affairs office at 753-2187 or 753-2266 as soon as possible. If possible,
they will notify your students of your absence.

If you know in advance, let the students know as early as possible; plan to reschedule the class you'll miss or arrange
for a substitute. Make a note of the names of any students who are absent when you make the announcement and
notify them of the cancellation. Remember, missed classes must be made up by rescheduling the session. Since such
changes can cause scheduling conflicts with other classes, it is imperative to coordinate changes with your site
administrator or the Elko Facilities Scheduler at 753-2101. If you are canceling an AV class, sites have to be notified,
you must call the Interactive Video Office at

753-2306.

Adults are serious minded, and they want their money's worth from the class. Immediate complaints are received
when an instructor is late, dismisses class early, or does not make arrangements for a substitute. Make every effort to
give students full value for their money.

Faculty Meetings

The purpose of the Adjunct Faculty Committee is to represent adjunct faculty interests and concerns to both the
Faculty Senate and administration. Adjunct faculty are invited and encouraged to attend. Make sure to check the
Calendar at the Faculty & Staff website. The meetings are held interactively and broadcast live from Elko and
transmitted to Ely, Winnemucca, Battle Mountain and Pahrump. Adjunct faculty are encouraged to attend monthly
Faculty Senate meetings as well. Refer to the Faculty & Staff webpage at http://www.gbcnv.edu/facstaff.html for
minutes and meeting schedules.

Pay Schedule

Upon receipt of all required payroll documents, the Human Resources dept. will prepare and email a Letter of
Appointment (LOA) to you. (The LOA will be emailed to your gwmail.gbcnv.edu account. If you do not have a gwmail
account, contact the department support staff.) The LOA is a temporary contract that must be signed, dated and
returned to Human Resources before payment can be issued. Read this document carefully to verify all information is
correct. The signed and dated Letter of Appointment (LOA) can be returned physically to Human Resources, via mail
(GBC/Human Resources, 1500 College Pkwy, Elko, NV 89801), faxed to 775- 753 -5428 or emailed to
hr_payroll@gwmail.gbcnv.edu. If you have any questions, contact the Human Resources department at 753-2194.

Adjunct faculty is paid $800 per credit regardless of experience or degrees held.

Instructors will usually receive their first paycheck for the Fall Semester on the last working calendar day of
September, and the last working calendar day of February for the Spring Semester. These days may vary depending
upon the timely submittal of the payroll documents and the start date of your class. All paychecks will either be mailed
to the current address listed with Human Resources or direct deposited. Contact Human Resources if you have any
guestions regarding the status of your paycheck.

Reduced Rate Tuition

Adjunct faculty members are encouraged to enroll in classes with the Grant-in-Aid Tuition Waiver that can be
requested from the Admissions and Records Office. The number of tuition credit hours for a tuition waiver is based
upon the number of hours taught during the current or preceding semester, not to exceed six credit hours. Fall and
spring semester loads are used to determine tuition waiver eligibility. Waivers are for "tuition only." They must be used
in the present semester or in the semester immediately following the semester in which they were earned; they cannot
be stockpiled. You will need to contact the Controller's Office at 753-2010 for the current adjusted fee schedule for the
cost of lower-division and upper-division classes, along with all other course-related costs, e.g. lab fees, technology
fees and books. Tuition waivers cannot be used for non credit courses such as, Community Service/Continuing
Education courses, or courses offered during summer school. They may be used at any GBC site by adjunct
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instructors, not by their family members. For additional information about Grant-in-Aid Tuition Waivers, contact your
site administrator or the Vice President for Student Services Office at 753-2184.

Supplies/Materials

If you need to purchase supplies, books, or other materials for your class, you must obtain approval from your
department chair or site administrator. The college cannot reimburse you for any items you buy without a purchase
order. Contact your site administrator or support staff for necessary teaching supplies, such as record books, tablets,
highlighters, pens, pencils, dry erase markers, etc. Faculty may NOT sell supplies or materials to students in their
courses.

Vehicles

The Branch Campus Administrator or the Elko Controller’s Office will schedule the use of a college vehicle for you on
a first-come, first-serve basis for field trips or off-campus classes. Only GBC employees or students may use or be in
college vehicles and they are only to be used for college business. You may schedule an Elko vehicle up to six weeks
in advance by calling 753-2251. Keys can be picked up at the Controller’s Office in Berg Hall prior to your trip. At that
time, you will also receive a school credit card for fuel purchases. Vehicles should be re-fueled and trash disposed of
before it is returned to the compound. Return the fuel receipts along with the vehicle keys and credit cards when
returning from your trip. Regional Centers may not have a GBC vehicle available in which case you can be authorized
to use your personal vehicle and receive reimbursement. Discuss with your site administrator well in advance of your
trip.

If you encounter any problems with a vehicle while traveling, notify the Controller's Office immediately so repair work

can be scheduled. If travel plans are canceled or need to be rearranged, notify the Controller’s Office right away to
allow other employees access to the vehicles.
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POLICIES

Affirmative Action Policy

Great Basin College is an Affirmative Action/Equal Employment Opportunity (AA/EEO) educational
institution. It is guided by the principle that equal opportunity means more than equal employment
opportunity and that access to facilities and services shall be available to all people regardless of their age,
disability, ethnicity, gender, national origin, race, religion, or sexual orientation. This principle is applicable to
every member of the GBC/NSHE community, both students and personnel at every level, and to all facilities
and services. Questions regarding the compliance with Equal Opportunity Law should be referred to one of
the following:

e Affirmative Action Officer
Great Basin College
1500 College Parkway
Elko, NV 89801

e U.S. Department of Education Office for Civil Rights
50 United Nations Plaza, Room 239
San Francisco, CA 94102

Alcohol and Drug Abuse Policy

Great Basin College has joined other colleges and universities across the nation in encouraging the elimination of
alcohol and other drug abuse on our campuses and in our communities. The entire policy is available online in the
GBC General Catalog.

Copyright Policy
It is the policy of Great Basin College to comply strictly with the copyright law of the United States Code, Title 17.

Family Educational Rights and Privacy Act (FERPA)

Each semester, GBC informs students of the Family Educational Rights and Privacy Act of 1974 (FERPA), as
amended, in the Class Schedule and Catalog. This act was designated to protect the privacy of educational records
and to provide guidelines for the correction of inaccurate or misleading data through informal and formal hearings.
(This does not, however, include challenging the fairness of a grade.) The law also provides the student with the right
to inspect and review all information in his/her educational record.

Under the provisions of FERPA, institutions may disclose, without consent, directory information to individuals upon
request. At GBC, directory information is defined as name, address, dates of attendance, full-time/part-time status,
degree awarded, major filed, and date of graduation.

Sexual Harassment Policy

Great Basin College will not tolerate sexual harassment of students, faculty, and staff. Victims of sexual harassment
can feel hurt, frustrated, and helpless. As a member institution of NSHE, GBC adheres to the policies and disciplinary
sanctions set forth by the Board of Regents. The President has designated the Administrative Officer or the Affirmative
Action Officer as the officials responsible for receiving and investigating complaints of sexual harassment. Any
administrator, employee, or supervisor who is aware of an alleged incident of sexual harassment will take immediate
action to bring the matter to the attention of the Administrative Officer (Vice President for Student Services).

By definition, sexual harassment includes unwelcome sexual advances, requests for sexual favors, sexually motivated
physical contact or other verbal or physical conduct or communication of a sexual nature when:
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e Submission to that conduct or communication is made a term or condition, either explicitly or implicitly, of
obtaining employment or education.

e Submission to or rejection of that conduct or communication by an individual is used as a factor in decisions
affecting that individual’s employment or education.

e That conduct or communication has the purpose or effect of substantially interfering with an individual's
employment or education, or of creating an intimidating, hostile, or offensive employment or educational
environment.

For additional information refer to the GBC General Catalog or by contacting the Vice President for Student Services
at 753-2282.

Sex Offender Notification

As a student registered for class or an employee of GBC, you are hereby notified that this college does comply with
the Campus Sex Crimes Prevention Act, effective October 27, 2002. Section 1601 of Public Law 106-386 requires all
offenders who are required to register pursuant to State law to provide notice as required under State law of each
institution of higher education at which the person is employed, carries on a vocation, or is a student and of each
change in enroliment or employment status of such person at an institution of higher education in the State. Offenders
who are students or workers as defined by NRS 179D.110 and 170D.460 and all offenders who are present for 48
hours or more on the Great Basin College Campus pursuant to 179D.240 and 179D.460, must comply with the
registration requirements of NRS chapter 179D and register with your local sheriff or police departments. The
offender must also notify the Director of Environmental Health, Safety and Security at 775.753.2115 or the Vice
President for Student Services at 775.753.2282. Please refer to the Safety & Security website
http://www.gbcnv.edu/security for additional information.

Student Conduct Policy

The Student Conduct Policy, which lists definitions and procedures, are available online in the GBC General Catalog.
The policy also includes information on the following:

e Academic Honesty — Plagiarism

e GBC Disciplinary Proceedings Procedure

Students with Disabilities

GBC is committed to providing equal educational opportunities to qualified students with disabilities in accordance with
state and federal laws and regulations, including the Americans with Disabilities Act of 1990 and Section 504 of the
Rehabilitation Act of 1973. For more information or further assistance, contact the ADA Officer, at 753-2271.

Title IX (Anti-discrimination Policy)

Title IX of the Education Amendment prohibits sex discrimination in federally-assisted programs. The complete
definition is available online at http://www.gbcnv.edu/rights responsibilities/affirmative _action.html.

Tobacco Free GBC

In response to sudent surveys and NRS 202.249 which states, “It is the public policy of the State of Nevada and the
purpose of this statute to place restrictions on the smoking of tobacco in publick places in order to protect the human
health and safety...” the Administration of Great Basin College has approved “smoke free” campus. Smoking areas
are designated as outside buildings. The policy is based primarily on state statute which says, in general, that
smoking tobacco in any form is prohibited in any public building. The complete policy is available online at.
http://www.gbcnv.edu/rights responsibilities/facilities.html.

AIDS
1. The Nevada System of Higher Education (NSHE), in order to address the personal, administrative, medical
and legal problems associated with the Acquired Immune Deficiency Syndrome (AIDS), has established the
following guidelines. These are intended to provide direction for our institutions when dealing with the disease
of AIDS and AIDS related issues.
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The primary response of NSHE institutions to AIDS should be increasing awareness and education — for
students, employees, faculty and others. Effective education based upon the best currently available
information will aid in preventing the spread of the disease.

Individuals will not be required to undergo screening for AIDS as a condition of enroliment, employment or
financial services. Faculty, students and staff who are diagnosed as having AIDS, AIDS related complex, or a
positive antibody test, and who are otherwise qualified, should be afforded normal classroom attendance,
working conditions, student housing, benefits and participation in curricular and extracurricular activities in an
unrestricted manner, as long as they are physically and psychologically able to do so. Decisions regarding
such individuals will be made on a case-by-case basis, taking into account the individual's behavior and
physical condition.

The American College Health Association special report entitled AIDS on the College Campus contains
guidelines based on current knowledge of AIDS related issues. It is suggested NSHE institutions refer to this
report for guidance in addressing local needs.

It is also recommended that the Center for Disease Control guidelines be used to insure the safety of students,
staff and faculty when handling human blood, blood products and other secretions.

Each NSHE institution will establish procedures to respond to AIDS related concerns as well as to public
inquiries.

These guidelines will be revised as necessary in response to the release of new scientific information.
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SAFETY AND SECURITY

Department of Environmental Health, Safety and Security

The Mission of the Department of Environmental Health, Safety and Security at Great Basin College is to provide a
safe and secure environment for all staff, faculty, students and visitors on all of the College Campuses.

The Department encourages all faculty and staff to be active in helping to keep the Great Basin College campuses a
safe place for all. Be aware of your surroundings, use common sense precautions for your personal safety, lock your
vehicle when parking and when possible at night walk with friends. If you observe any suspicious or unusual activity
contact Security or the Campus Director so the situation can be investigated. If you see suspected criminal activities
report it immediately.

No Children in Classrooms, Labs or Access Areas

Great Basin College (GBC) is committed to providing a place of instruction that is conducive to learning; and that is, to
the greatest extent possible, free from distractions. Only enrolled students should be present in classrooms, field trips,
fitness center(s) and lab facilities.

Pet Policy

The only pets (dogs, cats, birds, rabbits, ferrets, etc.) that are allowed inside our campus buildings are those trained
and licensed as handicapped assist animals. It is not okay to bring your pet to work or class and expect others to be
as happy about it as you are. Some members of the campus community are not pet people, some are allergic to fur
and some just think this is a distraction to the work and learning setting. Please be courteous to our faculty, staff and
students and leave your pets at home.

Reporting an Emergency

Our primary objective is to make visitors, students and staff feel safe and secure while on any GBC campus. At the
Elko Campus all security officers carry mobile radios to provide instant communication with campus staff and outside
emergency service agencies. Security officers carry a campus cell phone for immediate contact by anyone requiring
Security assistance at the Elko Campus, 775-934-4923. At Battle Mountain, Ely, Pahrump and Winnemucca
assistance is available by contacting the front desk or Campus Director. On the Elko campus, call boxes are located in
convenient locations along the main pathways between buildings. It should be noted that Berg Hall and the High Tech
Center do not have call boxes because of the location of the switchboard and easy access to staff and telephones. All
call boxes provide direct contact with the on-duty Security and Buildings & Grounds radios. Call boxes may be used to
summon assistance during a medical or other type of emergency, lost individuals, or by those who may require key
assistance for building or office access.

Contact numbers you should know

Security On-Duty Staff cell 934-4923
Director of Environmental Health, Safety and Security 753-2115
Vice President for Student Services 753-2282

Emergency Procedures

GBC is committed to ensuring the safety and security of faculty, staff, and students. Any member of the campus
community who observes a criminal action or an emergency situation is responsible for immediately reporting the
situation to the Security Department in Elko or the site administrator.

Security/Buildings & Grounds in Elko can be contacted by dialing the campus operator (Dial “0”) from any campus
extension. On the Elko campus, assistance may also be obtained by activating any of the call boxes located on the
campus pathways. If the Police Department, Fire Department or Ambulance is required, dial 9-911 from any campus
extension and notify the dispatcher of your emergency.

For non-emergency reports, Security is available seven days a week during the semester. On the Ely, Battle
Mountain, Pahrump and Winnemucca campuses, non-emergency reports may be filed with the site administrator

Page 23 of 25



during normal business hours. All reports are forwarded to the Director of Safety and Security for review and she will
also be responsible for any investigation required after the incident.

Annual training for emergency procedures is a requirement for all GBC employees. For your convenience, training
sessions will be scheduled periodically throughout the semester. Topics covered include fire procedures, bomb
threats, workplace violence, earthquakes, and any other unexpected emergencies that may arise.

The Safety and Security website is available at http://www.gbcnv.edu/security/ where you may review campus safety
programs, policies and reporting procedures.

Safety in numbers and escorts

When studying late or leaving evening classes it is a good idea to walk with others when possible. There is always
more safety in groups than a single person walking at night alone. If you feel uncomfortable and would like an escort
to your vehicle, feel free to contact the Campus Director or in Elko the Security Department. If you have concerns
about a single person contact the Campus Director, Safety & Security Director or Vice President of Student Services
to discuss the situation.

Sexual Assault Policy

Great Basin College has a zero tolerance policy for any type of assault including sexual assault. Anyone who believes
they may be a victim of assault should contact the Police Department by calling 911 first. They should then contact
Security or the Campus Director to respond to their location on campus. The Director of Safety & Security and the
Vice President of Student Services must be notified either by notification of Security by the Campus Director or directly
by the victim.

Campus Security Act

In compliance with the crime awareness provisions of the Campus Security Act of 1990, each year by October 1 or
before October, Great Basin College files a crime report with the U.S. Department of Education. Subsequent
amendments in 2000 and 2008 added provisions dealing with registered sex offender notification and campus
emergency response, respectively. The 2008 amendments also added a provision to protect crime victims,
"whistleblowers", and others from retaliation. This report may be reviewed by anyone seeking this information on file
at the following website http://www.gbcnv.edu/security/crime.html. For additional information please contact the
Director of Environmental Health, Safety & Security via phone at 775.753.2115 or by email at
pata@gwmail.gbcnv.edu.

Missing Student Policy and Procedure

Great Basin College is committed to the safety and security of all students attending each campus and center. A
student will be determined to be missing if they are absent from their college residence or campus for more than
twenty-four (24) hours without any known reason. This policy has been developed in order to assist in locating any
student determined by the College to be missing upon completion of the investigative procedures listed below. This
policy complies with Section 488 of the Higher Education Act of 2008.

Anyone who believes a student is missing should report their concern immediately. On the Elko campus reports
should be made to the Director of Environmental Health, Safety and Security, a Security Officer, the Housing
Coordinator or the Vice President of Student Services. Concerns at all Centers should be reported to the Center
Director or Manager, the Director of Environmental Health, Safety and Security or the Vice President of Student
Services. Upon receipt of a report of concern that a student may be missing, if the report was not directly to them,
both the Vice President of Student Services and the Director of Environmental Health, Safety and Security shall be
notified so an investigation may be conducted. The full policy, notification procedures and actions to be taken are
available from the Director of Environmental Health, Safety & Security.

Work-Related Injury

Should you or a student be injured in the classroom, it is your responsibility to report the injury to your site
administrator or department chair. Your site administrator is responsible for completing, signing, and submitting the
Employer Report of Industrial Injury within the time frame required by law (within 24 hours).
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FREQUENTLY ASKED QUESTIONS

“What is my role as adjunct faculty?”

Your task is to facilitate student learning in a specific content area. If the class you have been asked to teach is a
three credit hour semester course, it means that students spend three contact hours per week with you and in the
class generally in a traditional classroom setting for fifteen weeks of instruction and one week for final exams.

“How much and when will | be paid?”

Compensation guidelines and a current salary schedule for adjunct faculty are located on page 18 of this handbook.
Paychecks or direct deposit slips are mailed to the address you have listed on your W-4 on the last business day of
each month (depending on the date your contract was received back at HR). Direct deposit of paychecks is available
for adjunct faculty, and may be arranged through the HR department.

“Does my department have specific guidelines for adjunct?”
Guidelines for adjunct instructors are at the discretion of individual departments. Contact the department chair or
program supervisor for specific information.

“How will I be evaluated as an instructor?”

A student rating will be administered during the semester. Accumulated data and student comments from these
ratings will be made available to you and the department chair approximately six weeks after the semester end and
after grades have been reported.

Depending on the department you are employed by, your class may also be visited from time to time by the
department chair, site administrator or a full-time faculty member. Such visits are designed to provide you feedback
regarding your teaching and course content. You will be notified if a classroom visit is planned.

“Do I get to choose the textbook?”
Text books are at the discretion of individual departments. Contact the department chair for specific information on
this. This subject is addressed on page 10 of this handbook in greater detail.

“Do I have an office on campus?”

Office space for adjunct faculty is located across from the Library in McMullen Hall on the Elko campus. Six computer
workstations with internet access, telephones, a refrigerator, microwave and an eating area are also located within this
area. The workroom is open from 6:00 a.m. to 9:00 p.m. Monday-Thursday; 6:00 a.m. to 5:00 p.m. Friday; and 8:00
a.m. to 5:00 p.m. on Saturday.

“How do I receive mail on campus?”

On the Elko campus, a faculty mailbox in McMullen hall will be assigned to you prior to the start of each semester.
Check your mailbox regularly for important correspondence including class rosters. Students may leave assignments
there as well. If you have any questions about the mail, contact 753-2108.

“Will I be hired again for next semester?”
Adjunct employment is on a one-time semester basis only and teaching one particular semester does not guarantee
employment for any future semesters. Scheduling of classes is based on student need and demand determined by the
department.

Page 25 of 25





http://my.gbcnv.edu/

Go to GBC Home page
Click on "MyGBC”

Type in your 10 digit User ID and Password

- | @ Oracle | PeopleSoft Enterpr... == Great Basin College: Non-L.. | & Greot Basin College

o~ v [ @ v Pagev Safety~ Teokv @+

S

Students enrolled at GBC since August 23, 2008: Your new MyGBC User ID and
Password was sent to you by postal mail en March 28, 2011. Your new User ID is different
from your student N number.

Other GBC Students and Applicants: Students who have not enrolled in any GBC class
since August 23, 2008 will need to submit a new application for admission {use link at
upper right of this page). Once your application has been processed, you will receive your
MyGBC login information

i Enterprise Menu [

[ MY Customizations
[ 3H Customizations
El Self Senvice
[» Class Sem\
Catalog
> Academic Planning
[ Enrollment
[ Campus Finances
[ Campus Personal
Infarmation
[- Academic Records
[ Degree
Progress/Graduation
[ Transfer Credit
[ Admissions
[ Student Admission
El Faculty Center €—

Looking for Spring or Summer 20112

This MyGBC Self-Senvice Center is not relevant until Fall 2011. If you are interested in
Spring or Summer of 2011, please use one of the following links:

« Schedule Spring/Summer 2011
* Registration, Spring/Summer 2011

*Opens in a separ

Home Favorites Siagn out
Sign On important Information for Students (GBC Application for Admission
_— GBC is migrating to a new and improved student information system Application for Admission Fall 2011
password: Beginning Fall of 2011, students will log in here, at the MyGBC Self-Service Center, to
accessiupdate personal data, search for courses, apply for financial aid, enroll in classes,
signin pay tuition, view grades, and mare. Fall enrollment has begun. GHEGIns}encn
Forgot your password? Browse Course Catalog
As we work nut the kinks and ripples in the new student information system. we wil
appreciate your patience and I you need regi . check Seanch for a Fall 2011 Class
MyGBC Frequently Asked Questions. If your questions are not answered there. phone Browse for a Fall 2011 Class"
Can'tLog In? 775.753.5087 during business hours or send email to edu

= My Schedule
= Class Roster
= Grade Roster
[ Search
= Student Centar
= Class Search
[ Campus Community
[+ Curriculum Management
[- Set Up SACR
[ Reporting Tools
[ Reporting Tools (EMTP)
= Change My Passwaord

MyGBC — Self-Service Center

Fall 2011

Resources

These links will open in a new browser window:
GBC Home Page

GBC Bookstore

Calendar

Quick Start Guide:

Eees and Tuition

Einancial Aid

Then Click on - Faculty Center



Under “Faculty Center,” you will see:
My Schedule
Class Roster
Grade Roster

| my schedule || class roster || grade roster

Faculty Center

My Schedule

2011 Fall | Great Basin College change term | ‘ My Exam Schedule

Select display option: ©® Show All Classes © Show Enrolled Classes Only

il Ei =

Change Term:
v Currently default so Fall 2011

Select display option:
v Show all Classes (these are your classes only)
v Show Enrolled Classes Only

My Exam Schedule:
v 2011 Fall > Great Basin College
v"You have no final exams scheduled at this time.

Fe = =
£l = lipl

Class Roster Icon: Click on Class Roster Icon and see
students enrolled.

Grade Roster: Assign grades and post your grade rosters.

MyGBC — Self-Service Center Fall 2011



Click on - My Schedule View your classes

P all

Home

“Eiany Y suder

Enterprise Menu =]

[> NV Customizations

D SH Customizations My Teaching Schedule > 2011 Fall > Great Basin College i
El Self Service - -
I Class Search / Browse Class Class Title Enrolled Days & Times Room Class Dates
Catalog m BUS 117-1001  Bus Calculations/Methods 1 TBA TBA Aug 27, 2011-
I Academic Planning (87594) (Lecture) Dec 16, 2011
[> Enrollment COT 151-1001  Intro Microsoft Word 0 TBA TBA Aug 27, 2011-
[ Campus Personal COT 151-1002  Intro Microsoft Word 0 We 4:00PM - 6:45PM Elko: High Tech Aug 27, 2011-
Information (93074) (Lecture) Center 108 Dec 16, 2011
[> Academic Records m COT 222-1001  Desktop Publishing 1 TBA TBA Aug 27, 2011-
I Degree (87671) (Lecture) Dec 16, 2011
Progress/Graduation m COT 240-1001  Exec Office Procedures 3 TBA TBA Aug 27, 2011-
I> Transfer Credit (87672) (Lecture) Dec 16, 2011
[> Admissions m INT 100-1008  Gbc Orientation (Lecture) 3 MoTuWeThFr 12:004M - 12:00AM TBA Mov &, 2011-
I Student Admission (88036) Nov 12, 2011
= Faculty Center ﬁi IS 101-1003 Intro Information Systems 4 TBA TBA Aug 27, 2011-
My Schedule 88048 (Lecture) . . Dec 16, 2011
« Class Roster MCOD 110-1001 Intro Medical Code/Bill 0 TBA TBA Aug 27, 2011-
) m (83091) (Lecture) Dec 16, 2011
— MCOD 120-1001 Med Termlgy Hithcare/Env 0 TBA TBA Aug 27, 2011-
b Search (93092) (Lecture) Dec 16, 2011
= Student Center MCOD 130-1001 Intro Anat/Path/Pharm 0 TBA TBA Aug 27, 2011-
= Class Search (93093) (Lecture) Dec 16, 2011
i Campus Community MCOD 140-1001 Hith Care Struct/Med Rerd 0 TEA TEA Aug 27, 2011-
[ Curriculum Management (93094) {Lecture) Dec 16, 2011
D Set Up SACR MCOD 200-1001 Intro Coding Ied-8-Cm 0 TBA TBA Aug 27, 2011-
[> Reporting Tools 93095 (Lecture) Dec 16, 2011
I Reporting Tools (ENTP) MCOD 210-1001 Explore 0 TBA TBA Aug 27, 2011-
= Change My Password 93096 Reimburse/Proced| Dec 16, 2011
(Lecture)
MCOD 220-1001 Skill Build Code/Bill 0 TBA TBA Aug 27, 2011-
93097 (Lecture) Dec 16, 2011
m MTRN 110-1001 Intro Online Med Trans 1 TBA TBA Aug 27, 2011-
(88188) (Lecture) Dec 16, 2011
m MTRN 120-1001 Med Term for Med Trans 1 TBA TBA Aug 27, 2011-
88189 (Lecture) Dec 16, 2011
m MTRM 130-1001 Anat/Phys for Med Trans 1 TBA TBA Aug 27, 2011-
(88190) (Lecture) Dec 16, 2011
m MTRN 140-1001 Medical Specialties 1 TBA TBA Aug 27, 2011-
(83191) (Lecture) Dec 16, 2011
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MTRN Madical Specialties i TBA TBA Aug 27, 2011-
140-1001 (Lecture) Dec 16, 2011
(88191

View Weekly Teaching Schedule Go to top

My Exam Schedule > 2011 Fall > Great Basin College

TR aETTE
| Enterprise Menu [—]

I NV Customizations

I* SH Customizations
= Self Service
I Class Search / Browse
Catalog
I Academic Planning
I Enrcliment
I» Campus Finances
I» Campus Perscnal
Information
I Academic Records
U Degree
Progress/Graduation
I Transfer Credit
I Admissions
I Student Admission
= Faculty Center
My Schedule
= Class Boster
- Grade Roster
I* Search
= Student Center
= Class Search
I* Campus Community
I Curmriculum Management
I Set Up SACR
I* Reporting Tools
I* Reporting Tools (ENTP)

= Change My Password

=< previous week |

Show Week of [og/oarzo11 |3

Monday

== Aug 29

B:00AM
9;00AM
10:00AM
11:00AM
12:00PM
1;00PM
Z;00PM
3;00PM
4:00PM
5:00PM

G:00PM

Week of 8/29/2011 - 9/4/2011

Tuesday
Aug 30

Wed nesd ay
Aug 31

COT 151 - 1002

Gi ELKO High Tech Center 108

Start Time |B:00&M End Tirme [5:00FM

Thursday
Sep 1

et week == |

refresh calendar |

Friday
Sep 2

Seturday
Sep 3

Sunday
Sep 4

Meeting Information not available:

Class
BUS 117 - 1001 {L=ctur=)
COT 151 - 1001 {L=cturs)
COT 222 - 1001 {L=cture)
COT 240 - 1001 {L=cture)
IS 101 - 1003 [L=ctur=)
MCOD 110 - 1001 {L=<tur=)
MCOD 120 - 1001 {L=ctur=)
MCOD 130 - 1001 {L=ctur=)
MCOD 140 - 1001 {Lacturs)
MCOD 200 - 1001 {L=cturs)
MCOD 210 - 1001 {L=<tur=)
MCOD 220 - 1001 {L=ctur=)
MTRN 110 - 1001 {L=ctur=)
MTRN 120 - 1001 {Lecturs)
MTRN 130 - 1001 {L=ctur=)
MTRN 140 - 1001 {L=stur=)

* Display Options

Show AMSPM
Show Class Title

Show Instructor Role

MyGBC — Self-Service Center

Course Title

Bus Calculations Methods
Intro Microsoft Word
Desktop Publishing

Ecac Office: Procsdunes
Intro Information Systems
Intro Medical CodeyGill
Me=d Termigy Hithcars/Env
Intro &nat/Pathy/Pharm
Hith Care Struct/Med Rerd
Intro Coding Iod-9-Cm
Explor= Reimburss, Proos=dl
Skill Build Code=/Eill

Intro Online. Med Trans
Mead Term for Med Trans
Anat/Phys for Mzd Trans
Medical Specialli=s

Monday Thursday

Tuesday Friday

Wednesday Saturday
Fall 2011

Start Date
OB/27/2011
OB/27/3011
OB/27/3011
OB/ 2773011
OB/27/23011
OB/27/2011
OB/27/3011
O8/27/3011
OB/27/3011
OB/27/23011
OB/27/2011
OB/27/2011
O8/27/3011
OB/27/3011
OB/27/23011
OB/ 27/2011

End Date

13/16/2011
12/16/2011
13/16/2011
12/16/2011
12/16/2011
13/16/2011
12/16/2011
13/16/3011
12/16/2011
12/16/2011
13/16/2011
13/16/2011
13/16/3011
12/16/2011
12/16/2011
12/16/2011

refresh calend
— -



Click on — Class Roster: View roster for individual
classes

Class Roster

¥ IS101 - 1002 (83048) change class I

Introduction to Information Systems {L=ctur=)

Days and Tirmes Room Instructor Dates
TEA TEA Cynthia Hyslop OB/27/2011 -
13716/ 2011
SEarollment Status | Ermied - If you click on the student's name,
Enrallment Capacity 50 Enrolled 5 you can send an email. This does not
] work from home computer or
computer labs

Enrolled 5tudents

Grade

. Early .
Mot D Marme Units |Program and Pla Level
| mlert Basis | gram and Flan
1| [[] [# |scocszzeac  |BluemelStefsnie L Graded | 3.00 m? Sﬁ‘::":m e Frashman
Se=king -
2 1014053832  |Mozurdy Amy Les Grad=d | 3.00 |D=3== Frash
0 @ —EenL oy == = COT-Offic= Technology-AAS rEsnman
De=gree Seeking -
3 D |] 1014408068 Nichols Sibver L Graded 300 |AA - Associate of Arts/BUS-Accounting- Sophomor=
ans
Villas=nor, Liss Degre= Se=king Mon FA Eligible -
4 SOO0DE4E0S |- loluS2 Grad=d | 3.00 Frash
I:l E Diawin r HumSv-Subst Abws= Cowns=lor-CT rEshman
§ Degpree Seeling -
L} - -
s| ] (8 |to139s2001 |wnite amber Graged | 3.00 |97 2° 009 Frashman
Ssle=ct &) El==r &l Print=r Frizndhy Wersion
notify selected students | notify all students

From this screen you can:
v’ Change class
v’ Select all
v’ Clear all
v Notify selected students
v Notify all student
v Print Roster
v Copy Roster to spreadsheet (printer Friendly Version )
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My Links (right hand corner of screen) — add Favorites
You can set up Favorites to save time

v  Go to Self Service

v Go to Faculty Center

v Click on My Schedule

v Under My Links — click on Add Link

v Type in “Cindy’s Schedule” and save

v Click on Home —top of page right hand side

Home Favorites Add Link Sign_out

My Links Select One:

Add to My Links
Edit My Links

- Cindy's Schedule
Refresh My Links...

o Under My Links, click on Refresh My Links

MyGBC — Self-Service Center Fall 2011



Search for classes:

< a1k

Enterprise Menu

=

[ MV Customizations
[» SH Customizations
|Bl Self Service
El Class Search / Browse
Catalog
- Class Search
[» Academic Planning
[» Enrollment
[+ Campus Finances
[ Campus Personal
Information
[» Academic Records
[ Degree
ProgressiGraduation
[» Transfer Credit
[ Admissions
[» Student Admission
[» Faculty Center
[ Search
- Student Center
- Class Search
[» Campus Community
[ Curriculum Management
[» Set Up SACR
[» Reporting Tools
[ Reporting Tools (ENTF)
= Change My Password

™ Eacuic: Y Stugent

ﬁ Class Search / Browse Catalog

Find clagses that match your selection criteria, or browse the course catalog by subject.

Eﬁ“ Class Search
Use search criteria to find a clags catalog.

A i

Enterprise Menu =]

[ NV Customizations
I 8H Customizations
El Self Senice
Bl Class Search/Browse
Catalog
Class Search
[ Academic Planning
[> Enrollment
[ Campus Finances
[: Campus Personal
Information
[> Academic Records
[: Degree
ProgressiGraduation
[» Transfer Credit
[> Admissions
[ Student Admission
[» Faculty Center
[» Search
- Student Center
- Class Search
[ Campus Community
[ Curriculum Management
[» Set Up SACR
[ Reporting Tools
[ Reporting Tools (ENTP)
= Change My Password

™ recits ¥ studen

Cynthia Hyslop

go to ...

-®

T T |

My Academics

]

Search for Classes

Enter Search Criteria
Institution [@reat Basin callege -
Term 2011 Spring -

Select at least 2 search criteria. Click Search to view your search results.

Class Search Criteria
Course Subject __selectsubject | [is Infarmation Systems

is axactly « (101

Course Number

Course Career Undergraduats -

Show Open Classes Only

Use Additional Search Criteria to narrow your search results.

[» Additional Search Criteria ‘

CLEAR CRITERIA SEARCH |

v Under Term, make sure you change to “Fall 2011”
v Under Class Search Criteria, type in:
o Course Subject
o Course Number

v’ Search

v When you do a search, all sections will show

MyGBC — Self-Service Center

Fall 2011




You will see: O Open -H Closed or AWait list

Bl Clags Search / Browse

Catalog
Class Search

[+ Academic Planning

[> Enroliment

[ Campus Finances

[» Campus Personal
Information

[» Academic Records

[ Degree
Progress/Graduation

[» Transfer Credit

[ Admissions

[» Student Admission

START A NEW SEARGCH

.C':e'\

BAowait List
= IS 101 - Introduction to Information Systems

t[11-3 of 7 O Last

View All
Section 1001-LEC(88045 status @ select class
Session Regular
Days & Times Room Instructor Meeting Dates |

[> Faculty Center TuTh 11:00AM - Elko: High Tech . 08/27/2011 -
ty 12:156M Center 107 Katherine Schwandt |55 6/5011
[» Search
- Student Center
- Class Search Section 1002-LEC(38046) status @ select class
[> Campus Community
[ Curriculum Management Session Regular
[> SetUp SACR Days & Times Room Instructor Meeting Dates |
DEEREiIEEE MoWe 4:00PM Elko: High Tech 08/27/2011
. oWe &; - o g aC| - -
I Reporting Tools (ENTF} 5:156M Center 110 Eewy (EmlE=r 12/16/2011
- Change My Password
Section 1003-LEC(88048 status @ select class
Session Regular
Days & Times Room Instructor Meeting Dates |
A 08/27/2011 -
TEA TEA Cynthia Hyslop 12/16/2011

If you click on a section, you will see the class detail:

START A NEW SEARGH

Enterprise Menu

=

= MW Customizations
> SH Gustomizaticns
= Self Service
HClass Search / Browse
Catalog
Class Search
[ AcademicPlanning
[* Enrcliment
[> Campus Finances
[* Campus Perscnal
Informaticn
[* AcademicRecords
[: Degres
Progress/Graduation
[> Transfer Credit
[» Admissicns
> Student Admission
[* Faculty Center
[» Search
* Student Center
- Class Search
[» Campus Community
I Cumiculum Management
[ Set Up SACR
I* Reporting Tools
[ Reporting Tools (ENTF)
- Change My Password

MyGBC — Self-Service Center

e
Search for Classes
Class Detail
IS 101 - 1002 Introduction to Information Systems
VIEW SEARCH RESULTS I

Class Details

Status @ oper Career Urdergraduats
Class Number BED4E Dastes B/ZF/Z011 - 12/16/2011
Session Regular Academic Grading  Stugent Opticnal
Wnits 3 wnits Location  Int=rm=t
Class Components Lecturs Reguird Campus  Grest Besin Colleg=
"&tlﬂﬂ Informaeation
Days B Times Room Instructor Meeting Dates

|-r3.s. |-ran |('yn1:hia Hysizg OB/2TI2011 - 13/16/2011

Class Awailability

Class Capscity =0 Wit List Capacity 30
Enrollment Total s Wait List Total 1]
Avsilable Sests 55

Let F=e: $£30
Check syllabus online st beginning of s=mestsr,

Introduction to computer-based information systems management incuding
hardwars/ssfhwars relatiorships, Dusiness applications usags, syst=ms theory, curr=nt
technology, networking, the Intermef, compuler security, and privacy izsuves. Recommendsd
coreguisite: IS 201.

Class Nobes

VIEW SEARCH RESULTS

Fall 2011



Click on Faculty

e Campus Community
e Student Services Center
o Type in “Last Name” (easier with ID)

P et Y Sugen
| Enterprise Menu =
I NV Customizations Student Services Center
I 5H Customizations Enter any informaticn you have and click Search. Leave fields blank for a list of all values.
b Belf Service
= Campus Community {” Find an Existing Value |
I Service Indicators
{Student)
Student Services Cir 10 begins with -
[Student) Campus 1D begins with
I Cumiculum Management )
I Set Up SACR Hational I begins with -
I* Reporting Tools Last N . p :
b Reporting Tools (ENTP) - beginswith - HYSLOP
= Change My Password First Name: pegins with - ©

DC.ase Sensitive

Search | Clear | Basic Search ESEWESEErch Criteris

Search Results

7] 18of3
10 Gender Date of Birth Campus |0 Hational IDNational |0V Country NID Short Description Last Name First Hame
1004828895 Hyslop, Cody Lee Male 12M11/18975 (blank) ====0145 USA S55M HYSLOP CODY
10003459804 Hyslop Cynthia L. Female 08/12/1950 (blank) ~+++g356 USA S5M HYSLOP CYMTHIA
1009040684 Hyslope, Carcl M Female 12/31/1961 (blank) eeee2530 USA 55N HYSLOPE CAROL

e Click on Name

prise Menu =]
b NV Customizations i
& SH Customizations Cynthia Hyslop ID: 1000349804
I» Self Service
= Campus Community | studentcenter | generalinfo | issi || transfer credit || i |
I Senice Indicators
{Student) .
e S e, Cynthia's Student Center
{Student)
S |
b Set Up SACR b IET SeancH Fom Glasses
b Reporting Tools o L B
b Reporting Tools (ENTF) e Bgo=acir== B st
° Change My Password This Week's Schedul ~ Communication Center
cthmr scademic. @ Class Schedule No Pending Messages,
T P MoWsFr 12057 - = T Communizstion Center
B LEC {24503) 12:50RM
Reem: TEA * Holds
mek'\'s:mduhe. [—
~ To Do List

s
Finances

T Enrollment Dates
Op=n Enliment Dates

T Advisor

Program

Nare Assigred
~ Personal Information

~ Third Party Release

My Account N R
e v Depont (D vou have no outstanding charges at this
Clzss Refurd Dates time.

Sor

R Contact Information

Em=rg=noy Contact Home Address Mailing Address Manage Third Parly Relsssss
2033 High Noon Road 2033 HIGH NOON ROAD
Elko, NV 53801 ELKO, NV 83801
Home Phone Huome E-rmsil
7757535055 cindyh@gwmail ghcry. adu

(@) Youdo not have any pending
applications at this time.
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Under MyGBC, you can do the following:

GBC Application for Admission

Application for Admission Fall 2011

GBC Class Search
Browse Course Catalog
Search for a Fall 2011 Class

Browse for a Fall 2011 Class*

j"C)pens in & separate window

[t e o PR [reascapacaspas EC

P i

Search for Classes

Enter Search Criteria

Institution Great Basin Czll=ge [=]

Term 2011 Fall -

Select at least 2 search criteria, Click Search to view your search results,

Class Search Criteria
Course Subject select subject I 5 Information Syst=ms

Course Number

iz mxactly - 1ot

Course Career
-

sm.nn Open Classes Only

Us= Additional Szarch Crit=ria to namow your s=arch results.

whAdditional Search Criteria

Meeting Start Time grmatar than or =gual Iz - | — .- 1-00PM]
Meeting End Time lesx than or =gual t= - |
Dary of Week inchede only thess days -

I'-If.m 'luﬁ wad Thurs nFri sat Sun

Instructor Last Mame

= exacty o |

Class Mbr

Course Title Keyword |

Minimum Units greater than or =qual to - |
Macimum Units l==x than or =qual to - [
Course Component -
Session -
Mode of Instruction -
Campus -
Location -

Crear CRITERIA SEARCH

MyGBC — Self-Service Center Fall 2011



Early Alert

Information
[- Academic Records
[ Degree
ProgressiGraduation
[ Transfer Credit
[+ Admissions
[ Student Admission
Bl Faculty Center
My Schedule
- Class Roster
- Grade Roster
[> Search
- Student Center
- Class Search
[» Campus Community
[ Curriculum Management
[» Student Financials
[ SetUp SACR

*Enrollment Status  Enrolled -

Enrollment Capacity 60 En

Enrolled Students

rolled 11

First n 1-11 o

ﬁ For assistance with this feature please call the Retention/Enrollment Office at 775/753.2271

f11 n Last

Click Early Alert for specific student
Following screen will appear

1l

Enterprise Menu [

[ NV Customizations
[ SH Customizations
El Self Service
[ Class Search / Browse
Catalog
[> Academic Planning
[> Enroliment
[ Campus Finances
[ Campus Personal
Infarmation
[» Academic Records
[ Degree
Progressi/Graduation
[> Transfer Credit
[ Admissions
[» Student Admission
Bl Faculty Center
My Schedule
- Class Roster
- Grade Roster
[> Search
= Student Center
- Class Search
[» Campus Community
[> Curriculum Management
[ Student Financials
[ SetUp SACR
[» Reporting Tools
- Change My Password

Student ID 1014162082 Miguel Cespedes

P Eaaity Y studen:

Term 2112 2011 Fall

Subject BUS Catal

D Assignments poorly don|

Student recommended for counseling.

D Excessive absences and/or tardiness

|:| Other reason *

D Student Exhibits Poor Attitude and/or Disruptive Classroom Behavior

Student recommended for tutoring.

Send Alert I

Cancel |

Fill out the Early Alert form and click on “Send Alert”

Make sure you add detailed information about the student.

MyGBC — Self-Service Center

Fall 2011

Motify EAEI';K 1D Hame g;as?: Units | Program and Plan Level
1| [ | |i014162082|Cespedes,Miguel A |Graded | 2.00 ﬁg::jj:ﬂ’f - Sophomere
z| [ | |1012448111 Havkins.Hesther D |Graded| 2.00 gggl'r-%eﬁ?ceeé;:cir;ulugy-mﬁ Sophomore
2| [ | |socoo7isess HowssMary E Graded | 2.00 g;@rr_%gﬁ?ff_lfz{ir;umgy_m Freshman

11



Grade Roster is not available for Fall classes.

e I

P facuiy Y Siudeot Y
Enterprise Menu [

[» NV Customizations .
I> SH Customizations Cynthia Hyslop
El Self Service
[ Class Search / Browse f Faculty Center ]I’ Search ]
Catalog |
[ Academic Planning
[ Enrollment
[> Campus Finances
[» Campus Personal
Information
> Academic Recaords 2011 Fa Regular Academic Great Basin College Undergraduate
[> Degree
ProgressiGraduation =~ BUS 117 - 1001 (87594) change class |
[ Transfer Credit
[+ Aadmissions Business Calculations & Methods (Lecture]
[ Student Admission
Bl Faculty Center Days and Times F.oom Instructor Dates
My Schedule TBA TBA Cynthiz Hyslop 08/27/2011 -

12/16/2011
- Class Roster /16/
- Grade Roster

my schedule || class roster || grade roster |

Grade Roster

b Searen Our records indicate that there is no Grade Roster for this class. Please contact the
= Student Center )
- Class Search Registrar.

[> Campus Community

[> Curriculum Management
[ Student Financials

[ Set Up SACR Faculty Center Search
[ Reporting Tools

= Change My Password

My Schedule Class Roster Grade Roster

When posting an “I” or “W” you will be ask for date of
Incomplete or Withdrawal.

To change Incomplete you will have to use the process that we
have been using in the past.

MyGBC — Self-Service Center Fall 2011 12



Example of Grade Roster:

http://www.icc.edu/innovation/PDFS/peoplesoft/psFacultyGuideeServices1l.pdf

1. Click on the Grade Roster logo at the left of the list of classes. This logo will not be visible until the

TOsIers are gEHEI’ﬂtEd.

|0 M FRONES

L ICC Processing f Repording
[ Gelf Semwice

[+ Enterorise Leaming

[ Carnpus Com munity

L Bludant Recriting

0 Sludent Admission s

o Curr e Ul Managem ert
[ Bat Lp HRMS

> Reporting Toals

- PeopleToals

Segich/maich
- Crange My Paceword
= by Syctom Profile

Ooo|g|ja

|

[y

[

o

=1

=]

wal Status

Biilding

Final drad=

Mot Reviewed

O Display Unassigned Roster Grade Only

| <- add this requirement designation to all students |

1217022 AntrirmaMichalle R

Eingham.lassics

1230144
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2. Note that the Grade Roster type 1s correct.

Program and Plan
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3. Faculty may choose to enter each grade individually in Roster Grade with the drop-down menu or, if
several students will receive the same grade, choose the option of ““add this grade to all students™ and
then change the individual student grades that vary from this grade.

4. Click Save.
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5. Change Approval Status to “Approved.” The Post button will now appear.
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6. Click Post. The Official Grade will now be visible.
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Review grades for accuracy.

If you need to edit any grades, you can use the drop down menu to post grades
directly into the Roster Grade field.

MyGBC — Self-Service Center Fall 2011 14



ADDENDUM

ChecKklist for Online (WebCampus) Instructors



GBC Assessing Online Facilitation Instrument

Adapted from a 2007 TIGERS Project Sponsored by CSU Center for Distributed Learning

http://www.humboldt.edu/~aof

Before class begins the instructor...

Completed
N

Managerial

Knows where students can find out how to login, what materials are needed and how to get them, and who to

contact for technical assistance.

Makes the course syllabus available at least one week prior for student previewing either on the Internet or
with department assistant.

Updates the Syllabus with instructor’'s name and contact information, preferred communication method,
expected response times to messages and assignments, and other policies specific to this course or
instructor. The syllabus also includes disability accommodation information.

Begins recording actions taken in conducting the course on a Facilitation Activity Record.

Provides a method for students to use online tools before required assignments to reduce anxiety and
resolve technical issues before tasks are due. (Example: practice quiz, syllabus quiz, sample assignment,
introduction discussion activity).

Corrects spelling or grammatical errors throughout the course content.

Updates and reviews assessment, assignment, and discussion due dates and points possible for accuracy.

Confirms online grade book settings are accurate for total assessment.

Pedagogical

Reviews past course evaluations to determine if enhancements for instructional strategies are required.

Reviews rubrics established in course and makes changes and enhancements where needed.

Makes enhancements to course design where necessary.

Technical

Updates hyperlinks to remove dead or broken links.

Checks all media for proper display (broken images, video playback, etc.)

Tests the course navigation for accessibility and corrects any accessibility problems.

Updates course to reflect new features of the course management software.




Assessing Online Facilitation Instrument

During the first week the instructor ...

Page 2 of 4

Completed

Managerial

Contacts missing students within the first week to encourage their participation.

Minimizes delays for students adding the course late to gain access to course materials.

Provides support information when needed, e.g., how to get remote access to the library, register for
credit/no credit, drop the course, or use publisher’'s study materials.

Social

Provides a personal and welcoming introduction to develop a personal presence.

Designs a forum for students to post introductions and share experiences. Responds to each student’s
introduction.

Encourages students to share pictures or other representations (e.g., avatars) of themselves.

Models discussion response behavior and tone. Uses a conversational tone for responses that is inviting,
personal, friendly, and encouraging.

Uses humor sparingly and carefully; use emoticons to express jesting.

Invites and encourages students to use online office hours and/or to make appointments.

Adds a social forum for non-class related topics (e.g., coffee shop).

Pedagogical

Creates an ice breaker activity related to a course key objective or concept.

Communicates with students several times weekly to maintain a positive rapport.

Determines areas in which students need to improve and notifies students. Use student tracking to assist
your efforts.

Challenges the students by asking questions which apply to the readings and communicating high
expectations.

Technical

Provides detailed tutorial links and/or instructions on using the technology within the assignment information
to help the students feel comfortable with the technology.

Assists students in finding assistance with login/access difficulties.

Comments:




Assessing Online Facilitation Instrument

Throughout the course the instructor ...
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Completed

Managerial

Updates the online grade book promptly after assignment due dates.

Conducts course according to designated schedule with any deviations communicated in advance.

Enforces guidelines for learner behaviors such as netiquette and due dates.

Reminds students of upcoming deadlines.

Posts group rosters before group project begins.

Creates areas for group members to work on group projects. (e.g. LiveNet, Discussion areas)

Monitors login log in class in order to follow up with missing students.

Maintains privacy of student grades and feedback.

Continues updates to the Facilitation Activity Record.

Uses Learning Modules to present course materials and activities to optimize student learning and avoid
confusion.

Announces absences to students with guidance on what to do during absence.

Social

Organizes collaborative projects (small, large and dyads) to achieve strong social interaction.

Monitors discussions for respectfulness based on netiquette standards and GBC behavior policies.

Immediately contacts students with inappropriate posts for explanation and clarification.

Immediately makes disrespectful posts unavailable to the class at large.

Blocks disruptive students from class activity if behavior continues to conflict with GBC policy.

Uses announcements to keep class current and personal. Announcements may include holiday wishes and
real world social issues (e.g. Katrina) as well as course information.

Continues to maintain presence several times weekly in discussion forums.

Provides individual messages (email, postings, announcements) of encouragement.

Pedagogical

Provides supportive information to support course content.

Responds to student questions promptly--consistent with timeline for feedback stated in syllabus.
(Recommended: within 24 hours except weekends and holidays)

Provides practical suggestions to students to complete their work on time.

Detects and corrects misconceptions.

Summarizes discussions.

Assigns groups or creates a method for students to select groups before beginning group projects.

Provides feedback indicating areas in which the students have succeeded as well as areas that require
further development in a timely manner.

Creates transitions from one topic to the next to help students recognize time on task.

Communicates clearly, as measured by responses from students.

Respects and facilitates diverse talents and ways of learning.

Invites and encourages students to complete a peer review of individual and group projects.

Utilizes specific teaching/learning strategies which promote self-directed learning.

Focuses discussions on specific issues and uses discussion questions and problems to actively engage
students in the learning process.

Implements rubrics established in course design.

Uses illustrations and examples to clearly explain important concepts.

Provides helpful, constructive suggestions to students to complete assignments

Technical

Announces information related to interruptions of access to servers delivering course materials in advance
(when possible) or after (when necessary).

Makes reasonable accommodations due to technical difficulties beyond the students’ control consistent with
policies in the syllabus.

Models competency with course management system delivery tools and uses tools appropriately.

Uses other technologies for the course appropriately.

Consistently addresses universal accessibility.

Provides handouts in easy-to-use formats, providing details for successfully downloading if necessary.

Receives and responds to completed student assignments electronically.

Directs students to links and information on technical support (Help Desk, Web, Trouble Tickets)




Assessing Online Facilitation Instrument

During the last week, the instructor ...
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Completed

Managerial

Provides general information concerning the nature and format of the final assessment(s).

Alerts students on how long course materials will continue to be available after the end of class.

Informs on availability of, and encourages students to complete, the course evaluation.

Completes the Facilitation Activity Record.

Posts final grades promptly.

Social

Sends an email with a closing personal message to students.

Encourages students to share their class experience and say good bye in a closing forum.

Pedagogical

Provides feedback on final project and makes it available to students even after the class is over.

Technical

Lists technical aspects that worked well and those that need improvement. Forwards to, or discusses with,

technical support staff.

Comments:
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