PALM BEACH STATE
COLLEGE

Academic

Management Section G
Manual

Academic Affairs Policies & ﬁﬁgﬂimic
Procedures 501011

July 200 x www.palmbeachstate.edu/documents/academs_services/sectiong.pdf



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

This page left intentionally blank.



PALM BEACH STATE Section G; Academic Affairs Policies & Procedur2810-11

COLLEGE
Table of Contents
a1 (oo [ o1 o] o AR G1
POLICIES
AcademicAffairs Calenda& Final EXam SCREAUIE. ...........uuiii et e e s e e s et ae e e e st e e e s staaeeessaeeeeeas G2
AcademidProgress Standards..........ccoccveeeeiiinennnn

Acalemic Records Retention Policy.

2] (o Tod QST g T=To 0] g Yo =T PP RTTUOUPPRPOt
Chart of Programs............ N
Class Audit POlICY.........ccoouviiiiiiiiieeiee e .G11
Class Size Guideli8siggestedVeek Guidelines.. ..G12
(0153 (=T g U [To [=] [ oo S TSP UPPPPPTPOUPPPPROPN G17
(070 41Y=T ] To o) N[0 Ta o1 =To 18 (o @2 =T 11 S OSSP PRPPRTOPRTPPPTN 18
COUrSE OULINES DAADASE. ... ..eiiutiiiitit ittt h bbbt e et e e bt e bt e b bt e ea bt e e be e e e b et e b e e e be e e nabeennbeeeaaeees G19
District Board of TrusteePolicie®, ACAAEMIC AffaAIIS........cciii e e e e e e e e e e e e e e e e s e s st rerraaaeeens G20
DUAIENTOIMENT GUIAEINES. .......eiiiieiiiie ittt ettt ettt e et bt e s h bt e e hb e e e bt e e ket et be e e ehbe e sabeesnbeeebeeenbeeaenenes G25
Educational TECHNOIOGY USE.........iiiiiiiiiiiiieeiie ettt a e h e et e bt ekt e et e s e bt e sat e e e eab et e b et et e e eab e e st e e snnnee s G26
ELearningq Faculty LOAAMPACK POICY.........coiuiiiiiiiit ettt ettt ettt e e sttt e e sttt e e e e et b et e e s abe e e e e enbaeee s sannbeeeeeanbaeeas G27
Email Guidehesfor Faculty and Instruots......................

Faculty Observation anstudent Assessment Guidelines..

Faculty Office HOUIS..........ccccooiiiiiiiniin .
Final Course Grade APPEAIIBY ANT PrOCESS........uuiie it iiieie ettt e ettt e ettt e e s et bt e e s asbbe e e s e be e e e e s aansbeeeeasereeesssnreeesannnnneeesand
FOreign TranSCrPt EVAIUBLION. ..........oitiiitie ittt h ettt a et et e ettt e he et e ket e ah bt e ea b e e ea b et e bb e e sabeeesbeeeenbeeenbeeenbeeennnes

Independent Study Definitions and Guidekn.
International Course Policies & Procedures..

Mid-Term Grading..........ccooveverveenieeriieenieenn N

Official CommUNICAtION WIth STUAENES..........ciiiiiiiiii et e et et esineesnnneeesneeeneeeenen

Saturday, Suraly & Holiday Class SCHEAUIING.............uiiiiiiiii ettt ne e et e e e snne e e e snnreeeeeennnns G38
Student Training in Technology.............ccccc...... .G39
Syllabus Posting GMe ..........cccvviviiiiiniienicenene .G40
Testing CentetJse Guidelines fdElearningStudents. .G41
Textbook Affordabilityd CertifiCation PrOCEAUIES...........uiie ittt e e st et e e e st et e e s e e be e e e s sbnreeesnne e e e s e G43
LAV I ] = To 1 o BT OO U PPV ROPPTPPPTPO G44

PROCEDURES

ACTeditation GUIEIINES BREPOM. ... .tiiieeieiiie ettt e ettt ettt e et e e e e e bt e e e abe et e e aatb e e e e samae e e e e e ambe e e e e aas b et e e aanbeeeaeeannbeeeeanbeeeeaane G45
ArticUlation AQreEMENT PrOCEUUIES.........ciiiiiiieiiii e ettt e et e e s et e e ekt e e e e as b e e e e e e s ee et e e e asbae e e e asbee e e e e nbereeesaansreeeeennnneeenaes G46
Corporate & Continuing EducaticivocationalCourse DEVEIOPMENL. .........oiiiiiiiiieiiieeie et et ee et e e e s et e e e e str e e e e snnbeeeeananes G47
Continuing Contract ProCeduUres...........ccuveeiiiiiieeeiiiiiee e .G48
Cour® Syllabus FOrmat and CHECKIIST. ..........ccoiiiiiiiiii ittt e e st e e s e e s snre e e e s ennnnneeesnneeeesnns G51
COUrSESPECIAFEE PIOCEUUIE........eiiiiiiiitei ittt ettt ettt ettt s et e s st e e ettt e et e e be e e nabeesateesabeeenneeaneeenbneennneennneesnneeen G52
Credentialing NofEmployees... .G53
Curriculum Development..... .G54
Faculty Credentiaig........ .G59
FaCUItY HIfING PIrOCEEEIS. .........eeiiiiiiiii ittt ettt e e a bttt e st e e bt e s be e e e be e e s ab e e st e e s be e e sareesenneeaanees G61
Field Observation Procedures for Teacher EQUCALIQN. ...........cc.ooiiiiiiiiiiiii e G-64
General Educatn Review Procedure...................... G66
Incomplete Gradé®ocumentationProcedure... G67
New Program Proposal Pratee................. ..G68
Pilot Project Procedur& GUIAEIINES..........ccciiiiiieeiiiiieee ettt e st e s snne e e s snsnneeennnnneesennreeessnnnneesnnnnneesss 5709
PrIOr LEAIMINGASSESITIENT ...ttt ettt ettt e e bt b et e bt e e e a bt e se bt e e eas e e ebs e e ke e e e ab e e eab e e st e e e e bb e e sbs e e sttt e asbesebeeaentneeas G70
PrOGIAIM ASSESSIMEN. ...ttt ettt ettt e e e e oo e s e e e s e e e ettt et e e e ee4e e e b e b e e e e et et e 44 e o4 e e e e et e et e et e e e et reeen s G72
Program TermiNation PrOCEOULE...........ciiiiieite ittt ettt ettt e et e e e e et et e e as et e e s st et e e e saasbe e e e s sbe e e e e aabe e e e e sasmne e e e e enbnneeensnneeesannen G73
Program TranSTEr PrOCEAULE............ii ittt h ettt ss e sh et e ettt e bt e e ket e bt e e eabeesebeeenbe e e naneesbneaenes G74
Release Time ProCedUr&SGUIAEINES..........ocuiiiiiiii e e s st e e e e e sane e G75
Request for Adancement in BNKG FACUILY...........c.uuiiiiiiiieiiieiee ettt e e s e e e e s snne e e s e nre e e s s snnnneeeennns G716
Sabbatical Leave Guidelinasd Timeline.. GT7
Stdf & Program Development........... .G78
Substative Chang@POliCY &PTOCEUUIE. ...........ueiiiiiii ettt e e e et e e st e e e e s be et e e aaas b et e e e nbe e e e e satseeeesmnnneeeeantnneeeans G79
LI T o] R o oT=To [U =TSP T PP RPPT G-88

Web Resources Class Rosts, Department Chair, Grading............ueeeiiiiieeieniiieee s e eiieee e saaieeeessnteeeeessaneeessnnrreeeessnsneeessnned G90



This page left intentionally blank.

July 2010

G2



PALM BEACH STATE

Section G; Academic Affairs Policies & Procedur2810-11
COLLEGE

Introduction

This manual contains the poks and procedures for Academic AffairsPaim Beach State Colledaringthe
201011 Academigyear.

This guide can serve as a reference tool to help you understand approved college policy and procedures as
the items referenced in the table of content§hese policies and procedures are also foundimmm at
http://www.palmbeachstate.edu/academicmanagement.xrahd other web page addresses that are listed in
the manual.

In addition, his section of the Academic Managemt Manual is posted ofine at
http://www.palmbeachstate.edu/academicmanagement.xml

This manual is current as of J@@10 Updates will appear cfine as needed.
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Academic Affairs Calend&# Final Exam Schedule

http://www.palmbeachstate.edu/documents/academic services/sectionh.pdf

The Academidéffairs Calendar is issued each July and lists the important due dates for Academic Affairs activities for th
academic year. This calendar is availabléiomat the web address above.

Final Exam ScheduleCommon Questions:

1. When are final exams f& and/or 8 week courses?

2. When are final exams for 12 week courses?

3. When are final exams for online courses?

4. 2 K& R2y QG 6S KIF@S Fye FAYylLt SEFYa Ay Y& O2 dz\
5. Why does my friend have their final exams one or two weeks before final exam week?

The Collegeontract with facultyisfor 168 days; 160 of those days are for the purpose of instruction and 8
days are norteaching daysWhen the academic calendar is planned, it must comply with the 168 days per
United Faculty Agreement and also assure that the reguitumber of hours per class are mé&tor the 8, 12
and 16 week sessions, the week of finals is considered as part of the required 80 days of instHttiah
exams are not conducted during the™&eek, the required number of contact hours has 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.

%

¢KAA GFlofS akKz2dzZ R KSf L) Of laikdam date§F OK aSySaidSNRa f

Last Class Date and Final Exam Scited?01011 Academic Year

Semester Session Final Exam Classes End Last Day of
Administered Session*¢ Grades
Due at 4:00 PM

Fall 20111 1-16 Week Dec 10 to Dec 16, 20 Dec 16, 200 Dec 17, 200

2 ¢ First 8 Week Last day of class Oct 17 2010 Oct18, 2010

3¢ 12 Week Dec 10 to Dec 16, 20 Dec 16, 200 Dec 17, 200

4 ¢ Second 8 Week | Dec 10 to Dec 16, 20 Dec 16, 200 Dec 17, 200
Spring 20112 1-16 Week April 2 to May 52011 | May 5 2011 May 6, 2011

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

3¢ 12 Week April 29 to May 52011 | May 5 2011 May 6 2011

4 ¢ Second 8 Week | April 29 to May 52011 | May 5 2011 May 6 2011
Summer 20113 1¢ Summer C Last Day of Class Augus 2, 2011 August 3, 201

2¢ Summer A Last Day of Class June 202011 June 212011

3¢ Summer B Last Day of Class August 2, 201 August 3, 201

*Only makeup exams are administered on the last day of the session.

July 2010
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Academic Progress Standards

Good Academic Status
Students who are not on academic probation or dismissal fronctiiege are considered in goadademic
status.

Probation
Students in credit programs must maintain a cumulative grade point average (CGPA) of:
e 1.4 or better for 114 semestehours attempted
e 1.6 or better for 1527 semester hours attempted
e 1.8 or better for 2845 semester hours attempted
e 2.0 or better for over 45 semester hours attempted

The college administration will continually assess the impact of the academic progrnesboyand make
adjustments as necessary to the academic probation grade point average table above.

It is anticipated that the cumulative grade point averagedmain in good academic standingjl increase in

the future. Therefore, it is imperative thatudents meet with an academadvisor on a regular basis to discuss
academic success issues, support services and carefullthgiamcademic program.

Academic Probation

Probation will be continued as long as the student fails to aehibe standarccumulative gradgpoint average
(CGPA) for the number of hours attempted (see table above). Probation willbgated at the end of each
term. Transfer students whose CGPA does not meet the staridagbod academic status will enroll on
academic probabn. Ary student on academic probatiosill be limited in course load to a maximum of 12
semester hours during the fall, spring asuimmer terms.

Students on academic probation are required to meet with an academic advisor priegigtering for
subsequat terms. Academic advisors are authorized to limit the number of handstypes of courses taken by

students on academic probation. Academic probation is noted 66S & (G dzZRSy i Q& LISNX I y Sy

Academic Suspension

Academic suspension is the first inwolary separation. A@emic suspension results fromgali dzRSy (i Q a
while on academic probation, to regain good academic standing or achieieimum 2.0 term grade point
average (GPA). Suspension requires the student to stay aghobl for one smester to reflect on their
academic goals and level of commitment to education.

1 OF RSYAO adaLISyarzy Aa y2 i 8mudests réatnStedaliazadgenio a LIS NJ

suspension will be on academic probation and must meet with an acadewigoagrior to registering for
classes.

Academic Dismissal

Academic dismissal is a subsequent involuntary separationgetbupon a student who, havitigen previously
suspended from the college and readmitted, fails to regain good academic statichieve a minimum 2.0

term grade point average (GPA). After one calendar year, studerdasademic dismissal are eligible to appeal

for readmission to the College Admissions AppealsY YA 141 SSd | OF RSYAO RAAYA&al f

permanent record. Anfgpeal forreadmission is not automatic and the decision of the committee is final.

Note: Students on academic suspension or dismissal are eligible to enroll in P&#¢ational courses.
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Academic Records Retention Policy
Schedule A: Academic Records
RecordType Retention Period

Final Exam (nestandardized) One academic year

Official Grade Sheet

One academigear

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 ExiState 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 digcipline.

2. Individual student exams will not be retained.

3. 1 SFHEGK {OASYyOS LINPINIYa YR 20KSNIfAYAGSR | 00Saa I ¢
comply with specific standards as required. For example, the State Department of Headtiicah 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.

ScheduleB: Faculty Related Documents

Record

Retention Peiod

Student assessment oburses andaculty

Data are retained electronically by Institutional
Research & Effectiveness

Classroom observation of faculty

Five years after terminationFaculty permanent
personnel file in Human Resources

Performance ppraisal of faculty

Five years after terminationFaculty permanent
personnel file in Human Resources

Any disciplinary action or other documents

Five years after terminationFaculty permanent
personnel file in Human Resources

July 2010
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Attendance and the kst Day of Class

In our focus on student engageme®alm Beach Stateas been seeking to emphasize the importance of first
class meeting attendance. Research and our own experience clearly shoanthection 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 furthe
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 issu
but an attendance issue. While attendance is expected for all class sessiongigitidsgclass 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
classmeeting.

The statement in bold below was developed by a subcommittee studying this issue. The Joint Deans Council
recommended approval of the policy to tliexecutive Leadership Couneihoapproved the policy. It is
published in the College Catalog ane tBtudet Success Handbook:

Attendance at the first class meeting of anyalh Beach Stateourse 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 attendaeqolicies.

July 2010 G5
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Attendance Statement and Reporting Requirements

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

Faculty and program instructors Balm Beach State Collegee 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 theiridissipl
in regard to student absence and tardiness, which should be set forth in the syllabus.

In order to comply withFederal law* and various agencies, (i.e., Title IV (Federal Financial Aid), Veterans Affairs,
SEVIS, INS) instructors/faculty will be regdito confirm attendance dates t®alm Beach Stafenancial 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 oP&dm Beacht§&te.

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

Condition Definition Timeline Faculty/Instructor Response
Student never | During the first two
attended a weeks of class (or WF or WX ZVSNAS/;;Y eXp WU or WX
class and has less if that is faculty Credit (A/F) Credit (S/U)
. (AN)
made no policy), student
Studentneverattended any classes | contact with never attends any
the instructor. classes (in an Grade depends on the faculty grading policies as stated on the syllal
internet class; no Use the first day of the term as the last date of attendance.
email, no
Blackboardogin).
As the faculty Student stops
member attending from the
defines second week up thel WE or WX WN or WX WU or WX
nonattendance | withdrawal period Credit (A/F) PSAV/Prep Credit (SIU)
and the (65% of class (AIN)
) . subseqent meeting days).
Student stops attending within the grade as stated
first 65% of the class in their Depending on the faculty attendance and gragipolicies as stated on
syllabus. the syllabus. The last date of attendance is the last date the student

attended class or made contact with the instructor

As the faculty Student stops
member attending after the
defines withdrawal period F.FXorl PS'\L\C;;FI’re Uorl
nonattendane | has expired. Credit (A/F) p Credit (S/U)
and the (AN)
subsequent

Student stops attending after the gradeis stated

withdrawal period has expired. in their Depending on faculty attendance and grading policies as stattki
syllabus. syllabus, issue the appropriate grade.

*Sec. 668.22http://frwebgate.access.gpo.gov/cdiin/getcfr.cqi?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 cald
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Block Scheduling Templates
FALL/SPRING
CLASS SCHEDULING TEMPLATE
16 WEEKS/12 WEEKS/8 WEEKS
3 Cr. Hr. 3 Cr. Hr. 4 Cr.Hr. 4 Cr. Hr. 4 Cr. Hr. 5 Cr. Hr. 5Cr. Hr.
(48 Cont. Hrs.) (48 Cont.Hrs.) (64 Cont. Hrs.) (64 Cont. Hrs.) (64 Cont.Hrs.) (80 Cont. Hrs.) (80 Cont. Hrs.)
2 Class Mtgs. 1 Class Mtg. 4 Class Mtgs. 2 Class Mtgs. 1 Class Mtg. 2 Class Mtgs. 1 Class Mtg.
16 Weeks 16 Weeks 16 Weeks 16 Weeks 16 Weeks 16 Weeks 16 Weeks
or
2 Class Mtgs.
8 Weeks (32 Cont. Hrs.) (32 Cont. Hrs.) (32 Cont. Hrs.) 4 Cr. Hr.
(64 Cont. Hrs.)
2 Class Mtgs. 1 Class Mtg. 1 Class Mtg. 2 Class Mtgs.
16 Weeks 16 Weeks 8 Weeks 12 Weeks
(16 Cont. Hrs.) (16 Cont. Hrs.)
1 Class Mtg. 1 Class Mtg.
16 Weeks 8 Weeks
(16 Cont. Hrs.) 3 Cr. Hr.
(48 Cont. Hrs.)
2 Class Mtgs. 2 Class Mtgs.
8 weeks 12 Weeks
END TIME END TIME END TIME END TIME END TIME END TIME END TIME
START TIME
Morning
9:15 am. 10:45 a.m. 8:50 a.m. 9:45a.m. 11:30 a.m. 10:00 a.m. 11:55 a.m.
8:00 a.m.
10:45 a.m. 12:15 p.m. 10:20 a.m. 11:15a.m. 1:00 p.m. 11:30 a.m. 1:25 p.m.
9:30 a.m.
12:15 p.m. 1:45 p.m. 11:50 a.m. 12:45 p.m. N/A N/A N/A
11:00 a.m.
Afternoon
1:45 p.m. 3:15 p.m. 1:20 p.m. 2:15p.m. 4:00 p.m. 2:30 p.m. 4:25 p.m.
12:30 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.
2:00 p.m.
4:45 p.m. 6:15 p.m. 4:20 p.m. 5:15 p.m. N/A N/A N/A
3:30 p.m.
Evening.
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.
5:00 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
6:30 p.m.
9:15 p.m. N/A 8:50 p.m. 9:45 p.m. N/A N/A N/A
8:00 p.m.
July 2010
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SUMMER

CLASS SCHEDULING TEMPLATE
6 WEEKS/8 WEEKS/12 WEEKS

3 Cr. Hr. 3 Cr. Hr. 3 Cr. Hr. 3 Cr. Hr. 4 Cr. Hr. 4 Cr. Hr. 4 Cr. Hr. 4 Cr. Hr.
(48 Cont. Hrs.)| (48 Cont. Hrs.)| (48 Cont. Hrs.)| (48 Cont. Hrs.)| (64 Cont. Hrs.)| (64 Cont. Hrs.)| (64 Cont. Hrs.)| (64 Cont.
Hrs.)
4 Class Mtgs. | 2 Class Mtgs. | 4 Class Mtgs. | 2 Class Mtgs. 4 Class Mtgs. 2 Class Mtgs. | 4 Class Mtgs. 2 Class
6 Weeks 6 Weeks 8 Weeks 8 Weeks 6 Weeks 6 Weeks 8 Weeks Mtgs.
or or or or 8 Weeks
2 Class Mtgs. | 1 Chss Mtgs. 2 Class Mtgs. 1 Class Mtg.
12 Weeks 12 Weeks 12 Weeks 12 Weeks
(32 Cont. Hrs.) | (32 Cont. Hrs.)
2 Clasdvitgs. 1 Class Mtg.
6 Weeks 6 Weeks
or
1 Class Mtg.
12 Weeks
(16 Cont. Hrs.)
1 Class Mtg.
6 Weeks
END TIME END TIME END TIME END TIME END TIME END TIME END TIME END TIME
START TIME
Morning
9:45 11:45 9:15 10:45 10:15 12:15 9:45 11:45
8:00 a.m.
11:45 1:45 11:15 12:45 12:15 2:15 11:45 1:45
10:00 a.m.
Afternoon
2:15 4:15 1:45 3:15 2:45 4:45 2:15 4:15
12:30 p.m.
4:15 6:15 3:45 5:15 4:45 6:45 4:15 6:15
2:30 p.m.
6:15 8:15 5:45 7:15 6:45 8:45 6:15 8:15
4:30 p.m.
Evening
7:45 9:45 7:15 8:45 8:15 10:15 7:45 9:45
6:00 p.m.
9:45 N/A 9:15 N/A 10:15 N/A 9:45 N/A
8:00 p.m.
July 2010
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Chartof Programsc 201011 BASAS/AASATC/ATDLCC
All courses needed for the award are offered at: ‘ ‘
Palm Beach on
Palm Beach State Title Award | Lake Worth | Boca Raton Gardens Belle Glade Off Site__|Line| Program Starts
D|E|WJD|E[W]JD|E[W]JD|E|[W]D|E|W]O]Fal| spr|sum
Information Technology BAS
Supervision & Management BAS
Accounting Technology IAAS/AS
Accounting Technology CCC
Aeronautical Science Technolog AS
Aeronautical ScienceTechnology- Operations Track AAS
Aeronautical Science Technology- Professional Pilot Track AAS
Biotechnolog; AS
Building Construction Specialist CcCC
Business Administration - Marketing CCC
Business Administration and Management AAS
FBanking Specialist CCC
Business Administration and Management CccC
Business Operations CCC
Business Specialist CccC
Computer Information Systems - Information Management CCC
Computer Information Systems - Network - Cisco CCNA Cccc
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 CccC
Criminal Justice Technology i Cor [AAS/A n Qf fli cpr | Trjac|k
Criminal Justice Technol og i L aw]ABSI/A cdmelnt] Of filcdr [Trjac
Criminal JusticeSwbre€rchol ogy i Non]AAS/A:
Dental Hygiene AS
Drafting and Construction Specialist CCC
Early Childhood Education - Child Care Center Management CccC
|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 - Hospitalit CCC
Human Services AAS / AS
Human Services - Gerontology CCC
Human Services - Youth Development AAS | AS
Human Services - Youth Development CCC
Industrial Operations Management AAS
|Imerior Design Technology AS
|Interior Design Technology ATC
Landscape and Horticultural Professional | CCC
Landscape and Horticultural Professional Il CCC
Landscape and Horticulture Specialist CCC
Landscape & Horticulture Technology AS
Legal Office Management CccC
Medical Transcription ATD
Motion Picture and Television - Production Technology AS
Motion Picture and Television - Broadcast Technology AS
Nursing AS
Office Administration AAS
Office Management CccC
Office Software Applications CCC
Office Specialist CCC
Office Support CCC
Paralegal AS
Paramedic cccC
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 , N . N -
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Chart d Programsc 201011 PSAV
All courses needed for the award are offered at:
Palm Beach on
Palm Beach State Title Award | Lake Worth | Boca Raton Gardens Belle Glade Off Site Line| Program Starts
DIE|{WJD|E|W]JD|E|WJD|E|W]JD|E|W]O |JFal | 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 | PSAV

Fire Science - Fire Inspector | PSAV

Fire Science - Fire Investigator | 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
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Class Audit Policy

A student may be admitted toectain courses on an audit basis with the completed request form submitted
prior to the deadline as published in tialm Beach Stateatalog. Audit requests will not be processed after the
add/drop period ends. Classes designated as audit during addftivomt 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, tudtalh an
special fees apply.

Courses taken for the third or fourdéttempt 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 wcational credit or noncreditourses. A student may not audit a course in whiclothghe received

a grade of Qigher. An instructor may withdraw an audit student (XW) for4attendance
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Class Size GuidelingsiggestedWeek Guidelines
Guidelines forScheduling Credit/Prep Course Offerings
20102011
/tLaa aArl S Aa asSi oé GKS O02ttS83S IRYAYAAUNIrGA2Y 6AGK

college administration may change the class size.

Scheduling Goals:
1. Develop a schedulégt 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 partime faculty ratio of 55/45%.
5. Schedule classes in appropriate sized room based on assignediztass

Minimum Class Size/Suggest&deek Guideline®y Courser Prefix

Class Size SuggestedVeeks
Prefix Prefix Description SCNS/Course Title Lecture | Lab Computer Weeks Weeks
Fall/Spring Summer
BAS Degreel 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 Acounting 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 Busines 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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Class Size SuggestedVeeks
Prefix Prefix Description SCNS/Course Title Lecture | Lab Computer Weeks Weeks
Fall/Spring Summer
CHM Chemistry 36 24 NA 8 6
CIs Computer Science and Info Systems NA NA 24 8 6
CcJB College Level ApplicatiorCJ 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 Blnologies 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 Developnental 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 Prockires 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 amblicy 36 NA NA 8 6
EDG Education: General 36 NA NA 8 6
EDG1311 | Education Practicum | 7 NA NA 8 6
EDG1312 | Education Practicum I 7 NA NA 8 6
EDP Educational Psychology 36 NA NA 8 6
EEC Education: Early Childhood 36 NA NA 16 12
EET Electronic Engine&g 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
EMSlecture) | 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 | 6 NA NA 8 6
EMS2665 | Paramedic Clinical Il 6 NA NA 8 6
EMS2659 | Paramedic Field Internship 6 NA NA 8 6
ENC English Composition 26 NA NA 16 12
ENCO0001 | Colege Prep English | 25 NA NA 16 12
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Class Size SuggestedVeeks
Prefix Prefix Description SCNS/Course Title Lecture | Lab Computer Weeks Weeks
Fall/Spring Summer
ENCO0010 | Preparatory English lI 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 Buildng 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/Leisue/Physical Education 36 NA NA 8 6
HSQecture) | 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 Interdiscplinary 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
JOuU 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 MathematicsCalculus and Prealculus 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
MATO0012 | Basic Algebra 1 25 NA NA 16 12
MATO0020 | Basic Algebra 2 25 NA NA 16 12
MCB Microbiology 36 24 NA 8 6
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Class Size SuggestedVeeks
Prefix Prefix Description SCNS/Course Title Lecture | Lab Computer Weeks Weeks
Fall/Spring 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/ 14 NA NA 8 6
Administration
MUMZ1030L | Commercial Music Performance 12 NA NA 8 6
MUM1622L | Sound Reinforcement and Fundamentals NA 10 NA 8 6
Laboratory
MUM2604L | Multi-Track Mixdown 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: Wice 20 NA NA 8 6
MVW Applied Music: Woodwinds 1-6 NA NA 8 6
NURZ1022L | Nursing | Skills Lab NA 10 NA 16 6
NUR1023 | Nursing | 30 NA NA 16 6
NUR1023L | Nursing | Clinical NA 10 NA 16 6
NUR1090 | Critical Thinking In Nursing 15 NA NA 16 6
NUR1141 | Introduction toPharmacotherapeutics 36 NA NA 16 6
NUR1213 Nursing |l 30 NA NA 16 6
NUR1213L | Nursing 2 Clinical NA 10 NA 16 6
NUR1214L | Nursing Il 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 Il 30 NA NA 16 6
NUR2215L | Nursing Il 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/ 36 NA NA 8 6
Ecology/Genetics/Physiology)
PEO Physical Education Activities (Professional) 36 NA NA 8 6
Object Centered, Land
PGY Photography 16 NA NA 8 6
PGY2801C | Digital Photography | 24 NA NA 8 6
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Class Size SuggestedVeeks
Prefix Prefix Description SCNS/Course Title Lecture | Lab Computer Weeks Weeks
Fall/Spring Summer

PGY2802C | Digital Photography I 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 | 20 NA NA 8 6

PLA2229 Court Systems: Procedure and Pleadings Il | 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 Scieers 36 NA NA 8 6

PSY Psychology 36 NA NA 8 6

REAO0001 College Prep Reading 1 25 NA NA 16 12

REAO0002 College Prep Reading i 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) | Radologic Technology 15 NA NA 8 6

RTV RadieTelevision 36 NA NA 8 6

SBM Small Business Mgmt: 36 NA NA 8 6

Occupational/Technical Variable Paced

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

SOwW 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 Trainij 15 NA NA 8 6

WOH World Hstory 36 NA NA 8 6

Z00 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 ceequisite labsnumber of
seats offered in lecture must match number o
seats offered in labs.

HonorsCollege 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, wassiscéate dean or
director.

2. The Cluster Liaisomadilitates cluster meetings on Development Day each fall and spring Bnograms or a
discipline(s) may choose to meet more frequgntf a program or a disciplipneneets outside of the two
required nmeetings 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.
B.

C.

D.
E.

Holding a group meeting with all the programs and disciplines under that cluster.

Ensuringhat minutes are taken, including addressing any district issues set forth by the VPAA, and
distributed to the Academic Minutes Distribution list.

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.
Following up on any identified cluster issues that require administrative action.

Supporting approved and established college policies and procedures.

4. Minutes Guidelines:

A.
B.

Minutes should be prepared and distributed no more than one week after a cluster meeting is held.
Minutes should be prepared using the standard minutes template located at
http://www.palmbeachstate.edu/documents/Academic Services/MinutesTemplate.Nbigutes must
address any identified district issues set forth by the VPAA.

Any cluster recommendations should be in writing and sent to the VP Additian to being in the

cluster minutes.

Any curriculum changes (new courses, revised courses, etc.) must be initiated through the established
curriculum processhitp://www.palmbeachstate.edu/curiculum.xm).
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Conversion of Noaredit to Credit

tlfY .SIFIOK {GFGS /2ft 838 NXdeéarftylatidn gieertiefitSfor{ G 6§ S 2F Cf 2 N

1. PSAV to AAS/AS Degree
2. Industry Certification to AAS/AS Degree

Credits are granted through the Pribearning Assessment procébip://www.palmbeachstate.edu/pla.xn)! Please
see the state webpage attp://www.fldoe.org/workforce/dwdframe/artic_frame.asgor more detail on program
specifics.

July 2010 G18


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

PALM BEACH STATE Section GzAcademic Affairs Policies & Procedure010-11

COLLEGE

Course Outline Database

AllPalm Beach Stateourse outlines are stored electronically in a database system. These course outlines
includethe following fields:

Full course title

Courg 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

Prerequisite courses

Corequisites courses

Materials/equipmentrequired 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 curtion process as described undemgculum procedures.

All course outlines are located wivw.palmbeachstate.edu/courseoutlines.xml
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District Board d Trustees Policies

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

TITLE Curriculum Control

NUMBER- 6Hx18-2.01

LEGAL AUTHORITIO01.61 FS, 1001.64 FS, 1001.65 FS

DATE ADOPTED/AMENDE&adopted 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,
andor approve:

Curriculum studies

Curriculum proposals

Course and program reviews

New programs and courses

Deletions of courses and programs

Prerequisites, coequisites, and course credit and clock hours.

our~MwdE

Curriculum Committee actions aseibject 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 6Hx18-2.02

LEGAL AUTHORITIN01.61 FS, 1001.645, 6A14.030 FAC

DATE ADOPTED/AMENDHReadopted 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 education:
philosophy of the College.

1. Badelor of Applied Science Degree. A minimum of 36 semester hours in General Education shall be completed b
a student who earns the Baccalaureate Degree.

2. Associate in Arts Degree. A minimum of thisty semester hours in General Education shall be éetegh 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 Scienbegree. 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 courselirom eac

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

TITLECultural and Intellectual Environment

NUMBER 6Hx18-2.04

LEGAL AUTHORITX01.61 FS, 1001.64 FS

DATE ADOPTED/AMENDHReadopted 2/27/%; Amended 6/19/014/08/08

Policy:

In keeping with the mission of the College, the cultural missidatrh Beach State Colleigeto foster and develop the

artistic potential of its students, area residents and visitors through traditional and contempprrafessional 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 aistulating cultural and intellectual environment for the students and faculty.
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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 apgreciation in its audiences through professional
series, education and partnership outreach programs.

TITLE Instruction

NUMBER- 6Hx18-2.05

LEGAL AUTHORITION01.61 FS, 1001.64 FS

DATE ADOPTED/AMENDE&adopted 2/27/75; Amended 9/18/85, 8/11/99,A)/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 providedititeely w
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@ Syllabus

NUMBER 6Hx18-2.051

LEGAL AUTHORH001.61 FS, 1001.64 FS:BA024 FAC

DATE ADOPTED/AMENDERdopted 6/19/01, Amended 4/8/08

Policy:

For each course, faculty shall develop a course outline following the approved template. Allsoatérte be kept on file

in the Academic Services Office. All course outlines are approved by the Curriculum Committee and the VPAA per Board
Policy 6Hx18-2.01.

Each faculty member assigned to teach a course shall prepare a course syllabus which pfovidason in the
OFriS32NARSa SadlofAaKSR Ay GKS &/ 2dz2NAES {&ftlkodza / KSO(ftA
aefttlroA FINB (G2 0S LRAGSR 2yftAyS o0& (GKS o0S3IAyigeimase 2F St
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 6Hx18-2.06

LEGAL AUTHORITN01.61 FS, 1001.64 FS

DATE ADOPTED/AMENDE&adopted 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:

College credit

Postsecondary Adult Vocational (PSAV) credit
Cdlege Preparatory Institutional credit
Continuing Workforce Education (nanedit)
Avocational (norcredit)

arODE

The college relates to a number of commissions, committees, and iegesitcthe state, regional, antational levels,
designed to provide falities, 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)

NUMBER6HXx18-2.07

LEGAL AUTHORIT®N01.61 FS, 1001.645

DATE ADOED/AMENDEReadopted 2/27/75; Amended 6/19/0%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 gtisgmhe needs of faculty and enrolled students,

and is supporting the programs and missiorPafm Beach State College

TITLE Deletion of Courses from Catalog and Statewide Course Numbering System

NUMBER6HX%18-2.08

LEGAL AUTHORITION01.61 FS, 1001.645

DATE ADOPTED/AMENDAdibpted 12/13/90; Amended 6/19/01

Policy:

As part of the annual procedure for preparation of fealm Beach State ColleGatalog, the course inventory will be
reviewed by the Office of Academic Affairs. Courses that have nottheght 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 contintredGatalog if it is to be offered
during the next five years. The president shall annually submit to the District Board of Trustees certification for e Colle
that it has complied with the law.

TITLE Colege Level Academic Sk{iGLAB

NUMBER5Hx*18-2.09

LEGAL AUTHORITIN07.25

DATE ADOPTED/AMENDAi pted 5/12/93; Amended 8/14/96, 9/10/97, 6/19/009/09/08, 09/09/09
Policy:

To be awarded an Associate in Arts or Baccalaureate Degree, a student must meet one of the
following requirements to demonstta 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. Demongtate successful remediation of any academic deficiencies and achieve a
cumulative grade point average of 2.5 or above, on a 4.0 scale, in postsecoenzry

coursework identified by the State Board of Education in conjunction with the Board of
GovernorsThe 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 b&tCLAST. Those requests will be
administered under Palm Beach State DROIicy number 6H4.8-2.10.

TITLE Waiver of Collegedvel Academic Skills Test (C) R&quirement Eligibility

NUMBER6HX%18-2.10

LEGAL AUTHORIT)01.25 FS

DATE ADOPTED/AMENDAI®pted 5/12/93; Amended 8/13/97, 6/19/01; 4/8/Q&9/08/09

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 defieigereid achieve a
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cumulative grade point average of 2.5 or above, on a 4.0 scale, in postsecéenzlry

coursework identified by the State Board of Education in conjunction with the Board

of Governors. The Department of Education shall specify the meankibi 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 professipmabp ofthe postsecondary educational
institution, has a specific learning disability sticat the student cannot demonstrate successful mastery of one or
more of theauthorized examinations but is achieving at the college level in every area defspiteher disability,
and whose diagnosis indicates that further remediation moll succeed in overcoming the disability, may apply for
a waiver of the CLASquirements.

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

1) Not be eligible for a waiver through course grades,

2) Have scores lower on thest 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. Atuslents who request a waiver of the CLAS requirememist complete the online request
form found at htp://www.palmbeachstateedu/x3243.xml.

3. Review of Requests for CLAS waivers for Specific Learning Disabilitmsniiiigee will be appointed by thpresident

or the chief academic officer. T22 YYA G 1SS akKl ff SEIYAYS (KS SOARSyOS
recordsand may hear testimony relevant to the case. The committee may grant a waivardar more of the
authorized examinations bad on the results of its review. Tlsemmittee consists of:

. A student services administrator

. An academic affairs administrator,

. A counselor of students with disabilities, and

. Two other professional personnel

. Review of Requests for CLAS waivA committee operating under the guidelinesState Rule shall review requests for

CLAS waivers. The membership of tt@hmittee shall be appointed by the president and composed as follows:

a. Vice President of Academic Affairs, Chairperson

b. Facultymember, Mathematics

c. Faculty member, Communications/English

d

e

~AO O T

. Faculty member, other than Mathematics or English
. Institutional Test Administrator

The committee shall review each request and make their recommendation tBrisdent.

5. Approval of Viiver. Final action regarding approval or disapproval shall resttidgtipresident of the College.

6. Appeal process. Students whose requests for waiver have been denied maydipgethl to the president in writing.
The president shall forward the apgleto the Chairperson of the District Board of Trustees of Palm BStatie
Collegewho may name a panel of five members of the College faculty and administstdifé¢o review the
appeal. That panel will submit its findings and recommendatioribe Ditrict 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 filedha official approval of the CLAS
waiver. This waiver will be so designatedtbed G dzZRSy G4 Q& GNI yaONR LG 2F O2dzNBRSa
the student didnot meet the requirements of this subsection and that a waiver was grantedtrdingcript will
serve as the articulation document for the CLAS waiver to otherpostsecoimssitytions.
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TITLE Textbook Selection

NUMBER6HXx18-2.11

LEGAL AUTHORITY01.64 FS, 624.024 FAC

DATE ADOPTED/AMENDADpted 6/19/2001; Amended 2/11/2003, 4/8/2008, 3/16/2010

Policy:

1. Each faculty cluster will develop and maintain a textbeelkction process, which mayclude the option by a fulime
faculty member to select no textbookextbook selection guidelines will include the following items:

2. Texts will be adopted for a minimum of three (3) academic years.

a. All adoptions of tets (new or new edition) become effective in fall term of eachdemic year.

3. Each cluster will select the textbook that adjuncts will use for each course eolidge

4. For those sequential courses in which the same textbook is used for more thaereonene textbook will be selected
for use collegavide.

5. Faculty that are reassigned classes (i.e. cancellation, overloads) will use the tesdlemdéd by the cluster for that
course.

TITLE Field Trips
NUMBERSHx18-2.12

LEGAL AUTHORITIO01.61FS, 1001.64 FS,4A.024 FAC
DATE ADOPTED/AMENDAiDpted 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 cosgs 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 adfiop 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 thase students enrolled in a class taking a field trip may use Ceiley@ed transportation.

D. Transportation by Collegerovided vehicles may be paid by the individual department or cost center offering the

course. Meal and motel expenses of studentdield 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 thedecdiee 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 completeral 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.

TITIE- Speakers or Guests

NUMBER6HX%18-2.13

LEGAL AUTHORITN01.64 FS; 6A4.024FAC

DATE ADOPTED/AMENDAdbpted 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 mst be obtained from the president or his/her designee in advance of the proposed appearance date.
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Dual Enroliment Guidelines

All dual enrollment classes must meet the criteria as specifi€tbinda Administrative Code
https://www.flrules.org/gateway/ruleNo.asp?id=624.064

Each dual enrollment class must complete Bwgal Enroliment Checklist forrand forward a copy of the formo later than

the first day of clasanda copyof the final exan\grade bookused in the clasat the end of the ternmto the VPAA.

Dual Enrollment Reporting Form
http://www.palmbeachstate.edu/docments/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 perngitt to enroll in the class.

Faculty Credentials

All faculty teaching dual enrollment courses must meet the credentialing criteri
(www.palmbeachstate.edu/documents/acadéen services/sectionb.piifAll
faculty must be provided with a Faculty Handbook.

Course Outline

All faculty teaching dual enrollment courses shall be provided withPtilen Beach
Statecourse outline iww.palmbeachstate.edu/courseoutlines.Xml

Class Loading

The associate degjor designeeghall be responsible for loading of the class. The
class must meet the expected course hours as stated in the course outline. Th
class cannot bechiedukd for more hours or fewehnours than is stated in the
course outline for a combination of lecture/lab hours. The class must use the
special designatoDE¢ Dual Enrollment

Holidays and Closed Day

Dual enrollment classes shall meet according to thearadays/holidays as
observed by the School District calendar.

Course Syllabus

All faculty teaching dual enrollment courses shall use the course syllabus temg
or checkilist; (http://www.palmbeactstate.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 f{
for use by adjunct instructors. The associate dearil ginavide textbook
information to the School District.

Final Exam Final exams used in the dual enroliment course shall be approved by the assoj

dean prior to the administration of the exam. Completed and scored exams mu
be returned to the associatdean and kept for 1 year.

Submission of Grades

All faculty teaching dual enroliment classes shall submit grades electronically,

observing grade submission deadlines for the given session and term.
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Educational Technology Use

Palm Beach Statencourages 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-atr@ng classes. The following resources
are available:

ELearning andnstructional Technology

http://www.palmbeachstate.edu/x1247.xml

The office of Instructional Technologgpd the ELearning Department provideaining and support for development of
online course sites, multintka 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 @lalm Beach Staiocations.

Media Technology & Instructional Services (MTIS)

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

MTIS provides leadership in instructional technology resources and services pursuant to thefalacegevement 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 Teehing 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 settin
for sharingdeas, encouraging research on and development of effective teaching techniques and the use of technology
thereby increasing the opportunity for students to succeed.
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E-lLearningc Faculty Load/EPack Policies

Faculty Load! LJILINPR SR o6& 5 SI[2606 Revide@AmI ZOAX S al &

E-learningis defined asVideo conferencingnd Online classes which are pure Internet

Blackboarccomponent- The professor is to include in his/her syllabus instructions eruse of Blackboard. Faculty
coursesare approvedto useBlackboard only through certificatiar anapproved mentoring process.

HybridOf I aaSa I NB FIAQ/SST iA2yaFirNIZO GFAy2R/ a2 ye KS FIF OSnda2n¥rk OS LR
class. The online component must meet 50% of the courdgaemdvenly alternating and distributed throughout the
semester along with the fae-face portion. The syllabus and the Blackboard outcome page MUST identify the

format and schedule for each class meeting:yori 2 NJ T I O Souise stiedul® Bathhave Kofes identifying

that this is a hybrid class having a 50% online comporentvith 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 oéthdesch

|l @0NAR OflaasSa INBE O2dzyGSR a FILIOSna2n¥l OS AyadNHzOGA:
For the purposes of faculty load, based on atiolle faculty load of 90 points for a fall/spring term schedule, a

minimum of 45 points must be taught in fate-faceinstruction. Anything over 45 points may bediearning subject

to approval of the appropriate academic dean. No more than 3 classes (27 points) edeabeingin any major term.

EPack Policy

Approved June 2007

Policy Goals:

To efficiently providesvith media rich econtent digital learning resources tailored to the objectives of spdedim Beach
Statecourses.

Polices:

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

2. Any EPack used must me@alm Beach Sta@d 202SO0A0S&a FyR aidl yRIFINRa F2NJ

3. EPacks for asynchronous courses should not constitute the ectinéent 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 ¥#Beak frovider and be familiar with
the support policies of the provider.

Plea® see Section I§ Elearning for detailed policies regarding-kearning.
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10.

Email Guidelines for Faculty and Instructors

ThePalm Beach Statemail system assures a more consistent and reliable means for faculty/instructors and
staff to communicate withtsidents. Palm Beach State Y Af a&adSvya yR GKS /2t
means of communication with students.

C2NJ GKS LINRBPGSOGAZ2Y YR LINARGIFOe 2F (GKS /2tfS3ISQa
faculty members/instructors anstudents must be through thBalm Beach Statmail system. Faculty
members/instructors should use the assigriealm Beach Statmail account and communicate with

students through thé?alm Beach Statgudent email system.

Palm Beach Statessigns all sidents a College email address when processing their applications. Students
will receive information aboutheir Palm Beach Statemail with their Conditions of Acceptance (COA)

letter.

Faculty memberinstructors may determine how email issed in his/he classes. It is highly recommended

that faculty membersihstructors clearly articulatéo students how email is to be used in class and include
email policies in the course syllabus.

Students should be encouraged to use and frequently check ain Bach Stateemail account as this will

be their official means of communication with faculty and administration

Emailing withinthe 2t t S35Q& O2dzNES Y| y I 3SYSW¥rédmaia thesarSefaculty a { 0
members/nstructors mayuse Blackboard toommunicate to students within the course. When emailing
students outside the CMS, faculty membl@rstructors mustuse the ©llege email system.

Facultymembers, instructorand students are able to forwarmdalm Beach Statmail to a personal email
acount, but the @llege cannot be held responsible if the email does not arrive at a personal email address.
Palm Beach Statan only guarantee delivery to tigalm Beach Statemail address.

All bulk email messages to students (emails outside the claB§&) must be approved by a member of the

t NBaARSyGdQa {GFFF LINA2NI (2 o0SAy3a asSydao

Information about the student email systemlizated on the web page at:
http://www.palmbeachstate.edu/x15002.xml

The Palm Beach Statemail Administrative Procedure can be found at
http://intranet.palmbeachstate.edu/policies/emailadminprocedure.pdf
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Faculty Observatiormand Student Assesnent Guidelines
Non-Continuing Contract FulTime Faculty:

Observations

For the first three years of fullme employment, fultime faculty will be observed aimimum of one timeesach
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 edelssfor the first three years using the online student
assessment system.

2. The satistical summary, ath student comments will be available to the associate del@anand faculty
memberfor review.

Continuing Contract Fulime Faculty:

Observations

1. Fulktime faculty will be observed a minimum of @ 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 conducte@dath classia the online assessment system
2. The statisticabummary, 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.

All other adjuncts will be observed a minimum of once a year.

Observations will be done by the department chair, associate dean and/or dean.

4. Observations may be unannounced.

wn

Student Assessments

Student assessments will be ahrcted 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 olpgations are part of the @rformance appraisal of all faculty.

Please see the web pageftp://www.palmbeachstate.edu/x11572.xnfibr detailed information on the online
studentassessment system.
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Faculty Office Hours

FacultyOffice Hours Posting FultTime Fculty

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

The instructions on the procedute 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 moreinformation on the state requirements for posting office hours, please see the state policy at
http://www.fldoe.org/CC/policy/POi8.aspand the Florida Administrative Code rule on faculty
availabilty to students atttps://www.flrules.org/gateway/RuleNo.asp?ID=64.0491

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

This information MUS@lso be posted outside the full A YS  FI Odzf & YSYod6SNRa R?2
developed and approved at the campus le@dmple templates may be downloaded from
http://www.palmbeachstate.edu/x6859.xml
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Final Course Grade Appeablicy andProcess

The evaluation of academic work is the responsibility of the faculty member/instru€toe. method for assigning the
final course grade is established by theuly member/instrutor. Per Board Rule 6Hi8-3.191, faculty/instructors
shall communicate the grading policy of the course to their students in writirtis policy changes during the term,
students should be notified of any changes in writifidpemethod 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
assessingthe quali® ¥ | a ( dzR@Bognd€fér findl Zrbde dppeals shall be evaluated in terms of the standards
established by the faculty member/instructor as stated in their syll@biteria for an appeal are:

1. Anerrorin the calculation of the grade, or
2. Thead A3dyYSyd 2F | 3INIRS g6+ a | adomadl yaalf RS LJ NI dz
printed standardsn the syllabus.

If the student has a case that MEETS one of the above criteria, the following process must be followed:

Informal Appeal Ricess

The Informal Appeal Process can be initiated any after the final course grade is
assigned. If a student believes that he/she has not been graded in accordance witl
course syllabus, every attempt should be made by the studentftorimally resolve
grade issues with the faculty member. Should the College no longer employ the fa
member, then the student may initiate this process with the appropriate Associate
Dean or Dean of Educational Services.

Please note, faculty members art required to retain student grades beyond one
year.

Formal Appeal Process

The Formal Appeal Process must be initiatedater than the first thirty calendar days
after classes begiim the subsequent fall or spring term. The end result of the ajpe
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 ouitig 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 theogpiate Associate Dean
or Dean of Educational Services.
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Step2d 2 A0GKAY wmn RIFé&a 2F NBOSAGAYy3a (KS aiddRSydiQa oNA

the faculty member must respond in writing to the student with a copy of theaasp to the
appropriate Associate Dean and Department Chair or Dean of Educational Services.

Step3 2 AGKAY mn RlI&&d 2F NBOSAGAY3I G(KS FIOdf e YSYo

appropriate Associate Dean or Dean of Educatioaali€es.

Step4 2 AUKAY mn RIF&a FFUSNI NBOSAQAY3I GKS aildzRSydQa

appeal, the appropriate Associate Dean must respond in writing to the student with a copy to the faculty
member, Department Chair, andd¥ost.

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

a0dzRSY G YFe TLIWISHES Ay gNRGAY3AT G2 GKS /| YLz
Provost will convene the Campus Grade Agip€Committee, composed of 5 members: 3 facolty

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 aewnigcommendation 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 senthie Associate Dean, Department Chair, Provost, and the Final
Course Grade Appeal Committee eTdecision of the Academic Deais final.

NOTEAIl grade appeals related to neimstructional reasons (i.e. medical, deatAnd extenuating

FCKS

circumstances) mushe referred to the Admission Appeals Committee. Such Admission Appeals will
only be addressed up to one year from issue of final grade (Seedent Handbook All HealthPublic
Safetyprogram appeals are handled through a separate process. Please sehdhlthor public safety
Associate Dean or Program Manager for more details.

I OFRSYAO 5SIy Aa (rkdPolitypBRBIRSY i Qa RS&aAIYySST LISNI . 2
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Foreign Transcript Evaluation Procedure

To be an approved foreign transcript evaima 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
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IndependentStudy Definitions and Guidelines

Definition: Independent Study is a delivery mode for courses, listed ifPtiden Beach Stateatalog, needed for
I & { dziRo§r¢ss @wiard 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 mengret,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 thiatirat
complete the course through independent study, the student can pursue a learning contract.

The learning camact (http://www.palmbeachstate.edu/documents/Aademic _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.

¢tKS |3a20A1F3GS RSFYKkRSIYy gAftft O02YLIX SGS GKS |aaz2o0Al
RAAF LILINE @S (KS O2dz2NBESST oO6HUO | LIINRGS GKS FI Odz & YS°
20KSNJ NBIljdANBYSydas ono ardy GKS 02y iGN OG IyR T2

¢ KS wS3Aad NI N®siudentintie gourselS 3A & 0 SNBE (K
The student pays the course fee(s).
The student has one semester to comnpl¢he course, just like angourse offered for a semester.

The associate dean/dean will process the faculty payment for the course.
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http://www.palmbeachstate.edu/documents/academic _serwszsectionjpdf
1. The following courses may be considered for an International Course: credit courses (only those designated as study

10.

11.

12.

13.

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

An International Course Sponsor may be a Palm Beach State administrator, a faculty member, a PSAV program manager,
PSAYV instructor or PSAV program coordinat

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

Existing Palm Beach State courses may be held in a foreign countrygwrcdurse may be developed. In the case of a new
course, the established Palm Beach State curriculum process must be followedpalmbeachstate.edu/curriculum.xpnl

The Board of Trustees muspprove 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 itiagy must accompany the District Board of Trustees approval item.

CKS LYGSNYyFaGAz2y It /2d2NBS {LRyaz2NRa (NI @St Oz2ada o6GNIya
through student special fees associated with the course.

The Inernational 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.

All student travel arrangenmgs 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.

All students must follow the Student Code of Conduct found in the Palm Beach State Studemdkar&tudent
Responsibilities, Sectiomww.palmbeachstate.edu/studenthandbook.Xmlhe College reserves the right to repatriate any
student per the Assumption of Risk Agreement.

Allstude/ 1 a Ydzald akK2g LINRP2F 2F YSRAOFf Ayadz2NIyOS O02@0SNr3IS |
physician.

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

All students must sign, and have notarized, the International Course Release Form and Assumption of Risk Agreement. Al
other forms must also be completed.

For completdnternationalCourseprocedures and forms, please see Sectiginternational Courses in the Academic
Management Manuakhttp://www .palmbeachstateedu/academicmanagement.xinl
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Mid - Term Grading

Palm Beacl$tate College providean online tool to assist faculty and instructors in the assignment ctenid grades. This online
tool uses the same technology as aumnline grading system, amifovides mid-term grades to students through email. No printing is
required, which saveme and resources and also suppaitie College's commitment to sustainability. Migkm gradingcan be
accessed from faculty and instructor offices, from the Professional Teaching and Learning Centers, and from home through
EmployeeWelfwww.palmbeachstate.edu/employeeweb.xnif you are not sure how to use the College's online grading system,
please see the web page &ttp://www.palmbeachstate.edu/x7679.xml

How the Mid-Term Grading Tool Works

Faculty and instructors will have a one week window after-taith to issue migterm grades. (See
http://www.palmbeachstateedu/x18278.xnfbr 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@Agrm grading appears. Each class where the faculty
or instructor is assignedsaa primary instructor will appear. The faculty member or instructay 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 Windowdor 201011:

Term Session 1 Session 2 Session 3 Session 4
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 10/27/201Q 9/13/2010| 9/27/2010| 10/27/2010| 11/10/2010 11/10/2010| 11/24/201Q
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| 8/23/2011fNA 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| 7/20/2011fNA NA

* ARTICLE XIV MIEERM GRADE PROCEDNUGRIEective Bargaining Agreement)

Section A: Within one week after the close of the #t@dn grading period, miderm grades will be made available to all students for each class that the teaching
bargaining unimember teaches by either written notification or individual conference Agreement between the Board of Trustees of Paliat&eaCbllege and
the United Faculty of Palm Beach State College.
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Official Communication with Students

New pdicies and upcomig policy changes will be communicated to students by the following means:

The Official Student Updates Website, locatetith://www.palmbeachstate.edu/StudentUpdates.xml

Email (informaton protected by FERPA wilbt be sent via email} Studeris will be encouraged to use

their collegeassignedmail addressShould they choose not to receive communication via email, they must
refer to the Official webpage for informatioRlease seéttp://www.palmbeachstate.edu/x15002.xnfbr

more information onPalm Beach Stafgrovided student email.
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Saturday, SundagndHoliday 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.

TheACADEMIC CALENDaRhe official calendar mandated by the State. The format ofdhiendar 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.

TheCLASS MEETING CADRERIs 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 fromrteat@academic year through 2@-13 are
located athttp://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 theiy and Sunday preceding the following Monday holidays:
e Martin Luther King Jr. Day
e Memorial Day
e 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 Beak 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, anylass 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 IndepemeckeDay (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 arahstaffuary 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
may not return on January 5.

If January 2 falls on a TUESDAY, WEDNESDAYRBDOAY: College will be open for staff on January 2; faculty
may or may not return that day

July 2010 G-38


http://www.palmbeachstate.edu/x3492.xml

PALM BEACH STATE Section GzAcademic Affairs Policies & Procedure010-11
COLLEGE

Student Training in Technology

POLICY

Student training in the use of technology shall be embedded in every academic program offétalirbieach State

Other Palm Beach Statdepartments (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 fadiat: http://www.palmbeachstate.edu/tech training.xml

PROCEDURE

EachPalm Beach Staggrogram shall document student training in the use of technology as part of the program review
processThis assessment shall be updated every two yddrs.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 dowlded from:

http://www.palmbeachstate.edu/academic_services/technology assessmemnt.doc

Assessment Schedule:
200910- 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
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Swylabus Posting Online

District Board of Trustegsolicy6Hx18-2.051addresses the course syllabus and thetpay of the syllabusThe
policyREQUIRES all faculty to post their syllaDN&INEF 2 NJ S| OK O2 dzNAS LINA2NJ G2 S
period. This syllabus should include all textbook informatiasich & part of the syllabus template and

checklist.

The dates that all fulltime anédjunctfaculty MUST havéheir course syllabus posted aras follows:

Fall term 20111 Post syllabus July 1, 200
Spring term 20142 Post syllabus November 1, 220
Summer term 20113 Post syllalus March1, 2011

Information on Syllabus Postindattp://www.palmbeachstate.edu/x15142.xm|

t £t SIFaS NBYSYOSNI GKIG GKS FIFOdzZ G YSYOSNDa yFYS al |
2y GKS FI Odzf (ydhome page IEaNaRdity rieimiidstndime is added to a class today, it will display
the next day on the web as it is refreshed each night.
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Testing Center Use Guidelin€®rElearning Students

1. Faculty Preparation of Testing Materials
A Faculty Test Insiction form is to accompany each test when submitted féadm Beach Stafest Center.
There are two forms: MakBp Test Instruction Form arglearningTest Instruction Form. They can be
downloaded from the Test Center web site under the link, Facoitins.

They are also available in Blhim Beach Stafest 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 alon
with the Faculty and/oElearningTest 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. fisteuictional 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 err

Insert Professors contact information, phone number, or email, in the event Test Center personnel need to ask .
guestion or resolve an issue.

2. Administering Tests to Students
Students must arrive at the Test Center with enough time to completedbeltased 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.

Ae-learningstudent who misses the test ddbine date will need to pay a $5.00 maip 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 maup fee applies when a test deadline date is exted 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 iseemraged. 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 iWbI8 as an attachment.

Palm Beach Statest 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 toordinated 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 Statd Manager, not Test Center staff. If a Professor wishes to impleaneedy 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 seveefalaythe
start date of a scheduled exam.

July 2010 GA42



PALM BEACH STATE Section GzAcademic Affairs Policies & Procedure010-11
COLLEGE

Textbook Affordabilityand CertificationProcedures
In accordance with Florida Statute 1004.085 and FAT46892, the following policies ate be observed:

No employee oPalm Beach State Colleggy demainl 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 Collegraployee 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 fromesabf 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 glidelines adopted by the State Board of Education or the Board of Governors.

(e) Training in the use of course materials and learning technologies.

Textbook Adoptionsand Posting Information

New textbooks must be adoptab later than fortyfive (45)days prior to the first day of classesallow

sufficient lead time for the bookstor® work with publishers so as to confirm availability of the requested
materials and to ensure maximum availability of used books. Where courses are added aftetyHisdai5)

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 shdl post textbook information on their websites immediately as such information becomes
availableThis shall be accomplished through the faculty/instructor posting of the syllabus online, as required in
Board Polic$gHx18-2.051

The textbook informatioron the syllabus must includbe 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, cagit date, published date, and other relevant
information necessary taentify the specific textbook or textbooks required for each course

Textbook Certification:
Faculty/instructors must attest that:

1. All textbooks and other instructional items ordergdll 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 abovewo items is accomplished through a wbhsed form. Please see the webpage at
http://www.palmbeachstate.edu/x18802.xrfar information on the web tool and the reporting requirements.
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Web Grading

As part of the duties of teaching a class, epehson {aculty member/program instructdadjunct

faculty/contracted faculty, vendorsyho is the primary instructor of the class is responsible for entering the final
course grades using tHealm Beach Stateeb grading system through the EmployeeWeb system at
http://www.palmbeachstate.edu/employeeweb.xml

The primary instructor of the class is the persamo has responsibility for issuing the gradae 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 op&6/25/05).

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 teyin 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 endsq@fd® this class ends three days
before the end of the term, the grades are due at the end of grent12/16.

3. The last possible time/date to submit grades would be the last day of a term at 4:00 PM.

Classes taught by NeRalm Beach StatEmployees

In the case of classes being taught by +eomployees (e.g. contracted instructors, Palm Beach CountyoEch
District employees, apprenticeship instructors), these instructors are still required to be credentialed through
the Palm Beach Statestablished process

(http://www. palmbeachstate.edu/documents/academic_services/sectionh.pitfiese persons should be
processed using the guidelines postedhtp://www.palmbeachstate.edu/nonemployee.xnb add them to
PalmBeach Statemail, have them credentialed and added to the class.

Late Grade Processing

For classes that miss the deadline for grading, latdegavill automatically be issudyy the PantherNet system.
These grades are very detrimental to students &cpig 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 insuctor. Once a la 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 befc
Student Services will update the PantherNet system tighcorrect grade.

For detail on the process of web grading, please see the web page at
http://www.palmbeachstate.edu/x4649.xml
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Accreditation Reportinformation

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 visi

(specify):

Follow-Up Reportg Date, Response to Date
Recommendations:

Yearor Mid-Year Reports Date Due Each Year:

Person responsible for Accreditation:

Accreditation Yearly Fee:

Accreditation Steps

1.
2.

3.

4.

To see

Send accreditation reports to VPA&fore sending the report tolte accrediting agency.

Send accreditation visitation schedule to VPAA prior to the visit and make sure VPAA is invited to the
exit interview

Send a copy of any recommendations received from the accrediting agency to VPAA, also send a copy
the follow~up report to the VPAA prior to being sent to the agency.

Send a copy of all yearly reports sent to accrediting agencies to VPAA.

a listing of @llalm Beach Stat&ccredited/certified programs, please see the web page at

http://www.palmbeachstate.edu/accreditedprograms.xml
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Articulation Agreement Procedures

Palm Beach Stat€ollegehas 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) agreemeffalls under the Vice President for Academic Affairs (VPAA).
Academic Services supports the development of articulation agreements by facilitating meetings through the Level Il
program review process, during whiBtalm Beach Stafaculty members meet wh faculty of other institutions to
determine ifatransfer 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 litiating an Agreement:

=

Faculty will coordinate with their cluster chair and associate dean liaison.
Cluster chairs and/or associate deans communicate with Academic Services about the desire for articulation.
3. Academic Services will:
a. verify the existence adigreements 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 articuteon 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 institutionpessible. In
the case of oubf-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 maximuramount of student credit
b. clarifying issues relating to curriculum (e.g., course contentyeqeisites, cerequisites,
financial aid, etc.)
c. assuring that the articulating institution will provide some type of tracking mechanism so that
student performancecan be monitored after the student has articulated
¢tKS Of dzaGSNE Faa20AldS RSIy>X 5StyaQ /2dzyOAfs FyR =+t
7. Transfer agreements must correspondRalm Beach Staggrograms. If not, programs must be modified through
the curriculun procesgrior to making the agreement.

n

o

8. UponPalm Beach Statpproval, 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 agreemeatiy e
AyaihiAddzianzyQa LINBaARSyG®

10. Academic Services will file the agreement with Berida College Systerthe articulating institution, anéalm
Beach State

11. The agreement will be in effect for five years, unless stated otherwise.

12. College Relations and Mating (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 AcademiciG@sthough email with information on the new
agreement

16. Transfer agreements will be reviewed everg ears for course number and other curriculum changes, and during

each program review cycle.
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Corporate & Continuing Education/Avocational
Course Developrnt

http://www.palmbeachstate.edu/documents/Academic_Services/CWE Form.doc

Courses devieped in Corporate & Continuing EducatibAvocationalshouldfollow the procedure
outlined below:

=

Course is deveped by the program coordinator/manager

2. Using the CCGEvocational Form, the details of the course are listextluding a course title, description,

course objectives and a calculation of any requested special ctegse

Form is approved bthe Campus Academic Deand/or Provostfor CCEnd avocational.

4. The completed and approved form is sentt@wcourses@palmbeachstate.etr loading into the
PantherNet coursédictionary¢ allow five business days for processing.

5. See Section Onitp://www.palmbeachstate.edu/documents/academic_services/sectiono fmlfmore

details on CCE poles and procedures.

w
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Continuing Contract Procedures

1. Time Line for the Continuing Contract Process

ie¢ oratt 0SS d
& dzLJS NI |
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First and Second Year

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

Fall @mester

e As2OAI 0SS 5SSy @Ararita GKS FI Odz e YSYoSNRa Of I aaNd
Observation form

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

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

SpringSemester

e 1 3420A+3GS 5SIty @Ararda GKS T OdZ G YSYoSNDa Of | aa
Observation form.

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

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

The candidat completes a selippraisal and submits the following documents as part of the performance
appraisal process:

e Alist of all the courses taught within the past year

e Sample syllabi

e Samples of classroom assessment tools

e Other teaching materials, such as iew sheets, handouts, etc.

e Student Assessment summary statements for all sections taught

e Documentation of any professional development activities attended

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

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

e 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 Procedas (continued)
Third Year

Fall semester

e 1 3320AF0GS 5SIy @AraArta GKS FI OdzZ Gé YSYoSNna Ofl aa
Observation form.

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

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

o Alist of all the courses taught within the past semester
0 Student Assessment summary statements
o Documentation of any professiondévelopment activities attended

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

0 Sample syllabi
0 Samples of assessment tools used
0 Any additional teaching materialsch as review sheets, handouts, etc.

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

e The Associate Dean meets with the faculty member to conducpérrmance appraisal.

e ! O2YYAGUSS O2YLINRAASR 2F (GKS 13aa20AFLdS 5SFys ! Ol
the Dean of Academic Affairs makes a recommendation to approve or not approve continuing contracts to
the VPAA by December 15.

Sring semester

e January Bymid-January the VPAA will forward recommendations for continuing contract to the
President.

e February: Bythe first week of Februaryfaculty will be notified of status of continuing contract.

e February: Recommendations aredard-agendized by Human Resources.

2. Mentoring for New Faculty

MentorY ! LISNB2Y S6AGK SELISNASYOS: SELISNIA&SE sA&R2
less experienced or less knowledgeable person, the protégé, to develop pofessit £ @ | YR LIS NE& 2 )
0!t EtSYFLYY mMopyyoo GaSYyG2NAy 3 OGABAGASE 200dzNJ gA G|
YSY(i2N) FyR LINRPGSIAS>E Ay 6KAOK (KS YSyG2N 22Aya (KS
Pando, 1993).
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MenteeY G! LISNB2Y 6K?2
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As part of the continuing contract process for new faculty, mentoriilgoentribute to the successful
integration of the new faculty member into tHealm Beach State Collegemmunity 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; 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 vddhétevill 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 contiuing contract candidates and their mentor groups will interact in four meetings each year.

Trainingg a program to prepare mentor volunteers in providing appropriate mentoring to each mentee. The
program will also provide training to continuing contraaindidates (mentees) to prepare them for their role in

the process. Each person involved in the process should understand the mentoring relationship and be aware
their responsibilities.

Flow for the procesg A timeline has been developed for the menhg process, which should be used as a
guide for mentoring teams.

Mentoring Plan Checklist; 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 Cheagt

Syllabus Information

Palm Beach Stateas documents to help faculty/instructors prepare syllabidiassesFacultymay choose to

use a "syllabus checklist", which lists all the required informatioretinbludedin a syllabus, or facultyay

choose to use a "syllabus format” which is a Word document template. The template is a Wordifbrgney

box areas in which faculty can type information for eatess. These formseanot password protected, so

faculty canproduce individualized syllabs long as the information from the syllabahecklist is included. If the
faculty member isinfamilar with working with Word forms, please consult with the campus PTLC office or the
Palm Beach Statdelpdesk.

There are thee versions of the syllabus fornamd checklistsOne set is for use in classroatassesone set is
for Hybrid/Component classesd one set is foe-learningclassesElearningclasses are defined as a class that
isfully online.

For syllabus templates and chectdigplease see the web pageldtp://www.palmbeachstate.edu/x15142.xml
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Course Special Fé&rocedure

Credit and PSAV Courses

1. All Credit and PSAV courselere a special fee is warrantedust complete the Course Special fee form
database entry athttp://intranet.pbcc.edul/utilities/CLO/EditCourseFee.asfomplete the form and print
0KS FT2NX¥YO® ¢KS F2aNMNdA!I{ith 2Ny Sz Ré WX A OK RSOFAf a
the special course fee.

2. The completed form ieviewedby the Vice PresidentfoAcademic Affairs for approviay the District Board
of TrusteegDBOT)

3. EachCredit and PSAsburse specidee will be reviewed on a thregear schedulgor be adjusted as needed
and justfied. If adjustment is needed, a new fee form is compledetine and submitted to the VPAA for
review and the DBOT fapproval.

4. Review Cycle: 20080, 201213, 201516

Spedal fees are categorizeds follows:

e 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.

e Classes taught in compartlabs with standard and/or specialized software, toner or supplies.

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

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

e Technical/mechanical course with spai@ed tools, supplies, or other consumable items.

¢ Elearningcourse with software or other specialized delivery costs.

¢ Individual applied lessons in the performing arts.

e Computer networking, electronics or specialized technical class with extraordirfamass and/or
hardware costs.

e Contracted fee paid blyalm Beach Staten student behalf.

CE and Avocational Courses

Any Special Fedar these types of coursemre proposed on the CCE/Avocatiofalurse Dictionary Forand
approved by the Campus Acadenlean for CGEvocationalcoursesCourse special fees are not to be used to
GNRdzy Ré¢ | O2dz2NES LINAROS dzLJ 2NJ R2gy a2 GKFG | O2dzNAE!

All courses with special fees are included in the Fee Schedule which is approved isgribeBdard of
Trustees.
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Credentialing NorEmployees

Paper, PantherNet and Online Process

1.

Nonremployees who are teaching courses Ralm Beach Statend/or who will have access to student
records:

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

Non-employees who will not be teaching courses fBalm Beach Stateand/or who will not have access to
student records: Bgin with Step two:

2.

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

Department Chair (or appropriate supervisor) should complete the-&loployee Email Account Request
Form
(http://www.palmbeachstat e.edu/documents/academic_services/nonemployee email account reguest

form.doc).

Department personnel should submit both completed forms to Human Resources. HR will certify completior
of the forms and load the neeamployee into PantherNet (which create®alm Beach Statmail 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 PSA\
for CCE and avocational the associate dean or dearoapgithe 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 instraajoade.
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Curriculum Development

Academic Services facilitates curriculum developmignbffering consultations, access to course outlines and development
resources, and support of tHeéalm Beach Statgollegewide 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. Th
are many reasons new courses are developeltanging 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 andassigns member(s) to develop the course. If the cluster ordpp@ves 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 proces

The curriculum review process to develop courses is agarbprocess. Once th€ourse Addition Forris prepared, it is

sent out along with support documents (coursetlmes, Cluster and Business Partnership Minuteskfectronic Signature
Approval Then the course and its support documents are reviewed by Deans' Council. Deans'ézaurinis 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 thewdkegaurriculum
Commitee. The Curriculum Committee examines the course in detail related to the Course Dictionary, Degree Audit and
impact on other courses and programs. The Curriculum Committeesreakecommendation to the Vié&esident of

Academic Affairs (VPAA) who givieslf 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 creatimayv course but this consideration has changed.
Reactivation is somewhat simpler action than adding a course or revising a course and requi@surse Reactivation
Form. Reactivation is used to allows an existing course tadtiee in the last version that was offeredRa&lm Beach State
ANYchanges to a course being reactivated deems it a revised course@odrge Revision Formust be sent through the
curriculum process in place of the Course Reactivation form.

Documents

e Course Addition Form

e Course Reactivation Form

e Course Outline

e Program Addition/Revision Form
e Program Learning Outcomes

Revising a Course

Revising an existing course involves steps to ensure that alf afédhe College affected by the revision understand the
change and are aware of its ramifications. There are many reasons courses are +tapgatihg outdated offerings,
meeting statewide discipline committee decisions, and complying with businegs@ahip recommendations.

The first step in the process of revising an existing course begins with the cluster. An individual faculty member & an enti
cluster will decide revisions are needed for an existing course. If the cluster approves thermd@abar will be assigned to
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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 completiddoofse Revision Forhis 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 erriculum 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 recommendatieiMice 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

e Course Revision Form

e Course Reactivation Form

e Course Outline

e Program Addition/Revision Form
e Progam Learning Outcomes

Delete an Existing Course

Deleting an existing course involves steps to ensure that all areas of the College affected by this curriculum actiae are awe
of the ramifications of this action. Course deletion is the removal of a cdrosethe Palm Beach Stateourse offerings.

There are many reasons courses are deletepgdated or outdated offerings, stat@ide discipline committee or accrediting
agency requests, and business partnership council recommendations.

Removing a coursedm one program list which is still included in other program lists is not a course deletion. Rather this is
aprogram revision action

The first step in the process of deleting an existing coursebegth 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 desidrétster member begins the formal process of
course deletion. This process is part of the Curriculum Review Process.

Course deletion requires th@ourse Deletion Forn©Oncethe form along with needed support documents (program
addition/revision form, cluster and/or BPC minutes, program learning outcomes) is approved Bigtitrnic 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 théice 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

e Course Deletion Form
e Program Addition/Revision Form
e Program Learning Outcomes Form
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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 progsgmogram tracks are developedmerging community training needs,
basic student interest or new, stapproved subject areas.

The first step in the process of creating a new program/program track begins with the cluster. A faculty member presents
hisor 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 approvarhis process is called the Curriculum Review Process.

The Curriculum Review Process is a-paot process. Arogram/Track Addition/Revision Foisiprepared and sent
through theElectronic Signature Approval Procdssr new programs, the hosting campus Provost is included in the
signature process. Once signatures are gathered, the formspipsort documents (cluster minutes, business partnership
minutes, course addition, revision and deletion forms, program learning outcomes) are submittedRalthéBeach State
Academic Deans' Council.

Deans' Council examine this curriculum action te wéat 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 th
Palm Beach Statgurriculum Committee agenda for consideoati

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 tReegident of
Academic Affes (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 certific that has never been offered in Florida, once the VPAA approved the
program creation, furthestepsmust be taken to seek Department of Education approvailfter this program in the state
of Florida.

New programs aPalm Beach Stataust be approved by thBalm Beach Stat®oard of Trustees before they can be
offered and awarded. Once the new program is approved by the VPAA and in the casepobgexsns i the state, the
Florida Office of Workforce Education, the cluster will work with Academic Services to put tog&hardaof Trustee
Transmittal Form

If a new prgram constitutes gubstantive changt the offerings of our institution, the originator is required to complete
a form (http://www.palmbeachstate.edu/subchange.xinustifying the change which may leadadditional follow up
actions with SACS.

DOCUMENTS

e Program/Track Addition/Revision Form
e Course Addition Form

e Course Reactivation Form

Course Revision Form

e Course Outline

e Electronic Bnature Approval Process
e Create a New Statewide Program

e Sulstantive Changé&orm
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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 drare aware of their ramifications. There are varied reasons programs are revigddting

outdated offerings, meeting stateide discipline committee decisions, and complying with business partnership
recommendations.

The first step in the process mvising 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 ttanghs, 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 requiresRrogram/Track Addition/Revision Folme completed. Once this form and its' support
documents (cluster minutes, business partnership minutes, course addition, revision and deletion forms)have gone througt
the Electronic Signature Procedutewill be submitted added to th®alm Beach Sta@urriculum Committee agenda.

The Curriculum Committee examines the proposed revisions to the program to review how they implaet@ourse

Dictionary, Degree Audit and other programs and certificates. The Curriculum Committee makes a recommendation to the
VicePresident 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 Deat
Council approval todconsidered by the Curriculum Committee. In this case, the designated cluster member must also fill
out aProgram/Track Deletion Forand submit that to Deans' Council formpval prior to filling out the Program/Track
Addition/Revision Form. Go to Deleting a Program or Program Track or céutattmic Servicebyou need clarification.

Document:

e How to fill out a Program/Track AdditidRévisionForm

Deletean Existing Program or Program Track

Deleting an existing program or program track involves steps to ensure that this curriculum siettteguately justified

and that all areas of the College affected by the deletion are aware of it's ramifications. Deletion of an existing program o
program track will require Deans' Council approval, President's Leadership Team apprdvalrari@each Ste Board of
Trustees approval. There are many reasons programs or program tracks are deletdated offerings, statevide

discipline committee or accrediting agency decisions, and business partnership council recommendations.

The first step in the cess 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 apped 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.

Forcomplete program deletioronly aProgram Deletion Forris prepared and sent through tH&lectronic Signature

Procedure Once the signature process is completed, the forns glupport documents (cluster minutes, business

partnership council minutes, course deletion forms) are serRdbn Beach Statkcademic Deans' Council. In the case of a
deleted program, Deans' Council examines the justification for the deletion and geetron 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 f@aine Beach Stat®oard of Trustees. Presidt'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 tiRalm Beach Staf@oard of Trustees approves the deletion, the College catalog text is revised
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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 FY| and
the time frame for completion of the deletion of the program is established. The originator of this curriculum action is
notified by Acadmic Services when the Board of Trustees ratifies the program deletion.

For aprogram track deletion Deans' Council approves the concept of deleting the program track considering the impact on
the remaining program or program tracks and students curregnifolled 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, b&togram Deletion Forrmand Program/Track Addition/Revision

Formare completed. The originator attends the Curriculum Con@aitmeeting 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* orettificates identified through the program review process can be proposed as hew programs.
The first step is to submit the normal paperwork éoeating a new prograrthrough thePalm Beach Staturriculum

process Palm Beach Stateeans' Council review, Curriculum Committee Review, Vice President Academic Affairs review). |
the new program or certificate is approved through thalm Beach Stat@urriculum Review Process, the following

documents wilheed 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 Justificatiorg This should include a list di¢ 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.

e 2. Curriculum Framework This document details the program including major concepts/contabratory activities,

and intended outcomeslo locate the state curriculum framework for the program or certificate being developed go to
http://www.fldoe.org/workforce/dwdframe

3. Student Performace Standardg This document details the competencies of the intended outcomes.

4. Program Outling; Course list that will constitute the degree program or certificate.

5. Course Outlineg Course outline for each of the courses in the degree prograoeificate.

6. New Program Submittal FormmThe Submittal Form will need to be completéiick herdo access the forms page.

The entire package is submitted to the Florida Department of Educifiarkforce 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 mal&rfronths to a year to complete.

*New is defined as a college credit certificate that does not exist in the state program inventory.
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Faculty Credentialing

Step 1¢ Potential Instructor formally applies td?alm Beach State
All potential instrucdrs 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 aBSAV FacultyAll faculty who teach Credit, College Preparatory and PSAV courses
Ydzad KIF @S | 5SSty &adzmYAdG (2 (FdcBity Rdteiofm, sting 2ldegnDdedrees, O2 Y LI
coursework, certifications, licenses, and verified work exgrere (if applicable based on credentialing criteridje

58Sty aK2dzZ R OFNBFdzZ t & NBEOASE (GKS OFYRARFIGSQa ONBRSyYy (A
LINA2NJ 02 aSyRAYy3a (KS NRAGSNI TWheh levevindzgraduale rangcape which dzy O A f
include both semester and quarter hours, each graduate course in the discipline should be listed on thEamlihe
Rosterform, with the appropriate placement of graduate semester hours in the credit hour column, theing

conversion formula below. For individuals whose graduate transcript shows all quarter hours, a minimum of 27 graduat
guarter hours is required for credentialing. Conversion of all credit hours should be made to semester hours when both
types of credihave 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
Examplel Y AYRAQGARdzZ f L322 &daSaasa elithadgidustdlderest& SaamiB Be disgipling K S
and a second transcript from another accredited institution with 5 quarter semester hours:

3.335 equated semester hours
18.335 semesterdurs.

5 gquarter semester hours x .667
15 semester hours+3.335

Additional Notes:
1. Undergraduate classes taken as an undergraduate cannot count towards graduate hours in the discipline.

2./ 2dz2NBESa (1 1Sy GKFG FNBE RSAZONAROGSR a StA3IAGES F2NI
countedif the course is taken after admission into graduate scleowl ifit 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 lifelomgdganust have the appropriate
Dean and/or Associate Dean approve the completed orffimeulty Rostefiorm, which must include information on
degrees and any relevant certifications, experience and/or licensures. This online form is submitted dirdctgemic
{ SNDAOSa ¢AlK2dzi | 5SIyaqQ [/ 2dzyOAf NBOASG O

Step 3¢ VPAA and Academic Deans Reviewn Academic Dean will submit the roster for review through the Online
Faculty Credentialing Database (OFkGee web page dittp://www. palmbeachstateedu/x9190.xm). A unanimous

GF LILINR @S¢ @2GS Ydzad 0SS NBO2NRSRT AF GKS al LIWINR@SE @2
regularly scheduled Academic Deans meeting. All applicants wiigfocredentials (defined as awarded in a country
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other than the United States of America or one of its territories) must be evaluated by one RédlthéBeach State
approved transcript evaluation and translation services on the following web page:
http:// www.palmbeachstateedu/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 forpgointment 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 li€foomal 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 prévRI© dzY Sy G GA2Yy & (G2 K24
experience and/or education allows him/her to teach the objectives in the course, usidgistiication and
Exceptions formlocated in the forms section of the manual andlome at:

http://www. palmbeachstateedu/documents/academic_services/justification.doEhis information must also

be copied into the online faculty roster through the OFCD.

Step 4- Loading Faculty Credentials on the PantherNet SysteMiter 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
form will be automatically sent to the Academic Services office along with the online voting results. The faculty membel
will then be loaled 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 Resource$he faculty member is responsible for ensuring that officia

0N} yaONRLIia FNB aSyd G2 1dzvly wSaz2dz2NOSad LT GKS | dzYl y
in the initial term in which they are teaching, they cannot continue to teach in subsequent tefPasnraBeach Statentil

such tirre the official transcript is received. This is college policy and must be followed.
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Faculty Hiring Proggures

The following information is the process for ftithe faculty, temporary fuitime faculty, and fultime PSAV Instructors,
including tinelines 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
evaluatR y> odzi gAft y20 6S adFGSR Ay Fyeé RSAONALIIAZ2YZ |
G§SOKy2ft238 Ay (KS OflFaaNRB2YT Ydzad oS FofS (2 daasS GK
position vacancy forms. If tihe are other requirements, such as licenses/certifications, that should be part of stated
requirements (it should also be in the credential manual).

R:
S

II. FACULTY TRANSFERS

Faculty transfers will be announced in November and will close in December. Rositibbe 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.

lll. TIMELINE AND OVERVIEW

Process Timeline
1. lIdentification d 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 February

prescreening in the PeopleAdmin System

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

9. Final akcision on new positions to be filled through March
budget process
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Process Timeline

10. Interviews are scheduled for candidates. Questions m| March/April
be approved by HR. Telephone interviews can be use
an initial interview process if there are many applicant
but it is not a rguired step if the number of applicants |
small. All applicants should bring a transcript copy to
interview.

11. Recommendations on recommended applicants for eg April/May
faculty/PSAV Instructor position (no more than three)
forwarded to Deans Couwil with the following
documents:

The Top Three MUST have:
a. Completed Faculty Rosters (paper
version)
b. Scanned Transcripts
c. Strengths/Weaknessesheetwith
scores on interview, microteaching ang
essay

12.Deay 3 Q [/ 2dzy OAf X +t ! ! 3 t NE{Apri/May
make a final recommendation to the VPAA

13. VPAA makes final recommendation of new faculty to | May 12
President, per Board Policy 6d&5.21.All faculty
positions slould be complete by May 12011.

14. Recommendations made to the District Board of May
Trustees

Posiions unfilled as of May 1220116 A f £ 65 LI I OSR 2y (KS ySEG B&cbtbyaQ
reconsideration.

Department Checklisor FulFTime Facultyinstructor Hiring

Before the Term begins
1. Provide any additional informationuthan Resourcasay need to process faculty member/instructor

Email faculty membéinstructor on accessing Palm Beach St@mlegeemail.

Providetextbooks (preferably sent to the faculty membiestructorQa K2 YS 0 @

Email faculty member/instructatheir teaching assignmenfsr the upcoming term

Monitor that the faculty member/instructor has created a faculty web page, created and uplaamegliant

syllabi, and certified the teéRooks they use; Provide link to this web pagéhttp://www.pbcc.edu/x15142.xml

which has web page/syllabi information and this padgg://www.pbcc.edu/x18802.xmivhich 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 theyaeglar 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)

a s
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10.
11.
12.
13.

14.

Provide the faculty member with a mailboxthe departmentoffice area/workroom.

Provide information on obtaining a parking sticker.

Request electronic copies of sylldbi the semester

Obtain copy of facul§nstructor schedule including office hours, lunch breaks, college business, teactuta]
must be 35 hourg enter data into PantherNet and post on faculty dodemplates are provided at
http://www.palmbeachstate.edu/x6859.xml

Process IRM (Instructor Resource Management) contractllfolasseg pre and final contracts. Copy of final
contract is sent to HR.

During the Term

1.
2.
3.
4.

Ensure that facultynstructorsare accessing rosters and checking that all students in class are on the roll.
Remind faculty/instructors on miterm grading proedures.

Remind faculty/instructors on student assessment procedures

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

As the Term Ends

1.
2.
3.

Remind faculty/instructors on grading procedures

/ KSO1 3INJ RAY 3 ONFBELLIZ N¥GHaR-GpavitifacultyénstiugoR

Obtain copy of gradbook for filing (should inabde grades for all assignments) using @fiderm checkout
sheet (exampleyvww.palmbeachstate.edu/documents/academic _services/end of term.docx
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Field Observation Procedurdsr Teacher Education

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

As a part of the requements for completing EDF200%0ounddions of Education and EDG270Ieaching
Diverse Populations, each student is reqdito compéte 15 hours of field observatidior each course.

The purpose of the fieldbservationis to provide meaningful learning experiences for-pegvice educators in
accordance with state mandated guidelines for teacher preparation. Throughetdebservation students
should have an opportunity to:

e Observe best practices and techniques for effective classroom management
e Connect theory with practice
e Assist students in career decisions
e Develop personal skills and values
Field Observation Pragss

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 1STUDENT ORIENTATION

APalm Beach Statiaculty member explains the Field Obsdiga process to student, including requirements of
the assignment and expectations of the faculty member for student to satisfy the assignment.

STEP 2SDPBC VIPS APPLICATION

TheStudent calls or emails a SDPBC (School District of Palm Beach Courtyggbaboli 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 schbipisn receiving approval, student travels to the
sK22f YR &adzoYAda |y FLLXAOFGAZ2Y 2y (GKS a0K22f Qa 4
current email address, and when prompted for Business/Organization Represented, the student wiRanter
Beach State

STEP 3BACKGROUND CHECK

VIPSwill 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 engdo If the background check reveals a problem, the student and
Academic Services BRalm Beach Stateill 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 studéhtwe to follow the directions
provided by the SDPBC School Palice as to whether or not they will be allowed to appeal the decision.
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STEP 4REPORTING FOR ASSIGNMENT

TheStudent should report for assignment as directed by the SDPBC Field Obsemptesentative 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
Coordinatorat 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 musitify Shelley Parpard, at the SDPBC at (5618434 so that their
name can be added to the newly requested school.

STEP 5FIELD OBSERVATION COMPLETION

Field Observation will be complete when all activities, associated assignments, VIPBdtg Beah State
Record of Field Observation Hours and other required documentation is submitted tdtiairBeach 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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Genenl Education Review Procedure

DSYSN}ft SRdzOF A2y A& |y AYLRNIFYd LINROSaa GKFOG (K
general education philosophy and coursewaorlboth AS and for the AA degre& committee of faculty and

college admirstrators 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. IntKS AYAGAFE YSSGAy3IZT GKS =+t ! ! 33X Pénaral kdyicat®rid S NI A S
review process.

3. The committee helps prepare draft documents of the curr@atm Beach Statgeneral education
philosophy and coursework for cluster review angut.

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 clustanput, 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. ¢KS OfdzaGdSNRa O02YYSyida I yR NI OzompiSdbRthalcangnftée § 2
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 ibhetween the threeyear general education review cycleThese courses can be
recommended for inclusion in the next scheduled review of general education. They wi# cohbidered 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, PhilGsapéy
2009: AS General Education Review

2011: AA General Education Review, Learning Outcome Review, Philosophy Review
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IncompleteGrade DocumentatioProcedure

The pupose of Incomplete Grade documentation procediréd @ 2 LINR GA RS (fikeSwvith 4 & 2 OA |
information about how a student is to complete an Incomplete (1) grade.

There have been several situations where a student returned to the college to complete the necessary
FaaAadyyYSyida G2 O02YLX SGS 02 dzNB Sgradd KawavakBnyeSc dase, they | &
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 aiadgbeiate
RSIFyQa 2FFAOS® ¢KS RSLINIYSyid OKFANI akKz2dzZ R Ffaz2z 1.
The form is not intended for use by the registrar or the dean of student services; it is an internal form within
eachassociatedegha 2FFAOS® LG A& adGAftf GKS FI OdzZ & YSYdSN
submitted by the student.

¢KS LiJzN1J22asS 2F (GKS F2N¥ Aa y24 (2 3IAGS LISNXYAadaArzy
dean signs the form to asre 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" vergon is designed to be printed and filled out by hand.

Forms:

Incomplete Grade FormElectronic Version
http://www.palmbeachstate.edu/documents/acadenic_services/INC _GRADE FORM electronic.doc

Incomplete Grade FormPaper Version

http://www.palmbeachstate.edu/documents/academic_services/INC_GRADE_FORApep.doc
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New ProgramProposalProcedue

New Programg; Institutional Research & Effectiveness Cycle

On a threeyear cycle, the office of Institution&®esearch &ffectiveness will research and identify new

LINE INJ Ya G2 LINE LR a Sstitutional HffedfivenesF pracessS Vatlodid natiSral utdl Statd.
RFEGlFrolaSa gAff 0S dzaSR (2 NBASINOK yS@pbgyaR SYSNHA:
assessment form (sample located at

http://www.palmbeachstate.edu/documents/academic_services/sample assessmetypliibe 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 Programg; Response t&EmergingBusiness and Industry Need

At any tme, 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
Collegehttp://www.palmbeachstate.edu/documents/academic_services/new programs_palmbeachstate.doc
The campus approved form is them forwarded to the VPAA for approval through the Exeeatieedhip

Council.
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Pilot Project Procedures & Guidelines

http://www.palmbeachstate.edu/@cuments/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 projet 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.

AAAAA A

Thepilot projecsB ELISOG SR 2dzi 02YS4a &aK2dzZ R Ngidphwi (KS 02t t &

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 thes S | Cauitzil.

The5 S | gauszil 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
proposingthe pilot project as to the approval status.

If approved, the campus academic dean provides oversight of the pilot project.
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Prior LearningAssessment

The complete policies and procedures for prior learning are found in Section | of the Academic iMantge
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 Collelyas identifiedcertain 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 Stat€ourse 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 certai 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 porifaised system of demonstrating that a student has achieved
the course objectives foAS and PSAV courses. This process involves a written portfolio which is prepared undel
the guidance of a program instructor or faculty member.

CareerPathways/Tech Prep Articulation from the School District of Palm Beach County

Palm Beach State Gaje 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 ifPalm Beach Statpprenticeship 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 atdent enrolled in a health credit or PSAV program where HSC0003 or PRN 0022 is required may meet tt
requirement by documentation of having the course competencies achieved through coursework or work
experience.

FDLE Corrections Academy or Law Ecéonent Academy to Criminal Justice AS Degree

Students who have taken classes through a FDLE Corrections Academy or Law Enforcement Academy and ha
passed the Florida State Certification Exam will be granted credits toward the Criminal Justice ASTtegree.
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, ithbe 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 grab®ldours of coursework. The student must have
LI aaSR Fff RSyiGalf aOASyOS O2dz2NBSa ¢A0GK | 3INIFIRS 27
Hygiene application deadline date.
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Radiologic Technology

Students who havearned their ARRT (Amiean Registry of Radiologic Technologists) credential and are
graduates of a JRCERT (Joint Review Committee on Education in Radiologic Technology) accredited radiogray
program have the opportunity be granted 45 hours of coursework towards the AS dadreeliography.

Florida Fire College to Fire Science

Students who have taken classes through the FSFC (Florida State Fire College) from a credentialed instructor v
be granted the appropriate credit hours for FFP courses that are approved by tt&ckinee Director. The

student requesting credit for FFP classes taken through the FSFC€amysete 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 & Public Safety, it will be forwarded to the registrar for processing.

EPI Cours&quivalencyfor EPI1 0010

Studens who havesuccessfully taken and documented FBRIR Reading Competency 2 through the School

District of Palm Countyithin the last five (5yearsorhavelJr 38 SR WA GK | &/ ¢ 2NJ KA3
course from an accredited college or university with an outline comparable to EPI 0010 within the last five (5)
yearsmay qualify for this equivalency¥he student must also complete a portfolithe student requesting the

credit for EPI 0010 must complete the prior learning assessmentdorpresent it to the Institute for Teacher
Education manager for approval.

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

For more detail, please see Section | of the Academic Management Maqual
www.palmbeachstate.edu/documents/academic_services/sectioni.pdf
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Program Assessment

1. Program Learning Outcomes Assessméiease see Section Dutcomes Assessment
Web Pagehttp://www.palmbeachstate.edu/documents/academic _services/sectionl.pdf

2. General Education AssessmePRlease see Section Dutcomes Assessment
Web Pagehttp://www.palmbeachstate.edu/documents/academic _services/sectionl.pdf

3. Program Health Indicator$’lease see Section-IRrogram Review
Web Pagehttp://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 terminatiee ,campus shall submit in writing to the Vice
President of Academic Affairs (VBAscompeted program termination form
(http://www.palmbeachstate.edu/documents/academic_services/program_termination form)@beng with
the SACS Sulasttive Change Assessment Folttd://www.palmbeachstate.edu/subchange.xinlThe
Program Termination Form muistclude: 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 teachut plan for these students.

2. If the VPAA approves the termination requestyill be taken tothe Executive Leadeingp Councifor
recommendation. If theexecutive Leadership Counreitommend 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.

z ~

L2y (K NB a theRerituluzommittieBapiediol the program termination and the teach

I
t
|
2dz0 L LYy Aa LINBaSydSR G2 GKS OdzNNA Odzf dzy O2YYAUGSS

4, 9F OK &addzRSyid Aa Y2U0AFASR AYy SNROGAZHzZI 2 T LA K $e fdINIRI NIA
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 collegewide email is distribigd announcing program termination.

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

July 2010 G.73


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

PALM BEACH STATE Section GzAcademic Affairs Policies & Procedure010-11
COLLEGE

Program Transfer Procedure

The following are guidelines for the transfer of programs andisciplines betweefPalm Beach Stataampuses.This procedure
must be started at least one year in advance of the proposed ni®ri@r. to a recommendation for program transfer, a meeting
should be held between the original and receiving campus leader#fieims to discuss and resolve are:

1) Ratiorale for transferring program. The rationalessild be clear and documented for ease of sharing with the receiving
campus. History of program, its enrollment, completers and other data should be shared.
e 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.
e Curriculum Issues
Status of program, pendingizriculum changes
Number of majors
Completion rates
Library resource needs (already in place, to be moved or need to be requested in the budget cycle at the new location)
Relationship to other academic programs
. SACS Substantive Change logpions(seehttp://www.palmbeachstate.edu/subchange.xinl
e Budget
a. Plan for changes in budget, personnel
b. Discussion of any need for new budgets or separation of current budgets
c. Is any Fod-2 or grants associated with the transferred program

"o a0T

' FGSN) F620S RAA&AOdzAaAZYZ NBO2YYSYRFGAZ2Y (2 GNIFyaFSN LINEINTY
recommendation® Y 5SIyaQ /2dzyOAf (2 ;YEAA @dainhedd PlestdeniSadditisng SACS Valldzsve A
to be notified and a substantive change application prepared and filed.

2) If arecommendation has been approvieglthe Presidentthe following guidelines should be followed:

e Course Management

Who will hire adjincts, load sections, and do adjuncts (PAFs); for which terms?

Confirmation of the course wheel

Isthe program free standing, i.e. AS, AAS or located within an existing department?

Plan for transfer of credentialing rosters, transcripts and peyséf FAf Sa FNRBY 2yS aaz20Al i
Facility classification and usage notification to facilities

Sections reallocation

Who is responsible for deliverable/accountability during transfer?

@ po0oT

e Communication of above information by aginal and receiving campus leadership:
To VPAA, Academic Leadership Council, Provosts

To students

To Business Partnership Council, community, related business interests

To College Relations and Marketing

Computer Resources, LLRC, Media &esvi

To Payroll, Purchasing, Business areas

-0 o0oTp
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Release Tim®rocedure &Guidelines

1. Department Chair release timeseecurrent Collective Bargaining Agreement
(http://intranet.palmbeachstate.edu/hr/collectivebargainingagreemnt. pdf

2. ¢KS I OF RSYA O mayadsighaefease rdzgeOdcddemic year for each of the following areas:

a. Student activity related projects

b. Professional Teaching and Learning €ent

c. Physical fitness testing/campus wellness coordination

d. Music auditions & productions

e. Theatre production

f.  Greenhouse coordination

g. Wetlands project

h. Program/Regionaccreditation

i.  Grant activities

j.  Presidential and/or Academic Affairstiatives

k. ServiceLearning
3. Release time will be available collegige for curriculum development gfew 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.

e z 7 A

5, 1ff NBtSFHaS GAYS NBl|jdzSada NB adomYAGGSR G2 GKS
6. Release time is approved by the President upon recommendation from the Vice President of Academic
Affairs.
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Request br Advancement in Rank

The forms below will help guide the process for advancement in rank for bargaining utiimeufiaculty
members.

Request for Advancement in RanlCoursework or degree Hield - Form to request advancement in rank
using courses or a degree that is within the faculty memhkas&gned area of specialization:
http://www.palmbeachstate.edu/documents/academic_services/academic rank form infield.doc

Request for Advancement in RanlCoursework or degree outside the area of specializatidform to request
advancement in ranksing courses or a degree that is outside of the faculty membegsgned area of
specialization:

http://www.palmbeachstate.edu/documents/academiservices/academic_rank form out of field.doc
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Sabbatical eave Guideline& Timeline

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

Timeline:

o 1st week of October Announcemenis madeby email to all facultypy the Vice President ofcAdemic
Affairs (VPAAthat applications for Sabbatical Leave for the following academic year are due by
December 1.

o December 1 Sabbatical Lag applications are due to VPAA.

e 1st week of DecemberApplications are sent to the Sabbatical Leave Commitbe review and
ranking.

e 2nd week of DecemberSabbatical 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.

e 1st or 2nd week of JanuaryFaculty(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

e February- Sabbatical Leave Awards are placed on th©DBgenda for approval. An announcement is
made to the college of the recipients of the awards following the Board meeting, and a sumihtiaejr
proposals are posted to the &b.
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Staffand Program Development

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

Funds for Staff and Program Development (S&BDall Academi@areas are in the budget of the Vice President

of Academic Affairs. To request funds for travel or an activity that enhances teachitgpamiag, fulltime

faculty and stafin the Academiareas 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 mak
recommendationgo the Vice President of Academic Affairs.

Please see the following document for complete details:
http://www.palmbeachstate.edu/documents/Academic Affairs/SPDGUID.pdf

SPD Deadlinehttp://www.palmbeachstate.edu/X3431.xml

Proposal Form Ahttp://www.palmbeachstate.edu/documers/Academic Affairs/SPD_A.doc

Proposal Form Bhttp://www.palmbeachstate.edu/documents/Academic _Affairs/SPD_B.doc

Proposal Form €http://www.palmbeachstate.edu/documents/Academic_Affairs/SPD_C.doc

Activity Report Form http://www.palmbeachstate.edu/docurants/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 SACOC policy on substantiveange (compliance with 3.12).
2. Policy:No employee of Palm Beach State College will implement any chandeditege ProgranCollege Campuys
College Campus Offering®ff-site Location, District Board of Trustees PolmyProgram Delivery Methodhat might
create a substantive change without the approval of $éstantive Change Review Committee.
3. Process for Submissiorfaculty and/or staff must submit one of two forms for assessment and/or approval:
A. Substantive Change Assessment Fdifferm 1 page XX This form must be submitted for each type of change as
outlined in the Substantive Change Responsibility Chart.STbstantive Change Assessméoatm will be required of
every curriculum action that adds or modifies a program. Submission of the forothfer 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 theSubstantive Change Review Committee
B. Campus OffSite Course Approval Forfrorm 2, age XX This form is submitted for each afampus site utilized by
the campuses. The form is submitted to tBabstantive Change Review Committee.
4. Process for Reviewf heSubstantive Change Assessment Fand theCampus OffSite Course Approval Formill be
reviewed by theSubstantive Change Review Committ@mnsisting of the Vice President for Academic Affairs, the Dean of
Curriculum, Planning & Research, the Dean of Baccalaureate Studies, the Director of Institutional Research & Effectivenes
and theManager of AssessméntAny further actions required to be filed with the SAGSC will be coordinated by the
/ 2t f S3ILAQLialsdn/ {

Substantive Change Responsibility Chart

Type of Change SACS Prior Time Frame for| Prior Documentation | Palm Beach
Procedure | Notification Contecting COC| Approval State College
Required Required Responsibility
and Approval
Initiating coursework or 1 Yes 12 months Yes Application for | NA¢ already
programs at a more Level Change | approved at
advanced level than baccalaureate
currently approved. Duedates: April | level
(College Program) 15 or October 1
Expanding at current 1 Yes 6 months Yes Prospectus R: VPAA
degree leve(significant A: President,
departure from current DBOT
programsi
(College Program)
Initiating a branch capus 1 Yes 6 months Yes Prospectus R: VPAA
6aSS RSTAYAL A: President,
OF YLJza¢ 2y L DBOT
documen)
(College Campus)
Initiating joint degrees with 1 Yes 6 months Yes Prospectus R: VPAA
another institution (see A: President,
Commission policy DBOT
G/ 2ftF 02N GA
Arrangements: Poljcand
Procedures)
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PALM BEACH STATE Section GzAcademic Affairs Policies & Procedure010-11

COLLEGE
Type of Change SACS Prior Time Frame for| Prior Documentation | Palm Beach
Procedure | Notification Contacting COC| Approval State College
Required Required Responsibility

and Approval
(College Program)
Initiating a certificate R: VPAA
LINEINF YX oG8 A: President,
workforce development) DBOT
Xdza Ay 3 SEAAD NA NA NA NA None
courses
XF G I+ -¢a®pus skef .

: 1 Yes Approval Yes Modified
(previously approved . .
required prior prospectus
program to
implementation
;I( UKF Uf Aa I Ié 1 Yes Approval Yes Modified
eparture from prelV|ous y required prior prospectus

approved programs to
(College Program, Ofite) implementation
Initiating offcampus sites R: Provosts
(including Early College A:VPAA

High School programs
offered at the high school)
X

X{GdzRSy G Ol y]

percent or more credits 1 Yes 6 months Yes Prospectus

toward program

X { 0 dzR Sobtain 2549y 2 Yes Prior to Letter of

percent of credit implementation No Notification
NA NA NA NA None

X{GdzZRSyd Ol vy)]
percent or less
(Off-Site Location)
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COLLEGE
Type of Change SACS Prior Time Frame for| Prior Documentation | Palm Beach
Procedure | Notification Contacting COC| Approval State College
Required Required Responsibility
and Approval
Expanding program R: Provosts
offerings at previously Al VPAA
approved offcampus sites
X! RRAY 3 LINE 3 2 Yes Priorto No Letter of
significantly different from Implementation Notification
current programs
XTI RRAY 3 LINE 3
NOT signifi?:/antly different NA NA NA NA NA
from current programs
(College Program)
Altering significantly the 1 Yes 6 months Yes Prospectus R: VPAA
educational mission of the A: President,
institution’ DBOT
(DBOT Policy)
Initiating distance
f SIENYyAy3IX
XhFFSNAY3I pn 1 Yes 6 months Yes Prospectus | Already
more of a program (Once approved at
approved, institutions may 50% or more
add programs that are
significant departures from
the originally approved
programs by submitting R: VPAA
notification in advance) A: Predlent,
DBOT
X h FF S NW® gekent p 2 Yes Prior to No Letter of
implementation notification
X h @rifig 24 percent or NA NA NA NA None
less
(Program Delivery
Method)
Initiating 2 Yes Prior to No Letter of R: VPAA
programs/courses offered implementation Notification A: President,
through contractual DBOT

agreement or consortium.

(College Program)
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COLLEGE
Type of Change SACS Prior Time Frame for| Prior Documentation | Palm Beach
Procedure | Notification Contacting COC| Approval State College
Required Required Responsibility

and Approval

Initiating a 3 Yes 6 months Yes Prospectus due| R: VPAA

merger/consolidation with dates: April 15 onf A: President,

another institution October 1 DBOT

(DBOT Policy)

Relocating a main or 1 Yes 6 months Yes Prospectus R: VPAA

branch campus A: President,
DBOT

(College Campus)

Relocating an of€tampus 2 Yes Prior to No Letter of R: VPAA

instructioral site implementation Notification A: President,
DBOT

(Off-Site Location)

Changing governance, 1 Yes 6 months Yes Prospectus R: VPAA

ownership, control, or lega| A: President,

status of an institution DBOT

(DBOT Palicy)

Changing from clock hourg 1 Yes 6 months Yes Prospectus R: VPAA

to credit hours A: President,
DBOT

(College Program)

Altering significantly the 1 Yes 6 months Yes Prospectus R: VPAA

length of a program A: President,
DBOT

(College Program)

Initiating degree 1 Yes 6 months Yes Prospectus R: VPAA

completion programs A: President,
DBOT

(College Program)

Closing an institution or R: Provosts

program: (see Commissiol A VF_’AA.

LRt AOR 4/ t2a President,

2NJ Lyadaddza DBOT

XOt2aiAy3a I L 2 Yes _ Prior to _ No Description of

. implementation plan

internal teachout protocol

X Ot 2aiy3 I 1 Yes 6 months Yes Copy of teach

teach-out agreement with out agreement

another institution

. Prior to No Description of
XOot2aAy3 +y 2 Yes implementation plan

(DBOT Policy)
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COLLEGE

1
a significant departure in program is one in which the proposed new program has no closely related counterpart amongah&\pepproved

programs inth® dzNNJ& Odzf dzyd ¢2 RSGSN¥YAYS AT | ySg LINBINIY A& | 4aA3ayATaiol,

e  Numbers of new faculty?
e Many new courses?
New library or other learning resources?
New equipment or facilities?
e A new resource b&®
2signh‘icant changes in mission are those that lead to a fundamental shift in the nature of the institution, such asuiomttat had offered
only professional programs deciding to add general education offerings, or a technical collegertnarsftself into a comprehensive community

college.

3 = z ~ a A~ z A z A z z - A A A
AAIYAFAOIYG OKIy3aSa Ay LINBANIY fSy3dK NB (GK2aS ¢ Al Kccaadréate Ocreadiors 124 howdt®© i 2
150 hours).
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COLLEGE

Form 1
Substantive Chage Assessment Form
Submitted by:

Date:___
Brief Description of Proposed Change:
52Sa @2dzNJ LINRPLI2ZaSR OKI YES NO Time Frame for Prior
Contacting SAGS | Approval
CcoC Required by
SACS
Initiating courgwork or programs at a more [] [] 12 months Yes
advanced level than currently approved
Expanding at current degree le\(slgnificant L] L] 6 months Yes
departure from current programls)
Initiating a branch campus (see definition of [] [] 6 months Yes
GoNF yOK OF YLIzaé¢ 2y LI®
Initiating joint degrees with another institution (se [] [] 6 months Yes
/| 2YYAaaArzy LRtAOe a/ 2ft
Arrangements: Policy and Redures)
LYAGAFGAY3 I OSNIATFAOL
workforce development)
] ] NA NA
XdzaAy3a SEAAGAY T | LILINR Y
] ] Approval required
prior to Yes
implementation
Xl G | -¢a®pus skeRFeviously approved ] ] Approval required
program) prior to
implementation Yes
XGKFG A& | &k HoyhprévioGly y i
approved programls
Initiating offcampus sites (including Early College
Il A3K {OK22f LINPINIYa 2
[] []
X{GdzRSy (i OFy 206(FAY pn ] ] 6 months Yes
toward program
[] [] Prior to No
implementation
X{GdzRSy (i Ohoperedt dfcrddif H p
NA NA
X{GdzRSy (i OF Yy tddesd Ay HnN
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COLLEGE
52S5Sa @&2dz2NJ LINEPLR2ASR OKI YES NO Time Frame for Prior
Contacting SAGS | Approval
cocC Required by
SACS
Expanding program offerings at previously
approved offcampus sites
[] [] Prior to No
X! RRAY3I LINRINFYa GKI G Implementation
from current programs
[] [] NA NA
X!I' RRAY3 LINPINFYa GKI G
different from current programs
Altering significantly the educational mission of th [] [] 6 months Yes
2
institution
LYAGAFGAY3 RAAGFYOS f§ L] L]
6 months Yes
XhFFSNAYI pn LISNDOSyid 2
approved, institutions magdd programs that are
significant departures from the originally approve ~ Priorto No
programs by submitting notification in advante) implementation
NA NA
X h ¥ F S NW® gerent p
XhFFSNAYI un LISNOSyid 2
Initiating programs/courses offered through L] L] Prior to No
contractual agreement or consortium implementation
Initiating a merger/consolidation with another [] [] 6 months Yes
institution
Relocating a main or branch campus [ ] [ ] 6 months Yes
Relocating an oftampus instructional site [ ] [ ] Prior to No
implementation
Changing governance, ownership, control, galle ] ] 6 months Yes
status of an institution
Changing from clock hours to credit hours [] [] 6 months Yes
3
Altering significantly the length of a program [] [] 6 months Yes
Initiating degree completion programs [] [] 6 months Yes
Closing an institution or program: (see Commissi
L2t A0e G/ ft2aiy3da | tNRJ
XOt2aAy3 | LINRPINoW GAl ] ] _ Priorto_ No
protocol implementation
[] []
6 months Yes
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COLLEGE
52S5Sa @&2dz2NJ LINEPLR2ASR OKI YES NO Time Frame for Prior
Contacting SAGS | Approval
cocC Required by
SACS
X QOrig & program with a teacbut agreement Priorto No
with another institution implementation

XOt 2aAy3 Fy AyalAdlddza?

Review by Substantive Change Committee:

[ ] Approvec Description of actions needed for SACS Compliance
[ ] Not approved

[ ] Returned to submitter foadditional explanation:;

Date of Review:
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