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Introduction 

This manual contains the policies and procedures for Academic Affairs at Palm Beach State College during the 
2010-11 Academic year.  

This guide can serve as a reference tool to help you understand approved college policy and procedures as to 
the items referenced in the table of contents. These policies and procedures are also found on-line at 
http://www.palmbeachstate.edu/academicmanagement.xml, and other web page addresses that are listed in 
the manual.  

In addition, this section of the Academic Management Manual is posted on-line at 
http://www.palmbeachstate.edu/academicmanagement.xml.  

This manual is current as of July 2010. Updates will appear on-line as needed. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.palmbeachstate.edu/academicmanagement.xml
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Academic Affairs Calendar & Final Exam Schedule 

http://www.palmbeachstate.edu/documents/academic_services/sectionh.pdf  

The Academic Affairs Calendar is issued each July and lists the important due dates for Academic Affairs activities for the 
academic year. This calendar is available on-line at the web address above.   

 Final Exam Schedule ς Common Questions: 
 

1.  When are final exams for 6 and/or 8 week courses? 
2. When are final exams for 12 week courses? 
3. When are final exams for online courses? 
4. ²Ƙȅ ŘƻƴΩǘ ǿŜ ƘŀǾŜ ŀƴȅ Ŧƛƴŀƭ ŜȄŀƳǎ ƛƴ Ƴȅ ŎƻǳǊǎŜΚ 
5. Why does my friend have their final exams one or two weeks before final exam week? 

 
The College contract with faculty is for 168 days; 160 of those days are for the purpose of instruction and 8 
days are non-teaching days.  When the academic calendar is planned, it must comply with the 168 days per 
United Faculty Agreement and also assure that the required number of hours per class are met.  For the 8, 12 
and 16 week sessions, the week of finals is considered as part of the required 80 days of instruction.  If final 
exams are not conducted during the 16th week, the required number of contact hours has not been met, 
students are shortchanged in the amount of instructional time they pay for in fees, and faculty have not 
complied with the terms of the Faculty Collective Bargaining Agreement.   
 
¢Ƙƛǎ ǘŀōƭŜ ǎƘƻǳƭŘ ƘŜƭǇ ŎƭŀǊƛŦȅ ŜŀŎƘ ǎŜƳŜǎǘŜǊΩǎ ƭŀǎǘ Ŏƭŀǎǎ ŀƴŘ Ŧƛƴal exam dates: 
 

Last Class Date and Final Exam Schedule, 2010-11 Academic Year 
 

Semester Session Final Exam 
Administered 

Classes End Last Day of 
Session* ς Grades 
Due at 4:00 PM 

Fall 2011-1 1 - 16 Week Dec 10 to Dec 16, 2010 Dec 16, 2010 Dec 17, 2010 

2 ς First 8 Week Last day of class Oct 17, 2010 Oct 18, 2010 

3 ς 12 Week Dec 10 to Dec 16, 2010 Dec 16, 2010 Dec 17, 2010 

4 ς Second 8 Week Dec 10 to Dec 16, 2010 Dec 16, 2010 Dec 17, 2010 

Spring 2011-2 1 - 16 Week April 29 to May 5, 2011 May 5, 2011 May 6, 2011 

2 ς First 8 Week Last Day of Class March 1, 2011 March 2, 2011 

3 ς 12 Week April 29 to May 5, 2011 May 5, 2011 May 6, 2011 

4 ς Second 8 Week April 29 to May 5, 2011 May 5, 2011 May 6, 2011 

Summer 2011-3 1 ς Summer C Last Day of Class August 2, 2011 August 3, 2011 

2 ς Summer A Last Day of Class June 20, 2011 June 21, 2011 

3 ς Summer B Last Day of Class August 2, 2011 August 3, 2011 

*Only make-up exams are administered on the last day of the session. 

 

  

http://www.palmbeachstate.edu/documents/academic_services/sectionh.pdf
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Academic Progress Standards 
Good Academic Status 
Students who are not on academic probation or dismissal from the college are considered in good academic 
status. 
 
Probation 
Students in credit programs must maintain a cumulative grade point average (CGPA) of: 

 1.4 or better for 1-14 semester hours attempted 

 1.6 or better for 15-27 semester hours attempted 

 1.8 or better for 28-45 semester hours attempted 

 2.0 or better for over 45 semester hours attempted 
 

The college administration will continually assess the impact of the academic progression policy and make 
adjustments as necessary to the academic probation grade point average table above. 
It is anticipated that the cumulative grade point average to remain in good academic standing will increase in 
the future. Therefore, it is imperative that students meet with an academic advisor on a regular basis to discuss 
academic success issues, support services and carefully plan their academic program. 
 
Academic Probation 
Probation will be continued as long as the student fails to achieve the standard cumulative grade point average 
(CGPA) for the number of hours attempted (see table above). Probation will be calculated at the end of each 
term. Transfer students whose CGPA does not meet the standard for good academic status will enroll on 
academic probation. Any student on academic probation will be limited in course load to a maximum of 12 
semester hours during the fall, spring and summer terms. 
Students on academic probation are required to meet with an academic advisor prior to registering for 
subsequent terms. Academic advisors are authorized to limit the number of hours and types of courses taken by 
students on academic probation. Academic probation is noted on ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇŜǊƳŀƴŜƴǘ ǊŜŎƻǊŘΦ 
 
Academic Suspension 
Academic suspension is the first involuntary separation. Academic suspension results from a ǎǘǳŘŜƴǘΩǎ ŦŀƛƭǳǊŜΣ 
while on academic probation, to regain good academic standing or achieve a minimum 2.0 term grade point 
average (GPA). Suspension requires the student to stay out of school for one semester to reflect on their 
academic goals and level of commitment to education. 
!ŎŀŘŜƳƛŎ ǎǳǎǇŜƴǎƛƻƴ ƛǎ ƴƻǘŜŘ ƻƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇŜǊƳŀƴŜƴǘ ǊŜŎƻǊd. Students readmitted after an academic 
suspension will be on academic probation and must meet with an academic advisor prior to registering for 
classes. 
Academic Dismissal 
Academic dismissal is a subsequent involuntary separation imposed upon a student who, having been previously 
suspended from the college and readmitted, fails to regain good academic status or achieve a minimum 2.0 
term grade point average (GPA). After one calendar year, students on academic dismissal are eligible to appeal 
for readmission to the College Admissions Appeals /ƻƳƳƛǘǘŜŜΦ !ŎŀŘŜƳƛŎ ŘƛǎƳƛǎǎŀƭ ƛǎ ƴƻǘŜŘ ƻƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ 
permanent record. An appeal for readmission is not automatic and the decision of the committee is final. 
 
Note: Students on academic suspension or dismissal are eligible to enroll in PSAV or avocational courses.   
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Academic Records Retention Policy  

Schedule A:                                                  Academic Records 

Record Type  Retention Period 

   
Final Exam (non-standardized)  One academic year 

Official Grade Sheet  One academic year 

Attendance Record  One academic year 

Projects (Honors)  One academic year 

Copy of Grade Books  One academic year 

Course Syllabus  One academic year 

Formal Student Final Grade Appeal Documents  Three academic years after final decision 

Final Exit State Exam (standardized)  Three fiscal years, ending June 30 

Other Standardized Tests  Three fiscal years, ending June 30 

  

Notes: 
1. All records will be submitted to the office of the appropriate Associate Dean or Dean responsible for the program 

or discipline. 
2. Individual student exams will not be retained. 
3. IŜŀƭǘƘ {ŎƛŜƴŎŜ ǇǊƻƎǊŀƳǎ ŀƴŘ ƻǘƘŜǊ ƭƛƳƛǘŜŘ ŀŎŎŜǎǎ ŀŎŀŘŜƳƛŎ ǇǊƻƎǊŀƳǎ ƘƻƭŘƛƴƎ άǇǊƻƎǊŀƳƳŀǘƛŎ ŀŎŎǊŜŘƛǘŀǘƛƻƴέ Ƴǳǎǘ 

comply with specific standards as required.  For example, the State Department of Health, American Medical 
Association and subsidiaries, HIPPA and other regulatory agencies may have additional standards for records 
retention. 

4. All records disposal MUST be by shredding or incineration. 

 

Schedule  B: Faculty Related Documents 
 

Record  Retention Period 

Student assessment of courses and faculty  Data are retained electronically by Institutional 
Research & Effectiveness 

Classroom observation of faculty  Five years after termination - Faculty permanent 
personnel file in Human Resources 

 

Performance appraisal of faculty  Five years after termination - Faculty permanent 
personnel file in Human Resources 

 

Any disciplinary action or other documents  Five years after termination - Faculty permanent 
personnel file in Human Resources 
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Attendance and the First Day of Class  

In our focus on student engagement, Palm Beach State has been seeking to emphasize the importance of first 
class meeting attendance. Research and our own experience clearly show the connection between teaching and 
learning that begin at the first class and student success. We earlier proposed a prohibition on adding a class 
after the first class meeting. However, this registration solution has raised many concerns and prompted further 
discussion on possible negative impacts on students. 

In these discussions, it became clear that a student's presence in class on the first day is not a registration issue 
but an attendance issue. While attendance is expected for all class sessions and activities, class attendance 
policies are set by the individual faculty member. Therefore, the policy on adding classes must give the faculty 
member some flexibility to determine in advance whether to allow or prohibit adding the class after the first 
class meeting. 

The statement in bold below was developed by a subcommittee studying this issue. The Joint Deans Council 
recommended approval of the policy to the Executive Leadership Council, who approved the policy. It is 
published in the College Catalog and the Student Success Handbook: 

 

Attendance at the first class meeting of any Palm Beach State course is required. Students who do not attend 
the first class may be dropped from the course, depending upon the individual faculty member's attendance 
policy. It is the student's responsibility to read the course schedule notes and/or visit the College Web site. 
The College policy of reinstating students for financial aid reasons or for having been dropped due to College 
error supersedes individual faculty attendance policies. 
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Attendance Statement and Reporting Requirements 

 
http://www.palmbeachstate.edu/attendancereporting.xml  

Faculty and program instructors at Palm Beach State College are required to monitor student attendance in each 
course offering, and all faculty, program instructors and departments must maintain accurate records of 
attendance. Individual faculty/instructors/departments may set attendance policies specific to their disciplines 
in regard to student absence and tardiness, which should be set forth in the syllabus. 

In order to comply with Federal law* and various agencies, (i.e., Title IV (Federal Financial Aid), Veterans Affairs, 
SEVIS, INS) instructors/faculty will be required to confirm attendance dates to Palm Beach State financial aid 
representatives, the College Registrar and/or the State Auditor General's office. Failure to provide such 
information will cause an undue financial detriment to the student or to Palm Beach State. 

 

In order to report non-attendance in a timely fashion, the following procedures must be followed: 
 

Condition Definition Timeline Faculty/Instructor Response 

Student never attended any classes 

Student never 
attended a 
class and has 
made no 
contact with 
the instructor. 

During the first two 
weeks of class (or 
less if that is faculty 
policy), student 
never attends any 
classes (in an 
internet class ς no 
email, no 
Blackboard login).  

WF or WX 
Credit (A/F) 

WN or WX 
PSAV/Prep 

(A/N) 

WU or WX 
Credit (S/U) 

  
Grade depends on the faculty grading policies as stated on the syllabus. 
Use the first day of the term as the last date of attendance. 

Student stops attending within the 
first 65% of the class 

As the faculty 
member 
defines 
nonattendance 
and the 
subsequent 
grade as stated 
in their 
syllabus.  

Student stops 
attending from the 
second week up the 
withdrawal period 
(65% of class 
meeting days). 

WF or WX 
Credit (A/F) 

WN or WX 
PSAV/Prep 

(A/N) 

WU or WX 
Credit (S/U) 

Depending on the faculty attendance and grading policies as stated on 
the syllabus. The last date of attendance is the last date the student 
attended class or made contact with the instructor 

Student stops attending after the 
withdrawal period has expired. 

As the faculty 
member 
defines 
nonattendance 
and the 
subsequent 
grade as stated 
in their 
syllabus. 

Student stops 
attending after the 
withdrawal period 
has expired. 

F, FX or I 
Credit (A/F) 

N or I 
PSAV/Prep 

(A/N) 

U or I 
Credit (S/U) 

Depending on faculty attendance and grading policies as stated in the 
syllabus, issue the appropriate grade.  

 
*Sec. 668.22 (http://frwebgate.access.gpo.gov/cgi-bin/getcfr.cgi?TITLE=34&PART=668&SECTION=22&TYPE=TEXT ) 

**The instructor/faculty member may choose to issue a WX or WF. A WF grade is a punitive grade and will be calculated 
as an F for GPA purposes.  

 

 

http://www.palmbeachstate.edu/attendancereporting.xml
http://frwebgate.access.gpo.gov/cgi-bin/getcfr.cgi?TITLE=34&PART=668&SECTION=22&TYPE=TEXT
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Block Scheduling Templates 

FALL/SPRING 
CLASS SCHEDULING TEMPLATE 
16 WEEKS/12 WEEKS/8 WEEKS 

 
 3 Cr. Hr. 

(48 Cont. Hrs.) 
3 Cr. Hr. 

(48 Cont.Hrs.) 
4 Cr. Hr. 

(64 Cont. Hrs.) 
4 Cr. Hr. 

(64 Cont. Hrs.) 
4 Cr. Hr. 

(64 Cont.Hrs.) 
5 Cr. Hr. 

(80 Cont. Hrs.) 
5 Cr. Hr. 

(80 Cont. Hrs.) 

 2 Class Mtgs. 
16 Weeks 

1 Class Mtg. 
16 Weeks 

or 
2 Class Mtgs. 

8 Weeks 

4 Class Mtgs. 
16 Weeks 

 

2 Class Mtgs. 
16 Weeks 

 

1 Class Mtg. 
16 Weeks 

 

2 Class Mtgs. 
16 Weeks 

 
 

1 Class Mtg. 
16 Weeks 

 
 

(32 Cont. Hrs.) (32 Cont. Hrs.) (32 Cont. Hrs.) 4 Cr. Hr. 
(64 Cont. Hrs.) 

2 Class Mtgs. 
16 Weeks 

1 Class Mtg. 
16 Weeks 

1 Class Mtg. 
8 Weeks 

2 Class Mtgs. 
12 Weeks 

 

(16 Cont. Hrs.) (16 Cont. Hrs.)  

1 Class Mtg. 
16 Weeks 

1 Class Mtg. 
8 Weeks 

 

(16 Cont. Hrs.) 3 Cr. Hr. 
(48 Cont. Hrs.) 

 

2 Class Mtgs. 
8 weeks 

2 Class Mtgs. 
12 Weeks 

 

 

START TIME 

END TIME END TIME END TIME END TIME END TIME END TIME END TIME 

Morning 

       

8:00 a.m. 

9:15 am. 10:45 a.m. 8:50  a.m. 9:45 a.m. 11:30 a.m. 10:00 a.m. 11:55 a.m. 

9:30 a.m. 

10:45 a.m. 12:15 p.m. 10:20 a.m. 11:15 a.m. 1:00 p.m. 11:30 a.m. 1:25 p.m. 

11:00 a.m. 

12:15 p.m. 1:45 p.m. 11:50 a.m. 12:45 p.m. N/A N/A N/A 

Afternoon 

       

12:30 p.m. 

1:45 p.m. 3:15 p.m. 1:20 p.m. 2:15 p.m. 4:00 p.m. 2:30 p.m. 4:25 p.m. 

2:00 p.m. 

3:15 p.m. 4:45 p.m. 2:50 p.m. 3:45 p.m. 5:30 p.m. 4:00 p.m. 5:55 p.m. 

3:30 p.m. 

4:45 p.m. 6:15 p.m. 4:20 p.m. 5:15 p.m. N/A N/A N/A 

Evening. 

       

5:00 p.m. 

6:15 p.m. 7:45 p.m. 5:50 p.m. 6:45 p.m. 8:30 p.m. 7:00 p.m. 8:55 p.m. 

6:30 p.m. 

7:45 p.m. 9:15 p.m. 7:20 p.m. 8:15 p.m. 10:00 p.m. 8:30 p.m. N/A 

8:00 p.m. 

9:15 p.m. N/A 8:50 p.m. 9:45 p.m. N/A N/A N/A 
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SUMMER 
CLASS SCHEDULING TEMPLATE 
6 WEEKS/8 WEEKS/12 WEEKS 

 
 3 Cr. Hr. 

(48 Cont. Hrs.) 
3 Cr. Hr. 

(48 Cont. Hrs.) 
3 Cr. Hr. 

(48 Cont. Hrs.) 
3 Cr. Hr. 

(48 Cont. Hrs.) 
4 Cr. Hr. 

(64 Cont. Hrs.) 
4 Cr. Hr. 

(64 Cont. Hrs.) 
4 Cr. Hr. 

(64 Cont. Hrs.) 
4 Cr. Hr. 
(64 Cont. 

Hrs.) 

 
 
 
 
 
 
 

 

4 Class Mtgs. 
6 Weeks 

or 
2 Class Mtgs. 

12 Weeks 

2 Class Mtgs. 
6 Weeks 

or 
1 Class Mtgs. 

12 Weeks 

4 Class Mtgs. 
8 Weeks 

2 Class Mtgs. 
8 Weeks 

4 Class Mtgs. 
6 Weeks 

or 
2 Class Mtgs. 

12 Weeks 

2 Class Mtgs. 
6 Weeks 

or 
1 Class Mtg. 
12 Weeks 

4 Class Mtgs. 
8 Weeks 

2 Class 
Mtgs. 

8 Weeks 

(32 Cont. Hrs.) (32 Cont. Hrs.) 

2 Class Mtgs. 
6 Weeks 

or 
1 Class Mtg. 
12 Weeks 

1 Class Mtg. 
6 Weeks 

 

    (16 Cont. Hrs.)    

 

    1 Class Mtg. 
6 Weeks 

   

START TIME 

END TIME END TIME END TIME END TIME END TIME END TIME END TIME END TIME 

Morning 

        

8:00 a.m. 

9:45 11:45 9:15 10:45 10:15 12:15 9:45 11:45 

10:00 a.m. 

11:45 1:45 11:15 12:45 12:15 2:15 11:45 1:45 

Afternoon 

        

12:30 p.m. 

2:15 4:15 1:45 3:15 2:45 4:45 2:15 4:15 

2:30 p.m. 

4:15 6:15 3:45 5:15 4:45 6:45 4:15 6:15 

4:30 p.m. 

6:15 8:15 5:45 7:15 6:45 8:45 6:15 8:15 

Evening 

        

6:00 p.m. 

7:45 9:45 7:15 8:45 8:15 10:15 7:45 9:45 

8:00 p.m. 

9:45 N/A 9:15 N/A 10:15 N/A 9:45 N/A 
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Chart of Programs ς 2010-11 BAS/AS/AAS/ATC/ATD/CCC 

 
 

 

Palm Beach State Title Award
On 

Line

D E W D E W D E W D E W D E W O Fall Spr Sum

Information Technology BAS ¸ ¸ ¸

Supervision & Management BAS ¸ ¸ ¸

Accounting Technology AAS/AS ¸

Accounting Technology CCC ¸

Aeronautical Science Technology AS ¸ ¸

Aeronautical ScienceTechnology- Operations Track AAS ¸ ¸

Aeronautical Science Technology- Professional Pilot Track AAS ¸ ¸

Biotechnology AS ¸

Building Construction Specialist CCC ¸ ¸

Business Administration - Marketing CCC ¸

Business Administration and Management AAS ¸ ¸

Banking Specialist CCC ¸ ¸

Business Administration and Management CCC ¸ ¸ ¸

Business Operations CCC ¸ ¸

Business Specialist CCC ¸ ¸

Computer Information Systems - Information Management CCC ¸ ¸ ¸ ¸

Computer Information Systems - Network - Cisco CCNA CCC ¸

Computer Information Systems - Programming CCC ¸ ¸ ¸ ¸

Computer Information Systems - Web Development CCC ¸ ¸ ¸ ¸

Computer Information Technology - Internet Services AAS / AS ¸ ¸ ¸ ¸

Computer Information Technology - Network AAS / AS ¸ ¸ ¸ ¸

Computer Information Technology - Programming AAS / AS ¸ ¸ ¸ ¸

Computer Information Technology- Information Security ATC ¸

Crime Scene Technology AS ¸ ¸

Crime Scene Technology CCC ¸ ¸

Criminal Justice Technology ï Corrections Officer TrackAAS / AS ¸ ¸

Criminal Justice Technology ï Law Enforcement Officer TrackAAS / AS ¸ ¸

Criminal Justice Technology ï Non-Sworn Track AAS / AS ¸ ¸

Dental Hygiene AS ¸

Drafting and Construction Specialist CCC ¸ ¸

Early Childhood Education - Child Care Center Management CCC ¸

Early Childhood Education AS ¸ ¸

Early Childhood Education - High Scope Approach Pre-School CCC ¸

Early Childhood Education - Infant/Toddler CCC ¸

Early Childhood Education - Montessori Track AS ¸

Early Childhood Education - Pre-School CCC ¸ ¸ ¸

Educational Assisting AS ¸ ¸

Educational Assisting CCC ¸ ¸

Electrical Power Technology AS ¸

Emergency Management CCC ¸

Emergency Medical Services AS ¸

Emergency Medical Technician (EMT-B) ATD ¸ ¸ ¸ ¸

Environmental Science Technology AS ¸

Fire Science Technology AS ¸ ¸

Graphic Design Technology AAS / AS ¸ ¸

Graphic Design Technology - Multimedia Arts CCC ¸ ¸

Graphic Design Technology - Web Design CCC ¸ ¸

Health Information Management - Medical Coder/Biller CCC ¸ ¸

Health Information Management AS ¸ ¸

Hospitality and Tourism Management AAS ¸

Hospitality and Tourism Management - Food Service Management CCC ¸

Hospitality and Tourism Management - Hospitality CCC ¸

Human Services AAS / AS ¸ ¸

Human Services - Gerontology CCC ¸ ¸

Human Services - Youth Development AAS / AS ¸ ¸

Human Services - Youth Development CCC ¸ ¸

Industrial Operations Management AAS ¸ ¸

Interior Design Technology AS ¸ ¸

Interior Design Technology ATC ¸

Landscape and Horticultural Professional I CCC ¸

Landscape and Horticultural Professional II CCC ¸

Landscape and Horticulture Specialist CCC ¸

Landscape & Horticulture Technology AS ¸

Legal Office Management CCC ¸

Medical Transcription ATD ¸ ¸

Motion Picture and Television  - Production Technology AS ¸ ¸

Motion Picture and Television  - Broadcast Technology AS ¸ ¸

Nursing AS ¸ ¸ ¸ ¸

Office Administration AAS ¸

Office Management CCC ¸

Office Software Applications CCC ¸

Office Specialist CCC ¸

Office Support CCC ¸

Paralegal AS ¸ ¸

Paramedic CCC ¸ ¸

Professional Pilot Technology AS ¸ ¸

Professional Pilot Technology- Maintenance Mgmt Track AAS ¸ ¸

Professional Pilot Technology- Operations Track AAS ¸ ¸

Professional Pilot Technology- Professional Pilot Track AAS ¸ ¸

Radiography AS ¸

Radiography - Cardiovascular Intervention Technology (CVIT) ATC ¸

Radiography - Computed Tomography (CT) ATC ¸

Radiography - Magnetic Resonance Imaging (MRI) ATC ¸

Respiratory Care AS ¸

Sonography AS ¸

Sonography-Adult Echo ATC ¸

Sonography CCC ¸

Sugar Technology-Milling CCC

Sugar Technology-Processing CCC

Sugar Technology AS

Teacher Certification Program (EPI) EPI ¸ ¸ ¸ ¸

Program StartsOff Site

All courses needed for the award are offered at:

Lake Worth Boca Raton

Palm Beach 

Gardens Belle Glade
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Chart of Programs ς  2010-11 PSAV 

 
 

 Palm Beach State Title Award
On 

Line

D E W D E W D E W D E W D E W O Fall Spr Sum

PSAV
Apprenticeship Programs PSAV ¸ ¸ ¸ ¸

Automotive Service Technology 1 PSAV ¸ ¸ ¸ ¸

Automotive Service Technology 2 PSAV ¸ ¸ ¸ ¸

Child Care Introductory Training Certification (40 hour) PSAV ¸ ¸ ¸ ¸ ¸ ¸ ¸ ¸ ¸

Child Care School Age through Grade 5 PSAV ¸ ¸

Child Care Family Training Certification (30 hour) PSAV

Commercial Heating and Air Conditioning Technology PSAV ¸ ¸ ¸

Commercial Vehicle Driving  - Class A PSAV ¸ ¸ ¸ ¸ ¸

Cosmetology PSAV ¸ ¸ ¸ ¸ ¸ ¸

Criminal Justice - Corrections Officer PSAV ¸ ¸ ¸ ¸

Criminal Justice - Law Enforcement Officer (CMS) PSAV ¸ ¸ ¸ ¸

Dental Assisting PSAV ¸ ¸

Diesel Technology 1 PSAV ¸ ¸  ¸ ¸

Diesel Technology 2 PSAV ¸ ¸  ¸ ¸

Early Childhood Professional Certificate PSAV

Facials Specialty PSAV ¸ ¸ ¸ ¸ ¸ ¸

Firefighter PSAV ¸ ¸ ¸ ¸ ¸

Fire Science - Fire Apparatus Operator PSAV ¸ ¸

Fire Science - Fire Instructor PSAV ¸ ¸

Fire Science - Fire Officer I PSAV ¸ ¸

Fire Science - Fire Inspector I PSAV ¸ ¸

Fire Science - Fire Investigator I PSAV ¸ ¸

Fire Science - Special Fire Safety Inspector PSAV ¸ ¸

Life, Health and Variable Annuities Agent PSAV ¸ ¸ ¸ ¸ ¸ ¸  

Machining Technology PSAV ¸ ¸ ¸ ¸

Massage Therapy PSAV ¸ ¸ ¸ ¸ ¸

Medical Assisting PSAV ¸ ¸ ¸  

Nails Technician PSAV ¸ ¸ ¸ ¸ ¸ ¸

Patient Care Assistant PSAV ¸ ¸ ¸ ¸ ¸

Practical Nursing PSAV ¸ ¸ ¸ ¸

Property and Casualty General Lines Agent PSAV ¸ ¸ ¸ ¸ ¸ ¸

Real Estate Sales Agent PSAV ¸ ¸ ¸ ¸ ¸ ¸ ¸

Real Estate Broker PSAV ¸ ¸ ¸ ¸ ¸ ¸ ¸ ¸

School Age Professional Certificate PSAV

Surgical Technology PSAV ¸ ¸ ¸

Welding Technology PSAV ¸ ¸ ¸ ¸ ¸

Program StartsOff Site

All courses needed for the award are offered at:

Lake Worth Boca Raton

Palm Beach 

Gardens Belle Glade
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Class Audit Policy 

A student may be admitted to certain courses on an audit basis with the completed request form submitted 
prior to the deadline as published in the Palm Beach State catalog. Audit requests will not be processed after the 
add/drop period ends. Classes designated as audit during add/drop do not count as attempts. Students auditing 
a course must attend class, but they are not required to take tests and examinations. No audit students may 
change their schedule to seek credit in any course in which they are enrolled. Prerequisites, tuition and all 
special fees apply. 

Courses taken for the third or fourth attempt or for high school dual enrollment/early admission may not be 
audited. Students are not permitted to audit college preparatory courses, courses under a selected admission 
program, or vocational credit or noncredit courses. A student may not audit a course in which he or she received 
a grade of C higher. An instructor may withdraw an audit student (XW) for non-attendance.  
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Class Size Guidelines/Suggested Week Guidelines 

 

Guidelines for Scheduling Credit/Prep Course Offerings 

2010-2011 
 

/ƭŀǎǎ ǎƛȊŜ ƛǎ ǎŜǘ ōȅ ǘƘŜ ŎƻƭƭŜƎŜ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴ ǿƛǘƘ ŜȄŎŜǇǘƛƻƴǎ ŀǇǇǊƻǾŜŘ ōȅ !ŎŀŘŜƳƛŎ 5ŜŀƴǎΩ /ƻǳƴŎƛƭ ŀƴŘ ±t!!Φ  ¢ƘŜ 
college administration may change the class size. 
 
Scheduling Goals: 

1. Develop a schedule that is based on student need. 
2. Maintain an average class size of 25. 
3. Reflect on schedule the approved program and discipline wheels. 
4. Achieve a fulltime to part-time faculty ratio of 55/45%. 
5. Schedule classes in appropriate sized room based on assigned class size. 

Minimum Class Size/Suggested Week Guidelines by Course or Prefix 

 

Prefix Prefix Description SCNS/Course Title 
Class Size Suggested Weeks 

Lecture Lab Computer Weeks 
Fall/Spring 

Weeks 
Summer 

BAS Degree All BAS Supervision & Management Courses 36 NA NA 8 6 

ACG Accounting: General 36 NA NA 16 12 

ACO Accounting: Occupational/Technical 36 NA NA 8 6 

AMH American History  36 NA NA 8 6 

AOM Sugar Technology 36 NA NA 8 6 

AML American Literature 36 NA NA 8 6 

ANT Anthropology 36 NA NA 8 6 

APA Applied Accounting 36 NA NA 8 6 

ARC Architecture 36 20 NA 16 12 

ARH Art History 36 NA NA 8 6 

ART Art 16 NA NA 8 6 

ART Art (studio classes) 16 NA NA 16 12 

ASC Aviation Science: General 24 NA NA 8 6 

AST Astronomy 36 24 NA 8 6 

ATF Aviation Technology: Flight NA 15 NA 8 6 

ATT Aviation Technology: Theory NA 15 NA 8 6 

AVM Aviation Management NA 15 NA 8 6 

BCN Building Construction 36 NA NA 8 6 

BCT Building Construction Trades 36 NA NA 8 6 

BOT Botany 36 24 NA 8 6 

BSC Biological Sciences 36 24 NA 8 6 

BUL Business Law 36 NA NA 8 6 

CCJ Criminology and Criminal Justice 36 NA NA 8 6 

CEN Computer Software Engineering NA NA 24 8 6 

CET Computer Engineering Technology NA NA 24 8 6 

CGS Computer General Studies NA NA 24 8 6 

CHD Home Economics: Child Development 36 NA NA 8 6 
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Prefix Prefix Description SCNS/Course Title 
Class Size Suggested Weeks 

Lecture Lab Computer Weeks 
Fall/Spring 

Weeks 
Summer 

CHM Chemistry 36 24 NA 8 6 

CIS Computer Science and Info Systems NA NA 24 8 6 

CJB College Level Application - CJ 36 20 NA 8 6 

CJC Corrections 36 NA NA 8 6 

CJE Law Enforcement 36 NA NA 8 6 

CJL Law & Process 36 NA NA 8 6 

CJT Criminal Justice Technologies 36 NA NA 8 6 

CLP Clinical Psychology 36 NA NA 8 6 

CNT Computer Science NA NA 24 8 6 

COP Computer Programming NA NA 24 8 6 

CPO Comparative Politics 36 NA NA 8 6 

CRW Creative Writing 26 NA NA 8 6 

DEH Dental Hygiene 24 NA NA 16 6 

DEP Developmental Psychology 36 NA NA 8 6 

DES1020 Dental Anatomy 45 NA NA 8 6 

DES1100 Dental Materials 45 NA NA 8 6 

DES1600 Office Emergencies 45 NA NA 8 6 

DES1800 Introduction to Clinical Procedures 45 NA NA 8 6 

DES1840 Preventive Dentistry 45 NA NA 16 6 

DES2502 Office Management 45 NA NA 8 6 

DES1100L Dental Materials  NA 20 NA 8 6 

DES1200 Dental Radiology 45 NA NA 8 6 

DES1200L Dental Radiology Lab NA 10 NA 8 6 

DES 1800L Introduction to Clinical Procedures 45 NA NA 8 6 

DES1800L Introduction to Clinical Procedures Lab NA 40 NA 8 6 

DES1830 Expanded Functions Lecture 45 NA NA 8 6 

DES1830L Expanded Functions Lab NA 20 NA 8 6 

EAP English For Academic Purposes 25 NA NA 16 12 

ECO Economics 36 NA NA 8 6 

ECS Economics 36 NA NA 8 6 

EDF Educational Foundations and Policy 36 NA NA 8 6 

EDG Education: General 36 NA NA 8 6 

EDG1311 Education Practicum I 7 NA NA 8 6 

EDG1312 Education Practicum II 7 NA NA 8 6 

EDP Educational Psychology 36 NA NA 8 6 

EEC Education: Early Childhood 36 NA NA 16 12 

EET Electronic Engineering Technology 36 20 NA 8 6 

EGN Engineering: General NA NA 24 8 6 

EGS Engineering: Support 32 20 NA 8 6 

EME Education: Technology & Media NA NA 24 8 6 

EMS(lecture) Emergency Medical Services 30 NA NA 8 6 

EMS1119L EMT Lab NA 30 NA 8 6 

EMS1431 EMT--Basic Hospital and Field Experience 6 NA NA 8 6 

EMS2664 Paramedic Hospital Field Combination Intern I 6 NA NA 8 6 

EMS2665 Paramedic Clinical II 6 NA NA 8 6 

EMS2659 Paramedic Field Internship 6 NA NA 8 6 

ENC English Composition 26 NA NA 16 12 

ENC0001 College Prep English I 25 NA NA 16 12 
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Prefix Prefix Description SCNS/Course Title 
Class Size Suggested Weeks 

Lecture Lab Computer Weeks 
Fall/Spring 

Weeks 
Summer 

ENC0010 Preparatory English II 25 NA NA 16 12 

ENL English Literature 36 NA NA 8 6 

EPI Educational Prep Institute 35 NA NA 8 6 

ESC Earth Science 36 NA NA 8 6 

EST Electronic Specialty Technology 18 NA NA 8 6 

ETC Building Construction 36 NA NA 8 6 

ETD Engineering Technology: Drafting NA NA 24 8 6 

ETG Engineering Technology: General 18 NA NA 8 6 

ETI Engineering Technology: Industrial NA NA 20 8 6 

EVR Environmental Studies 36 NA NA 8 6 

EVS Environmental Science 36 NA NA 8 6 

FFP Fire Fighting & Protection 36 NA NA 8 6 

FIL Film (Motion Picture) 36 16 NA 8 6 

FIN Finance 36 NA NA 8 6 

FOS Food Science 36 NA NA 8 6 

FRE French Language 26 NA NA 16 12 

FSS Food Service Systems 30 20 NA 8 6 

GCO Golf Course Operations 36 NA  NA 8 6 

GEA Geography 36 NA NA 8 6 

GEB General Business 36 NA NA 8 6 

GER German Language 26 NA NA 16 12 

GEY Gerontology 36 NA NA 8 6 

GLY Geology 36 NA NA 8 6 

GRA Graphic Arts NA NA 15 8 6 

HFT Hospitality Management 30 20 NA 8 6 

HLP Health/Leisure/Physical Education 36 NA NA 8 6 

HSC(lecture) Health Sciences 36 NA NA 8 6 

HSC2100 Health Concepts and Strategies 36 NA NA 8 6 

HUN Human Nutrition 36 NA NA 8 6 

HUS Human Services 36 20 NA 8 6 

IDH Interdisciplinary: Honors 15 NA NA 8 6 

IDS Interdisciplinary Studies 36 NA NA 8 6 

IND Interior Design 20 NA NA 8 6 

INR International Relations 36 NA NA 8 6 

IPM Integrated Pest Management 36 NA NA 8 6 

JOU Journalism 26 NA NA 8 6 

LDE Landscape 36 NA NA 8 6 

LIS Library and Information Systems NA NA 24 8 6 

LIT Literature 36 NA NA 8 6 

MAC Mathematics-Calculus and Pre-calculus 36 NA NA 16 12 

MAN Management 36 NA NA 8 6 

MAP Mathematics Applied 36 NA NA 16 12 

MAR Marketing 36 NA NA 8 6 

MAS Mathematics - Algebraic Structures 36 NA NA 8 6 

MAT Mathematics 36 NA NA 8 6 

MAT0012 Basic Algebra 1 25 NA NA 16 12 

MAT0020 Basic Algebra 2 25 NA NA 16 12 

MCB Microbiology 36 24 NA 8 6 
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Prefix Prefix Description SCNS/Course Title 
Class Size Suggested Weeks 

Lecture Lab Computer Weeks 
Fall/Spring 

Weeks 
Summer 

MGF Mathematics - General and Finite 36 NA NA 8 6 

MKA Marketing Applications 36 NA NA 8 6 

MMC Mass Media Communication 36 NA NA 8 6 

MNA Management: Applied 36 NA NA 8 6 

MTB Mathematics - Technical and Business 36 NA NA 8 6 

MTG Mathematics - Topology and Geometry 36 NA NA 8 6 

MUH Music: History/Musicology 36 NA NA 8 6 

MUC Music: Composition 14 NA NA 8 6 

MUL Music Literature 36 NA NA 8 6 

MUM Music: Commercial/Management/ 
Administration 

14 NA NA 8 6 

MUM1030L Commercial Music Performance 12 NA NA 8 6 

MUM1622L Sound Reinforcement and Fundamentals 
Laboratory 

NA 10 NA 8 6 

MUM2604L Multi-Track Mix-down Techniques NA 10 NA 8 6 

MUN Music Ensembles 6-30 NA NA 8 6 

MUT Music: Theory 14-36 NA NA 8 6 

MVB Applied Music: Brasses 1-8 NA NA 8 6 

MVK Applied Music: Keyboard 16 NA NA 8 6 

MVP Applied Music: Percussion 1-6 NA NA 8 6 

MVS Applied Music: Strings 10 NA NA 8 6 

MVV Applied Music: Voice 20 NA NA 8 6 

MVW Applied Music: Woodwinds 1-6 NA NA 8 6 

NUR1022L Nursing I Skills Lab NA 10 NA 16 6 

NUR1023 Nursing I 30 NA NA 16 6 

NUR1023L Nursing I Clinical NA 10 NA 16 6 

NUR1090 Critical Thinking In Nursing 15 NA NA 16 6 

NUR1141 Introduction to Pharmacotherapeutics 36 NA NA 16 6 

NUR1213 Nursing II 30 NA NA 16 6 

NUR1213L Nursing 2 Clinical NA 10 NA 16 6 

NUR1214L Nursing II Skills Lab NA 10 NA 16 6 

NUR2000L Introduction to Professional Nursing NA 12 NA 16 6 

NUR2140 Pharmacology For Nursing 36 NA NA 16 6 

NUR2215 Nursing III 30 NA NA 16 6 

NUR2215L Nursing III Clinical NA 10 NA 16 6 

NUR2712 Nursing IV 30 NA NA 16 6 

NUR2943L Clinical Preceptorship NA 100 NA 16 6 

NUR (ATC) Nursing, Generic Undergraduate 12 NA NA 16 6 

OCE General Oceanography 36 24 NA 8 6 

ORH Ornamental Horticulture 36 NA NA 8 6 

ORI Oral Interpretation 36 NA NA 8 6 

OST Office Systems Technology NA NA 24 8 6 

PCB Process Biology (Cell/Molecular/ 
Ecology/Genetics/Physiology) 

36 NA NA 8 6 

PEO Physical Education Activities (Professional)-
Object Centered, Land 

36 NA NA 8 6 

PGY Photography 16 NA NA 8 6 

PGY2801C Digital Photography I 24 NA NA 8 6 
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Prefix Prefix Description SCNS/Course Title 
Class Size Suggested Weeks 

Lecture Lab Computer Weeks 
Fall/Spring 

Weeks 
Summer 

PGY2802C Digital Photography II 24 NA NA 8 6 

PHI Philosophy 36 NA NA 8 6 

PHY Physics 36 24 NA 8 6 

PLA Paralegal/ /Legal Administration 36 NA NA 16 12 

PLA2209 Court Systems: Procedure and Pleadings I 20 NA NA 8 6 

PLA2229 Court Systems: Procedure and Pleadings II 20 NA NA 8 6 

PLS Plant Science 36 NA NA 8 6 

PMA Pest Management 36 NA NA 8 6 

POS Political Science 36 NA NA 8 6 

PSC Physical Sciences 36 NA NA 8 6 

PSY Psychology 36 NA NA 8 6 

REA0001 College Prep Reading 1 25 NA NA 16 12 

REA0002 College Prep Reading Ii 25 NA NA 16 12 

REL Religion 36 NA NA 8 6 

RET Respiratory Care 25 25 NA 8 6 

RTE Radiologic Technology 40 20 NA 8 6 

RTE (ATC) Radiologic Technology 15 NA NA 8 6 

RTV Radio-Television 36 NA NA 8 6 

SBM Small Business Mgmt: 
Occupational/Technical Variable Paced 

36 NA NA 8 6 

SLS Student Life Skills (Learning) 25 NA NA 8 6 

SLS2261 Leadership Development 20  NA NA 8 6 

SON Sonography 15 15 NA 8 6 

SOP Social Psychology 36 NA NA 8 6 

SOS Soil Science 36 NA NA 8 6 

SOW Social Work 36 NA NA 8 6 

SPC Speech Communication  26 NA NA 8 6 

SPN Spanish Language 26 NA NA 16 12 

STA Statistics 36 NA NA 16 12 

SUR Surveying & Related Areas 36 20 NA 8 6 

SYG Sociology, General 36 NA NA 8 6 

TAX Taxation 36 NA NA 8 6 

THE Theatre Studies and General Resources 36 NA NA 8 6 

TPA Theatre Production and Administration 15 NA NA 8 6 

TPP Theatre Performance and Performance Training 15 NA NA 8 6 

WOH World History 36 NA NA 8 6 

ZOO Zoology 36 24 NA 8 6 

Computer Based Instruction  Set by number of stations/software licenses 
available in room.  Size based on one student 
per station. 

Lab Based Instruction (All Disciplines)  For courses with co-requisite labs, number of 
seats offered in lecture must match number of 
seats offered in labs. 

Honors College  Minimum - 8 enrolled - Maximum - 15 seats 
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Cluster Guidelines 

 
1. The Cluster is comprised of disciplines and/or programs. Each cluster has a liaison, who is an associate dean or 

director.  
 
2. The Cluster Liaison facilitates cluster meetings on Development Day each fall and spring term. Programs or a 

discipline(s) may choose to meet more frequently. If a program or a discipline) meets outside of the two 
required meetings during the academic year, minutes must be taken and distributed via email to the Academic 
Minutes Distribution list. 

 
3. The Cluster Liaison is responsible for: 

A. Holding a group meeting with all the programs and disciplines under that cluster. 
B. Ensuring that minutes are taken, including addressing any district issues set forth by the VPAA, and 

distributed to the Academic Minutes Distribution list. 
C. Identifying which program/clusters actually meet in addition to the main cluster meeting. If discipline or 

programs meet in addition to the main cluster meeting, minutes must also be taken and distributed. 
D. Following up on any identified cluster issues that require administrative action. 
E. Supporting approved and established college policies and procedures.  

 
4. Minutes Guidelines: 

A. Minutes should be prepared and distributed no more than one week after a cluster meeting is held. 
B. Minutes should be prepared using the standard minutes template located at 

http://www.palmbeachstate.edu/documents/Academic_Services/MinutesTemplate.doc. Minutes must 
address any identified district issues set forth by the VPAA. 

C. Any cluster recommendations should be in writing and sent to the VPAA in addition to being in the 
cluster minutes. 

D. Any curriculum changes (new courses, revised courses, etc.) must be initiated through the established 
curriculum process (http://www.palmbeachstate.edu/curriculum.xml). 

 
 

 
  

 

http://www.palmbeachstate.edu/documents/Academic_Services/MinutesTemplate.doc
http://www.palmbeachstate.edu/curriculum.xml
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Conversion of Noncredit to Credit 

tŀƭƳ .ŜŀŎƘ {ǘŀǘŜ /ƻƭƭŜƎŜ ǊŜŎƻƎƴƛȊŜǎ ǘƘŜ {ǘŀǘŜ ƻŦ CƭƻǊƛŘŀΩǎ {ǘŀǘŜǿide articulation agreements for 

1. PSAV to AAS/AS Degree 

2. Industry Certification to AAS/AS Degree 
 
Credits are granted through the Prior Learning Assessment process (http://www.palmbeachstate.edu/pla.xml). Please 
see the state webpage at http://www.fldoe.org/workforce/dwdframe/artic_frame.asp for more detail on program 
specifics.  

http://www.palmbeachstate.edu/pla.xml
http://www.fldoe.org/workforce/dwdframe/artic_frame.asp
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Course Outlines Database 

 

All Palm Beach State course outlines are stored electronically in a database system. These course outlines 
include the following fields:  

 

 Full course title 

 Course description 

 Credit hours, Clock hours, Lecture hours, Lab hours, Clinical hours (as each apply to the course) 

 Funding Category and Transfer Status 

 General Education Status 

 Gordon Rule Status 

 Pre-requisite courses 

 Co-requisites courses 

 Materials/equipment required by the student 

 Number of times course can be taken 

 Course effective term/outline creation term/course revision term 

 Special Fees/Course Fee Revision Date 

 General Education Learning Outcomes Supported 

 Course Learning Outcomes 

 Methods of Assessment 
 

Course outlines are updated through the curriculum process as described under curriculum procedures. 
 

All course outlines are located at www.palmbeachstate.edu/courseoutlines.xml   
 

 

 

http://www.palmbeachstate.edu/courseoutlines.xml
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 District Board of Trustees Policies 

 
http://intranet.palmbeachstate.edu/boardpolicies/index.asp?section=2 

 
TITLE - Curriculum Control  
NUMBER  - 6Hx-18-2.01 
LEGAL AUTHORITY 1001.61 FS, 1001.64 FS, 1001.65 FS 
DATE ADOPTED/AMENDED Readopted 2/27/75; Amended 7/26/79, 12/13/90, 8/11/99, 6/20/00; 4/8/08 
Policy: 
The Vice President of Academic Affairs and a committee appointed by the President or designee shall review, monitor, 
and/or approve: 
 
1. Curriculum studies 
2. Curriculum proposals 
3. Course and program reviews 
4. New programs and courses 
5. Deletions of courses and programs 
6. Prerequisites, co-requisites, and course credit and clock hours. 
 
Curriculum Committee actions are subject to the approval of the Vice President of Academic Affairs, the President, the 
District Board of Trustees, and the Department of Education, as appropriate. 
 
TITLE - General Education Program  
NUMBER - 6Hx-18-2.02 
LEGAL AUTHORITY 1001.61 FS, 1001.64 FS, 6A-14.030 FAC 
DATE ADOPTED/AMENDED - Readopted 2/27/75; Amended 12/13/90, 6/19/01; 4/8/08 
Policy: 
There shall be a recognizable, common core of subject matter (General Education Program) that expresses the educational 
philosophy of the College. 
1. Bachelor of Applied Science Degree.  A minimum of 36 semester hours in General Education shall be completed by 

a student who earns the Baccalaureate Degree. 
2. Associate in Arts Degree. A minimum of thirty-six semester hours in General Education shall be completed by a 

student who earns the Associate in Arts Degree.  
3. Associate in Science Degree. A minimum of fifteen semester hours in General Education shall be completed by a 

student who earns the Associate in Science Degree.  
4. Associate in Applied Science Degree. A minimum of fifteen semester hours in General Education shall be 

completed by a student who earns the Associate in Applied Science Degree. 
5. The semester hours in General Education must be drawn from and must include at least one course from each of 

the following areas: humanities/fine arts, social behavioral sciences, and natural sciences/mathematics. 
 

TITLE -Cultural and Intellectual Environment  
NUMBER - 6Hx-18-2.04 
LEGAL AUTHORITY 1001.61 FS, 1001.64 FS 
DATE ADOPTED/AMENDED - Readopted 2/27/75; Amended 6/19/01, 4/08/08 
Policy: 
In keeping with the mission of the College, the cultural mission of Palm Beach State College is to foster and develop the 
artistic potential of its students, area residents and visitors through traditional and contemporary professional and 
academic performing and visual arts programs and through the commission of new works. 
1. The College shall provide a series of programs by artists, performers, and lecturers and shall also utilize other means 
available for creating a stimulating cultural and intellectual environment for the students and faculty. 

http://intranet.palmbeachstate.edu/boardpolicies/index.asp?section=2
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2. The College shall share resources with the community and create partnerships to develop future audience and 
practitioners, to encourage the development of the imagination and appreciation in its audiences through professional 
series, education and partnership outreach programs. 
 
TITLE -  Instruction  
NUMBER  - 6Hx-18-2.05 
LEGAL AUTHORITY 1001.61 FS, 1001.64 FS 
DATE ADOPTED/AMENDED Readopted 2/27/75; Amended 9/18/85, 8/11/99, 6/20/00; 4/8/08 
Policy: 
Instruction shall be related to the learning outcomes of each course, the capabilities of the students, and the general 
College standards of quality. The process of instruction shall be organized so that students are provided timely written 
information including: 
1. The goals and learning outcomes 
2. The requirements of the course 
3. The nature of the course content 
4. The methods and variety of evaluation employed 
5. The materials for the course.. 
 

TITLE - Collegewide Course Outline and Syllabus  
NUMBER - 6Hx-18-2.051 
LEGAL AUTHORITY - 1001.61 FS, 1001.64 FS; 6A-14.024 FAC 
DATE ADOPTED/AMENDED  - Adopted 6/19/01, Amended 4/8/08 

Policy: 
For each course, faculty shall develop a course outline following the approved template.  All outlines are to be kept on file 
in the Academic Services Office.  All course outlines are approved by the Curriculum Committee and the VPAA per Board 
Policy 6Hx-18-2.01. 
Each faculty member assigned to teach a course shall prepare a course syllabus which provides information in the 
ŎŀǘŜƎƻǊƛŜǎ ŜǎǘŀōƭƛǎƘŜŘ ƛƴ ǘƘŜ ά/ƻǳǊǎŜ {ȅƭƭŀōǳǎ /ƘŜŎƪƭƛǎǘέ ŘƻŎǳƳŜƴǘ ŀǾŀƛƭŀōƭŜ ŦǊƻƳ ǘƘŜ ƻŦŦƛŎŜ ƻŦ ŀŎŀŘŜƳƛŎ ŀŦŦŀƛǊǎΦ  !ƭƭ ŎƻǳǊǎŜ 
ǎȅƭƭŀōƛ ŀǊŜ ǘƻ ōŜ ǇƻǎǘŜŘ ƻƴƭƛƴŜ ōȅ ǘƘŜ ōŜƎƛƴƴƛƴƎ ƻŦ ŜŀŎƘ ǘŜǊƳΩǎ ǊŜƎƛǎǘǊŀǘƛƻƴ ǇŜǊƛƻŘΦ  ¢ƘŜ ŎƻǳǊǎŜ ǎȅƭƭŀōǳǎ ǎƘŀƭl be made 
available to each student enrolled in the course.  Copies of individual faculty course syllabi shall be maintained in the 
appropriate department offices. 
 
 
TITLE - Instructional Program  
NUMBER - 6Hx-18-2.06 
LEGAL AUTHORITY 1001.61 FS, 1001.64 FS 
DATE ADOPTED/AMENDED Readopted 2/27/75; Amended 6/22/75, 9/18/85, 12/13/90, 8/11/99, 6/20/00; 4/8/08 
Policy: 
The instructional program shall include curricula in the following areas: 
 
1. College credit 
2. Postsecondary Adult Vocational (PSAV) credit 
3. College Preparatory Institutional credit 
4. Continuing Workforce Education (non-credit) 
5. Avocational (non-credit) 
 
The college relates to a number of commissions, committees, and agencies at the state, regional, and national levels, 
designed to provide facilities, financial assistance and information which aid the college to continuously assess and improve 
its program. 
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TITLE - Administration of the Library Learning Resource Center (LLRC) 
NUMBER 6Hx-18-2.07 
LEGAL AUTHORITY 1001.61 FS, 1001.64 FS  
DATE ADOPTED/AMENDED Readopted 2/27/75; Amended 6/19/01; 4/8/08 
Policy: 
The Library Learning Resources Center (LLRC)/media centers shall be administered as part of the academic program. The 
LLRC shall be evaluated regularly and systematically to ensure that it is meeting the needs of faculty and enrolled students, 
and is supporting the programs and mission of Palm Beach State College. 
 
TITLE - Deletion of Courses from Catalog and Statewide Course Numbering System 
NUMBER 6Hx-18-2.08 
LEGAL AUTHORITY 1001.61 FS, 1001.64 FS  
DATE ADOPTED/AMENDED Adopted 12/13/90; Amended 6/19/01 
Policy: 
As part of the annual procedure for preparation of the Palm Beach State College Catalog, the course inventory will be 
reviewed by the Office of Academic Affairs. Courses that have not been taught for five years will be reviewed by the 
Curriculum Committee and deleted from the Catalog. Notice of deletion will be sent to the Office of the Statewide Course 
Numbering System. A course not taught for the preceding five years may be continued in the Catalog if it is to be offered 
during the next five years. The president shall annually submit to the District Board of Trustees certification for the College 
that it has complied with the law. 
 
TITLE - College Level Academic Skills (CLAS) 
NUMBER 6Hx-18-2.09 
LEGAL AUTHORITY 1007.25 
DATE ADOPTED/AMENDED Adopted 5/12/93; Amended 8/14/96, 9/10/97, 6/19/01, 09/09/08, 09/09/09 
Policy: 
To be awarded an Associate in Arts or Baccalaureate Degree, a student must meet one of the 
following requirements to demonstrate proficiency in College Level Academic Skills (CLAS): 
1. Achieve a score that meets or exceeds a minimum score on a nationally standardized 
examination, as established by the State Board of Education in conjunction with the 
Board of Governors. 
2. Demonstrate successful remediation of any academic deficiencies and achieve a 
cumulative grade point average of 2.5 or above, on a 4.0 scale, in postsecondary-level 
coursework identified by the State Board of Education in conjunction with the Board of 
Governors. The Department of Education shall specify the means by which a student 
may demonstrate successful remediation. 
3. Waivers. State Board of Education rule specified that community colleges will consider 
requests for waivers from the testing requirements of the CLAST. Those requests will be 
administered under Palm Beach State DBOT policy number 6Hx-18-2.10. 
 
TITLE - Waiver of College Level Academic Skills Test (CLAS) Requirement Eligibility  
 
NUMBER 6Hx-18-2.10 
LEGAL AUTHORITY 1001.25 FS 
DATE ADOPTED/AMENDED Adopted 5/12/93; Amended 8/13/97, 6/19/01; 4/8/08; 09/08/09 
A public postsecondary educational institution may not confer an associate in arts or 

  baccalaureate degree upon any student who fails to successfully complete one of the following 
requirements: 
1. Achieve a score that meets or exceeds a minimum score on a nationally standardized 
examination, as established by the State Board of Education in conjunction with the 
Board of Governors; or 
2. Demonstrate successful remediation of any academic deficiencies and achieve a 
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cumulative grade point average of 2.5 or above, on a 4.0 scale, in postsecondary-level 
coursework identified by the State Board of Education in conjunction with the Board 
of Governors. The Department of Education shall specify the means by which a 
student may demonstrate successful remediation. 
Policy: 
1. Students may apply for a waiver of the CLAS requirements based on one of the two 
following criteria (a or b): 
a. Specific learning disabilities: Any student who, in the best professional opinion of the postsecondary educational 

institution, has a specific learning disability such that the student cannot demonstrate successful mastery of one or 
more of the authorized examinations but is achieving at the college level in every area despite his or her disability, 
and whose diagnosis indicates that further remediation will not succeed in overcoming the disability, may apply for 
a waiver of the CLAS requirements. 

b. The student may apply for a waiver if unable to show attainment through course grades or through an attempt(s) at the 
College Level Academic Skills Test (prior to July 1, 2009), or test scores as listed in the exemptions summary table. 
The student must: 

1) Not be eligible for a waiver through course grades, 
2) Have scores lower on the test than the published scores. 
3) Have a complete set of scores on ONE of the tests (ACT, SAT, or CPT) to 
assess each CLAS area. 
4) Meet all other requirements for the Associate in Arts or Bachelor of Applied 
Science degree. 
2. Request for a Waiver. All students who request a waiver of the CLAS requirements must complete the online request 

form found at http://www.palmbeachstate.edu/x3243.xml. 
3. Review of Requests for CLAS waivers for Specific Learning Disabilities. The committee will be appointed by the president 

or the chief academic officer. The ŎƻƳƳƛǘǘŜŜ ǎƘŀƭƭ ŜȄŀƳƛƴŜ ǘƘŜ ŜǾƛŘŜƴŎŜ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŀŎŀŘŜƳƛŎ ŀƴŘ ƳŜŘƛŎŀƭ 
records and may hear testimony relevant to the case. The committee may grant a waiver for one or more of the 
authorized examinations based on the results of its review. The committee consists of: 

a. A student services administrator 
b. An academic affairs administrator, 
c. A counselor of students with disabilities, and 
d. Two other professional personnel 
4. Review of Requests for CLAS waivers. A committee operating under the guidelines of State Rule shall review requests for 

CLAS waivers. The membership of that committee shall be appointed by the president and composed as follows: 
a. Vice President of Academic Affairs, Chairperson 
b. Faculty member, Mathematics 
c. Faculty member, Communications/English 
d. Faculty member, other than Mathematics or English 
e. Institutional Test Administrator 
The committee shall review each request and make their recommendation to the President. 
5. Approval of Waiver. Final action regarding approval or disapproval shall rest with the president of the College. 
6. Appeal process. Students whose requests for waiver have been denied may appeal directly to the president in writing. 

The president shall forward the appeal to the Chairperson of the District Board of Trustees of Palm Beach State 
College who may name a panel of five members of the College faculty and administrative staff to review the 
appeal. That panel will submit its findings and recommendations to the District Board of Trustees. Final action of 
the appeal shall rest with the Board. 

7. Records and Articulation. The District Registrar shall maintain in the student record file the official approval of the CLAS 
waiver. This waiver will be so designated on the ǎǘǳŘŜƴǘΩǎ ǘǊŀƴǎŎǊƛǇǘ ƻŦ ŎƻǳǊǎŜǎ ŀƴŘ ǎƘŀƭƭ ƛƴŎƭǳŘŜ ŀ ǎǘŀǘŜƳŜƴǘ ǘƘŀǘ 
the student did not meet the requirements of this subsection and that a waiver was granted. The transcript will 
serve as the articulation document for the CLAS waiver to otherpostsecondary institutions. 
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TITLE - Textbook Selection 
NUMBER 6Hx-18-2.11 
LEGAL AUTHORITY - 1001.64 FS, 6A-14.024  FAC 
DATE ADOPTED/AMENDED Adopted 6/19/2001; Amended 2/11/2003, 4/8/2008, 3/16/2010 
Policy: 
1. Each faculty cluster will develop and maintain a textbook selection process, which may include the option by a full-time 
faculty member to select no textbook. Textbook selection guidelines will include the following items: 
2. Texts will be adopted for a minimum of three (3) academic years. 
a. All adoptions of texts (new or new edition) become effective in fall term of each academic year. 
3. Each cluster will select the textbook that adjuncts will use for each course college-wide. 
4. For those sequential courses in which the same textbook is used for more than one term, one textbook will be selected 
for use college-wide. 
5. Faculty that are reassigned classes (i.e. cancellation, overloads) will use the textbook selected by the cluster for that 
course. 
 
TITLE - Field Trips  
NUMBER 6Hx-18-2.12 
LEGAL AUTHORITY 1001.61 FS, 1001.64 FS, 6A-14.024 FAC 
DATE ADOPTED/AMENDED Adopted 6/19/01, Amended 4/8/08 
Policy: 

Field trips are valuable learning experiences when an integral part of a course.  The following shall apply to field 
trips: 

A. Possible interference with other courses should be considered when scheduling field trips.  Field trips should not 
be scheduled during the last week of classes of any term. 

B. Students cannot be required to attend a field trip nor can the trip be included in computing grades if the trip is 
announced to the class after the add-drop period.  Allowance should be given when trips are included in 
computing grades to those students who are unable to attend because of illness, work schedules, family 
responsibilities, or other obligations. 

C. Only those students enrolled in a class taking a field trip may use College-provided transportation. 
D. Transportation by College-provided vehicles may be paid by the individual department or cost center offering the 

course.  Meal and motel expenses of students on field trips may not be paid by College funds.  Other related 
expenses, such as convention registration fees, are paid by the individual students attending.  Expenses incurred 
by a group performing an activity at the request of some other area of the College are paid by the requesting area. 

E. Students on approved field trips or other official school business or functions should not be marked absent from 
class.  However, they are required to make up work missed while on the trip. 

F. Students must complete and sign appropriate permission forms.  
G. Faculty and staff are not authorized to transport students in their personal vehicles. If students are to be 

transported by the College, they must be transported by commercial carriers or by College vehicles. 
 
TITLE - Speakers or Guests 
NUMBER 6Hx-18-2.13 
LEGAL AUTHORITY 1001.64 FS; 6A-14.024 FAC 
DATE ADOPTED/AMENDED Adopted 6/19/01 
Policy: 
When faculty want to invite persons who are not members of the faculty as guest speakers for classes, prior written 
approval must be obtained from the president or his/her designee in advance of the proposed appearance date. 
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Dual Enrollment Guidelines 
 

All dual enrollment classes must meet the criteria as specified in Florida Administrative Code - 
https://www.flrules.org/gateway/ruleNo.asp?id=6A-14.064.  
 
Each dual enrollment class must complete the Dual Enrollment Checklist form and forward a copy of the form no later than 
the first day of class and a copy of the final exam/grade book used in the class at the end of the term to the VPAA.  
 
Dual Enrollment Reporting Form: 
http://www.palmbeachstate.edu/documents/academic_services/dual_enrollment_class_form.doc   

 
Criteria for Dual Enrollment Classes 

 

Area Criteria 

Student Eligibility All students must meet eligibility criteria as stated in FLS 1007.271. Only dual 
enrollment high school students are permitted to enroll in the class. 

Faculty Credentials All faculty teaching dual enrollment courses must meet the credentialing criteria 
(www.palmbeachstate.edu/documents/academic_services/sectionb.pdf). All 
faculty must be provided with a Faculty Handbook. 

Course Outline All faculty teaching dual enrollment courses shall be provided with the Palm Beach 
State course outline (www.palmbeachstate.edu/courseoutlines.xml)  

Class Loading The associate dean (or designee)shall be responsible for loading of the class. The 
class must meet the expected course hours as stated in the course outline. The 
class cannot be scheduled for more hours or fewer hours than is stated in the 
course outline for a combination of lecture/lab hours. The class must use the 
special designator DE ς Dual Enrollment.  

Holidays and Closed Days Dual enrollment classes shall meet according to the closed days/holidays as 
observed by the School District calendar. 

Course Syllabus All faculty teaching dual enrollment courses shall use the course syllabus template 
or checklist ς (http://www.palmbeachstate.edu/x15142.xml). The syllabus shall be 
approved by the associate dean prior to the start of classes. 

Textbook The textbook used by the class shall be the same textbook designated by the faculty 
for use by adjunct instructors. The associate dean shall provide textbook 
information to the School District. 

Final Exam Final exams used in the dual enrollment course shall be approved by the associate 
dean prior to the administration of the exam. Completed and scored exams must 
be returned to the associate dean and kept for 1 year. 

Submission of Grades All faculty teaching dual enrollment classes shall submit grades electronically, 
observing grade submission deadlines for the given session and term. 

 

https://www.flrules.org/gateway/ruleNo.asp?id=6A-14.064
http://www.palmbeachstate.edu/documents/academic_services/dual_enrollment_class_form.doc
http://www.palmbeachstate.edu/documents/academic_services/sectionb.pdf
http://www.palmbeachstate.edu/courseoutlines.xml
http://www.palmbeachstate.edu/x15142.xml
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Educational Technology Use 
 
Palm Beach State encourages the use of technology by faculty to enhance teaching and learning. Resources are available 
for faculty at each campus to learn technology skills for both classroom and e-learning classes. The following resources 
are available: 
 
E-Learning and Instructional Technology 
http://www.palmbeachstate.edu/x1247.xml  
The office of Instructional Technology and the E-Learning Department provide training and support for development of 
online course sites, multimedia course content production, video and audio integration into lesson plans and content 
delivery, webcasting, offer course development hardware and software workshops and training, and other various 
instructional technology support for all Palm Beach State locations. 
 
Media Technology & Instructional Services (MTIS) 
http://www.palmbeachstate.edu/mtis.xml  
MTIS provides leadership in instructional technology resources and services pursuant to the successful achievement of 
the College's mission, by providing faculty and students with resources, including electronic media materials for 
instruction, presentations, and web support, within an atmosphere and environment conducive to learning. 
 
Professional Teaching and Learning Centers 
http://www.palmbeachstate.edu/ptlc.xml   
The PTLC fosters  a community of inquiry by serving as an information and support center, providing an informal setting 
for sharing ideas, encouraging research on and development of effective teaching techniques and the use of technology; 
thereby increasing the opportunity for students to succeed. 

http://www.palmbeachstate.edu/x1247.xml
http://www.palmbeachstate.edu/mtis.xml
http://www.palmbeachstate.edu/ptlc.xml
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E-Learning ς Faculty Load/E-Pack Policies 

Faculty Load - !ǇǇǊƻǾŜŘ ōȅ 5ŜŀƴǎΩ /ƻǳƴŎƛƭΣ aŀȅ 2006, Revised April 2009 

1. E-learning is defined as:  Video conferencing and On-line classes which are pure Internet. 

2. Blackboard component -  The professor is to include in his/her syllabus instructions on the use of Blackboard. Faculty 
courses are approved to use Blackboard only through certification or an approved mentoring process.  

3. Hybrid ŎƭŀǎǎŜǎ ŀǊŜ ŦŀŎŜπǘƻπŦŀŎŜ ŀƴŘ ƻƴƭƛƴŜ ƛƴǎǘǊǳŎǘƛƻƴΦ ¢ƘŜ ŦŀŎŜπǘƻπŦŀŎŜ ǇƻǊǘƛƻƴ ǘŀǳƎƘǘ ƻƴ ŎŀƳǇǳǎ Ƴǳǎǘ ōŜ рл҈ ƻŦ ǘƘŜ 
class. The online component must meet 50% of the course online , evenly alternating and distributed throughout the 
semester along with the face-to-face portion.  The syllabus and the Blackboard outcome page MUST identify the 
format and schedule for each class meeting: onliƴŜ ƻǊ ŦŀŎŜπǘƻπŦŀŎŜΦ ¢ƘŜ course schedule must have notes identifying 
that this is a hybrid class having a 50% online component. As with all courses, the syllabus is to be given to the 
supervisor (and DL office) prior to registration for compliance review. The DL office should be notified of the schedule. 
IȅōǊƛŘ ŎƭŀǎǎŜǎ ŀǊŜ ŎƻǳƴǘŜŘ ŀǎ ŦŀŎŜπǘƻπŦŀŎŜ ƛƴǎǘǊǳŎǘƛƻƴ ŦƻǊ ŦŀŎǳƭǘȅ ƭƻŀŘ ǇǳǊǇƻǎŜΦ 

4. For the purposes of faculty load, based on a full-time faculty load of 90 points for a fall/spring term schedule, a 
minimum of 45 points must be taught in face-to-face instruction. Anything over 45 points may be by e-learning, subject 
to approval of the appropriate academic dean. No more than 3 classes (27 points) can be e-learning in any major term. 

E-Pack Policy 

Approved June 2007 

Policy Goals: 

To efficiently provides with media rich e-content digital learning resources tailored to the objectives of specific Palm Beach 
State courses. 

Polices: 

1. The use of an E-Pack (or equivalent) for an asynchronous course (purely online) must be approved by the campus 
Dean of Academic Affairs or their delegate on the campus where the course is scheduled prior to the course being 
offered. 

2. Any E-Pack used must meet Palm Beach StateΩǎ ƻōƧŜŎǘƛǾŜǎ ŀƴŘ ǎǘŀƴŘŀǊŘǎ ŦƻǊ ǘƘŜ ŎƻǳǊǎŜΦ 

3. E-Packs for asynchronous courses should not constitute the entire content of the course and should be integrated 
into the course or used as supplemental material. 

4. Instructors should be cognizant of any access fees that may be charged by an E-Pack provider and be familiar with 
the support policies of the provider. 

 

 

Please see Section N ς E-learning for detailed policies regarding e-learning.  
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Email Guidelines for Faculty and Instructors 

 
1. The Palm Beach State email system assures a more consistent and reliable means for faculty/instructors and 

staff to communicate with students.  Palm Beach State ŜƳŀƛƭ ǎȅǎǘŜƳǎ ŀƴŘ ǘƘŜ /ƻƭƭŜƎŜΩǎ ǿŜō ǎƛǘŜ ŀǊŜ ƻŦŦƛŎƛŀƭ 
means of communication with students.   

2. CƻǊ ǘƘŜ ǇǊƻǘŜŎǘƛƻƴ ŀƴŘ ǇǊƛǾŀŎȅ ƻŦ ǘƘŜ /ƻƭƭŜƎŜΩǎ ǎǘǳŘŜƴǘǎ ŀƴŘ ŦŀŎǳƭǘȅΣ ŀƭƭ ŜƳŀƛƭ ŎƻǊǊŜǎǇƻƴŘŜƴŎŜ ōŜǘǿŜŜƴ 
faculty members/instructors and students must be through the Palm Beach State email system. Faculty 
members/instructors should use the assigned Palm Beach State email account and communicate with 
students through the Palm Beach State student email system.  

3. Palm Beach State assigns all students a College email address when processing their applications.  Students 
will receive information about their Palm Beach State email with their Conditions of Acceptance (COA) 
letter. 

4. Faculty members/instructors may determine how email is used in his/her classes. It is highly recommended 
that faculty members/instructors clearly articulate to students how email is to be used in class and include 
email policies in the course syllabus.  

5. Students should be encouraged to use and frequently check their Palm Beach State email account as this will 
be their official means of communication with faculty and administration. 

6. Emailing within the CƻƭƭŜƎŜΩǎ ŎƻǳǊǎŜ ƳŀƴŀƎŜƳŜƴǘ ǎȅǎǘŜƳ ό/a{ύΣ .ƭŀŎƪōƻŀǊŘΣ ǿƛll remain the same. Faculty 
members/instructors may use Blackboard to communicate to students within the course. When emailing 
students outside the CMS, faculty members/instructors must use the College email system.  

7. Faculty members, instructors and students are able to forward Palm Beach State email to a personal email 
account, but the College cannot be held responsible if the email does not arrive at a personal email address. 
Palm Beach State can only guarantee delivery to the Palm Beach State email address. 

8. All bulk email messages to students (emails outside the class or CMS) must be approved by a member of the 
tǊŜǎƛŘŜƴǘΩǎ {ǘŀŦŦ ǇǊƛƻǊ ǘƻ ōŜƛƴƎ ǎŜƴǘΦ 

9. Information about the student email system is located on the web page at: 
http://www.palmbeachstate.edu/x15002.xml. 

10. The Palm Beach State Email Administrative Procedure can be found at 
http://intranet.palmbeachstate.edu/policies/emailadminprocedure.pdf 

http://www.palmbeachstate.edu/x15002.xml
http://intranet.palmbeachstate.edu/policies/emailadminprocedure.pdf
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Faculty Observation and Student Assessment Guidelines 
 Non-Continuing Contract Full-Time Faculty: 

Observations 

For the first three years of full-time employment, full-time faculty will be observed a minimum of one time each 
fall and each spring term. 
1. Observations will be done by the associate dean and/or the dean. 
2. Observations may be unannounced. 

Student Assessments 

1. Student assessments will be conducted for each class for the first three years using the online student 
assessment system. 

2. The statistical summary, and student comments will be available to the associate dean, dean and faculty 
member for review.    

  
 Continuing Contract Full-time Faculty: 

Observations 

1. Full-time faculty will be observed a minimum of once per academic year. 
2. Observations will be done by the associate dean and/or the dean. 
3. Observations may be unannounced. 
  

Student Assessments 

1. Student assessments will be conducted in each class via the online assessment system. 
2. The statistical summary, and student comments will be available to the associate dean, dean and faculty 

member for review.    
  
 Adjunct Faculty: 

Observations 

1. New adjuncts will be observed a minimum of once per term (fall and/or spring) for the first two semesters of 
employment. 

2. All other adjuncts will be observed a minimum of once a year.  
3. Observations will be done by the department chair, associate dean and/or dean. 
4. Observations may be unannounced.   

 Student Assessments 

1. Student assessments will be conducted in all classes. 
2. The statistical summary, and student comments will be available to the associate dean, dean and faculty 

member for review.    
 

 All Faculty - Student assessments and observations are part of the performance appraisal of all faculty. 
 

Please see the web page at http://www.palmbeachstate.edu/x11572.xml for detailed information on the online 
student assessment system. 

http://www.palmbeachstate.edu/x11572.xml
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Faculty Office Hours 

 
Faculty Office Hours Posting ς Full-Time Faculty 

 
As part of the Instructor Resource Management (IRM) process and also to meet state statute and rule 
requirements, Palm Beach State is required to enter full-time faculty office hours in the PantherNet system.  

 
 The instructions on the procedure to enter faculty office hours in the PantherNet system are located in 

Section E of the Academic Management Manual located at 
http://www.palmbeachstate.edu/academicmanagement.xml.  

 

 For more information on the state requirements for posting office hours, please see the state policy at 
http://www.fldoe.org/CC/policy/POL-8.asp and the Florida Administrative Code rule on faculty 
availability to students at https://www.flrules.org/gateway/RuleNo.asp?ID=6A-14.0491.  

 

 All faculty office hours MUST be posted by the end of the first week of classes in each term and updated 
as assignments change. 

 

 This information MUST also be posted outside the full-ǘƛƳŜ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ŘƻƻǊ ǳǎƛƴƎ ŀ ǘŜƳǇƭŀǘŜ 
developed and approved at the campus level. Sample templates may be downloaded from 
http://www.palmbeachstate.edu/x6859.xml.  

http://www.palmbeachstate.edu/academicmanagement.xml
http://www.fldoe.org/CC/policy/POL-8.asp
https://www.flrules.org/gateway/RuleNo.asp?ID=6A-14.0491
http://www.palmbeachstate.edu/x6859.xml
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Final Course Grade Appeal Policy and Process 

 
The evaluation of academic work is the responsibility of the faculty member/instructor.  The method for assigning the 
final course grade is established by the faculty member/instructor.  Per Board Rule 6Hx-18-3.191, faculty/instructors 
shall communicate the grading policy of the course to their students in writing.  If this policy changes during the term, 
students should be notified of any changes in writing.  The method to determine final course grades must be given to 
students in a course syllabus at the beginning of the class. 
 
The final course grade appeal procedure is NOT to be used to review the judgment of a faculty member/instructor in 
assessing the quality ƻŦ ŀ ǎǘǳŘŜƴǘΩǎ ǿƻǊƪΦ  Grounds for final grade appeals shall be evaluated in terms of the standards 
established by the faculty member/instructor as stated in their syllabi.  Criteria for an appeal are:  
 

1.  An error in the calculation of the grade, or 
2. The asǎƛƎƴƳŜƴǘ ƻŦ ŀ ƎǊŀŘŜ ǿŀǎ ŀ ǎǳōǎǘŀƴǘƛŀƭ ŘŜǇŀǊǘǳǊŜ ŦǊƻƳ ǘƘŜ ŦŀŎǳƭǘȅ ƳŜƳōŜǊκƛƴǎǘǊǳŎǘƻǊΩǎ ǇǊŜǾƛƻǳǎƭȅ 

printed standards in the syllabus.  
 
If the student has a case that MEETS one of the above criteria, the following process must be followed: 

 

Informal Appeal Process  
          The Informal Appeal Process can be initiated any time after the final course grade is 

assigned. If a student believes that he/she has not been graded in accordance with the 
course syllabus, every attempt should be made by the student to informally resolve 
grade issues with the faculty member. Should the College no longer employ the faculty 
member, then the student may initiate this process with the appropriate Associate 
Dean or Dean of Educational Services.  

Please note, faculty members are not required to retain student grades beyond one 
year.  

 

Formal Appeal Process  
The Formal Appeal Process must be initiated no later than the first thirty calendar days 
after classes begin in the subsequent fall or spring term. The end result of the appeals 
process could result in a grade change (raised or lowered).  

 

Step 1. If the student is dissatisfied with the outcome of the Informal Process, then the student may dispute the 

grade more formally.  

a. The student must submit a written statement outlining the basis for the appeal along with the appropriate 
documentation.  

b. This document should be given to the faculty member who issued the grade that is being appealed. Or, if the 
faculty member is no longer employed, the document may be given to the appropriate Associate Dean 
or Dean of Educational Services.  
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Step 2Φ ²ƛǘƘƛƴ мл Řŀȅǎ ƻŦ ǊŜŎŜƛǾƛƴƎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǿǊƛǘǘŜƴ ŀǇǇŜŀƭΣ ŀƴŘ ŀŦǘŜǊ ŎƻƴǎƛŘŜǊŀǘƛƻƴ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŀǇǇŜŀƭΣ 

the faculty member must respond in writing to the student with a copy of the response to the 

appropriate Associate Dean and Department Chair or Dean of Educational Services.  

Step 3Φ  ²ƛǘƘƛƴ мл Řŀȅǎ ƻŦ ǊŜŎŜƛǾƛƴƎ ǘƘŜ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ŘŜŎƛǎƛƻƴΣ ǘƘŜ ǎǘǳŘŜƴǘ Ƴŀȅ ŀǇǇŜŀƭΣ ƛƴ ǿǊƛǘƛƴƎΣ ǘƻ ǘƘŜ 

appropriate Associate Dean or Dean of Educational Services.  

Step 4Φ ²ƛǘƘƛƴ мл Řŀȅǎ ŀŦǘŜǊ ǊŜŎŜƛǾƛƴƎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǿǊƛǘǘŜƴ ŀǇǇŜŀƭΣ ŀƴŘ ŀŦǘŜǊ ŎƻƴǎƛŘŜǊŀǘƛƻƴ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ 

appeal, the appropriate Associate Dean must respond in writing to the student with a copy to the faculty 

member, Department Chair, and Provost.  

Step 5. Within 10 days of receiving the decision of the Associate Dean or Dean of Educational Services, the 

ǎǘǳŘŜƴǘ Ƴŀȅ ŀǇǇŜŀƭΣ ƛƴ ǿǊƛǘƛƴƎΣ ǘƻ ǘƘŜ /ŀƳǇǳǎ DǊŀŘŜ !ǇǇŜŀƭǎ /ƻƳƳƛǘǘŜŜ όtǊƻǾƻǎǘΩǎ hŦŦƛŎŜύΦ ŀΦ ¢ƘŜ 

Provost will convene the Campus Grade Appeals Committee, composed of 5 members: 3 faculty of 

different disciplines and 2 academic administrators. b. The student and/or faculty member may appear 

before the committee. 

Step 6. The Grade Appeals Committee will review all information and submit a written recommendation to the 

appropriate Academic Dean. Step 7. Within 10 days of receiving the Grade Appeals Committee 

recommendation, the Academic Dean will notify the student (and faculty member) of the decision. 

Copies of the decision will also be sent to the Associate Dean, Department Chair, Provost, and the Final 

Course Grade Appeal Committee. The decision of the Academic Dean* is final.  

 

NOTE: All grade appeals related to non-instructional reasons (i.e. medical, death, and extenuating 

circumstances) must be referred to the Admission Appeals Committee. Such Admission Appeals will 

only be addressed up to one year from issue of final grade (see Student Handbook).  All Health/Public 

Safety program appeals are handled through a separate process. Please see the health or public safety 

Associate Dean or Program Manager for more details.  

 

 

 
 
 

 
 
 

 
 
 
 

 ϝ¢ƘŜ !ŎŀŘŜƳƛŎ 5Ŝŀƴ ƛǎ ǘƘŜ tǊŜǎƛŘŜƴǘΩǎ ŘŜǎƛƎƴŜŜΣ ǇŜǊ .ƻŀǊd Policy 6Hx-18-3.34.  
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Foreign Transcript Evaluation Procedure 

 
 

To be an approved foreign transcript evaluator, the evaluator must belong to the National Association of 
Credential Evaluation Services. To see the current membership list, please see the web page at 
http://www.naces.org/members.htm.  

 
 

http://www.naces.org/members.htm
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Independent Study Definitions and Guidelines 

Definition: Independent Study is a delivery mode for courses, listed in the Palm Beach State catalog, needed for 
ŀ ǎǘǳŘŜƴǘΩǎ progress toward graduation. Typically, the needed course is not offered in the term in which the 
student wished to graduate, and the student has met all other requirements for graduation 

Description: Students arrange independent study courses through a faculty member. A learning contract 
(sample attached) is developed by the student and faculty member, and approved by the associate dean and 
or/dean. The faculty member will be compensated and workload assigned per the current Salary Schedule.  

Procedure: 

If a student needs a course for graduation and a scheduling or other conflict  necessitates that the student 
complete the course through independent study, the student can pursue a learning contract. 

The learning contract (http://www.palmbeachstate.edu/documents/Academic_Services/Ind_study_form.doc) 
will be completed by the student and signed by the faculty member and submitted to the associate dean and/or 
dean. 

¢ƘŜ ŀǎǎƻŎƛŀǘŜ ŘŜŀƴκŘŜŀƴ ǿƛƭƭ ŎƻƳǇƭŜǘŜ ǘƘŜ ŀǎǎƻŎƛŀǘŜ ŘŜŀƴΩǎκŘŜŀƴ ǇƻǊǘƛƻƴ ƻŦ ǘƘŜ ŎƻƴǘǊŀŎǘΥ όмύ ŀǇǇǊƻǾŜ ƻǊ 
ŘƛǎŀǇǇǊƻǾŜ ǘƘŜ ŎƻǳǊǎŜΣ όнύ ŀǇǇǊƻǾŜ ǘƘŜ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ŀǇǇƻƛƴǘƳŜƴǘ ǘƻ ǘƘŜ ƛƴŘŜǇŜƴŘŜƴǘ ǎǘǳŘȅΣ όоύ ŀŘŘ ŀƴȅ 
ƻǘƘŜǊ ǊŜǉǳƛǊŜƳŜƴǘǎΣ όпύ  ǎƛƎƴ ǘƘŜ ŎƻƴǘǊŀŎǘ ŀƴŘ ŦƻǊǿŀǊŘ ƛǘ ǘƻ ǘƘŜ wŜƎƛǎǘǊŀǊΩǎ hŦŦƛŎŜΦ ό¢ƘŜ ǎǘǳŘŜƴǘ Ŏŀƴ ŘŜƭƛǾŜǊ ƛǘΦύ  

¢ƘŜ wŜƎƛǎǘǊŀǊΩǎ ǎǘŀŦŦ ǊŜƎƛǎǘŜǊǎ ǘƘe student in the course. 

The student pays the course fee(s). 

The student has one semester to complete the course, just like any course offered for a semester.  

The associate dean/dean will process the faculty payment for the course. 

 

http://www.palmbeachstate.edu/documents/Academic_Services/Ind_study_form.doc
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International Course Policies & Procedures 
http://www.palmbeachstate.edu/documents/academic_services/sectionj.pdf  

  
1.  The following courses may be considered for an International Course: credit courses (only those designated as study 

abroad by the State Course Numbering system, typically using the FOL prefix), PSAV courses, continuing workforce 
education (CCE) courses and Avocational courses. All courses, regardless of type, must follow these policies and procedures. 

 
2. An International Course Sponsor may be a Palm Beach State administrator, a faculty member, a PSAV program manager, a 

PSAV instructor or PSAV program coordinator. 
 

3. In all cases, whether the course is a new course or an existing course, the International Course Sponsor gains approval from 
the campus academic dean, the campus provost and the vice president of academic affairs using the International Course 
Approval form (www.palmbeachstate.edu/documents/academic_services/international_form.doc). 

 
4. Existing Palm Beach State courses may be held in a foreign country, or a new course may be developed. In the case of a new 

course, the established Palm Beach State curriculum process must be followed (www.palmbeachstate.edu/curriculum.xml).  
 

5. The Board of Trustees must approve all international travel for each proposed international course, every time it is offered. 
If a course is cancelled and offered another semester, the Board must approve the new timeframe for offering the course. 
The course outline and course itinerary must accompany the District Board of Trustees approval item. 

 
6. ¢ƘŜ LƴǘŜǊƴŀǘƛƻƴŀƭ /ƻǳǊǎŜ {ǇƻƴǎƻǊΩǎ ǘǊŀǾŜƭ Ŏƻǎǘǎ όǘǊŀƴǎǇƻǊǘŀǘƛƻƴΣ ƭƻŘƎƛƴƎΣ ƳŜŀƭǎΣ ŀŘƳƛǎǎƛƻƴǎΣ ǾƛǎŀǎΣ ƻǘƘŜǊ ŦŜŜǎύ ŀǊŜ ŎƻǾŜǊŜŘ 

through student special fees associated with the course. 
 

7. The International Course Sponsor must be familiar with these policies and procedures for International Courses. It is the 
responsibility of the campus dean to ensure that the International Course Sponsor is aware of these procedures. 

 
8. All student travel arrangements are to be arranged through a travel agency or study abroad vendor and all travel costs are 

paid directly by the student to the travel agency and/or vendor. 
 

9. All students must follow the Student Code of Conduct found in the Palm Beach State Student Handbook, Student 
Responsibilities, Section www.palmbeachstate.edu/studenthandbook.xml). The College reserves the right to repatriate any 
student per the Assumption of Risk Agreement. 

 
10. All studeƴǘǎ Ƴǳǎǘ ǎƘƻǿ ǇǊƻƻŦ ƻŦ ƳŜŘƛŎŀƭ ƛƴǎǳǊŀƴŎŜ ŎƻǾŜǊŀƎŜ ŀƴŘ ǇǊƻǾƛŘŜ ŀ ƳŜŘƛŎŀƭ ŀŦŦƛŘŀǾƛǘ ǎƛƎƴŜŘ ōȅ ǘƘŜ ǎǘǳŘŜƴǘΩǎ 

physician. 
 

11. All students must have a valid U.S. Passport or a valid passport from their country of origin if not a U.S. citizen. All non- U.S. 
citizens must show proof of having a legal right to be in the United States.  

 
12. All students must sign, and have notarized, the International Course Release Form and Assumption of Risk Agreement. All 

other forms must also be completed. 
13.  

For complete International Course procedures and forms, please see Section J ς International Courses in the Academic 
Management Manual. (http://www .palmbeachstate.edu/academicmanagement.xml).  

http://www.palmbeachstate.edu/documents/academic_services/sectionj.pdf
http://www.palmbeachstate.edu/documents/academic_services/international_form.doc
http://www.palmbeachstate.edu/curriculum.xml
http://www.palmbeachstate.edu/studenthandbook.xml
http://www.pbcc.edu/academicmanagement.xml
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Mid -Term Grading  
 

Palm Beach State College provides an online tool to assist faculty and instructors in the assignment of mid-term grades. This online 
tool uses the same technology as our online grading system, and provides mid-term grades to students through email. No printing is 
required, which saves time and resources and also supports the College's commitment to sustainability. Mid-term grading can be 
accessed from faculty and instructor offices, from the Professional Teaching and Learning Centers, and from home through 
EmployeeWeb (www.palmbeachstate.edu/employeeweb.xml). If you are not sure how to use the College's online grading system, 
please see the web page at: http://www.palmbeachstate.edu/x7679.xml. 
 
How the Mid-Term Grading Tool Works 
Faculty and instructors will have a one week window after mid-term to issue mid-term grades*. (See 
http://www.palmbeachstate.edu/x18278.xmlfor more detail). The faculty or instructor will log on to the EmployeeWeb, and the 
mid-term grading tool will appear under the Faculty/Advisors tab, where end-of-term grading appears. Each class where the faculty 
or instructor is assigned as a primary instructor will appear. The faculty member or instructor may issue the following grades: 
 
A - Excellent  
B - Good  
C - Fair  
D - Poor but passing 
F - Failure 
N - No pass 
P - Pass 
S- Satisfactory 
U - Unsatisfactory 

Grading Windows for 2010-11: 

Term

2011-1 8/23/2010 12/17/2010 8/23/2010 10/18/2010 9/20/2010 12/17/2010 10/19/2010 12/17/2010

Grading Tool Open Closes Open Closes Open Closes Open Closes

10/13/2010 10/27/2010 9/13/2010 9/27/2010 10/27/2010 11/10/2010 11/10/2010 11/24/2010

2011-2 1/5/2011 5/6/2011 1/5/2011 3/2/2011 2/7/2011 5/6/2011 3/14/2011 5/6/2011

Grading Tool Open Closes Open Closes Open Closes Open Closes

2/27/2011 3/13/2011 1/26/2011 2/9/2011 3/16/2011 3/30/2011 4/2/2011 4/16/2011

2011-3 5/10/2011 8/3/2011 5/10/2011 6/21/2011 6/22/2011 8/23/2011 NA NA

Grading Tool Open Closes Open Closes Open Closes Open Closes

6/14/2011 6/28/2011 5/24/2011 6/7/2011 7/6/2011 7/20/2011 NA NA

Session 1 Session 2 Session 3 Session 4

 

 

 

 

* ARTICLE XIV MID-TERM GRADE PROCEDURE (Collective Bargaining Agreement) 

Section A: Within one week after the close of the mid-term grading period, mid-term grades will be made available to all students for each class that the teaching 
bargaining unit member teaches by either written notification or individual conference Agreement between the Board of Trustees of Palm Beach State College and 
the United Faculty of Palm Beach State College.  

www.palmbeachstate.edu/employeeweb.xml
http://www.palmbeachstate.edu/x7679.xml
http://www.palmbeachstate.edu/x18278.xml
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Official Communication with Students 
 

 
New policies and upcoming policy changes will be communicated to students by the following means: 
 
The Official Student Updates Website, located at http://www.palmbeachstate.edu/StudentUpdates.xml.  
 
Email (information protected by FERPA will not be sent via email) - Students will be encouraged to use 
their college-assigned email address. Should they choose not to receive communication via email, they must 
refer to the Official webpage for information. Please see http://www.palmbeachstate.edu/x15002.xml for 
more information on Palm Beach State provided student email. 

http://www.palmbeachstate.edu/StudentUpdates.xml
http://www.palmbeachstate.edu/x15002.xml
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Saturday, Sunday and Holiday Class Scheduling 
  

There are differences between the Academic Calendar and the Class Meeting Calendar when referencing 
whether classes are scheduled on a given weekend or holiday. 

The ACADEMIC CALENDAR is the official calendar mandated by the State. The format of this calendar is set by 
the State and does not reflect weekend closings. It shows only Monday through Friday activities and 
holidays for the college, as well as the number of official class days that the College is required to 
schedule. 

The CLASS MEETING CALENDAR is then developed from the Academic Calendar and expanded to include the 
activities and closings for all days within each term, including weekends. 

Both the Academic Calendars and Class Meeting Calendars from the current academic year through 2012-13 are 
located at http://www.palmbeachstate.edu/x3492.xml.  

 
The following criteria are used to determine the scheduling of classes on weekends: 
 
MONDAY HOLIDAYS 
There are no classes scheduled on the Saturday and Sunday preceding the following Monday holidays: 

 Martin Luther King Jr. Day 

 Memorial Day 

 Labor Day 

SPRING HOLIDAY 

There are no classes scheduled for the Saturday and Sunday after the Spring Holiday, which falls on a Friday. 

SPRING BREAK 

Spring Break begins on a Monday. There are no classes scheduled on the Saturday and Sunday immediately 
following Spring Break.  

THANKSGIVING BREAK 

There are no classes scheduled to begin at 5:00 p.m. or later on the Wednesday prior to Thanksgiving Day. 
However, any class already in progress at 5:00 p.m. on that Wednesday should be completed. There are 
no classes scheduled for the Saturday and Sunday immediately following the Thanksgiving break. 

INDEPENDENCE DAY AND VETERAN'S DAY 
No classes are scheduled on Independence Day (July 4) or Veteran's Day (November 11). The college is closed 

only on the day of the holiday, regardless of the day of the week these holidays may fall. 
 
JANUARY 2 
 
If January 2 falls on a MONDAY:  College will be closed for both faculty and staff on January 2; faculty may or 

may not return on January 3. 
If January 2 falls on a FRIDAY:  College will be closed for both faculty and staff on January 2, 3 & 4; faculty may or 

may not return on January 5. 
If January 2 falls on a TUESDAY, WEDNESDAY, or THURSDAY:  College will be open for staff on January 2;  faculty 

may or may not return that day 
 
 
  

http://www.palmbeachstate.edu/x3492.xml
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Student Training in Technology 
POLICY 
Student training in the use of technology shall be embedded in every academic program offered by Palm Beach State. 
Other Palm Beach State departments (Library Learning Resource Centers, Student Learning Centers, Corporate and 
Continuing Education) shall also support student training in technology through workshops, tutoring and courses. The 
documented resources can be found at: http://www.palmbeachstate.edu/tech_training.xml.  
 
PROCEDURE 
Each Palm Beach State program shall document student training in the use of technology as part of the program review 
process. This assessment shall be updated every two years. The training documentation shall consist of the technology 
hardware and software used in the program and which courses in the program have embedded training in the use of 
technology. The form can be downloaded from: 
http://www.palmbeachstate.edu/academic_services/technology_assessment.docx.  
 
Assessment Schedule: 
2009-10 - Complete (see below) 
2011-12 - Scheduled 
2013-14 - Complete 
 
Assessment of Student Training in Technology Report: 
http://www.palmbeachstate.edu/documents/academic_services/compiled_taf_111209.pdf 
 

 

http://www.palmbeachstate.edu/tech_training.xml
http://www.palmbeachstate.edu/academic_services/technology_assessment.docx
http://www.palmbeachstate.edu/documents/academic_services/compiled_taf_111209.pdf
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Syllabus Posting Online 
 

District Board of Trustees policy 6Hx-18-2.051 addresses the course syllabus and the posting of the syllabus.  The 
policy REQUIRES all faculty to post their syllabus ONLINE ŦƻǊ ŜŀŎƘ ŎƻǳǊǎŜ ǇǊƛƻǊ ǘƻ ŜŀŎƘ ǘŜǊƳΩǎ ǊŜƎƛǎǘǊŀǘƛƻƴ 
period.  This syllabus should include all textbook information, which is part of the syllabus template and 
checklist. 

  
The dates that all fulltime and adjunct faculty MUST have their course syllabus posted are as follows: 

  
                        Fall term 2011-1                        Post syllabus    July 1, 2010 
                        Spring term 2011-2                    Post syllabus    November 1, 2010 
                        Summer term 2011-3                 Post syllabus    March 1, 2011 
  

Information on Syllabus Posting: http://www.palmbeachstate.edu/x15142.xml   
 

tƭŜŀǎŜ ǊŜƳŜƳōŜǊ ǘƘŀǘ ǘƘŜ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ƴŀƳŜ a¦{¢ ōŜ ŀǘǘŀŎƘŜŘ ǘƻ ǘƘŜ Ŏƭŀǎǎ ŦƻǊ ǘƘŜ Ŏƭŀǎǎ ǘƻ ōŜ ŘƛǎǇƭŀȅŜŘ 
ƻƴ ǘƘŜ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ŦŀŎǳƭǘy home page. If a faculty member's name is added to a class today, it will display 
the next day on the web as it is refreshed each night. 

http://www.palmbeachstate.edu/x15142.xml
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Testing Center Use Guidelines For E-learning Students 
 

1. Faculty Preparation of Testing Materials  
A Faculty Test Instruction form is to accompany each test when submitted to a Palm Beach State Test Center. 
There are two forms:  Make-Up Test Instruction Form and E-learning Test Instruction Form. They can be 
downloaded from the Test Center web site under the link, Faculty Forms. 
 
They are also available in all Palm Beach State Test Centers and designated locations on each campus. 

 
Professors are to submit a list of student names testing at a specific test center. This list is to be submitted along 
with the Faculty and/or E-learning Test Instruction forms. Test Center personnel will follow the Professors 
directions in accordance with college policies. 

 
One test copy per student must be submitted to the Test Center. 

 
Test Center personnel cannot make multiple test copies. The Instructional Support Department on each campus 
is available to make copies for Professors that need to submit multiple test copies to the Test Center. 

 
Insert Professors name, course name and page number on each test page, per test, to prevent possible error. 
 
Insert Professors contact information, phone number, or email, in the event Test Center personnel need to ask a 
question or resolve an issue. 
 

2. Administering Tests to Students 
 

 
Students must arrive at the Test Center with enough time to complete the test based on Professor time limit as 
specified on the Faculty Test Instruction Form. 

 
The Test Centers cannot pass class materials, projects, homework, or tests from the Professor to the student 
and vice versa. 

 
A e-learning student who misses the test deadline date will need to pay a $5.00 make-up fee and have 
permission from the Instructor to test after the deadline date. The Professor must contact the test center to 
extend the test deadline date. Test make-up fee applies when a test deadline date is extended for some 
students, but not for an entire class. 

 
Tests should not be faxed to the Test Centers, except in an emergency, as they are not always legible. Please 
contact the Test Center to discuss this option. 

 
Emailing tests in conventional format is encouraged. Conventional test format includes; multiple choice, essay, 
fill in the blank, true/false. Email process is not to be used for multiple test copies sent to Test Center. 

 
To be accepted via email, the test and test instruction form should be in MS Word as an attachment. 

 
Palm Beach State test centers are not responsible for scoring examinations. Scantron/score machines are 
available in PTLC, or faculty workrooms.    
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3. Pilot Testing of New Test Methods 

 
Pilot testing for a new testing program should be coordinated by the Test Coordinator and the IT Manager on 
the pilot campus. Any technical issues need to be resolved between the software technical support staff and a 
Palm Beach State IT Manager, not Test Center staff. If a Professor wishes to implement a new testing 
software/website, a test pilot needs to be completed at one test center location one semester prior to college 
wide use.  

 
If a test interruption or technical issue cannot be resolved locally, the test center personnel are not responsible 
for contacting software/website tech support. 

 
All DL paper/pencil tests for the term should be sent to the Test Center as soon as possible following drop/add 
period.  Tests may also be sent to the Test Center during the semester, at least four to seven days before the 
start date of a scheduled exam. 
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Textbook Affordability and Certification Procedures 
In accordance with Florida Statute 1004.085 and FAC 6A-14.092, the following policies are to be observed: 
 
No employee of Palm Beach State College may demand or receive any payment, loan, subscription, advance, 
deposit of money, service, or anything of value, present or promised, in exchange for requiring students to 
purchase a specific textbook for coursework or instruction. 
 
A Palm Beach State College employee may receive:  
(a)  Sample copies, instructor copies, or instructional materials. These materials may not be sold for any type of 
compensation if they are specifically marked as free samples not for resale.  
(b)  Royalties or other compensation from sales of textbooks that include the instructor's own writing or work.  
(c)  Honoraria for academic peer review of course materials.  
(d)  Fees associated with activities such as reviewing, critiquing, or preparing support materials for textbooks 
pursuant to guidelines adopted by the State Board of Education or the Board of Governors.  
(e)  Training in the use of course materials and learning technologies. 
 
Textbook Adoptions and Posting Information: 
 
New textbooks must be adopted no later than forty-five (45) days prior to the first day of classes to allow 
sufficient lead time for the bookstore to work with publishers so as to confirm availability of the requested 
materials and to ensure maximum availability of used books. Where courses are added after this forty-five (45) 
day deadline, textbooks for such courses shall be adopted as soon as is feasible to ensure sufficient lead time. 
 
Pursuant to Section 1004.085(3), F.S., for those classes added after the thirty (30) day notification deadline, 
institutions shall post textbook information on their websites immediately as such information becomes 
available. This shall be accomplished through the faculty/instructor posting of the syllabus online, as required in 
Board Policy 6Hx-18-2.051.  
 
The textbook information on the syllabus must include the International Standard Book Number (ISBN) for each 
required textbook or other identifying information, which must include, at a minimum, all of the following: the 
title, all authors listed, publishers, edition number, copyright date, published date, and other relevant 
information necessary to identify the specific textbook or textbooks required for each course 

 
Textbook Certification: 
 
Faculty/instructors must attest that: 
 
1. All textbooks and other instructional items ordered will be used, particularly each individual item sold as 

part of a bundled package 
2. The extent to which a new edition differs significantly and substantively from earlier versions, and the value 

of changing to a new edition. 
The certification of the above two items is accomplished through a web-based form. Please see the webpage at 
http://www.palmbeachstate.edu/x18802.xmlfor information on the web tool and the reporting requirements. 
 
 

 

http://www.palmbeachstate.edu/x18802.xml
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Web Grading 
 

As part of the duties of teaching a class, each person (faculty member/program instructor/adjunct 
faculty/contracted faculty, vendors) who is the primary instructor of the class is responsible for entering the final 
course grades using the Palm Beach State web grading system through the EmployeeWeb system at 
http://www.palmbeachstate.edu/employeeweb.xml. 
The primary instructor of the class is the person who has responsibility for issuing the grades in a timely manner. 
 
The general timelines for submission of final courses grades are as follows: 
 
1. The grading window opens one day after the withdrawal period of the class has expired (e.g. last day for 

withdrawal is 10/24/05; grading window would open 10/25/05). 
2. Generally, the primary instructor has five business days to submit the grades once the last class day has 

passed as recorded on the PantherNet system. The exception to this is for a class that ends less than five 
days BEFORE the end of the term ς in this case, the last day of the term is the last date to submit grades for 
the class. For example, the last class day is 12/13 and the term ends 12/16 ς since this class ends three days 
before the end of the term, the grades are due at the end of the term 12/16. 

3. The last possible time/date to submit grades would be the last day of a term at 4:00 PM. 
 
Classes taught by Non-Palm Beach State Employees  
 
In the case of classes being taught by non-employees (e.g. contracted instructors, Palm Beach County School 
District employees, apprenticeship instructors), these instructors are still required to be credentialed through 
the Palm Beach State established process 
(http://www. palmbeachstate.edu/documents/academic_services/sectionb.pdf). These persons should be 
processed using the guidelines posted at http://www.palmbeachstate.edu/nonemployee.xml to add them to 
Palm Beach State email, have them credentialed and added to the class. 
 
Late Grade Processing 
 
For classes that miss the deadline for grading, late grades will automatically be issued by the PantherNet system. 
These grades are very detrimental to students in placing them in classes during the next term, for students 
transferring and in state reporting of student performance. 
 
It is the responsibility of the associate dean to ensure that all late grades are followed up on as soon as possible 
with each primary instructor. Once a late grade has been issued, the primary instructor must indicate on a 
printed class roster the actual grade to be issued. This form must be signed by the dean or associate dean before 
Student Services will update the PantherNet system with the correct grade.  
 
For detail on the process of web grading, please see the web page at 
http://www.palmbeachstate.edu/x4649.xml.  

http://www.palmbeachstate.edu/employeeweb.xml
http://www.palmbeachstate.edu/documents/academic_services/sectionb.pdf
http://www.palmbeachstate.edu/nonemployee.xml
http://www.palmbeachstate.edu/x4649.xml
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Accreditation Report/Information  

 
http://www.palmbeachstate.edu/documents/academic_services/accred_report.doc  

 
This report is to be filed for each program that has accreditation requirements. 
 

Program Name: 
 

      

Accrediting Agency/Address: Agency:      
Street Address 1:       
Street Address 2:       
City/State/Zip:      

Date of Last Accreditation Visit: 
 

      

Next Accreditation Visit: 
 

      

Period of Accreditation: 
 

      Years 

Recommendations during last accreditation visit 
(specify): 
 

      

Follow-Up Report ς Date, Response to 
Recommendations: 
 

      Date 
 
      
 

Year or Mid-Year Reports Date Due Each Year: 
 

      

Person responsible for Accreditation: 
 

      

Accreditation Yearly Fee: 
 

      

 

Accreditation Steps 

1. Send accreditation reports to VPAA before sending the report to the accrediting agency. 
2. Send accreditation visitation schedule to VPAA prior to the visit and make sure VPAA is invited to the 

exit interview 
3. Send a copy of any recommendations received from the accrediting agency to VPAA; also send a copy of 

the follow-up report to the VPAA prior to being sent to the agency. 
4. Send a copy of all yearly reports sent to accrediting agencies to VPAA. 
 
 
To see a listing of all Palm Beach State accredited/certified programs, please see the web page at 
http://www.palmbeachstate.edu/accreditedprograms.xml.  

 

 

 

http://www.palmbeachstate.edu/documents/academic_services/accred_report.doc
http://www.palmbeachstate.edu/accreditedprograms.xml


Section G ςAcademic Affairs Policies & Procedures ς 2010-11 

 

 July 2010                                                                                         

 
G-46 

Articulation Agreement Procedures 
Palm Beach State College has developed a process for initiating a transfer agreement (below). This document details the 
steps involved in creating such agreements, which are excellent to develop so that our students have more transfer options 
available to them.  

Guidelines for Developing Transfer Agreements (Articulation) 
The responsibility for transfer (articulation) agreements falls under the Vice President for Academic Affairs (VPAA).  
Academic Services supports the development of articulation agreements by facilitating meetings through the Level II 
program review process, during which Palm Beach State faculty members meet with faculty of other institutions to 
determine if a transfer agreement would benefit the student by: 

1. preserving student credit; 
2. clearly communicating student requirements; 
3. clearly communicating staff procedures for the articulation agreement. 

Process for Initiating an Agreement: 

1. Faculty will coordinate with their cluster chair and associate dean liaison. 
2. Cluster chairs and/or associate deans communicate with Academic Services about the desire for articulation. 
3. Academic Services will: 

a. verify the existence of agreements that could support the need. 
b. check state documents (Common Prerequisites, Statewide Articulation Manual, etc.) for related 

information pertaining to courses and programs. 
c. verify the need with the Registrar. 
d. make initial contact with the articulation officer of the other institution. 

4. If a new agreement is needed, Academic Services will coordinate and schedule a meeting with the cluster chair, 
associate dean, dean, Registrar, and faculty, staff, and articulation officer of the other institution when possible. In 
the case of out-of-state institutions, a conference call or other means of communication will be used to facilitate 
the process. 

5. An agreement, or memorandum of understanding, will be drafted with these issues in mind: 
a. preserving the maximum amount of student credit 
b. clarifying issues relating to curriculum (e.g., course content, pre-requisites, co-requisites, 

financial aid, etc.) 
c. assuring that the articulating institution will provide some type of tracking mechanism so that 

student performance can be monitored after the student has articulated 
6. ¢ƘŜ ŎƭǳǎǘŜǊΣ ŀǎǎƻŎƛŀǘŜ ŘŜŀƴΣ 5ŜŀƴǎΩ /ƻǳƴŎƛƭΣ ŀƴŘ ±t!! ǿƛƭƭ ǊŜǾƛŜǿ ǘƘŜ ŀƎǊŜŜƳŜƴǘΦ  
7. Transfer agreements must correspond to Palm Beach State programs.  If not, programs must be modified through 

the curriculum process prior to making the agreement. 
8. Upon Palm Beach State approval, the agreement will be presented to the articulating institution for approval. 
9. Academic Services will work with the articulating institution to coordinate signing of the agreement by each 

ƛƴǎǘƛǘǳǘƛƻƴΩǎ ǇǊŜǎƛŘŜƴǘΦ 
10. Academic Services will file the agreement with the Florida College System, the articulating institution, and Palm 

Beach State.  
11. The agreement will be in effect for five years, unless stated otherwise. 
12. College Relations and Marketing (CRM) will prepare press release showcasing new agreement. 
13.  Academic Services will update catalog draft and web site with new information. 
14. CRM will update any associated program brochures  
15.  Student services personnel will be notified by Academic Services though email with information on the new 

agreement 
16. Transfer agreements will be reviewed every 2-3 years for course number and other curriculum changes, and during 

each program review cycle. 



Section G ςAcademic Affairs Policies & Procedures ς 2010-11 

 

 July 2010                                                                                         

 
G-47 

 

Corporate & Continuing Education/Avocational 
Course Development  

 
http://www.palmbeachstate.edu/documents/Academic_Services/CWE_Form.doc  

 
 

Courses developed in Corporate & Continuing Education/ Avocational should follow the procedure 
outlined below: 
 
1. Course is developed by the program coordinator/manager   
2. Using the CCE/Avocational Form, the details of the course are listed, including a course title, description, 

course objectives and a calculation of any requested special course fees. 
3. Form is approved by the Campus Academic Dean and/or Provost for CCE and avocational. 
4. The completed and approved form is sent to newcourses@palmbeachstate.edu for loading into the 

PantherNet course dictionary ς allow five business days for processing. 
5. See Section O (http://www.palmbeachstate.edu/documents/academic_services/sectiono.pdf for more 

details on CCE policies and procedures.  

 

http://www.palmbeachstate.edu/documents/Academic_Services/CWE_Form.doc
mailto:newcourses@palmbeachstate.edu
http://www.palmbeachstate.edu/documents/academic_services/sectiono.pdf
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Continuing Contract Procedures 
 

  
1. Time Line for the Continuing Contract Process 

 
Note:  Lƴ ǘƘƛǎ ŘƻŎǳƳŜƴǘΣ ǘƘŜ ǘŜǊƳ άŦŀŎǳƭǘȅέ ǿƛƭƭ ōŜ ǳǎŜŘ ǘƻ ǊŜǇǊŜǎŜƴǘ άŦŀŎǳƭǘȅ ǎŜŜƪƛƴƎ ŎƻƴǘƛƴǳƛƴƎ ŎƻƴǘǊŀŎǘΦέ  
!ƭǎƻΣ ǘƘŜ ǘŜǊƳ ά!ǎǎƻŎƛŀǘŜ 5Ŝŀƴέ Ŏŀƴ ōŜ ƛƴǘŜǊŎƘŀƴƎŜŘ ǿƛǘƘ άŘƛǊŜŎǘ ǎǳǇŜǊǾƛǎƻǊέ ƛŦ ŀƴ ŀǎǎƻŎƛŀǘŜ ŘŜŀƴ ŘƻŜǎ ƴƻǘ 
oversee the faculty member. 
 

First and Second Year 
 

August of the first year - During orientation, new faculty members are informed of the continuing contract 
process. 
 
Fall Semester  
 

 AssƻŎƛŀǘŜ 5Ŝŀƴ Ǿƛǎƛǘǎ ǘƘŜ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ŎƭŀǎǎǊƻƻƳ ŀǘ ƭŜŀǎǘ ƻƴŎŜ ŀƴŘ ŎƻƳǇƭŜǘŜǎ ǘƘŜ LƴǎǘǊǳŎǘƛƻƴŀƭ 
Observation form. 

 Student assessments are administered in all sections of the courses taught by the faculty member. 

 The Associate Dean meets with the faculty member shortly after the classroom observation to provide 
feedback and to go over the completed form. 

 
Spring Semester  
 

 !ǎǎƻŎƛŀǘŜ 5Ŝŀƴ Ǿƛǎƛǘǎ ǘƘŜ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ŎƭŀǎǎǊƻƻƳ ŀǘ ƭŜŀǎǘ ƻƴŎŜ ŀƴŘ ŎƻƳǇƭŜǘŜǎ ǘƘŜ LƴǎǘǊǳŎǘƛƻƴŀƭ 
Observation form. 

 The Associate Dean meets with the faculty member shortly after each classroom observation to provide 
feedback based on the completed Instructional Observation form. 

 Student assessments are administered in all sections of the courses taught by the faculty member. 
 

The candidate completes a self-appraisal and submits the following documents as part of the performance 
appraisal process: 
 

 A list of all the courses taught within the past year 

 Sample syllabi 

 Samples of classroom assessment tools 

 Other teaching materials, such as review sheets, handouts, etc. 

 Student Assessment summary statements for all sections taught 

 Documentation of any professional development activities attended 

 Documentation of participation in committee work and/or involvement in student activities 

 At the end of each appraisal period, faculty members receive feedback regarding their performance to date. 

 The Associate Dean meets with the Dean and Provost to review the performance of the faculty members 
seeking continuing contract. 
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Continuing Contract Procedures (continued) 
Third Year 

 
Fall semester  
 

 !ǎǎƻŎƛŀǘŜ 5Ŝŀƴ Ǿƛǎƛǘǎ ǘƘŜ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ŎƭŀǎǎǊƻƻƳ ŀǘ ƭŜŀǎǘ ƻƴŎŜ ŀƴŘ ŎƻƳǇƭŜǘŜǎ ŀƴ LƴǎǘǊǳŎǘƛƻƴŀƭ 
Observation form. 

 Student assessments are administered in all sections of the courses taught by the faculty member. 

 The candidate completes a self-appraisal and submits the following documents as part of the performance 
appraisal process: 

 
o A list of all the courses taught within the past semester 
o Student Assessment summary statements 
o Documentation of any professional development activities attended 

 

 In addition, the candidate submits the following documents only if there have been major changes in 
content since the previous submission: 

 
o Sample syllabi 
o Samples of assessment tools used 
o Any additional teaching materials such as review sheets, handouts, etc. 

 

 The Associate Dean meets with the faculty shortly after each classroom observation to provide feedback 
based on the completed Classroom Observation form. 

 The Associate Dean meets with the faculty member to conduct the performance appraisal. 

 ! ŎƻƳƳƛǘǘŜŜ ŎƻƳǇǊƛǎŜŘ ƻŦ ǘƘŜ !ǎǎƻŎƛŀǘŜ 5ŜŀƴΣ !ŎŀŘŜƳƛŎ 5Ŝŀƴ ŀƴŘ tǊƻǾƻǎǘ ǊŜǾƛŜǿǎ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ŦƛƭŜ ŀƴŘ 
the Dean of Academic Affairs makes a recommendation to approve or not approve continuing contracts to 
the VPAA by December 15. 

 
Spring semester  
 

 January: By mid-January, the VPAA will forward recommendations for continuing contract to the 
President. 

 

 February: By the first week of February , faculty will be notified of status of continuing contract. 
 

 February: Recommendations are Board-agendized by Human Resources. 
 
 

2. Mentoring for New Faculty 
 
MentorΥ  ά! ǇŜǊǎƻƴ ǿƛǘƘ ŜȄǇŜǊƛŜƴŎŜΣ ŜȄǇŜǊǘƛǎŜΣ ǿƛǎŘƻƳ ŀƴŘκƻǊ ǇƻǿŜǊ ǿƘƻ ǘŜŀŎƘŜǎΣ ƎǳƛŘŜǎΣ ŎƻǳƴǎŜƭǎ ŀƴŘ ƘŜƭǇǎ ŀ 
less experienced or less knowledgeable person, the protégé,  to develop professiƻƴŀƭƭȅ ŀƴŘ ǇŜǊǎƻƴŀƭƭȅέ 
ό!ƭƭŜƳŀƴΣ мфууύΦ  άaŜƴǘƻǊƛƴƎ ŀŎǘƛǾƛǘƛŜǎ ƻŎŎǳǊ ǿƛǘƘƛƴ ǘƘŜ ŎƻƴǘŜȄǘ ƻŦ ŀƴ ƻƴƎƻƛƴƎΣ ŎŀǊƛƴƎ ǊŜƭŀǘƛƻƴǎƘƛǇ ōŜǘǿŜŜƴ ǘƘŜ 
ƳŜƴǘƻǊ ŀƴŘ ǇǊƻǘŞƎŞΣ ƛƴ ǿƘƛŎƘ ǘƘŜ ƳŜƴǘƻǊ Ƨƻƛƴǎ ǘƘŜ ǇǊƻǘŞƎŞ ƛƴ ǘƘŜ ƭŜŀǊƴƛƴƎ ŜȄǇŜǊƛŜƴŎŜέ όaŎ/ŀǊǘƘȅΣ мффсΤ  
Pando, 1993). 
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MenteeΥ  ά! ǇŜǊǎƻƴ ǿƘƻ ǊŜŎŜƛǾŜǎ ƎǳƛŘŀƴŎŜΣ ƘŜƭǇ ŀƴŘκƻǊ ŜƴŎƻǳǊŀƎŜƳŜƴǘ ŦǊƻƳ ŀ ƳŜƴǘƻǊΣ ǘƘŜǊŜōȅ ŘŜǊƛǾƛƴƎ ŎŀǊŜŜǊ 
ŀƴŘ ǇŜǊǎƻƴŀƭ ŘŜǾŜƭƻǇƳŜƴǘ ōŜƴŜŦƛǘǎέ ό!ƭƭŜƳŀƴΣ мфунΣ мфууύΦ  {ȅƴƻƴȅƳΥ  Protégé. 
 
As part of the continuing contract process for new faculty, mentoring will contribute to the successful 
integration of the new faculty member into the Palm Beach State College community and excellence in teaching.  
It is hoped that lasting friendship and respect will result from the mentoring relationships developed through 
this process.  
 
Sections of this document include: 
 
Team Structure ς a description of the structure of the mentoring team that will work with a particular class of 
new faculty members.  It is planned that each class be assigned to a group of mentor volunteers that will meet 
on a regular basis throughout the three years of annual contracts.  More individual mentoring relationships are 
expected to develop from this group for each mentee. But all members of the team are available to the mentee.  
Also, all continuing contract candidates and their mentor groups will interact in four meetings each year. 
 
Training ς a program to prepare mentor volunteers in providing appropriate mentoring to each mentee. The 
program will also provide training to continuing contract candidates (mentees) to prepare them for their role in 
the process.  Each person involved in the process should understand the mentoring relationship and be aware of 
their responsibilities. 
 
Flow for the process ς A timeline has been developed for the mentoring process, which should be used as a 
guide for mentoring teams. 
 
Mentoring Plan Checklist  ς A checklist has been developed for use by the mentoring teams to provide a guide 
as to activities and discussion topics that would be helpful to the mentee. 
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Course Syllabus Format and Check List 
 

Syllabus Information 

Palm Beach State has documents to help faculty/instructors prepare syllabi for classes. Faculty may choose to 
use a "syllabus checklist", which lists all the required information to be included in a syllabus, or faculty may 
choose to use a "syllabus format" which is a Word document template. The template is a Word form with grey 
box areas in which faculty can type information for each class. These forms are not password protected, so 
faculty can produce individualized syllabi as long as the information from the syllabus checklist is included. If the 
faculty member is unfamiliar with working with Word forms, please consult with the campus PTLC office or the 
Palm Beach State Helpdesk. 

There are three versions of the syllabus forms and checklists. One set is for use in classroom classes, one set is 
for Hybrid/Component classes and one set is for e-learning classes. E-learning classes are defined as a class that 
is fully online.   

For syllabus templates and checklists, please see the web page at http://www.palmbeachstate.edu/x15142.xml.  

  

 

 
 

http://www.palmbeachstate.edu/x15142.xml
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Course Special Fee Procedure 

 
Credit and PSAV Courses 
 
1. All Credit and PSAV courses where a special fee is warranted must complete the Course Special fee form 

database entry at: http://intranet.pbcc.edu/utilities/CLO/EditCourseFee.asp. Complete the form and print 
ǘƘŜ ŦƻǊƳΦ ¢ƘŜ ŦƻǊƳ a¦{¢ ƛƴŎƭǳŘŜ ŀ άŎŀƭŎǳƭŀǘƛƻƴ ƳŜǘƘƻŘέ ǿƘƛŎƘ ŘŜǘŀƛƭǎ ǘƘŜ Ŏƻǎǘǎ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ŎƘŀǊƎƛƴƎ 
the special course fee. 

2. The completed form is reviewed by the Vice President of Academic Affairs for approval by the District Board 
of Trustees (DBOT). 

3. Each Credit and PSAV course special fee will be reviewed on a three-year schedule, or be adjusted as needed 
and justified. If adjustment is needed, a new fee form is completed online and submitted to the VPAA for 
review and the DBOT for approval. 

4. Review Cycle: 2009-10, 2012-13, 2015-16 
 

Special fees are categorized as follows: 
 

 Science or health lab/clinical with chemicals, organic or other consumable supplies. 

 Nursing or other health science class with specialized tools and supplies required for skills/ 
competencies. 

 Classes taught in computer labs with standard and/or specialized software, toner or supplies. 

 Regular classroom course with intermittent instruction/use of computer lab. 

 Technical/mechanical lab or studio with specialized tools or equipment. 

 Technical/mechanical course with specialized tools, supplies, or other consumable items. 

 E-learning course with software or other specialized delivery costs. 

 Individual applied lessons in the performing arts. 

 Computer networking, electronics or specialized technical class with extraordinary software and/or 
hardware costs. 

 Contracted fee paid by Palm Beach State on student behalf. 
 

CCE and Avocational Courses 
 
Any Special Fees for these types of courses are proposed on the CCE/Avocational Course Dictionary Form and 
approved by the Campus Academic Dean for CCE/Avocational courses. Course special fees are not to be used to 
άǊƻǳƴŘέ ŀ ŎƻǳǊǎŜ ǇǊƛŎŜ ǳǇ ƻǊ Řƻǿƴ ǎƻ ǘƘŀǘ ŀ ŎƻǳǊǎŜ ŎŀƭŎǳƭŀǘŜǎ ǘƻ ŀƴ ŜǾŜƴ ŘƻƭƭŀǊ ŀƳƻǳƴǘΦ 
 
All courses with special fees are included in the Fee Schedule which is approved by the District Board of 
Trustees.  

http://intranet.pbcc.edu/utilities/CLO/EditCourseFee.asp
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Credentialing Non-Employees 

Paper, PantherNet and Online Process 

1.   Non-employees who are teaching courses for Palm Beach State, and/or who will have access to student 
records:  

        Complete the Student Records tutorial (FERPA) by accessing 
 http://www.palmbeachstate.edu/admissions/ferpa/ .  

Non-employees who will not be teaching courses for Palm Beach State, and/or who will not have access to 
student records: Begin with Step two: 

2. Non-employees should complete the Computer Use Agreement Form 
(http://intranet.pbcc.edu/hr/computeruseagreement.pdf) and submit to Department Chair (or appropriate 
supervisor)  

3. Department Chair (or appropriate supervisor) should complete the Non-employee Email Account Request 
Form 
(http://www.palmbeachstate.edu/documents/academic_services/nonemployee_email_account_request
_form.doc ). 

4. Department personnel should submit both completed forms to Human Resources. HR will certify completion 
of the forms and load the non-employee into PantherNet (which creates a Palm Beach State email address, 
People Finder entry, and makes them available for PantherNet faculty credentialing).  

Approval Process 

To ensure maximum efficiency, it is suggested that this process start concurrently with the paper process as 
listed above. 

1.  Submit Online Roster documentation (transcripts, etc.) for credentialing approval  

All faculty credentialing requests should be submitted to the Academic Deans Council for credit, prep and PSAV; 
for CCE and avocational the associate dean or dean approves the credential. 

Academic Services will process the credential on PantherNet. 

2.  Once credentialed, the department can add the instructor to the class 

Note: All instructors tied to a course can view the class roster, but only the PRIMARY instructor can grade. 

  

  

  

  

http://www.palmbeachstate.edu/admissions/ferpa/
http://intranet.pbcc.edu/hr/computeruseagreement.pdf
http://www.palmbeachstate.edu/documents/academic_services/nonemployee_email_account_request_form.doc
http://www.palmbeachstate.edu/documents/academic_services/nonemployee_email_account_request_form.doc
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Curriculum Development 
 

Academic Services facilitates curriculum development by offering consultations, access to course outlines and development 
resources, and support of the Palm Beach State College-wide Curriculum Committee activities.   

Creating a New Course 

Creating a new course involves steps to ensure that the new course is a necessary course for the College's curriculum. There 
are many reasons new courses are developed - changing degree needs, student interest, or new subject areas.  
 
The first step in the process of creating a new course begins with the cluster and/or business partnership council (BPC). 
Either a faculty member presents his or her idea to these groups or the cluster or BPC as a whole decides to develop a 
course and assigns member(s) to develop the course. If the cluster or BPC approves the initial course development, a 
faculty member is assigned to start the formal college process of course development and approval. This process is called 
the curriculum review process.  
 
The curriculum review process to develop courses is a two-part process. Once the  Course Addition Form is prepared, it is 
sent out along with support documents (course outlines, Cluster and Business Partnership Minutes) for Electronic Signature 
Approval. Then the course and its support documents are reviewed by Deans' Council. Deans' Council examines the 
curriculum action request to see what impact it will have on the college facilities, personnel and budget. If the Deans' 
Council approves the course development, the course addition is added to the agenda of the college-wide Curriculum 
Committee. The Curriculum Committee examines the course in detail related to the Course Dictionary, Degree Audit and 
impact on other courses and programs. The Curriculum Committee makes a recommendation to the Vice President of 
Academic Affairs (VPAA) who gives final approval for the curriculum action. Unless an exception is authorized by the VPAA, 
all curriculum action goes into effect the Fall following the approval of the VPAA. 

REACTIVATING A COURSE 
Reactivating an inactive course used to be considered creating a new course but this consideration has changed.  
Reactivation is a somewhat simpler action than adding a course or revising a course and requires the Course Reactivation 
Form. Reactivation is used to allows an existing course to be active in the last version that was offered at Palm Beach State.  
ANY changes to a course being reactivated deems it a revised course and a Course Revision Form must be sent through the 
curriculum process in place of the Course Reactivation form.  

Documents 

 Course Addition Form  

 Course Reactivation Form  

 Course Outline  

 Program Addition/Revision Form  

 Program Learning Outcomes 

Revising a Course 
 
Revising an existing course involves steps to ensure that all areas of the College affected by the revision understand the 
change and are aware of its ramifications. There are many reasons courses are revised - updating outdated offerings, 
meeting state-wide discipline committee decisions, and complying with business partnership recommendations. 
 
The first step in the process of revising an existing course begins with the cluster. An individual faculty member or an entire 
cluster will decide revisions are needed for an existing course. If the cluster approves the idea, a member will be assigned to 

http://www.palmbeachstate.edu/documents/Academic_Services/CAF.doc
http://www.palmbeachstate.edu/documents/Academic_Services/ESAP.pdf
http://www.palmbeachstate.edu/documents/Academic_Services/ESAP.pdf
http://www.palmbeachstate.edu/documents/Academic_Services/ESAP.pdf
http://www.palmbeachstate.edu/Documents/Academic_Services/CReact.doc
http://www.palmbeachstate.edu/Documents/Academic_Services/CReact.doc
http://www.palmbeachstate.edu/Documents/Academic_Services/CReact.doc
http://www.palmbeachstate.edu/Documents/Academic_Services/CRF.doc
http://www.palmbeachstate.edu/Documents/Academic_Services/CAF.doc
http://www.palmbeachstate.edu/Documents/Academic_Services/CReact.doc
http://www.palmbeachstate.edu/Documents/Academic_Services/cd3.doc
http://www.palmbeachstate.edu/Documents/Academic_Services/PARF.doc
http://www.palmbeachstate.edu/Documents/Academic_Services/CCPLO_FORM.doc
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begins the formal process of course revision and approval. This process is called the Curriculum Review Process.  
 
Course revision in the Curriculum Review Process requires the completion of a Course Revision Form. This form along with 
necessary support documents (course outline, program addition/revision form, cluster and/or BPC minutes, program 
learning outcomes) are prepared for presentation to the Curriculum Committee. The Curriculum Committee examines the 
proposed revisions to a course to determine impact on the Course Dictionary, Degree Audit and other departments and 
programs across the college. The Curriculum Committee makes a recommendation to the Vice- President of Academic 
Affairs (VPAA) who gives final approval for the curriculum action. Unless an exception is authorized by the VPAA, all 
curriculum action will go into effect the following Fall after the approval of the VPAA. 
 
 DOCUMENTS 

 Course Revision Form  

 Course Reactivation Form  

 Course Outline  

 Program Addition/Revision Form  

 Program Learning Outcomes 

Delete an Existing Course 

Deleting an existing course involves steps to ensure that all areas of the College affected by this curriculum action are aware 
of the ramifications of this action. Course deletion is the removal of a course from the Palm Beach State course offerings.  
There are many reasons courses are deleted - updated or outdated offerings, state-wide discipline committee or accrediting 
agency requests, and business partnership council recommendations.  

Removing a course from one program list which is still included in other program lists is not a course deletion. Rather this is 
a program revision action.  
 
The first step in the process of deleting an existing course begins with the appropriate cluster. The cluster will review needs 
assessments, college enrollment records and/or state requirements, and decide on curriculum changes involving the 
deletion of a course. Once the full cluster approved the deletion, a designated cluster member begins the formal process of 
course deletion. This process is part of the Curriculum Review Process.  
 
Course deletion requires the Course Deletion Form. Once the form along with needed support documents (program 
addition/revision form, cluster and/or BPC minutes, program learning outcomes) is approved by the Electronic Signature 
Process , it is presented to the Curriculum Committee. The Curriculum Committee examines the proposed course deletion 
for impact on the Course Dictionary, Degree Audit System and other programs and certificates. If approved, a 
recommendation is made to the Vice- President of Academic Affairs (VPAA) who gives final approval for the curriculum 
action. Unless an exception is authorized by the VPAA, all curriculum action will go into effect the following Fall after the 
approval of the VPAA. 

DOCUMENTS 

 Course Deletion Form  

 Program Addition/Revision Form  

 Program Learning Outcomes Form 

 

 
 

 

http://www.palmbeachstate.edu/Documents/Academic_Services/CRF.doc
http://www.palmbeachstate.edu/Documents/Academic_Services/CRF.doc
http://www.palmbeachstate.edu/Documents/Academic_Services/CReact.doc
http://www.palmbeachstate.edu/Documents/Academic_Services/cd3.doc
http://www.palmbeachstate.edu/Documents/Academic_Services/PARF.doc
http://www.palmbeachstate.edu/Documents/Academic_Services/CCPLO_FORM.doc
http://www.palmbeachstate.edu/x6143.xml
http://www.palmbeachstate.edu/documents/Academic_Services/CDF.doc
http://www.palmbeachstate.edu/documents/Academic_Services/ESAP.pdf
http://www.palmbeachstate.edu/documents/Academic_Services/ESAP.pdf
http://www.palmbeachstate.edu/documents/Academic_Services/ESAP.pdf
http://www.palmbeachstate.edu/Documents/Academic_Services/CDF.doc
http://www.palmbeachstate.edu/Documents/Academic_Services/PARF.doc
http://www.palmbeachstate.edu/Documents/Academic_Services/CCPLO_FORM.doc
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Create a New Program   

Creating a new program involves steps to ensure that the new program is an appropriate addition to the College's 
curriculum. There are many reasons new programs/program tracks are developed - emerging community training needs, 
basic student interest or new, state-approved subject areas.  
 
The first step in the process of creating a new program/program track begins with the cluster. A faculty member presents 
his or her idea to the cluster or the cluster as a whole decides that a new program or program track is warranted in the 
discipline. If the cluster approves the idea, a faculty member is assigned to begins the formal process of program 
development and approval. This process is called the Curriculum Review Process.  
 
The Curriculum Review Process is a two-part process. A Program/Track Addition/Revision Form is prepared and sent 
through the Electronic Signature Approval Process. For new programs, the hosting campus Provost is included in the 
signature process. Once signatures are gathered, the form plus support documents (cluster minutes, business partnership 
minutes, course addition, revision and deletion forms, program learning outcomes) are submitted to the Palm Beach State 
Academic Deans' Council.  
 
Deans' Council examine this curriculum action to see what impact it will have on the college facilities, personnel, academic 
resources and budget. If the Deans' Council approves the action, the Program/Track Addition/Revision form is added to the 
Palm Beach State Curriculum Committee agenda for consideration.  
 
The Curriculum Committee examines the curriculum action details for impact on the Course Dictionary, Degree Audit and 
other programs and certificates. If approved, the Curriculum Committee makes a recommendation to the Vice-President of 
Academic Affairs (VPAA) who gives final approval for the curriculum action. Unless an exception is authorized by the VPAA, 
all curriculum action will go into effect the following Fall after the approval of the VPAA. 
 
If the cluster is creating a new program or certificate that has never been offered in Florida, once the VPAA approved the 
program creation, further steps must be taken to seek Department of Education approval to offer this program in the state 
of Florida. 
 
New programs at Palm Beach State must be approved by the Palm Beach State Board of Trustees before they can be 
offered and awarded. Once the new program is approved by the VPAA and in the case of new programs in the state, the 
Florida Office of Workforce Education, the cluster will work with Academic Services to put together a Board of Trustee 
Transmittal Form. 

If a new program constitutes a substantive change to the offerings of our institution, the originator is required to complete 
a  form (http://www.palmbeachstate.edu/subchange.xml) justifying the change which may lead to additional follow up 
actions with SACS. 

DOCUMENTS 

 Program/Track Addition/Revision Form  

 Course Addition Form  

 Course Reactivation Form  

 Course Revision Form  

 Course Outline   

 Electronic Signature Approval Process  

 Create a New Statewide Program  

 Substantive Change Form 

 

http://www.palmbeachstate.edu/documents/Academic_Services/PARF.doc
http://www.palmbeachstate.edu/documents/Academic_Services/ESAP.pdf
http://www.palmbeachstate.edu/documents/Academic_Services/Create_New_Program.pdf
http://www.palmbeachstate.edu/documents/Academic_Services/BOTTransForm.doc
http://www.palmbeachstate.edu/documents/Academic_Services/BOTTransForm.doc
http://www.palmbeachstate.edu/documents/Academic_Services/BOTTransForm.doc
http://www.palmbeachstate.edu/x15722.xml
http://www.palmbeachstate.edu/subchange.xml
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Program Revision 
 
Revising an existing program involves steps to ensure that all areas of the College affected by the revision understand the 
changes that will be made and are aware of their ramifications. There are varied reasons programs are revised - updating 
outdated offerings, meeting state-wide discipline committee decisions, and complying with business partnership 
recommendations.  
 
The first step in the process of revising an existing program begins with the cluster. The cluster or a designated sub-
committee will review needs assessments, College records and/or state requirements and outline program revisions it 
deems necessary. Once the full cluster approved the changes, a designated cluster member will begins the formal process 
of program revision and approval. This process is part of the Curriculum Review Process.  
 
Program revision requires a Program/Track Addition/Revision Form be completed. Once this form and its' support 
documents (cluster minutes, business partnership minutes, course addition, revision and deletion forms)have gone through 
the Electronic Signature Procedure it will be submitted added to the Palm Beach State Curriculum Committee agenda. 
 
The Curriculum Committee examines the proposed revisions to the program to review how they impact on the Course 
Dictionary, Degree Audit and other programs and certificates. The Curriculum Committee makes a recommendation to the 
Vice-President of Academic Affairs (VPAA) who gives final approval for the curriculum action. Unless an exception is 
authorized by the VPAA, all program revisions will go into effect the following Fall after the approval of the VPAA. 
 
In some cases, if the program revision involves deleting a program track from the College offerings, this action needs Deans' 
Council approval to be considered by the Curriculum Committee. In this case, the designated cluster member must also fill 
out a Program/Track Deletion Form and submit that to Deans' Council for approval prior to filling out the Program/Track 
Addition/Revision Form. Go to Deleting a Program or Program Track or contact Academic Services if you need clarification. 
 
Document: 
 

 How to fill out a Program/Track Addition/Revision Form  

  Delete an Existing Program or Program Track 

Deleting an existing program or program track involves steps to ensure that this curriculum action is adequately justified 
and that all areas of the College affected by the deletion are aware of it's ramifications. Deletion of an existing program or 
program track will require Deans' Council approval, President's Leadership Team approval and Palm Beach State Board of 
Trustees approval. There are many reasons programs or program tracks are deleted - outdated offerings, state-wide 
discipline committee or accrediting agency decisions, and business partnership council recommendations.  
 
The first step in the process of deleting an existing program or program track begins with the cluster. The cluster will review 
needs assessments, college enrollment records and/or state requirements, and outline program revisions it thinks 
necessary. Once the full cluster approved the deletion, a designated cluster member will begins the formal process of 
program or program track deletion. This process is part of the Curriculum Review Process.  
 
For complete program deletion only a Program Deletion Form is prepared and sent through the Electronic Signature 
Procedure. Once the signature process is completed, the form plus support documents (cluster minutes, business 
partnership council minutes, course deletion forms) are sent to Palm Beach State Academic Deans' Council. In the case of a 
deleted program, Deans' Council examines the justification for the deletion and the impact on the College offerings and 
resources. If the Deans' Council approves the deletion, the topic of the program deletion is put on the President's 
Leadership Team agenda for discussion and recommendation to the Palm Beach State Board of Trustees. President's 
Leadership Team approval of this action initiates the creation of a Board Packet by the VPAA office for presentation to the 
Board of Trustees. Once the Palm Beach State Board of Trustees approves the deletion, the College catalog text is revised 

http://www.palmbeachstate.edu/documents/Academic_Services/PARF.doc
http://www.palmbeachstate.edu/documents/Academic_Services/ESAP.pdf
http://www.palmbeachstate.edu/documents/Academic_Services/PDF.doc
mailto:oiap@palmbeachstate.edu
http://www.palmbeachstate.edu/documents/Academic_Services/RPP2SD.pdf
http://www.palmbeachstate.edu/documents/Academic_Services/PDF.doc
http://www.palmbeachstate.edu/documents/Academic_Services/ESAP.pdf
http://www.palmbeachstate.edu/documents/Academic_Services/ESAP.pdf
http://www.palmbeachstate.edu/documents/Academic_Services/ESAP.pdf
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for next edition. The Curriculum Committee is notified by the VPAA of the decision of the Board of Trustees as an FYI and 
the time frame for completion of the deletion of the program is established. The originator of this curriculum action is 
notified by Academic Services when the Board of Trustees ratifies the program deletion. 
 
For a program track deletion, Deans' Council approves the concept of deleting the program track considering the impact on 
the remaining program or program tracks and students currently enrolled in the program track scheduled for deletion. The 
Curriculum Committee reviews and recommends the revisions to the remainder of the program to accommodate the 
deleted track. Therefore, for this curriculum action, both Program Deletion Form and Program/Track Addition/Revision 
Form are completed. The originator attends the Curriculum Committee meeting to answer any questions about the 
program track deletion. If approved, the Curriculum Committee recommends this action to the VPAA, who makes the final 
approval of the action. 

 

 Create a New Program at the State Level 
 
New degree programs* or certificates identified through the program review process can be proposed as new programs. 
The first step is to submit the normal paperwork for creating a new program through the Palm Beach State curriculum 
process (Palm Beach State Deans' Council review, Curriculum Committee Review, Vice President Academic Affairs review). If 
the new program or certificate is approved through the Palm Beach State Curriculum Review Process, the following 
documents will need to be submitted to the Florida Department of Education Workforce Development office for 
authorization and inclusion in the state program inventory. 
 

The following documents are required:  

 1. Statement of Justification ς This should include a list of the occupations for which the curriculum prepares students, 
and data on the number of jobs and job openings in the region in the identified occupational titles.  

 2. Curriculum Framework ς This document details the program including major concepts/content, laboratory activities, 
and intended outcomes. To locate the state curriculum framework for the program or certificate being developed go to  
http://www.fldoe.org/workforce/dwdframe 

 3. Student Performance Standards ς This document details the competencies of the intended outcomes.  

 4. Program Outline ς Course list that will constitute the degree program or certificate.  

 5. Course Outlines ς Course outline for each of the courses in the degree program or certificate.  

 6. New Program Submittal Form ς The Submittal Form will need to be completed. Click here to access the forms page.  

The entire package is submitted to the Florida Department of Education Workforce Development Office of the Department 
of Education by Academic Services. Academic Services will work with the cluster creating the program or certificate to 
facilitate the process and ensure that the package is complete. This process can take from 3 months to a year to complete. 
 
*New is defined as a college credit certificate that does not exist in the state program inventory. 

 
  
  
 
 

 

http://www.palmbeachstate.edu/documents/Academic_Services/PDF.doc
http://www.palmbeachstate.edu/documents/Academic_Services/PARF.doc
http://www.palmbeachstate.edu/documents/Academic_Services/PARF.doc
http://www.palmbeachstate.edu/documents/Academic_Services/PARF.doc
http://www.palmbeachstate.edu/x6148.xml
http://www.fldoe.org/workforce/dwdframe
http://www.palmbeachstate.edu/x6741.xml
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Faculty Credentialing 

 
Step 1 ς Potential Instructor formally applies to Palm Beach State 
All potential instructors should formally apply to the college to ensure eligibility to work in the United States and submit 
copies of their transcript through the online application system, PeopleAdmin. 
 
Step 2 - Prepare the Faculty Roster  
For Credit, College Preparatory and PSAV Faculty - All faculty who teach Credit, College Preparatory and PSAV courses 
Ƴǳǎǘ ƘŀǾŜ ŀ 5Ŝŀƴ ǎǳōƳƛǘ ǘƻ ǘƘŜ 5ŜŀƴǎΩ /ƻǳƴŎƛƭ ŀ ŎƻƳǇƭŜǘŜŘ ƻƴƭƛƴŜ Faculty Roster form, listing relevant degrees, 
coursework, certifications, licenses, and verified work experience (if applicable based on credentialing criteria). The 
5Ŝŀƴ ǎƘƻǳƭŘ ŎŀǊŜŦǳƭƭȅ ǊŜǾƛŜǿ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ŎǊŜŘŜƴǘƛŀƭǎ ǘƻ ŜƴǎǳǊŜ ǎǘǊƛŎǘ ŎƻƳǇƭƛŀƴŎŜ ǿƛǘƘ ǘƘŜ ŎǊŜŘŜƴǘƛŀƭƛƴƎ ƎǳƛŘŜƭƛƴŜǎ 
ǇǊƛƻǊ ǘƻ ǎŜƴŘƛƴƎ ǘƘŜ ǊƻǎǘŜǊ ŦƻǊ ŀ Ŧǳƭƭ 5ŜŀƴǎΩ /ƻǳƴŎƛƭ ŀƴŘ ±t!! ǊŜǾƛŜǿΦ When reviewing graduate transcripts which 
include both semester and quarter hours, each graduate course in the discipline should be listed on the online Faculty 
Roster form, with the appropriate placement of graduate semester hours in the credit hour column, using the 
conversion formula below. For individuals whose graduate transcript shows all quarter hours, a minimum of 27 graduate 
quarter hours is required for credentialing. Conversion of all credit hours should be made to semester hours when both 
types of credit have been taken. The online system will automatically compute these formulas on the form. 

Formulae:                 1 quarter hour = .667 semester hour 

1 semester hour=1.5 quarter hours 

 
Example: !ƴ ƛƴŘƛǾƛŘǳŀƭ ǇƻǎǎŜǎǎŜǎ ŀ aŀǎǘŜǊΩǎ ŘŜƎǊŜŜ ƛƴ ǘƘŜ ŘƛǎŎƛǇƭƛƴe with 15 graduate semester hours in the discipline, 
and a second transcript from another accredited institution with 5 quarter semester hours: 
 

5 quarter semester hours x .667  =  3.335 equated semester hours 
15 semester hours+3.335   =  18.335 semester hours. 

 
Additional Notes:  

1. Undergraduate classes taken as an undergraduate cannot count towards graduate hours in the discipline. 
 
2. /ƻǳǊǎŜǎ ǘŀƪŜƴ ǘƘŀǘ ŀǊŜ ŘŜǎŎǊƛōŜŘ ŀǎ ŜƭƛƎƛōƭŜ ŦƻǊ ŎƻǳƴǘƛƴƎ ǘƻǿŀǊŘǎ ŀ .ŀŎƘŜƭƻǊΩǎ ŘŜƎǊŜŜ ƻǊ ƎǊŀŘǳŀǘŜ ŘŜƎǊŜŜ Ƴŀȅ ōŜ 

counted if the course is taken after admission into graduate school and if it is counted towards the graduate 
degree in the appropriate discipline. 

 
For CCE and other noncredit Faculty: 
All faculty who teach CCE and other noncredit courses (avocational and lifelong learning) must have the appropriate 
Dean and/or Associate Dean approve the completed online Faculty Roster form, which must include information on 
degrees and any relevant certifications, experience and/or licensures. This online form is submitted directly to Academic 
{ŜǊǾƛŎŜǎ ǿƛǘƘƻǳǘ ŀ 5ŜŀƴǎΩ /ƻǳƴŎƛƭ ǊŜǾƛŜǿΦ 
 
Step 3 ς VPAA and Academic Deans Review ς An Academic Dean will submit the roster for review through the Online 
Faculty Credentialing Database (OFCD ς see web page at http://www. palmbeachstate.edu/x9190.xml ).   A unanimous 
άŀǇǇǊƻǾŜέ ǾƻǘŜ Ƴǳǎǘ ōŜ ǊŜŎƻǊŘŜŘΤ ƛŦ ǘƘŜ άŀǇǇǊƻǾŜέ ǾƻǘŜ ƛǎ ƴƻǘ ǳƴŀƴƛƳƻǳǎΣ ǘƘŜ ŎǊŜŘŜƴǘƛŀƭ Ƴǳǎǘ ōŜ ǊŜǾƛŜǿŜŘ ŘǳǊƛƴƎ ŀ 
regularly scheduled Academic Deans meeting. All applicants with foreign credentials (defined as awarded in a country 

http://www.palmbeachstate.edu/x9190.xml
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other than the United States of America or one of its territories) must be evaluated by one of the Palm Beach State 
approved transcript evaluation and translation services on the following web page: 
http:// www.palmbeachstate.edu/facultyhiring.xml.  

 
The VPAA has final approval of Credit/Prep/PSAV faculty rosters. 

 
All faculty must meet the stated credentials in this manual. In exceptional cases, faculty not meeting the 
stated criteria may be considered for appointment using the following guidelines: 
 
Exceptions to stated faculty credentials occur in two cases: 
 

1. The faculty member has outstanding professional experience and demonstrated contributions to the 
teaching discipline, which may be presented in lieu of formal academic preparation. 

2. The faculty member has training in a closely related discipline and the competencies needed to teach 
the course objectives were covered in the related disciplines. 

 
In these cases, the Dean and/or Associate Dean must provide ŘƻŎǳƳŜƴǘŀǘƛƻƴ ŀǎ ǘƻ Ƙƻǿ ǘƘŜ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ 
experience and/or education allows him/her to teach the objectives in the course, using the Justification and 
Exceptions form, located in the forms section of the manual and on-line at: 
http://www. palmbeachstate.edu/documents/academic_services/justification.doc.  This information must also 
be copied into the online faculty roster through the OFCD.  

 

 
Step 4 - Loading Faculty Credentials on the PantherNet System - After the credential has been approved by the VPAA 
and the Academic Deans for Credit/Preparatory/PSAV, or by a Dean or Associate Dean for CCE/avocational, a copy of the 
form will be automatically sent to the Academic Services office along with the online voting results. The faculty member 
will then be loaded onto the PantherNet system by Academic Services (provided that the person has been loaded as an 
applicant/employee by Human Resources). 
 
Step 5- Official Transcripts sent to Human Resources  - The faculty member is responsible for ensuring that official 
ǘǊŀƴǎŎǊƛǇǘǎ ŀǊŜ ǎŜƴǘ ǘƻ IǳƳŀƴ wŜǎƻǳǊŎŜǎΦ LŦ ǘƘŜ IǳƳŀƴ wŜǎƻǳǊŎŜǎ ƻŦŦƛŎŜ Ƙŀǎ ƴƻǘ ǊŜŎŜƛǾŜŘ ǘƘŜ ŀŘƧǳƴŎǘΩǎ ƻŦŦƛŎƛŀƭ ǘǊŀƴǎŎǊƛǇǘ 
in the initial term in which they are teaching, they cannot continue to teach in subsequent terms at Palm Beach State until 
such time the official transcript is received.  This is college policy and must be followed. 
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Faculty Hiring Procedures 

  
The following information is the process for full-time faculty, temporary full-time faculty, and full-time PSAV Instructors, 
including timelines and process steps for committees. 
 
I. POSITION VACANCY FORMS  
The following MUST appear on the vacancy form (in addition to all the other boxes which need to be completed): 
 

1. Courses to be taught: Identify all courses that this position will teach  
 

2. Minimum Qualifications: This should be exactly what the Credential Manual states for the discipline or program 
position to be filled. 

 
Any reference to teaching experience preferred or required, should not be stated (it can be part of the grid for 
evaluatiƻƴΣ ōǳǘ ǿƛƭƭ ƴƻǘ ōŜ ǎǘŀǘŜŘ ƛƴ ŀƴȅ ŘŜǎŎǊƛǇǘƛƻƴΣ ŀŘΣ ŜǘŎΦύ ¢ƘŜ ǎǘŀǘŜƳŜƴǘ ά!ōƛƭƛǘȅ ǘƻ ŘŜƳƻƴǎǘǊŀǘŜ ǘƘŜ ǳǎŜ ƻŦ 
ǘŜŎƘƴƻƭƻƎȅ ƛƴ ǘƘŜ ŎƭŀǎǎǊƻƻƳΤ Ƴǳǎǘ ōŜ ŀōƭŜ ǘƻ ǳǎŜ ǘƘŜ ǘŜŎƘƴƻƭƻƎȅ ǊŜǉǳƛǊŜŘ ŦƻǊ ǘƘŜ ŎƻǳǊǎŜέ a¦{¢ ŀǇǇŜŀǊ ƛƴ ǘƘƛǎ ōƻȄ ƻƴ ŀƭƭ 
position vacancy forms. If there are other requirements, such as licenses/certifications, that should be part of stated 
requirements (it should also be in the credential manual). 
 
II. FACULTY TRANSFERS 
 
Faculty transfers will be announced in November and will close in December. Positions will be noted as budget approved 
or contingent upon budget approval. HR will give the applications for faculty transfer to the applicable Dean. Offers will 
be made no later than February 1. 
 
III. TIMELINE AND OVERVIEW 

 

Process Timeline 

1. Identification of needed faculty positions  October 

2. Position Vacancy Forms filed with Human Resources November 

3. Faculty Transfer announcements November 

4. Faculty positions be posted/advertised  December 

5. Close date for faculty positions  January 

6. HR application review  February 

7. Academic Affairs receives all applications for 
prescreening in the PeopleAdmin System 

February 

8. Academic Screening Committees receive applicant pools 
for screening. Committee membership must be 
approved by HR. Standard scoring grids available through 
HR for application, resume and transcripts should be 
used. The grid can be altered if approved through 
Human Resources. The VPAA must review all potential 
interview candidates using the Faculty Roster Form 
submitted by the hiring Dean. 

February 

9. Final decision on new positions to be filled through 
budget process 

March 
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Process Timeline 

10. Interviews are scheduled for candidates. Questions must 
be approved by HR. Telephone interviews can be used as 
an initial interview process if there are many applicants, 
but it is not a required step if the number of applicants is 
small.  All applicants should bring a transcript copy to the 
interview. 

March/April 

11. Recommendations on recommended applicants for each 
faculty/PSAV Instructor position (no more than three) 
forwarded to Deans Council with the following 
documents: 
The Top Three MUST have:  

a.   Completed Faculty Rosters (paper 
version) 
b.  Scanned Transcripts 

                            c.   Strengths/Weaknesses sheet with 
scores on interview, microteaching and 
essay 

 

April/May 

12. DeaƴǎΩ /ƻǳƴŎƛƭΣ ±t!!Σ tǊƻǾƻǎǘǎ ŀƴŘ Iw ŎƻƴŦŜǊŜƴŎŜ ŀƴŘ 
make a final recommendation to the VPAA 

April/May 

13.  VPAA makes final recommendation of new faculty to the 
President, per Board Policy 6Hx-18-5.21. All faculty 
positions should be complete by May 12, 2011. 

May 12 

14. Recommendations made to the District Board of 
Trustees 

May 

 
Positions unfilled as of May 12, 2011 ǿƛƭƭ ōŜ ǇƭŀŎŜŘ ƻƴ ǘƘŜ ƴŜȄǘ 5ŜŀƴǎΩ /ƻǳƴŎƛƭ ŀƎŜƴŘŀ ŀƴŘ ǿƛƭƭ ōŜ ǎǳōƧect to 
reconsideration. 

  
Department Checklist or  Full-Time Faculty/Instructor Hiring 
 
Before the Term begins 

1. Provide any additional information Human Resources may need to process faculty member/instructor. 

2. Email faculty member/instructor on accessing Palm Beach State College email. 

3. Provide textbooks (preferably sent to the faculty member/instructorΩǎ ƘƻƳŜύΦ 

4. Email faculty member/instructor their teaching assignments for the upcoming term 

5. Monitor that the faculty member/instructor has created a faculty web page, created and uploaded compliant 

syllabi, and certified the textbooks they use ς Provide link to this web page - http://www.pbcc.edu/x15142.xml 

which has web page/syllabi information and this page http://www.pbcc.edu/x18802.xml which has textbook 

certification information. 

6. Assign the faculty member/instructor an office and ensure office has furnishings and is clean. 

7. Work with IT on a computer, either using the computer of the faculty member they replaced or securing a new 

computer (faculty can choose desktop or laptop). 

8. Work with IT on a telephone line and phone number for the faculty member. 

9. Process paperwork on key requests (door key and desk/cabinet keys). 

http://www.pbcc.edu/x15142.xml
http://www.pbcc.edu/x18802.xml
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10. Provide the faculty member with a mailbox in the department office area/workroom. 

11. Provide information on obtaining a parking sticker. 

12. Request electronic copies of syllabi for the semester 

13. Obtain copy of faculty/instructor schedule including office hours, lunch breaks, college business, teaching ς total 

must be 35 hours ς enter data into PantherNet and post on faculty door. Templates are provided at 

http://www.palmbeachstate.edu/x6859.xml  

14. Process IRM (Instructor Resource Management) contracts for all classes ς pre and final contracts. Copy of final 

contract is sent to HR. 

During the Term 
1. Ensure that faculty/instructors are accessing rosters and checking that all students in class are on the roll. 

2. Remind faculty/instructors on mid-term grading procedures. 

3. Remind faculty/instructors on student assessment procedures. 

4. Remind faculty/instructors to post syllabi for the next term by published deadlines. 

As the Term Ends 
1. Remind faculty/instructors on grading procedures 

2. /ƘŜŎƪ ƎǊŀŘƛƴƎ ǊŜǇƻǊǘǎ ŦƻǊ άLέ ŀƴŘ ά[έ ƎǊŀŘŜǎ  - follow-up with faculty/instructor 

3. Obtain copy of grade book for filing (should include grades for all assignments) using end-of-term check-out 

sheet (example) www.palmbeachstate.edu/documents/academic_services/end_of_term.docx  

 
 

http://www.palmbeachstate.edu/x6859.xml
http://www.palmbeachstate.edu/documents/academic_services/end_of_term.docx


Section G ςAcademic Affairs Policies & Procedures ς 2010-11 

 

 July 2010                                                                                         

 
G-64 

Field Observation Procedures for Teacher Education 

http://www.palmbeachstate.edu/fieldexperience.xml  

As a part of the requirements for completing EDF2005 - Foundations of Education and EDG2701 - Teaching 
Diverse Populations, each student is required to complete 15 hours of field observation for each course.  

The purpose of the field observation is to provide meaningful learning experiences for pre-service educators in 
accordance with state mandated guidelines for teacher preparation. Through the field observation, students 
should have an opportunity to:  

 Observe best practices and techniques for effective classroom management  

 Connect theory with practice  

 Assist students in career decisions 

 Develop personal skills and values 

Field Observation Process  

Field Observation consists of observing a class (student does not teach nor is left alone with the students). The 
process for the Student Observer is as follows: 

STEP 1 - STUDENT ORIENTATION 

A Palm Beach State faculty member explains the Field Observation process to student, including requirements of 
the assignment and expectations of the faculty member for student to satisfy the assignment. 

STEP 2 - SDPBC VIPS APPLICATION 

The Student calls or emails a SDPBC (School District of Palm Beach County) public school and request permission 
to observe a class. Some schools do not participate in Field Observation. If the desired school does not accept 
Field Observations, student should seek other public schools. Upon receiving approval, student travels to the 
scƘƻƻƭ ŀƴŘ ǎǳōƳƛǘǎ ŀƴ ŀǇǇƭƛŎŀǘƛƻƴ ƻƴ ǘƘŜ ǎŎƘƻƻƭΩǎ ±Lt{ ǎȅǎǘŜƳΦ {ǘǳŘŜƴǘ Ƴǳǎǘ ƘŀǾŜ ŀ ǎƻŎƛŀƭ ǎŜŎǳǊƛǘȅ ƴǳƳōŜǊΣ 
current email address, and when prompted for Business/Organization Represented, the student will enter Palm 
Beach State. 

STEP 3 - BACKGROUND CHECK 

VIPS will generate a background check. Results will be received in approximately 10 business days (student is 
considered cleared and may observe during this process). This is possible because the student does not teach 
nor is left unsupervised by a SDPBC employee. If the background check reveals a problem, the student and 
Academic Services at Palm Beach State will be notified by the SDPBC. The student, at that time, may be required 
to leave the classroom and/or denied further access to the school. The student will have to follow the directions 
provided by the SDPBC School Police as to whether or not they will be allowed to appeal the decision. 

http://www.palmbeachstate.edu/fieldexperience.xml
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STEP 4 - REPORTING FOR ASSIGNMENT 

The Student should report for assignment as directed by the SDPBC Field Observation representative at the 
selected school site. Student will log in and out of VIPS each time they enter or leave the school. VIPS will log 
student hours earned. A student may obtain a copy of their hours by submitting a request to the school's VIPS 
Coordinator at any time before June 30th of each year. Once the student is registered and cleared at a school, 
the student is cleared in the District; however, before they go to any school other than the original school in 
which they had registered, the student must notify Shelley Parpard, at the SDPBC at (561) 434-8771 so that their 
name can be added to the newly requested school. 

STEP 5 - FIELD OBSERVATION COMPLETION 

Field Observation will be complete when all activities, associated assignments, VIPS log or Palm Beach State 
Record of Field Observation Hours and other required documentation is submitted to their Palm Beach State 
instructor. 

Charter and private schools are not part of the VIPS system and may have different requirements for security 
clearance.   
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General Education Review Procedure 

 
DŜƴŜǊŀƭ ŜŘǳŎŀǘƛƻƴ ƛǎ ŀƴ ƛƳǇƻǊǘŀƴǘ ǇǊƻŎŜǎǎ ǘƘŀǘ ǘƘŜ ŎƻƭƭŜƎŜ ǇŜǊƛƻŘƛŎŀƭƭȅ ǳƴŘŜǊǘŀƪŜǎ ǘƻ ǊŜǾƛŜǿ ǘƘŜ ŎƻƭƭŜƎŜΩǎ 
general education philosophy and coursework in both AS and for the AA degree. A committee of faculty and 
college administrators is convened to act as a steering committee. In this process outlined below, all faculty are 
involved through cluster participation.  
 

 
1. The Vice President of Academic Affairs (VPAA) convenes a committee of faculty and college 

administrators.  
 

2. In tƘŜ ƛƴƛǘƛŀƭ ƳŜŜǘƛƴƎΣ ǘƘŜ ±t!! ƎƛǾŜǎ ŀƴ ƻǾŜǊǾƛŜǿ ƻŦ ǘƘŜ ŎƻƳƳƛǘǘŜŜΩǎ ǊƻƭŜ ƛƴ ǘƘŜ Ǝeneral education 
review process.  

 
3. The committee helps prepare draft documents of the current Palm Beach State general education 

philosophy and coursework for cluster review and input.  
 

4. The clusters make recommendations on changes to the general education philosophy and for additional 
general education courses, or deletions of general education courses. These recommendations are 
compiled for committee review.  

 
5. Based on cluster input, the committee incorporates these recommendations and prepares draft changes 

to the general education philosophy and coursework and sends that to the clusters for a second review.  
 

6. ¢ƘŜ ŎƭǳǎǘŜǊΩǎ ŎƻƳƳŜƴǘǎ ŀƴŘ ǊŜŎƻƳƳŜƴŘŀǘƛƻƴǎ ǘƻ ǘƘŜ ŘǊŀŦǘ ŘƻŎǳƳŜƴǘ ŀǊŜ compiled by the committee 
for review.  

 
7. The committee prepares a final recommendation document for submission to the VPAA for final review 

and approval.  
 

8. The approved changes to the general education philosophy and coursework are communicated to the 
college community and will take effect the following fall term.  

 
For courses developed in-between the three-year general education review cycle ς These courses can be 
recommended for inclusion in the next scheduled review of general education. They will not be considered for 
inclusion in general education outside of this process. 
 
General Education Review Schedule: 
 
2003: AA General Education Review, Competency Review, Philosophy Review 
2006: AA General Education Review, Learning Outcome Transition, Philosophy Review 
2009: AS General Education Review 
2011: AA General Education Review, Learning Outcome Review, Philosophy Review 
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Incomplete Grade Documentation Procedure 

The purpose of Incomplete Grade documentation procedure ƛǎ ǘƻ ǇǊƻǾƛŘŜ ǘƘŜ ŀǎǎƻŎƛŀǘŜ ŘŜŀƴΩǎ ƻŦfice with 
information about how a student is to complete an Incomplete (I) grade.  

There have been several situations where a student returned to the college to complete the necessary 
ŀǎǎƛƎƴƳŜƴǘǎ ǘƻ ŎƻƳǇƭŜǘŜ ŎƻǳǊǎŜ ǊŜǉǳƛǊŜƳŜƴǘǎ ƛƴ ŀǎǎƻŎƛŀǘƛƻƴ ǿƛǘƘ ǘƘŜ άLέ grade. However, in each case, the 
instructor was not available; the student could not be guided towards successful completion of the required 
course assignments.  

The completed form and accompanying documentation will reside with the faculty member and the associate 
ŘŜŀƴΩǎ ƻŦŦƛŎŜΦ ¢ƘŜ ŘŜǇŀǊǘƳŜƴǘ ŎƘŀƛǊ ǎƘƻǳƭŘ ŀƭǎƻ ƪŜŜǇ ŀ ŎƻǇȅ ŦƻǊ ƛƴŎƻƳǇƭŜǘŜ ƎǊŀŘŜǎ ƛǎǎǳŜŘ ōȅ ŀŘƧǳƴŎǘ ƛƴǎǘǊǳŎǘƻǊǎΦ 
The form is not intended for use by the registrar or the dean of student services; it is an internal form within 
each associate deanΩǎ ƻŦŦƛŎŜΦ Lǘ ƛǎ ǎǘƛƭƭ ǘƘŜ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ƎǊŀŘŜ ǘƘŜ ƳŀǘŜǊƛŀƭǎ ƻƴŎŜ ǘƘŜȅ ŀǊŜ 
submitted by the student. 

¢ƘŜ ǇǳǊǇƻǎŜ ƻŦ ǘƘŜ ŦƻǊƳ ƛǎ ƴƻǘ ǘƻ ƎƛǾŜ ǇŜǊƳƛǎǎƛƻƴ ǘƻ ǘƘŜ ŦŀŎǳƭǘȅ ƳŜƳōŜǊ ǘƻ ƛǎǎǳŜ ŀƴ άLέ ƎǊŀŘŜΦ ¢ƘŜ ŀǎǎƻŎƛŀǘŜ 
dean signs the form to assure both faculty and student that s/he is aware of the agreed arrangement, and will 
support that arrangement in any way needed. 

There are two versions of the form. The "Electronic" version is designed to be filled out and printed in Word. The 
"Paper" version is designed to be printed and filled out by hand.  

 

Forms:  

Incomplete Grade Form ς Electronic Version 
http://www.palmbeachstate.edu/documents/academic_services/INC_GRADE_FORM_electronic.doc  

 

Incomplete Grade Form ς Paper Version  

http://www.palmbeachstate.edu/documents/academic_services/INC_GRADE_FORM_paper.doc  

http://www.palmbeachstate.edu/documents/academic_services/INC_GRADE_FORM_electronic.doc
http://www.palmbeachstate.edu/documents/academic_services/INC_GRADE_FORM_paper.doc
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New Program Proposal Procedure 

New Programs ς Institutional Research & Effectiveness Cycle 

On a three-year cycle, the office of Institutional Research & Effectiveness will research and identify new 
ǇǊƻƎǊŀƳǎ ǘƻ ǇǊƻǇƻǎŜ ŀǎ ǇŀǊǘ ƻŦ ǘƘŜ ŎƻƭƭŜƎŜΩǎ Lnstitutional Effectiveness process. Various national and state 
ŘŀǘŀōŀǎŜǎ ǿƛƭƭ ōŜ ǳǎŜŘ ǘƻ ǊŜǎŜŀǊŎƘ ƴŜǿ ŀƴŘ ŜƳŜǊƎƛƴƎ ƴŜŜŘǎ ŦƻǊ ǘƘŜ /ƻƭƭŜƎŜΩǎ {ŜǊǾƛŎŜ ŀǊŜŀΦ  A program 
assessment form (sample located at 
http://www.palmbeachstate.edu/documents/academic_services/sample_assessment.pdf) will be produced to 
assess the current and future job market, costs to start the program and projected FTE. A meeting will be held 
with campus provosts and deans to assess campus capability of starting the proposed new programs. If the 
program is approved, it is to be brought through the established curriculum process. 

New Programs ς Response to Emerging Business and Industry Need 

At any time, new programs may be researched in response to an emerging need or other College initiative. The 
College official guiding such an effort must complete the following form to assess need, cost, and benefit to the 
College: http://www.palmbeachstate.edu/documents/academic_services/new_programs_palmbeachstate.doc. 
The campus approved form is them forwarded to the VPAA for approval through the Executive Leadership 
Council.  

 

http://www.palmbeachstate.edu/documents/academic_services/sample_assessment.pdf
http://www.palmbeachstate.edu/documents/academic_services/new_programs_palmbeachstate.doc
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Pilot Project Procedures & Guidelines 

 
 http://www.palmbeachstate.edu/documents/academic_services/PilotProjectProcedures&Guidelines.pdf    

 
Pilot projects are defined as projects where changes are proposed that affect changes in curriculum 
(courses and programs), textbooks and tests for diagnostic purposes.  
 
The pilot project form is to be used for faculty or staff who wish to pilot a project involving changes in 
curriculum (courses and programs), textbooks and tests for diagnostic purposes.  
 
The pilot projectsΩ ŜȄǇŜŎǘŜŘ ƻǳǘŎƻƳŜǎ ǎƘƻǳƭŘ ǊŜŦƭŜŎǘ ǘƘŜ ŎƻƭƭŜƎŜΩǎ Ƴƛǎǎƛƻƴ ŀƴŘ ǎǘǊategic plan. 
 
The maximum duration of a pilot project is one academic year, with the opportunity to continue for an 
additional year if approved by the VPAA. 

 

The person proposing the pilot project submits the completed form to their Academic Dean, to be 
reviewed by the 5ŜŀƴǎΩ Council.  
 
The 5ŜŀƴǎΩ Council will make a recommendation on approving/not approving to the Vice President of 
Academic Affairs.  
 
The VPAA notifies the campus dean on the final decision. The campus dean will notify the person 
proposing the pilot project as to the approval status.  
 
If approved, the campus academic dean provides oversight of the pilot project. 

http://www.palmbeachstate.edu/documents/academic_services/PilotProjectProcedures&Guidelines.pdf
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Prior Learning Assessment   

The complete policies and procedures for prior learning are found in Section I of the Academic Management 
Manual. The categories of Prior Learning are defined below. The Prior Learning website is located at 
http://www.palmbeachstate.edu/pla.xml.  

Challenge Exams 
Palm Beach State College has identified certain courses within the curriculum as being eligible for earning credit 
or hours through a challenge examination. If the student achieves a passing score on the examination, credit or 
hours will be awarded to the student's transcript.   

Palm Beach State Course Equivalency 
This is a process for granting college credit or clock hours for previously earned PSAV or credit course work 
towards a PSAV or credit certificate or an AA, AAS or AS degree. Also, students who have taken and passes 
courses in certain PSAV programs at Palm Beach State may apply for granting of credit by following this process.   

Prior Learning Portfolio 
Palm Beach State College has developed a portfolio-based system of demonstrating that a student has achieved 
the course objectives for AS and PSAV courses. This process involves a written portfolio which is prepared under 
the guidance of a program instructor or faculty member.   

  
 Career Pathways/Tech Prep Articulation from the School District of Palm Beach County 
 Palm Beach State College has an agreement with the School District of Palm Beach County to accept certain 
 combinations of course work taken at the high school along with an assessment to qualify for awarding of 
 college credits.  

Advanced Placement of Apprenticeship Courses 
Students enrolled in Palm Beach State apprenticeship programs may be advanced placed into the curriculum by 
awarding hours for courses in which they been evaluated as meeting the competencies of the course.  
 

 Health Core Courses for PSAV Programs  
 Each student enrolled in a health credit or PSAV program where HSC0003 or PRN 0022 is required may meet this 
 requirement by documentation of having the course competencies achieved through coursework or work 
 experience.   
 
 FDLE Corrections Academy or Law Enforcement Academy to Criminal Justice AS Degree 
 Students who have taken classes through a FDLE Corrections Academy or Law Enforcement Academy and have 
 passed the Florida State Certification Exam will be granted credits toward the Criminal Justice AS degree. The 
 student requesting credit for prior learning credit must complete the prior learning assessment form and 
 present it to the Chair of the Criminal Justice Program for approval. If the application is approved by the Chair, 
 and the Academic Dean, it will be forwarded to the registrar for processing.   
 
   Dental Assisting to Dental Hygiene 

Students who have earned the Dental Assisting credential and are graduates of an ADA (American Dental 
Association) accredited dental assisting program will be granted 19 hours of coursework. The student must have 
ǇŀǎǎŜŘ ŀƭƭ ŘŜƴǘŀƭ ǎŎƛŜƴŎŜ ŎƻǳǊǎŜǎ ǿƛǘƘ ŀ ƎǊŀŘŜ ƻŦ ά/έ ƻǊ ƘƛƎƘŜǊ ƴƻ ƳƻǊŜ ǘƘŀƴ ŦƛǾŜ ȅŜŀǊǎ ǇǊƛƻǊ ǘƻ ǘƘŜ 5Ŝƴǘŀƭ 
Hygiene application deadline date.   

http://www.palmbeachstate.edu/pla.xml
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 Radiologic Technology 

Students who have earned their ARRT (American Registry of Radiologic Technologists) credential and are 
graduates of a JRCERT (Joint Review Committee on Education in Radiologic Technology) accredited radiography 
program have the opportunity  be granted 45 hours of coursework towards the AS degree in Radiography.  
 
Florida Fire College to Fire Science 
Students who have taken classes through the FSFC (Florida State Fire College) from a credentialed instructor will 
be granted the appropriate credit hours for FFP courses that are approved by the Fire Science Director. The 
student requesting credit for FFP classes taken through the FSFC must complete the prior learning assessment 
form and present it to the Fire Science Director for approval. If the application is approved by the Director, and 
the Dean of Public Safety, it will be forwarded to the registrar for processing. 
 
EPI Course Equivalency for EPI 0010 
Students who have successfully taken and documented FOR-PD Reading Competency 2 through the School 
District of Palm County within the last five (5) years or have ǇŀǎǎŜŘ ώǿƛǘƘ ŀ ά/έ ƻǊ ƘƛƎƘŜǊϐ ŀƴŘ ŘƻŎǳƳŜƴǘŜŘ ŀ 
course from an accredited college or university with an outline comparable to EPI 0010 within the last five (5) 
years may qualify for this equivalency. The student must also complete a portfolio. The student requesting the 
credit for EPI 0010 must complete the prior learning assessment form and present it to the Institute for Teacher 
Education manager for approval.  

Professional Pilot License Credit Course Equivalencies 
Students who provide proof of various specific professional pilot licenses may qualify for credit toward the 
Professional Pilot AAS/AS degree.   

 
For more detail, please see Section I of the Academic Management Manual ς 
www.palmbeachstate.edu/documents/academic_services/sectioni.pdf   

http://www.palmbeachstate.edu/documents/academic_services/sectioni.pdf
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Program Assessment 
 

1. Program Learning Outcomes Assessment - Please see Section L - Outcomes Assessment  
Web Page: http://www.palmbeachstate.edu/documents/academic_services/sectionl.pdf 
 
2. General Education Assessment - Please see Section L - Outcomes Assessment  
Web Page: http://www.palmbeachstate.edu/documents/academic_services/sectionl.pdf 
 
3. Program Health Indicators - Please see Section K - Program Review 
Web Page: http://www.palmbeachstate.edu/documents/academic_services/sectionk.pdf 
 
 

http://www.palmbeachstate.edu/documents/academic_services/sectionl.pdf
http://www.palmbeachstate.edu/documents/academic_services/sectionl.pdf
http://www.palmbeachstate.edu/documents/academic_services/sectionk.pdf
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Program Termination Procedure 
 

1. If a campus deems that a program should be terminated, the campus shall submit in writing to the Vice 
President of Academic Affairs (VPAA) a completed program termination form 
(http://www.palmbeachstate.edu/documents/academic_services/program_termination_form.doc) along with 
the SACS Substantive Change Assessment Form (http://www.palmbeachstate.edu/subchange.xml).  The 
Program Termination Form must include: Name of program, rationale for termination, names and titles of 
affected faculty and staff and plan for their termination, equipment and classroom space disposition, names of 
students in the program and a teach-out plan for these students.  
  

2. If the VPAA approves the termination request, it will be taken to the Executive Leadership Council for 
recommendation. If the Executive Leadership Council recommend approval, the request shall be moved to the 
President for final approval. If not, then it will be sent back to the campus with comments. 
 

3. ¦Ǉƻƴ ǘƘŜ tǊŜǎƛŘŜƴǘΩǎ ŀǇǇǊƻǾŀƭΣ the curriculum committee is copied on the program termination and the teach-
ƻǳǘ Ǉƭŀƴ ƛǎ ǇǊŜǎŜƴǘŜŘ ǘƻ ǘƘŜ ŎǳǊǊƛŎǳƭǳƳ ŎƻƳƳƛǘǘŜŜ ŀǎ ŀ άŦƻǊ ȅƻǳǊ ƛƴŦƻǊƳŀǘƛƻƴέ ƛǘŜƳΦ   
 

4. 9ŀŎƘ ǎǘǳŘŜƴǘ ƛǎ ƴƻǘƛŦƛŜŘ ƛƴ ǿǊƛǘƛƴƎ ƻŦ ǘƘŜ ǇǊƻƎǊŀƳ ǘŜǊƳƛƴŀǘƛƻƴ ŀƴŘ ƎƛǾŜƴ ŀ άǘŜŀŎƘ-ƻǳǘέ Ǉƭŀƴ ŀƴŘ ǘƛƳŜƭƛne for 
program completion. 
  

5. The VPAA Office will file required paperwork with appropriate college and accreditation bodies to include the 
District Board of Trustees and the Southern Association of Colleges and Schools.  
  

6. A college-wide email is distributed announcing program termination.  
 

7. A final report is prepared by the campus and submitted to the VPAA Office when the last students have 
completed the program. 

http://www.palmbeachstate.edu/documents/academic_services/program_termination_form.doc
http://www.palmbeachstate.edu/subchange.xml
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Program Transfer Procedure 

 
The following are guidelines for the transfer of programs and/or disciplines between Palm Beach State campuses.  This procedure 
must be started at least one year in advance of the proposed move. Prior to a recommendation for program transfer, a meeting 
should be held between the original and receiving campus leadership.  Items to discuss and resolve are: 
 
1) Rationale for transferring program.  The rationale should be clear and documented for ease of sharing with the receiving 

campus.  History of program, its enrollment, completers and other data should be shared. 

 Space 
a. Necessary size and numbers of classrooms 
b. Lab requirements, wet and dry 
c. Computer requirements (hardware and software), entire lab or supplemental (will computer equipment be moved, or 

need to be requested in the budget process at the new location) 
d. Storage, especially for special materials and equipment (inside and outside of classroom) 
e. Office space for faculty and support staff 
f. Support services in SLC, library, media services or other areas. 

 Curriculum Issues 
a. Status of program, pending curriculum changes 
b. Number of majors 
c. Completion rates 
d. Library resource needs (already in place, to be moved or need to be requested in the budget cycle at the new location) 
e. Relationship to other academic programs 
f.  SACS Substantive Change Implications (see http://www.palmbeachstate.edu/subchange.xml).  

 Budget 
a. Plan for changes in budget, personnel 
b. Discussion of any need for new budgets or separation of current budgets 
c. Is any Fund-2 or grants associated with the transferred program 
 

!ŦǘŜǊ ŀōƻǾŜ ŘƛǎŎǳǎǎƛƻƴΣ ǊŜŎƻƳƳŜƴŘŀǘƛƻƴ ǘƻ ǘǊŀƴǎŦŜǊ ǇǊƻƎǊŀƳκŘƛǎŎƛǇƭƛƴŜ ƛǎ ǊŜŦŜǊǊŜŘ ǘƻ ǘƘŜ !ŎŀŘŜƳƛŎ 5ŜŀƴǎΩ /ƻǳƴŎƛƭΤ 
recommendation frƻƳ 5ŜŀƴǎΩ /ƻǳƴŎƛƭ ǘƻ 9ȄŜŎǳǘƛǾŜ [ŜŀŘŜǊǎƘƛǇ /ƻǳƴŎƛƭ; VPAA recommends to President. In addition, SACS will have 
to be notified and a substantive change application prepared and filed. 
 
2) If a recommendation has been approved by the President, the following guidelines should be followed: 
 

 Course Management 
a. Who will hire adjuncts, load sections, and do adjuncts (PAFs); for which terms? 
b. Confirmation of the course wheel 
c. Is the program free standing, i.e. AS, AAS or located within an existing department? 
d. Plan for transfer of credentialing rosters, transcripts and personƴŜƭ ŦƛƭŜǎ ŦǊƻƳ ƻƴŜ ŀǎǎƻŎƛŀǘŜ ŘŜŀƴΩǎ ƻŦŦƛŎŜ ǘƻ ŀƴƻǘƘŜǊΦ 
e. Facility classification and usage notification to facilities 
f. Sections reallocation 
g. Who is responsible for deliverable/accountability during transfer? 
 

 Communication of above information by original and receiving campus leadership: 
a. To VPAA, Academic Leadership Council, Provosts 
b. To students 
c. To Business Partnership Council, community, related business interests 
d. To College Relations and Marketing 
e. Computer Resources, LLRC, Media Services 
f. To Payroll, Purchasing, Business areas 

http://www.palmbeachstate.edu/subchange.xml
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Release Time Procedure & Guidelines 
 
  

1. Department Chair release time - see current Collective Bargaining Agreement 
(http://intranet.palmbeachstate.edu/hr/collectivebargainingagreemnt.pdf)  

 
2. ¢ƘŜ !ŎŀŘŜƳƛŎ 5ŜŀƴǎΩ /ƻǳƴŎƛƭ may assign release time per academic year for each of the following areas: 

a. Student activity related projects 
b. Professional Teaching and Learning Center 
c. Physical fitness testing/campus wellness coordination 
d. Music auditions & productions 
e. Theatre production 
f. Greenhouse coordination 
g. Wetlands project 
h. Program/Regional accreditation 
i. Grant activities 
j. Presidential and/or Academic Affairs initiatives 
k.  Service-Learning 
 

3. Release time will be available college-wide for curriculum development of new courses and programs. 
 

4. It is the responsibility of the institution to assign a full load to a faculty member.  Release time should not 
be used to complete the teaching load. 

 
5. !ƭƭ ǊŜƭŜŀǎŜ ǘƛƳŜ ǊŜǉǳŜǎǘǎ ŀǊŜ ǎǳōƳƛǘǘŜŘ ǘƻ ǘƘŜ !ŎŀŘŜƳƛŎ 5ŜŀƴǎΩ /ƻǳƴŎƛƭ ŦƻǊ ǊŜǾƛŜǿ ŀƴŘ ŀŎǘƛƻƴΦ 
 
6. Release time is approved by the President upon recommendation from the Vice President of Academic 

Affairs. 
 

http://intranet.palmbeachstate.edu/hr/collectivebargainingagreemnt.pdf
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Request for Advancement in Rank 

The forms below will help guide the process for advancement in rank for bargaining unit full-time faculty 
members. 

Request for Advancement in Rank - Coursework or degree in-field -  Form to request advancement in rank 
using courses or a degree that is within the faculty member's assigned area of specialization: 
http://www.palmbeachstate.edu/documents/academic_services/academic_rank_form_infield.doc   

Request for Advancement in Rank - Coursework or degree outside the area of specialization - Form to request 
advancement in rank using courses or a degree that is outside of the faculty member's assigned area of 
specialization: 
http://www.palmbeachstate.edu/documents/academic_services/academic_rank_form_out_of_field.doc   

  

http://www.palmbeachstate.edu/documents/academic_services/academic_rank_form_infield.doc
http://www.palmbeachstate.edu/documents/academic_services/academic_rank_form_out_of_field.doc
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Sabbatical Leave Guidelines & Timeline  

 
The guidelines for Sabbatical Leave are found in the current Collecting Bargaining Unit Agreement 
(http://intranet.palmbeachstate.edu/hr/collectivebargainingagreemnt.pdf). Sabbaticals are granted 
dependent upon available budget. 

Timeline: 

 

 1st week of October - Announcement is made by email to all faculty by the Vice President of Academic 
Affairs (VPAA) that applications for Sabbatical Leave for the following academic year are due by 
December 1. 

 

 December 1 - Sabbatical Leave applications are due to VPAA. 

 

 1st week of December - Applications are sent to the Sabbatical Leave Committee for review and 
ranking. 

 

 2nd week of December - Sabbatical Leave Committee returns their ranking of the applications and the 
VPAA's office prepares a final ranking sheet which is used to determine the final outcome. 

 

 1st or 2nd week of January - Faculty (and their Deans/Provosts) are notified that their names will be 
placed on the Board agenda for approval of Sabbatical Leave, and they are invited to attend the meeting 
to be introduced to the Board. 

 

 February - Sabbatical Leave Awards are placed on the DBOT agenda for approval.  An announcement is 
made to the college of the recipients of the awards following the Board meeting, and a summary of their 
proposals are posted to the Web. 

http://intranet.palmbeachstate.edu/hr/collectivebargainingagreemnt.pdf
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Staff and Program Development 

 
http://www.palmbeachstate.edu/x3765.xml  

 
Funds for Staff and Program Development (S&PD) for all Academic areas are in the budget of the Vice President 
of Academic Affairs. To request funds for travel or an activity that enhances teaching and learning, full-time 
faculty and staff in the Academic areas of the college will send proposals to the Vice President of Academic 
Affairs. An S&PD Committee (comprised of faculty, staff, and administrators) will review the proposals and make 
recommendations to the Vice President of Academic Affairs.  
  
Please see the following document for complete details: 
http://www.palmbeachstate.edu/documents/Academic_Affairs/SPDGUID.pdf   
 
SPD Deadlines: http://www.palmbeachstate.edu/X3431.xml   
 
Proposal Form A - http://www.palmbeachstate.edu/documents/Academic_Affairs/SPD_A.doc  
 
Proposal Form B - http://www.palmbeachstate.edu/documents/Academic_Affairs/SPD_B.doc  
 
Proposal Form C - http://www.palmbeachstate.edu/documents/Academic_Affairs/SPD_C.doc  
 
Activity Report Form - http://www.palmbeachstate.edu/documents/Academic_Affairs/SPD_D.doc   
 
 

 

http://www.palmbeachstate.edu/x3765.xml
http://www.palmbeachstate.edu/documents/Academic_Affairs/SPDGUID.pdf
http://www.palmbeachstate.edu/X3431.xml
http://www.palmbeachstate.edu/documents/Academic_Affairs/SPD_A.doc
http://www.palmbeachstate.edu/documents/Academic_Affairs/SPD_B.doc
http://www.palmbeachstate.edu/documents/Academic_Affairs/SPD_C.doc
http://www.palmbeachstate.edu/documents/Academic_Affairs/SPD_D.doc
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Substantive Change Policy & Procedure 
 

http://www.palmbeachstate.edu/subchange.xml  

 
1. Purpose: To be in full compliance with SACS-COC policy on substantive change (compliance with 3.12). 

2. Policy: No employee of Palm Beach State College will implement any change to a College Program, College Campus, 

College Campus Offerings, Off-site Location, District Board of Trustees Policy or Program Delivery Method that might 

create a substantive change without the approval of the Substantive Change Review Committee.  

3. Process for Submission:  Faculty and/or staff must submit one of two forms for assessment and/or approval: 

A. Substantive Change Assessment Form (Form 1, page XX). This form must be submitted for each type of change as 

outlined in the Substantive Change Responsibility Chart.  The Substantive Change Assessment form will be required of 

every curriculum action that adds or modifies a program. Submission of the form for other types of changes is the 

responsibility of the initiator of the proposed change (i.e., relocating a program, new facility, new campus). The form is 

submitted to the Substantive Change Review Committee. 

B. Campus Off-Site Course Approval Form (Form 2, page XX). This form is submitted for each off-campus site utilized by 

the campuses. The form is submitted to the Substantive Change Review Committee. 

4. Process for Review: The Substantive Change Assessment Form and the Campus Off-Site Course Approval Form will be 

reviewed by the Substantive Change Review Committee (consisting of the Vice President for Academic Affairs, the Dean of 

Curriculum, Planning & Research, the Dean of Baccalaureate Studies, the Director of Institutional Research & Effectiveness 

and the Manager of Assessment). Any further actions required to be filed with the SACS-COC will be coordinated by the 

/ƻƭƭŜƎŜǎΩ {!/{-COC Liaison.  

Substantive Change Responsibility Chart 

Type of Change SACS 
Procedure 

Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation Palm Beach 
State College 
Responsibility 
and Approval 

Initiating coursework or 
programs at a more 
advanced level than 
currently approved. 
(College Program) 

1 Yes 12 months Yes Application for 

Level Change 

Due dates: April 
15 or October 1 

NA ς already 
approved at 
baccalaureate 
level 

Expanding at current 
degree level (significant 
departure from current 

programs)
1 

(College Program) 

1 Yes 6 months Yes Prospectus R: VPAA 
A: President, 
DBOT 

Initiating a branch campus 
όǎŜŜ ŘŜŦƛƴƛǘƛƻƴ ƻŦ άōǊŀƴŎƘ 
ŎŀƳǇǳǎέ ƻƴ ǇΦ р ƻŦ ǘƘƛǎ 
document) 
(College Campus) 

1 Yes 6 months Yes Prospectus R: VPAA 
A: President, 
DBOT 

Initiating joint degrees with 
another institution (see 
Commission policy 
ά/ƻƭƭŀōƻǊŀǘƛǾŜ !ŎŀŘŜƳƛŎ 
Arrangements: Policy and 
Procedures) 

1 Yes 6 months Yes Prospectus R: VPAA 
A: President, 
DBOT 

http://www.palmbeachstate.edu/subchange.xml
http://www.palmbeachstate.edu/subchange.xml
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Type of Change SACS 
Procedure 

Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation Palm Beach 
State College 
Responsibility 
and Approval 

(College Program) 

Initiating a certificate 

ǇǊƻƎǊŀƳΧ όǘȅǇƛŎŀƭƭȅ ŦƻǊ 

workforce development)  

ΧǳǎƛƴƎ ŜȄƛǎǘƛƴƎ ŀǇǇǊƻǾŜŘ 

courses  

 

Χŀǘ ŀ ƴŜǿ ƻŦŦ-campus site 

(previously approved 

program)  

 

 
 
ΧǘƘŀǘ ƛǎ ŀ ǎƛƎƴƛŦƛŎŀƴǘ 
departure from previously 

approved programs
1 

(College Program, Off-Site) 

 
 
 
 

NA 
 
 
 
 
 
1 
 
 
 
 
 
 
 
1 
 
 
 

 
 
 
 

NA 
 
 
 
 
 

Yes 
 
 
 
 
 
 
 

Yes 
 
 
  

 
 
 
 

NA 
 
 
 
 
 

Approval 
required prior 

to 
implementation 

 
 
 
 

Approval 
required prior 

to 
implementation 

 

 
 
 
 

NA 
 
 
 
 
 

Yes 
 
 
 
 
 
 
 

Yes 
 
 
 
 

 
 
 
 

None 
 
 
 
 
 

Modified 
prospectus 

 
 
 
 
 
 

Modified 
prospectus 

 
  

R: VPAA 
A: President, 
DBOT 
 

Initiating off-campus sites 

(including Early College 

High School programs 

offered at the high school) 

Χ  

 

Χ{ǘǳŘŜƴǘ Ŏŀƴ ƻōǘŀƛƴ рл 

percent or more credits 

toward program  

 

Χ{ǘǳŘŜƴǘ Ŏŀƴ obtain 25-49 

percent of credit  

 

Χ{ǘǳŘŜƴǘ Ŏŀƴ ƻōǘŀƛƴ нп 
percent or less 
(Off-Site Location) 

 
 
 
 
 
 
 
 
 
 
1 
 
 
 
 
2 
 
 
 

NA 
 

 
 
 
 
 
 
 
 
 
 

Yes 
 
 
 
 

Yes 
 
 
 

NA 

 
 
 
 
 
 
 
 
 
 

6 months 
 
 
 
 

Prior to 
implementation 

 
 

NA 

 
 
 
 
 
 
 
 
 
 

Yes 
 
 
 
 
 

No 
 
 

NA 

 
 
 
 
 
 
 
 
 
 

Prospectus 
 
 
 
 

Letter of 
Notification 

 
 

None 
 

R: Provosts 
A: VPAA 
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Type of Change SACS 
Procedure 

Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation Palm Beach 
State College 
Responsibility 
and Approval 

Expanding program 

offerings at previously 

approved off-campus sites  

Χ!ŘŘƛƴƎ ǇǊƻƎǊŀƳǎ ǘƘŀǘ ŀǊŜ 

significantly different from 

current programs  

 

Χ!ŘŘƛƴƎ ǇǊƻƎǊŀƳǎ ǘƘŀǘ ŀǊŜ 
NOT significantly different 
from current programs 
(College Program) 

 
 
 
 
2 
 
 
 
 
 
 

NA 

 
 
 
 

Yes 
 
 
 
 
 
 

NA 
 
 

 
 
 
 

Prior to 
Implementation 

 
 
 
 
 

NA 
 

 
 
 
 

No 
 
 
 
 
 
 

NA 

 
 
 
 

Letter of 
Notification 

 
 
 
 
 

NA 

R: Provosts 
A: VPAA 

Altering significantly the 
educational mission of the 

institution
2 

(DBOT Policy) 

1 Yes 6 months Yes Prospectus R: VPAA 
A: President, 
DBOT 
 

Initiating distance 

ƭŜŀǊƴƛƴƎΧ  

 

ΧhŦŦŜǊƛƴƎ рл ǇŜǊŎŜƴǘ ƻǊ 

more of a program (Once 

approved, institutions may 

add programs that are 

significant departures from 

the originally approved 

programs by submitting 

notification in advance)1  

 

ΧhŦŦŜǊƛƴƎ нр-49 percent  

 
ΧhŦŦering 24 percent or 
less 
(Program Delivery 
Method) 

 
 
 
 
 
1 
 
 
 
 
 
 
 
 
 
 
 
2 
 
 

NA 
 

 
 
 
 
 

Yes 
 
 
 
 
 
 
 
 
 
 
 

Yes 
 
 

NA 

 
 
 
 
 

6 months 
 
 
 
 
 
 
 
 
 
 
 

Prior to 
implementation 

 
NA 

 
 
 
 
 

Yes 
 
 
 
 
 
 
 
 
 
 
 

No 
 
 

NA 

 
 
 
 
 

Prospectus 
 
 
 
 
 
 
 
 
 
 
 

Letter of 
notification 

 
None 

 
 
 
 
 
Already 
approved at 
50% or more 
 
 
 
 
R: VPAA 
A: President, 
DBOT 
 

Initiating 
programs/courses offered 
through contractual 
agreement or consortium. 
(College Program) 

2 Yes Prior to 
implementation 

No Letter of 
Notification 

R: VPAA 
A: President, 
DBOT 
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Type of Change SACS 
Procedure 

Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation Palm Beach 
State College 
Responsibility 
and Approval 

Initiating a 
merger/consolidation with 
another institution 
 
(DBOT Policy) 

3 Yes 6 months Yes Prospectus due 
dates: April 15 or 

October 1 

R: VPAA 
A: President, 
DBOT 
 

Relocating a main or 
branch campus 
 
(College Campus) 

1 Yes 6 months Yes Prospectus R: VPAA 
A: President, 
DBOT 
 

Relocating an off-campus 
instructional site 
 
(Off-Site Location) 

2 Yes Prior to 
implementation 

No Letter of 
Notification 

R: VPAA 
A: President, 
DBOT 
 

Changing governance, 
ownership, control, or legal 
status of an institution 
(DBOT Policy) 

1 Yes 6 months Yes Prospectus R: VPAA 
A: President, 
DBOT 
 

Changing from clock hours 
to credit hours 
 
(College Program) 

1 Yes 6 months Yes Prospectus R: VPAA 
A: President, 
DBOT 
 

Altering significantly the 

length of a program
3 

 

(College Program) 

1 Yes 6 months Yes Prospectus R: VPAA 
A: President, 
DBOT 
 

Initiating degree 
completion programs 
 
(College Program) 

1 Yes 6 months Yes Prospectus R: VPAA 
A: President, 
DBOT 
 

Closing an institution or 

program: (see Commission 

ǇƻƭƛŎȅ ά/ƭƻǎƛƴƎ ŀ tǊƻƎǊŀƳ 

ƻǊ Lƴǎǘƛǘǳǘƛƻƴέύ  

ΧŎƭƻǎƛƴƎ ŀ ǇǊƻƎǊŀƳ ǿƛǘƘ 

internal teach-out protocol  

 

Χ ŎƭƻǎƛƴƎ ŀ ǇǊƻƎǊŀƳ ǿƛǘƘ ŀ 

teach-out agreement with 

another institution  

 

ΧŎƭƻǎƛƴƎ ŀƴ ƛƴǎǘƛǘǳǘƛƻƴ 
(DBOT Policy) 

 
 
 
 
 
2 
 
 
 
 
 
1 
 
 
 
 
 
2 
 

 
 
 
 
 

Yes 
 
 
 
 
 

Yes 
 
 
 
 
 

Yes 
 

 
 
 
 
 

Prior to 
implementation 

 
 
 
 

6 months 
 
 
 
 

Prior to 
implementation 

 

 
 
 
 
 

No 
 
 
 
 
 

Yes 
 
 
 
 

No 
 

 
 
 
 
 

Description of 
plan 

 
 
 
 

Copy of teach 
out agreement 

 
 
 

Description of 
plan 

R: Provosts 
A: VPAA, 
President, 
DBOT 
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1 

a significant departure in program is one in which the proposed new program has no closely related counterpart among the previously approved 

programs in the ŎǳǊǊƛŎǳƭǳƳΦ ¢ƻ ŘŜǘŜǊƳƛƴŜ ƛŦ ŀ ƴŜǿ ǇǊƻƎǊŀƳ ƛǎ ŀ άǎƛƎƴƛŦƛŎŀƴǘ ŘŜǇŀǊǘǳǊŜέΣ ƛǘ ƛǎ ƘŜƭǇŦǳƭ ǘƻ ŀǎƪ ƛŦ ǘƘŜ ƴŜǿ ǇǊƻƎǊŀƳ ǊŜǉǳƛǊŜǎ  

 Numbers of new faculty?  

 Many new courses?  

 New library or other learning resources?  

 New equipment or facilities?  

 A new resource base?  
2 
significant changes in mission are those that lead to a fundamental shift in the nature of the institution, such as an institution that had offered 

only professional programs deciding to add general education offerings, or a technical college transforming itself into a comprehensive community 

college.  

3 
ǎƛƎƴƛŦƛŎŀƴǘ ŎƘŀƴƎŜǎ ƛƴ ǇǊƻƎǊŀƳ ƭŜƴƎǘƘ ŀǊŜ ǘƘƻǎŜ ǿƛǘƘ ƴƻǘƛŎŜŀōƭŜ ƛƳǇŀŎǘ ƻƴ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ŎƻƳǇƭŜǘƛƻƴ ǘƛƳŜ όŜΦƎΦΣ ƛƴŎǊŜŀǎƛƴƎ ŀ ōaccalaureate degree from 124 hours to 

150 hours). 
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Form 1 

Substantive Change Assessment Form 
Submitted by:       
Date:       
Brief Description of Proposed Change:       

5ƻŜǎ ȅƻǳǊ ǇǊƻǇƻǎŜŘ ŎƘŀƴƎŜΧΦ YES NO Time Frame for 
Contacting SACS-
COC 

Prior 
Approval 
Required by 
SACS 

Initiating coursework or programs at a more 
advanced level than currently approved 

  12 months Yes 

Expanding at current degree level (significant 

departure from current programs)
1
 

  6 months Yes 

Initiating a branch campus (see definition of 
άōǊŀƴŎƘ ŎŀƳǇǳǎέ ƻƴ ǇΦ р ƻŦ ǘƘƛǎ ŘƻŎǳƳŜƴǘ) 

  6 months Yes 

Initiating joint degrees with another institution (see 
/ƻƳƳƛǎǎƛƻƴ ǇƻƭƛŎȅ ά/ƻƭƭŀōƻǊŀǘƛǾŜ !ŎŀŘŜƳƛŎ 
Arrangements: Policy and Procedures) 

  6 months Yes 

LƴƛǘƛŀǘƛƴƎ ŀ ŎŜǊǘƛŦƛŎŀǘŜ ǇǊƻƎǊŀƳΧ όǘȅǇƛŎŀƭƭȅ ŦƻǊ 

workforce development)  

ΧǳǎƛƴƎ ŜȄƛǎǘƛƴƎ ŀǇǇǊƻǾŜŘ ŎƻǳǊǎŜǎ  

 

Χŀǘ ŀ ƴŜǿ ƻŦŦ-campus site (previously approved 

program)  

 
ΧǘƘŀǘ ƛǎ ŀ ǎƛƎƴƛŦƛŎŀƴǘ ŘŜǇŀǊǘǳǊe from previously 

approved programs
1 

 
 

 
 

 
 
 

 
 
 

 
 

 
 

 
 
 

 
 

 
 

NA 
 

Approval required 
prior to 

implementation 
Approval required 

prior to 
implementation 

 
 

NA 
 
 

Yes 
 
 
 

Yes 

Initiating off-campus sites (including Early College 

IƛƎƘ {ŎƘƻƻƭ ǇǊƻƎǊŀƳǎ ƻŦŦŜǊŜŘ ŀǘ ǘƘŜ ƘƛƎƘ ǎŎƘƻƻƭύ Χ  

 

Χ{ǘǳŘŜƴǘ Ŏŀƴ ƻōǘŀƛƴ рл ǇŜǊŎŜƴǘ ƻǊ ƳƻǊŜ ŎǊŜŘƛǘǎ 

toward program  

 

Χ{ǘǳŘŜƴǘ Ŏŀƴ ƻōǘŀƛƴ нр-49 percent of credit  

 

Χ{ǘǳŘŜƴǘ Ŏŀƴ ƻōǘŀƛƴ нп ǇŜǊŎŜƴt or less 

 
 
 

 
 

 
 
 

 
 
 

 
 
 

 
 

 
 
 

 
 

 
 
 
 
 

6 months 
 
 

Prior to 
implementation 

 
NA 

 
 
 
 
 

Yes 
 
 

No 
 
 

NA 
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5ƻŜǎ ȅƻǳǊ ǇǊƻǇƻǎŜŘ ŎƘŀƴƎŜΧΦ YES NO Time Frame for 
Contacting SACS-
COC 

Prior 
Approval 
Required by 
SACS 

Expanding program offerings at previously 

approved off-campus sites  

Χ!ŘŘƛƴƎ ǇǊƻƎǊŀƳǎ ǘƘŀǘ ŀǊŜ ǎƛƎƴƛŦƛŎŀƴǘƭȅ ŘƛŦŦŜǊŜƴǘ 

from current programs  

 

Χ!ŘŘƛƴƎ ǇǊƻƎǊŀƳǎ ǘƘŀǘ ŀǊŜ bh¢ ǎƛƎƴƛŦƛŎŀƴǘƭȅ 
different from current programs 

 
 

 
 
 

 
 

 

 
 

 
 
 

 
 
 
  

 
 

Prior to 
Implementation 

 
NA 

 

 
 

No 
 
 

NA 

Altering significantly the educational mission of the 

institution
2
 

  6 months Yes 

LƴƛǘƛŀǘƛƴƎ ŘƛǎǘŀƴŎŜ ƭŜŀǊƴƛƴƎΧ  

 

ΧhŦŦŜǊƛƴƎ рл ǇŜǊŎŜƴǘ ƻǊ ƳƻǊŜ ƻŦ ŀ ǇǊƻƎǊŀƳ όhƴŎŜ 

approved, institutions may add programs that are 

significant departures from the originally approved 

programs by submitting notification in advance)1  

 

ΧhŦŦŜǊƛƴƎ нр-49 percent  

 
ΧhŦŦŜǊƛƴƎ нп ǇŜǊŎŜƴǘ ƻǊ ƭŜǎǎ 

   
 

6 months 
 
 
 

Prior to 
implementation 

 
NA 

 
 

Yes 
 
 
 

No 
 
 

NA 

Initiating programs/courses offered through 
contractual agreement or consortium 

  Prior to 
implementation 

No 

Initiating a merger/consolidation with another 
institution 

  6 months Yes 

Relocating a main or branch campus   6 months Yes 

Relocating an off-campus instructional site   Prior to 
implementation 

No 

Changing governance, ownership, control, or legal 
status of an institution 

  6 months Yes 

Changing from clock hours to credit hours   6 months Yes 

Altering significantly the length of a program
3
   6 months Yes 

Initiating degree completion programs   6 months Yes 

Closing an institution or program: (see Commission 

ǇƻƭƛŎȅ ά/ƭƻǎƛƴƎ ŀ tǊƻƎǊŀƳ ƻǊ Lƴǎǘƛǘǳǘƛƻƴέύ  

ΧŎƭƻǎƛƴƎ ŀ ǇǊƻƎǊŀƳ ǿƛǘƘ ƛƴǘŜǊƴŀƭ ǘŜŀŎƘ-out 

protocol  

 

 
 
 

 
 

 
 

 

 
 
 

 
 

 
 

 

 
 
 

Prior to 
implementation 

 
6 months 

 

 
 
 

No 
 
 

Yes 
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5ƻŜǎ ȅƻǳǊ ǇǊƻǇƻǎŜŘ ŎƘŀƴƎŜΧΦ YES NO Time Frame for 
Contacting SACS-
COC 

Prior 
Approval 
Required by 
SACS 

Χ Ŏƭƻǎing a program with a teach-out agreement 

with another institution  

 

ΧŎƭƻǎƛƴƎ ŀƴ ƛƴǎǘƛǘǳǘƛƻƴ 

 
 

 Prior to 
implementation 

 

No 
 

 
Review by Substantive Change Committee:  

  Approve ς Description of actions needed for SACS Compliance       
  Not approved 
  Returned to submitter for additional explanation:        

Date of Review:        

 
 




