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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 
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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. 
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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. PVCC values its unique place in higher education and the community it serves.  

  
2. PVCC values its students—their diversity, their life’s experiences, and their promise. 

 
3. PVCC values its internal environment— 
 

 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 
 

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

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

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

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

8. 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 
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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 § 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 § 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.  
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Click here for more information of Virginia Conflict of Interest laws. 

http://leg1.state.va.us/cgi-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.vccs.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
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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) 
 a. Administrative Services 
 b. Curriculum and Instruction (teaching faculty) 
 c. Personnel and Benefits 
 d. Student Services (teaching faculty) 
 e. Planning and Budgeting (teaching faculty) 
 f. Information Technology (teaching faculty)  
 
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
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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
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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). 
 

2. 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. 
 

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

4. 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. 
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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.  
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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: 

 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). 

 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. 

 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 

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


16 
 

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
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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 CEI, 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.  
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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


19 
 

 
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 

 Quantifiable measure which will allow faculty  to demonstrate their competency to 
teach online.  

 Provide professional development that enhances a high level of quality in faculty 
preparation and delivery of course content. 

 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
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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 
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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: 
 

 Use the VCCS Enterprise Blackboard course management system 
(http://learn.vccs.edu).  Coordinate with the Coordinator of the CEI, 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.  

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

 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. 

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

 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: 
 

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

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

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

 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.) 
 
 
 

http://www.pvcc.edu/docs/Quality_Assurance_Online_Learning.pdf
http://www.pvcc.edu/docs/Quality_Assurance_Online_Learning.pdf
http://learn.vccs.edu/
http://www.pvcc.edu/center_for_excellence/orientation/
http://www.vccs.edu/Portals/0/ContentAreas/PolicyManual/Sectn5.pdf
http://www.vccs.edu/Portals/0/ContentAreas/PolicyManual/Sectn5.pdf
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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
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
http://myfuture.vccs.edu/Portals/0/ContentAreas/PolicyManual/sec12.pdf


24 
 

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

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

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

 Allow the interpreter to be positioned near you. This will allow the person who is deaf 
to watch the interpreter and your expressions. 
  

 The interpreter usually sits or stands to the side and a little behind the 
speaker. Constant moving around while speaking may cause the student and 
interpreter to become confused or distracted.  
 

 The interpreter is bound by a Code of Ethics, which requires all communication be 
interpreted, whether it be signed or spoken. This includes any phone calls or 
comments you make in the presence of a person who is deaf. It is inappropriate for 
you to request that the interpreter keep anything from the person who is deaf.  
 

 Provide the interpreter with a copy of any reading material, including outlines, notes, 
lists of new technical terms, and printed transcripts of audio and audio-visual 
material. Interpreters must review material in advance to be effective.  
 

 If the lights are dimmed (such as during a video or slide presentation), make sure 
there is enough light to illuminate the interpreter. 
 

 Interpreters work a few words behind the speaker, and should be allowed sufficient 
time to finish the speaker’s sentences. Speak in normal tones using complete 
sentences and speak clearly. 
 

 When changing topics or speakers, allow for a brief pause to give the interpreter 
time to finish before the next topic or speaker begins. 

Frequently Asked Questions 
 
What is a disability? 
The Americans with Disabilities Act defines a person with a disability as an individual 
who has a physical or mental limitation that ―substantially limits one or more major life 
activities‖. Major life activities include reading, learning, writing, performing calculations, 
walking, seeing, hearing and speaking.  An eligible student must provide current 
comprehensive documentation of a disability that requires accommodation. 
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I just received an accommodation letter from a student. What do I do? 
Students are encouraged to meet with faculty members individually to discuss 
accommodations. The purpose of this meeting is for faculty members to become 
acquainted with the student and his/her needs and to work out the details regarding the 
provision of accommodations.  Any questions regarding how to implement the 
accommodations or any concerns you may have about the appropriateness of certain 
accommodation requests should be directed to the Disability Services Counselor. 
 
During my meeting, the student explained that he/she has “test anxiety” and has 
difficulties concentrating.  Don’t all students struggle with these issues? 
The difficulties you mentioned may be experienced by many students, but they typically 
do not rise to the level of a disabling condition. All students who receive accommoda-
tions through the Disability Services Office have had their documentation reviewed to 
ensure that they have a significant limitation and that the accommodations are 
appropriate. 
 
I have a student in my class who I believe has a disability. How do I refer the 
student to the Disability Services Counselor without making it uncomfortable for 
the student? 
This can be a sensitive subject to discuss with a student. For students who continue to 
struggle despite what appears to be their best effort, you may want to refer them initially 
to determine whether or not their study habits or time management skills are 
appropriate. It is not advisable to say to a student, ―I think you have a disability and 
need some help.‖ A better approach is to be supportive and just inform the student of 
the resources on campus, including disability services. 
 
Disturbance 
 
The continued presence of any student whose behavior in any way adversely affects 
the class is not permitted. The responsibility for classroom discipline rests with the 
faculty member. Faculty members are encouraged to ask for guidance from the 
appropriate dean if unusual classroom situations occur. 
 
Every effort should be made to resolve classroom disruptions through informal methods, 
such as individual conferences and/or written communication. Consult Mary Lee Walsh, 
Dean of Student Services, for assistance in handling student conduct issues. Contact 
Security at 981-6362 for any situation that threatens the safety of students or faculty. 
 
Eating and Drinking in Classrooms 
 
Each instructor has the prerogative to decide whether food and beverages will be 
allowed in on-campus classrooms. Food and beverages will not be permitted, however, 
in laboratories and classrooms with specialized equipment. 
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Examinations 
 
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 on the PVCC Web site by selecting ―Calendar,‖ then ―View Exam Schedule‖. 
Classes meeting on an irregular schedule will need to discuss with the appropriate dean 
when their exam will be given.  
 
Field Trips and Student Activity Trips 
 
Faculty must contact the appropriate dean to arrange for off-campus field trips and 
student activities. Field trip release (Risk Form) is available through division offices or 
on the college website. 
 
Forms  
 
Additional forms required to complete college business can be obtained in the division 
office or on the college web. (Click here for forms on college website.) 
 
Grades 
 
See Section 4 of this manual for explanation of grades, grade change procedures, and 
grade appeal policy. 
 
Guest Speakers 
 
Faculty members may obtain guest speakers at their own discretion and cost. However, 
use of these speakers must not comprise the majority of classes. Decisions on the 
invitation of guest speakers must be coordinated through the respective dean. The 
college does not provide compensation for guest speakers. 
 
Office Hours 
 
Adjunct faculty members are required to be available to students at least one hour per 
week for each course taught. This time may be scheduled before or after the normal 
class hours or by mutual agreement with the students. Office hours must be announced 
to the class via the course syllabus and be on record with the division dean. Adjunct 
faculty members are encouraged to use the adjunct office in the loft in the Main Building 
or the adjunct office in the Dickinson Building (Room 231).  

http://www.pvcc.edu/exam_schedule.php
http://www.pvcc.edu/docs/field_trip_assumption_of_risk_form.pdf
http://www.pvcc.edu/faculty_staff/forms_central.php
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The vice president for instruction and student services may approve an exception to the 
office hours’ requirement due to distance learning, off-campus assignments, or use of 
technology to serve students. 

 
Fulltime faculty members are required to hold a minimum of 10 office hours per week 
for working with students. Within the first week of each term, these office hours shall be 
posted on the faculty member's office door or adjoining office window and shall be 
recorded in the office of the appropriate division dean. In the last week of class before 
exams each term, faculty members shall post their exam schedules and the hours they 
are available to see students during the exam period. For faculty members whose 
number of contact hours exceeds 20, special provisions may be made subject to the 
approval of the dean of instruction and student services for the concurrent scheduling of 
laboratory and office hours. 
 
The vice president for instruction and student services may approve an exception to the 
office hours’ requirement due to distance learning, off-campus assignments, or use of 
technology to serve students. 
 
Privacy Rights of Students (FERPA) 
 
Faculty may not post grades on office doors, outside of classrooms, or other public 
areas.  Faculty should  use the Blackboard course management system to post course 
quiz, test grades, and final course grades. This will allow students to see their individual 
course progress throughout the semester. PeopleSoft will provide students access to 
their official end of course grade. 
 
Graded papers should not be returned to students in a manner in which other students 
can see the grades. Grades must not be given out to anyone other than the student. 
Contact the dean of student services, registrar, or vice president for instruction and 
student services if you have any questions regarding students’ privacy rights. 
 
The VCCS Policy Manual, Section 6.2.7, Privacy of Education Records (SB) states: 
(http://www.vccs.edu/Portals/0/ContentAreas/PolicyManual/Sec6.pdf, page 6.6) 

http://www.vccs.edu/Portals/0/ContentAreas/PolicyManual/Sec6.pdf
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Each institution shall establish and publish information release policies that respect the 
rights of individual privacy, and the confidentiality of records, and the best interests of 
the student and institution. As provided by the Family Educational Rights and Privacy 
Act (FERPA), colleges may disclose the following VCCS directory information items 
without the student’s prior consent: 
 
1. Student’s Name 
2. Participation in officially recognized activities and sports 
3. Address 
4. Telephone Listing 
5. Weight and height of members of athletic teams 
6. Electronic mail address 
7. Degrees, honors, and awards received 
8. Major field of study 
9. Dates of attendance 
10. Grade level 
11. The most recent educational agency or institution attended 
12. Number of credit hours enrolled 
 
Students must provide official notification to the office of the college’s registrar to 
prevent the disclosure of directory information. Students may restrict disclosure of this 
information by editing their personal information in PeopleSoft  or submit written 
notification to the registrar to prevent the disclosure of directory information.  
 
Publicity 
 
All news releases concerning the college or events are made through the office of the 
coordinator of marketing and media relations, and no individual member of the faculty, 
administration, or staff is to issue press releases except through this office. 
 
Purchase of Additional Educational Supplies 
 
Often students must purchase educational supplies (beyond textbooks) for a course. 
For example, film, computer disks, calculator, paints, clay or stethoscope. Instructors 
must provide students with a list of supplies needed at the beginning of a course. While 
instructors may provide information to students about where supplies may be 
purchased, they may not favor or promote one business over another, including a 
business they own, operate or by whom they are employed. Instructors may not compel 
a student to purchase supplies from a specific business; students are free to make their 
own decision as to which businesses they will patronize.  
 
Professor Emeritus Policy 
 

Click here to read PVCC Professor Emeritus Policy 
 

http://www.pvcc.edu/docs/professor_emeritus_policy.pdf
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Retired Faculty Policy 
 

Click here to read PVCC Retired Faculty Policy 
 
Teaching Off Campus 
 
To meet student learning needs throughout the PVCC service area, the college often 
holds classes off campus. 
 
Instructors should work closely with their respective division administrative assistant on 
matters such as mail delivery, grades, rosters, and use of media equipment. 
Suggestions for courses or programs should be directed to the site coordinator or 
appropriate dean. 
 
Classrooms 
 
Smoking  is prohibited in all classrooms at off-campus sites. Instructors must make 
certain that the classroom and any other space utilized is left exactly as found. 
 
Emergency Procedures 
 
Instructors must follow all emergency procedures at the off campus site. This includes 
following procedures for fire drills, vacating the building for any reason, or any other 
emergency. 
 
Delivery of Mail 
 
Faculty need to collect mail from their on-campus mailboxes. The off-site coordinator for 
classes held at Charlottesville High School (CHS) does pick up mail from PVCC to be 
delivered to CHS on a weekly basis. 
 
Equipment Use 
 
There is an audiovisual staff person available at the One-Stop Center to coordinate all 
equipment matters. Audiovisual use at other off campus sites must be coordinated in 
advance with the regional site coordinated located in the Division of Workforce 
Services. 
 
Inclement Weather 
 
If PVCC classes are canceled for inclement weather, off campus site classes are 
canceled. Classes held at regional sites in Buckingham, Fluvanna, Greene, Louisa and 
Nelson Counties will be canceled for inclement weather if the local school system where 
the course is held is closed. 
 

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


31 
 

Points of Contact 
 
If the building or classroom is locked, instructors should contact the evening security 
guard on campus. This individual will contact the regional site coordinator to arrange for 
assistance.  
 
Student Support Services 
 
Faculty should refer students who wish academic, career, or personal counseling; job 
planning services; or assessment of academic skills (reading, writing, and math) to the 
counseling office (Room 132). Students needing financial aid or veterans’ benefits 
should be referred to the financial aid office (Room 125). Students interested in 
workforce education opportunities should be referred to the Division of Workforce 
Services. Special arrangements may be made for counselor visits to regional sites. 
 
 
 
 
 
. 
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SECTION 4 

CAMPUS RESOURCES 

Click here for a listing of Support Services at PVCC with email addresses and phone 
numbers. (Click here for Support Services listing.) 
 
Bookstore – 961-5317 or 961-5318 
 
Hours of Service: 
 Fall and Spring Semesters 
 Monday – Thursday  9:00 a.m. – 7:00 p.m. 
 Friday    9:00 a.m. – 1:00 p.m. 
 
 Summer Semester 
 Monday – Thursday  8:00 a.m. – 8:30 p.m. 
 
During the first two weeks of class, hours are extended. These hours are posted on the 
bookstore door. 
 
Campus Map 
 
Maps of the campus as well as directions to the campus can be found on the PVCC 
Website via the Internet at:  
 

Click here for PVCC maps. 
 
Center for Excellence in Instruction 
 
The center: 
 

 Provides space for faculty to study, exchange ideas, learn about and experiment 
with effective methods of teaching and learning;  

 Provides individualized training for the integration of instructional technology into 
courses;  

 Informs faculty of new and upcoming teaching practices and technology 
advancements through forums, workshops, training programs and publications;  

 Provides professional development resources such as pedagogical journals, 
discipline-specific texts, and software and multimedia tools for course content 
development.  

  

http://learn.vccs.edu/bbcswebdav/xid-476301_3
http://learn.vccs.edu/bbcswebdav/xid-476301_3
http://www.pvcc.edu/about/maps_parking.php
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Overview  

The Center for Excellence in Instruction is located in the Jessup Library. The Center is 
staffed full-time and currently offers the following for our faculty and staff: 

 10 computers including zip drives and CD rewritable/recordable drives; 1 
scanner; 2 laser printers including 1 color printer;  
 

 Multimedia applications such as Adobe Acrobat, Camtasia, FrontPage, 
Macromedia Breeze, Photoshop, PowerPoint and Producer;  
 

 1 recording room with USB microphone podcasting kit;  
 Video technology including digital camera, and editing software; 

 

 One-on-one and small group instructional technology training, including 
electronic classroom usage;  
 

 Reading library;  
 

 Information center for professional development and instructional design. 
  

Hours  
 
The Center for Excellence in Instruction is open during regular college hours. [During 
off-hours, the Center may be opened by the pad lock combination.] 
 
Contacts 

Colleen Bishop  
Director of the Center for Excellence in Instruction  
434.961.5305  
cbishop@pvcc.edu  

Tim Hoffman  
eLearning Specialist  
434.961.5316  
thoffman@pvcc.edu  

For more information, the Center for Excellence in Instruction at 434.961.5305 or the E-
Learning Technician at 434.961.5316,  or click here for more information: 
 

http://www.pvcc.edu/center_for_excellence/ 
 

mailto:cbishop@pvcc.edu
mailto:thoffman@pvcc.edu
http://www.pvcc.edu/center_for_excellence/
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Computing Services 
  
Computing services are listed below, and further information on any of these services 
can be obtained from the Information Technology Helpdesk at help@pvcc.edu or  
434-961-5261 from off-campus locations. 
 
Academic Computing Labs. Classrooms equipped with networked computers, printers, 
and other equipment designed to support classroom instruction are located throughout 
the college. The main computer lab is located in Room 832, and other labs are located 
in Rooms 154, 813, 823, 828, and 829. Computers can also be found in the Jessup 
Library, the Learning Center (Room 605), and the Chemistry (Room 257), Physics 
(Room 830), and Electronics (Room 831) Labs. Academic computing labs may be 
scheduled for classroom instruction, and lab assistants are available to assist students. 
Please contact the Information Technology Helpdesk at help@pvcc.edu or at (961-
5261) if you wish to schedule a Computer Lab. 
 
Faculty Computers.  All full-time faculty are issued college computers which are located 
in assigned office space. All adjunct faculty have access to the computers located in the 
main academic computing lab (Rooms 832, and the adjunct faculty office space in the 
loft of the main building and in Room 231 of the Dickinson Building have computers). 
 
Faculty Email: All faculty are issued a PVCC Email account upon employment. All 
college business must be conducted via this email account.  Information about e-mail 
accounts may be obtained by contacting the Information Technology Helpdesk at 
help@pvcc.edu or at (961-5261). 
 
Faculty Software. All college computers are provided with computer software to assist 
faculty with their instruction and professional duties. Currently, the college supports 
Microsoft Office 2003, which consists of a word processor (Word), a presentation 
package (PowerPoint), a spreadsheet (Excel), and a database (Access). Microsoft 
Office 2003 CDs are also available and can be checked out in the PVCC library for 
installation on home computers. Additional software specific to certain disciplines is also 
available at division offices. 
 
Faculty Telephone. Telephone and voicemail service is available to full-time faculty. 
Adjunct faculty, if interested, may request voicemail service by contacting the 
Information Technology Helpdesk at help@pvcc.edu or at (961-5261). 
 
Technical Support. Technical assistance designed to help faculty use their computer 
hardware and software is available at all hours the college is open. Faculty should 
telephone the ―help desk‖ at extension 5261 or E-mail at help@pvcc.edu to request 
technical support. 
 

mailto:help@pvcc.edu
mailto:help@pvcC.edu
mailto:help@pvcC.edu
mailto:help@pvcc.edu
mailto:help@pvcc.edu
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Administrative Computing. Administrative computing services of interest to faculty 
include class rosters, grade reports, and access to student or class data. The 
administrative computing office is located in Room 602. 
 
Training. The Center for Excellence in Instruction (CEI)is a dedicated space for faculty 
to learn about emerging technologies for teaching and learning. Throughout the year, 
individualized training as well as small group classes and workshops on various 
computer applications are offered to the faculty. Further details about the Center for 
Excellence in Instruction can be found at http://www.pvcc.edu/center_for_excellence/ . 
The CEI is located in the Betty Sue Jessup Library, Room 719. 
 
Media Services. Services listed below are available through the Help Desk and can be 
arranged by speaking to any member of the media services or help desk staff, or by 
sending email to mediaservices@pvcc.edu. 

Media services delivers equipment in classrooms, including multi-media projectors, 
video cameras, TV/VCR/DVD players, overhead projectors, flip charts and other 
equipment.  Media services or help desk staff will investigate and replace classroom 
equipment in the main building and in the Dickinson Building. If instructors in electronic 
classrooms experience equipment problems, media services or  help desk staff will 
provide replacement equipment. 

Counseling and Career Services  
 
The Counseling Center located in room 132 on the 100 hallway provides academic, 
interpersonal and crisis counseling by trained professionals. Counselors can help 
students set academic and career goals, plan a transfer program, assist with job 
placement, monitor their academic progress and suggest strategies to improve student 
success. Click here for more information on Counseling Services. 
 
The Office of Career Services at PVCC offers a comprehensive program to help 
students realize their academic and career goals through career assessment and 
exploration activities. Career Services will assist students in better understanding their 
strengths, interests, personality, values and skills in relation to potential career options 
and programs of study offered at PVCC. Click here for more information on Career 
Services. 
 
  

Faculty Advising 
 

All students are assigned an academic advisor based on the program of study selected 
on the college application. All full-time faculty (teaching, professional and administrative) 
serve as academic advisors. After students have completed assessment testing, they 
are encouraged to make an appointment to meet with a counselor  to verify the program 
they selected on the application will help them achieve their educational goals and to 
plan the first semester schedule. They are then referred to the assigned faculty advisor. 
 

http://www.pvcc.edu/center_for_excellence/
mailto:mediaservices@pvcc.edu
http://www.pvcc.edu/counseling_services/
http://www.pvcc.edu/career_services/
http://www.pvcc.edu/career_services/
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The advisor will assist students on setting goals, monitoring academic programs and 
achieving college success. 
 

Student Success Services 
 

The college offers a variety of services and resources to help students that are 
experiencing academic difficulty. The Student Success Advisor and other members of 
the counseling and career services team meet with students to suggest learning 
strategies, discuss time management techniques and connect students to academic 
coaching and tutoring in the learning center. Faculty refer students to the Student 
Success Advisor (Early Advantage Program) if they are struggling in the classroom. 
 
The Early Advantage Program is a retention tool that connects students to additional 
help and resources. It exists within the framework of student services, meeting the 
needs of our students and the needs of our teaching faculty. Students referred through 
Early Advantage include: students who are experiencing academic difficulties; students 
that exhibit disruptive classroom behavior; students that have excessive absences or 
tardiness; or students that have personal problems that impede their ability to succeed 
in the classroom setting. 
 
For additional information about student success services, contact the Student Success 
Advisor at (434) 961-5264 or counseling@pvcc.edu.  
 
Copying Services 
 

Click here for PVCC Copying Services Policy 
 
Division Offices 
 
Each division office is prepared to provide administrative assistant support and college 
information. Faculty should not hesitate to call upon the division administrative assistant 
for assistance. It is recommended that one week notification be given for typing and/or 
duplication services. 
 
Business & Technologies Division – 961-5348/5347 
Humanities, Fine Arts & Social Sciences Division – 961-5380/5381/5382 
Mathematics, Sciences & Human Services Division – 961-5446/5445 
 
Employee Directory  
 
A directory of all employees can also be found on the PVCC Website via the Internet at:  
 

Click Here for Employee Directory. 
 

mailto:counseling@pvcc.edu
http://www.pvcc.edu/docs/copying_services_policy.pdf
http://www.pvcc.edu/directory/
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Learning Center  
 
The Learning Center is located in room 607 and provides the following services: 
 

1. Tutoring in almost all subjects, for walk-ins during posted hours or by 
appointment. The center will also attempt to find peer tutors for any courses not 
covered by current tutors if so required by students. 
 

2. Academic Coaching for at-risk students.  
 

3. Make-up tests under proctored conditions and according to faculty directions. 
Students who have permission to take un-timed tests are also accommodated. 
Please see http://www.pvcc.edu/learningcenter for details and downloadable test 
cover sheets. 
 

4. Message service between faculty and students for study guides, written reports, 
or other material normally left in a faculty mailbox. Please see staff members for 
guidelines.  
 

5. Services to students with special needs, access to reading software and private 
test-taking rooms and help in reading or scribing tests, by appointment. 
 

6. Placement tests for all incoming curriculum students. 
 

7. Resources for students and faculty on the Learning Center website. 
 

Click here for more information on the Learning Center. 
 

Math and Writing Centers 
 
The Math and Writing Centers provide instructional support to all PVCC students with 
math and writing needs. The centers are staffed by full and part-time faculty and trained 
tutors.  
 
Math Center assistance includes individual and small group tutoring, pre-placement 
review and computer-assisted review through Algebra I. Students are welcome to drop 
in on an as needed basis or set up an appointment if they prefer.  
 
The Writing Center assists in developing the content and organization of any writing 
assignment for any class, as well as strategies to address grammar and mechanical 
problems.  
 
Both the Math and Writing Centers host several workshops on specific topics each 
semester. 
 

http://www.pvcc.edu/learningcenter
http://www.pvcc.edu/tutoring_learning/hours.php


38 
 

A schedule is posted for both centers each fall, spring and summer session. Students 
may  make appointments online from the PVCC webpage:  
http://www.pvcc.edu/tutoring_learning/get_a_tutor.php.  For assistance with making 
appointments, students may call the Learning Center:  961.5321.  For questions about 
math tutoring, students may call Diane Valade, math center coordinator, at 434-961-
5276. For questions about writing tutoring, students may call Jenny Koster, writing 
center coordinator, at 434-961-5478. 
 
Library  
 

Click here for Library contact information. 
 

Click here for information and tutorials on faculty library resources. 
 
The following services are available in the Jessup Library: 
 
Circulation Services 
 
Faculty are encouraged to reserve materials for their students. They should contact the 
circulation/access librarian when placing books, articles, videos, CD-ROMS, or other 
materials on reserve. Faculty are responsible for complying with all copyright guidelines 
for reserve materials. 
 
Videos and CD-ROMS only circulate for classroom instruction. Faculty should reserve 
these in advance at the circulation desk and should return them immediately to the 
library after class. 
 
Books circulate for 28 days, periodicals (except for current issues) circulate for one 
week, and videos are checked out for use in the building or at an off-campus teaching 
location. A borrower who loses library materials will be charged the cost to replace the 
item. Additional circulation information is available in the Library Services & Policies 
section of the Web page: 
 

<http://www.pvcc.edu/library/policies_services.php>. 
 
 
Reference Services 
 
Reference and information services are available at all hours the library is open. A 24/7 
chat service is also available through the LRC Live link on the library home page: 
 

<http://www.questionpoint.org/crs/servlet/org.oclc.home.TFSRedirect?virtcategory=12982>. 
 

Tours, library instruction classes, and individual instruction may be scheduled by 
contacting the instructional librarian. Library instruction for off-campus teaching 
locations can be arranged by contacting Judy Carey Nevin (961-5309). Requests for all 
library classes must be made in advance. 

http://www.pvcc.edu/tutoring_learning/get_a_tutor.php
http://www.pvcc.edu/library/contact_us.php
http://www.pvcc.edu/library/for_faculty.php
http://www.pvcc.edu/library/policies_services.php
http://www.questionpoint.org/crs/servlet/org.oclc.home.TFSRedirect?virtcategory=12982
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Interlibrary loan request forms are available online: 
 

<http://www.pvcc.edu/library/interlibrary_loan_form.php>. 
 
Interlibrary loan photocopies can be supplied within 48 hours or less. The turn-around 
time for books and formats other than periodical photocopies is usually one week. This 
is dependent on the location and speed of the lending library. 
 
Electronic materials available to students, faculty, and staff include resources available 
through VIVA (the state-wide consortium for college and university libraries), such as 
EBSCO’s databases covering a wide variety of topics and Factiva (full-text news 
resources). In addition, resources purchased by the VCCS and the PVCC library, 
including CQ Researcher, Opposing Viewpoints and Literature Resource Center are 
available. The library Web page provides access to these and other resources. 
 
All full-time and adjunct faculty are encouraged to make recommendations to the 
coordinator of library services for new materials to be purchased with library funds and 
for obsolete or outdated materials to be discarded. Requests for new materials must be 
made through each individual division or by contacting the coordinator of library 
services. 
 
Technical Services 
 
 All book or media purchases by faculty using division library funds must be ordered by 
Technical Services and require the approval of the appropriate division dean. Library 
requests may be submitted via email, publishers’ flyers, publishers’ catalogs or written 
requests. Use a highlighter to mark those items to be ordered when submitting 
publishers’ catalogs and/or flyers. If submitting by email, please include all pertinent 
ordering information such as author, title, ISBN, format, and price, if known. 
 
All book and media materials are fully catalogued in roughly the order received to 
provide access through the online library catalog. Faculty who need to borrow a title 
prior to cataloging are asked to see the Technical Services Supervisor in Room 701 in 
the library. 
 
For further Information regarding service, staff and telephone numbers:  
 

Click here for Jessup Library Homepage 
 

Click here for Library hours of service. 
 
Collection Development Policy 
 
The Collection Development Policy for Piedmont Virginia Community College is a guide 
to the procedures for the selection, development, and management of the Jessup 

http://www.pvcc.edu/library/interlibrary_loan_form.php
http://www.pvcc.edu/library
http://www.pvcc.edu/library/hours.php
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Library resources. The policy supports the institutional curriculum, the programs of the 
college, and the various research needs of the student population and the faculty. 
 
To view the complete policy, please click below and click on Library Collection 
Development Policy:   
 

<http://www.pvcc.edu/docs/library_collection_development_policy.pdf> 
 
 
Lost and Found 
 
Individuals who find or lose valuable items may contact PVCC’s campus safety and 
security office at (434) 981-6362. Admissions and records office will continue to receive 
lost and found items deemed non-valuable (clothing, book bags, etc). 
 
Marketing Support  
 
The Office of Marketing and Media Relations oversees development and production of 
publications and the College Web site in keeping with high standards of integrity and 
quality and in accordance with the College’s brand. Faculty who wish to publicize 
academic programs should consult with the appropriate dean. Faculty who wish to 
submit items for the PVCC Web calendar or press releases should contact the office 
directly. Items for posting on the flat screen TV messaging system should be submitted 
through the deans’ offices. 
 
Media Services 
 
Click here for information on available media services. 

http://www.pvcc.edu/docs/library_collection_development_policy.pdf
http://www.pvcc.edu/information_technology/media_services.php
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SECTION 5 

STUDENT/ACADEMIC INFORMATION 

Developmental Studies Policy 
 
In complying with state directives, PVCC has instituted required developmental studies 
program for students who score below the established minimum cutoff on an 
assessment test in reading, writing, and/or mathematics. Students are placed in 
developmental courses that reflect their level of ability. Students may enroll in the same 
developmental course a maximum of two times, with a third enrollment by permission of 
the vice president for instruction and student services. Completion of developmental 
coursework prior to enrollment in college-level courses is a major factor in the academic 
success of its students and is therefore required. 
 
If, during the course of a student’s enrollment in developmental reading, writing, or 
mathematics, an instructor feels that a student is not able to benefit academically from 
further instruction, the instructor may request that the dean of student services convene 
a meeting of the faculty members and counselors who have worked with the student to 
make a recommendation about the advisability of the student continuing at the College. 
This ad hoc committee makes a recommendation to dean of student services, who then 
makes a decision and informs the student. In all cases, the ad hoc committee will act in 
the best interests of the student. If appropriate, suggestions for referral to other 
agencies are presented. 
 
General Education 
 
General education is that portion of the collegiate experience that addresses the 
knowledge, skills, attitudes, and values characteristic of educated persons. It is 
unbounded by disciplines and honors the connections among bodies of knowledge. 
PVCC degree graduates will demonstrate competency in the following General 
Education Areas: 
 
Communication; 
Critical Thinking; 
Cultural and Social Understanding; 
Information Literacy; 
Personal Development; 
Quantitative Reasoning; and 
Scientific Reasoning. 
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Student Learning Outcomes for General Education Goal Areas  
 
PVCC degree graduates will demonstrate competency in the following general 
education areas: 
 

1. Communication: A competent communicator can interact with others using all 
forms of communication, resulting in understanding and being understood. Degree 
graduates will demonstrate the ability to: 
 
a. understand and interpret complex materials; 

 
b. assimilate, organize, develop, and present an idea formally and informally; 

 
c. use standard English; 

 
d. use appropriate verbal and non-verbal responses in interpersonal relations and 

group discussions; 
 

e. use listening skills; 
 

f. recognize the role of culture in communication. 
 

2. Critical Thinking: A competent critical thinker evaluates evidence carefully and 
applies reasoning to decide what to believe and how to act. Degree graduates will 
demonstrate the ability to: 

 
a. discriminate among degrees of credibility, accuracy, and reliability of inferences 

drawn from given data; 
 

b. recognize parallels, assumptions, or presuppositions in any given source of 
information; 
 

c. evaluate the strengths and relevance of arguments on a particular question or 
issue; 
 

d. weigh evidence and decide if generalizations or conclusions based on the given 
data are warranted; 
 

e. determine whether certain conclusions or consequences are supported by the 
information provided; 
 

f. use problem solving skills. 
 
3. Cultural and Social Understanding: A culturally and socially competent person 

possesses an awareness, understanding, and appreciation of the interconnected-
ness of the social and cultural dimensions within and across local, regional, state, 
national, and global communities. Degree graduates will demonstrate the ability to: 
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a. assess the impact that social institutions have on individuals and culture-past, 

present, and future; 
 

b. describe their own as well as others’ personal ethical systems and values within 
social institutions; 
 

c. recognize the impact that arts and humanities have upon individuals and 
cultures; 
 

d. recognize the role of language in social and cultural contexts; 
 

e. recognize the interdependence of distinctive world-wide social, economic,  
geo-political, and cultural systems. 

 
4. Information Literacy: A person who is competent in information literacy recognizes 

when information is needed and has the ability to locate, evaluate, and use it 
effectively. (adapted from the American Library Association definition) Degree 
graduates will demonstrate the ability to: 

 
a. determine the nature and extent of the information needed; 

 
b. access needed information effectively and efficiently; 

 
c. evaluate information and its sources critically and incorporate selected 

information into his or her knowledge base; 
 

d. use information effectively, individually or as a member of a group, to accomplish 
a specific purpose; 

 
e. understand many of the economic, legal, and social issues surrounding the use 

of information and access and use information ethically and legally. 
 
5. Personal Development: An individual engaged in personal development strives for 

physical well-being and emotional maturity. Degree graduates will demonstrate the 
ability to: 

 
a. develop and/or refine personal wellness goals; 

 
b. develop and/or enhance the knowledge, skills, and understanding to make 

informed academic, social, personal, career, and interpersonal decisions. 
 
6. Quantitative Reasoning: A person who is competent in quantitative reasoning 

possesses the skills and knowledge necessary to apply the use of logic, numbers, 
and mathematics to deal effectively with common problems and issues. A person 
who is quantitatively literate can use numerical, geometric, and measurement data 
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and concepts, mathematical skills, and principles of mathematical reasoning to draw 
logical conclusions and to make well-reasoned decisions. Degree graduates will 
demonstrate the ability to: 

 
a. use logical and mathematical reasoning within the context of various disciplines; 
 
b. interpret and use mathematical formulas; 
 
c. interpret mathematical models such as graphs, tables and schematics and draw 

inferences from them; 
 
d. use graphical, symbolic, and numerical methods to analyze, organize, and 

interpret data; 
 
e. estimate and consider answers to mathematical problems in order to determine 

reasonableness; 
 
f. represent mathematical information numerically, symbolically, and visually, using 

graphs and charts. 
 
7. Scientific Reasoning: A person who is competent in scientific reasoning adheres to 

a self-correcting system of inquiry (the scientific method) and relies on empirical 
evidence to describe, understand, predict, and control natural phenomena. Degree 
graduates will demonstrate the ability to: 
 
a. generate an empirically evidenced and logical argument; 
 
b. distinguish a scientific argument from a non-scientific argument; 
 
c. reason by deduction, induction and analogy; 
 
d. distinguish between causal and correlational relationships; 
 
e. recognize methods of inquiry that lead to scientific knowledge. 

 
Academic Load for Students 
 
The normal academic load for students is 15-17 credits per term. The minimum fulltime 
load is 12 credits. In order for a student to take more than the normal maximum fulltime 
load of 18 credits, he/she must have the approval of the vice president for instruction 
and student services or his/her designee. 
 
Academic Standing of Students 
 
The College attempts to keep students informed of their academic standing. Students 
are notified if they are academically deficient and when they have regained acceptable 
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academic standing. The College helps students to increase effectiveness in meeting the 
academic standards of the institution and to ultimately attain graduation. Students are 
expected to maintain a 2.0 (C) grade point average to be considered in good academic 
standing. 
 
Academic Warning 

 
Any student who fails to attain a minimum grade point average of 2.0 for any semester, 
or who fails any course, receives an academic warning. 
 
Academic Probation 
 
Any student who fails to maintain a cumulative grade point average of 1.5 is placed on 
academic probation. The statement ―Placed on Academic Probation‖ will be placed on 
the student’s permanent record. 
 
Any student on academic probation is required to consult a counselor and usually is 
required to carry less than the normal academic course load in the next semester 
following this action. 
 
Academic Suspension 
 
A student on academic probation who attempts 24 semester credits and fails to attain a 
(cumulative) grade point average of 1.5 for the next term is subject to academic 
suspension. Academic suspension normally is for one term. The statement ―Placed on 
Academic Suspension‖ is placed on the student’s permanent record. Under all 
circumstances of academic suspension a student must apply for readmission to the 
director of student support services by submitting a letter of appeal stating solutions for 
past academic problems. 
 
Academic Dismissal 
 
Students who have been placed on academic suspension and achieve a 2.0 grade point 
average for the semester following their reinstatement must maintain at least a 1.5 
grade point average in each subsequent semester of attendance. The student remains 
on probation until his or her overall grade point average is raised to a minimum of 1.5. 
Failure to attain a 2.0 grade point average the first term and a 1.5 grade point average 
in each subsequent term results in academic dismissal. Academic dismissal normally is 
permanent, unless, with good cause, the student reapplies and is accepted under 
special consideration for readmission by the College’s admissions committee. The 
statement ―Placed on Academic Dismissal‖ will be placed on the student’s permanent 
record. 
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Repeating a Course  
 
Any student may repeat a previously attempted course. When a student repeats a 
course, all course grades will appear on the student’s transcript; however, only the last 
grade will be counted in the student’s cumulative grade point average. Under no 
circumstances will credit for a repeated course be used twice toward certification of 
graduation requirements. Students are normally limited to two enrollments in the same 
course, except seminars and co-op courses. The vice president for instruction and 
student services and the dean of student services may make exceptions. 
 
Advanced Standing 
 
The College’s advanced standing program provides an opportunity for students to 
receive academic credit for learning acquired through non-college experiences prior to 
entering or returning to PVCC. Credit may be granted in approved areas upon 
successful completion of accepted national examinations, industry certification and 
licenses, or portfolio development. A detailed description of the advanced placement 
program is found in the PVCC Catalog. Students who wish to be considered for 
advanced standing must contact the College registrar. 
 
Student Conduct 
 
Piedmont Virginia Community College is an academic community and all members and 
visitors share the duty and responsibility of securing and maintaining the freedom to 
learn within that academic college community. Freedom carries responsibilities; chief 
among these is the respect for the rights and the values of others. In order to provide 
and preserve this freedom on the college campus and at college sponsored and 
college-supervised functions, the student code of conduct was developed by a 
committee of students, faculty, staff, and administrators. 
 
Within the college community, individuals are accorded respect in a learning 
environment that is free of discrimination on the basis of race, color, religion, gender, 
sexual orientation, national origin, age, disability or any other characteristics protected 
by law or by the policies and practices of PVCC. All students are expected to exhibit 
and practice appropriate behavior when participating in instructional settings, including 
field experiences, internships, athletic and cultural events, or any other related college 
endeavor. 
 
The College faculty and staff recognize their role in developing this sense of 
responsibility through example and guidance. Additionally, every student is presumed to 
have sufficient maturity, intelligence, and concern for the rights and values of others and 
to preserve the standards of the academic community. This code enumerates clear 
expectations of students as members of the college community, the kind of 
unacceptable behavior that may result in disciplinary action, and sanctions and 
disciplinary proceedings utilized when the code is not observed. While on college 
property or at college-sponsored/supervised events, all person, including guests of 
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students, are required to abide by all College policies, procedures, practices, and 
related rules and regulations. 
 
It is the student’s responsibility to become familiar with the PVCC Code of 
Conduct. Lack of awareness is no excuse for non-compliance with PVCC policies and 
regulations. Copies of the PVCC Code of Conduct are available in the Admissions and 
Records Office, the Counseling and Advising Center, and at the College receptionist 
area. All new students are oriented to the Code of Conduct in the PVCC Orientation 
course, and the Code of Conduct is referenced on the course syllabus in all classes.  
 
Click here for Student Handbook, Student Code of Conduct, Rights and Responsibilities  
is on pages 49-61. 

 
 

Academic Dishonesty 
 
Piedmont Virginia Community College sets high standards for academic integrity, and takes 
academic dishonesty very seriously.  The following misconduct is considered an honor offense 
and is subject to disciplinary action: 
 
A. All forms of dishonesty, including cheating, plagiarism, knowingly furnishing false 

information to the College or instructors, and the forgery, alteration or use of College 
documents or instruments of identification with the intent to defraud. 
 
1. Plagiarism is the appropriation of passages, either in word or in substance, from the 

writings of another and the incorporation of those passages as one’s own written work 
offered for credit.  It is always assumed that the written work offered for credit is the 
student’s own unless proper credit is given to the original author by the use of quotation 
marks and footnotes or explanatory inserts; 

 
2. Collaboration with another person in the preparation or editing of notes, themes, 

reports, or other written work offered for credit is prohibited unless such collaboration 
has been specifically approved in advance by the instructor. Examples of collaboration 
include extensive use another’s idea for preparing a creative assignment and receiving 
undue assistance in the preparation or editing of written materials. 

 
3. Giving or receiving, offering or soliciting information on any quiz, test, or examination is 

prohibited; this includes the following: 
 

a. copying from another student’s paper; 
 

b. use of prepared materials during the examination; 
 

c. collaboration with another student during the examination; 
 

http://www.pvcc.edu/docs/student_handbook.pdf
http://www.pvcc.edu/docs/student_handbook.pdf
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d. buying, selling, stealing, soliciting or transmitting an examination or any material 
purported to be the unreleased contents of a (coming/pending) examination or the 
use of any such material; 

 
e. substituting for another person during an examination or allowing such a substitution 

for one’s self; and 
 

f. bribery of any person to obtain examination information. 
 

4. Knowingly furnishing false information to the College is prohibited. 
 

5. Giving false information as a reason for missing a test or class is prohibited. 
 

6. Forgery, alteration, or misuse of College documents, records, or identification cards is 
prohibited. 

 
B. In matters of alleged honor violations, the faculty member may at his/her discretion meet in 

private with the student whose work is in question.  The purpose of this meeting will be to 
allow the instructor to discuss with the student the potential allegation and to allow the 
student an opportunity to respond.  Should the instructor feel the need to pursue the matter 
further, he/she may exact whatever penalties have been specified in the course syllabus.  
The instructor may also reserve the right to lodge a formal accusation against the student 
with the Dean of Student Services. 

 

C. In order to provide an orderly procedure for the handling of honor violations in accordance 
with due process the College has established procedural rules and regulations. The 
procedure for handling academic honesty charges follows the College Disciplinary Process. 

 
Explanation of Grades  
 
The quality of performance in any academic course is reported by a letter grade. These 
grades denote the character of work and are assigned quality points.  
 

Grade 
Quality Points 

Per Credit Explanation 

A – Excellent 4  

B – Good 3  

C – Average 2  

D – Poor 1  

F – Failure 0  

P – Passing 0 No grade point credit. Seven credits maximum can be  
applied to degree programs, four credits toward a 
certificate, and none toward a career studies certificate 

S – Satisfactory 0 No grade point credit. Used only for satisfactory 
completion of a developmental studies course 
(numbered 01-09.) 

U – Unsatisfactory 0 No grade point credit. 
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Grade 
Quality Points 

Per Credit Explanation 

W – Withdrawal 0 No credit. A grade of W is awarded to students who 
withdraw or are withdrawn from a course after the 
add/drop period, but prior to the completion of 60 
percent of the course or upon documentation of a 
mitigating circumstance (defined as life altering event) 
that prevents a student from completing the course after 
the 60 percent time frame. 

I – Incomplete 0 No credit. Used as a temporary grade awarded when 
student and faculty member agree that extenuating 

circumstances prevent the student from completing 
the course requirements before the scheduled end 
of class. Courses for which the grade of I has been 
awarded must be completed by the end of the 
subsequent semester and another grade (A, B, C, D, 
F, W) must be awarded by the instructor based upon 
course work that has been completed. In the case of I 
grades earned at the end of spring semester, students 
must complete the requirements by the end of the 
subsequent fall semester.  

X – Audit 0 

 

No credit. Permission from the instructor and then from 
the dean is required to audit a course. After the last day 
for students to withdraw from a class without penalty, 
the audit grade ―X‖ is invalid for students enrolled in the 
course for credit. 

 
Auditing 
 
The College does not encourage students to enroll in credit courses on an audit basis. 
Students who wish to attend a course without receiving academic credit must receive 
permission from the instructor and then from the appropriate division dean, submit an 
approved permission to audit form, and register for the course during the period of late 
registration on a space-available basis. Audit students must register and pay the regular 
tuition.  
 
Audited courses carry no credit and do not count as part of the student’s course 
load. Students desiring to change status in a course from audit to credit must do 
so within the refund period of a course. Students must adhere to the instructor’s 
attendance policy when they audit. 
 
Grade Change Policy 
 
The policy for grade changes is based on the following tenets: (a) the College 
recognizes its continuing responsibility to assess the validity and fairness of grading 
practices and to take corrective action whenever unfairness or inequities exist; (b) 
except in cases of incapacity or absence, the instructor has the sole responsibility for 
initial assignment of grades and may initiate changes; (c) the student shall have the 
right to appeal. Any proposed grade change that is student initiated is a grade appeal 
and must follow the appeal process as stated in the College catalog and student 
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handbook. The time limit for changing student grades is one year after the final course 
grade was awarded. 
 
Grade Appeal Procedures 
 
Instructors are responsible for informing students of the basis on which grades in each 
class will be assigned. Assignment of grades is the responsibility of the instructor and 
presumes fairness and best professional judgment. 
 
It should be understood that the student who chooses to appeal a grade must assume 
the burden of proof concerning any believed error in the grade assigned. 
 

1. The student who believes a course grade received to be in error may appeal 
directly to the instructor within ten school days after the beginning of classes of 
the semester following the one in which the grade was reported. Every 
reasonable effort should be made by both parties to resolve the matter. 

 
2. If the question is not resolved by step 1, the student may file a written appeal to 

the dean within five school days after an attempt to resolve the matter with the 
instructor. The dean will schedule a conference with the student and the faculty 
member in an effort to resolve the grievance. The dean may, within five school 
days of the conference, appoint a committee of three faculty members and two 
students to review and make a recommendation on the matter. However, within 
five school days of the conference or if a committee is formed within five school 
days of receipt of the committee’s recommendation, the dean will prepare a 
report of the disposition of the matter with copies to the student, the faculty 
member and the divisional record. 

 
3. If either the student or the instructor wishes to appeal step 2 disposition of the 

matter, he or she may do so in writing to the vice president for instruction and 
student services within five school days after the receipt of the dean’s report. If, 
in the vice president’s discretion, the appeal and record of previous actions 
indicate further consideration of the matter is not warranted, the vice president for 
instruction and student services will so notify the student, faculty member and 
dean within five school days, and the dean’s decision shall be final and binding 
on all parties. If the vice president grants the appeal, he or she will schedule a 
conference with the dean, instructor, and student. Within five school days of the 
conference, the vice president will prepare a written decision with copies to the 
student, faculty member, and dean. The vice president’s decision shall be final 
and binding on all parties. 

 
Senior Citizen Admission to Class with Tuition-Free Status – Credit or Non-Credit 
Courses 
 
(Rev. 6/03) Virginia law requires PVCC to accommodate all tuition-paying students 
before admitting senior citizens with tuition-free status to either credit or non-credit 
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courses. Therefore, senior citizens seeking this status will be seated on a space 
available basis after the end of the add/drop period. Senior citizens may choose to 
register and pay for a class to guarantee a seat; however, they may not subsequently 
change to tuition-free status for that semester (Virginia Statute Chapter 371, Section 23-
38-56.) Questions about the admission of senior citizens with tuition-free status should 
be directed to the Registrar. 
 
 
For additional student/academic information, consult the College catalog: 
http://www.pvcc.edu/docs/catalog.pdf and the Student Handbook 
http://www.pvcc.edu/docs/student_handbook.pdf. 

http://www.pvcc.edu/docs/catalog.pdf
http://www.pvcc.edu/docs/student_handbook.pdf
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SECTION 6 

REMUNERATION 

Appointment of Faculty 
 
Appointment proposals shall be offered by the president of the College. The president 
issues the appointment proposal for fulltime faculty and the vice president for instruction 
and student services issues the appointment proposal for adjunct faculty. Included in 
the proposal are: dates of employment, the remuneration level, the course(s) to be 
taught, and special conditions to be considered. Acceptance of the appointment 
proposal by the faculty member includes acceptance of the general conditions of 
employment set forth in this handbook and the Policy Manual of the Virginia Community 
College System. Additionally, each appointment is subject to the terms and conditions 
of the Appropriations Act of the Virginia General Assembly and the applicable law of the 
Commonwealth of Virginia. Appointment for subsequent semesters is subject to the 
needs of the College and acceptance by the College for future employment. 
 

Click here to see the VCCS Policy Manual, Section 3 
 
Compensation 
 
Fulltime Faculty Members 
 
For fulltime faculty compensation information, click the link below, and then proceed to 
Section 3.8:  
 

Click here to see the VCCS Policy Manual, Section 3 
 

Fulltime faculty are paid twice monthly.  
 
Adjunct Faculty Members 
 
The following information applies to Adjunct Faculty Members: 
 

1. Adjunct faculty salary rates are based upon the minimum criteria for faculty rank 
listed in the VCCS Policy Manual (VCCS-29). These criteria include education, 
teaching and occupational experience, and years of service within the VCCS. 

 
2. Adjunct faculty will be paid according to their rank and step on a 15-step pay 

scale. The vice president for finance and administrative services will issue a 
revised adjunct faculty pay scale each year at such time as the VCCS makes 
new adjunct faculty pay rates available. Additional information about the adjunct 
salary scale may be obtained from the appropriate dean/director.  

 
Click here to see the adjunct faculty 15-step pay scale. 

http://www.vccs.edu/Portals/0/ContentAreas/PolicyManual/Sct3.pdf
http://www.vccs.edu/Portals/0/ContentAreas/PolicyManual/Sct3.pdf
http://www.pvcc.edu/docs/adjunct_pay_scale.pdf
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3. The first step on the PVCC scale shall be the VCCS minimum, with $12 

increments through Step 14. Step 15 is reserved for retired fulltime faculty. 
Human Resources maintains a record of the rank and step for each adjunct 
faculty member. Step 4 of the appropriate rank is the maximum at which new 
adjunct faculty members may be appointed. Faculty will not be hired or paid at a 
rate other than that which applies to the rank and step at which they are placed. 

 
4. Human resources maintains a record of credits taught at PVCC by each adjunct 

faculty member. The accumulation of these credits began with fall 2001, and no 
retroactive adjustments were made. Once three fulltime equivalent years are 
credited, the adjunct faculty member will receive an automatic step increase. The 
appropriate dean will be notified, and a note placed in the adjunct faculty 
member’s personnel file.  

 
The crediting and recording of any other accumulation of teaching or other experience 
which applies to: 1) movement to another step on the salary scale, or 2) qualification for 
promotion to another rank will be at the initiation of the faculty member working through 
the appropriate dean. By July 15th of each calendar year, adjunct faculty will contact 
their respective dean with information that warrants consideration for a promotion or 
step increase in the upcoming fall semester: 
 

 Additional graduate course work completed; 

 Receipt of an advanced degree; and/or 

 Teaching assignments of three (3) fulltime equivalent years. (For calculation 
purposes, 30 semester hours of teaching are equivalent to one year.)  

 
As appropriate, adjunct faculty members will be moved to the next step on the pay 
scale, to be effective the semester after the qualification is met. 
 
When an adjunct faculty member is promoted to a higher rank, the faculty member will 
be placed at the same step on the pay scale as they occupied at their old rank. For 
example, an instructor who is at Step 10 and who is promoted to assistant professor will 
be paid as an assistant professor at Step 10. 
 
Contract Return Statement 
 
Return the signed contract to your division office within ten days of receipt.  
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Orientation 
 
The vice president for instruction and student services and the deans meet with their 
new adjunct faculty members prior to the start of classes to discuss College policies and 
procedures, provide information about instructional support services, and answer 
questions. This information will also be posted in ―faculty connect‖  section of 
Blackboard. The vice president and deans are available throughout the semester to 
provide guidance and to discuss faculty concerns that may arise. In some disciplines, 
adjunct faculty will also meet on a regular basis with fulltime faculty. 
 
Paychecks 
 
Adjunct faculty teaching full sessions are paid three times per term. Direct deposit of 
pay will be mandatory for all employees hired after August 1, 2008, and all other 
employees are strongly encouraged to use direct deposit.  
 
The following must be completed within 10 days of the end of the semester: 
 
1. Evidence of the instructor’s signature on the Lecturer Appointment Proposal on file 

in the human resources office. 
 

2. Receipt of official graduate and undergraduate transcripts. 
 

3. Course outlines and/or syllabus and copy of final examination submitted to the 
appropriate division office. 
 

4. Final grades submitted to the appropriate division office. 
 

5. Incomplete grades, accompanied by a Form for Awarding Incomplete Grades, noting 
what the student lacks to fulfill course requirements (i.e., ―The student failed to take 
the final exam.‖), and what grade the student will earn if he/she does not complete 
the course work by the end of the subsequent term. This information must be 
submitted to the admissions and records office.  

 
If the assigned duties are not completed within 10 days of the end of the semester, you 
may not be retained for the next semester. 
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SECTION 7 

EVALUATION 

FACULTY EVALUATION 

 
Click here to access the faculty (full-time, adjunct, professional and administrative) 
evaluation manual. 
 
 
 
 
 

http://www.pvcc.edu/docs/faculty_evaluation_handbook.pdf
http://www.pvcc.edu/docs/faculty_evaluation_handbook.pdf
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SECTION 8 

EDUCATIONAL/SABBATICAL LEAVE 

VCCS information can be obtained from the VCCS Policy Manual, Section 3.10.5. 
Access at: http://www.vccs.edu/Portals/0/ContentAreas/PolicyManual/Sct3.pdf on pages 
83 and 84. 
 
By November 15 of each year, full-time faculty educational/sabbatical leave openings 
shall be announced by the president for the following academic year. In the 
announcement, the president may identify areas of institutional need and specify 
priorities for support of education/sabbatical leave requests. Eligible faculty interested in 
making application for leave shall be required to submit a formal application by  
February 1.  
 
As specified on the application form, applicants must describe in detail their proposed 
leave programs. They must also state their professional development goals and 
objectives, and present evidence of activities to date which have supported those goals 
and objectives. Applicants must states clearly the goals and objectives of the proposed 
leave program, and relate those goals and objectives to the needs of the institution and 
to the applicant’s own professional development. Where possible, a list of specific 
activities should be presented. Recommendation from the applicant’s immediate 
supervisor is required.  
 
An ad hoc committee of teaching and professional faculty shall review applications from 
teaching and professional faculty. The committee shall be appointed by the dean of 
instruction and student services and/or the dean of finance and administrative services, 
depending upon the specific faculty category of the applicants. The committee shall 
make recommendations to the dean(s), and the dean(s) shall formulate his/her (their) 
recommendations based, in part, on the work of the committee. The dean(s) shall 
forward his/her (their) recommendations and the committee’s recommendations to the 
president. Based on the input of the committee and the dean(s), the president shall take 
final College action on the leave applications.  
 
An ad hoc committee of administrative faculty shall review applications from 
administrative faculty. The committee shall be appointed by the College president and 
make recommendations to her on each of the applicants. If the applicant falls under the 
purview of a College dean, the dean shall also provide the president with a 
recommendation. Based on the input of the committee and, where appropriate, the 
dean, the president shall take final College action on leave applications.  
 
The president shall announce the educational/sabbatical leaves approved for the 
following academic year by March 15.  

http://www.vccs.edu/Portals/0/ContentAreas/PolicyManual/Sct3.pdf
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FACULTY EDUCATIONAL/SABBATICAL LEAVE 

APPLICATION FORM 
Name of Applicant: ______________________________________________ 

Position/Title: ___________________________________________________ 
Years of Fulltime College Service: ___ Years of Fulltime VCCS Service: ___ 

Current Multi-Year Contract Status: ______ Year of ______-Year Contract 
 
Please prepare a narrative proposal (no more than five double-spaced, typewritten 
pages) that fully describes your leave. Please address each of the following areas in 
your narrative: 
 

 Description of your proposed leave program 

 Statement of your professional development goals 

 Activities you have participated in which have supported the above goals 

 Relationship of the proposed leave program to your professional development 
goals 

 Ways in which the leave program will improve your value to the College 

 Ways in which the College has previously provided support to you in 
achieving your professional development goals 

 Evidence available to demonstrate you will be able to accomplish the goals 
and objectives of the program 

 Means by which the program will be evaluated 
 
All applicants for educational/sabbatical leave must include a letter of recommendation 
from the applicant’s immediate supervisor. Teaching and professional faculty must 
submit their completed applications to the appropriate dean. Administrative faculty must 
submit their completed application to the College president. Application deadline is 
February 1.  
 
 

______________________________ 
Signature of Applicant  

 
______________________________ 

Date    
PVCC (1/31/94) 
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The Effect of Educational Leave at Half-Salary on Faculty Status, Salary and 
Benefits 
 
VCCS information on the effect of educational leave on salary and service can be 
obtained from the VCCS Policy Manual, Section 3.4.0.3.  
 
Access at:http://www.vccs.edu/Portals/0/ContentAreas/PolicyManual/Sct3.pdf. You 
must then scroll or search for Section 3.4.0.3 (page 16). 
 
For the most up-to-date information on health care coverage, Virginia Supplemental 
Retirement Benefit, life insurance coverage, seniority, multi-year contracts, promotion, 
and salary increases, please contact the PVCC human relations office.  
 
Educational Assistance 
 
Click here for information on PVCC’s policy on educational assistance and needed 
forms.  
 
 

http://www.vccs.edu/Portals/0/ContentAreas/PolicyManual/Sct3.pdf
http://www.pvcc.edu/docs/educational_assistance_policy.pdf
http://www.pvcc.edu/docs/educational_assistance_policy.pdf
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SECTION 9 

COLLEGE POLICIES 

 
Piedmont Virginia Community College is part of the Virginia Community College System 
(VCCS). As such, PVCC is subject to the policies and procedures established by the 
VCCS System Office. Instruction and Student Services follows policies included in 
Section 5 (click here) and Section 6 (click here) of the VCCS Policy Manual.  
 
The College also issues local policies to comply with and implement State and VCCS 
policies, and to address issues that are not fully addressed by higher authority. To view 
PVCC policies, please click here, and select either Academic Policies or Student 
Services Policies. 
 
 

http://www.vccs.edu/Portals/0/ContentAreas/PolicyManual/Sectn5.pdf
http://www.vccs.edu/Portals/0/ContentAreas/PolicyManual/Sec6.pdf
http://www.pvcc.edu/faculty_staff/policies/
http://www.pvcc.edu/faculty_staff/policies/

