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Faculty Orientations

The goals of the Faculty Orienation sessions are to
create a welcoming transition for new instructors and
to connect them with available resources and services.
The following topics are addressed during orientation:

e Human Resources information including a
review of benefits, important college policies,
etc.

e |LCC Systems that impact faculty, such as Star

Port and LCC’s Learning Management System.

e MAHE, which is LCC’s local labor union for
faculty, and what it means to be a union
member.

e The various resources and services available
through the Center forTeaching Excellence
(CTE), Media Services, Police and Public
Safety, etc.

(ll”

e (ollege policies, such as “I” (Incomplete) and
“W” (Withdraw) grades, attendance, etc.

¢ Information on professional development
opportunities such as the
12-Week Seminar, Transforming Learning
through Teaching, and various CTE workshops,
including ANGEL training.

The Center forTeaching Excellence offers face-to-
face orientation sessions at the onset of each semester,
along with an online version, which is available
throughout each semester. See our website at http://
www.lcc.edu/cte/workshops/orientation.aspx for more
information and to register online, or call the CTE
registration hotline at (517) 483-1977.

12-Week Seminar

The CTE offers a 12-Week seminar, Transforming
Learning Through Teaching, both Fall and Spring
semesters. It provides faculty and interested staff the
opportunity to:

Additional Information

Experience teaching and learning techniques
and strategies that can be adapted to their
courses

Meet colleagues from across disciplines to
share victories and resolve challenges

Try new teaching techniques with the support
of colleagues doing the same

Learn more about LCC policies and practices
that impact teaching and learning
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To learn more about this seminar and hear
what your colleagues have to say, go to
http://www.lcc.edu/cte/workshops/tltt.aspx.

To view a brief video, visit http://lcc.edu/cte/
workshops/tltt_video.aspx.

Faculty will receive a $500 stipend based on
participation and completion of requirements.

To register for this seminar, call the CTE
Registration Hotline at (517) 483-1977, or
register online at the URL listed above.

Fore more information, contact the seminar
facilitator, Tracy Price, at (517) 483-1427.

CTE 12-Week Seminar in Progress, TLC 326
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Workshops

LCC faculty have access to timely, ongoing
workshop opportunities through the CTE. Our
workshops offer practical techniques and strategies
to strengthen teaching and learning. Faculty are also
introduced to effective methods for incorporating
instructional technology into the learning environment.
These professional development opportunities are
significant as the College continues to move to a
learning-centered environment.

The majority of our workshops are offered in a
one, two, or three hour format. The workshop schedule
is available at the onset of each semester and can
be accessed via the CTE’s website at http://www.lcc.
edu/cte/workshops/calendar.aspx. Additionally, email
reminders are sent prior to each workshop. You may
register for workshops by responding to the registration
form that accompanies email advertisements, by
calling our registration line at (517) 483-1977, or by
enrolling online at http://www.lcc.edu/cte/workshops/
registration.aspx.There are no fees for CTE workshops
taken by LCC employees. Note: For the most current
list of workshops, go to our website at http://www.lcc.
edu/cte/workshops/registration.aspx.

LCC/CTE Teaching Online Certification

As online enrollment continues to rise, so too
does the need for faculty who are prepared to teach
online. Designing and teaching online courses requires
skills that differ somewhat from those required of
teaching face-to-face classes.To that end, this online
seminar has been designed specifically for faculty who
will be teaching online and/or hybrid courses. Upon
completion, the successful participant will be able to:

e Apply basic skills and knowledge relevant to
teaching in the online environment.

e (Create an ANGEL course site which is easy to
navigate.

e (reate a comprehensive and clear syllabus,
and use effective strategies for creating a
community in the online classroom.

e Compare and contrast the appropriate and
potential use of web-based applications and
educational technologies (e.g., discussion
forums, PowerPoint, chats, blogs, social
networking, etc.).

e Distinguish among and employ a wide range
of assessment strategies.

e |dentify resources and strategies available to
LCC students to help them be successful in
online courses.

e |dentify strategies and resources available to
help faculty manage their time and workload
when teaching online.

e Describe how Master Courses, Learning Object
Repositories, Roster Synchronization, and
LCC’s Express Server work together to more
efficiently manage content.

e Locate and utilize resources available for
requesting support and for more effectively
using LCC’s Course Management System,
ANGEL (e.g., the Help Desk, eLearning’s Web
site, Request Forms, the Faculty Community
Group, Center forTeaching Excellence
workshops, etc.).

e Apply LCC’s Course Management System
Standards and Policies.

e Select a specific technology tool (e.g.,Wimba,
Jing, Respondus, etc.) or best practice and
demonstrate how to apply it to their online
course.

Prerequisite Information
Prerequisites forTOC have been established for two
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purposes: 1) To ensure that participants are prepared
to use LCC’s course management system, and 2) To
experience learning in an online environment.To satisfy
prerequisites, participants need to select one of two
paths Path One is designed for the person who has a
good working knowledge of ANGEL, and Path Two, for
the person unfamiliar with ANGEL.

Path One
Step 1: Complete the ANGEL Proficiency Exam offered
through the Center forTeaching Excellence.

To schedule your proficiency exam, please
complete “The ANGEL Proficiency Exam
Request” form, http://www.lcc.edu/cte/toc/
prof_exam_request.aspx. Please be advised
that you must pass this proficiency exam with
an 85% or better.

Step 2:Take eLearning’s “Introduction to ANGEL for
Students” and complete the “Introduction to
ANGEL for Students Final Assessment” at the
end.

To take the “Introduction to ANGEL for Students:”
1. Login to ANGEL using your TUID and
Password.

2. Select “Introduction to ANGEL for Students”
(followed by the Current Semester and Year)

from the list of courses on ANGEL's homepage.

If you do not see the “Introduction to ANGEL
for Students,” or you cannot login to ANGEL,
please contact the LCC Help Desk at (517)
483-5221 or lcc1@lcc.edu.

Path Two
Step 1:Take the “Introduction to ANGEL” workshop
offered through the CTE.

Step 2: Upon completion of the above workshop, take
the “Introduction to ANGEL Assessment.”
Please be advised that you must take this
assessment as many times as necessary prior
to the start date of TOC to obtain a 85% or
better.

To take the “Introduction to ANGEL Assessment:”

1. Login to ANGEL using your TUID and
Password.
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2. Click on“Faculty Community Group” under
Community Groups on your homepage.

3. Click on the Content tab.

4. Click on the “Introduction to ANGEL
Assessment” folder to begin the assessment.

If you do not see the “Introduction to ANGEL
Assessment,” or you cannot login to ANGEL,
please contact the CTE at (517) 483-1680 or
cte@Icc.edu.

Step 3:Take eLearning’s “Introduction to ANGEL for
Students” and complete the “Introduction to
ANGEL for Students Final Assessment” at the
end.

To take the “Introduction to ANGEL for Students:”
1. Login to ANGEL using yourTUID and
Password.

2. Select “Introduction to ANGEL for Students”
(followed by the Current Semester and Year)
from the list of courses on ANGELs homepage.
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If you do not see the “Introduction to ANGEL
for Students,” or you cannot login to ANGEL,
please contact the LCC Help Desk at (517)
483-5221 or lcc1@lcc.edu.

Note: Completion of the above prerequisites will be
verified prior to participants being officially enrolled in
the “LCC/CTETOC.”

LCC/CTE Learning Scholars
Goal

To acknowledge faculty, staff and administrators
who choose to enhance their knowledge and skills
in the areas of teaching, learning and instructional
technology by participating in CTE offerings.

Why Participate?

The Center forTeaching Excellence (CTE) offers
over 100 different learning opportunities a year. Based
on your participation, the Learning Scholars Program
will recognize your learning endeavors by awarding
different levels of scholarship. Scholarship will be
recognized during Faculty Appreciation Day.

Achieving a Scholarship Level

LCC faculty, staff and administrators accumulate
hours toward scholarship each time they present or
participate in CTE offerings.

e Bronze Scholarship level recognizes 10 hours

e Silver Scholarship level recognizes 20 hours
e Gold Scholarship level recognizes 40 hours

e Platinum Scholarship level recognizes 40
hours plus an additional 4 hours each year.
This level is maintained if the 4 hours are
completed by March 31st of each academic
year. If not, scholarship level reverts back to

the Gold Level.

The LCC/CTE Learning Scholars was inspired by
TheTeaching Academy of New Mexico State University.
For more information visit http://www.lcc.edu/cte/
service_support/learning_scholars/.

Self-Paced Online Workshops

It is also possible to experience some of the CTE’s
workshops in a self-paced, online format via the
CTE’s website at: http://www.lcc.edu/cte/resources/
self_paced/.

Getting Your Class Off to a Great Start
Participants in this workshop learn a variety

of icebreaker activities, how to create a positive

environment, a technique called “problem posting,”

how and what course policies to cover, as well as

suggestions for introducing the course content on the

first day of class.

Course Planning and Development

This workshop focuses on developing and writing
outcomes, learning activities, and assessment methods.
Elements of a course syllabus and textbook selection
criteria are also examined.

Early Semester Student Feedback Techniques

Learn quick and easy student feedback techniques
that may be used throughout the semester to
determine what activities enhance and hinder student
learning.

Online Teaching Support

The Center forTeaching Excellence acts as an
on-going resource for faculty who are developing and
implementing an online and/or hybrid course. Support
is offered in numerous ways, including training on
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website and communication tools, along with a host of
additional resources such as:
e The “LCC/CTETeaching Online Certification.”

¢ [ndividual instructional technology support,
available Monday through Friday, inTLC 324
during our open hours on a walk-in basis or by
appointment.

e Scanners
e (CD/DVD burners

Individual Consultation Services

For faculty members who want individual support
from CTE staff, it is readily available in the following
areas:

e Lesson planning and development

e Curriculum and course development, including
curriculum development for a new course or to
upgrade a current course

e Student outcomes assessment planning; that
is, determining ways to evaluate whether
students have achieved course learning
outcomes

e [nstructional technology assistance from
experienced faculty and technical support staff

e (lassroom management issues in the learning
environment
To find who can best meet your needs in the areas
addressed above, contact Tracy Price at (517) 483-
1427

Small Group Instructional Feedback (SGIF)
Sessions

Small Group Instructional Feedback (SGIF) ses-
sions are available to faculty who wish to assess their
teaching and student learning at mid-semester, while
there is still time to make a difference. During the first

or last 20 to 30 minutes of one class session, a CTE
consultant confers with students about what is enhanc-
ing their learning, what is not, and what changes would
improve their learning. Soon after, the consultant
meets with the instructor to share findings and discuss
possible strategies for increased learning. The SGIF and
consultations are strictly confidential. See the CTE’s
website at http://www.lcc.edu/cte/services_support/
sgif/ for more information and/or to schedule a SGIF.

Teaching Circles
Each year the CTE sponsors several Teaching
Circles. A Teaching Circle is a small group of faculty
(4 to 10 maximum) who meet an average of six times
throughout one semester or an entire academic year to
work together on a specific teaching and learning issue
or concern. Teaching Circles provide an opportunity to:
e Meet with other colleagues to share ideas

around a common theme or question in
teaching and learning
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e (ollaborate with other faculty on a specific
topic or project that will have an impact on
learning and/or curriculum

e Learn together and continue to develop

professionally as a college teacher

Topics for aTeaching Circle could include issues
in online teaching, writing across the curriculum,
collaborative/cooperative learning, active learning,
incivility in the classroom, service learning, teaching
portfolios, assessing and grading students’ learning,
multiculturalism in the classroom, etc.

Teaching Circles can be formed in Fall and/or
Spring Semesters only. All faculty may participate in a
Teaching Circle, both part-time and full-time. Others
may be invited to participate in aTeaching Circle at
the discretion of the Teaching Circle faculty members.
Groups may be from the same discipline or cross-
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disciplinary. Each Teaching Circle will receive up to
$500 from the Center for Teaching Excellence to
support the group’s activities. To learn more about
Teaching Circles, see the CTE’s website at http://www.
Icc.edu/cte/services_support/teachingcircles/ or call
Tracy Price at (517) 483-1427.

CTE Grant

Academic Software Grant

This grant provides faculty with an opportunity
to try new and/or innovative software in teaching,
research, or community service. Grants are limited
to a maximum of $500 each, and there are no
application deadlines. For more information and/or to
submit an application, see our website at http://www.
Icc.edu/cte/services_support/cte_grants/, or contact
JohnThommen at (517) 483-1444.

Faculty Appreciation Day

Although the CTE appreciates LCC faculty
everyday, it does so in a grand way during the month
of April, and hosts a very special day-long event
celebrating faculty talents and interests. Faculty
Appreciation Day is always a relaxing experience
shared with familiar and new colleagues. It is an event
you will be glad you attended. The CTE advertises
Faculty Appreciation Day activities Spring Semester.

The Applegram

An Applegram is like a telegram. It is a message
of appreciation, a way to say “thanks.” A student or
LCC employee can send an Applegram to an instructor
or staff member who has made a positive difference.
It might be sent to compliment teaching methods,
enthusiasm, preparation, classroom interaction, special
help, etc. To send an Applegram, go to the CTE’s
website at http://www.lcc.edu/cte/services_support/
applegram/ and complete the online form. Since the
CTE introduced the program in 1999, well over two
thousand Applegrams have been sent to deserving
LCC faculty and staff!
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The CTE Website

Visit our website at http://www.lcc.edu/cte. In
addition to general information about the Center
for Teaching Excellence and its staff, resources, and
services, you will also find information regarding:

e The CTE’s open hours for each semester

¢ Faculty Orientations

e The calendar of workshops - both faculty
development and instructional technology
offerings

e The 12-Week Seminar, Transforming Learning
Through Teaching

e The LCC/CTETeaching Online Certification
e Teaching resources, services and support
e TeachingTips

e The CTE’s LeadershipTeam members

e Links to newsletters, articles and journals
related to teaching and learning

e Faculty Appreciation Day

e And much more...

Resources Available Online
In addition to the above, you will find the following
valuable resources available via the CTE’s website.

Emailed Teaching Tips

The CTE is always exploring ways to support
teaching and learning at LCC. Throughout the year, the
CTE Director, Tracy Price, sends Teaching Tips via email.
These tips are archived on our website at
http://www.lcc.edu/cte/resources/teachingtips/. If
you have suggestions for teaching tip topics, do not
hesitate to let us know via phone (517) 483-1680 or
by email at cte@Icc.edu.

Dealing with Classroom Incivilities

This brochure provides background information on
incivility, as well as suggestions for preventing and/or
coping with it. For a copy of this invaluable resource,
see the CTE’s website at http://www.lcc.edu/cte/pdf/
classroom_incivil.pdf

Classroom Strategies for Fostering Student
Retention

This booklet includes 12 key strategies with
specific examples for retaining students, which faculty
can adapt to their courses. It can be accessed at
http://www.lcc.edu/cte/resources/studentretention/.
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CTE Faculty Technology Room (TLC 324H)
The CTE Faculty Technology room within the CTE

provides a number of unique resources for faculty

and staff. The Center’s resources include state-of-

the-art hardware and software. In addition, CTE staff

are usually available to assist with your instructional

technology questions.

Hardware and Equipment in the CTE

The Center’s resources include state-of-the-art
hardware and software. There are Windows computers
along with one Mac, scanners, both a color copier/
printer/scanner and a black & white printer, CD & DVD
burners, and a 25 inch wide laminator.

Additionally, the Center has a collection of portable
equipment which may be borrowed such as:
e Mimio smart board recorder

e Air Mouse (Keyspan remote mouse)

e Three Personal Response Systems (“Clickers”).
One system is an Infrared (line of sight), and
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the other two are radio frequency based. It is

recommended that instructors arrange training
with JohnThommen ((517) 483-1444) before
attempting to use this resource.

Most equipment can be borrowed for one week
and renewed for one week. Special considerations for
extensions are made. The Air Mouse can be borrowed
for 24 hours and the “Clickers” can be borrowed for 48
hours.

Software Available to Use in the CTE
The computers inTLC 324H are loaded with
a variety of software. While all programs are not
available on all machines, a sign on each computer
monitor lists the specialized software installed on
that machine. Ask the technical staff on duty which
computer has the specific software you need. A
sampling of our software, grouped into broad
categories, includes:

Multimedia Presentation
e Microsoft 2007 & 2010

e |mpatica (Compresses and converts
PowerPoint slides into web presentations. One
copy available.)

e iSpring (Converts PowerPoint slides to Flash.
Two copies available.)

Compression
e WinZip
e 7-Zip

Database
e Microsoft Access 2007

Graphics
e Adobe Illustrator CS5

e Adobe Photoshop CS5
e Adobe Photoshop Elements

Operating Systems
e Mac05X10.6

e Microsoft Windows 7

Page Layout
e Microsoft Publisher 2007

e Adobe InDesign CS5

PDF Reader/Editor
e Adobe Acrobat Reader/Writer

e Microsoft Word 2007 can be used to write to
PDF formatted files.

Spreadsheet
e Microsoft Excel 2007

Video
e (Camtasia

Web Design
e Macromedia Dreamweaver CS5

e Microsoft SharePoint Designer 2007
e Macromedia Flash CS5

CD-ROM Production
e Roxio Creator Basic

(Continued on next page)
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Presentation Room (TLC 326)

This room is the site for our workshops and 12-
week seminar. This room may also be reserved for
departmental/program meetings or training.

To reserve the Presentation Room (TLC 326), call
the CTE at (517) 483-1680 after the onset of each
semester.

CTE Presentation Room,TLC 326
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FAQs About the CTE

Questions about General Office Operations

When is the CTE open?

During Fall and Spring semesters, the CTE is
open from 8:00 a.m. to 6:00 p.m., Monday through
Thursday, and 8:00 a.m. to 5:00 p.m. on Friday.
Summer Semester, the CTE is open from 8:00 a.m. to
5:00 p.m., Monday through Friday. Between semesters
and during Spring Break, the CTE is open 8:00 a.m. to
5:00 p.m. During the final week of each semester, the
CTE offers extended open hours to assist with grade
entry. For more information on our extended hours, see
our website, emails, or call (517) 483-1680.

Who will find the Center for Teaching
Excellence helpful?

Faculty and staff involved with the teaching and
learning process will find the CTE’s resources and
services valuable.

How do | reserve TLC 326, the CTE
Presentation Room?

After the onset of each semester,TLC 326 may be
reserved for special events and meetings by calling the
CTE at (517) 483-1680.

May | use the phone or the fax?
The phones and fax are primarily for CTE staff use.

Can someone in your office make copies, labels,
and the like for my department?

The CTE does not have the capacity to do this
type of work for departments. If you are facilitating
a workshop through the CTE, our staff can reproduce
copies of your materials if received three to five
working days in advance of the workshop.

Questions about the CTE Library and
Computer Workroom

What types of resources and equipment do you
have in the Center for Teaching Excellence?

Briefly, the CTE has:
e A reference library with over 500 titles

e Periodicals, videos, audios, and CD-ROM
materials

e Alarge variety of software (see page 24)

e State-of-the-art equipment for use in the
Center, including an Apple Computer and
several PCs, scanners, CD & DVD burners and
a color copier/printer

e Portable equipment for checkout including
remote mice, a mimio, and Classroom
Response Systems (“Clickers”)

e Personnel to assist with using the equipment
and software programs

For more information about the CTE’s resources
and services, see our website at http://www.lcc.
edu/cte. The site also includes information about
our library and allows users to search for and check
the availability of books at http://www.lcc.edu/cte/
lib_tech/library.aspx.

Who can checkout books and equipment from the
CTE? How long may | keep items | check out?

The Center loans materials to LCC faculty and staff
who have a valid Star Card. Books are checked out
for three weeks. Multimedia are checked out for two
weeks. Technology equipment is checked out for one
week or less, depending on the item.
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May | suggest new books for the CTE’s library?
Yes, either contact Tracy Price at (517) 483-1427
or email her at pricetl@Icc.edu.

May | renew books or other materials that | have
checked out?

Yes, you may either send an email to the Center
for Teaching Excellence at cte@Icc.edu or call us at
(517) 483-1680. Books, CD’s, tapes and videos are
renewed for two weeks. Most technology equipment is
renewed for one week unless it has been reserved by
another patron.

Questions about the CTE’s Technical
Resources and Services

Where are the computers, printers, and scanners
for visitors located?

They are located in the Faculty Technology Room,
TLC 324H, to the left of the reception desk.

Where is the laminator and what arrangements
do | need to make to use it?

The laminator is located behind the CTE front desk
inTLC 324. Please call the CTE at (517) 483-1680
at least 30 minutes in advance, so that our staff can
prepare the laminator for your use.

How many Apple Computers and PC’s are there in
the Faculty Technology Room?

There is one MacPro and seven Windows 7
computers.

What version of Microsoft Office do you have?
The computers in the Faculty Technology Room,
TLC 324H, have Microsoft Office 2007, which includes:

Word, Excel, PowerPoint, Access, Outlook, Visio, and

Publisher. Please see the software listing on page
24 for a sample of many other types of software
that are loaded on computers inTLC 324H.

Do you have a color copier/printer?

Yes, a Konica C350 copier/printer, which is
available to use for small (5-10 pages) printing and
copying jobs. For larger print jobs, speak to your
department.

Do you have a scanner? If so, how do | scan
pictures or text?

The CTE has three scanners, all of which are

capable of high resolution scanning. A set of directions
(QuickStarts) for scanning pictures, text, and slides
have been prepared and are available inTLC 324H.
If the QuickStarts do not meet your needs, as always,
staff members are available to assist you. The Konica
(350 copier can also function as a sheet fed scanner,
and a QuickStart is available for this as well.
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Questions about the CTE Workshops

When are the upcoming workshops? Where do |
get the schedule?

The CTE Faculty Director and the CTE Online
Learning Faculty Developer establish the workshop
calendar prior to each semester.The workshop calendar
is distributed via postal mail, email and the CTE
website. Workshop schedules are also available in the
CTE, roomTLC 324. Once the semester is underway,
the CTE’s website (http://www.lcc.edu/cte/workshops/
registration.aspx) has the most up-to-date information,
including room changes and cancellations.

What do | need to bring to workshops?
All you really need to bring is a desire to learn
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from, and share with, your colleagues. You may want
to bring a pen or pencil. However, if you forget, we
have them available.

Who is responsible for the scheduling of
workshops and preparation of materials?
Several staff members contribute to the Center’s
workshop scheduling and delivery. The CTE Faculty
Director and CTE Online Learning Faculty Developer
establishes the workshop schedule prior to or
early in the semester based on requests and new
teaching/learning innovations. Support staff are then
responsible for developing the communications that
are disseminated across campus, copying materials,
and making sure the room is ready. Facilitators
develop learning materials used in the workshops they
facilitate.

May a Program/Department/Division request a
specific workshop on a particular day, date and
time?

Yes. Simply call the CTE Faculty Director, Tracy
Price at (517) 483-1427, and discuss the topic, day,
date, and time. Every effort will be made to honor
requests tailored to specific needs.
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The History of Lansing Community College  opportunities to improve their quality of life and
Lansing Community College was established on ~ standard of living.

April 8, 1957, by the Lansing Public Schools through

the vision of the founder and first president, Dr. Philip The Motto

J. Gannon. LCC officially opened its doors to 425 “Where Success Begins”

students FallTerm, 1957. The initial programs, which

included mechanical, electrical and civil technologies,

apprenticeships and licensed practical nursing, were

taught by sixteen faculty members. Today, students :

may choose from more than 180 degree and certificate

programs which are taught in various formats - from

traditional classrooms to the online environment.
Over the years, the College has evolved into

the third largest Community College in the State

of Michigan. LCC has a Board of Trustees who are

empowered by the State Legislature to oversee long-

term changes and decisions at LCC. Additionally, the

Board works with and evaluates the President who is

responsible for day-to-day operations.
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Strategic Plan :
In 2000, a new strategic plan for LCC was adopted

by a unanimous vote of the LCC Board of Trustees. :

The plan had a seven-year horizon and included

an ongoing process for periodic renewal.The Board

updated the plan in 2003, and engaged in a renewal

process in 2005. For more information on the Strategic

Plan, see LCC’s website at http://www.lcc.edu/about/ Inside LCC’s Lirary
strategic/strategic_plan/. Technology & Learning Center Building
The Vision

Serving the learning needs of a changing “Education is not the filling of a
community. pail but the lighting of a fire.”
The Mission —William Butler Yeats

Lansing Community College exists so that
the people it serves have learning and enrichment
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College History / Strategic Plan (continued)

Guiding Principles

requiring developmental academic or entry-
level career skills.

1. LCC will be a “Comprehensive Community
College,” focused upon offering learning 9. LCC seeks cooperative relationships with both
opportunities in four areas: career and private and public organizations, pursuing
workforce development, general education, growth not as an end in itself, but only when it
developmental education, and personal best serves student and community needs.
enrichment. 10. LCC will prepare those it serves to thrive in a
2. LCC will have a careers emphasis and, in diverse world by reflecting that diversity in its
support of this, maintain a technology-rich student enrollments, staffing, planning, and
environment, fostering “user-" vs. classroom- allocation of resources.
level information technology skills. 11. LCC will manage its finances in a responsible
3. LCC will maintain and support a well- manner; allocating resources and achieving
qualified, committed, and competitively efficiencies to best serve the priority needs of
compensated faculty and staff who use both its students and the taxpayers who support its
proven traditional and progressive student- operation.
centered leaming approaches. 12. LCCis a dedicated community member
4. LCC commits to continuous improvement in its working for the betterment of all.

programs and services and will maintain high

expectations of its students.

5. LCC will be flexible, affordable, and
accountable, continuously improving student
learning and support services through the
assessment of measurable outcomes.

To review the entire Strategic Plan, go to
http://www.lcc.edu/about/strategic/strategic_plan/
statements_of_purpose.aspx

6. LCC will strive to be “state of the art”in all
that it does, while pursuing a select number of
cutting edge initiatives.

7. LCC will have a local emphasis in allocating its
resources, while maintaining vital connections
to the world, culturally and technologically.

8. LCC, within its broader purpose of serving its
entire community in diverse ways, recognizes
a special responsibility to young adults, those
from lower income brackets, and those
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The Academic Master Plan

The Academic Master Plan 2006-2012, prepared
with the participation of faculty and staff, describes the
instructional priorities of the college for the indicated
time frame. It is an extension and revision of the
Instructional Master Plan 2001-2003 and provides
a framework for decision making as well as resource
allocation in the instruction and student services areas
of the college. This plan aligns with and supports the
college’s Strategic Plan and the Academic Quality
Improvement Program. The Academic Master Plan is
intended to serve several purposes:

e Establish priority initiatives that enhance and
expand instruction and student learning.

e Advance the college’s work on: 1) operational
initiatives that improve the college’s
effectiveness, and 2) transformational
initiatives that help move the college in new,
strategic directions.

e Align work and resources across the college
with the priority of student learning as the
college’s central purpose.

e Provide a focus for planning in academic and
student services divisions of the college.

e  Guide other units of the college to develop
plans that support achievement of the
Academic Master Plan.

¢ Provide ongoing assessment, accountability,
and continuous improvement measures that
will guide all future decisions affecting student
learning at every level throughout the college.

e Provide guidance for developing the college
budget.

e (ultivate a climate that supports and
enhances diversity in teaching and learning.

The theme of the Academic Master Plan is

“Student Success.” The College is committed to
helping students develop and successfully attain their
academic and life goals. In order to do this, we must
clearly state what it is that we want students to be
able to do as a result of their experiences at LCC and
communicate those expectations. We must develop
plans and strategies to help students attain these
outcomes and also develop effective methods to assess
the level at which students have mastered them.

Nothing in the Academic Master Plan is intended
to supersede agreements between the College and
any bargaining units. As with all sections of the plan,
faculty and leadership working on instructional staffing
or any other issues must evaluate the effectiveness
of processes used and remain flexible in making
improvements from year to year.
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Divisions, Departments and Programs

Academic Affairs
Articulation

Center for Teaching Excellence
eLearning

Institutional Effectiveness, Research and
Planning

Administrative Services Division
Auxiliary Services
Conference Services
Dining Services
Parking and ID Services
StarCard
Emergency & Safety Services
Materials Management
Mail and Reprographics
Print Services
Receiving and Inventory

Physical Plant
Police and Public Safety

Arts and Sciences Division

Business and Economics Department
Accounting
Economics
Hospitality, Travel and Tourism
Management and Marketing

Center for Transitional Learning Department
Developmental Writing Program
English for Speakers of other Languages
English Language Cultural Program
Reading

Student Development
Communication, Media and the Arts
Department

Art History

Art, Design and Multimedia

Digital Media, Audio and Cinema

Foreign Language

Music

Photographic Imaging Technology

Speech/Communication

StageTechnology

Sign Language

Theater
English Department

English

Writing (inc. 117)

Mathematics and Computer Science
Department

Applied Math & Statistics

Computer Science

Developmental Math

Transfer Math

Science Department
Biology
Chemistry
Geography
Physical Sciences
Social Science and Humanities Department
Education
History
Humanities
Religion
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Divisions, Departments and Programs (continued)

Philosophy

Political Science
Psychology
Sociology/Anthropology

Extended Learning and Professional
Studies

Business and Community Institute

Small Business & Technology Development
Center

Community and Continuing Education

Center for Workforce Transitions
Work First/JET Program
ECE / Learning Centers
LCC East
Livingston Center
St. John’s Center

University Center

Financial Services Division
Accounting
Budget Office
Payroll and Financial Reporting
Purchasing

Student Finance

Health and Human Services
Allied Health and Human Services
Department

Child Development
Dental Hygiene
Diagnostic Medical Sonography

Human Services
Radiologic Technology
Surgical Technology
Therapeutic Massage

Community Health and Nursing Department
Community Health Services Education
Emergency Medical Services
Nursing

Physical Fitness and Wellness Department
Kinesiology and Health/Wellness
Fitness and Conditioning
Aquatics
Individual andTeam Sports

Human Resources
Labor Relations and Organizational
Development

Total Compensation Employment and Systems

Information Technology Services Division
Contracted Services
Enterprise Systems
Instructional and Technology Support
Services
Computer Lab (Main Campus)
Computer Lab (West Campus)
Help Desk

Media Services
Classroom Services
Engineering Services
Media Creation and Design

Personal Computing, Network, and

(Continued on next page)
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Divisions, Departments and Programs (continued)

Telecommunications Services (PCNTS)

Technical Systems

Office of Finance, Administration and
Advancement

Administrative Services

External Affairs and Educational Resources
Financial Services

Human Resources

Information Technology Services

LCC Foundation

Marketing

Public Affairs / Media Relations

Office of the Provost
Institutional and Academic Policy Studies
Academic Affairs
Health and Human Services
Arts and Sciences
Student Services

Technical Careers

President’s Office
Board of Trustees

Finance, Administration & Advancement, SVP

Student Services Division
Advising
Assessment Services
Athletics

Career & Employment Services

Enrollment Services
Admissions, Registration & Records
Recruitment & Outreach

Financial Aid

Learning Assistance
Library Information Services
Library Instruction & Reference
Library Collection Services
Tutoring Services

Student Life and Ombudsman
The Lookout

Support Services
Counseling
Lucero
Special Populations
TRIO

Technical Careers Division
Applied Manufacturing Technologies

Manufacturing Engineering Design, Machining,
and Systems

Welding Technology

Computer Information Technologies
Office Systems
Computer InformationTechnology

Design & Construction Technologies
Alternative Energy Engineering Technology
Architectural Technology
Civil Technology
Fashion Technology
Geographic Information Systems
Horticulture




Divisions, Departments and Programs (continued)
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Interior Design Technology
Landscape Architecture
Residential Building

Public Service Careers
Criminal Justice
Fire Science
Fire Science Academy
Paralegal
Police Academy
Transportation Maintenance Technologies
Automotive Technology
Aviation Flight
Aviation Maintenance
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Collision Repair

Heavy Equipment Operator
Heavy Equipment Repair
Truck DriverTraining

Utility & Energy Systems
Electrical Technology

Heating, Ventilating & Air Conditioning
Technology

“In seeking wisdom, the first step
is silence, the second is listening,
the third is remembering, the
fourth practicing, the fifth
teaching others.”

—Ibn Gabirol
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Student Demographics

The following demographics are accurate as of Spring

2010:
Residential Status Enroliment by Gender
«22,177 Enrolled ¥ 53% Female
~64.0% In District ~ 45% Male
+¥36.0%  Out of District ~ 2% Unknown
Age of Students Educational Status
v 2.0% Under17 v 28% Attended Part-Time
~35.0% 18-21 - 37% Attended Full-Time
+31.0% 22-29
~16.0% 30-39 Ethnicity
- 9.0% 40-49 = 65.0%  White Non-Hispanic
~ 7.0% 50 or Over ¥ 15.0%  Other/Unknown
“«12.0%  Black Non-Hispanic
«31.50 Average Age ~ 3.6%  Hispanic/ Chicano

« 2.5%  Asian or Pacific Islander
~ 0.8%  Am-Indian/Alaskan-Native




Off-Campus Learning Locations

In addition to the Main Campus in downtown
Lansing, and the West Campus in DeltaTownship,
classes are offered at Off-Campus Learning Locations.
Full-service Centers are located in three communities:
Howell (Livingston County Center at Parker Campus),
St. Johns (Clinton County Center) and East Lansing
(LCC East). In addition to classes being held at
these sites, LCC offers numerous additional services,
including registration, selling textbooks, and computer
access for LCC classes and services. Registration,
computer access and academic advising are also
available at Capital Area Michigan Works (CAMW).
Phone numbers for these sites are listed in the LCC
Schedule Book.

LCC Operated Off-Campus Locations

Clinton County Center, St. Johns (STJCCC)
1013 S. US 27 (South Pointe Mall)

St. Johns, MI 48879

(989) 224-2017

Lansing Community College East, East Lansing
(LCCEAST)

2827 Eyde Parkway

East Lansing, MI 48823

(517) 483-1806

Livingston County Center at Parker Campus, Howell
(LIVCEN)

402 Wright Rd
Howell, MI 48843
(517) 545-3522

(Entrance to LCC is located
on Country Road D19)

Capital Area Michigan Works! (CAMW)
2110 S. Cedar St

Lansing, Ml 48810

(517) 492-5580

For more information about LCC’s Learning
Locations, contact the ECE/Learning Centers Office
at (517) 483-1860 or go to their website (http://
www.lcc.edu/ece/locations/) and click on Off-Campus
Locations/Driving Directions.
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The University Center

The University Center is a partnership between Lansing Community College and six four-year universities,
and is located on LCC’s main campus. Our partner universities offer junior and senior level courses leading to over
30 Bachelors’ degrees, and several post-baccalaureate certificates and Masters’ degrees.

All community members as well as current and former LCC students may take advantage of the
convenience of the Center located at the corner of Capital Avenue and Shiawassee Street on the LCC downtown
campus.

Interested students who need more information about admissions, course offerings, and financial aid may
contact the University of their choice directly through the link on the University Center Partners web page or may

call the University Center at (517) 483-9700.

Partnering Universities

Ferris State University (FSU)
Allied Health BS
Automotive Management BS
Business Administration BS/MBA
Business Administration BS-Professional Track
Criminal Justice BS
Dental Hygiene BS
Elementary Education BS
Health Care Systems Administration BS
HVACR BS
Information Security & Intelligence BS
Master of Science Nursing
Respiratory Care AAS
Registered Nurse/BSN BS

Lawrence Technological University (LTU)
Educational Technology MS
Engineering & Management MBA
EngineeringTechnology BS
Information Technology BS
Psychology BS

Northwood University (NU)
Aftermarket Management BBA
Automotive Retail Management BBA
Computer Information Management BBA

Management BBA
Marketing* BBA

Siena Heights University (SHU)

Accounting BBA

Applied Science (inverted major) BAS
Community Counseling MA

Community Services BA

Multidisciplinary Studies BA

Professional Communication BA

Educational Leadership MA

Elementary Education MA (for certified teachers)
Emergency Management Leadership MA
Health Care Leadership MA

Homeland Security Leadership MA
Not-For-Profit Leadership MA

Nuclear Power Administration Leadership MA
Organizational Leadership MA

Public Service Leadership MA

University of Michigan—Flint (UMF)

Health Care Administration BS
Registered Nurse/BSN BS

Western Michigan University (WMU)

Alcohol and Druge Abuse Graduate Certificate
Manufacturing Engineering BSE
Public Administration MPA

* Denotes dual major



LCC East
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LCC East offers a state-of-the-art facility Youth Programs
for classroom-based education, enrichment and LCC reaches out to the youth of our community
community outreach. This center boasts 13 well- through the A+ Summer Youth Programs and the
equipped rooms, complete wireless access, a computer  Gifted and Talented Education (GATE) program. More
lab, faculty and student common areas, faculty work/ information on these programs is available at
office area and ample free parking. LCC East houses http://www.lcc.edu/ece/youth_programs/.

several campus programs:
Directions to LCC East Campus

ECE/Learning Centers Take Saginaw Highway east into East Lansing.
Extension and Community Education (ECE) is At the Frandor Area, follow the fork to the right side,
responsible for the daily operations of LCC’s which is Grand River. Follow this a couple of miles

off-campus locations. ECE coordinates the delivery of through East Lansing’s downtown area, and then turn

services needed by the many off-campus centers and right onto Hagadorn. Turn left at the sign indicating
locations. Additional information on the ECE can be “LCC East.” The building will be on your right.

found at http://www.lcc.edu/ece/.
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West Campus

LCC’s West Campus is the home for many of
the College’s Technical Careers programs. Classes
to develop and increase the region’s first responder
workforce of police, firefighters, and corrections officers
are also offered at the West Campus.

Employers can also utilize the M-TEC at LCC’s
West Campus to create customized training programs
for their businesses. The M-TEC offers the unique
flexibility of being able to train individuals at any
time and anywhere in Mid-Michigan. In addition,
businesses and local organizations, like the State
of Michigan, have access to meeting space within
the Conference Center’s 150 seat auditorium and
breakout rooms. The Fitness Center is used primarily
for LCC’s Police and Fire programs, but is available for
community use through physical fitness classes offered
by LCC.

Information Center

The West Campus Welcome Center serves as a
conduit for all units of the West Campus. The friendly
staff of the center will provide directions and do their
best to answer your questions related to West Campus.

— TR Vi g

They also assist faculty by holding information for
students who are unable to connect with them during
their normal campus hours. In addition, LCC library
materials that are ordered online by students, faculty,
and staff are available for pick up at the West Campus
Welcome Center. Books and materials for the open
entry modules are also distributed by the Welcome
Center. Group tours are arranged via the information
center and must be scheduled in advance by calling
(517) 267-5452.

Technical Training Center

TheTechnical Training Center provides state-of-the-
art instructional labs and equipment, and increased
space for training students in a variety of technical
and public service careers, and more. To quote the
Center’s Fact Sheet, “The Technical Training Center is
an essential component of LCC’s ability to provide high
quality, relevant education for our future workforce
with an eye on tomorrow.” Training is provided for
programs within Construction and Maintenance
Technologies, Manufacturing and Land Technologies,
and Transportation Technologies as well as Public
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West Campus (continued)

Services Careers, such as Fire, Police and Corrections.
The Careers Building is located on LCC’s West Campus
in DeltaTownship at 1-496 and Guenther Avenue, in
the same complex as the M-TEC.

The Michigan Technical Education Center
M-TEC®

The M-TEC is one of 18 such complexes across
Michigan designed to meet the workforce development
and training needs of business and industry in this
region. The Center’s open entry/open exit feature
allows an employee to begin training at any time for
any length of time, as required by his/her employer.
This partner project involves the State, LCC, and
business and community groups. LCC’s M-TEC is
located on the West Campus in Delta Township, at
[-496 and Guenther Ave. Training is provided in the
following career areas:

e  Computer/Drafting/Design
e Construction

e Electrical

e [nformationTechnology

® MachineTrades

e Welding

e Training Needs Analysis

e Assessment Organization and Team
Development

e Performance Improvement

e (Quality/Lean training that improves efficiency,
service and profits

e Employability Skills

Directions to West Campus

Directions

Exit 1-496 at Creyts Rd South.

Turn South on Creyts Rd to Mt. Hope.

Turn Left on W. Mt. Hope and continue eastbound for
about 1/2 mile.

Turn Left onto Sanders Drive to Cornerstone Drive.
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Technology Terms

Abbreviation/Name

Definition

ANGEL: Acronym for A New

Global Environment for

Learning

Electronic Campus

Express Server

oW

0CS

MRS

Microsoft Office

TUID

ANGEL is a web-based course management system (CMS) available to all LCC
faculty and students. It is the standard for delivery of online courses and is
optional for all other courses. Its capabilities include lesson planning, rubric
management, a gradebook, distribution of course documents in downloadable
form, email, discussion boards, online assessments, blogs, wikis, and a chat
room. Before each semester, an ANGEL “site” will be created for each course
section. For ANGEL training, see the CTE’s website at http://www.lcc.edu/cte/
workshops/registration.aspx. For CMS policies and standards, see eLearning’s
website at http://www.lcc.edu/elearning

Also known as the LCC E-Campus or EC (previously referred to asVirtual
College), is a combination of five main web components that allow all LCC
students to use the power of the Internet to make learning more flexible,
personal, and engaging.

Due to the high cost of disk space on the ANGEL server, the Express Server
was established. Faculty members have 5 gigabytes of allotted space on

the Express Server and are encouraged to place large (video, audio, etc.)

files on the Express Server rather than uploading them to ANGEL. Detailed
instructions for setting up and maintaining files on the express server can

be found on eLearning’s website at http://www.lcc.edu/elearning/faculty/
angelresources.aspx

Computer Classroom on Wheels turns any classroom into a 32-seat networked
computer classroom. Instructors must be trained by John Thommen, at

(517) 483-1444 to use this resource. It is, however, reserved through AV
Services at (517) 483-1670.

Oracle Collaboration Suite is LCC’s current email, voice mail, and calendar
system. OCS can be accessed using Microsoft Outlook 2007 or earlier and the
Oracle connector.

Media Retrieval System is the method used to play and control videotapes,
(Ds, and DVDs in the classroom.

Software package of integrated programs, for which LCC offers technical
support. Access, Relational databases; Excel, Spreadsheets; SharePoint,

Web Design; PowerPoint, Presentations; Publisher, Page Layout; Word, Word
Processing. Most versions of Microsoft Office are available to all staff, faculty,
and administrators for purchase through ITS, located in roomTLC 330.The fee
is $10/disc, and may only be purchased using your Star Card.

Technology User ID— used to access ANGEL and to log into Star Port. All
faculty and students are assigned a unique Technology User ID.
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College Services & Resources: Faculty

Scheduling a Room

The College uses a computerized system of
assigning classrooms based on the class size and
equipment requirements called Resource 25 (R25).
Various staff from each department are trained in the
use of this software. If you need a meeting room,
or would like to request a different classroom, your
Departmental Secretary or Lead Support is the person
1o contact.

Media Services Department
(Including AV Services and Classroom Video)

The Media Services Department offers a wide
range of video and audio services to support LCC
faculty and staff.

ClassroomVideo, a section within Media Services,
provides delivery and setup of AV equipment as well as
a library of over 3,500 video tapes and DVDs that can
be played through your classroom television.

AV Services can assist you with equipment
delivery, teaching station support, microphone setups,
etc.

Media Services Department: 483-1670
Main campus AV Services (inTLC 021): 483-1715
West campus AV Services (in WCB 216U): 483-1954

ClassroomVideo: 483-1690, Located inTLC 046

To view a list of available videos, go to
http://Icc.edu/mediaservices/classroom_services/
classroom_video/files/Videos%20Number%20&%20
Title.pdf

For assistance with:
e avideo/film: 483-1690

e with equipment: 483-1715

e acomputer: 483-5221 (Help Desk)

CARES

CARES is an employee benefit designed to provide
assistance for personal problems to employees and
their household members. Most often, the problems
are alcohol and drug abuse, divorce and other family
disputes, stress and other psychological and emotional
matters, and financial and legal problems.

How much will the program cost me?

Evaluation of your personal problem and short-
term counseling by a trained CARES professional is
FREE. If long-term counseling or other help is needed,
CARES can assist in making an appropriate referral.

What if my supervisor refers me because of poor
job performance?

If referred by your supervisor because of a job
performance issue, you may be asked to sign a
“Release of Information” form. This allows CARES
to inform your supervisor or Human Resources
Department of your participation. It does not allow
CARES to divulge specific information that you share
with your counselor.

How do | start?

Call locally, (517) 364-2626 or 1-800-234-4191.
Therapists are available 24 hours a day, 365 days a
year.
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College Services & Resources: Students

A number of services/resources have been initiated

at LCC to promote student success. Many of the
services, such as counseling, are readily available by

appointment; others, such as the use of the computers

in the computer lab, TLC 100, have walk-in open
hours. Below is a sampling of the services and

resources available to LCC students, including a short

Services and Resources

description of each area. Several of these programs
and services are located in the Gannon Building
(GB) to establish a “one-stop shopping” experience
for students. A more extensive list of services and
numbers can be found in the schedule book each

semester.

Academic Advising Center (517) 483-1904 GB 212
Assessment Center (517) 267-5500 GB 200
Counseling Services (517) 483-1924 GB 204
Enrollment Services (517) 483-1200 GB 203
Financial Aid (517) 483-1200 GB 203
Office of Disability Support Services (ODSS) (517) 483-1924 GB 204
Student Judicial Affairs (517) 483-1162 GB 135
Student Life and Leadership (517) 483-1285 GB 230
Veterans Services (517) 483-1200 GB 203
Women’s Resource Center (517) 483-1199 GB 204
Learning Support Services

Liberal Studies Academic Resource Center (LSARC) (517) 483-1555 A &S 455
Library Information Services (517) 483-1657 TLC 201
Tutoring Services (517) 483-1206 A&S 103
Writing Center (517) 483-1907 A&S 251
Technology Services

Student Computer Lab (517) 483-1038 TLC 100




College Services & Resources—Students (continued)

Advising and Counseling Center

Academic Advising Center

Academic Advisors assist students with information
and course selection. Advising for specific curricula
is also available in departmental offices. Advising
provides services such as:

e Assisting students with basic skills evaluation,
course selection, and schedule planning.

e Online advising via email.

e Referring students to departments for specific
program advising.

¢  Planning successful transfer transition to four-
year institutions for degree completion.

Counseling Center

Lansing Community College Counseling Services
(LCCCS) help students by providing alternatives to
dealing with life controlling issues. State licensed
professional counselors are available to confidentially
help students manage stress, personal loss, career
uncertainty, personal relationships, time, substance
abuse, and separation from family. Professional
counselors can provide confidential services that will
help you get back the power and control you need to
put balance back into your life.

For more information, contact the Advising and
Counseling Center at (517) 483-1924 or stop by the
Gannon Building, suite 204.

Assessment Center
The Assessment Center offers instructional support
to both faculty and students in the following areas:

e Course testing

e  Proficiency/Core testing

¢ Placement testing

e (ertification testing

Additional information:
e Testing stops an hour before close.

e Use the online testing support office for
dropping off and picking up exams during
finals week.

e No more than 5 make-up exams for face-to-
face classes will be accepted

For more information, call (517) 267-5500 or visit
http://www.lcc.edu/assessment/

Office of Disability Support Services (ODSS)

Lansing Community College is committed to
making accommodations for persons with documented
disabilities. The College has administrative and faculty
specialists who respond to visual, hearing, mobility,
and alternative learning as well as personal counseling
needs.The College adheres to the standards and
guidelines set forth in the Americans With Disabilities
Act.

For more information, visit the Office of Disability
Support Services website at http://www.lcc.edu/odss.

Faculty should review the updated version of the
ODSS Faculty Handbook at http://www.lcc.edu/odss/
faculty/handbook/.

Financial Aid

The Office of Financial Aid is committed to helping
students obtain the financial resources needed to meet
their educational goals. Over half of all LCC students
receive some type of financial assistance through
grants, loans, scholarships and work-study. Students
can explore their financial aid options by visiting
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College Services & Resources—Students (continued)

http://www.lcc.edu/finaid or by calling the main
financial aid line at (517) 483-1200.

Student Judicial Affairs

The Student Judicial Affairs Office (SJA) at Lansing
Community College exists to enforce the Student
General Rules and Guidelines and Student Code of
Conduct. Every student attending LCC must abide by
these regulations and failing to do so will result in due
process. SJA also assists students in utilizing LCC’s
appeal process and provides counsel, information and
directions for resolving issues.

The following violations of the Student Code of
Conduct are just eight of the many that will result in
SJA intervention:

e Disruption or obstruction of college activities

e Physical or verbal abuse, assaults, threats,
intimidation and harassment (FYI: this includes
messages sent via text messages, emails or
any other electronic format)

e Theft or other abuse of computer facilities and
resources

e Violation of any college policy, rule or
regulation or syllabus

e Dishonesty- Cheating and plagiarism are not
tolerated at LCC

e (Conduct that is disorderly, lewd or indecent

e Failure to comply with directions of college
officials or law enforcement officers acting in
performance of their duties

Student Life and Leadership
The Student Life and Leadership Office enhances
student success and leadership development in theory

and practice; and impacts student and community
quality of life by offering involvement in and

exposure to diverse educational, cultural and personal
experiences and opportunities. These programs include:
Student clubs and organizations, Student Leadership
Academy,The Lookout (student newspaper), Student
Senate, etc.

Veterans Services

Veterans Services (within Enrollment Services)
helps veterans file applications for education,
counseling, loans, tutorial assistance, and/or any
other entitlements allowed through the Veterans
Administration. Lansing Community College is
approved as a school forVeterans of Military Service
under provisions of Chapters 30/34, 31, 35, 1606 and
1607 of the U.S. Code.

Lansing Community College, in recognition of
the special needs of active-duty service personnel in
having access to and completing programs, has been
designated as a Service Member’s Opportunity College.
In addition, the College participates in the Army
College Fund, Michigan National Guard Co-op, Air
Force ROTC Program, Army ROTC Program, and USMC
Open Admissions Program.

Women'’s Resource Center/Returning
Adult Program

The Women’s Resource Center offers services
to both men and women. Some of these services
include exploring individuals’ needs and how the
Center might assist them. Targeted populations include
re-entry adults, parents, single parents, displaced
homemakers, and non-traditional career students.
Students and prospective students may be eligible for
one or more of the Center’s grants: the Single Parent,
Displaced Homemaker, Non-traditional Career, and
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College Services & Resources—Students (continued)

Special Populations Grant, Women’s Resource Center
Foundation Grant, and the Child Care Grant. Other
services include ongoing student support, calculator
lending program, the Back to School workshop,
referrals to community resources, and academic
monitoring and follow-up.

Learning Support Services

Liberal Studies Academic Resource Center

The Liberal Studies Academic Resource Center
(LSARC) serves the academic needs of students by
providing an environment that is conducive to studying
and applied learning. The Center provides access
to computers with course specific software, physical
models, lab equipment, tutorial services, and space for
group and individual work. The LSARC is a place for
students to check out study materials, get help from
tutors, and/or study alone or in groups. The Center is
located in the Arts and Sciences Building, room 455.
For additional information, call (517) 483-1555.

Library Information Services

Located in theTechnology and Learning Center
(TLC) building, the LCC Library offers resources
and services both on campus and from the library
website. In addition to a large physical collection,
the Library provides 24/7 web access to thousands of
full text electronic books, journal articles, government
documents and reference materials in support of LCC’s
academic programs. Faculty librarians offer face-to-
face, email and “live chat” reference service, as well
as assignment-based library and internet instruction
for LCC classes. “Links,” an online self instructional
tutorial, designed to teach basic research skills, can
be accessed from the library website. Other available
library services include book and article delivery for

online and off-campus students, interlibrary loan,
course reserve service, group rooms and single use
rooms with computers and multimedia equipment.
For more information, visit the Library’s website at
http://www.lcc.edu/library/.

Tutoring Services

TheTutoring Services staff provides tutoring for
current registered students in many subject areas free
of charge. Students typically utilize tutoring to:

e Keep up with classroom requirements

e (et additional help when anticipating
or experiencing academic difficulties

e Review for quizzes and tests

® Receive assistance in developing successful
study habits, such as note and test taking,
organization, time management, and problem
solving skills

Tutoring Services offers many options for tutoring:
walk-in tutoring, supplemental instruction, and
workshops. Supplemental instruction sessions are
scheduled by appointments for which Tutoring Request
forms are required. Tutoring Request forms are
available at the LCC Tutoring Services Office located in
the Arts and Sciences building, room 103, or by calling
(517) 483-1206. Appointments are available on the
main campus and are made on a first-come, first-
served basis. West Campus tutoring is located in Room
U245. East Campus offers drop-in tutoring for students
on an as-needed basis. Limited online services are also
available at http://www.lcc.edu/tutorial.

The Writing Center
Peer Writing Assistants (PWAs) assist students
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College Services & Resources—Students (continued)

with their writing in one-on-one and small-group
conferences. Daytime and evening hours are available
to currently registered students Monday through
Saturday, in the Fall and Spring Semesters, and
Monday through Friday during Summer Semester.
Online assistance is also available. PWAs work directly
with students throughout the writing process.

Tim Miank serves as the Writing Across the
Curriculum Coordinator and is available to assist with
incorprating writing into course instruction, developing
more effective writing assignments, responding to
student writing, and more.

Interested students and faculty should contact The
Writing Center at (517) 483-1907 or stop by the Arts
and Sciences building, room 251.

Technology Services

eLearning

The eLearning Department is committed to student
and success by supporting efforts to ensure that quality
online education and support services are available
to a diverse population of learners through a variety
of technology resources. eLearning is also committed
to supporting faculty and staff by developing,
implementing, designing and managing their needs
surrounding electronically supported education.

In order to fulfill this mission, the eLearning
Department will:

e Provide effective training for students on the
use of the Course Management System (CMS).

¢ Provide informational resources and support
services for students interested in and enrolled
in online courses.

e |dentify and address faculty and students
needs in teaching and learning online.

e Encourage and support the use of the CMS
and other technologies in both face-to-face
and online learning environments.

®  Provide skilled instructional designers to assist
faculty in developing quality online courses.

* Encourage the sharing of effective technology-
enhanced teaching and learning practices
among faculty.

Computer Labs

Computer labs are open to any currently registered
Lansing Community College student or employee.
Computer lab users must have a Star Card to gain
access. The labs offer several different word processing,
web design, and spreadsheet programs that are
commonly used. Lab technicians are available to help
as needed.

The Main Campus lab is located on the first floor of
the TLC building, room 100, and can be reached at
(517) 483-1038. The West Campus lab is located at
WCB 103, and can be reached at (517) 483-1638.

Email

All LCC students and staff are automatically
provided with an ORACLE collaboration suite email
account and file space. The email address follows the
following format: TUID@Icc.edu (employees) or
TUID@email.lcc.edu (students).




College Policies that Affect your Courses

Skills Assessment

Because experience has shown that many
community college students lack critical reading,
writing and/or math skills, LCC has initiated both
a testing process for determining basic skill levels,
as well as establishing reading, writing and math
proficiency levels for many courses. Before a student
registers for any course with these levels, s/he must
establish these skill levels by test or by waiver. [f
the test results indicate that a student does not have
the levels deemed necessary for success, various
developmental courses are available to build those
skills. The levels required for any particular course are
listed in the course schedule book. Students must have
or attain the required levels before registering for that
course.

It takes about two hours for students to complete
all three skill tests, and there is no fee for this
assessment service. Students must have a picture ID
and LCC student number. Testing is available in the
Assessment Center, GB 200. For more information, call
(517) 267-5500.

Off-Campus Assessment Locations

In addition to main campus, assistance with
admissions, placement testing, advising, and
registration are available at off-campus locations (see
)age 3¢.)

Enrollment Verification Policy

Beginning Fall Semester 2011, all faculty will
verify enrollment in their courses in Banner no later
than the deadline established by the Registrar’s office.
Faculty will indicate only those students that have not
attended class. Faculty are still encouraged to withdraw
students for non-attendance in accordance with their
stated syllabi and/or policies.

Course Prerequisites and Waiver Requests

The prerequisites policy language states that
student success in a particular course sometimes
requires background knowledge in addition to certain
levels of math, reading, and/or writing ability.
Consequently, some courses have enforced
prerequisites. The responsibility for establishing
prerequisites and approving waivers lies in the
Departments/Divisions.

All students—whether new, returning, visiting, or
even LCC faculty— must meet the prerequisites for
their desired courses in order to register for them.

If students wish to satisfy prerequisites with classes
or tests taken outside of LCC, unless those documents
already have been transferred to Enrollment Services,
they may wish to contact the WaiverTeam for
placement levels and/or prerequisite overrides.

The WaiverTeam cannot give placement levels
from other colleges’ placement tests (unless they
are Accuplacer), and they cannot give prerequisite
overrides for any developmental or remedial class. In
addition, they can not give placement levels for any ...

e (class that is still in-progress.
e class undera 2.0 or C.
e Statistics class.

e Math class over two years old.

Waiver requests and the accompanying documentation
can be submitted at the Assessment Center (Gannon
Building Rm 200), or via fax (517) 483-1313. For the
WaiverTeams website, please visit http://www.lcc.edu/
advising/waivers.aspx

LCC Grading Standards
The following numerical grading system is used
in many courses and programs at LCC to evaluate
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College Policies that Affect your Courses (continued)

academic work. Some Departments/Programs have
amended the grading scale, and these scales are clearly
defined as departmental or instructor-specific in the
course syllabus. This is a recommended guideline only.

College Narrative Percentile
4.0 Excellent 91% - 100%
35 86% - 90%
3.0 Good 81% - 85%
25 76% - 80%
2.0 Satisfactory 71% - 75%
1.5 66% - 70%
1.0 Poor 60% - 65%
0.0 Failure 00% - 59%

Additional information about grading issues is available
in LCC’s Catalog, at http://www.lcc.edu/catalog/
policies_procedures/academic.aspx

Incomplete (I) Grade Policy

LCC instructors may utilize “Incompletes” as
temporary placeholders for grades. “Incompletes” will
not be counted toward the establishment of an earned
grade point average (GPA) or toward graduation from
Lansing Community College.

This policy applies to a student who has
demonstrated successful progress in the class but is
unable to complete a course for a serious reason such
as incapacitating illness, legal involvement that cannot
be rescheduled, or changing work obligations. The final
decision for issuing an “I” grade lies with the instructor.

An instructor may approve a student-initiated
request for an Incomplete if 80% of the course work
is completed and the reason appears sound. It is
recognized that the 80% figure is a benchmark since
weighing of exams and other work varies among
programs and courses. The intent is that only a small

portion of the work remains. When an instructor issues
an “I” grade, the instructor not only must indicate
what grade should be assigned if no further work
is completed, but also provide the reason for giving
the incomplete and specific assignments and/or tests
that must be completed. All incomplete grades must
be made up by the end of the next regular semester
(summer semester is excluded), or earlier, if an earlier
date is established by the instructor or department. An
extension may be granted if requested by the student
and approved by the instructor and department by
the last day of the deadline; otherwise the “I” will be
converted to the grade specified if no further work is
completed.

LCC instructors are responsible for processing the
paperwork for grade changes through their divisional
office.

Withdrawal (W) Grade Policy
Student and Administrative Initiated Withdrawal
The withdrawal policy allows students to withdraw
from (drop) a semester-length class prior to the end
of the second week of the semester without instructor
approval and with no course recorded on the academic
record.
While the ultimate responsibility for withdrawal
from a class rests with the student, it may be in
the best interest of the student and/or the College
community that a student be withdrawn from a class.
This process is known as “administrative withdrawal.”
An administrative withdrawal is initiated by a
classroom instructor following written procedures
established by each department in accordance
with college-specified guidelines. An administrative
withdrawal may be based on the following:

1. The student fails to attend or participate in the
class.
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College Policies that Affect your Courses (continued)

2. The student does not have the prerequisites
for a particular course.

3. The student’s behavior interferes with
the instructional process. In this case, the
classroom instructor consults with the student
regarding the potential of administrative
withdrawal and establishes guidelines in
writing for retaining enrollment in the class.
If the student does not satisfactorily meet the
guidelines, or if the student does not respond
to an invitation to meet with the classroom
instructor, the classroom instructor, with
the co-recommendation of the appropriate
departmental chairperson, may initiate an
administrative withdrawal. It might also be
appropriate that a member of the counseling
staff meet with the instructor and the student
to review the circumstances of the student’s
behavior to work out a possible alternative.

A student who is administratively withdrawn from
a semester-length class prior to the end of the 2nd
week of the semester (or other equivalent dates as
specified for variable length courses) won’t receive
a grade, and a record of attempting the class won’t
appear on the academic record. If the student is
withdrawn between the first day of the 3rd week of
the semester and the last day of the 8th week of the
semester (or equivalent dates as specified for variable
length courses), the student will receive aW grade. If a
student is withdrawn between the first day of the ninth
week of the semester and the last day of the fourteenth
week of the semester (or equivalent dates as specified
for variable length courses), the student will receive a
W grade only if he or she was completing the course
requirements at a passing level (1.0 or higher) up until

the date of the event that caused the administrative
withdrawal. If the student hasn’t done passing

work, he or she will receive a 0.0. The deadline for
administrative withdrawals is the end of the 14th week
(or equivalent dates as specified for variable length
courses).

Student-Initiated | | Administrative
NO COURSE ON RECORD
W, no faculty

. . W, faculty initiated
signature required

W only if passing, W only if passing,
faculty signature faculty signature
required required

0.0 if not passing, 0.0 if not passing,
student cannot drop | | student cannot drop

=== === =

NO WITHDRAWAL ALLOWED

16

Any student who is administratively withdrawn,
may appeal the withdrawal following the procedure
specified by the college.

Official College Syllabus Policy

To assure that students have a uniform educational
experience and are provided with adequate
information, all LCC courses have an official syllabus
that follows a specified format. The official syllabus
addresses the needs of, and forms a contract with,
the student. It also provides 4-year institutions with
the required information for transferability purposes
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College Policies that Affect your Courses (continued)

and provides employers and other stakeholders with
information on course content. Official syllabus
information is generated by program faculty. All
sections of a course must adhere to information on

the official syllabus regarding course content, learning
outcomes, expectations of students, and methods

of student evaluation. Individual instructors may
supplement the official syllabus with information
specific to his or her section(s). A copy of the
supplemented syllabus should be available the first day

of class, and no later than the 1st week of class.
All Official College Syllabi (OCS) are published on
the web at http://www.lcc.edu/catalog/syllabus

Proposing a New Course

Faculty wishing to propose a new course need
to seek support within their program/department.
Departmental offices can give direction on the process
for developing a new course.

ANGEL Course Size Quota Policy

To maintain the highest level of functionality and
ensure that the course management system works
well for all, a 200 megabyte (MB) quota has been
established for all ANGEL course sites. As a result
of this policy, eLearning will notify faculty who are
approaching their quota limit (150MB or larger per
course). In addition, new content will not be added to
the course once it reaches (or exceeds) the 200 MB
limit. This includes student submissions to the drop
box as well as content that faculty may try to upload.
Both students and faculty, however, will continue to
have access to the course, and students can complete
assignments, even if the course is over quota.

To check your ANGEL course size:
1. Log into your ANGEL course

2. (Click the Manage tab
3. Click Course Files Manager
4

. You will see the course size located under the
Course Files title

eLearning staff are available to assist faculty with
managing their course(s) size, and can reached at
(517) 483-1839.

Retention of Student Records

In order to respond to student grade appeals,
records must be maintained in accordance with the
following guidelines. Grade records must include the
scores/grades of all assessments used to determine the
final grade.

1. Instructors must keep, for a period of one
semester following the semester of student
enrollment, all assessments/evaluations that
students are not allowed to keep permanently.
Examples of these materials include, but
are not limited to, tests, projects, quizzes,
final exams, and portfolios. Unreturned
assessments/evaluations should be kept
through the end of the following semester.

2. Each semester, instructors must submit in
electronic format grade records including their
grade weighting formula to department offices
no later than five (5) business days after the
date grades are due for the course.

3. Academic divisions must develop a process for
collecting and maintaining grade records for a
period of three years.
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Additional College Info You Need to Know

Department of Police and Public Safety

Main Campus Office Location
Room: 251 GB (Gannon Building)
Phone: (517) 483-1800
http://www.lcc.edu/police

West Campus Office Location
Room: N181
Phone: 483-1500

Making Emergency Phone Calls
When calling 911...

1. Dialing 911 from an on-campus phone
connects with LCC’s Police and Public Safety
Department.

2. Dialing 911 from a cellular or pay phone will
connect with the local dispatch (e.g., Lansing
Township Police).

3. In non-emergency situations, dialing 1800
from an on-campus phone, or 483-1800 from
an off-campus phone, connects with LCC’s
Police and Public Safety.

Services

LCC Police and Public Safety officers are available
24/7. Officers provide crime prevention and control,
investigate criminal incidents, supervise traffic and
parking, ensure physical plant security, give emergency
first-aid treatment, coordinate disaster situations, and
maintain public order. Essentially, Public Safety should
be called whenever the safety and security of anyone
on campus is threatened. This is true whether an
incident is a medical emergency or one where you are
confronted with abusive behavior.

Other services include making and issuing keys,
jump-starting batteries, opening locked cars (minimal
fee), escorting you to and/or from your car or from
building to building, presenting safety and law
enforcement talks to groups, maintaining LCC’s Lost
and Found, and opening doors in emergency situations
after hours.

Emergency Situations

LCC’s Police and Public Safety publishes a
procedural manual for students, faculty and staff with
specific instructions on “what-to-do” in unexpected
emergency situations. It also includes approved and
unapproved shelter areas. Emergency situations
include:

e Blood and bodily fluid exposure

e Bomb threats, and/or hostile intruders
e (Chemical exposure and “Right to Know”
e Fire evacuation

e Serious injury or illness

e Utility emergencies

When an evacuation alarm sounds in your
building, leave your classroom immediately, even if
you are administering an exam, using the nearest exit.
Have your students stand clear of the building. An
officer will let you know when you may re-enter the
building.

Emergency manuals should be available in your
department and/or from the Department of Police and
Public Safety.
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Additional College Info You Need to Know (continued)

Additional Safety Tips

In all cases, when an injury becomes known to
LCC faculty and staff, it should be reported to
LCC Police and Public Safety.

Secure all valuables. Lock them up and out of
sight.

Personal information and student personal
information must be kept secure.

When you leave your office, even for a few
minutes, lock your desk, files and office door.
Never leave your belongings unattended, even
for a few minutes.

If you work after hours or on the weekends,
please contact LCC Police at (517) 483-1800
so they know you are in the building if an
emergency occurs.

Report all thefts immediately to LCC Police.

When using the gym or fitness facilities,
always secure your belongings in a locker with
a padlock.

When leaving your vehicle, always roll up the
windows and lock all doors.

Any valuables in your car should be kept out
of sight, preferably locked in the trunk.

If you cannot find someone to walk you to
your car, call LCC Police at 483-1800 to
request an escort.

If you are being bothered or followed, call
911, walk to a College office and ask them to
call 911, or ask a passerby to call 911. Do
not go to your car or to a remote area.

Report suspicious persons or activity to LCC

Police immediately.

All lost and found items on the Main Campus
and West Campus are to be turned over to
LCC Police. Items can either be taken to the
LCC Police office (GB 251 on Main Campus;
Room N181 at West Campus), or contact LCC
Police Dispatch at 1800 to request an officer
to retrieve the items.

Emergency phone boxes are located
throughout the Main and West Campus. They
can be used to report any type of incident

to LCC Police, or to request assistance. A
campus map showing the locations of
emergency phones is available on the LCC
Police website at:

http://www.lcc.edu/police

()

SAGINAW ST.

CAPITOL AVE.
GRANDE AVE.

SHIAWASSEE ST.
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FAQs About LCC

As a faculty member, to whom do | report?
Officially, department chairpersons have ultimate
responsibility for all aspects of departmental
leadership, including staffing decisions. In some
areas of the College, team leaders (also known as
lead faculty), academic team leaders, coordinators or
program directors perform administrative functions
associated with their programs. Among their wide-
ranging responsibilities are scheduling courses each
semester, communicating with faculty, mentoring new
faculty, and participating in hiring adjunct faculty
(the chairperson gives the ultimate approval). These
individuals can also answer your questions regarding
syllabi for the courses you’re teaching, whether there
are instructional support aids for those courses, if there
are prepared departmental handouts, tests, or other
support materials you may or should utilize, and other
related information.

What are the duties/expectations of a faculty
member, i.e., office hours, meetings?

Essentially, full and part-time faculty at community
colleges are hired to facilitate learning. Additional
responsibilities are detailed in the Master Agreement
between the LCC Board of Trustees and the Michigan
Association of Higher Education (MAHE), which can
be viewed at http://Icc.edu/hr/labor_contracts/
MAHE%20Contract%20Dec%204.pdf. Office hours,
meetings, etc., are generally determined by the faculty
member and the person s/he directly reports to,
whether a Chair, Academic Team Leader or Director.

Who is responsible for meeting course and
syllabus requirements?

Each faculty member, in partnership with the
program director/coordinator/team leader/lead faculty
and other faculty who teach the same course, has

responsibility for the integrity of the course by ensuring
that the learning outcomes and other departmentally
established requirements stated in the syllabus are
fulfilled. Typically, the program director/team leader/
lead faculty member/coordinator will either establish
or approve departmentally-based requirements on the
syllabus.

How much flexibility do I have in following the
official course syllabus?

The degree of flexibility in adhering to the official
course syllabus will vary with the discipline. In all
courses, the established learning outcomes must be
addressed. Some disciplines are very structured in
the way courses are taught, and allow for very little
variance from the established course curriculum. In
other disciplines, there is a great deal of flexibility. In
these cases, an instructor may introduce additional
learning outcomes, may revise the sequence of the
course content, may select various instructional
methodologies, and may select how to evaluate his
or her students. In most cases, the team leader/
coordinator/lead faculty will inform you of your ability
to be flexible in following the syllabus. For Components
of the official course syllabus, see “Official Course
Syllabus” on bage 79.

In courses that allow for flexibility with the
syllabus, do | have to give mid-term and final
exams?

No, mid-term and final exams are not required.
For a significant number of courses, there may be
better ways to determine whether or not the student
has achieved the learning outcomes for the course.
Some of the other options could be actual skill
demonstrations, portfolios, projects, and the like.
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FAQs about LCC (continued)

What is the appropriate chain of command for
student complaints?

Before initiating the formal appeal process at the
divisional level, students are encouraged to first meet
with the initial decision-maker involved (e.q., the
instructor) to attempt to resolve issues in an informal
manner.

Students will have up to ten (10) calendar days
to file a complaint in writing to the department office
from the date of the alleged incident. At each level of
appeal, a student will have up to ten (10) calendar
days to appeal a decision after notification of that
decision at a prior level.

When a student wishes to lodge a formal
complaint regarding a person, except in cases of sexual
harassment/discrimination (which is found in the
catalog under Student and Staff Sexual Harassment
and Discrimination), the student must use the
following line of appeal:

1. Chair or head of the department involved
2. The Dean of the division involved
3. The Judicial Board of the College

4. The Provost

For a detailed account of the appeals process, refer
to the LCC Catalog under “Student General Rules and
Guidelines.”

What supplies are available to me and my class?
How do I get them?

Departments have all sorts of classroom supplies,
including record/grade books, chalk, legal pads, pens,
transparencies, transparency pens, felt-tipped markers,
index cards, and the like. If your director/coordinator/
team leader/lead faculty member has not pointed out
the location of the storage area where supplies are

kept, ask the department support staff.

What kind of clerical assistance is available to
faculty?

In most cases, word processing of course materials
and reproducing materials are available for faculty.
The various departments have established their own
policies for lead time required to get your materials
back on time (often three to five work days), as
well as cover sheets with work instructions, etc. The
departmental support staff will be able to provide you
with the information, as well as show you where to put
work requests.

How do | get classroom and office keys? Where
do I pick up my mail?

Instructors need keys to their classroom and
possibly to their departmental office. The Departmental
Entry Specialist has the forms you need to fill out for
your keys, as well as for your parking permit. Keys are
obtained in the Police and Public Safety Department.
Parking Permits are obtained through Parking Services
in the Gannon Building.

Faculty members have a mail folder or other
receptacle where on-campus mail and correspondence
sent to you is delivered. Ask the department support
staff where yours is located.

Parking

In order to park on campus, you need a Star Card
and a parking sticker to place on your front windshield.
For the most current available parking lots, parking
fees (where applicable) and policies, call Parking and
ID Services Offices at (517) 483-1798, or visit them
in the Gannon Building (GB), Room 215. You can also
access information at: http://www.lcc.edu/parking/.
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FAQs about LCC (continued)

How do | get my faculty ID and my parking pass?
The LCC Star Card is available to store up to $99
in value. This single card serves as your:

¢ |dentification card

e Parking card

e Library card

e Building access card

e Software purchasing debit card

¢ Food and vending debit card

In order to get a Star Card to use as your faculty
ID and parking card, you must get a Motor Vehicle
Registration Card from your Departmental Entry
Spedialist, fill it out and have it signed by the person
you directly report to (Chair, Academic Team Leader or
Director). Take the registration card and your driver’s
license or picture ID to the parking and ID Services
Office, Room 215 in the Gannon Building (GB). They
will take your picture and issue you a Star Card and a
parking sticker, along with information on where you
can park and the cost of parking for specific lots, where
applicable.

Faculty who wish to use their Star Card for paid
parking areas and for campus dining and vending
machines will want to add a monetary value to their
card. This can be done at any Star Card Add Value
Station located across campus. Call the Parking
and ID Services Office at (517) 483-1798 for more
specific information.They provide maps and brochures
explaining their services.

How are faculty contracts managed?

The Board of Trustees of Lansing Community
College negotiates a master agreement with the
Michigan Association of Higher Education (MAHE) for

contracted benefits. Generally, MAHE represents the
bargaining unit of full-time and part-time Instructors,
Teaching Technicians, Instructional Laboratory
Faculty, Librarians, and Counselors. Additional
details regarding membership are available at http://
www.lcc.edu/hr/labor_contracts/ (see ARTICLE I.
RECOGNITION). Membership in MAHE is required
for all full-time faculty and for part-time faculty who
teach three or more contact hours per week during the
current academic semester. During negotiations, pay
and benefit parameters are negotiated. Once hired,
the Human Resources Department determines how
the new faculty member’s education and experience
translate into a salary.

If I am ill, will my department get a substitute or
cancel my class(es)?

If you are ill, your department needs to be
informed and consulted regarding getting a substitute.
There may be a form available in the departmental
office to fill out when you are requesting a substitute.

How can | learn about full-time faculty (or other)
positions at the College?

Lansing Community College, as well as many
other community colleges, relies heavily on part-time
faculty. On average, Lansing Community College
has about 80% part-time faculty. For those adjunct
faculty who are interested in a full-time teaching (or
any other) position, refer to the LCC website that lists
PositionVacancy Notices at http://www.lcc.edu/hr/
job_openings/.

| need to use a computer and MMP (Multimedia
Projector) for some or most of my classes. How
do | gain access to these resources?

Many of LCC’s classrooms on the Main Campus,
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FAQs about LCC (continued)

West Campus, and the off campus learning centers
have this type of resource already available.

If you have an ongoing need for this type of
resource, have your department staff add this as a
“characteristic” when scheduling your class for the
semester. Be sure to check with your department
regarding lead-time for such requests. If you have
an occasional need, you can request to schedule
these classrooms for particular days, again using
your departmental staff. Also, laptop computers and
MMP’s are available for checkout from AV Services.The
laptops are available for a 24 hour checkout.

I need to schedule a classroom where all my
students have a computer available during the
class, how can | meet this need?

First, try and schedule a computer classroom with
the assistance of your departmental staff. Once again,
be sure to check with your department regarding
lead-time for the request. If computer classrooms are
not available, COWs (Computer Classroom on Wheels)
can provide a temporary computer classroom, and
are available for checkout from the AV department
(517) 483-1715. Training from the CTE, through John
Thommen (517-483-1444), is required to use this
resource.

Who are the resource people in my division and department?

Person’s Name
1. Lead Department Secretary/Support

Phone

2. Chairperson

3. Program Director/Team Leader/Lead Faculty/Coordinator

4. Divisional Instructional Leader

5. Dean
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ORACLE Collaboration Suite/Microsoft Outlook
Accessing Your ANGEL Site and TUID
Downloading Your Class List

Grade Entry






ORACLE Collah. Suite/MS Outlook

The ORACLE Collaboration Suite (OCS) provides
LCC faculty, staff and students with a unified access to
email, calendar, to-do list, fax, phone mail and network
file spaces. All of these services are available through
a web browser (Internet Explorer 7.0 or higher). The
email, calendar and to-do list are also accessible using
Microsoft Outlook through the Outlook Connector.
Outlook 2007 (the connector is not supported by Office
‘10) for home use may be purchased as part of the
Microsoft Office package from Information Technology
Services (ITS, roomTLC 330) for a cost of $10/disc.
Browsers other than Internet Explorer, and Firefox may
not work with OCS.

How to Obtain an Account

Accounts are automatically generated upon
request. See “Setting upYour TUID” on Bage6d.
Faculty and staff are afforded 150 megabytes
of network disk space for storing email and 200
megabytes for storing personal files on the OCS server.
Quotas may be expanded upon approval by the ITS
department.

Help Desk

LCC’s Help Desk provides technical assistance
to faculty, staff and students 24/7. Resolve your
technology needs by going to http://www.lcc.edu/
helpdesk and submitting a service request form online
or by email. You can also call (517) 483-5221 or toll
free 1-800-644-4522 (option 3) to speak with a Help
Desk support person.

Training

Training for Collaboration Suite and Microsoft
Office is available through Organizational Development
(OD), and scheduled through the Learning
Management System (LMS) link under the LCC
eToolBox section found in Star Port. This training is
offered on a bi-monthly basis.

“Ones mind, stretched by a new
idea, never goes back to its original
dimensions.”

—Oliver Wendell Holmes
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Using ANGEL and Your TUID

All classes taught at LCC, whether online or face-
to-face, automatically have an ANGEL course site
established before the start of each semester. Students
enrolled in the site are updated on a daily basis.
ANGEL sites are used at the discretion of the instructor.

Before one can access their ANGEL site, they
must establish their Technology User Identification
(TUID). All LCC students and employees will use their
TUID to access other LCC systems, such as the campus
network, and LCC Student email accounts. As of Fall
2001, all students and employees have been assigned
an eight character (maximum) Technology User ID
when registering for classes. This ID is permanent.

Claiming Your Star Port Account

1. Go to the LCC home page (http://www.lcc.
edu)

2. Click on the Sign in link at the top of the page.

The Star Port Login page will appear.

3. (Click on the Claim my account link.There is
a 4 minute video and a printable document
(PDF instructions) that outlines the claiming
procedure. Review one or both documents.

4. Click on the “Claim my account now” button
and follow the instructions.

Be sure to use a secure password, because anyone
with access to your password has access to a large
amount of your personal information.

Accessing Star Port and Banner
1. Access the LCC webpage (www.lcc.edu)

2. Click on the Star Port Login
3. Type your TUID and password into the boxes

provided and click the “Login” button

From this point, you have access to your personal
employee information, ANGEL, Banner, OracleSS,
Collaboration Suite, LMS, LCC Travel Center, and
various forms.

To access ANGEL, select “Access Angel” from the
Star Port Login page on the left side of the screen, or
ANGEL can be accessed at http://angel.lcc.edu.

To access Banner, click on the Banner icon in the
top right corner of the Star Port screen. You will need
to access Banner when obtaining current class lists and
entering final grades.

For assistance, call the LCC Help Desk at
1-800-644-4522 from off campus, or 5221 when on
campus. You may also email the Help Desk at
LCC1@lcc.edu.

Faculty Uses of Their ANGEL Course Site

ANGEL provides faculty with a classroom presence
on the internet that is powerful and yet easy to
maintain. ANGEL allows faculty make a wide range of
materials, exercises and communication opportunities
available to their students beyond the traditional
classroom.

For a faculty member unfamiliar with the use of
Course Management Systems (CMS) some of the initial
uses of ANGEL tend to be:

e (Gradebook creation, maintenance and
electronic posting of student grades.

e Posting of course documents (i.e., particularly
a class schedule and syllabus).

e Posting of handouts.

e Communication with the class using course
mail or announcements.
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Using ANGEL and Your TUID (continued)

More advanced instructor/users employ ANGEL to:

e Promote online class discussion via a
discussion forum.

e Distribute, collect and grade assignments
using a drop box.

e Perform online testing where the computer
grades most or the entire test.

e Answer student questions remotely using Chat
or online office hours.

e Assessments, discussion forums, and drop
boxes can automatically populate the
Gradebook entries without additional work on
the instructors part.

In regards to curriculum development, ANGEL provides
the following tools:

® Rubric manager/mapper/grader.
e (lass calendar and task manager.
® Report generation.

e (Course automation manager.

e Learning Object Repository.

e  Master classes.

CTE ANGEL Training

The CTE offers face-to-face ANGEL training on
numerous topics (Schedules available on the CTE
website at http://www.lcc.edu/cte/workshops).The CTE
offers the required face-to-face or prerequisite training
(Intro to ANGEL) for faculty who wish to enroll in the
online “LCC/CTE Teaching Online Certification” training.
Many faculty also find the other face-to-face, hands-on
ANGEL sessions helpful while enrolled inTOC.

Please note: A common complaint of LCC students
is faculty’s inability or difficulty using their ANGEL

course site, particularly the Gradebook.To that end,
faculty are strongly encouraged to take advantage of
all ANGEL training offered through the CTE. Using the
ANGEL Gradebook is also a good way to post, save,
and transmit grade records in accordance with LCC
policies.

eLearning

For information on LCC policies and practices
using ANGEL, see eLearning’s Faculty Resources for
Online Teaching at http://www.lcc.edu/elearning/
faculty/. “How-to” documents are also available on the
eLearning website under ANGEL Resources and within
the Faculty Community Group site found in the Groups
module of your ANGEL homepage.

The ANGEL Website

Instructors are also encouraged to make use of the
ANGEL documentation available at the Help link on
their ANGEL home page (Click on the “question mark”
icon.) Additional ANGEL tutorials are available at the
CTE inTLC 324.“How-to” documents are also available
on the eLearning website at http://lcc.edu/elearning/
faculty/angelresources.aspx

LCC/CTE Teaching Online Certification

LCC offers an online ten week seminar through
the CTE that certifies the faculty member as an “Online
Instructor.” For more information, contact the CTE at
(517) 483-1680, or see the CTE’s website at http://
lcc.edu/cte/toc.
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Grade Entry

Access Information and Assistance
The ability to enter or change grades should be
available on any computer that has web access:

e The computer should have a minimum of
Internet Explorer 7.0 available

* A high-speed connection is not a necessity
(Dialup connections work).

Some possible work areas include:

e (Center forTeaching Excellence (TLC 324)
computers. The CTE extends its open hours
during the last week of the semester and the
staff are trained to assist with entering grades.

e | CC office computers or department
computers (where appropriate)

e TLC computer lab (TLC 100)
e TLC library computers

e Laptop computers can connect wirelessly
anywhere on campus

Submitting Final Grades

Final grades are submitted electronically by LCC
faculty each semester by the posted deadlines. It is
essential that all faculty learn the procedures for online
grade entry.

Deadlines and General Information

Final course grades are due and must be
submitted by 8:00 a.m. on the second business day
after the last day of classes. Once the deadline has
passed, faculty will not be able to enter any more
grades via the online systems. Any further grading
will need to be done through the lead support staff
in the faculty member’s respective department using
a manual system. In addition, anyone who is in the

middle of assigning grades when the deadline is
reached should expect that their work will not be saved
to the server, and manual grade entry will be the only
alternative.

Missing Grades

If a faculty member does not submit a grade by
the grade entry deadline, a grade of NR (not reported)
is recorded in the student’s record.

Incompletes

LCC policy requires that all incomplete grades be
resolved to a number grade. To implement this policy,
whenever a faculty member enters an incomplete
grade, they must also indicate an expiration date
and a default grade. The expiration date is that date
where the incomplete is switched by the grade system
to a number grade. The default grade is the grade
the student will receive if no further work is done to
resolve the incomplete.

Presently, a link to an electronic Incomplete grade
is found at the top of each Final Grades form in
Banner. Clicking the link will require you to login to a
new browser page and submit the following
information regarding the class, student and their
incomplete.This web page will request the
following information:

e Department

e Student Name

e Student Id

e Semester the course was taken
e Course Code

e CRN

e [nstructor Name




Grade Entry (continued)

e Coursework completion deadline

e Default grade if incomplete is not resolved
e Reason for incomplete

e Work to be completed

e (rade standards and weight info (if
applicable)

Changing Grades

Grades may be changed at any time until the
posting deadline. Once grades are posted (by ITS at
8:00 a.m. on the firstTuesday after classed end) to the
grading system, the faculty member cannot affect any
changes using online systems. All grade changes must
be made by filling out a paper “Change of Grade” form,
available through their respective department office.

Grade Entry Assistance and Training
The Help Desk offers phone assistance 24/7, and
their number is (517) 483-5221.

Additionally, the CTE offers face-to-face grade
entry support inTLC 324. You may also call us at
(517) 483-1680 for phone support.

Note: If this is your first time entering grades, you
may wish to do so in the CTE (TLC 324), in case you
have questions or problems. Our staff has been trained
to assist in grade entry and understands the nuances of
the system.

“As gold which he cannot spend will
make no man rich, so knowledge
which he cannot apply will make no
man wise.”

—Samuel Johnson
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What Students Say

The CTE’s 12-week seminar, “Transforming
Learning ThroughTeaching,” devotes one session to
talk with students about what helps and what hinders
their learning. Some of their responses, along with the
questions asked, follow.

How early in the semester do you form an
opinion regarding the effectiveness of an
instructor?

Some students indicate that their opinions change
depending on if there has been a quiz or a test on
which questions were misleading, or if the material
on the test isn’t emphasized in class; other students
indicate evaluation of an instructor is an ongoing
process.

What makes a class interesting to you?

Many students refer to the influence of the
instructor. They want an instructor who cares—someone
who smiles and has an appropriate sense of humor,
someone who makes the subject relevant, someone
who is enthusiastic and confident. Other students talk
about the teaching techniques that a faculty member
employs such as small group learning.

How many hours per week do you study?

The comments about students’ study time ranges
from 5 to 20 hours per week. Others commented that
it depends on the class, or it depends on tests or if it’s
finals week, and/or other responsibilities such as full-
time jobs and family obligations.

How can a professor motivate you?

Some students state that a professor can’t
motivate them, while others say it depends on the
subject. Students indicate that it is motivating for
faculty to share their professional experience, to

use real life examples, to present the subject in

an interesting way, etc. A few students share de-
motivating situations, such as when partial credit is not
given and/or when an instructor is not accommodating
for late assignments when there are legitimate reasons,
or when too much emphasis is placed on exams versus
other forms of assessment.

If you were the teacher, what would you do
differently to help your students learn?

Responses included asking students how they learn
best, use short quizzes or in-class writing activities at
the onset of class to keep students from arriving late
and to hold them accountable for the reading prior
to class, offer opportunities for “challenging” extra
credit, send a personal email within the first month
commenting on something unique about the student
as a learner, and ask students to prepare a reading-
based question prior to class.

What do instructors do that drive you crazy?

e “Lecture continuously. My attention begins to
decrease after a while.”

e “Overload themselves, so they are short with
students.”

e Come to class late and/or unprepared (i.e.,
no syllabus on the first day, lacking returned
papers, no class schedule, etc.). “If the
instructor expects students to be prepared,
then s/he should arrive on time and be
prepared as well.”

¢ Not returning tests in a timely manner.
¢ Trying to talk over sideline conversations.

*  “When an instructor makes negative
comments such as, ‘Are you stupid or

(Continued on next page)

wn
®
(@)
=3
=)
>
<

uied] Ay moH 1noqy Aeg siuapnis D7 1eUM



74

What Students Say (continued)

something?’ especially when they have told us
there are no stupid questions.”

e Reading straight out of the book.
e (Getting off track for more than five minutes.

e Allowing other students to get the class “off
track” and on tangents.

e When two teachers co-teach and don’t
communicate.

e “Teachers who give you no break or only give
a three minute break in a two hour class and
chastise you if you take longer.” (Please note:
for every 50 minutes of instruction, students
should be given a 10 minute break.)

If you are taking a class that you really need for
transferring and applying to a degree, would you
rather have an easy instructor or an instructor
who makes it challenging?

Student opinions tend to be along the lines of
wanting to be challenged, as long as the outcomes
are clear and the material is presented in a way that
makes it possible to achieve the outcomes.

Why are you going to school?

Students have a variety of reasons for continuing
their education: to transfer to a senior institution, to be
able to teach kids and see them excited to learn, to get
a better job, to become more fluent in English, etc.

What can | do as a teacher to help raise your
confidence level in a course?

Many students speak to the importance of
faculty members caring about how they’re doing: “If
instructors care, I’'m not afraid to make mistakes.”

What is your opinion of small group learning?
Some students state that the benefit of
collaborative learning is dependent on content and
whether there are specific goals involved. Some
mention the fact that it is easier for them to ask
questions of their peers, and that it is very beneficial
in specific courses like speech or writing. Others
mentioned that they don’t like trying to get other
group members to participate. Students find the
following helpful when working in small groups:

® Providing clear instructions, so everyone
understands what is expected of the group.

e Setting time limits to help the group stay
focused.

e Assigning different parts of a topic to different
group members, so that they are held equally
accountable and can’t get the information
from someone else.

e Using an ice breaker to help students feel
more comfortable working together.

¢ Avoiding out-of-class group projects.

What type of exam questions, e.g., multiple
choice, essay, short answer, etc., do you prefer
and why?

Although a few students state their preference
depends on the subject, others comment on specific
types of questions, namely:

e Essay questions prove what you know; grading

seems more subjective, etc.

e Multiple choice questions can trick you; are
like the real world since you have a choice;
allow you to memorize material.

e Short answer questions are good because you




What Students Say (continued)

have to tell what you know versus just being
able to recognize the right answer.

e True/False questions aren’t good.

What do faculty have to do to earn their students’
respect?

Students’ replies range from respect me, follow
the Golden Rule, respect yourself, address me by my
name, show that you care, be on time, and always be
prepared.

From your perspective, what is the best way to
handle a disruptive student?

Students’ comments range from: “We pay to be in
the class, so we shouldn’t have to deal with disruptive
behavior” to “Take the student aside in a polite way
and address it right away.” (As the instructor, it is
your responsibility to create and maintain a climate
conducive to learning. For more suggestions on
classroom management issues, see m.)

What are your expectations of yourself as a
student?

Students’ comments regarding self-expectations
are to do their best, get a job, forge ahead (with
learning) — especially when their expectations and the
instructor’s are clear and agreed upon.

What do you most want to get out of college?

Some students comment on wanting very tangible
things, such as a degree. Many are seeking more
intangible outcomes like being able to apply what they
learn to life.

Do you prefer more assignments or more quizzes
in class?

Some students prefer quizzes because they feel
they have to prepare more rigorously, and therefore
retain the material longer. Assignments and/or projects
are preferred by students who enjoy being able to
share and demonstrate what they have learned.

What teaching style and/or delivery method do
you prefer?

Students want faculty who talk to them as human
beings at their level; don’t lecture constantly, use small
group or discussion methodologies, and use a variety
of techniques to meet the needs of all learners.

How do you feel about instructors’ use of online
materials (i.e. handouts posted on course site,
links to other sites, etc.)?

The majority report that they like having materials
available online because it’s an opportunity to double
check and get dlarification as needed. Many find online
practice quizzes and handouts helpful.

Please note: A common complaint of LCC students
is faculty’s inability or difficulty using their ANGEL
course site, particularly the Gradebook.

What are the characteristics of an ideal
instructor?

Students consider the ideal instructor to be a
person who is compassionate, respects who you are
and your prior knowledge regarding the subject, is an
interesting speaker, makes class interesting, involves
the students, “doesn’t use shields,” is not too smart to
teach, is committed and dedicated to helping students
learn, regardless of the students’ skill levels, can be a
part of the students’ world by getting to know them,
puts themselves in their students’ shoes and respects
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What Students Say (continued)

each student as an individual, is approachable, is in
control when disruptions occur, has high standards, and
provides timely feedback on homework. “An easy 4.0
doesn’t make an effective teacher.”

When are classes scary?

Students get nervous when they don’t know what
to expect, don’t come to class, don’t enjoy the class,
don’t understand the name of the class, and when the
course has a reputation for being really difficult, boring,
etc.

What was your worst learning experience?

Students cite various difficult situations, ranging
from a “distant” instructor to instructors who don’t
acknowledge students’ experiences.

What was your best learning experience?
Students cite various helpful experiences
such as:

e Providing study guides/worksheets that
students are accountable for completing prior
to class.

e  When the Socratic method is used with the
instructor acting as a guide.

e Asking questions of students — particularly of
their experiences related to the subject matter.

¢ (Gaining hands-on experience.

e Encouraging students to think in-depth and to
be self-thinkers.

e The teacher shows he/she is human.

How do you feel about the use of technology in
the classroom?

Most students report that they like it, but not when
it doesn’t work and/or the instructor is unfamiliar with
the technology. Some students report an over use of
PowerPoint and tend to prefer it being used along with
a variety of teaching methods.

How would you like your instructors to handle
students that are chronically late to class?

“Don’t ignore it. Speak promptly and privately
to the student regarding this issue.”

e “Don’t stop what you are doing or start over.”

e “| had an instructor who locked the door the
first 45 minutes, so when a student was late, it
was more obvious.”

e “Administer a short in-class writing
assignment at the onset of class that can not
be made up.”

“Theories and goals of education
don’t matter a whit if you don’t
consider your students to be human
beings.”

—Lou Ann Walker
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Getting Started & Prep. for 1%t Day
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Preparing Your Section Syllabus

For information about the College’s electronic
syllabus system, refer to bage 53. You should be
provided with a copy of the Official College Syllabus for
any course that you are assigned to teach. Students
and others can access any Official College Syllabus
on the Web. In addition, instructors are expected to
provide their students with supplemental information
specific to their individual section of the course on the
first day of class. Departments usually provide new
faculty with models of a Section Syllabus appropriate
to their area.

Following is a description of the type of
information included in the Official Course Syllabus at
LCC, as well as the type of information that a section
instructor may wish to add.

Official Course Syllabus
(across all sections)

e (Course title, number of credits, lecture/lab/
other contact hours

e Prerequisites for the course

e Course description (matches the description in
the LCC Catalog)

e Student learning outcomes

e Methods of evaluating students (if across all
sections)

e (rading scale

e Course practices/policies statement

e Statement regarding accommodations
e Transfer potential statement

e Student academic integrity statement

Section Syllabus
(Includes information provided by the department and/
or instructor)
e |Instructor contact information, e.g., phone
number, email, office location, office hours

e [nstructional materials, e.g., books and/or
other materials for the course

A} nd>e4 o} sdi] buiyoea|

e Additional student learning outcomes (if
desired)

e Methods of instruction, e.g., group projects,
computer use, field trips, etc.

e Methods of evaluating students and the
relative weight of each

e Additional course practices/policies per
department and/or instructor

e Detailed course outline/schedule

e Additional information on cheating per
department and/or instructor

e Any additional course information per
department and/or instructor

For more information, see the TeachingTip,
“Developing a Good Syllabus,” on the CTE’s website
at http://www.lcc.edu/cte/resources/teachingtips/
developing_syllabus.aspx.

Preparing for the First Day of Class

Even for the veteran teacher, the first day of class
often evokes both excitement and anxiety. Because
first impressions are so powerful and long-lasting, it
is particularly important to be well prepared so that
impressions about you and the course are positive,
and anxious feelings (of both students and instructors)
are minimized. On the whole, students and faculty

(Continued on next page)
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Getting Started & Preparing for the 1% Day (continued)

are looking for the same things on that critical, first
day — appropriate information about the scope and
requirements of the course, as well as a comfortable

introduction to the instructor, one’s classmates, and the

course content. The question is: “What is the best way
to achieve those goals?”

There are many useful techniques, such as
icebreakers, that will ease the introduction to the
course and one’s classmates. Besides icebreakers,
there are creative ways to review your syllabus and
to begin coverage of course material. Below are
some suggestions for establishing a positive learning
environment on that crucial first day. You could also
review the CTE self-paced online workshop, “Getting
Your Class Off to a Great Start” at http://www.lcc.
edu/cte/resources/self_paced/great_start/. For more
icebreakers, strategies for learning students’ names,
etc., see ourTeachingTips at http://www.lcc.edu/cte/
resources/teachingtips/.

Creating a Positive Learning Environment

As already mentioned, at the first class session it
is important to reduce anxiety, to create enthusiasm
for the class, and to convey positive expectations.
Selecting several of the actions below will help you
create such an atmosphere.

e Wear clothing that makes you feel good and
conveys a professional demeanor.

e Arrive early to ensure the room is arranged
as you wish. To best facilitate interaction,
a “U” shape or tables pushed together to
accommodate small groups of students is
suggested.

e  Write your name and the course name on the
board.

e Tell students how you wish to be addressed,

e.g., by your first name, Dr., Mr./Mrs./Ms., etc.
Personally greet students as they arrive.

To learn more about your students, ask them
to complete an index card with information,
such as their name, a phone number where
they can be reached, email address, past
educational experience, number of hours per
week they work, why they enrolled in the
course, etc. Refer to the index cards often to
learn their names and to allow you to connect
their previous knowledge and/or experience to
what is being learned.

Provide markers and tented 5x8 cards and
have students write their name on both
sides. Ask students to bring the tented cards
to class until you and the class have learned
everyone’s names. Or, hand them out to the
students at the beginning of each class to
assist you in learning their names.

Share appropriate background information
about yourself, e.g., your educational
background, professional experience, why
you’re teaching the class, and the like. If this is
your first time teaching, avoid telling students
this, instead focus on your passion and
enthusiasm for the subject.

Review the syllabus and the course
expectations.

For every 50 minutes of instruction, students
should get a ten minute break. Inform
students where food and drink are available,
and where the rest rooms are located. Breaks
are important to enhance and “reset” students’
attention and to provide opportunities for
students to interact with each other in an
informal manner.
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Getting Started & Preparing for the 1% Day (continued)

First Day Icebreakers

To help establish a positive environment and
provide students with an opportunity to get to know
one another, use an icebreaker activity during the first
class session. Consider the following:

e Have students get into small groups and
generate a list of five to eight questions they
have about the class. While students are still
in their small groups, distribute the syllabus.
Ask the students to review it together to seek
answers to their questions. When the class
reconvenes as a whole group, answer any
questions that remain unanswered.

e Develop a“survey” or a “bingo-like” card
that has a number of different items on it
(e.g., moved in the past year, speaks another
language, has two or more children, etc.).
Have students move around the room and
check with other students until they have a
different name after every item or in every
box.

e Select a key word from the course title and
have students do an “association exercise” by
reporting what first comes to mind (perhaps in
groups of two or three). Use their responses
to provide an overview of the course and to
address any concerns, trepidations, etc.

e For more icebreakers see our Teaching
Tips at http://www.lcc.edu/cte/resources/
teachingtips/.

More Suggestions for the First Day

In addition to setting the tone for the semester
and getting students to interact with one another,
there are various “housekeeping” tasks that need to be
completed during the first class period. You’ll want to

address the following on your first day:

1. Take attendance or have students sign in. This
reinforces the importance of their being there.

2. Review applicable prerequisites for the course.

3. Review the syllabus with the class, or have
students get into groups and identify questions
or concerns regarding the syllabus. (See
icebreaker above.)

4. Review the grading system and your policies
regarding assignments, test taking, making up
work and tests, etc.

5. Provide and review the class schedule and
give an overview of the course.

6. To significantly minimize disruptive behavior,
have the students generate a list of ground
rules for the class.They are likely to generate
the same list you would, but they will have
more ownership for the rules because they
developed them. With the students, review
and revise the list on a reqular basis. For more
information on establishing ground rules, see
our TeachingTips at http://www.lcc.edu/cte/
resources/teachingtips/.

7. Describe how you'll spend class time (e.g.,
lecture, small group work, field trips, etc.).

8. Give your students ideas on how to study and
prepare for your class.

9. Conclude the first class session by asking
students to anonymously write their
impressions about the course, as well as any
questions and/or concerns they have regarding
the course. Be sure to begin the next class
session with a summary of these impressions
and concerns, as well as potential solutions.
You might also ask them to bring to your
attention any special needs they may have,
which they wouldn’t be comfortable sharing
with the entire class (i.e., Diabetes, Hearing
Impairment, Learning Disabilities, etc.)
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Managing the Classroom Environment

Managing Disruptive Classroom Behavior

Faculty are usually called upon to make decisions
beyond what to teach and how best students will learn
it. They must also decide how to manage incivility in
the classroom. New and experienced teachers often
ask questions about how to handle student disruptions
and maintain control in the classroom.

Suggestions for Minimizing Disruptive Behavior
Classroom management goes beyond maintaining
control over the classroom. It means establishing
an environment where all students can learn and
participate freely. Prevention is often the key to
avoiding difficult classroom situations, and most
problems can be avoided by establishing clear
expectations on the first day of class and following
these throughout the semester. The following are
general suggestions for creating a positive learning
environment:

1. Be extra firm on all matters the first day
and week to set the “tone” (i.e., “mean ‘til
Halloween”).You can always be more flexible
later, but it’s very difficult to do the reverse.

2. Many problems can be avoided by being
clear (in writing) regarding your expectations
and policies on the first day of class and by
employing participation or “ground rules.”
Better yet, have the students develop the
“ground rules” on the first or second day of
class so that they feel ownership for them. See
theTeaching Tip, “Establishing Ground Rules on
the First (or Second) Day of Class” at http://
www.lcc.edu/cte/resources/teachingtips/tip13.
aspx.

3. Prior to developing ground rules, ask students
how many of them have attended a class
where one or more students’ behaviors
ruined the class. List the types of behaviors

10.

11.

12.

they found disruptive on a flip chart or the
board and have them refer to this list as they
develop a list of ground rules. (Pike and Arch
51)

Start and end class on time to prevent chronic
tardiness and “packing up” behavior.

Keep in mind that those classmates who are
uncivil, without consequences, become role
models for other students.

Deal with disruptive students individually,
outside of class, not during class where your
credibility may be questioned.

Don’t ignore the disruptive behavior. Act early
and quickly otherwise you can “lose control”
(not that you want all of it, but you want
some.)

If you are new to teaching, keep in mind
classroom management is an acquired skill.

Avoid becoming defensive and/or overly
emotional.

Remember that no two classes are alike.
Each class has a collective behavior or class
personality.

The instructor is obligated to call a stop to
student behaviors that interfere with learning
or endanger themselves or others.

Refer students with psychological, emotional,
academic or financial trouble to the
appropriate counselors.You can be empathetic,
but becoming a student’s counselor is
inappropriate.

. Know all of your students’ names. Students

are more likely to cause problems if they feel
anonymous in the class. See the Teaching Tip,
“What’s in a Name? Strategies for Remebering
Student’s Names” at http://www.lcc.edu/cte/
resources/teachingtips/whats_in_a_name.
aspX.
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Managing the Classroom Environment (continued)

14. Plan a 10-minute break for every 50 minutes
of class. Not only does it “reset” their attention,
it also provides an opportunity to move
around and release energy, talk to each other,
and, if necessary, speak to a disruptive student
privately.

15. Keep regular office hours and/or invite
students to email you with questions and
concerns. This can prevent many problems.

16. Seek feedback from students.There are a
variety of methods. One suggestion is to
schedule a Small Group Instructional Feedback
Session (SGIF) mid-semester through the
CTE. For more information on SGIFs go to our
website at http://www.lcc.edu/cte/services_
support/sqif/.

For more information and specific ideas on how
to deal with sideline conversations, monopolizing,
distracting, and withdrawing behaviors, see the
TeachingTip on the CTE website at http://www.lcc.
edu/cte/resources/teachingtips/monopolizing.aspx and
the CTE’s brochure “Dealing with Classroom Incivilities’
at http://www.lcc.edu/cte/pdf/classroom_incivil. pdf.

4
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“Good teaching cannot be reduced
to technique: good teaching comes
from the identity and integrity of the
teacher.”
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Engaging Your Students in Learning

For more than a decade, the literature about
teaching and learning has revealed that students “learn
more and learn better when they explore a topic rather
than when they watch and listen to a teacher” (Huba
and Freed 153). Mel Silberman cites studies that report
“... students in lecture-based college classrooms are
not attentive about 40 percent of the time. Moreover,
while students retain 70 percent in the first ten
minutes of a lecture, they will retain only 20 percent of
the last ten minutes” (2).

There has also been a significant amount
of research enumerating which instructional
methodologies promote deep learning and retention
over time. A recent review of the literature again
reveals that “when... teaching has been examined,
lecturing — the most common type of instruction
— turns out to yield only modest learning.That is,
students retain less than 20 percent of what they were
taught one week after the lecture” (Guskin 5). Below
is a chart that lists a variety of common instructional
methodologies and the average retention of course

“Ieaching is primarily a matter
of love. The rest is, at best,
ornamentation.”

content after 24 hours. ~William Ayers
Instructional Method and Average Retention Rate

Lecture 5%

Reading 10%
Audio-Visual 20%
Demonstration 30%
Discussion Groups 50%

Practice by Doing 75%

Teach others and/or use of new learning immediately 90%

While a lecture is often not the best way to engage students in learning, using the following tips will better
ensure that lectures are engaging, and that the drawbacks of lecturing are minimized.




Engaging Your Students in Learning (continued)
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Tips on Lecturing

1. Identify the topics/concepts, etc., you most
want your students to remember and “chunk”
them into three to four key points per 50
minute class session.

2. Organize your points in one of the following
ways:

in chronological order.

in ascending or descending order.

by presenting a problem and then possible
solutions.

by moving from the simple to complex, or
from the familiar to unfamiliar.

3. Select and/or ask for relevant examples to
help with understanding and remembering
information.

4. ldentify appropriate teaching materials to
support your explanations.

5. Plan ways to verify students’ comprehension
by using Classroom Assessment Techniques,
such as the One-Minute Paper.

6. Provide a skeletal outline, map, or tree
diagram of the lecture. Have students fill it in
during the lecture.

Additional Thoughts on Lecturing

In summary, it is important to be mindful of
the possible drawbacks of lecturing — particularly
when it is used to the exclusion of other instructional
methodologies. Lectures can be useful tools for
conveying factual, background-type information.
However, when your goal is to examine values and
attitudes, to enable students to transfer knowledge
to other situations, to develop problem-solving skills,
etc., use techniques that actively engage learners. One

writer puts the situation to educators this way: “The
real problem and challenge is to [create a learning
environment] by restructuring the role of the faculty
to maximize essential faculty-student interaction by
integrating new technologies fully into the student
learning process, by making use of peer interaction and
collaborative learning strategies, and by substantially
increasing the amount of time and effort students
spend learning” (Guskin 6). For more tips on lecturing,
see our self-paced online workshop “Lecturing
Techniques” at http://www.lcc.edu/cte/resources/
self_paced/lecturing_techniques/.
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Active Learning Techniques
Actively engaging students in learning has
appropriately been defined as active learning, which
refers to situations that “involve students in doing
things and (as importantly) thinking about the things
they are doing” (Bonwell and Eison 2). Active learning
environments are characterized by students:
® doing, e.qg., being actively engaged through
such modes as discussing, writing, conducting
an experiment, etc.

e developing their skills rather than the teacher
transmitting information.

e utilizing the higher order thinking skills of
analysis, synthesis, and evaluation.

e examining and exploring their own attitudes,
values, how they learn, etc.

Active learning is a name for several different
techniques in which the above characteristics are
present and the students are doing most of the work.
Following, are numerous ways to involve and engage
your students in this way.
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Engaging Your Students in Learning (continued)

Cooperative Learning

Many of the experiential learning strategies
referenced above could be carried out in a cooperative
learning environment. This is a type of learning
situation which “places students within small groups
to pursue outcomes that are mutually beneficial”
(Lyons et al. 112). As compared to competitive and
individual approaches to learning, cooperative learning
has repeatedly been proven to have at least five
advantages. Cooperative learning:

® encourages positive interdependence by
fostering a sense of personal responsibility for
the success of teammates.

e establishes accountability for one’s own
learning, as well as that of one’s teammates.

e Duilds the necessary interpersonal skills for
today’s workplace and for life in general.

e develops solutions that incorporate more
perspectives, thus greater acceptance by more
people.

e enables the faculty member to better manage
the learning environment (Lyons et al. 112-
113).

For information on utilizing small groups, see the
CTE’sTeaching Tip, “Getting Small Group Learning Off
to a Good Start” and “When Small Group Learning
Goes OffTrack” at http://www.lcc.edu/cte/resources/
teachingtips/.

“It is better to know some of the
questions than all of the answers.”

—James Thurber

Experiential Learning Strategies

Experiential learning strategies are those that
enable students to “discover” information from their
own efforts. It “occurs when a person engages in some
activity, looks back at the activity critically, abstracts
some useful insight from the analysis, and puts the
result to work” (Pfeiffer 3).The critical role faculty
have in this process is the post-activity debriefing, the
purpose of which is to “engender personal reflection
and an expansion of natural knowledge” in your
students (Lyons et al. 116). Experiential learning
strategies may be accomplished through numerous
formats. Several of the strategies that follow would
actively involve learners and promote an experiential
learning environment.



http://www.lcc.edu/cte/resources/teachingtips/
http://www.lcc.edu/cte/resources/teachingtips/

Engaging Your Students in Learning (continued)

Facilitated Class Discussions
Research has shown small and large group
discussions to be effective in many learning situations,
such as those developing problem-solving skills,
examining beliefs and attitudes, retaining information,
etc. (Nilson 87; Lyons et al. 109). In order to produce
these desired effects, discussions require thoughtful
planning and monitoring by the instructor. You might
prepare a set of discussion questions, assign particular
roles within small groups, keep students on track by
providing time parameters for discussion, inform the
class that small group discussions will be followed by
whole group debriefing, etc.
Additional recommendations and/or strategies for
effective discussions are to:
1. Ask a question and give students a few
minutes to write out their answers, have them
share their answer with another student,

and then ask for volunteers to share their
responses.

2. Arrange the seating in a semicircle if you’re
engaging in a whole group discussion, or push
tables together if engaging in small group
discussions.

3. Discourage students who tend to monopolize
the discussion by:

e assigning roles/tasks when in small
groups.

e asking other students if they agree or
disagree.

¢ acknowledging time constraints.

e posing a question and then asking how
many students have a response to it before
calling on someone.

4. Provide opportunities for students to talk/
share early in the semester so that they feel
more comfortable during discussions.

5. Get large group discussions back on track by
using statements such as, “We seem to have

lost sight of our original point.”

Evaluate the discussion by asking students to give
their impressions of the day’s class in writing.

“Interactive Lectures”

“Interactive” lectures are those that intentionally
incorporate breaks (or “change-ups”) every 15 to 20
minutes during which students are actively interacting
with the material and each other (Nilson 80). Ideas
that work well include:

e Pair and Compare: Students are asked to
work with a classmate to review and compare
notes. This enables students to fill in any gaps
and process the information.

e Periodic Recall: At various intervals in the
lecture and without their notes, have students
write down the major points covered up to
that point. You could also ask them to jot
down questions that they have, to “pair and
compare” their recollections with another
student, etc.

e (ase Study or Problem/Issue: Distribute a
case study or problem that is related to the
lecture you just gave. Have students discuss/
solve it in pairs or groups. Then incorporate
a whole-group feedback discussion about
the case discussion or solution for the various
situations.

For more “Change-ups,” see the CTE’sTeaching Tip
at http://www.lcc.edu/cte/resources/teachingtips/tip2.
aspx.
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Engaging Your Students in Learning (continued)

Simulations

Role Playing A simulation may be defined as an “interactive

Role playing is a learning strategy in which learning package designed to re-create or mirror a
students are presented with either a hypothetical or larger, more complex situation...” (Pfeiffer 12). Similar
real situation, along with a cast of characters for which : to a role play, these activities allow students to engage
students improvise a script. To appropriately enact a in activities that approximate realistic situations.
role play, instructors must: Today, there are many simulations available through

1. Provide explicit background information and computer-aided instruction (CAl) and/or through multi-

the context of the situation. media CD-ROM discs.

N

Explain the parameters of the role play.
Problem-Based Learning

Seemingly a cross between a role play and a
simulation, problem-based learning strategies are
those designed around real-life problems which can be
open-ended or ambiguous (Fogarty 2). These problems
are typically assigned to teams of students and should
be very much like the types of situations that they'd
encounter in their careers. Problem-based learning
is another strategy where the instructor facilitates the
process as it develops through coaching, counseling,
and directing the students as needed.

3. Provide sufficient time for students to orient
themselves to their role.

4. Ensure that “observers” of the role play have
appropriate criteria from which to evaluate the
interactions.

5. Facilitate a discussion about key learning
outcomes (Lyons et al 115).

Service Learning

“Service Learning is a method by which students
acquire knowledge while working in volunteer,
community service” (Nilson 108). It is a form of
field study and, as such, enables students to deepen
their learning through actual involvement. If you are
interested in adding a service learning component
to your course, you may wish to contact Elaine

“_EdUCaﬁon is the abil’:ty to Pogoncheff at (517) 267-5993 for suggestions and
listen to almost anything the materials to get started.

without losing your temper.”

—Robert Frost




Engaging Your Students in Learning (continued)
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Student Presentations/Debates/Panels

The commonality in these types of experiential
learning strategies is that the instructor either assigns
or allows students to select a topic, position, etc., to
research. Students then work together to share what
they’ve discovered via a presentation, weighing the
pros and cons, or through a discussion made by several
students who represent various facets of a situation.

To enable presenters and their classmates to derive
the maximum benefit of any of these presentation
models, faculty need to provide students with:

1. The goals and objectives of the assignment.

2. Adetailed rubric that will be used to evaluate
the presentation/debate/panel discussion. A
rubric is a set of “scoring rules.” “It explains to
students the criteria against which their work
will be judged” (Huba and Freed 155).
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“The ultimate measure of a man is
not where he stands in moments of
comfort and convenience, but where
he stands at times of challenge and
controversy.”

—Martin Luther King, Jr
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Evaluation and Assessment

Over the last decade, colleges have been under
intensive scrutiny to prove that students have
achieved the learning outcomes identified for their
courses and programs of study. Aside from the public
demand, teachers have always been vitally interested
in determining whether they are effective in their
teaching. Until a few years ago, many educators
considered tests and grades as verification for how well
students learned what teachers taught. And while tests
and grades are still common methods of evaluating
students’ learning, higher education has moved into
the “age of assessment.”

The comparison below distinguishes the two concepts:

Evaluation

Many educators use the words evaluate and
assessment interchangeably, but the two terms have
different definitions and purposes as noted in the
comparison. Evaluation refers to “judging the value
of evidence based on definite criteria” (Palomba and
Banta 28) and typically results in a grade. Assessment,
as defined by Higher Learning Commission of the
North Central Association of Colleges and Schools,
refers to the “systematic collection, examination and
interpretation of qualitative and quantitative data
about student learning, and the use of that information
both to document and improve student learning.”

Assessment

1. s focused on the individual student.

2. Is done, primarily, to assign grades (although some
instructors may use results to make changes in the
curriculum).

3. Results in a grade that is often used outside the
college for selection purposes, e.g., whom to hire,
whom to admit to a course study, etc.

Using Classroom Assessment to Improve
Learning

If you are a new faculty member, a faculty
member teaching a new subject, or a veteran faculty
member teaching a topic that has historically been
difficult for students, you may want to consider using
an assessment tool to see how you’re/they’re doing —
before test day! One such method is called classroom
assessment, “an approach designed to help teachers
find out what students are learning in the classroom
and how well they are learning it” (Angelo, Thomas
and Patricia K. Cross 4). In their book, Classroom
Assessment Technigues, Cross and Angelo have brought

1. Isfocused on an aggregate of students.
2. Is done, primarily, to improve student learning.

3. Results are primarily for the institution’s internal
use to improve student learning and student
academic achievement.

together 50 different techniques, which vary in the
amount of time and effort required of the faculty
member to implement them. Over the years, some
have become very popular with faculty because they
require little time to use and are easy to analyze, as
well as effective in showing how well students are
learning. Descriptions of a few of these techniques
follow. Copies of this book can be checked out in both
the CTE library and the LCC library if you would like
to learn more about classroom assessment techniques.
Also, see the self-paced online workshop, “Early
Semester Student Feedback” at http://www.lcc.edu/
cte/resources/self_paced/early_student_feedback/, for



http://www.lcc.edu/cte/resources/self_paced/early_student_feedback/
http://www.lcc.edu/cte/resources/self_paced/early_student_feedback/

Evaluation and Assessment (continued)
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more assessment methods.
Note: Whatever assessment technique is
used, it is critical that the instructor “close
the loop” by following up with the students
during the next class session. If part of this
“loop” is missing, students will not respond
thoughtfully to other assessment techniques.

The Minute Paper

This Classroom AssessmentTechnique (CAT) is by
far the most popular and widely used.Taking no more
than a few minutes, students are asked to respond
anonymously to two questions.

1. What are the 2 (3, 4. 5. . .) most significant
(useful, surprising, disturbing. . .) things
you’ve learned in this session?

2. What question(s) remains uppermost in your
mind?

Having collected this information from students,
the instructor should compile the results and share
any trends with his/her students. If done at the
beginning of the next class session, it provides a nice
refresher before introducing new material, as well
as the opportunity to answer questions and clarify
misunderstandings.

The “Muddiest” Point

Although a powerful tool, you’ll want to utilize this
CAT judiciously. Focusing on what’s not understood is
a negative spin and can be perceived as discouraging
if used too often. The technique consists of one basic
question:

e What has been the “muddiest” point or what
topic remains unclear to you?

As with the Minute Paper, you should use the
beginning of the next class to address these issues/

questions before moving on.

One-Sentence Summary

This CAT asks students to use the framework
of one sentence to summarize/synthesize particular
amounts of material into one sentence. As with the
other two techniques, summaries can be reviewed for
accuracy and erroneous thinking can be corrected at
the beginning of the next class.
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Testing

“If they are used in a supportive, nonthreatening
manner, tests can help students assess what they
know and help the teacher know what the students
have successfully learned” (Stark and Lattuca 261).
Nevertheless, testing rarely seems nonthreatening,
and often creates anxiety in both faculty and students.
Students worry about test grades and “suffer when
tests are punitive, vague, disconnected to the material,
or capricious” (Lyons et al 127); faculty members may
be concerned that (poor) test scores are a reflection
of their teaching. All-in-all, an “effective examination”
should be a learning, as well as an evaluative,
experience. It should serve as a thorough review of the
content emphasized, enabling students to deepen their
mastery of the concepts included” (Lyons et al 129).

Tips for Test Creation/Construction
Before reviewing some specific tips on test
construction, a few general pointers are covered:
1. Test construction takes considerable time.

2. Base test items on the learning outcomes in
your syllabus and on what you want students
to retain and transfer.

3. Writing a valid, reliable, and balanced test is
essential. A test is valid if it measures what
it’s supposed to measure. Reliability refers to

(Continued on next page)
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attaining accurate and consistent measures
of students’ performance over time. Balance

is a concept relating to test-item construction

being proportional to the emphasis the topic
received in class.

4. To meet the needs of all learners, use a

variety of question types, e.g., multiple choice,

matching, fill-in-the-blank, essay, etc.

Some Finer Points of Test Construction
With these broad test-construction tips in mind,
we’ll turn to some finer points of test development

below:

effort of the students who answered correctly.

3. Assemble a professional-looking examination
by keeping all portions of a test item together,
i.e., keep the question stem and the various
response options on one page.

4. Leave the appropriate amount of space for
each item to be answered — too much space
can mislead the student into thinking a longer
response is required.

Tips for Specific Types of Test Questions
Following are some good practices for creating

1. Consider how much time (typical) students will

need to take the test. The guidelines below
will assist in that determination. Plan for:

e 30 seconds per true/false item

e 1 minute per multiple choice item
¢ 2 minutes per short answer item

e 10-15 minutes for essay questions

e 10-15 minutes for students to review
their work

e OR, allow three times as long as it takes
you to take the test

2. Select/write items that at least 50 to 70%

of the students can correctly answer, or are

of average difficulty. You may not be able to
make this determination until students have
taken the test and you’ve performed an item
analysis of how many students responded
correctly/incorrectly to each question. If over
70% of the students fail a particular test item,
some instructors opt to “throw out” that item
and not count it towards a test score, or they
count it as extra credit to acknowledge the

various types of test/exam questions.You will find more
in-depth help by going to the CTE’s self-paced online
workshop entitled, “Testing Techniques” at http://lcc.
edu/cte/resources/self_paced/testing_techniques/

When writing multiple-choice questions:

1. Use positively stated stems. When using
negatives such as not or never, underline or
bold the print.

2. Attempt to keep response options
homogeneous and nearly equal in length.

3. Place the blank space at the end of the stem

versus the beginning or middle when using
incomplete statements. (Placing it in the
middle may require the student to spend an
inordinate amount of time re-reading the
statement.)

When using short answer and essay questions:

1. Indicate the number of points each question is
worth.
2. Be as specific as possible in terms of what is

being asked. For example, instead of stating
“Describe asthma,” state “Describe asthma
and include in your response the etiology
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signs, symptoms, and treatment.”

3. Be sure to allot the appropriate space to write.

In regard to matching items:
1. Keep items homogeneous.

2. Put dates in chronological order.

3. Include clear directions, such as whether or
not an item may be used more than once.

For true/false questions:

1. Keep the true and false items the same length.

2. Consider asking students to write their
reasoning for each true or false response.

Tips for Administering the Test

1. Let students know in advance of the test day
if they can or can’t use any crib sheets, books,
etc., during the test. (Research indicates that
students do not necessarily perform better
with crib sheets, notes, etc.)

2. Be present without hovering, but do not leave
the room.

3. Administer the test to yourself. If you find
typos and/or have any changes to the test,
announce them at the onset, and write them
on the board. Better yet, correct them prior to
Xeroxing/administering the test.

Tips on Returning Tests and Giving Students
Feedback

1. Return tests/exams promptly, i.e., within one
week. If this is not possible, post a corrected
copy immediately after the test is completed
by all students.This is especially critical to the
novice learner.

2. To ensure confidentiality, when you return

tests, make sure the score is not showing.
Either turn the test over, or put the score on
the last page.

3. If you don’t allow students to keep their
exams, make sure there’s a way they can
review their tests (i.e., during office hours).

4. Do not respond to specific questions regarding
the details of an individual student’s answer in
class. State at the onset of class that you will
only discuss individual answers in your office
or individually after class.

5. Consider having students prepare their case in
writing if they want you to award credit for a
question.

For many more ideas and suggestions on testing,
see the CTE’s self-paced online workshop at http://
www.lcc.edu/cte/resources/self_paced/testing_
techniques/ and the CTE’sTeachingTips at http://www.
lcc.edu/cte/resources/teachingtips/
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Bringing Your Course to Successful Closure

As the end of a semester approaches, signs of
exhaustion and loss of momentum often begin to
appear. You may notice that some of your students
begin to:

e De tardy or miss class altogether.

e submit assignments late and/or below their
typical standard.

e act disengaged or disinterested in class
discussions.

¢ |ose spontaneity and their sense of humor.
(Lyons et al. 158-59).

The key to managing “end-of-the-semester blahs”
is to retain your sense of humor and commitment to
the class. Additionally, this is surely the time to employ
as much small group work and active learning as
possible!

Suggestions for the Final Class Session

Endings are as important as beginnings. The
thought and energy put into creating a great first
impression should also be reserved for the “final”
impression about you and the course. While there are
numerous course-related and administrative tasks to
complete, such as instructor evaluations, final exams
or final projects, etc., it is a good idea to schedule
some time for bringing positive closure to the course. If
you are able to do so, you might consider some of the
following activities:

® Hold a debriefing session where students
provide feedback on the course. If you have
been conducting a variety of classroom
assessment techniques, you may have already
received a great deal of advice on ways to
improve the course. If not, you could use

this time to ask students what they would
recommend to improve the course.

e Share what you’ve learned about the subject
matter from your students!

e Provide self-addressed envelopes and ask your
students to write you a note in a few months
telling you one thing they learned and have
actually applied.

e Ask students to write a letter to someone who
will take the course, giving them advice on
how best to succeed in the course. Share these
recommendations with subsequent classes.

Share with your students how much you’ve
valued their participation in the class, their efforts,
and how much they seem to have learned. Finally, as
students leave, be sure to say good-bye to each. All
of us remember those teachers who went the extra
mile. Making the last class sessions memorable will
more likely make you one of those memorable faculty
members! For more information on course closure, see
our TeachingTip, “Ending on a High Note” at http://
www.lcc.edu/cte/resources/teachingtips/high_note.
aspX.
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