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SECTION 1
GENERAL INFORMATION

MISSION STATEMENT

Piedmont Virginia Community College promotes student success through excellent
educational programs and services that are accessible and affordable.

The college is a comprehensive, public, associate degree-granting institution. As part of
the Virginia Community College System, Piedmont Virginia Community College serves
the City of Charlottesville and the counties of Albemarle, Buckingham, Fluvanna,
Greene, Louisa, and Nelson.

College transfer and workforce development are the core of the college’s mission.
Challenging coursework and a full range of support services are provided for students in
both college transfer and workforce development programs. The first two years of
baccalaureate study prepare students for success at four-year colleges and universities.
Workforce development programs prepare students for successful careers and promote
a skilled regional workforce by meeting the training and educational needs of
employers. Programs and services in developmental education, general education,
community service, and life-long learning support and enhance the mission core and
prepare students for success in life.

Approved by Chancellor Arnold R. Oliver
February 16, 2001




PURPOSE AND VALUES
Purpose

Piedmont Virginia Community College (PVCC) is a state supported two-year college
with the primary mission of meeting the educational needs of its students and the region
through excellence in teaching and leadership in community service.

Because of the college’s special responsibilities to its service area, PVCC has a
commitment to extend its resources and services throughout a region encompassing
the city of Charlottesville and the counties of Albemarle, Fluvanna, Greene, Louisa,
Nelson, and northern Buckingham.

The college maintains a continuing review of the effectiveness of its teaching and
related services. Through self-study, the college seeks to determine its appropriate size
and rate of development, the quality of its teaching and counseling, its impact on
students, and the value of its services and programs.

A comprehensive educational support services program is provided to facilitate the
human development of the college community. Through a variety of on-going programs,
opportunities are provided for individuals to identify and to develop realistic career,
educational, and personal objectives, and to eliminate obstacles to achievement of
these goals. College programs address the following areas:

Career/Technical Education

The occupational/technical education programs are designed to meet the increasing
demand for technicians, semiprofessional workers, and skilled craftsmen for
employment in industry, business, the professions, and government. The curricula are
planned primarily to provide workers for the region served by the college.

College Transfer Education

The university-parallel programs include freshman and sophomore courses in arts and
sciences and pre-professional education, and are designed for transfer into
baccalaureate degree programs at four-year colleges and universities.

Developmental Courses

Developmental courses prepare students who have not had the required course
prerequisites for admission to specific curricula and aid students in correcting
deficiencies in basic areas, such as English, reading, and mathematics.

General Education

General education encompasses the common knowledge, skills, and attitudes required
by each individual to be effective as a person, worker, consumer, and citizen.



Continuing Adult Education

These programs are offered to enable adults in the region to continue their learning.
Both credit and noncredit courses are offered during the day and evening hours.

Community Services

The facilities and personnel of the college are available for specialized services to
provide for the cultural and educational needs of the region served by the college. This
service includes non-classroom and noncredit programs, cultural events, workshops,
meetings, lectures, conferences, seminars, and special community projects designed to
provide needed cultural and educational opportunities for the citizens of the region.

Values Statement for PVCC

1.

2.

3.

PVCC values its unique place in higher education and the community it serves.
PVCC values its students—their diversity, their life’'s experiences, and their promise.
PVCC values its internal environment—

e the genuine care of its faculty and staff for each other,
¢ the trust and openness of its administrators,
¢ the collegiality and “civility” of its faculty, and

PVCC values its academic quality, both in terms of programs and course offerings
and delivery of programs and course offerings.

PVCC values its faculty; it values their commitment to teaching and to scholarship.

PVCC values its support services staff; it values their dedication and loyalty and their
technical competence and skill.

. PVCC values a classroom setting that is conducive on all accounts to effective

learning.

PVCC values a physical facility that responds to the changing needs of curriculum
and instruction.

MULTICULTURAL DIVERSITY STATEMENT FOR PVCC

Piedmont Virginia Community College values the multicultural diversity of its students,
faculty, and staff. We are committed to creating and nurturing a campus environment,
which both welcomes and empowers all individuals. We recognize cultural differences
of background, experience, and national origin, and we seek to promote a genuine



understanding of and appreciation for these differences. We seek as well to recognize
and promote the common bonds of humanity, which cross the boundaries of cultural
differences.

Adopted by PVCC Board, November 19, 1992

EQUAL EMPLOYMENT OPPORTUNITY / AFFIRMATIVE ACTION
POLICY

Piedmont Virginia Community College maintains and promotes equal employment and
educational opportunity in its educational programs and activities without regard to race,
color, sex or age (except where sex or age is a bona fide occupational qualification),
religion, handicap, national origin, sexual orientation, or other non-merit factors.
Inquiries concerning the affirmative action policy should be addressed to PVCC’s
human resources officer.

The current affirmative action plan is on reserve in the library, and all faculty members
are urged to read it. The plan consists of goals and objectives to achieve equal
employment opportunity and affirmative action for all faculty members, classified staff,
and students.

CONFLICT OF INTEREST

Per Virginia Law 8§ 2.2-3103(4), (5), officers or employees [i.e., PVCC employees] may
not accept any money, loan, gift, favor, or any other thing of value that could tend to
influence their work and the decisions that would influence them in the performance of
their official duties.

Per Virginia Law 8 2.2-3103(8), officers and employees [PVCC employees]
cannot accept a gift from a person having interests that will be substantially
affected by the performance of the officer’s or employee’s official duties where
the timing and the nature of the gift would cause a reasonable person to question
the impartiality of the officer or employee in the matter affecting the donor.
NOTE: The Conflict Act does not state a time period. You must examine the
timing of each gift on a case-by-case basis.

Per Virginia Law § 2.2-3103(9), officers and employees may not accept gifts from
sources on so frequent a basis that it would create the appearance of use of their public
offices for private gain. For example: An employee in the Attorney General’s office that
works on the selection of outside counsel (private law firms) may not routinely accept a
series of gifts, such as gift baskets or paid dinners, from a particular law firm that
creates an appearance that such employee’s selection process is influenced by the
gifts.



Click here for more information of Virginia Conflict of Interest laws.

http://leql.state.va.us/cqi-bin/legp504.exe?000+cod+TOC02020000031000000000000

ACADEMIC FREEDOM AND RESPONSIBILITY

Click here to view the VCCS policy regarding academic freedom and responsibility.

http://www.cvcc.vees.edu/SACS/files/academic freedom and responsibil.htm]

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

AVENUES FOR FACULTY REPRESENTATION

The Faculty Professional Association (FPA): This group meets monthly for discussions
on a wide range of topics germane to the improvement of the teaching/learning process
and the college environment.

Adjunct Faculty Council: The council’s purpose is to be a communication conduit
between PVCC administration and the over 200 adjuncts teaching at both the main
campus and regional sites. The council meets once a month as a group and periodically
with the vice president of instruction and student services. The council is composed of
seven representatives, serving for a term of one year: one from each division (Business
& Technologies; Humanities, Fine Arts & Social Sciences; Mathematics, Sciences &
Human Services), one from Workforce Services, and three at-large representatives.
Representatives will be selected in the adjunct faculty division meetings held during Fall
Planning Week each year.

College Senate: Piedmont Virginia Community College is committed to shared
governance, a formal partnership between the administration and the constituencies of
faculty, support staff, and students. The president holds ultimate responsibility for all
operations. The administration manages the college. The partnership with faculty, staff,
and students enriches and aids the management process. The mechanism for sharing
governance involves six college standing committees and the Senate, whose members
are representatives from each constituency. All college committee work takes place
under the purview of the six standing committees.

For the PVCC Senate Constitution and Bylaws, Click Here



http://leg1.state.va.us/cgi-bin/legp504.exe?000+cod+TOC02020000031000000000000
http://www.cvcc.vccs.edu/SACS/files/academic_freedom_and_responsibil.htm
http://www.pvcc.edu/docs/senate_by_laws.pdf

The six standing committees perform a dual function. One is to inform the administration
directly. On all matters under its specified purview, excepting policy and procedure,
each standing committee is charged by and reports to a specified administrator. This
partnership facilitates the ongoing management process. The other function of standing
committees involves policy and procedure. In this regard, each standing committee is
charged by and reports to the Senate. The Senate, as a legislative body of
representatives, is responsible for review of college policy and procedure, and for
making recommendations on such matters to the president or vice presidents. In so
doing, the Senate serves as the official voice of the college.

Membership of the Senate is as follows:

3 faculty (1 from each division)

1 representative from Workforce Services

1 faculty from counselors and librarians together

1 at-large faculty (who may be fulltime or adjunct)

1 administrator (who is not member of President’s Staff)
1 representative from President’s Executive Staff

3 support staff (who may be fulltime or part -time)

3 students (who may be fulltime or part-time)

6 standing committee representatives (four of which must be teaching faculty)
Administrative Services

Curriculum and Instruction (teaching faculty)
Personnel and Benefits

Student Services (teaching faculty)

Planning and Budgeting (teaching faculty)
Information Technology (teaching faculty)

~oooow

Elections are made no later than April of each year, and terms are staggered. A term
begins July 1 and ends June 30. More detailed information is available in the Senate
Constitution and Bylaws document, which can be found in the College Senate website
below.

Click here for the PVCC College Senate Website



http://www.pvcc.edu/faculty_staff/college_senate_committees.php

SECTION 2
COLLEGE ORGANIZATION

ORGANIZATIONAL CHARTS

To view PVCC organizational charts, please click here, for (1) President’s Staff
Leadership Team; (2) Institutional Advancement and Development; (3) Institutional
Research, Planning, and Institutional Effectiveness; (4) Information Technology; (5)
Vice President for Finance and Administrative Services; (6) Human Resources; (7)
Facilities; (8) Vice President for Instruction and Student Services; (9) Student Services;
(10) Library Services; (11) Instructional Technology Design; (12) Division of Workforce
Services; (13) Division of Business Technologies; (14) Division of Humanities, Fine Arts
and Social Sciences; and (15) Division of Math, Science and Human Services.



http://www.pvcc.edu/docs/organizational_charts.pdf

SECTION 3
TEACHING AT PVCC

GUIDELINES FOR SELECTION OF TEXTBOOKS

In an effort to minimize the cost of textbooks while maintaining the quality of education
and academic freedom, and in compliance with § 23-4.3:1 of the Code of Virginia
amended in 2006, the following are guidelines for selection of textbooks:

1.

Those faculty textbook adoptions are made with sufficient lead time to the
Bookstore so as to confirm availability of the requested materials and, where
possible, ensure maximum availability of used textbooks. (The Bookstore
requires textbook list by April 15 for fall semester, October 15 for spring
semester, and March 15 for the summer session).

That in the textbook adoption process, the intent to use all items ordered,
particularly each individual item sold as part of a bundled package, is
confirmed by the faculty member before the adoption is finalized. If the faculty
member does not intend to use each item in the bundled package, he/she
shall notify the bookstore, and the bookstore shall order the individualized
items when their procurement is cost effective for both institutions and
students and such items are made available by the publisher.

That faculty members affirmatively acknowledge the bookstore’s quoted retail
price of textbooks selected for use in each course.

Those faculty members are encouraged to limit their use of new edition
textbooks when previous editions do not significantly differ in a substantive
way as determined by the appropriate faculty member and are available.

Full-time faculty are responsible for selecting textbooks for courses in their area. In
disciplines where there is no full-time faculty member, the division dean will consult
with the adjunct faculty.




COURSE AND CLASSROOM MANAGEMENT

Room Assignment

Instructional administrators make room assignments. Faculty are not authorized to
change room assignments without approval of the appropriate instructional
administrator.

Checklist for Classroom Management

One week before classes begin:

1. Contact your division administrative assistant if you need assistance with word
processing or duplicating.

2. Check the location of your class and obtain push-button lock combination for
classrooms. This combination changes every semester — fall, spring and summer.

3. Give your current phone number, home address and office hours to your division
administrative assistant.

4. Give your course syllabus to the division office (due no later than the first week of
class).

5. Instructor textbooks and ancillary materials are generally provided through the
division office. Contact the division administrative assistant to inquire about these.

6. Submit supply requests to your division administrative assistant. Be sure to allow
time for shipment when you order your supplies. Contact your division office for
assistance with special orders.

First week of classes:

1. Hand out course syllabus to students at first class meeting.
2. Check mailbox and your PVCC email account for important notices.

3. Download your roster from People Soft (student SIS system) and take to first class
meeting.

Class Roster/Attendance

It is essential that you take attendance every time your class meets to assure that every
student attending is on the roster.



To be in compliance with Federal guidelines governing Title IV funds (Pell grants),
colleges must determine a student’s enrollment in classes to establish eligibility for Title
IV funds. Therefore, there are significant implications for students and the college if
these procedures are not followed and a faculty member cannot document class
attendance. Therefore, noncompliance to properly maintain attendance records
will necessarily result in disciplinary action. Faculty members will receive a
warning on an initial offense; a second offense will be reported on the faculty
member’s evaluation.

4. Be sure class roster is correct.

IT IS ESSENTIAL THAT FACULTY TAKE ATTENDANCE EVERY TIME A CLASS
MEETS TO ASSURE THAT EVERY STUDENT ATTENDING IS ON THE ROSTER.
Faculty will need to download a new roster before each class meeting to make sure
they are working with the most current information. It is important from many
perspectives to assure that every student attending is enrolled. Blackboard does not
provide accurate up-to-date enrollment data.

IF A STUDENT IS ATTENDING AND NOT ON THE ROSTER:

e Allow the student to remain in the class (for that meeting only) and give him/her the
memo. (This memo can be located on Blackboard main page).

e Tell the student he/she must register for the course and pay before the next class
meeting. If the student says they did register and pay, the student should go to the
Welcome Center before the next class meeting to resolve why he/she is not on your
roster.

e |If the student attends subsequent classes and is not on the roster, do not allow
him/her to remain in the class.

IF YOUR COURSE IF FULL, but you believe there is room for an additional student in
the class, send the student to the appropriate dean for approval. Only a dean can
approve and make the override. Do not send the student to the Welcome Center.

IF A STUDENT IS NOT ATTENDING AND IS ON THE ROSTER:

The first week of classes is late registration week. Record all student absences and
wait until the second week of classes to see if the student shows up. See week two
directions for follow-up on non-attending students.

4. All classrooms are “Smart Classrooms” (AKA electronic classrooms) have a
computer, ELMO, data projector, VCR, and Internet connectivity. Requests for all
other AV equipment, media, and services are to be made directly to the Media
Services. Please contact the Center for Excellence in Instruction for instruction on
the use of this equipment prior to using it.

5. Enjoy your class!
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Second week of classes:

1. Be sure class roster is correct.

The second week of classes is beyond the registration period. Student requests to
add a class during the second week will need the approval of the appropriate dean.
Approval will be at the dean’s discretion and will usually require that the college
made an error on the student’s registration. Student error will not be justification for a
late adds.

ADMINISTRATIVE WITHDRAWAL OF STUDENTS/ROSTER CLEAN UP:

After late registration, no student may add into your class and all students attending
your class must be on the roster. VCCS policy states that no student may be added to
a class after 15% of class meeting time has been reached.

There are two circumstances for which faculty initiate an administrative withdrawal.

a. Administrative withdrawal the second week of classes for the purpose of roster
cleanup is REQUIRED. Distance education students who have not made contact
with you by this time must be, according to VCCS policy, withdrawn.

To administratively withdraw (drop) a student who is NOT ATTENDING AND IS ON
YOUR ROSTER, complete an Administrative Drop form. Please note the student’s
name, empl id, class number, and your signature are required to process this form.
You may obtain an Administrative Drop form during normal business hours from the
Welcome Center, your division office, your off-campus regional representative, or on
Forms Central on PVCC’s Web site under Faculty and Staff. You must submit the
form to the Welcome Center by the “drop with refund” date for the course. You will
not have any additional days to submit this paperwork.

b. Administrative withdrawal after the add/drop period of a course through 60% of the
course is ELECTIVE.

It is the student’s responsibility to drop a course after the add/drop period of a
course through 60% of the course. Administratively withdrawing a student after the
add/drop period is at the discretion of the faculty member. However, the faculty must
record all absences for the entire semester. Your syllabus must clearly state
whether or not you will administratively withdraw students who fail to attend
class beyond your stated attendance requirements.

If the student is still on your roster after the withdrawal date and is not attending
class a grade of “F” must be assigned at the end of the semester. The only
exception is a mitigating circumstance. In that event, you must still award a grade of
“F”, but must also follow the procedures outlined for mitigating circumstances which
includes obtaining the division dean’s approval and turn the form in to the Welcome

15


http://www.pvcc.edu/docs/administrative_drop_form.pdf

Center at the time grades are to be submitted for the semester. The registrar will
make the grade change from “F” to “W”.

2. Continue to check mailbox and email.

Third week of classes:

1. Be sure class roster is correct.

2. Continue to check mailbox and email.

Weeks 12-14:

Course evaluations are conducted beginning in week 12. As of fall 2008 student
evaluation of courses will be conducted electronically. This process will be managed by
the eLearning Specialist in the Center for Excellence in Instruction (CEI) in collaboration
with the division deans. Both full-time and adjunct faculty are strongly advised to
remind students of our desire for constructive feedback and encourage them to
complete the online evaluations. Students will also receive reminder emails to complete
evaluations they have yet to do.

Exam week:

1. All courses must have a final exam or some form of an appropriate common
(between course sections) evaluation of the student learning outcomes listed on
the course syllabus. An end of course evaluative experience is required in each
course and must be given during the designated exam time. These exams are
kept on file by the appropriate dean. A copy of final evaluative
experience/instrument must be submitted to the dean each semester.

The exam schedule can be found online at
http://www.pvcc.edu/exam_schedule.php. Classes meeting on an irregular
schedule will need to discuss with the appropriate dean when their exam will be
given.

Only the appropriate division dean may give permission for exceptions.


http://www.pvcc.edu/exam_schedule.php

2. Be sure grade report has been completed by the date indicated on the Academic
calendar. (http://www.pvcc.edu/academic_calendar.php). THIS DEADLINE
MUST BE CLOSELY OBSERVED. Grades are posted in PeopleSoft.
Assistance with this process is available in the CEl, at the help desk and in the
division offices.

3. Turn in one copy of final examination to the division office.

ACADEMIC RESOURCES

Administrative Assistant Support

Limited administrative assistant support for faculty members is available through the
appropriate division office. Projects should be pre-approved by the division dean and
ample time must be allowed for your project to be completed. Availability of
administrative assistant support varies between divisions; please check with your
respective division dean.

Employee Lounge

A lounge is available for all employees in room 214 in the main building. A microwave
and refrigerator are provided for employee use.

Mailboxes and Mail Procedures

Mailboxes are located in room 214 in the main building. These boxes are used for
messages, materials, and important college announcements. Students should be asked
to leave messages, class papers, tests, etc. with the Learning Center staff rather than
use the faculty mailbox for this purpose. Outgoing college-related mail should be placed
in the “out” box located in each division.

Offices, Location (for Adjunct Faculty)

Adjunct office space is available on a first-come, first-served basis at the following
locations:

The loft in the Main Building, located upstairs directly over the security office in the
main hallway. The loft houses desks, computers, a printer and several filing cabinets.
Students may only be in the loft when they are working with faculty members. This area
is secured by a combination lock, which is changed each semester. To find out the
current combination, please check with your division office.

Room 231 in the Dickinson Building, which houses desks, computers, a printer and
several filing cabinets.



Professional Development

Faculty members are encouraged to participate in the college’s professional
development activities. These activities include professional development workshops
held during the college’s fall and spring planning weeks as well as numerous sessions
on a variety of subjects held throughout the academic year. The Center for Excellence
in Instruction is responsible for providing on-campus professional development. Limited
funding is available for in-state and out-of-state conferences/seminars/workshops.
Contact your division dean to access available funds.

ACADEMIC POLICIES

Absence from Class (Faculty)

If a faculty member must be absent because of illness or emergency, the respective
division office must be notified prior to the scheduled class session. The faculty member
is responsible for class coverage or make-up. The appropriate dean must approve
arrangements for class coverage in advance.

When instructors cannot meet a class, they must inform the appropriate division dean.
The decision to use a substitute instructor for an absent faculty member is made by the
division dean. The fulltime or adjunct faculty generally cover short absences. In any
case, faculty members must have a written plan for instruction and must arrange their
files and records so that the division dean can gain access in the event of emergency
absence. The college does not compensate substitute instructors

Absence from Class (Student)

The policy on attendance and make-up examinations is the prerogative of each faculty
member. As a guideline, excessive absence is defined as greater than 20 percent
absence in any course. A statement of the instructor’s attendance policy must be
provided to students during the first class meeting via the course syllabus.

See Checklist for Classroom Management section above for details on reporting student
absences and maintaining accurate rosters.

Academic Calendar

Click here for the PVCC Academic Calendar

Children on Campus

PVCC cannot be responsible for the safety and welfare of unsupervised minors.
Therefore, children must not be left unattended while parents are working or attending
classes at the college. Small children may not accompany students into classrooms.


http://www.pvcc.edu/academic_calendar.php

Class Rosters

Faculty are able to print a roster at any time from PeopleSoft.

See Checklist for Classroom Management section above for details on reporting student
absences and maintaining accurate rosters.

Copyright Law

Faculty are responsible for being familiar and complying with copyright laws. Copyright
laws are posted in the Copy Center and information may be obtained from the Library
Director. Click here for PVCC’s copyright policy.

Course Development

Click here for Section 5.2 of the VCCS Policy Manual for information on the procedures
for new courses development (starting on page 5-12). The VCCS guideline must be
followed when developing new courses. All new courses must be approved by the
college Curriculum and Instruction Committee and the President’s Staff prior to being
sent to the VCCS’s Dean’s Course Review Committee for approval. Additional
information is available from your division dean and at
http://www.vccs.edu/Academics/tabid/155/Default.aspx.

Traditional Face-to-Face Courses

Course development is consider the “work of full-time faculty”. However under certain
circumstance full-time faculty may receive additional compensation for course
development (i.e., when done during the summer months). Adjunct faculty will be
compensated for course development. Payment for course development will be
processed upon completion of project.

Online (Web-Based) and Hybrid Courses

GUIDELINES FOR ONLINE and HYBRID COURSE DEVELOPMENT

Purpose
e Quantifiable measure which will allow faculty to demonstrate their competency to
teach online.
e Provide professional development that enhances a high level of quality in faculty
preparation and delivery of course content.
e Ensure comparable student outcomes regardless of instructional mode of
delivery


http://www.pvcc.edu/docs/Copyright.pdf
http://www.vccs.edu/Portals/0/ContentAreas/PolicyManual/Sectn5.pdf
http://www.vccs.edu/Academics/tabid/155/Default.aspx

Definition of an Online Course

Online courses are those in which instruction occurs via the Internet asynchronously,
when student and instructor are not in the same place.

Definition of a Hybrid Course

A hybrid course blends online instruction with traditional face-to-face instruction. This
does not reduce the amount of content learned in the classroom; however, it does
reduce the amount of time spent in the classroom by offering a combination of distance
learning with traditional instruction. Distance learning can be delivered in various
formats including: a) online instruction b) synchronous (real-time) or asynchronous (self-
paced) learning through web conferencing software, and c) video streaming (interactive
audio/video). Students must have access to the Internet and be proficient in the use of
the World Wide Web.

Online and Hybrid Course Development Process

1. The Coordinator for the Center for Excellence in Instruction will meet with the
V.P. for Instruction and Student Services (VPISS) as well as the Academic
Deans to determine which courses to develop online or as a hybrid. This will be
done annually, or more often, depending upon students and college needs.
Course requirements for degree and certificate programs help inform course
choice in the identification process.

2. Faculty member interested in developing an online or hybrid course must contact
their Academic Dean for approval. In addition, Academic Deans may recruit
faculty to develop a course.

3. A contract for course development is created by the Coordinator of the CEI. This
contract is signed by the faculty member and division dean. For specifics on the
intellectual property rights policy please consult the VCCS Policy Manual,
Section 12, and Intellectual Property.

4. Course development is consider the “work of full-time faculty”. However under
certain circumstance full-time faculty may receive additional compensation for
course development (i.e., when done during the summer months). Upon prior
approval by the division dean and VPISS, adjunct faculty may be compensated
for course development. Payment for course development will be processed
upon completion of project.

5. In order to ensure PVCC standards of quality, instructors developing an online or
hybrid course must successfully complete the VCCS Teaching Online Project
(TOP) distance education certification course or demonstrate that they meet the
PVCC Quality Assurance in Online Learning competencies through attendance
of a similar course at another institution. (Click here for description of VCCS TOP
distance education certification course.)

6. Upon completion of course development, the instructor will meet with the
Academic Dean and Coordinator of the CEI to review course and complete




PVCC Quality Assurance in Online Learning rubric. (Click here for copy of

rubric.)

7. Faculty who develop new courses are required to teach the newly developed
course the first time it is offered in the academic schedule.

The online and hybrid course instructor is expected to:

e Use the VCCS Enterprise Blackboard course management system
(http://learn.vccs.edu). Coordinate with the Coordinator of the CEl, to register for
the VCCS TOP distance education certification course or arrange to
demonstrate with the Academic Dean that they meet the PVCC Quality
Assurance in Online Learning rubric.

e Use the PVCC email address in Blackboard for all course communication.

e Maintain no longer than 48-hour turn-around response time to student course
emails, discussion board posting, student queries, etc. excluding weekends,
holidays, or by previously posted announcement by instructor regarding
unavailability.

e Administer at least TWO (2) proctored learning activities/semester.

e Use the agreed upon course common assessment tool taught in a face-to-
face mode in order to ensure comparability of outcomes.

The online and hybrid course student is expected to:

e Complete the Blackboard & Distance Learning online orientation before the
start of class http://www.pvcc.edu/center_for_excellence/orientation/

e Use the VCC Gmail address in Blackboard for all course communication.

e Make initial contact, according the syllabus in the course within 7 days of the
beginning of the course

e Adhere to course attendance policies and syllabus.

Attendance Policies for an Online Course

Attendance in an online course can be difficult to determine. However, the instructor
should clearly outline an attendance policy for each online course and how attendance
will be determined. The student is responsible for making INITIAL CONTACT in the
course. If a student has not completed any work or made contact with the instructor
after the first week of class, the instructor should attempt to contact the student. If the
instructor is unable to make contact, and/or if the student does not respond, the
instructor must withdraw the student from the course at the 15% date of the course
(add/drop date for the course). This date can be found on the semester calendar. If you
are teaching a course that does not follow the traditional semester schedule, contact
your Academic division Dean or administrative assistant for this date. (Click here for
the VCCS policy, see section 5.6.0.)
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Incomplete Course Grades

In order to receive a grade of Incomplete (I) the student must complete at least 75% of
the course work.

Proctored Learning Activity Policy

At least two proctored learning activities will be administered each term. The activities
may be online or paper-based. The proctored activities should be administered in the
PVCC Learning Center or by an approved proctor (please see below). To set up a
proctored learning activity, contact the Learning Center testing coordinator. (Click here
for Learning Center contact information.)

Learning Activity Proctors

Students are expected to come to the PVCC Learning Center to take at least two
learning activities /course. If a student lives outside of the PVCC service region (the city
of Charlottesville, and the counties of Albemarle, Fluvanna, Greene, Louisa, Nelson,
and northern Buckingham County) the student is responsible for identifying a qualified
proctor. We recommend they use the Learning Center at the nearest VCCS College. If
they live out-of-state then we suggest they find an educational institution (e.g.,
community college) or someone in academia to act as their proctor. After locating a
suitable proctor, the student must contact the Learning Center’s testing coordinator with
the proctor’s name, title, institution, and contact information. Learning activity
information would then be sent (electronically or USPS) to the proctor electronically. If a
paper copy is required, the student is responsible for providing the instructor with a
sufficient number of postage paid envelopes (for overnight or two-day delivery) to
accommodate both resending and return of the proctored materials.

Online and Hybrid Certification Program for Faculty

The number of online and hybrid course offerings are increasing significantly each year.
In order to support the design and delivery of online and hybrid courses, PVCC needs to
provide training, support, and resources for our full-time and adjunct faculty.
Additionally, in order to meet the Best Practices for Electronically Offered Degree and
Certificate Programs guidelines published by SACS, faculty who teach distance or
hybrid courses should know best practices in the design, development, and teaching of
an online class to ensure that quality learning and teaching is maintained. PVCC
Faculty Online is a program developed to accomplish these goals. This program is
designed to provide faculty who teach online and hybrid courses with a rubric so that
they can evaluate their online or hybrid course. The rubric will be submitted to the
Academic Dean and filed with the course syllabus.


http://www.pvcc.edu/learning_resources/contact_us.php
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The program is designed to provide current pedagogy and instructional technology
pertaining to best distance learning and teaching practices for our faculty. The program
will consist of:

1. Completion of Introduction to Blackboard workshop (PVCC'’s current course
management system). This is a two-hour workshop conducted by in the Center for
Excellence in Instruction.

2. Completion of the 3-credit VCCS TOP Distance Education Certification Course
taught by trained faculty or the Coordinator for the Center for Excellence in
Instruction. TOP instructors must have a Master degree or higher in Education and
have successfully completed TOP. Upon completion of the VCCS TOP Distance
Education Certification Course, each faculty will meet the PVCC Quality Assurance
in Online Learning competencies.

Upon completion of the Online and Hybrid Certification Program, faculty who are
interested in teaching or developing an online or hybrid course will complete the PVCC
Quality Assurance in Online Learning rubric and submit it to the Academic Dean upon
completion of the course.

For specifics on the intellectual property rights policy please consult the VCCS Policy
Manual, Section 12, Intellectual Property.

Faculty are required to teach the newly developed course the first time it is offered in
the academic schedule.

Course Evaluation

See faculty evaluation manual for full-time, adjunct and course evaluation documents.

Course Outline and/or Syllabus

Each course must have a syllabus. Because quality education is a goal of PVCC,
course syllabi are updated annually to maintain content currency in course offerings. All
faculty members are to provide their students with a course syllabus during the first
class meeting. A syllabus for each course taught by a faculty member must be given to
the appropriate division dean at least one week prior to the start of classes. A current
file of all course syllabi is kept in the office of the respective division dean. A syllabus
template with all required items has been created and can be found in Blackboard in
several locations: (1) in semester updates found under “My Organizations” in PVCC
Faculty Forum, (2) in Faculty Notices on Blackboard’s homepage, and (3) in the Faculty
Online Orientation under Resources & Training.


http://myfuture.vccs.edu/Portals/0/ContentAreas/PolicyManual/sec12.pdf
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Disabilities and/or Special Needs

Piedmont Virginia Community College must provide reasonable accommodations to
students with disabilities in compliance with the Americans with Disabilities Act of 1990
and Section 504 of the Rehabilitation Act of 1973.

Students needing accommodations will identify themselves to you and provide you with
an accommodation letter early in the semester. Accommodations are designed to level
the playing field for students with disabilities and allow equal access to educational
opportunities. Accommodations do not require that you alter the fundamentals of the
course or pass a student with a disability who has not demonstrated the
knowledge/competencies needed. Faculty may not make any accommodation unless
prescribed by the disability services counselor.

Tips for Teaching Students with Disabilities

1. Include a statement in your syllabus every semester instructing students to
inform you of any special needs as soon as possible to ensure that
accommodations are met in a timely fashion. Sample wording: If you are a
student with a disability who needs classroom accommodations, you are
required to meet first with PVCC’s Disability Services Counselor to request
accommodations. For an appointment, e-mail the Disability Services
Counselor at shannifan@pvcc.edu, stop by room 132 or call 434.961.5281.
To receive academic accommodations for this class, please obtain the proper
forms from the Disability Services Counselor and then meet with me at the
beginning of the semester.

2. To avoid potential lawsuits, do not honor accommodations requested directly
by students who have not obtained the proper documentation from the
Disability Services Office. Following this procedure will encourage desirable
behaviors that will be expected of students when they transfer to a four-year
college or begin employment and require accommodations for school or work.

3. Regard all disability related discussions with confidentiality.

4. Select a textbook that is available in electronic format.

5. Instruction provided in an array of approaches will reach more students than
instruction that relies on one method.

6. When in doubt about how to assist, ask the student directly. He/She is the
expert about the disability.

7. The Disability Services Counselor is available for consultation.



Tips for Working with a Sign Language Interpreter When you Have a Deaf Student in
Class

e Remember the interpreter’s role is to facilitate communication. It is inappropriate to
address the interpreter directly.

e Maintain eye contact with the person who is deaf, not the interpreter.

e Allow the interpreter to be