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August 24, 2009

Dear Adjunct Faculty Members:

On behalf of my fellow administrators, it is teggure to welcome you to another academic year at Olympic
College. The adjunct faculty members of Olympic @altege BremertqrSheltorandPoulsbo

campues are an integral part of the Olympic College learning community. Whether you haveibhgen teach
here for years, or this is your very first quarter, | am pleased that you will be with us during the upcoming
months.

As always, there are many changes underway at the College and this past year is ho exception. The new
Humanities Building has beeme@nconstruction since spring 2007 and is scheduled to be completed in

2010. On the administrative front, there have been other changes as well. Dr. Kim McNamara, formerly the
Director of the Shelton campus, has been appointed as the Dean for StudmgmhBetvedplacing

Dr. Gina Huston. While most of her responsibilities are in the Student Services area, the advising piece
reports to Instruction. Dr. Gina Huston has been reassigned as the new Dean for Social Science and
Humanities; and, Dr. Kristin Papphe Director of OC Poulsbo, has added the Shelton Campus to her list

of responsibilities making her the new Director for Extended Learning.

Lastly, | was appointed as the Vice President of Instruction. | am very excited about this assignment and yet
aware of the inherent responsibilities. As a former faculty member, | have not lost sight of what it is to be in
the classroom. | know the challenges you face and the expertise you bring to the classroom and | am most
appreciative for all that you do fardsints. In the face of these changes and thanks to our outstanding

faculty and staff, the College continues to grow and evolve yet never loses site of its mission of high quality
instruction. You are a vital part of that mission.

The information contaidén this handbook is intended to assist you in your efforts to provide quality
education. You can also find both the Adjunct Faculty Handbook and the Student Handbook on our website
athttp://www.olympic.edu/Howeer, if you have any questions, please contact the appropriate division

office or your site director. Also, please feel free to contact my office, the Office of Instructidi5at 360

7400.

In the course of the year at Olympic College, there are sgperalroties to participate in activitiesff
development, committeasd faculty meetings. | know your schedule may prevent your participation.
Nonetheless, you are always welcome at these campus events should you bédotewdtede the
oppotunity often enough to spend time with our-paré faculty. In spite of this, | do want you to know

that | amgrateful forall of your hard work, dedication and commitment to our students. Truly, without you
we could not fulfill our College's mission lamdnt you to know that your efforts do not go unnoticed by
me.

Once again, welcome to g#@910academic year at Olympic College and best wishes for a successful
classroom experience.

Sincerely,

M gl

Mary Garguile
Vice President of Instruction

MG/aph

2 20092010Adjunct Faculty Guide


http://www.olympic.edu/

Table of Contents

A Warm Welcome & Orientation

A Warm WelCome.........coovevvieiereeeren e 6....
Annual Orientation Sessian...........ccvevvveeeeceeeennd 6.
Teaching Duties for AdjUNCES...........coovveeiieenenn. | 6
Adjunct Counseling Academic Employees......... 6..
Adjunct Library Academic Enopkes..................... 7...

Academic Issues & Instructional Policies &
Procedures

Academic HONESLY..........coceeeiiiiiemreeecvieeennieee el

Add-Drop/Late Add/Refund Policy/Petition Procsss

Administrative Withdrawal...............cccooeeceeeennn 8.
Class Cancellation............cccovvvemereeeerree e Q...
Class Mat@lS..........c.ceeeiviiiiiicereeee e 9
Class Place/Time Changes...........cccoovveeeeecenennen. 9.
Class ROSEEIS.......ccooieiiiiieieereemireee e 9
First Day ROSIS.......ccooooiiiiiiiiis e 9...
Tenth Day ROSEErS. ... 9...
Class Waitlists..........cooveeiiiicnnee e 9
ClasSIO0MS.......vvviiiiiiie i cereee e 9
Classroom Discipline/Management................... 10..
Course OULINES........oeeiiiiiiiiereee e 10.
Course Promotian............cceeeinvvmmemmesineeennneeens 10..
Course Syllabus and Template........................ 10
Faculty Assessment/Student Feedback............ 11.
Faculty Assessment Process as Outlined in thelZBA
Response to Student Feedback........................ 13
Grade Appeals.............o oo iieeeeeeeceeee e 13
Grade Appeal Procedure.........ccocoeeeiicenee e, 13
Grade Due Dates.........ocoeeeviiiieereeciiee e 14..
Grades and Grade Policies...........ccccceiieeeeeennnee 14
Grade ROSEELS........uviiiieiiiicee e 16
Student Conduct Code...........coceeiiiimcerneeiiieeenns 16
Standards of Academic Progress..........cccceveee 17
Student Complaint Procedure...........cccoooieecees 17

Association for Higher Education (AHE)
AHE Page........cccviiiiiiei e 18

20092010 Adjunct Faculty Guide

Filing for Unemployment between Quarters......18
Multiple Quarter Contracts (MQCS)................... 19..
Health Care Averaging...........ccoceevvvmmeereeinneeenns 19

Additional Sources of Funding/ Professional

Development Opportunities for Adjunct Faculty at OC

........................................................................... 19..
Primer on Adjunct Faculty Salary/
Bargaining/Legislative ISSUES............ccccevvumeen. 19
WOrKIoad Cap......cccuveeiiieieiiaereen e 19
Equity FUNAS.......ooeeieiiiic e 19
COLA - Cost of Living Adjustment..................... 19..
INCrEMENLS.. ..o e 19
Legislative ISSULS.........cccvvvivieeiceeceee e 20..
Campus Logistics
Adjunct Faculty Office...........ooeiieiicecccee e, 20
Division OffiCeS........cccvuiiiiiiiiiceeeeiieeee e 20..
Social Sciences and Humanities (SSH)............. 21.
International Student Programs....................cc... 22
Internship, Cooperative Education, Volunteer/Service
Learning........cccoe oo e ieeeeeee e 22
Lockers/Storage Space........ccovvveeiieeaceereenninnnss 23
Lost and FOUNd..........coooviiiiiiierieee e 23.
Military Education.............cceeeeevieeveeeeeieieeeeeeee, 23..
Opportunity Grant........ccccceveveveieieeeeeeeiiiieeeeeee, 23..
Parking. ..o 24
Publications on Campus...........cceovvveerreeeineeenne 24
Room Scheduling...........uuvvvviieemmmececiiinininns 25..
The Center for Learning and Teaching............. 25.
Employment Benefits and Issues
AbSeNCE/IINESS........cevvveiiiiiieeeee e 25..
Employment BenefitS........cccevevvviiiiceeeeeiiiiiiinns 25.
Other Benefits.........cooeiiiiiiiiceeeeee e 28
Child Care.......cceveeeiiiieei e eereree e 28
Employment Conditions.........cccoccvvvevicccnne e 28
FItness Center..........cooeiiiiiicereeeeee e 28
Hiring Requirements...........o.ccuveeiieereeee e, 29.
Multiple Quarter Contracts (MQCS)......cc.ccueeenne 29..
PayCheCKS.......uvvieeeeiiieiceeeeeee e ereeemenes 29
Payday.......ccuueeiiiii e 29
Professional Development............cccceeieeeeeeenee 29
3



Professional Development Tuition Waiver......... 29

TUItIONWaAIVEL......oiiiiiiiiiiii e 30
Vocational Certificatian...........ccccceeeiiieeceeacnnnnenn. 30
Instructional Materials and Support

[270]0) ] (0] (SRRSO 30
Duplicating ServiCesS.......ccccoevvvvrvmeereeeee e 31.
Duplicating from OC Poulsbo aBelton............. 31
Course Packets.......ccveveieiiiiiceeeeciiieeee e 31
Mail SEIVICES......cveieiiiiie e e 31
Mail Service for OC Shelte@C Poulsbo............. 32

Classroom Equipmente@hnology & the HelpDe8R

Distance Learning..........ccceeevrvveeermeeaieeeesineeennns 33.
Information Technology..........cevvvevevivicccemeennnnnnns 33
Accessing Email via Outlook Web Access......... 34
Classroom Computer Labs..........ccccooovimeeeeennne. 34
Instructor's Briefcase (IBC)............ccooeeevieeveeenee. 34
How to Use IBC........cccooeiiiiiieeee e 35..
Technology PractiCes..........cccovvviiiieeecenee e, 35.
Instructional Media.............cccceiiicemeee i, 37.
Libraries. ... e e 37
Haselwood Library, Bremerton..............cccvvue... 37
Library at Poulsha.............cccooviiiimeecciiiiiees 31..
Johnson Library at Sheltan.............ccoccceeeeeene. 38
Library Services...........ccoeeviiiiceeeeee e 38.
Student Entry and AdvVisi@BEAC)..........c........... 39..
Placement ASSESSMENL........cceevviiiiiierceccieee e 39
ENtry AdVISING.....ccoiviiiiiiiiieieeceee e 39
MAPS(Mentaing and Advising for Persistence and
SUCCESS) e iiieiett e e e e e e e e s e s e s e s e e s enennnnee e 39
Worker Retraining..........cccceeeee v iieeeeeeeeeeieeeeeee, 39..
WOTKFIFSt. ..o e 40

Contact Information Contact Information for
Placement Assessment, Entry Advising, MAPS,

Worker Retraining and WOrkFirst....................... 40.
Telephone/Voice Mail System............cccuveeeeenn. 40
Voice Mail Instructions...........ccccevvvvvveereeccnne.... . 40

OC Policies & Procedures

Bremer Student Center Posting Policies & Procedures

.......................................................................... 41..

Children on Campus PoliCy...........ccccvvvviieeeenee. 42
Harassment/Discrimination.............ccccvveeeeeeaenn 42
NOoNn-Smoking POlICY........c.eeeiiiiiiiiceaeeeee e 43.
Standards of General Academic Progress Palici3
Standards of Student Conduct............c.ccoveeennes 43
Stwdent Complaint Procedure...............c.....cc..... 44
Safety & Security

A Guideline to the OC Emergency Plan............44.
Assigned Assembly Points.........cccccccoveceeeeenen. a4
Bomb Threat........cccooeviiii e 44
Building Coordinators' Responsibilities............. 45.
Building EvacuatioRrocedures..........................45
Earthquake..........cooooiiiiicccceee e, 46
Emergencies/lliness/Injuries..................cceceeeeeee. 46
Evawation Procedures for Persons with Physical
DisabilitieS.......eeeiiiiiiiiiieeereecee e a7
Faculty Classroom Responsibilities................... Al..
Fire Safety Plan............ccccvvvvimeeeeee e al.
Hazardous Material Spill or Release................. 48..
School Closures/Inclement Weather................. 49..
Student Safety...............c v vveeveeeee 49
Satellite CampusedPoulsbo & Shelton

Poulsbo CampuBSOCP...........ccooviviiiiieeree i 49
Bulletin Board Posting Policies............ccc.cuveeeeen. 49
Campus Contact Informatian............................ 49
Campus HOUIS......ooooiiiiiiiiiiiiceeeeee e 49
Custodial ISSUBS.......cveveiiiiie e 50.
[DIU] o] o= 1] o o AP UP P 50
Faculty SUPPOIL..........vvviviiiiiei e 50.
Instructional Supplies.........ccccceee i iieeeeeeeieeeeee, 50.
KBYS. e s 50
Library at Poulsbo............ccooviiiiiecccn 50..
LOSt & FOUNG......cciiiiiiiiiiie e 50
MaIL. .. 50.
Non-Resident Faculty Workspace..................... 50.
Parking........ocoviiiiii e 51
PhONE/FaX.......ccuvviiiiiiiieeeee e 51
Safety and SeCUTity........ccccooiiuiimccenreeee e, 51..
Testing Services Center......cccevvcvvevreeeeeeneenninns 51

20092010Adjunct Faculty Guide



The Writing Center.........ccccvvevvvvvvceeeeeeee e h2.

MESH Study Center.........ccccooviiiiicceeeeeeeeee 52.
Tutoring in Other Areas........cccocvveeiivceeeee e 53
SheltonCampusd OCS

Shelton CampusOCS.......cccceeeviiiiier e eerreee e 53
Bulletin Board Posting Policies...........ccc..coe... 53
Campus Contact Informian.............c.cceeeiiuvmmeennn. 53
Campus HOUIS........ccuriiiiei e 53
Custodial ISSUBS........ccovvirieiercereecree e 53.
(D107 o] [To7= 1] 0o TR 53
Faculty SUPPOLL.........ceeviiiiic e 53
Instructional SUpplies.........ccocvveiiiicmeeeerieeee 54
KBYS ittt 54
Johnson Library..............ooooeoivieeeeeee 54..
LOSt & FOUN........eeiiiiiiiiiiiiereee e 54
ML 54
Nonresident Faculty Workspace.........ccccvvvvveees b4
Parking......ccveeeiiiiiiieeeee e 54
PhoNe/FaX.......coooveiiiiiiiieeeee e 54
Safety and SEeCUNILY........cevvevvveviiiceeeeiieiiinin 54.
Testing Services Center.........vvvvvvveevieeeeeeerevnnnns 54

Student Services
Career Services and Faculty Partnership.......... 55

Career Services Frequently Asked Questions..56

Career Services and Faculty Partner to Help Stitlents

Contact Information, Office Hours, and Locatio88

Counseling ServiCes........ccocviniiierreeecieee e 58.
Financial Aid...........cocciiiiiieeeee e 58
Multicultural Services..........coceivrimreeeneeee 59
Outreach and AAMISSIONS.......cccovveeeiricccenee e 59
RUNNINGSTANL .......eeiiiiiiiiiecereeeee e 60
Testing Services Center........ccccoovivvucccerieeeenn. 60
Student Labs........covveeiiiiieieeeeeeee e 61
Students wht Disabilities.............cccooovviieecreeineens 61
S - 1 ST 62
Helpful Tips for Working with Students with

Disabilities..........coveeiiiiii e e 62
The Writing Center...........ccccoviiiiiccceeeeeee e 63
Tutoring in Other Areas.....cccccevvevvvvveeeeeeeeennnd 64

20092010 Adjunct Faculty Guide

The Teaching Corner

Course Syllabus and Template..............oocvvueeend 64

Distance Learning..........coccuveeiivmemmeesnieeesnneeens 65..
Contact Information............ccceeevivicmeeeeniee e, 65.
Distance Learning WelsSt............ccccvveevveeceeeenns 65

PlagiariSm.........cccoeeeicvirieeereeee e e e eeeeemeans 66

Reading Suggestions............cccoevvecemeeeenieeennnnn 66.
Successful TeachinmaBegies........ccccovvvereiiccennd 66

Teaching Tips & Strategies..........cccvvvveveeveeneennn. 66

Useful WebSItes...........ocovviieiicereree e 67.
Supplementary Materials & Informaton

Academic Terminology.........cccoevveeiieecceereenninnen. 67

Final Exam Schedule.............coooeviveecmne e 70.
Telephone Directory of Adjunct Faculty............. 73

5



| A Warm Welcome and Orientation |

A Warm Welcome

Welcome to Olympic College! The best way
to get staed is to visit your division office or
site director. Contact information as well as a
description of the services division offices and
site directors can provide is locategage

of this handbook. It i'ecommenedthat you
introduce yourself to thodfice staff and

check your campus mailbox for information.

Contact your division office or site director to
find out where the adjunct mailboxes are
located. At the division office or from your
site director, you will be able to garner
information, havgour questions answered
and the friendly staff is there to assist and
support you. You can fill out paperwork for
keys, get yourraail and voice mail set up as
well as pick up any additional materials you
may need. At the Shelton campus, you can do
thisthrough the front office

On theBremerton campugou cantsep by
Human Resource Services located in the CSC
5" floor. At HR, you can pick up a copy of
the Faculty ContraetCollective Bargaining
Agreement. (Collective Bargaining
Agreements are alseadable at the satellite
campuses. See the site director to procure a
copy). Human Resource Services also
maintains a current listing of jobs at
community colleges and higher education
institutions statewide.

In order to familiarize yourself with the
sevices available to studemnisjt the Student
Entry and Advising Center located by the
clock towewon theBremerton campuyour

next stop should be our beautiful Haselwood
Library and Media Services Center. After that,
please visit our bookstore andBnemer
Student Centeilhe stellite campuses offer
the same services. Please inquire at the front
officeat Shelton ankbom 114 aPoulsbo for
information Finally, visit your classroom(s).
Best wishes for a rewarding classroom
experience!

6

Annual Orientation Session

Every fall quarter during "Opening Days," the
Office of Instruction hosts an orientation
adjunct facultyo welcome new faculty and
update returning faculty on college issues.
Although this is an unpaid orientation, we
encourage you tét@nd. At the orientation,

we cover issues such as classroom
management, instruction, faculty assessment
and any new developments on the college
campus.

Teaching Duties for Adjuncts

The duties of Adjunct Teaching Academic
Employees as outlined in thel€dive
Bargaining Agreement are as follows:

1. Provide quality teaching including related
preparation and grading.

no

Provide clas® students enrolled in
classes and to the division office as
requested.

w

Teach assigned courses in appropriate
disciplines imccordance with college
catalog, schedule of classes, course
outlines, course syllabi, and any
departmental guidelines.

Maintain accurate records of students and
complete forms as required.

Adjunct Counseling Academic Employees
The responsibilities fordfunct Counseling
Academic Employees are:

1. Facilitate the personal, vocational and
educational decisinaking of
students.

2. Assist students with admission,
registration, transfer, withdrawal,
schedule changes and advising.

3. Provide group instruction taugents
as appropriate.

4. Administer and interpret individual
and group psychometric assessments.
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. Provide crisis intervention to students

in need.

. Provide current vocational and

educational information for career
planning and for future educational
experences.

. Develop library research guides,

bibliographies, and other instructional
aids and disseminate them in a variety
of formats.

. Evaluate electronic resources and new

enduser information technologies for

7. Evaluate student records and possible acquisition by therary.
experiences. 7. Direct the work activities of student

8. Provide individual and group employees.

counseling on a range of career, 8.
academic and personal growth topics.

Perform other related professional
duties as requested or assigned by the
full-time Library Academic Employees
or the appropriate Academic
Administrator.

9. Accept student referrals from faculty

and administrators and to refer

students to other agencies when

appopriate. 9. Develop and teach
research/informationtéracy courses

10. Maintain records of contacts with . )
at the direction of the Dean.

students and complete forms as
required. 10. Participate in discipline and/or subject
and/or division planning at the

11. Work with communi nci . .
ork with co unity agencies, direction of the Dean.

schools civic groups and individuals in
meeting student needs. 11.Serve on department and division
committees at the direction of the

12.Serve as liaisons to instructional
Dean

divisions providing counselirejated
services.

13.Provide reports of contact data
guarterly and annually.

Academic Issues and Instructional
Policies and Procedures

Adjunct Library Academic Employees
The duties for Adjunct Library Academic
employees are:

Academic Honesty

As an institute of higher egddion, it is

important that the highest academic standards
aremaintaied The OC Student Code states:

1. Provide research assistance and
individual instruction in the use of the
| i braryodsrintardr vi ces
electronic resources.

"Any student shall be subject to immediate
digtipliflaryRiction provided for instiSitudent
Conduct Code who either as principal actor,
or aided or abettorécomm
following acts which are hereby prohibited. (a)
All forms of dishonesty including cheating,
plagiarism, knowingly furnishing false
information to the College, afmilgery,
alteration, or use of College documents or
instruments of identification with intent to
defrgud..s (WAG I32CR0OGH Violadions)

2. Develop and teach general and
disciplinespecific orientations and
workshops.

3. Work with teaching faculty to
integrate information literacy into
curriculum and programs.

4. 1 mpl ement the |
literacy instrugin program and
services.

br

We recommencdthat class syllabi clearly state
that all forms of cheating, stealing and
plagiarizing with the intetat defraud are
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prohibited and will be reported to the Vice
President of Student Services. In the event Refund Policy.
that you suspect that this has occurred, please e 100% prior to the first day of the

contact the Vice President of Student Services quarter.
(4757476) and inform the student that it has e 80% refund, first through the fifth day
been reportk of the quarter

e 40% refund, sixth through the tenth
day of the quarter.

¢ No refunds after the tenth day of the
quarter.

e Refunds may be made for tuition,
operating fees and special fees unless
listed as nonefundable. Refund is
pro-rated for courses less than 13
weeks in length.

To expedite this process, you may file a report
online by simply going to:
http://www.olympic.edu/forms/forms/news
sform.aspx

Complete the Student Conduct Incident
Report for any student conduct code

violations such as academic dishonesty and/or
stucent misconduct. Once the form is
electronically submitted, the Vice President of

Student Services and his staff will follow up > Day 11 through the end of quarter:

and work to rectify the situation. A. Registraros Petition
Students must present a rationale for the
Add-Drop/Late Add/Refund action requested, and instructors of the class

have the opdn of signing or not signing the
petition request. Petitions should be
submitted in a timely manner and medical or
substantiating documentation should be
attached to the form. The requested action is
subject to the final decision of the Registrar.
Approvel petitions may result in additional

Policy/Petition Process

1. Before the first day of the quarter:
Adds/drops are accepted in person or online
(OASIS) registration. Also, the students on
walitlists aradded automaticalha a job that

is scheduled overnight each day. A
confirmation of registratidrom the wait list

is mailed to the student by the Reafisin tuition charges.
Office. .
B. End of the sixtlveek or 60%:ast day to
2. Day one through threeStudents may of ficially drop a class
drop classes and instructors may add students o ) )
from the waitlists by signature on the Administrative Withdrawal

ORegi sft o rami @m étnhreo |0l Qvedfptrustors oprogramedvisors may request
form. Students may also add classes if space isthe Registration and Records Oféitzf to

available. At midnighhalay three, the withdraw a student's registration from a class
waitlist is suspended and students may for either of the following reasons:

add/drop classes through the end of the fifth ) .

day of the quarter based on space availability. A A student fails to attend the first two
3. Day four and five: Students may add class sessions of a daily class or the

first class session of a twice weekly

classes if space is available without
class; or

instructor signature.

4.Day six through ten: B. The student has not met the reggir

A. Late adds accepted ONLY with faculty prerequisite. No grade will be given in
signature. Use the oper mpdepeddass and agefundywill bey
section on the reverse side of the Issued to the student, if appropriate.
dRegi stlormtioné However, students are not to assume
B. Drops accepted without faculty signature. that they have been administratively
8 20092010Adjunct Faculty Guide



withdrawn and need to check with the if corrections or detions are needddlass
Registration and Record&iCe to rosters for submission of grades are available
verify their status. online.

This procedure often causes confusion for the Studentsmay notattend or participate in a
students as thexpédo be administratively class without completion of formal

dropped if they do not attend. Students must  registration. Students entering a class late
submit formal withdrawal from classes to the and not appearing on the roster should not be

Registration Officeany campus). admtted to class without presenting a copy of
their registration form showing paymént.
ClassCancellation such proof of registration is not present,

Occasionally, a class will not have the required please refer the students to the Registration
minimum number of students enrolled prior and Records Office (3@757200 or 1800
to or at its first class meeting. In this event, 2596718 ext.7200) to clarify thegistration

the appropriate unit administrator or site status, or the registration office at any college
director will consult with the instructor campus (OC Shelton, OC Poulsbo, Naval
regarding a pos&hcancellatiotdnder no Base Kitsap, Bremerton or Bangor.)

circumstances should an instructor cancel a
classSpecific authorization to cancel a class is First Day Rosters

made only by the appropriate unit Fulitime and pastime faculty members are
administrator or by the Vice President of to use Instructor's Briefcase (IBC) to see,
Instruction. If an instructor has reason to print or copy @er their firsiday rosters.

believe that elass might not have the
required minimum enrollment, the instructor ~ For instructors who are unable to print the

should contact his or her tiadministratar rosters, please phone (360) 42®/ for
assistance.

Class Materials

Instructors should check with their division Tenth Day Rosters

office or site director regarding class Tenth day paper copy rostare noprinted

textbooks and securing desk copies. as most faculty usestructor Briefcase (IBC).
If you need a&opy of the roster, you may

Class Place/Time Changes print a copy from IBC or make a request to

An instructor cannot change the time or place RegistratiomndRecords a3604757207 or

of a class without specific authorization by the 7203or 1-8002596718 ext.7207 or ext. 7203
unit administrator, site director, or the Vice

President of Instruction. The appropriate unit  Class Waitlists

administrator or site director must be reatif Waitlist rosters can be found at the end of

in advance if an instructor plans to take a field your class roster or in IBC. Reaign and

trip or to change the normal classroom date an "Oveenroliment Authorization

meeting time and/or placggll classes should Form" for the students you wish to allow into

meet at the scheduled time and place unless your class from the waitlist. Have the student

otherwise authorized take the signed form toe registration office
during the first five days of the quarter to add

Class Rosters to the class.

Class rosters are available ondnstt or 0 s

Briefcase (IBC) at any time. Directions on Classrooms

IBC use are available in a printed brochure General purpose classrooms should be open
avail abl e at t he De an priortocclass Reetng tene.iLaboratooyn Of f i ¢
Paper rosters are distributed after the tenth classrooms, computer rooms, rooms

day of instruction and should be returomig containing instructional equipment, and off

20092010 Adjunct Faculty Guide 9



campus or weekend classrooms may need to Due to printing deadlines, this information is
be unlocked by the instructor or by Segurit due well in advance. Gact the appropriate
(3604757800 or 18002596718 ext. 7800). division office or site director for dates. Other
For the Shelton campus, see the front office  promotional assistance is available for new or
and for the Poulsbo campus see the Campus infrequently occurring courses in the form of

Directordés office i n gnoeomeleas?® the mediaand inhthefanudf s b o
security at (360) 32419 or on campus ext. communityaccess television outlets within
2719. Refer any problems orlfigcneeds to Oympic Collegeds service
the appropriate unit administrator or site and Mason Counties.
director.

New classe3Allow four to six weeks to
Classroom Discipline/Management generate a maj@ommunicationsr public
It is the instructor's responsibility to clearly relations event. While the interest of reporters
articulate to the students the expectations for working directly with any communication
appropriate behavior in the classroom. The mediumintheformfo a o0f eat ur eod i s
course syllabus a good place to encouraged, the issue of news releases,
communicate this. Disorderly or abusive biographies, and press packets by instructors
behavior that interferes with the rights of (including advertising paid directly by
others or which obstructs or disrupts individual instructors) is not appropriate.
teaching, research and classroom function is  Consult the appropriate unit administrator or
not allowed. In the event of any problems, site director for guidae or calihe
please contact the Viceefident of Student Communications Officat 3664757106 or

Services (360757476 or 88002596718 ext 1-8002596718 ext. 7106.
7476) for assistance. Or you may file a report

online by simply going to Course Syllabus and Template

http://www.olympic.edu/forms/ssform.aspx Instructors should review course objectives
and expectations with their students. A

Course Outlines written copy of the course syllabus should be

Every course has an approved course outline given to thestudents as well as to the

with goals, obgtives and student learning appropriate unit administrator or site director.

outcomes. All instructors are expected to Examples of course syllabi developed by

fulfill the approved goals and objectives and  Olympic Cdege faculty are on file in the

to meet the desired student learning division office. Instructors who need

outcomes. Course outlines arélavia at the assistance with developing a course syllabus

division offices. should contadheir division office or site
director. However, as a point of reference,

Course Promotion you may use the following template in

Adjunct faculty melrers may want to share developing a course syllabus.

information about the course(s) that they

teach with prospective students and the Syllabus Template

community. With the approval of the
appropriate unit administrator or site director, 1.Course Information

the first opportunity is through the published e Title of Course

quarterly schedul€he ViewEach division e Item number, section, quarter, time,
and branch campus determines which courses location and coht hours

will have enrollment benefits from an e Prerequisite (if any)

advertisement ihhe Viewand they are

included on a spaewailable basis. 2 Instructor Information

e Name and Title
10 20092010Adjunct Faculty Guide



e Office location, office hours, office
phone number andraeail address

(We recommend that you NOT give students
your home phone number).

3.Texts, Materials, Readings and Resources

e Textbooks (titles, authors, editions)

e Readings or other resources such as
videos, CD ROM, etc. (titles, required or
optional, where to locate the resources),
other electronic resources (Web sites,
listserv, newsgroup, etc.)

4.Course Description
e Generabescription of the course
¢ Instructional methods (lecture, group
discussion, Socratic, didactic, etc.)
e General education requirements met
by course

5.Course Specific Learning OQutcomes
e Course objectives
e For each course specific outcome list
"demonstratedyy and list the
assignment(s) that will be used to assess
this outcome

6.Course Policies

e Attendance/tardiness policy
Class participation policy
Missed exams or assignments policy
Academic honesty policy
Plagiarism/Cheating policy

7.ADA Statement
A sinple disability statement on your syllabus
does several things:

e Promotes awareness of available
services by directing students to
appropriate campus resources;

e Communicates your interest in the
success of your students with
disabilities and your commitmhe
to provide reasonable
accommodations;

20092010 Adjunct Faculty Guide

e Normalizes the accommodation
process by incorporating it as an
element of the course.

Please feel free to use or adapt the following
statemen®Any student who feels s/he

may need an accommodation based on

the impact of a disability should contact

the office of Access Services in

Humanities 114 (Bremerton campus), or

call (360) 4757540 for information or
appointment.0

(If you are teaching at a satellite campus or via
ITV, the contact information for the Shalto
campus for Access servicahesfront desk

at 3604325400 an@604757543for TTY.

At Poul sbo, contact t
at (360) 392702.These sites can put the
students through to Access Services.)

he

8.Requirements: Assessments, Assigisme
and Grading
e Factors included in grade (how it is
assessed and weighted)
e Grading scale

Faculty AssessmeriStudent Feedback
Adjunct faculty members are required to
participate in the Olympic College faculty
assessmeans outlined in the Collective
Bargining Agreement, Appendix D, Section
4. Adjunct faculty members may also place
their own request for the assessment of one
or more of their classes. Assessment materials
are provided by the Faculty Assessment
Office under the auspices of the Vice
Presidenof Instruction.

The Faculty Assessmeifice is currently
revamping the system in an effort to make it
more streamlined and allow for quicker
turnaround time. To that end, the dfis
converting the current paper assessment to an
online assessmenbpessAt the October 8,
2008 Instructional Administrators meeting, it
was decided by the academic deans and the
AHE that adjunct faculty would be assessed
via the online system. (To read the minutes
from that meeting, go t&:\ Shared

11



Documents and FormiAM\ Pipeline employment, if possible; but no later than the

2008 Falland access the-8®8 minutes). second quarter. Classroom faculty evaluations
will focus on five criteria:

Do note that until the system is completely

online, all probationary tenure track faculty ¢ Classroom management
currently on the paper systesiti continue e Organization
with paper assessme#itier the transition to e Studenfaculty interactions
an online systenoff-site and ESOL students e Mastery of the subject matter
will continue to be assesdsvia the paper e Presentation
process.

For Counseling adjunct faculty, a faculty
For paperassessmesifaculty members evaluation of an individual counseling session
shouldnot bepresent in the classroom during  will be completed, with permission of the
the evaluation proce€mpleted student, during the first quarter. The faculty
assessmerdse summarized in a repoytthe counseling observation will focus on the
Faculty Asessmentifice. The completed following criteria:
assessments and reportd@mearded to the
respectivelivision office The original report e Counselostudeninteractions
is provided to the instructor along with the « Knowledge of College/area resources
original student evaluation forms. For more « Knowledge of graduation, transfer and
information, consult the appropriate unit technical/professional requirements
administratoor contacfTess Harrison ithe
Faculty Assessment Office at-Z483. Quarters 6

Student assessments will be completed for
Faculty Assessment Process as Outlined each class taught. For library adjunct faculty,
in the CBA student assessments wiltbmpleted for at
The procedure for assessment of adjunct least one and no more than three library
faculty has been modified this year by the orientation sessions per quarter. For

AHE and the Col |Taey e 5 s cobriddlivig AdjuRct facalty, suedént
following is a summation of what (as of this  assessments will be completed for twenty

printing) will be published in the Collective percent of individual counseling sessions. A
Bargaining Agreement. required written setéflection in reponse to

the student assessments will be submitted to
Quarters 83 the Division Dean by the end of the quarter

For quarters-B Student assessments will be  the faculty receives the results.

completed for each class taught and for library

adjunct faculty, student assessts will be One classroom faculty evaluation with an
completed for at least one and no more than  optional written response to this evaluation
three library orientation sessions per quarter.  will be completed. A copy of thetiéy

For counseling adjunct faculty, student evaluation must be submitted to the
assessments will be completed for twenty adjunct/fulltime temporary faculty member
percent of individual counseling sessions. and the Division Dean by the end of the

_ _ o quarter in which the evaluation took place.
A required written seféflection in response

to the student assessments will be submitted  Quarters B

to the Division Dean by the end of the Student assessments will be completed for

quarter the faculty receives the results. One  each class taught during onarter of the
classroom faculty evaluation with an optional adjunct/fult i me t emporary facu

written response to this evaluation will be For library adjunct faculty, student

completed dumg the first quarter of
12 20092010Adjunct Faculty Guide



assessments will be completed for at least one the case of a pattern of student complaints, or
but no more than three library orientation a concern is identified from the student
sessions during one quarter of the library evaluations or classera faculty evaluation,
adjunct 0s cdimgiadjuact F o r wrdtenunatification will be given to the

faculty, student assessments will be completed adjunct/fulttime temporary faculty by the

for twenty percent of individual counseling Division Dean.
sessions.

An improvement plan will be developed by
A required written setéflection in response the Division Dean and the adjunct/ftithe
to the student evaluations will be submitted to temporary faculty member to address the
the Division Dean by the end of the quarter identfied concerns and should include a
the faculty receives the results. One classroom timeline regarding expected improvements
faculty evaluation with an optional written where appropriate.
response to this evaluation will be completed.
A copy of the faculty evaluation must be The process for Academic Employee
submitted to the adjunct/fdlime temporary Assessment Procedures will be published in
faculty member and the DivisiDean by the full detailin the Collective Bargaining
end of the quarter in which the evaluation Agreement and will be available to facult
took place. upon publication.
Subsequent quarters Response to Student Feedback
Student assessments will be completed for Once you receive your report, per the
each clataught during one quarter of the Collective Bargaining Agreeméait the first
adjunct/fult i me t empor ary f aigeyglatteysdfempolneaduret faculty
once every three years. For lipeafjunct are asked to writeresponse to their report.

faculty, student assessmentdeitompleted (Reference: CBA Appendix 8ection 4 and

for at least one, but no more than three library Section 4.1.2) In writing your responsees
orientation sessions during one quarter of the questions to consider are

l i brary adjunct facultyds choice once every

three years. e What do the results suggest to you?
For counseling adjunct faculty, student e What changes might you make based
assesments will be completed for twenty on the feedback you have received?
percent of individual counseling sessions. A
required written seféflection will be Grade Appeals

) . Appeal Procedure listedtire current OC
One classroom faculty evaluation with an catalog (pagtl) or online. Written copies of

optional written response to this evaluation  the Grade Appeal Procedure are available in
will be completed once every three years. A the Office of the Vice President of

copy of the faculty evaluation must be Instruction, the Office of the Vice President
submitted to the adjunct/fiime temporary of Student Services, or from any instructional
faculty member and the Division Dean by the givision office or site director.

end of the quarter in which the evidumea

took place. Grade Appeal Procedure
If student assessment and/or faculty Purpose:

Dean may require additional evaluations. In - standards of academic progress and following

20092010 Adjunct Faculty Guide 13



procedures established and made known by
their college structors. The purpose of the
grade appeal is to protect each student against
prejudiced, arbitrary or capricious academic
evaluation.

Appeal expectations and conditions:

e A grade appeal ONLY applies to the final
course grade.

¢ The assignment of a grasl¢he right and
responsibility of the instructor.

e [tis the right and responsibility of the
student to appeal a grade he/she deems
arbitrary or capricious.

¢ In agrade appeal, the Dean will meet only
with the student or instructor, and no
other advocate mde present.

e The student is responsible for knowing
and initiating the grade appeal procedure.

Process:

1. A student must first review his or her
grade with the instructor who assigned the
grade. The burden of proof shall rest with
the student to demonate arbitrary or
capricious assignment of the final course
grade.

2. If a student wishes to further pursue the
formal grade appeal, it must be done in
writing to the instructor's Dean, with a
copy to the instructor, within the first
three instructional weedsthe
subsequent quarter, including Summer
Session. Because many faculty are not on
campus during Summer Session, some
Spring Quarter grade appeals may not be
resolved until Fall Quarter. The student
should have documentation such as
graded assignmeuaisd test results to
support the written grade appeal. Within
two weeks of receiving a written grade
appeal, the Dean will review the
documentation presented by the student
and faculty, discuss the matter with either
as necessary, and provide a written

14

response to the student, with a copy to
the instructor.

3. The student may
written response by delivering a written
justification for further review to the
Dean within ten days of the date the
Deands decision was
will thenappoint a review team of three
faculty members from related disciplines
who will review documentation and
provide a written recommendation to the
Dean. The Dean will submit the faculty
review team's recommendation to the
student and instructor within 15
instructional days. The recommendation
of the faculty review team is the last step
in the process.

4. The evaluation of the extent of course
mastery is exclusively within the province
of the instructor for a particular course,
and adjustments or grade clesngay be
initiated only by that instructor.

Revised Per IPC Agreemeht10/2000
Revised Wording Per IPC Agreemendt10/00
Revised by IP@ 1/09/06

Grade Due Dates

Grades must be submitted on IBC or grade
rosters submitted to Registration and Records
in peson by the published deadline 109

p.m.

e Fall20M6 MondayDecember14, 2009
e Winter 2005 MondayMarch 22, 2010
e Spring 2000 Monday Junel4 2010

e Summer 2006 MondayAugust 1, 2010

Grades and Grade Policies

The Grading Policy is outlined page89-40

in the currenOlympic College Catllggpic
College uses a decimal grading system. The
possible decimal grades are listed below. A
reference to letter grades is offered only for
clarity and comparison.

3.94.0 A
3.53.8 A-
20092010Adjunct Faculty Guide
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3.234 B+ ndownard@oc.ctc.edu bdailey@oc.ctc.edu
2.93.1 B

2.52.8 B- How to submit an o0l 06 or
2.22.4 C+ Grade Contract
1921 C Goto
1.51.8 C- http://www.olympic.edu/students/gettingsta
1.21.4 D+ rted/recregforms.htrRrint the inomplete
0.91.1 D grade contract form. Fill out the form and
0.70.8 D- forward to the Registration and Records
0.0 F Office. Thed | géade may be entered by
registration staff only upon receipt of the
The following letter grades are used at contract. | BC will not a
Olympic College and receive neither grade Please read the complete descriptidimeof
points nor credits, except as indicated. use of 01 6 grades in the

handbook or the College Catalog.
| - Incomplete
The "I" grade is used to indicate that a grade N - Audit
has been deferred. The instructor may choose To audit a class means to participate without
to award an "I" grade tostudent who is evaluation. Students may elect to audit any
making progress, but for reasons beyond the course for which course prerequisites have
student's control, is unable to complete course been met. Students eiegtthe Audit option
requirements on time. To award an "I" grade, must pay regular tuition and fees, and must

the instructor must submit an Incdetp file a form with th&egistration and Records
Grade Contract to the Registration and officeby thetenthday of the quarter. If the
Records Office. The imgttor must specify course is latstarting or "continuous

the work to be completed and the grade to enrollment,” then the form must be filed prior
which the "I" will revert if the work is not to 20 percetrof the course being completed.
completed by the specified time. The "I" This grade is not counted for college credit or

grade does not count for College credit, nor is computed into grade point average.
it computed in the GPA.
P/NC -Pass/No Credit
Note: If an incomplete grade contrg not For a course designated by the College as a
received, but an "I" grade has been assigned, "Pass/No Credit," the grades of "P" or "NC"
the grade will appear as an asterisk (*). If the must be assigned. In additiarstudent may
contract is not received within two quarters at select the Pass/No Credit option for a course,
the Registration and Records Office;the by submitting a "Pass/No Credit" form to the
grade will revert to what is indicated on the Registration and Records Office by the ten
contractod ef aul t t o a o0 0. Ostructional day of the quarter. For zero
credit, Adult Basic Skills and Community
Grade Changed (How to Submit a Grade Service courses, a 'B"'NC" grade is
Changé assigned.
Only the instructor may change a grade.
Submission of the grade change is limited to  P- Pass
the next quarter (excluding summer quarter)  For credit courses, the "P" grade may be
after the grade has been officially tendered to assigned and is defined as a grade point of 2.0
the studenfThe procedure does not apply to or higher. The "P" grade is not used to
0l 6 grades. The gr ade computethg ®PAfNote: idpon teanstey ai | a b |
at the division off i c someeaducatianal instituteons maygongettthea r 6 s
Office or may be submitted electronically to "P" grade to a "C" for purposes of grade
point average calculation.
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NC - No Credit
The "NC" grade is assigned for failure to
satisfactorily complete a zeredit course, or

The OWF6 grade may be
instructor to indicathat the student did not
complete enough of the course to be graded

and dd failing work while in attendance. This

a course designated by the College or selected grade is not counted for college credit or

by the student as "Pass/No Credit.'e€Th
"NC" grade is not counted for College credit,
nor is it included in the GPA.

Use of the NC Grade

Refer to the grading section of this handbook
or the College Catalog. The NC grade may
only be used for zewyedit classes, or courses
designated previdyss a P/NC (Pass/No
Credit) class by the instructional department,
or selected by the student as P/NC. Students
may request up to 30 credits as P/NC to be
used toward completion of their degree.
Students who request this option must do so
by the tenth daof the quarter and must
complete the P/NC Request Form available
in the Registraroés Of
will be forwarded to the instructors.

W - Official Withdrawal

An instructor cannot
OWO6 grade wi | Isignedubly o ma
the Registration and Records Office staff
when a student officially withdraws from a
course between the sixtéty and end of the
sixth weelof the quarter, or prior to the
completion of 60% of the courgexcept for
compelling reasores students notallowed

to drop a course avithdrawcompletely from
the College after thieadliner after 60% of

the course has been completed. Examples of
compelling reasons: proof of death in the
immediate familgerious illness ajury or
surgery, ounexgected and mandatory job

shift or change.

WP - Discontinued Attendance- Passing
The OWPS6 grade may
instructor to indicatéhat the student did not
complete enough of the course to be graded
and did passing work while in attendance.
Thisgrade is not counted for college credit or
computed into the grade point average.

be

WEF - Discontinued AttendanceFailing
16

computed into the grade point average.

For more information, or with questions
regarding grading, instructors should contact
the appropriate division office or site daec
and the Academic Progress Policy in the
College catalog

Grade Rosters

Grade rosters will not be distributed, and
faculty members are to use IBC to submit
grades.

For those with printing or access difficulties,
printed grade rosters will be avéeldtr

faculty members to pick up at the Bremerton
Reagistmtion afnd RedsOfficear at theé h e
main offices at Bangdhelton anBoulsbo
upon request two weeks before final exams.
For assistance please phone43&Y207.
assign a OWO6 grade.
tStudemt Cdnguct Bagle a s

As outlinedn the current catalogue, students
are required to follow a certain code of
conduct that is appropriate to the classroom
and that contributes to the collective learning
environment. The Student Conduct Code is
listed in its entirety at the following link:
http://www.olympic.edu/policies/conductco
de/index.htm

The

In the event of any inappropriate behavior by
students, you may file a report online by
simply going to:

http://www.olympic.ed/forms/ssform.aspx

Campléte tigerseident Bondutt medent
Report for any student conduct code

violations such as academic dishonesty and/or
student misconduct. The form also asks for a
suggested resolution. Once the form is
electronically submittetie office of the Vice
President of Student Services will investigate

20092010Adjunct Faculty Guide
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the matter issue and work to rectify the believes to be unfair or inconsistent

problem. with College policy or usual practices.
Standards of Academic Progress 2. Exclusions
The Standards of Academic Progress policy is This procedure is not to be used
designed to help students who are having where other procedures are required
academic difficultithe purpose is to quickly for the resolution of specific
identify students whose quarterly grade point categories of student complaints or
average (GPA) falls below 2.0 and to provide studentppeals. Student concerns
assistance to improve their academic standing. with existing College policy or
practices are excluded from this
This policy determines academic suspension complaint procedure and should be
in cases where students are unable to achieve brought to the attention of the
satisfactory academic performance. The appropriate College committee or
standards are to be considered a framework to administrator.

help identify students who may need
additional support. Copies of the Standards of 3. Time Limitation

Academic Progress policy are available from A student wishing to express a
the Office of the Vice President of Student complaint, as previously defined,
Services (360757473). This policy is also should do soot later than two
outlined in the current Olympic College calendar weeks of the time the student
Catalog on pagb. should have reasonably baesre of
the concern. The timely initiation of a
Student Complaint Procedure complaint rests with the student.
The purpose of the Student Complaint
Procedure is to respondd The Canplgint Rratessn t 6 s
dissatisfaction with the performance or actio A. The studentwuld discuss the
of a College employee or with a process that complaint informally and thoroughly
the student believes to be unfair or with the employee. Both parties
inconsistent with College policy or usual should openly discuss the student
practices. The procedure may be used when complaint/concermttempt to
other appeal procedures are inappropriate or understand the otherd
insufficientThe Student Complaint explore alternatives, and attempt to
Procedre may be found in the Student arrive at a satisfactory resoluto
Handbook. Copies are also available in the the complaint.
office of the Vice President of Instructaond
the policy is provided here for quick B. If the student is dissatisfied with
reference. the complaint resolution in Section
4.A, the student should express the
1. Definition complaint in writing and forward the
The purpose of this procedure is to written complaint withirfive
provide guidelines, which promote instructional days to the employee and
constructivedialogue, understanding, e mp | oy edadesuperwsor. At
and informal resolution of student the studentds request
complaints and concerns in member shall be assigned to assist in
circumstances where the use of clarifying the complaint process,
formalized procedures is not required. writing the complaint, arstipporting
A complaint expresses dissatisfaction the student throughout the complaint
with the performance or action of a process.

Collegeemploge which the student
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C. On receipt of t he appdaladdcetmetCdllege Rresidenttfoz n

complant the immediate supervisor final resolution consistent with

may askhe employee for a written procedures established in Section 4.
response and shall, within five A-C.

instructional daysllowing receipt of

the studentdés written complaint, hold a
conference with the involved parties. OC Association forHigher Education

The supervisor may request (AHE)

supporting mateals of either Note: this information is authored by the (
employee or student. If after Association for Hid
discussion, mediation, and review of | faculty union.

materials at the conference the
involved parties have been unableto  AHE Page
find a mutuallypcceptable resolution, The OC AHE, affiliated with the Washington

the supervisor shall render a verbal Education Association (WEA) and the
decision on the complaintad National Education Association (NEA&)the
present parties shall within five exclusive collective bar
instructional days provide a written 115 fulitime and 375 adjunct faculthHE
copy of his/her decision on the encourages adjuncts to view themselves as an
complaint to each involved party. integral and vital part of the campus. Joining
the faculty union is an excellent way to work
. If the decision of the immediate together to impnee faculty working
supervisor does not resolve the conditions, increase compensation and defend
complaint to the satisfaction of the the teaching profession.

studenthe appropriate Vice President condi ti ons are a student
shall, on request of the student,

convene a conference of all previously For adjuncts, membership fees are 1 percent

involved parties_ and any _additionally of gross earnings, which are deducted by
affectec_i SUPEIVISOrs W'”?""e payroll. Contact AHE president Ted Baldwin
instructional days. Al written . (tbaldwir@olympic.educampus mailstop:
statements an_d supporting m_atenals MESH) or AHE adjunct vice president Katy
of involved pties will be provided to Baldwin kbaldwin@olympic.edoampus

the Vice President prior to the mailstop: SSH) for memiship forms.
conference.

Union meetings are monthly in the Faculty
Lounge, Humanities 11The paritime
faculty caucus meets at 1:00 PM and is
followed at 2:00 p.m. by the union meeting.

Written materials will be retained by
the Vice President for College files. If
after discussion, mediation, and review
of materials at the conference the
involved parties have beenhlado .
find a mutually acceptable resolution, ~ Eiling for Unemployment between

the Vice President shall witfiire Quarters
instructional days render a written OC adjunct faculty are employedao
decision on the complaint and will guartesby-quarter basis; when the quarter

provide copies to all involved parties. ~ €nds, adjuncts are no longer empl_oyed, which
The decision of the Vice Presidenton  means that mogtdjuncts are eligible to

a student complaint wilé final file for unemployment between

except that a student Complaint quarterS, inc|uding summer.
originally initiated on the performance

or actions of a Vice President, may be
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For detailed information about applying for
unemployment, coatt the OC AHE Vice
President for Adjunct Faculty, Katy Baldwin

grant up to $500 forpjectsSee
http://www.olympic.edu/BusinessCommu
nity/Foundation/Funds4Excel.htm

(kbaldwin@olympic.ejluAlso see
oUnempl oymen-ti mawF & o tel $ugtiént Outcomes Projects Originators

at of research projects dealing with
http://wa.aft.org/index.cfm?action=article&a assessments afident €arning may receive
rticlelD=2495c48d 52e4cf3b502 a stipendAdjuncts are eligible and
4ac25caeb88&it the website of our sister encouragetb apply. In 2062008, only 3
union AFT WA. To borrow a DVD of the of the 27 were adjunct faculty projects.
May 23, 2008 unemployment workshop for
adjuncts, contact the AHEdjuncts whose
unemployment claims are challenged by
Olympic College should contact the AHE
union.

Primer on Adjunct Faculty Salary/
Bargaining/Leqislative Issues

The following are concepts related to-part
time faculty salary discussions.

Multiple Quarter Contracts (MQCs)
MQCs are OCds fi
measure of job satty for established

Workload Cap .

AdguBcts AttOC 8ré able ® fedch up o 85
percent of a fulime load. Adjunct faculty
adjunctsThe initiative for getting QC who are offered more than 85 percent of a

currently is the responsibility of the adjunct  full-time load are eligible for a temporary full
faculty member and must be filed each year by time contract.

the end of winter quarter that she or he is
eligible. The AHE hopes to make thls_ Process oty Funds
more automatic in future contra&eceiving
an MQC does not preveaudjuncts from

applying for and receiving unemployment.

r st S

These funds, which are also calledtipaet
faculty salary improvement funds, were
allocated by the legislature to reduce the pay
disparity between falme anl parttime

faculty pay rateBecause the gap between
parttime and futtime faculty pay badeen
historically greater at OC, relative to adjuncts
statewide, the college received a
Bigh@poitidhddly largdy hark éf Squit§ Rfds$ -
in 2006- 2007 and adjunct pencreased
20%.Fulktime faculty who teach course
overloads are paid at the sametpag

faculty rate.

Health Care Averaging

Adjuncts who receive employeovided

health care must indicate to Human
Resources in the fall and spring their
willingness to Oavera
Otherwise, if theworkload dips below 50%
one quarter, their coverage will be cancelled.

Additional Sources of Funding/

Professional Development Opportunities

for Adjunct Faculty at OC

Many adjuncts are unaware of their eligibility
to apply for funding to support proesnal
development.

COLA - Cost of Living Adjustment

Initiative 732 stipulated that the state provide
a COLA for all community college faculty.
The amount of COLA varies per year and is
indexed to the Seattle/Tacoma/Bremerton
Consumer Price IndeROLAsare controlled
by the legislature, and may be suspended by
legislative decision.

e Professional Enrichment Committee
(PEC) grantsThe PEC accepts proposals
in early fall and usually offers a second
round in winter.

Increments

As OC fulltime faculty acquire Qualifying

Years of Experience and professional

19

e Funds for Excellencegrants,
administered by the OC Foundation, can
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enrichment credits, they receive a small pay
increaseAt present, the OC adjurmay
schedule does not reward either years of
experience or professional development.
However, OC now receives funding for
adjunct increment pay step increases.
Currently, that funding is being used for
general salary improvements for adjuncts.

Legislative Issues

At present, twayear faculty compensation
gets set by the Washington State legislature
each year and pay increases are limited to
legislative appropriationsouryear college
faculty have the legal right to bargain with
college administrans and can increase
compensation using local college funds.

Two-year college faculty unions are working
to get equal bargaining rights, but in the
meantime we, in effect, must bargain with the
state legislature every year about the size of
our paycheks. The disparity between
Washington Statey2ar and-4ear college
faculty pay is the largest in the nation and the
gap increases year by y#ds imperative for
2-year faculty to understand their interests and
articulate the solutions to ongoind an
systemic problems. Faculty unions and their
members actively advocate for you on the
local and state level

| Campus Logistics |

Adjunct Faculty Office

The Adjunct Faculty Office is located in
ART-124 and is available to all adjunct faculty
members. Reacces include computers,
desks, filing cabinets, printers, reference
books, telephones and a television/VCR. The
office also provides a small conference area
for meetings with students or for offering
makeup tests. Interested instructors should
contact tle appropriate division office for
more information and for a key. The Adjunct
Faculty Office is provided and maintained by
the Social Sciences and Humanities Division
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office located in the Music Building, room
113 (3604757766

For the Shelton campulse adjunct

computer area is available. See the site
director. On the Poulsbo Campus, there are
two cubicles available for driopuse in the

rear of the Learning Center, room 106. In
addition, there are two workstations available
for drop-in use in theexond floor faculty

office suite, room 217. The Conference Room
(OCP 210) may also be booked for private
conferences except during lunch hours from
11:30 a.rl:30 p.m. daily. Contact Candace
Alvarez at (360) 47320 to arrange to book
the room. You cans®o make the request via
email atroomschedulin@olympic.edu

Division Offices

Division offices are the key resource for
adjunctfaculty members on all campuses
They ae the budget authority for many
faculty needs, and they provide information
that can be critical for conducting classes
successfully at Olympic College. For example,
to procure teaching aids, supptiesm keys

or equipment, an instructor may place an
order with his or her division office. To
forecast budget needs for the following year,
the offices normally maintain a priority listing.
Adjunct faculty members at the She#tod
Poulsbacampussand athe extension sites
(PSNSBangor and Naval Hospitaljould
contact their site director for this type of
assistance.

Division Offices - Hours and Location

Business and Technology (B&T)

TEC-103,3604757360

8:004:30 pmMondayFriday

Dr. Richard Strandean
rstrand@@olympic.edu

Carol Robles, Administirge Assistant
croblegolympic.edu

Karen Zadworny, Program Coordinator
kzadworng@olympic.edu

Gwen GarrettProgranCoordinator
ggarret®olympic.edu
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Mathematics, Engineering, Sciences, and
Health (MESH)

ST- 103 36634757700

7:30ar:30pm Mondakfriday

Dr. Judi Brown Dean
jbrown@olympic.edu

Teresa Thompson, Administrative Assistant
tthompsor@olympic.edu

Cheryl Phillips, Program Coordinator
cphillipg@olympic.edu

Military and Continuing Education
CSCG401,3604757786
8:00arvb:00 p.mMondayFriday

Wendy Miles, Director
wmilegolympic.edu
Nancy Buck, Program Support Supervisor
Bangor
nbuck@olympic.edu
Jackie Lorenz, Program Coordinator
(Continuing Education)
jlorenz@olympic.edu

OC Poulsbo, OCP221A
3603942702
poulsbocampus@olympic.edu
8:00 a.m5 p.m. Mondayhursday
8:00a.m4:30p.m. Friday

Dr. Kristin Poppo, Director oExtended

Learning
kpoppo@olympic.edu

Kathy Giovanni, Secretary Supervisor
kgiovanni@olympic.edu

Suzie Holley, Office Assistant
sholley@olympic.edu

Shelton

3604325400

8:00arv6:00pm Mondaifhursday
8:00 art:00pm Friday

Kristin Poppo Directorof Extended Learning
kpoppo@olympic.edu

Lori AndersonSecretary Lead
landersn@olympic.edu

Janis JohnsoRrogram Assistant
jrjohnsor@olympic.edu

20092010 Adjunct Faculty Guide

Social Sciences and Humanities (SSH)
MUS103,3664757766

700am5:30pm Monda¥riday
7:30ar:00pm Mondaffriday

Dr. Gina Huston, Dean
ghuston@olympic.edu

Kathie Olmstead, Admstrative Assistant
kolmstea@olympic.edu

Eleanor Lagman, Program Coordinator
elagma@olympic.edu

Scott Sigman, Prograasistant
ssigman@olympic.edu

Workforce Developnent (WFD)
CSC421,3604757555
8:00arw:30pm Mondaffriday

Amy Hatfield, Dean for Workforce

Development and Basic Studies
ahatfield@olympic.edu

Rhonda Boothe, Administrative Assistant
rboothe@olympic.edu

Michelle Van Berkonfriscal Specialist
mvanberkom@olympic.edu

Elaine William8ryant, Associate Dean of

Adult Education (ESOL and Basic Skills)
ewilliams@olympic.edu

Vickie MacKenzie, Adult Education Program

Coordinator
vmackenzie@olympic.edu

Jim Friedman, Director of WorkFirst
jfriedman@olympic.edu

Cathy Stinson, WorkFirst Educational

Planner/Advisor
cstinson@olympic.edu

Teresa McDermott, Director of Worker

Retraining& Work Integrated Learning
tmcdermott@olympic.edu

Miste DamriHLeib, Worker Retraining

Educational Planner/Advisor
mdamrill@olympic.edu

TBD, Tech Prep Director

Karen HansonTech Prep Program Assistant
khanson@olympic.edu

Cindy Wyman, Director of Program

Development & Outreach
cwyman@olympic.edu
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Workforce Development, Shelton
3604325400
8:00ar:00pm Mondaffriday

Kelly Copp, Workforce Development
Coordinator

kcopp@olympic.edu
Rose Ferri, Worker Retraining & WorkFirst
Planner/Advisor

rferri@olympic.edu

International Student Prograns

International Student Programs is under the
auspices of Student Services and is located on
the first floor of the College Service Center in
the Admissions office. This program is
responsible for oeuiting international
students, assisting students through the
admissions and visa application processes,
advising students, and ensuring compliance
with immigration while attending Olympic
College.

One of the goals of this program is to foster
learningor our domestic and international
students as well as for faculty and staff so that
all of us are enriched by a multicultural
experience. To contact the International
Student Programgaéf, please call (360) 475
7479

Internship, Cooperative Education,
Volunteer/Service Learning

Who Are They?

Faculty, students, and employers partnering
with the Workintegrated Learning program
to offer students the opportunity to earn
college credit by combining classroom
learning with real ethe-job practical work
experience or through volunteer/service
learning.

What Do They Do?

1. Dondt CancedThadyh a't
offer class presentations on how
students can earn college credit for
cooperative education, internship or
volunteer service opportunities and
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the numeroueesources available to
them.

Job Skills-- We teach the application
of critical job skills and competencies
via an online seminar or faodace
class on how to be a better and more
successful employee.

Employer Contacts-- They help
students developveork history and
valuable employer contacts for job
opportunities after graduation.

Skilled Employees-- They

contribute to the development of a
steady flow of highly qualified,
appropriately skilled employees for
employers.

Build Partnerships-- They povide
direct services to Kitsap and Mason
County businesses and organizations
to build communication channels
leading to continued cooperation
between Olympic College and local
businesses.

Online Databased Access to
cooperative education, internship and
volunteer service listings along with
employment, career, and event
resources to students via a 24/7 Web
based system.

Scheduled Events
e Internship and/olunteer Service Fair

(November5, 20090 An
opportunity for students to talk to
representatives frononprofit
agencies to discuss how one can make
a difference in the community,
enhance career development and earn
college credit.

e Internal Revenue Service -Fade
Internship(December2009 to April
2010) Free IRS/AARP iname tax
preparation traininigr students who
want to earn college credit for
§ofunteer work completing income tax
returns.

e Career Development and Exploration

Month (April 2010)0 Topicsmay

include: Federal Application Process,

Cl a
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Using Technology in the Job Search Bangor

Process, How to Rinand Apply for Olympic College
Internship and Volunteer 2000 Thresher Avenue, G 215
Opportunities, Job Search Skills and Trident Training Facility
much more! Silverdale, WA 9832600
(360)6973656
Contact Information
Work-Integrated Learning Progrém Those with access to the Naval Base Kitsap at
Bremerton, Poulsbo and Shelton Bangor will find courses toward fulfilling
either an Assaaiie in Arts and Science or
Teresa McDermott, Director Associate of Technical Arts degf@enfinal
Rosanna Ramirez, Office Assistant Justice), plus the specialized Marine Systems
Art 122C, Carer Center Technology Degree for service members.
3604757480 or 880032596718 Ext. 7480 Civilians may be granted access to attend
Cooped@olympic.edu courses at Bangor. Please contact the OC
www.olympic.edu/Internship Military Educatin office at Bangor at least
one week prior to the start of class to arrange
Lockers/Storage Space for base access.
On the Bremerton campus, a limited number
of lockers are available for faculty use. BremertoANaval Base Kitsap
Interested instructors should contact the Navy College Building 853, Rm. 104
Business and Technology Divisai(360) (860 3778178
4757360for lockers located in the 120 S. Dewey Street, Bldg. 491
Engineering buildingnstructos must Room 101 & 102
provide their own lockt the end of the Bremerton, WA 98314
guarter,nstructors must revalidate their
continuing need for locker space. Students caaccess a variety of services at the
OC Military Education office at Bangor and
Lost and Found Bremerton, including advisiagimissions
Lost or found items should be reported to the cashiering, new student information,
Safety and Security Office in the Bremer registration, and transcript evaluation.
Student Center, at the front desk at the SOCNAYV agreements are available, providing
Shelton campus andr at onemeewafprisesvice memigesstoo f f i c e
Student Services office in Poulsbo. When complete a degree regardless of their location.

reporting a lost or found item, an instructor

should include his or her name, a description Opportunity Grant

of the item, and the time and location in CSG305, 361757675

which it was lost or found. Lost items may be 8:00am4:30pm Mondayhursday

claimed between 7:00am througi®ogm,

Monday through Friday. Opportunity Grant is an innovative financial
aid grant program for leivcome adult

For the Shelton campus, items may be picked students on specific carpathways including

between 8:00am through 4:00pm at the front Welding, Health Care, Early Childhood

desk. In Poulsbo, lost and found items are Education, Electronics, Accounting, and

held by the Facilities Serviced sthb can be Office Technology. The funding is intended

reached at (360) 32419. for students who do not yet have a-ywar
degree and have a high school diploma or

Military Education GED. New enrollment is limitezhch quarter.

Naval Base Kitsap Locations For complete program guidelines, contact the

Opportunity Grant office.
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parking in the upper faculty and staff lot on a
Carma Foley, Program and Case Manager spaceavailable basi a cost of $50 per year.

cfoley@olympic.edu Parttime faculty and staff may park in the
Wendy Belden, Program Assistant lower faculty and staff lot adjacent to the
wbelden@olympic.edu student parking lot at a cost of $15 per year.
Vehicles parked in disabled parking must
Parking display appropriate licensing or permit.
Bremerton campus A parking decal is
required to park in all campus parking lots. Shelton:The Shelton campus parking fee is
Fulktime college employees are eligible to $25.00 per year for ftilne staff. See front
request designated-oampus parking during ~ desk for a copy of the new parking
the hours of 7:00am to 4pd0. (After procedures effective Fall 2009. Adjunct

4:00pm, parking is open in all staff designated parking is located on the northeast side of the
lots.) Please contact the Safety and Security ~campus and is designated by a sign that says
Office to add your name to the parking OFddw and SAladhitlesiistr ki ngo
waitlist. Some parking lots have long waitlists. display a valid parking decal or visitor permit.

Campus parking lots are monitomal not Publications on Campus _
park in a reserve(parking space without a Accqlades in Instrudins newsletter is .
permit or you will receive a parking published ten months out of the academic

citation. Effective Fall Quarter 2009, allfull ~ Year. It features the latest highlights within
time staff parking ($50 per year) will be paid  Instructon and is published by the Office of

through mandatory payroll deduction, no Instruction.
exceptionsPlease see the Safety and Security
Office foradditional details. Annual Repofhe Communications office
publishes he Col |l egeds Annual

Limited parking spaces are reserved especiallyf eat ures the previous ac
for adjunct faculty, and permits are available  highlights and achievements at the itistitu

for $5.00 per quarter. Also, starting Fall as well as demographic information.

Quarter 2009, any staff with a designated

parking decal may parkstudent designated Board of Trustees Mimbe©ffice of the

lots Mondayhrough Friday, starting at 12:00  President publishes the minutes from the

p.m. (This does not apply to the Shelton Board of Trustees meetings. It is sent out
campus). electronically throughout the year.

For the Bremerton campus, visit the Security ~ Cabinet Minutéke Office of the President
Office (located in the Bremer Student Center) publishes minutes from the Cabinet meetings

for a map or other assistance in locating It is sent out electronically throughout the
designated staff and student parkitsg year and is also located on the shared drive at:
Additional information on parking is available http://www.olympic.edu/Campuses/AboutO
on the website: C/Governance/PresidentsCabinet/Presidents
http://www.olympic.edu/CampusResources/  CabinetMinutes.htm
Parking/

Catalogrhe annual catalog describes all
Poulsbo:All vehiclesnust display a valid classes offered at OC along with the policies
parking decal or visitor peit which may be governing admission, registration, grashes,
obtained from the Security Office or by degree requmentslt is published annually
contacting Bremerton Campus Safety and by theCommunication®ffice in
Security at (360) 47800. Fultime faculty coordination withnstructional Support
and staff are eligible to request designated Services.
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offered each quarter. It includes a list of
Continuing Education Bro€amésuing services, phone numbers, registration
Education publishes flyers and brochures at  information, maps and other basic college
intervals throughout the year to describe the  information. It is also available on the OC
classes and workshops available. For the most website.
part, Continuingeducation offers nearedit
instruction. Continuing Education programs Room Scheduling

are held on the Poulsbo, Bremerton and To schedula room on any of our campuses,
Shelton Campuséd=r Continuing Education contact Candace Alvarez in Instructional
information, conta®8604757494 Support Services, at (360)-4330. Rooms
Additional programs are offered to business  may also be scheduled via emalil at:
and industry throughe¢hCustomized roomschedulin@olympic.edu
Training department. For information on
these progmms, contact 360/57586 The Center for Learning aw Teaching

As of this printing, The Center for Teaching
The Olympiarhis studenatun newspaper is and Learning has undergone some changes

published and distributed around campus bi  and is currently under review by a team
weekly. An experienced faculty advisor directs comprised of faculty, staff and administrators.

the Olympian staff. This team is revising the goal and purpose of
The Center and is lookitgfind ways to

The Pifire The Office of Instruction continue this effort at a minimal cost due to

publishes the minutes from the Instructional  budget constraints. More about the The

Administrators meetings. $tsent out Center for Teaching and Learning and its

electronicallguring the academic year. future will be forthcoming throughout the

Minutes from the meetings are also available academic year.
electronically on the shared drive at:
X:\ Shared Doauents and Forrm$AM | Employment Benefits and Issues \

Student Handhdskident Services annually Absence/lliness
publishes information about campus sesvice  If anillness or an emergency causes an
student clubs and government. It also includes instructor to be absent, that instructor must
the student code of conduct, basic enroliment notify his or her unit administrator who will
and grading policies, the academic calendar  either arrange for an approved substitute or
and a tephone directory. postpone or cancel a class meeting. The
respective division office or site direatilr
Student SenAcerual Repo8&tudent Services post an appropriate notice in the classroom.

publishes an annual report of the previous Cancelled classes should be made up during

academic year ds hi ghl thgdodrse of the ghartehy cases oillnéss, a t

occurred within that area. a sick leave form should be completed and
submitted to the unit administrator. Leave

Student Services MiBtudent Services reporting formsire availdeelectronically at

publishes the minutes from tBeident X:\ SharedDocumentsandFokiAsimanReso

Services administrative meetings. They are urce$Leaveat your division office, front

sent out electronically throughout the year. desk at Shelton, directo
Human Resource Services officgou may

The ViewThe credit class schedule is contact your site director.

published by th€ommunication®fficein

coordination with Instructional Support Employment Benefits

Serviceand sent out four times aayelt Benefits eligibty is determined by pre

gives basic information about classes being  established criteria for the higher education
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system. Insurance benefits available to eligible
adjunct faculty include medjcasionand

dental insurance, basic life and basie long
term disability insurance (emplgyad
premums), and retirement benefits
(employematching contributions).

Optional longterm disability and life
insurance plans are also available (employee
paid premiumsEmployees may cbse from
available medical and dental plans within the
first thirty dag of eligibility. After thirty days,
the plan defaults to Uniform Medical
InsuranceEmployee premiums are required
by all plans; there are no exclusions fer pre
existing conditionwithin the first 30 days of
employment

Eligibility Requirements:
1. (a) Eligibility for insurance benefits
is determined on a quarterly basis. To
become eligible, an instructor must be
employed at least htithe (50%) for
two consecutive quarters. Eligibility
begins at the start of the second
consecutive quarter when teaching
assignment is 50% or more of full
time;

(b) eligibility may also be determined
by working at one or more

community and technical colleges. It is
the responsibility of the employee to
notify Human Resource services if
you are working for multipégencies;

(c) employees who have averaged a
50% or higher lod each yeaturing

the previouswo academic yeamay
apply for averaging eligibility during
spring quarter for the upcoming year.
Employees must request to be
considered for averagingieiigy;
Human Resource Services will send a
notice to all adjunct faculty advising
them of this option.

2. Spring and Fall quarters may be
considered consecutive quarters;
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3. "Half-time or more employment"
will be determined by each
instituton's definition of "full
time."

Coverage will continue for summer quarter if
an employee is eligible for benefits fall, winter,
spring and ischeduletb teach at least 50%

in the fall quarteMore information on
variables for insurance eligibilitsvailable at
Human Resource Services.

Once enrolled for insurance benefits, adjunct
faculty members must maintain at least half
time employment (50% or more) in one or
more state institutions of higher education
each quarter to continue eligibility (s

class is cancelled after the start of the quarter
and benefits will continue). If eligibility lapses,
benefits may be s@id (medical only or
medical and dental, life, and kbergn

disability for up to 18 months). (WAC 082
160 and WAC 18P2-210) Eligibility for
insurance resumes when the teaching load is
50% or higher within 18 months (6 quarters).
Employees are not required tajualify for
eligibility as long as there is not a break in
service.

If an adjunct faculty member has teaching
asignments at more than one college during
any quarter, the percentage of employment at
all colleges will be combined to determine
benefit eligibility. Instructors are responsible
each quarter to notify Human Resource
Services, in writing, of concurrent
emgoyment at more than one college. In no
case will there be a requirement for retroactive
coverage or employer contribution if an
instructor fails to inform each of his or her
employing institutions about employment at
other institutions each quarter. Conta

Human Resource Services at888730

with questions regarding these benefits.

Example for determining eligibility

Instructors who work 50% of a ftilhe load

for one quarter, and are assigned to work 50%

or more of a fultime load the followm

quarter, are eligible for benefits the beginning
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of the second quartelf.the load falls below $5,000 accidental death and dismemberment
50% at the sthof a quartetthe employee is coverage) is provided at no cost to eligible
no longer eligible for Collegaid medical employees; additional optional coverage is
benefits. Employees are eligible for COBRA  available for emplegs and family members.
and instructors may sphy the premiums for Employees who qualify for medical insurance
up to 18 consecutive months including are automatically eligible for LADD.

periods when they are not contracted to teach.

Once instructors are employed again at 50% LongTerm Disability

or more of a fultime workload, Olympic Basic Longrerm Disability coverage is

College will resume paying premiums for provided to eligible employees at no cost as

health benefit within 18 months. part of the Medical package. (See mexdfidal
dental eligibility requirements above.) The

If a class is cancelled after the start of the Basic LTD planmvides a maximum benefit

quarter and the load drops below 50%, the of $24 per month ($50 minimum), which

College will carry the benefits through the begins after 90 days of disability. Additional

quarter. optional coverage is available.

Whether employees opt to &l or not Medical/Sick Leave fortiraetAcademic

during periods of ineligibility, when they Empbyedsave Earn and Accumulation

become eligiblagain for health benefits, the Academic employees shall earn sick leave at

employeipaid benefits will resume on the the rate of one (1) day per calendar month

first day of the month in whichd employee prorated to the halass teaching hours of {ull

returns to eligible. time academic employees who teach in the
same discipline. Leave for game

If you believe you qualify, notify Jacquie counselos and librarians shall be prorated on

Curry in Human Resources. Notification the percent of fulime based oB5hours per

must ben writing and receivedy May 18 week. Pattime academic employees shall

of the current academic year. In your written  accumulate sick leave on a quéstguarter

notification it is strongly advised that you basis as long as there is no break in service.

include information that may be helpful in

establishing your eligibility such as teaching at Sick Leave Use

other Washington State and Community and  Sick leave can heed for personal or
Technical Collegel$ you have any questions,  dependent famidynembemneeds. Sick leave

please call Jacquie Curry at (388Y307. cannot be used prior to accumulatiar.the

purpose of leave yseday defined shall be
Washington State Basic Health Plan equal to the accumulation rate for the quarter
Instructors who do not qualify for health in which the leave is taken. Sick leave use
benefits through the Olympic College District requiressper vi sor s® approval
may beeligible for the Washington Basic requesting leave are availeldetronically at
Health Plan. W&hington Basic is a state plan  X:\ SharedDocumentsandFokiAsimanReso
that subsidizes medical coveragevéoking urce$Leavejn Division offices or iluman
residents of Washington. The charges are Resource Services

made on a sliding scale. G&0®@6609840
or 1-:8008262444 to reach Washington Basic  Retirement

Health Plan. Retirement benefits have the same eligibility
requirements assurance coverage. To
Life/Accidental Death and Disrmemiber qualify for retirement benefits, instructors
Insurance (LADD) must be employed in one or more teaching
Life insurance benefits ($25)d¥sic life position(s) for at least 50% of finhe for at
insurance for death from any cause and least two consecutive quarters. Unlike medical
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eligibility, once instructors become eligible for lists for every age group. Interested parents

retirement benefits, they remain eligible should call (360) 474.91.

regardless of teaching loads. Retirement is a

mandatory, preax reduction. The Employment Conditions

contribution rate varies from 5% to 10% of Adjunct faculty must have a signed contact, a
gross income depending on dige of the current applicain, a W4, a completed9

empl oyee; the Col | ege (ragareddoynfedsral late beeecgivédaithene 6 s
contibution.Any instructor who is an active three days of employment), and official
member or has ever been a member of the Wagshangtoipts on file. If transcripts are not

State Retirement System oCRER should required by the discipline, a resume or
contact Humasdece Services at eXBeW75 certification outlining qualifications and skills
immediately. must beon file.

Pretax Supplemental Retirement Accounts All adjunct faculty members are contracted on
All Olympic Cdkege employees are eligible to  a quarteto-quarter basis as needed
participate in tageferred annuities (eligible dependent on the need as determined by
within the confines of IRS regulations). Olympic College. Contracts are issued for
Suppl ement al Ret i r e me mach pAriochoflamployment withSHR A 6 s )
are voluntary saving plans that may lower beginning and ending date of the contracted
current tax liabilities while setting aside money period. Employment paperwork must be

for the future. Contributions are sefinaged completed and contracts signed and returned
-- contributors determine the amount they to Human Resource Services to activate

wish to contribute and they have the flexibility payroll records. For more detailed and specific
to start and stop or change contributions at terms of employment, refer to the Collective

their discretion. Bargaining Agreement.
Other Benefits (Employee)financed Adjunct faculty mendss are normally paid a
[1 Direct deposit bpaychecks set fee for a course. Course pay is determined
(1 Credit Union membership by how the course's classroom hours/week
[1 Dependent Care Insurance relate to fultime teaching load in the
[1 Employee Assistance Program discipline. Fulime annual teaching loads are
1 US Savings Bonds listed in the Collective Bargaining Agreement,
[1 Group Rate Insuraneéome, App. B3. The fulitime equivalent percentage
auto, boat or motorcycle is applied to a quarterly dollar amount set by
[1 Flexible Spending Medical negotiation. Instructors who have taught
Account more than six quarters receive an additional

five percent. Assignments over and above
those set forth in the adjunct faculty tearch
job description are contracted separately.

Adjunct faculty members arermallypaid on

the 10 and 2% of each month

Other Benefits

Child Care

Children between twelve months and ten
years old from Olympic College staff and
faculty are eligible for enrollment at the Child
Development and Family Center. While
primarily offered as a student service with
rates substantially subsidized through the
alocation of Student Fees, it charges staff and
faculty the full cost of care. There are waiting

Fitness Center

The Fitness Center is available to employees
who have an official Olympic College ID at
no charge (based on aaliity of the
Center)Adjunct faculty should contact HRS
to be issued an ID card.
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Hiring Requirements than 60 days prior to the effective date of the
An instructor is not authorized to work until MQC. Such Dbel&aréssly subjedt |

the hiring paperwork is complete and has to:
been approved by Human Resource Services.
The following documesitmust be on file e Any pay rate changes during the
before any adjunct faculty member may begin following year, as and when effective;
teaching: the schedule of classes; and the need
1 Completed-B Form, including for parttime faculty assistance in the
copy of verification documents library, media, or counseling offices.
(within three days of employment)
[1 Contract (CIF or Special Screen For more information regarding MQCs,
Assignment Form) please refer to the Collective Bargaining
1 OC Application Agreement, Appendix G. Réirhe Faculty
(1 Authorization Form for criminal Provisions section.
background check
Paychecks
Multiple Quarter Contracts (MQCSs) Adjunct faculty members may pick up their

Part time faculty who have taught six (6) of paychecks before 3:00 p.m. on payday. Checks
the last nine (9) quarters (excluding summer  not claimed in person, will be mailed out at
session) and who have taught a course three 3:00 p.m. o payday. For inquiries, phone the

(3) times or more during that period e Payroll Office at (360) 47270.

have received satisfactory evaluations in these

courses can be offered a multiple quarter Payday

contract (MQC) to teach these courses in the The payday list is on the OC website. Since

following year. the dates are subject to change, the mest up
to-date information is located on the website

MQCs are for good for one academic year which is located under Inside OC, Business

only and one must reapply for them each year. Services at: _ _
Once eligibity requirements are met for one http://www.olympic.edu/StaffFaculty/Admi
course, one may become eligible for any other nistrativeServices/payroll/paydaysched.htm

course that one has satisfactorily taught three

times in that sameddarter period. Such Be sure to scroll down to the Adjunct Faculty
appointment shall entail a percentage of Payday List.

teaching load consistent with the percentage

taught during the prior year. Professional Development

Olympic College has a professional
enrichment program that sponsors
workshops, lectures, and other materials
highlighting various events of interest or
teaching tips. These events are open to all
adjunct faculty members, and fication of
various opportunities will be provided. PEC
has adjunct development money and

Part time faculty members who believe they = Workforce Development also has

meet the foregoing criteria should notify their  professional development funds available for
appropriate administrator by the end of winter professional/technical faculty.

guarter.Upon verification of seice, a MQC

will be issued prior to the end of spring Professional Development Tuition Waiver
guarter for the f ol | oW progoteypmiasiofasdevalespmeng n ment .
Il n order to be val i d, adjuhcefachityvdo teachnatlsast a B3% load
signed and returned by the employee not later are eligible to apply to have tuition waived for
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Library, counseling, and media-pare

faculty members may also qualify for Multiple
Quarter Contracts on the basis of having
worked in their position during any six of the
preceding nine quarters (excluding summer
sessionand having received satisfactory
evaluations for their work in these positions.
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Olympic College credit classes for up to 5 changes are being considered for the tuition
credits per quartefhis waiver is not waivers policy.

dependent on available space and there is not

administrave fee.Books and course fees are  Vocational Certification

at the expense of the employ8apervisor Generabtandards of qualifications for a
approval is required. Washington State Community College
Professional in Vocational Fields require that
Space Available parttime vocational education teaching
Full or partime employees may obtain personnel have temporary certification.
instructor overload form to enroll in a class Applications for vocational certification may
that has officially reached capacity; may NOT pe obtained ém a division office, site
usewaiver for zero credit, continuing director or the Workforce Development
education, independent study, or WAOL Office, CSG 4" floor.

classes taught by R@C instructorsThe
cost shall be $5 per quarter with any

applicable fees paid by the student. [ Instructional Materials and Support |

Staff may use the Space Available Waiver for
WAOL classesaughtby Olympic College
faculty only Fees foembanet $8.00 per

credit must be paidnrollment in WAOL
classes taught by Olympic College faculty is
allowed prior to the start of the class.

Bookstore

The Olympic College Bookstore is a college
owned, selupporting auxiliasstablished to
support the academic nigsof Olympic
CollegeThe mission of the OC Bookstore is
to oprovide quality,
convenient goods and services in support of

Complete the Space Available Waiver Request

form; available iRegistration and Records.
g a centrally located Bookstore operated by the

Non-Resident (for dependents/spouse) Bremerton campus. Stapand get to know

Exempt any faculty, classified or dependents  the friendly, professional Bookstore staff.
residing in Washington and holding not less ~ €ontact us aicbookstore@olympic.edr

than a haitime appointmentThe waiver 3604757420.
consists of 66% of the current nonresident

operating fee vixed plus a $15 per credit Bookstore hours
surchargeThis amounts to an approximate Bremerton

50% tuition discount for the first ten credits. ~ Mon-Thurs. 8:00 a.A7:00 p.m.
Friday 8:00 a.m- 1.3 p.m.

Tuition Waiver Saturday 8:00 a100 p.m.
Adjunct faculty members who are contracted

to teach at least 50% of a-firfie load are OC Poulsbo

eligible to participate in theaspavailable Mon-Thurs. 8:30 a.ri.30 p.m.
tuition-waiver education program. Eligibility is 4:30 p.m7:30 p.m.

determined quarterly. Eligible employees may Friday 8:30 a.m1:30 p.m.
register for Olympic College classes (on a

spaceavailable basis) after the sixth day of OC Shelton
classAn administrative fee of $5.00 is Mon-Thurs. 9:00 a.r2:00 p.m.
chargeglus lab ad other required fees. 4:30 p.m7:30 p.m.

Tuition for the class is waived.-6ite classes Friday 9:00 a.m2:00 p.m.

offered by Continuing Education are offered )
at half the regular fee. Please note that Desk CopiesFaculty members should request
desk copies through their division office. The
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Bookstore will gladly loan desk copies with
the approval of the division office.

Textbooks The Bookstore orders and
providessufficient quantities of textbooks for
all classes at all locations. Textbooks are
requisitioned through the appropriate division
office. Instructors are encouraged to provide a
list of required supplies with their textbook
order. Class materials to belaaped for

resale should be included on the textbook
requisition along with appropriate copyright
clearance.

Duplicating Services
Hours of operation are:

7:00 ami 5:30 pm, Monday thru Friday
7:00 ami 4:00 pm, Friday/noinstructional
days

Phone: (360) 475155
Fax: (360) 478151
E-mail:duplicatingservices@olympic.edu

Duplicating requests maydubmittedvith
proper request information as follows:

e Sent electronically via emalil
attachments to
duplicatingservices@olympic.edu

e Routed to Duplicating with proper
request info via the campus mail

system.
e Hand delivered to the Duplicating
e Facilities e CSGC5" Floor
Services
Building
e B&T Division e MESH
Division
e Humanites e Health
Workroom Occupations
e CSGCIstFloor e Haselwood
Library
e CSG2dFloor e University
Quad (WWU)
e CSC3dFloor e Bremer Studen
Center
e CSC4h Floor e SSH Division
ol né box | ocated i
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e While youvait. (Black/White
requests only)

The bookleb Questi on
for the
conforming to U.S. copyright laws.

Duplicating from OC Poulsbo andShelton

If you are off campus, you may use
Duplicating Swices on the Bremerton
campus by sending requests via email or
throughinter-office mail.All jobs received by
1:00 will be guaranteed to be sent via courier
that afternoon which arrives at Shelton or
Poulsbo the next day by noBor copying at
each aapus, contact the office at Shelton
and Poulsbo for that information.

Course Packets

Faculty who write class materials such as
handbooks and manuals may have their
coursepackets duplited for sale in the
BookstoreQOrders for course packets
originatdrom the Bookstore after receiving a
textbook requisitionlf required, the faculty
member is responsible for obtaining
appropriate copyright clearance.

Mail Services

Hours of operation are:

8:00 ami 4:00 pm, Monday thru Friday
Phone: (360) 47820 Fax: (360) 478151
E-mail:mailandreceiving@olympic.edu

Adjunct faculty are assigned a mailbox/folder
through their division office or site director.
Be sure to check your mailbox/folder
regularly as theye used for distributing mail,
announcements, notice of student
enrollments, and other documents.

Inter-campus and US mail is delivered to and
collected from designated campus mail
stations twice daily. Place material in an inter
office envelope, cld&samarked with the

reci pientds name and
station has an outgoing mail bin, supply of
inter-office envelopes and a current staff mail
station listing.
n the FSB buil

di ng.
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Students can route material to faculty by using
the drop box located in the Haselwood

Library on the main floor in the alcove by the
drinking fountains (across from the
telephones).

Mail Service forOC Shelton- OC Poulsbo
Inter-office mail for the Poulsbo and Shelton
campuses are routed each workday via private
courier. There will be a oday delivery time

for all correspondence and must be deposited
in any outgoing mail bin before 2:00 pm for
delivery the next work day.

OC letterhead, envelopes, postage and
mailroom processing are for official college
business only. Personal andpaié mail

should be deposited directly in the U.S. Postal
Service collection box located in front of the
Facilities Services Building. For specific details
and assistance in sending foreign mail,
packages, large quantity mailings, and in
preparing certifiedegistered, insured or
express mail, contact the Mail Services
Supervisor at 360757820.

Classroom Equipment Technology & the
HelpDesk

Haselwood Library, 3857770 or via
Helpdesk, 368757600

Mon-Thurs 7:30ar6:00pm;
Fridays, 7:30a8100pm

Charlie McWhorter, Net/Web Manager
cmcwhorter@olympic.edu

Cara Lunsford, ITV Technician
clunsford@olympic.edu

Matt Cooley, ITV Technician
mcooley@olympic.edu

Support personnel for all equipment found in
classrooms [regardless of kind] can be
contacted via the Helpdesk (Z750).1f you
need help with ITV equipment, teaching
workstations, overhead projectors, citiogla
media equipment, event support
telecourses, please contact tapéesk.In
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addition the following services may be
requested through the Helpdesk:

Equipment Reminders

Please remember to turn off the equipment
when not in use. Also, do not ugserpanent
markers on the whiteboards.

Media Equipment Repair/Replacentemnhe
Instructional Media will repair its inventoried
equipment, both assigned to facilities and
circulating from its pool. Users are asked to
alert Media Services when they eneount
problems with any media equipmdeport
issues with classroom equipment to the
Helpdesk at 475600.

Rented Media Materials (Videos, Films,
Visualsp All films, videos, and videodiscs
rented for instructional use must be ordered
through Media Sepas. Faculty may request
media materials not available on campus by
contacting the helpdeskT h r e e
notice is required before the desired use date
in order to complete a rental on time.

Satellite Teleconferenédsaculty and staff
members oftereceive information on live
satellite video teleconferences in their area of
expertise. Classroom Technolagy

"downlink" those programs and make viewing
facilities available with a telephone link back
to the originating site. Videotape recordings
of these programs are made available for later
review. Requesters will be responsible for
promoting the teleconference to other
interested parties and for paying license fees.
Classroom Technology maintains files on
teleconference opportunities from a waoé
providers.

Telecourse SuppditTelecourses are offered
as a team effort between Classroom
Technology, the Haselwood Library, and the
College Divisions. Once a telecourse need is
identified, Classroom Technology determines
possible prproduced ourses, secures video
and resource materials, duplicates video
materials, and arranges or maintains
appropriate distribution channels for student
20092010Adjunct Faculty Guide
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viewing. These include cable TV, rental sets, However, as of this printing the USB program
circulating copies, andhouse viewing of the has been significantly reduced due to the lack

courses. of specialized personnel trained to handle the
program.

Classroom Equipment Distributién

Classroom Technology equipment for Information Technology

instructional and presentation uses are Information Tebnology (IT) is located on the

assigned to facilities and scheduled on-a first  2"floor of the College Service Center

come, firsserved basiplease contact the building. IT supports computers, network

Helpdesk at 478600 Some facilities are connections and telephones for faculty, staff,

specially edpped; instructordsuld contact administrators and students. These include e

the Helpdesko determine if the equipment mail, data storage, Internet connectivity,

they need is in the room they have scheduled. voicemal, and applications such as word

If it is not, Classroom Technology can meet  processing, publication software, and

most needs through the equipment pool spreadsheets. As of July 1, 2008 Media
maintained at thidaselwood ibrary and can Services merged with IT and is now known as
answewyour questions about what equipment  Instructional Technology. They are

suits a particular need, about how to operate responsible faTV and classroom

equipment, or about how to enhance equipment/teaching workstatiorisis also

instruction by using relevant technology. helpful to remember that prior to leaving the
classroom turn off the equipment. Also, be

Distance Learning sure not to use permanent markers on the

OnlineClasse®istance Learnin@ocated in whiteboards.

the Haselwood Library) offeraamber of

different support systems for classesusingthe As a part of I nformati on

web or electronic components of any type in  give you a more hands, seHguided
their coursesStarting in the summer quarter approach to coputing at Olympic College,

2009, the College, along with the other we offer the following Wiki site
community colleges in the state system http://instructors.olympic.edu/ocwiki/IT/H
transferred over to An@hrd is part othis ome.aspwhich contains tips, tricks, and

statewide consortium. Instructors wanting to  information that will help you use the
use other Internet based systems or tools in ~ technolgy available at OC. The IT

their courses need to speak with their newsletter, policies, wireless, streaming media
respective Dean for permission before tools and other resources can be found at the
coming to Distance Learning for help in following site:
getting these elements inte tlourse. For all http://www.olympic.edu/stafffaculty/inform
online and webnhanced/hybrid course atiortechnology
support, please contd&#n Meredith at (360
4757772 bmeredith@olympic.eau Tiffany Adjunct faculty members may receive services
Dawson (360) 475770 or via email at by requesting access through their division
tdawson@olympic.edu offices. For further information about using

IT and Instructional Technology services,
USB [rivesd USB Drives are unique to contact the Help Desk at extension 7600
Olympic College. Developed by the Media (from on campus) or 3&€¥57600 (from off
Specialists in the Distance Learning campus) or use the tbée number-B0OG
Department, USB Drives give students the 2596718.The Help Desk also responds to
operability of the Internet without Internet email sent tbelpdesk@olympic.edu

access. Instructors interested in learning more
about USB DOves are encouraged to contact
Distance Learning at (360) 4750.
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Accessing Email via Outlook Web Access

Outlook Web Access (OWA) is an appboa
interface that allows you to access your
Olympic College email virtually anywhere in
the world. It is Interndtased and has many
helpful tools, such as speieck and
calendaringfou can also reset your password
using OWA.To use OWA:
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1)

2)

3)

Open Intenet Explorer (or any other
program you use to access the
Internet).
Typehttp://mail.oc.ctc.edu/exchange
directly in to vy
l ine, or go
http://www.olympic.edwand click on
Bremerton campus go toStaff and
Faculty, thenOC Web Mail.

A logon dialog box will appear. Enter
your user name and password. This
login information is the same as your
Olympic College network login
(username igour first initial and last
name (example: for John User, enter
juser). The password must consist of
at leas6 charactersat least
uppercaseletter, at leadt lowercase
letter and at leashumber.

a) Type in your username and
passwordSelect Premim if you
are using broadband (DSL, cable,
etc.) and select Basic if you are
using dialp.

b) In the Username field, type office,
backslash |, and your first initial
of your first name and your full
last name.

c) Inthe Password field, type the
same passwothbat you use to log
onto any computer on campus.

c) If you have problems logging in
following the instructions above,
you can try using the following
string in the login field:
username@office.oc.ctc.edu
(note, this is not your email
address, rather it serves to
describe your account on the OC

network). Type in your password
and click OK.

d) If these actions do not gain you
access to your email, please
contact theT Help Desk using
the contact numbers listed above.

4) Once you successfully logged in, a new

page will come up with the words
Microsoft Outlook Web Access in the
upper lefthand corner. Your folder
list should be on the left side under

our
to OCOs

this. All of youmessages will be
heceenpage at

Classroom Computer Labs

b shown sneéhe dgHtand sidd of ¢he s

Instructors that require assistance with issues

relating to the use of computers and other

technology in classrooms, including

specialized hardware or application soéw

used in conjunction with the delivery of

instruction, should contact the IT Help Desk

at (360) 473600 or by email at
HelpDesk@olympic.edu

Instructors may also read the Student
Computing Guide located

http://www.olympic.edu/campusresources/c

omputerlabs/studentcompguifi® more

information on using computer labs and

instructional network resources.

New users of computer abnd other

technology are encouraged to contact IT for

more detailed instructions about lab

resources, including sharing documents on the

net wor kos

tools available for use.

Instructor's Briefcase (IBC)

Instructor Briefcase is an online program to
view the names of students enrolled and
walitlisted, print class rosters and post final

Common di
setting up voice mail, archiviagnail, using
teaching computer workstausp and other

recto

grades. The program is accessible from any

computer (ahome, at work, etc.). Instructor
Briefcase allows class rosters and/or grade
rostes to be copied into an Exspireadsheet
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or Wod document. fie infomation is'real
time" which means that the informatieriaf
this moment" anthere is no waiting. Albu
need to access Instructor Briefcase is your
instructor ID (your employee identification
numbej and a PINnumber.

How to Use IBC

Faculty members must have a faculty 1D (or
Social Security number) and PIN to access
IBC. Neither number will change uslgsu
change your PIN.

To log onto and access "Instructor Briefcase™
please follow these steps:

1. Open your Internet browser by
clicking on your Internet access icon
(Internet Explorer). For most, this
means click on the blue "e" at the
bottom, left sidefoyour screen.

NOTE: Your PC must have Internet
Explorer 5.0 or higher aWdindows

95 or higher. IBC wiliot function
through AOL or CompuServe
browsers. If you do not have
Netscape on your computer, you can
upload it from www.netscape.com

2. Clear th address line and entdn lower
case:https://www.oc.ctc.edu/ibc/and press
"enter".

3. Your instructor ID number is the 860
XXXX number assigned to you as a faculty
member. Your social security number also
works in that field.

If you do not kiow your PIN, call or-mail:
Nora Downard at 364757207,
ndownard@olympic.edu

Note: For quick response, include your
employee ID number, SSN,itmm number

or the alphanumeric and title of the class you
areteachingHighlight the correct quarter.

You may have more than one quarter lsted
past, current and next quarter.
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Double click on the item number to open
your roster. Remember that IBC reflects the
actual input into SMS. If you do not agree
with the Isted item numbers or the class
maximum size, please contact your division
office.

To input grades, highlight the correct grade
from the list. You may post grades during
more than one IBC session, or you may
change grades that you have previously
postedas long as you click the "submit
grades" key each time. IBC retains the latest
entry for processing.

All IBC grades must be entered by the quarter
deadline for submission.

Helpful Hints for IBC
e A class roster will not appear on IBC
unless at least osident has
registered for the class.
e The waitlist, if any, appears at the
bottom of the IBC class roster.

e |BC rosters and waitlists are always
current. As soon as the
registration/change is made, that
information is reflected on the roster.

e Drops and latadds are indicated on
IBC rosters. If the list of names on the
roster does not match attending
students, students need to visit the
Registration Office immediately to
sort out the enrollment and payment.

e If the quarter is not listed, that quarter
is not aailable for grade submission.
Please call Registration and Records
for assistance.

If you are concerned that your grades have
been submitted and received, call (360) 475
7200 and staff will check for you.

Technology Practices

While working on any compus at OC,
please follow these guidelinEgcéptfrom the
OC Information Technology pamphlet).

Good Account Practices
o Keep passwords private.
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Change passwords when prompted.
Don't post passwords.

Good E-Mail Practices

Read mail often.

Archive mesages regularly to avoid
filling up your mailbox on the server.
Limit file attachments to under 10
megabytes in size.

Don't visit or use chat rooms.

Good File Management Practices

Use the "My Documents" folder to
save and organize files.

Use networkome directories to save
and organize files.

Delete unnecessary files.

Make regular backups of important
files.

Back up critical data to three separate
locations (such as floppy disk, hard
drive and network).

Do not exceed space limits on the
network 250 megabytes).

Good Hardware Practices at OC

Always ask IT for help moving
computing equipment.

Always ask IT for help attaching
equipment to wall jacks.

Contact the Help Desk (47600) for
all computerelated repairs.

Please don't

Share surgarotector with non
computer equipment, such as radios,
fans, space heaters.

Repair or have your brother, friend,
etc. repair the computing equipment
in your office or lab.

Good Software Practices
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Contact the Help Desk for all
software installations.

Do not install software without IT's
assistance.

Do not download software from the
Internet.

Do not download MP3s.

Good Virus Protection Practices
o Call the Help Desk if you suspect your
computer or any file is infected with a
virus.
e Don't cancel autpatic virus signature
updates.
o Don't spread computer viruses.

Use of Technological Resources

Use of Olympic College technological
resources, including electronic messaging and
Websites, is limited to educational purposes.
The following actions areviolation of this
policy and may result in disciplinary action:

A. Harassing others by sending or posting
threatening, libelous, fraudulent, or
sexually, racially, or religiously offensive
materials. Use that creates or contributes
to a hostile work alfor learning
environment.

B. Transmission of commercial or personal
advertisements, solicitations, promotions,
or use of the resources for personal
business interests.

C. Waste, misuse, or abuse of technological
resources. An individual's use &hoot
interfere with the operation of the
networks, computers, or with the work of
others. Examples of prohibited activity
include (but are not limited to): flooding
systems, networks, or user accounts with
e-mail; forging nail or obscuring the
identityof the email sender; providing
access to your account to people not
affiliated with the College, or
unaut horized access
accounts, data, files, or passwords.

D. Promotion of political beliefs or unlawful
activities.

E. Use of stateasources to benefit nonprofit
organizations shall be consistent with the
Executive Ethics Board Advisory
Opinions; specifically, any use should be
of de minimgest, should not interfere
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with any empl oyeeds
should be officially sarartied by
Olympic College.

Instructional Media
Location: Haselwood Library, Bremerton,
3604757770

Mon-Thurs 7:30anr6:0(pm;
Fridays, 7:30a8100pm

Roger Nick, Video/Media
rnick@dympic.edu

Ray Quick, Graphics
rquick@olympic.edu

Studio and Video Production L&Bor
assistance with a video production project or
the scheduling of the use of the television
studo or the video production lab, please
contact Roger Nick in Instructional Media.

Media Productiod Instructor requests for
media production are done through
Instructional Media located in the Haselwood
Library. Production may include posters,
audio/vide films, streaming audio/videe, e
learning items, et&ll production is done in
coordination with the instructor and after
consultation with a Roger Nick or Ray Quick,
depending on the specific materials needed.

As projects increase in significanck an
complexity, this consultation should occur
further in advance of deadlines. Production
capabilities vary in complexity and range from
laminating to tape duplications to TV Studio
programs. For further questions or assistance,
please contact Instructioridedia

Libraries

Librariesare available on all three
campusesn Bremerton, the services are
located in the Haselwood library. In Shelton,
ask at the Johnson Library; in Poulsbo,
services are available in the computer lab
located across from the endrythe main

floor. Instructional support services are
available to all faculty, staff and studertis.
public may also obtain computer and
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borfowing @rivikedes vith dpprapisate a n d

identification.

A librarian is on duty (during open hours) at
Haselwood t@nswer reference questions and
to assist in finding information. Library
techniciansr librariansre available during
open hours at Poulsbo and Shelton to assist in
finding information.

All libraries are open during the regular
instructional calendahours aréruncated
during summer sessiétease see the website
for summer hours.

Haselwood Library, Bremerton
Bremert®@604757252[Reference Deskf
1-8002596718 ext. 7252

Mon-Thurs 7:30anr®:00pm;

Fridays 7:30anb:00pm;

Saturdays, 10:00ar4:00pm;
Sundays,12:00pr6:00pm

Staff

Ruth Ross, Deamrposs@olympic.edu

Naomi Saunderé&dministrative Assistant
nsaunders@olympic.edu

Mike Hesson, Circuiah & ILL
mhesson@olympic.edu

Linda Zimbeck, Circulation
lzimbeck@olympic.edu

Donna Forbes, Cataloging
dforbes@olympic.edu

Miriam Wall, Periodicalewall@olympic.edu

Kent Mercer, Library Faculty,

MESH Division liaison
kmercer@olympic.edu

Dianne Moore, Library Faculty,

B&T Division liaisongdmoore@olympic.edu

Amy Herman, Library Faculty,

Bremerton &oulsbo Librarian and

Workforce/ABEESL liaison
aherman@olympic.edu

Library at Poulsbo
Poulsbo Librér603942720

Mon-Thurs 8:3065:00 p.m. librargchnician
or librarianlab open 7:300 p.m.;
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Fridays, library teclor librarian8:305:00 Service is now up and running on the

p.m.; lab open 7:3000 p.m.; Coll egebds website:
Saturdays Lab only 8:0@:00 p.m. http://www.olympic.edu/CampusResources/
Library/ .
Staff
Amy Herman, Library Faculty, Look fortheb As k a Lbgobrrtheer i an o
aherman@olympic.edu Coll egeds homepage and c
Kathy Weigert.ibrary Technician, three methods to reach us with your
kweigert@olympic.edu information needsThe newest addition is
ochat . 6 i%mowansvwered 2 houre
Johnson Library at Shelton a day, 7 days a week, either by OC librarians
The Johnson LibdeBhelton 3664325460 or by our consortium partnersin libraries
acrossthecount@ C6s patrons can
Mon-Thurs 8:005:3 p.m.; guestions anytime from anywhere in the
Fridays, 9-1 p.m. world and receive an answer live, via chat,

whenever they sign in.

Library Services Partner librarians have access to all sorts of

Online Acces8 Access to a wide variety of i nformation about our |
full text databases that contain both reference OC librarians can follow up the next day if

materials and periodical articles can be had  neededLibrarians can also show students

through the library websiti addition a websites by pushing them
large selection of fabxtElectronic Books computers, making the chat visual and

can be accessed through the library catalog. interactive in very useful ways.

All of these materials can be accessdt by a

faculty and staff offite (yes, at hamin your I n return, OC&s I|libraria
pajamas, at 2 a.ml) you ned is your week of qu&tion coverage for consortium
employee ID numbeflo obtain your patrons at times when they are cloBed.
employee ID numbecpntat Human new service is a big help to students studying
Resources at 47300When prompted enter late at night, early birds and our distance
your last name and employee ID number. students who cannot reach one of our three
libraries.
Access to Library Materiélkibrary
materials are checked out to instructors for Interlibrary Loar® Materials cabe lent from
regular circulation and renewal periods. If other libraries around the world to the
circumstances require an unstor to use the Haselwood Library by requésbrmally such
materials for longer periods, special loans require from ten days to tmeeks for
arrangements can be made for a longer completion, and there is no fee for the
circulation period. Otherwise, instructors will  serviceContact the reference deakany of

receive an overdue notice and request that the the three libraridsr assstance.
materials be returned. Since the Library has a

limited collection amnedia materials, their Teaching and LearniMaterial® Helpful
circulation is restricted library and materials on improving instruction are
classroom usd#ems that are available in any  available in a special teaching learning section
of the three libraries can be moved to of the Library and may be checked out. Ask a
accommodate instructor/student need; please librarian or the circulation technician for
contact a librarian. assstance, or contact the Center for Teaching

and Learning (extension 7326).
Ask a Libraan- The OC libraries ateppy

to report that their new 24/&sk a Librarian!
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Reserve Materiad-aculty members may
place materials they believe will supplement
classroom instruction on reserve or supply
additional information to their students by
contating the reference desk. Reserve

requests should be made one week in advance

to allow the Library staff time to process the
request. Please follow this procetiefere
notifying students that the materials are on
reserve in the Library. Reserve matenays
also be made available electronically through
the Library Catalog.

Student Entry and Advising (SEAC)

The Student Entry and Advising Center
provides placement assessment and entry
advising for new and returning students.

Hours of operation are: Mondhyough
Thursday, from 8:00am to 7:00pm, and Friday
from 8:00am to 4:00pnAdvising is

conducted individualfgceto-face and

online, as well as in groups.

Entry advising is available at OC Poulsbo and
OC Shelton by appointment.

Placement Assessment
Assessment i s used
writing, reading, and mathematics skills.

Students are required to take an assessment to

enroll in English or math classes. Students
who successfully completed a college level
English Composition and/or collegedke
math at another institution may be exempt.
An Educational Advisor in SEAC can help
make this determination.

The assessment is offered four times a day
Monday through Thursday at 8:30am,
11:00am, 1:30pm, aBd(m and on Fridays

at 8:30am, 11:00amgdan30pm.

The assessment is offered at OC Poulsbo and
OC Shelton by appointment.

Entry Advising
General entry advising is available for
e students new to Olympic College,
including new students transferring
from other colleges/universities
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e students retuing to Olympic
College, or college in general, after any
length of absence

e students who intend to transfer to a
four-year college or university

e students who want to earn a certificate
or degree in a professictethnical
program

MAPS (Mentoring and Advising for
Persistence and Success)

MAPS is a developmental advising program
for students who are firgeneration college
students (first in their families to attend
college), come from lemwcome backgrounds,
and/or have disabilitie'he MAPS advisor,

in collaboration with th&tudent Success and
Persistence Counselor, supports the
educational goals of students in the program
by matching students with mentors, providing
mentor training; and offering proactive
referrals.

Worker Retraining

Worker Retriaing provides accessttaining

for unemployed workers who need to upgrade
their skills or enter a new career. To qualify
for Worker Retraining assistance they must

t o hayeymel onext the fobowingdriatia: s 6

1. Collected Washington State
unemployment insuragm€Ul) in the
past 24 months, or

2. Been determined eligible to collect
WA state Ul, or

3. Were a displaced homemaker, or

4. Received a laff notice.

Student eligibility may include Financial
Assistance with:

e College Tuition

e Books
e Transportation
e Childcare

e LivingExpenses

www.olympic.edu/WorkforceDevelopment
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WorkFirst

Low-income working parents and/or parents
enrolled in the WorkFirst TANF Program
who currently receive cash benefits may be
eligible fomssistance in participating in any of
the Professiondlechnical Certificate
programs offered at Olympic College through
the WorkFirst program.

Contact Information

Contact Information foPlacement
Assessment, Entry Advising, MAPS, Worker
Retraining ah\WorkFirst:

OC Bremerton
3604757230 or 18002596718 Ext. 7230

OC Poulsbo
3603942700

OC Shelton
3604325400

Telephone/Voice Mail System
Administrative responsibility for the
telephone system is assigned to Information
Technology. All adjunctdalty members are
encouraged to make arrangements through
their division office or site director for the
assignment of a telephone voice mailbox. This
extension number should be printed on each
class syllabi to provide for more direct
communication with stlents. Faculty
members may access their voice mailbox
system by dialing 7660 from arcampus
phone or 36@757660 from any offampus
phone and following instructions as
prompted.

Directions for placing a call from a campus

phone are outlined below:

e For another extension @remerton,
Shelton or Poulsbo campuses, dialthe 4
digit extension number.

e To make an oftampus local or tdilee
call, press 9 for an outside line. Next, dial
the local number or dial 1 and thefialé
number.
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e Consult the apppriate division office or
site director for assistance with long
distance calls (Olympic College business

only).

Thecampus telephone directory is available
on-lineat:
http://www.olympic.edu/Directory/phoneDi
r.aspx

A printed version is provided todillision

offices and site directors. Pay telephones are
located on the first floor of the College
Service Center, in the Bremer Student Center,
andnext to the Business and Technology
Division Office. At the Shelton campus,
payphones are located in tHeblpand

vending area. A courtesy phone is located in
the Poulsbo campus commons.

Voice Mail Instructions

To set up your voice mail box:

Dial 7660 from on campus and ¥B&0

from off campus. You will connect with
Audix. The Audix voice will prompt you
through a series of steps. Follow these
directions and you should be able to set up
successfully.

Enter the four digit extension number you
were issued followed by the pound (#) sign.
Enter password. (Password will be provided
to you upon request for voiceith

Once you have logged in, the system will ask
you to:

Record your name

Press (1) and speak only your name at the
tone.

Press (1) when you are finished.

Listen to the plalpack and either press (1) to
re-record or (#) to approve.

Once you have initiaéd your mailbox, you
will hear the activity menu with options to
record messages, retrieve your messages or
create personal greetings. Choose option (3)
to create personal greeting.
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After choosing option (8)press (1 enter Bremer Student Center Posting Policies &

greeting number (1) araléw the prompts Procedures
to record greeting. This mailbox is not The Bemer Student Center Office must
associated with a phone, so your greeting approve all postings in the B3@proval will

should say, OYou hayv e beringlieatethby d date ktamp appliecby thena i |
box for (state your name), please leave me a BSC Office staff on each poster or flyer to be

message and | wil/ r e tistributed fh@BSC Oftica lederves the right
to deny the posting or distribution of flyers or
You will be asked to actiga greeting posters if information or material is

number. Please activate greeting number (1). commercial, obscene, and/or unlawful, or if
When the Audi x voi ce soatsary tothémigsiens and gogls of the

number one activated ¢tobege. al I calls. 6 At this
point, the voice mail set up is complete and
you may hang up. Only posters promoting events, classes,

programs or services sponsored by Olympic
There are two voice mail systems on campus. College or its official departments or

One ismternal 7660 and is available to organizations (including recognized student
employees to set up and retrieve voice mail.  clubs and organizations) will be allovigd.

The other is connected tour main listed BSC Office reserves the right to impose limits
number at 798050 and is for outside callers  regarding size, quantity and duration

to access your voice mail box. display.

To retrieve voice mail messages Unless designated a posting area, all areas in
On campus, dial 7660 or 3667660 if off the BSC are to be considered-posting
campus and enter four digit extension number areas. Noposting areas includdut are not
followed by the pound (#) sign. Enter limited tod painted walls, columns,

password. Audix will relay your messages. exterior/interior glass and building

You may save, forward, reply to others with entrance/exit doors. Exceptiomsthis policy
voice mail or delete messages. Please delete alinust be approved in advance by the Vice
messages that youmiat need to keep. Audix President of Student Services (or his/her

will only hold messages for ten (10) days. designee).

Give the following information to people No commercial or sales advertising is allowed
wishing to leave you messages in your voice on BSC bulletin boards.

mail box:

Posters/flyers for events, classes programs or
Dial (360) 79B050. The recording will state: services must clearly identify sponsoring
ol f you know your par Olynipis Cdlegaigroupdarganization, or
extensim, you may di al i t depattmeafFhgse postersenush be taken c e
the caller puts in your four (4) digit extension  down the next working day following the
number, the caller will be sent directly to your event or 30 days after the posted
voice mail box. authorization date, whichever comes first.

If you have any problems or questions, please Materials found posted in unauthorizedgsda
call Charlotte Purl at (360) 4&D7. or areas, or materials not approved by the
BSC Office will be removed. Posters or flyers
without the required date stamp (as noted
| OC Policies ard Procedures \ above) will also be removed.
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Torn or damaged flyers or posters will be children shall not be restricted except

removed from the BSC bulletin boards before when being disruptive.

the ceadline date. e No employee, student or visitor to the
College shall leave a child unattended at

Children on Campus Policy the College, incliy in campus

The purpose of this policy and its buildings, on campus grounds, or in a

implementation procedures are intended to vehicle. Nor shall a child be left with a

promote a safe, healthy, and productive College employee unless that child is

environment for the Olympic College campus enrolled in an authorized program of the

and visitors which is welcoming to families, College.

yet respds the educational and work e Olympic College offers certain programs

environments and protects children. and activities targeted towardidcan

A child is defined as a person who has not (i.e., Child and Family Development

achieved their féirthday and is not enrolled Center, Head Start, Parent Education,

as an Olympic College student. computer camps or sports campus). The

_ . _ College provides supervision for

Olympic College recognizes that children children enrolled in these activities. The

often appropriately acconmyaadults during College does not supervise children

visits to campus. Children, however, need at outside of such prograrasd neither

all times to be under the supervision of their the College ndts employees, agents

parent(s)/designated guardian. It is students may accept responsibility to do

inappropriate for a parent to ask a member of so on behalf of the College.

the College community to assume
supervision, unless he or sHeasing the
child in a college program sanctioned for
children as defined in this poli€iis policy
was approved by the Board of Trustees on
January 25, 2005 and effeawengSpring
Quarter 2005.

e Children shall not be present at an
empl oyeeds workplace (
classroom, shop, etc.) in lieu of other
child care arrangents during the
empl oyeeds working hou
may be granted on an emergency basis
and for a specified and limited period of
time by the appropriate supervisor or
his/her designee.
When a child is present in the classroom
or work place, it is the pamsibility of
the parent/accompanying adult to
ensure that children do not unduly
disrupt the educational or work setting.

This policy pertains to all employees and
persons w visit the College, participate in
classes, and/or programs, events or activities.

e Children are not permitted in classrooms
at Olympic College except with the
specific approval of the faculty member
responsible for the class, on an
emergency basis, and# specific and
limited period of time. Children are
NOT allowed in areas where dangerous
equipment is operated and/or where
chemicals, cleaning products, solvents or
any hazardous products are stored or
used such as enoce and computer
laboratories, astudios, the welding
shop and the weight rooss casual
visitors to the open campus area,

Harassment/Discrimination

Olympic College provides equal educational
and employment opportunities without regard
to race or ethnity, creed, color, sex, national
origin, age, marital status, religious preference,
life-threatening illness, the presence of any
sensory, mental or physical disability, reliance
on public assistance, sexual orientation, status
as a disabled or Vietnam Kegeran, or

political opinions or affiliations.
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Olympic College believes in and supports
healthy relationships among individuals.
Therefore, harassment and discrimination are
not tolerated. A student or employee who
believes he or she has been harassed o
discriminated against and wishes to discuss a
complaint may contact his or her supervisor
or a process facilitator as listed below:

e Laurie Adamsonyomen's Programs,
3604757478

e John Babbo, Counselild$0475
7530

e ASOC Executive Boar860475
7291

e Karen Fusco, Accesserlices360
4757542

e Anne MulliganQC Poulsbo360394
2740

e Charlotte Purl, IT3604757607

e Rachel WellmaMulticultural Center,

3604757681

o Kiristin Poppo OCPoulsbo360394
2706

» Kristin Poppo OC $elton, 366432
5404

Students and employees who believe they
have been harassed or discriminated against
may file a written complaint with Linda
Yerger, Executive Director of Human
Resource Services, located on'tHér of

the College Service Center.

Non-Smoking Policy

In consideration of promoting a safe, healthy,
and productive environment for students,
employees, and members of the public who
conduct business in College facilities and use
its vehicles, it is the policy of Olympic
College, Community College District #8
prohibit smoking in all campus buiggirand

in state vehicles

Smoking, as used in this policy, refers to
smokeless tobacco, the inhaling, exhaling,
burning, or carrying any lighted smoking
equipment, including cigarettes, cigars, or
pipesSmokings prohibited in all campus
buildings and state vehicles.
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Effective Summer 2008lympic College
campuseprohibit smoking in all areas except
those assigned as designated smoking areas.
Ther isclearly posted signage to inditate
designated smokiageas and several covered
kiosks located on campus for this purpose.

All smoking materials are to be lit, smoked
and extinguished in designated@siONLY.
Seating iprovided within the covered areas.
Smoking cessation pamphlets and information
will beavailable at each campus.

Standards oiGeneralAcademic Progress
Policy

The Standards of Academic Progress policy is
designed to help students who are having
academic difficulty. The purpose is to quickly
identify students whose quarterly grade point
awerage (GPA) falls below 2.0 and to provide
assistance to improve their academic standing.
This policy determines academic suspension
in cases where students are unable to achieve
satisfactory academic performance.

The standards are to be considered a
framework to help identify students who may
need additional support. Copies of the
Standards of Academic Progress policy are
available from the Office of the Vice
President of Student Services{8687473).
This policy is also outlined in the current
Olympt College Catalog on p&je

Standards of Student Conduct

Each student, by the act of registering, agrees
to obey the rules and regulations of the
College. The administration reserves the right
to deny admission or suspend enrollment of
any student foranduct disruptive to the
purposes of the College. Under such
circumstances, the student has the right to
appeal disciplinary decisions through
established College procedutesopy of the
Student Conduct Code is available in the
Office of the Vice Presideof Student

Services and is also outlined in the Student
Handbook.
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Student Complaint Procedure Presidents and Division Heads using the

The purpose of the Student Complaint emergency radio channel 1.
Procedure is to respond to a studentds
dissatisfaction with the performance or action Assigned Assembly Points
of a College employee or with acpss that 1. College Service Center, Humanities,
the student believes to be unfair or and the Theater will assemble across
inconsistent with College policy or usual Ohio Street at the Bremerton High
practices. The procedure may be used when School track and field. (West Campus)
other appeal procedures are inappropriate or 2. Health Occupations, Math and
insufficientCopies of the Student Complaint Science and the Library will assemble
Procedure are available from thgo® of the in the $4 parking lot. (East Campus)
Vice President of Student Servitas. policy 3. Physical Plant, Security, Multicultural
is also outlined on pa@&of this handbook. Services, Central Receiving, PE,
Bremer Student Center and the
| Safety and Security | UniversityQuad will assemble in t he
S4 parking lot behind the
A Guideline to the OC Emergency Plan Information/Parking Annex. If
The Olympic College Emergency Plan necessary, the Parking Annex could be
establishes a line of communication, and an used as a command center.
Emergency linagement Team (EMT) that 4. Music and Art buildings will assemble
ascertains the scope of an incident and advises in the S1 parking lot. (Corner of 1.3
the College President. The Emergency and Broadway).
Management Team establishes response 5. Rotunda, Engigering, Shop, Business
strategies, deploys resources and initiates the and Technical Buildings will assemble
emergency process. at the corner of 13and Chester.
6. Automotive Center will assemble in
The current EMT Leaderis Barbara the S5 lot (behind bldg.)
Martin, Vice President of Administration 7. The Facilities Services Building
She idocated in the CSC building aom (Physical Plant, Central Receiving, and
200 andnay beeached at 360757502. IT) will assemble at tlodurch
Emergency response actions are guided by parking lot on 18and Lincoln.
Olympic College's overriding emergency goals 8. Shelton campus will assemble at the
to protect life, secure our infrastructures and Northwest corner of the student
facilities, and resume the academic process. parkirg lot.
9. Poulsbo campus will assemble at the
The Emergency Management Team will southeast corner of the main (student)
mobilize at a central Emergency Operations parking lot.
Center (EOC), located on campus, and at the 10.Do not return to an evacuated
selection of the Emergency Management building unless authorized to do
Team Leader. In the event of an emergency, So.
the EMT will set up a base of
communications with other campus first Bomb Threat
responders (Security, Physical Plant) via the If you observe a suspicious object or a
campus twavay radio traffic. Channel 2 will potential bomb on campB® NOT
be used to direct other campus personnel. HANDLE THE OBJECT! Immediately
The EMT will gather information from and call the Safety and Security office at Ext. 7800.
disseminate emergefyletins and
announcements to the offices of the Vice Bomb Threats by Phone
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1. Any person who receives a bomb

threat by phonshould do the
following:

a. Ask: Where is the bomb
located on campus? (which
building, what room?)

b. Ask: When is the bomb going

to explode?

Ask: What does it look like?

Listen closely for any

background noise.

e. Any additional information
relevant to the incide

Qo

. Remain calm and try to get the
following information:
a. Time of call.
b. Estimate age and sex of caller
(adult or juvenile).
c. Listidentifiers such as speech
(accent, slurred, etc).
d. Emotional state of caller.

. Notify the Safety and Security office at
ext. BOO and report the incident
immediately.

. Safety and Security office personnel
will contact the following:

CenCom (®911)

Safety and Security Supervisor
Physical Plant Director

Vice President of
Administrative Services

e. President of Olympic College

aoop

. When tle local building alarm sounds
or an emergency exidsd) NOT
PANIC . Walk quickly to the nearest
marked exitDO NOT USE THE
ELEVATORS!!!

. Assigned building coordinators will
alert other employees of the
emergency and assist the physically
disabled with eting the building.

. Once outside, move to your
designated assembly point. Keep
streets, fire hydrants and walkways

20092010 Adjunct Faculty Guide

clear for emergency vehicles and
crews.

Do not return to an evacuated
building unless authorized to do so.

Building Coordinators' Responsihlities

Building coordinators are to ensure that an
emergency evacuation plan is in place for their
building(s) and/or their floor. This plan will
be approved by the OC Safety Committee.
The plan should include, but shall not be
limited to, the following:

1.

2.

Explain basic evacuation procedures
for your area to all new employees.
Ensure building evacuation routes and
charts are posted near exits.

Be familiar with all exits out of your
assigned building.

Check assigned area ensuring
everyone has evacuated dindioars
and windows are closed.

Know where your assigned assembly
pointed is located.

Have a contingency plan for
evacuations of persons with physical
disabilities.

At your assigned assembly point,
physically account for all faculty, staff
and students oyour floor or in your
building.

Allow no one to renter the building
until the "all clear" signal has been
given.

Building Evacuation Procedures

Before a fire or emergency:

1.

2.

Know the location of your building's
assembly point.

Know the locations of firalarm pull
stations in your area and how to work
them.

Know the locations of all available
exits from your area.

If you need special assistance during
an evacuation, please contact your
building's emergency coordinator
beforehand. If you do not know the
name of your coordinator, call Safety
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and Security at 3@8057800. For the

Shelton ampus, call Lori Andersan Injured/Trapped
3604325406 For the Poulsbo If you or someone else is injured or trapped in
campus, callathy Giovannor Suzie a building/room by falling debris, yell for help
Holleyat 3663942702. and notify others of the situation. If a window
is available and you are ableglaapiece of
Earthquake clothing out the window to alert others of
Indoors your location.
Procedures if inside a buildidgp, cover
and hold. Wheelchair
If you or someone else is in a wheelchair, stay
1. Drop to the floor. in it. If possible, lock the wheels and protect

the upper body, especially the head.
2. Cover. Take cover under a sturdy

desk, table, or other furniture. If that Emergencies/lliness/Injuries
is not possible, seek cover against an  In case bemergency, dial®1 (from a
interior wall. Protect your head and campus phone) for fire, medical, or police
neck with your arms. Avoid danger assistance. On the Bremerton campus, notify
spots near windows, hangaigects, the Safety and Security Office at extension
mirrors or tall furniture. 7800 as soon as possible.

3. Hold. If you take cover under a If you are in doubt or are unable to reach the
sturdy piece of furniture, HOLD on Safety and Securidffice, call ®11 (from a
to it and be prepared to move with it. campus phone) or 911 from a pay phone and
Hold the position until the ground alert the authorities.

stops baking and it is safe to move.

In case of injury, do not attempt to move the
Outdoors victim. If the victim complains of being cold
If you are outside when theaking starts, get or feels cold to the touch, cover him or her
into an open area away from trees, building,  with whatever is availabBtay with the
walls and power lines. Remain in the clear injured person until other assistance arrives.
until the shaking stops. If you are on a Treatment beyond emergency care simoald
sidewalk near a building, step into a doorway be given (including medication such as
to protect yourself from falling bricks, glass, aspirin). First aid equipment is available at

plaster or otér debris. Once the shaking several locations on campus.

stops, move to an assigned assembly point

and await instructions from the command If ambulance service is requiddrges are

center. the responsibility of the injured individual(s),
not Olympic College, Community College

HighRise or Mufiitory Buildings District No. 3. Reportable accidents or

If you are in a mulstory building and an injuries include those requiring treatment or

earthquake hits, follow the drop, cover and first aid beyond a simple Bahid type of cut

hold procedur® If you are not near a desk or  or scratch. Please cacitthe Safety and

table, move against an interior wall and Security Office at 36¥57800 to complete

protect your head with your arms. Do not be  accident or injury reports. For the Shelton

surprised if the fire alarm or sprinkler system  campus, please contact the front desk at 360

is activated. Once the shaking has stopped 4325400 For thePoulsbo campus, please

and it is safe to move, evacuate the buildinga contact he di rector ¢Z/190f f i ce
quickly and safely as possible. DO NOT USE

THE ELEVATORS.
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Evacuation Poocedures for Persons with

Physical Disabilities Faculty Classroom Responsibilities
1. DO NOT USE THE 1. Explain basic emergency procedures
ELEVATORS!! to students at the beginning of each
2. Sight impaired persons should guarter, including the evacuation plan
develop a buddy system or a volunteer and assembly points for their facility.
be assigned to assist the individual 2. Facuty, upon hearing the
during the evacuation. fire/emergency alarm, or when
3. Alert the hearing impaired to an instructed by the building coordinator,
emergency and imite their ensure the safe evacuation of all
evacuation. students, including the evacuation of
4. If not located on a ground level floor, persons with physical disabilities, per a
there are two schools of thought previously established contingency
concerning mobility impaired persons. plan.
3. Time perntting, close all windows
[. Mobility impaired or disabled and doors.
persons should go to an 4. Alert others in the building as you
emergency exit and wait while exit.
the main flow of people pass. 5. DO NOT USE THE
They shald remain at the same ELEVATORS!!
exit until emergency personnel 6. Stay with the students throughout the
(fire or police) arrive and can evacuation and assemble at the
safely complete their evacuation. designated assembly point until
The rescue of mobility notified otherwise by authorized
impaired or disabled persons personnel, inctling OC Physical
will be the first priority of fire Plant staff, Security Supervisor, OC
and law enforcement Administrator, or Fire Department
departments personnel.
II. Assisting mohty Fire Safety Plan
impaired/disabled person in an Upon discovering a fire:
emergency. 1. Remove any person in immediate
danger and evacuate the area.
Be prepared to abandon wheelchair or other 2. DO NOT USE THE ELEVATORS!!
devices used for mobility. 3. Sound the fire alarm bgtizating the
manual pull station located near the
1. Ask the person the safest method people facility exits as you leave the building.
can use to assist them. Seek out volunteers 4. Locate the nearest phone and call 9
and make sure you have enough people to 911 and give the exact location of the
provide asistance. fire.
5. Call Safety and Security at ext. 7800
2. Once the person(s) with physical disabilities and give the location of the fire.

has been evacuated, proceed to assigned
assembly area and make them as comfortable If you ae not able to evacuate:

as possible. 1. Feel all doorknobs you encounter

before opening any door. If it is HOT,
3. Faculty and staff are to assist the physically DO NOT OPEN THE DOOR. Stay
disabled in evacuating the building by in that room.

whatever mthod is most appropriate and safe
for the given circumstance.
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A. Seal the cracks around the
door with any available
material.

B. Call 9911 and let them know
your location and that yawe
unable to exit.

C. Open the window a few
inches for fresh air and hang
an object out of the window
to alert the fire department to
your location.

D. Keep low to the floor and
await evacuation by emergency
personnel.

2. If the doorknob is NOT HOT, brace
yoursdibehind the door and open it
slightly. If heat or heavy smoke is
present, close the door and stay in that
room. Follow the procedures as
outlined in AD.

3. If you are able to move around within
the building, but cannot exit, find a
safe room farthest frothe fire and
follow the procedures outlined in A
D.

Hazardous Material Spill or Release

Report spills/releases of hazardous chemicals,
suspected gas leaks, or suspicious odors to the

Safety and Security office at-4880.
Security will notify the apprage response
personnelCall 9911 if the spill/release
presents an imminent danger (injuries,
fire or explosion).

On Campus Spill or Release
Procedure in the event of a hazardous
material spill or release on campus:

e Evacuate the building/area
immediatly and alert others to do the
same.

e Seal off a spill/release in a building by
closing the door to the area.

e Activate a fire alarm on the way out of
the building if the spill presents an
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iImminent danger such as fire,
explosion, injuries, etc.

e Report the splirelease to Safety and
Security and/or911 from a safe
location.

e Move to an area at least 500 feet
upwind from affected building/area
and keep streets, fire lanes and
walkways clear for emergency vehicles
and personnel. Instructors and
supervisors havke responsibility of
assuring that all students and staff
have evacuated their classrooms and
work areas.

e Call the Safety and Security Supervisor
for technical and cleaup assistance.

e Return to building(s) only when they
are declared safe to occupy.

Of-campus Spill or Release

Procedure in the event of a hazardous
material spill or release-offimpus:

This section refers to an airborne chemical
release caused by a natural disaster or an
industrial, railway or freeway accident
occurring near College peoty.

1. Seek shelter inside a building.

2. Stay inside; do not evacuate buildings

or "peek” outside buildings.

Close all building doors and windows.

Notify Plant Operations at 3805

7810 to shuoff building ventilation.

5. Wait for instructions from College
President or desige.

hw

Minor Hazardous Material Spill

1. Call the Safety and Security Supervisor
for assistance in assessing and-clean
up of the spill.

2. Use appropriate personal protective
equipment.

3. Contain the spill.

4. Clean up the spill using specific clean
up materials appropriate for the
chemical(s) spilled.

5. Dispose of the contaminated spill
material by contacting the Safety and
Security Supervisor.
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Poulsbo Campusd OCP
Hazardous Materials Inventory and Material Saféhe Adjunct Faculty Guide now includes

Data Sheets (MSDS) general informatiotiat is usually distributed
Know the location of department/division directly at the site. The Poulsbo Campus
MSDS binder(s). Be familiar with the MSDS's follows the academic calendar and
and the potentially hazardous materials instructional/college policies of Olympic
inventory contained in the binder(s). College as outlined in this guide. Additional
copies of this guide can be procured either
Before handling any potentially hazardous through the divisiooffice or the OCP
material, read and understand the MSDS and di r e ct o r &This affitefpiovides st af f .
product label and follow special handling tours for new adjunct prior to each quarter.

instrwctions to prevent chemical exposure and Contact Suzie Holley to arrange for a tour.
accidents.
Bulletin Board Posting Policies

After office hourslevays contact the Safety Students, faculty and staff may post items on

and Security Supervisor at-3867800 or bulletin boards in dggiated posting areas.
3604757805 for technical assistance The directords office re
regarding hazardous materials remove postings in ngrosting areas,

commercial, obscene or unlawful materials, as
well as torn or damaged items. Fliers/posters
School Closures/Inclement Weather shall be limited to one of each kind per
The Collegaormally remains open during posting location
inclement weather conditions. To find out if a
decision has been made to change or suspend Campus Contact Information
operations FOR ANY REASON, please call OCP Campus main number
3607326050 or 88002536718 or visit (360) 394700
http://www. olympic.eduThe College will
notify the medi by 6:30 a.m. regarding day Campus Directorodos Office
classes, and by 3:00 p.m. regarding evening (360) 3942702
classes. KITZ, KMAS, KIRO, KOMO, and poulsbocampus@olympic.edu
KING will be notified. Faculty members with
difficulty getting to class should contact their  Dr. Kristin Poppo, Director
respective division offices or site director so  Kathy Giovanni, Secretary Supamwi
thatstudents can be informed regarding the Suzie Holley, Office Assistant
class meeting status.

Student Services Staff

Student Safety Sandi Gallear(360)3942725
Instructors are asked to assist with promoting
the messagé, D o n 6 AlongVRldase Facilities Services StaffTom Simon

encourage students to "buddy up,” especially (360) 392702

to parking lots. On thBremerton campuan

egort service is available 24 hours a day from Campus Hours

Security (368757800). Yellow emergency The Poulsbo Campus will be open Monday
phones are marked on Bemerton campus  Friday from 7 a.n@ 10 p.m. The campus will

map. also beopen for weekend classes and events.
_ Fulttime faculty and staff must make
| Satellite Campused Poulsbo & Shelton | arrangements in advance to access the campus

after hours to allow Security to disable/engage
the alarm and secure the entry gate. The
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campus gate must remain open when building will be accessibligring normal

individuals @ on campus. business hours for pdime faculty. All keys
are issued through the <c
Custodial Issues office.

Pl ease notify the directords office or custod
services immediately of any damage or spills Library at Poulsbo

at ext. 2702. Poulsbo Libré$603942720
Duplicating Mon-Thurs 8:3065:00 p.m. librargchnician

Duplicating services are available on-a self or librarianlab open 7:300 p.m.
service basis at the Poulsbo Campus inthe  Fridays, library teclor librarian8:305:00

faculty worlarea (OCRO06) For large jobs, p.m.; lab open 7:30200 p.m.;
send your request via emalil to: Saturdays Lab only 8:0@:00 p.m.
duplicatingservices@olympic.edu

or send your request throuigiter-office mail. Staff

Amy Herman, Library Faculty,
All jobs received by 1:00 will be guaranteed to aherman@olympic.edu

be sentia courier that afternoon which Kathy Weigert,ibrary Technician,
arrives at Shelton Bioulsbo the next day by kweigert@olympic.edu
noon.For any questions, contact Duplicating
Services phone number at: (360)745D. Lost & Found
Lost or found items should be reported to the
Faculty Support Directords offiSeeurity n Pou

For issues which require immediate attention Office on ground floor (security can be
such as building, classgamminent student reached at (360) 32419)When reporting a

concerns, etc., please contact the campus lost or found item, an instructor should
directords office. F o mcludet his erher name, a @descriptiop df ha s e
contact the division office. item, and the time and location in which it

was lost or found.
e Business & Technology (B&T)

(360) 475360 Mail
e Mathematics, Engineering, Science & Mail will be picked up and delivered at the
Health (MESH} (360) 475700 Poulsbo Campus Monday through Friday. _
600Out goibngd imaillocated in

Social Sciences & Humanities (SSH ) . .
* (360) 475766 ( ) office reception, room 221A. A mailbox

system is located in room 217 and also
contains an Ol@amingoi ngd m
mail is routed via Bremerton campus:

Olympic College Poulsbo, c/o 1600 Chester

Avenue, Bremerton, WA 38/ .

e Workforce Development (WFD)
3604757555

Instructional Supplies

General instructional supplies are available in
the faculty work area of the campus (OCP
205) Specialty or disciplipesific supplies
should be requested through the appropriate
division office.

Non-Resident Faculty Workspace
Computers are available inltlearning
Resource CentdrRC)on the main level,
room 106. Limited work space is available in
the LRC on a firstome, firsiserved basis. In

@LS. , . . addition, there are two workstations availab
Building and office keys will be issued te full for dropin use in the second floor faculty

time facul_ty and staff. Pare staff may be office suite, room 217 and room 22B&
issued office keys on a ehgease basis. The
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private meetings with students, classrooms
can be reserved by contacting Candace
Alvarez at (360) 47322 or
roomscheduling@olympic.eidueserve a
room.

Parking
All vehiclesnust display a valid parking decal

or visitor permit which may be obtained from
the Security Office or by contacting
Bremerton Campus Safety and Security at
(360) 4757800. Fuitime faculty and staff are
eligible to request designated parking in the
upper faculty and staff lot on a spacailable
basis at a cost of $50 per year-tivaet

faculty and staff may park in the lower faculty
and staff lot adjacerd the student parking

lot at a cost of $15 per yediehicles parked

in disabled parking must display appropriate
licensing or permit.

Phone/Fax

Telephones are located in féeulty work
areas (rooms 217 and 22h@)not in the
general classroomscurtesy phone is
located in the student lounge/eating area on
the main floor. A fax machine is available for
official college business in the faculty work
area. The fax number is (360)-2239.

Safety and Security

Courtesy phones are located in thiipgr

lots to contact an esite OC staff member

for assistance. For both day and evening
classes, there is a Facilities Services staff
member on duty at the campus if you need
assistance with jump starts, tire changes, etc.
Escort to and from vehicles isamavailable.
On-site security support is also provided on a
routine basis. Please call (36023949 or

(360) 394702 to locate Facilities Services or
Security staff.

Testing Services Center

Olympic College has a Testing Center at each
of the three ampuses. Located in CSC 417A,
the Bremerton Testing Center provides

testing services for OC students (Mgke

Proctoring Service§omputerBased

Industry Certificatioexaminations are
available to the entire OC community as well
as to the public. Thesgams are offered
through Prometric, Pearson VUE, and
Certiport.

OC students may take tests that instructors
have forwarded to the Testing Center in a
supervised test§ room. Makeup testing is
done on a wall basis; no appointments are
taken, but instructors may require students to
complete the test on or before a particular
date/time.

Access Testing is done by appointment for
students approved by Access Serioces
extended time testing (see Students with

Disabilitiespsé€€esiionyo

to all OC tests including tests taken before or
after the scheduled class test date and testing
for Telecourses and Portable courses.

The Poulsbo Testing Cenigtocated in
OCP115B and offers OC Maldg and

Access Testing by appointment ofilge
Shelton Testing Center is located in OCS112
and offers OC Makep and Access Testing,
Proctoring Services and GED Testing. These
schedules are released each quarter.

Bremerton Hoursf Operation

OC Makeaip and Access Testing and Proctoring

Services schedule
Monday and Thursday 8ad 6p
Tuesday, Wed. and Friday 8ad 12p

GED Testing scheduled every Tues & Wed
starting at noon.

During OC Finks each quarter, the Tuesday
and Wednesday hours for Makeand
Access Testing are extended t6 Ba.

ComputBased Industry Certificatiomstesting
available by appointment on Monday,
Thursday and Fridayornings.

and Access Testing) and for the general public BremertonContact Information

(GED Testing, Certification exams, and
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Fax: 3604757470
Announcement Line3604757239
Email: TestingCenter@olympic.edu
www.olympic.edu/testingcenter

Shelton Contadhformation
Phone:3604325400

Fax: 3604325412

Email: OCSTesting@olympic.edu

Poulsbo Contact Information
Phone:3604757238

Fax: 3603942732

Email: OCPTesting@olympic.edu

Faculty Testing Support forms should
accompany all test materials sent for
administrationThese forms and each
campus |l ocationds

serviceslnstructors are welcome to consult
with senior tutors about their assignments or
specific issues of concern.

Services are free of cleatg OC students,

staff, and faculty. Tutoring Services is located
in Humanities 115 on the Bremerton campus,
in the Johnson Library in Sheltand in

Room 106A at Poulsbo. For more

information or to makan appointment,

please stop by or call 36167318.

MESH Study Center

The MESH study center is a facility that
provides weltjualified tutors for every
mathematics and introductory physics course
offered to OC students. Tutors are
designated, not to individual students, but to

T e s £ourpeg in \hich teey lgpegnsiratedr s

Operation are available at each Testing Center excellence. Ongoing training in both tutoring

and on the common driag X\ Shared
Documents and Form$esting Center; just
choose the folder for the campus location
needed.

Staff members

Bremerton:
Jennifer Venegoni, Program Support
Supervisor

Parttime staff:
Toni McBride, Lisa Pederson, and
Marcia Loraditch

SheltonLori Anderson, Jennifer Hoodenpyle

The Writing Center

Tutors from diverse backgrounds assist
students from any OC class in becoming
better writers. All Writing Center tutors go
through preliminary and ongopgfessional
developmento help students atl levels
develop their skills in planning and time
management, analytical reading, critical
thinking, and rhetorical techniques.

Whileinstructors may request that tutors
work with a student on a particular writing
i Ssue,
are also available to visit classes early in the
term for a 1% 20 minute introduction to our
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techniques and subjegtecific topics allows
tutors to help students excel in math and to
develop effective study habits which can be
applied throughout their course work.

In addition to proiding tutors for math and
physics courses, the study center can be used
by student study groups. Groups can meet in
the center to go over homework assignments,
discuss class topics and prepare for exams.
With access to a tutor, these groups become
an evemmore effect tool for student
understanding.

The MESH study center is a free, drop

only, service available to OC students, faculty
and staff. Hours and locations vary by
campus. The Bremerton center is located in
ST 124 & 126 from 8 aé7pm MonrThurs,
8am-2pm Fri and 10a/2pm Sat. The

Poulsbo center is located in Room 106A and
on the Shelton campus in the Johnson
Library, room 110. Hours will be posted at
the branch campuses. For further
information, please feel free to drop by or call
3604757765.

st urdeefneteloTuteesy W S e | f
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Tutoring in Other Areas

Tutoring is available in various subjects on
each of the campusesn email
announcement is sent out early each quarter
advising students, faculty and staff of times
and locationsFor more information, please
visit the Tutoriabervices website at
http://www.olympic.edu/Students/StudentSe
rvices/Tutoring/or phone the Tutorial
Services Coordinator3i04757546.

Questions ?

For additional information abt the campus,
please call (358942700.

| Satellite Campusd Shelton |

Shelton Campus OCS

The Adjunct Faculty Guide now includes
general information that is usually distributed
directly at the sitdhe Shelton Campus
follows the academic calenaliad
instructional/college policies of Olympic
College as outlined in this guide. Additional
copies of this guide can be procured either
through the division office or the OCS
directords office

Bulletin Board Posting Policies

Students, faculty ant# may submit notices
to the front office staff for approval to place
on bulletin boards in designated posting
areasThe directords
to remove postings in nguosting areas,

e Janis Johnson, Program Assistant
(360) 435403

Campus Hours

The Shelton Campuoffice hours of

operatbn are Mondayhursday, 8atépm;
and,Fridays 8ampm. These hours vary
during the first weelf the quarter and the
summer sessio®ffice hours are posted at
the front door of the officeon the voicemail,
the web page, and are provided to the local
newspaper as a Public Service
Announcement. The campus will also be open
periodically for weekewthsses and events.
Class sessions are generally scheduled from
8am to 10pm.

Custodial Issues

Please notify the front office staff or custodial
services immediately of any damage or spills.

Duplicating

Duplicating services are available on-a self
servce basis at the Shelton Campus in the
front office. Faculty and staff are assigned a
copy code for their use. For jobs requiring
more than ten copies, please email

s t a fluplicatingservices@olympic.c@lieas

allow several days for shipping of your
duplicating job. Duplicating services phone
number is: (360) 474.50.

Faculty Support

o f f iFeréssuesavBich requiesimniediate agtent

i@ t
such as building, classroom, imminent stu?ent

commercial, obscene or unlawful materials, as concerns, etc., please contactémepus

well agorn or damaged items. Fliers/posters
shall be limited to one of each kind per
posting location.

Campus Contact Information
e OCS Campus main numbé¢B60)
4325400
e Custodial/Maintenance Services, Joe
Flanagan (360) 43270
e Director,Kristin Poppo (360 432
5404

e Lori Anderson, Secretary Lead (360)
4325406
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di rect or 0-5405 Fof other essuest

please contact the division office.

e Business & Technology (B&T)
(360) 475360

e Mathematics, Engineering, Science &
Health (MESH} (360) 475700

e Social Sciences & Humanities (SSH)
(360) 475766

e Workforce Development (WFD)
3604757555
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Instructional Supplies a studentcheck with the front office and a
General instructional supplies are available location will be secured.
through the staff in the front office of the

campus. Specialty or discipline specific Parking
supplies should be requestedubh the The Shelton campus parking fee is $25.00 per
appropriate division office. year for fultime staff.See front desk for a

copy of the new parking procedures effective
Keys Fall 2009Adjunct parking is located on the
Building and office keys are issued tdifné northeast side of the campus and is designated
faculty and staff. Peitme staff may beissued by a sign that says OFac
office keys on a cabgcase basis. The P a r k Allrvehiglesnust display a valid

building is accessible during normal business parking decal or visitor permit.

hours for partime faculg. All keys are issued

through the campus di Pmwmetfaxr 6s of fice.
Telephones are located in the front office

Johnson Library work area, Portable A Open computer lab,
The Johnson Libde&Bhelton3664325460 TJL 116, TIL 120 and TJL 121, but not in the
OCS general classrooms. Pay phones are
Mon-Thurs8:005:30 p.m.; located in the vending room area. A fax
Fridays9-1 p.m. machine is available for official college
business in the front office work area. The fax
Lost & Found numter is (360) 432412.
Lost or found items should be reported to the
front office in Shelto'When reporting a lost Safety and Security
or found item, an instructor should include For day classes, there will be a Facilities
his or her name, a description of the item, and Services Staff member on duty at the campus
the time and location in which it was lost or if you need assistance with jump starts, tire
found. changes, etc. Escort to and from vehicles is
also available. For evening ctadseing the
Mail Fall, WinterSpring and Summer quarters
Intercampus Mail is picked up and delivered  there is a patime Safety and Security Officer
at the Shelton Campus Monday through on campus Monday through Thursday from
Friday. UPS drops incoming mail from 6:00 p.m. to 10:00 p.m. or until completion of
Bremerton campus around 12 noon and the last classThere is also a pdine Safety
outgoing intercampus mail is boxed at and Security Offer on campus for weekend
1:00PM. An outgoing mail bin is located in classes.
the front office. A mailbox system is also
located in this general area. Testing Services Center
Olympic College has a Testing Center at each
Olympic Colleg&helton of the three campuses. Located in CSC 417A,
937W. Alpine the Bremerton Testing Center provides
Shelton, WA98584 testing services for OC students (Mgke
and Access Testing) andttee general public
Nonresident Faculty Workspace (GED Testing, Certification exams, and

The Palmer Student Center has computers Proctoring Service§omputetBased

available for your use. Limited work space is  Industry Certification examinations are

also available in the Open Computer Lab on a available to the entire OC community as well
firstcome, firsserved basis. In the evant as to the public. These exams are offered
private space igaded in order to meet with

54 20092010Adjunct Faculty Guide



through Prometric, Pearson Vdad www.olympic.edu/testingcenter
Certiport.

Shelton Contact Information
OC students may take tests that instructors Phone:3604325400
have forwarded to the Testing Center in a Fax: 3604325412
supervised testing roorilakeup testing is Email: OCSTesting@olympic.edu
done on a walln basis; no appointments are
taken, but instructors may require students to Poulsbo Contact Information
complete the & on or before a particular Phone:3604757238
date/time. Fax: 3603942732

Email: OCPTesting@olympic.edu

Access Testing is done by appointment for

students approved by Access Services for Faculty Testing Support forms should
extended time testing (see Students with accompany all test materials sent for
Disabilitiesps&esi ong admmiélat®rerbese formand each
to all OC tests including tests taken teedo campus |l ocationds Testin
after the scheduled class test date and testing Operation are available at each Testing Center
for Telecourses and Portable courses. and on the common drive at ®hared
_ _ _ Documents and Form§esting Center; just
The Poulsbo Testing Center is located in choose the folder for the campus location
OCP115B and offers OC Maldp and needed.

Access Testing by appointment ofillge
Shelton Testing Center is located in OCS112  Staff members

andoffers OC Makeip and Access Testing, Bremerton:
Proctoring Services and GED Testing. These Jenifer Venegoni, Program Support
schedules are released each quarter. Supervisor

Parttime staff:
BremertorHours of Operation Toni McBride, Lisa Pederson, and
OC Makeip and Access Testing and Proctoring Marcia Loraditch
Services schedule Shelton: Lori Anderson, Jennifer Hoodenpyle
Monday and Thursday 8ad 6p
Tuesday, Wed. and Friday 8ad 12p Questions ?

For additional information about the campus,
GED Testing scheduled every Tues & Wed please call (360) 43200.
starting at noon.

During OC Finals each quarter, the Tuesday | Student ®rvices |
and Wednesday hours for Makeand

Career Services and Faculty Partnership

Access Testing are extended 0 &a. There are many opportunities for the Career

_ _ 3 Services staff to help faculty and for faculty to
Computdiased IndustryifiEtion testilsg help Career Services in assisting students with
available by appointment on Monday, their career development process or with
Thursday and Fridayornings. gaining meaningful exfEnce through

_ employmentHere are some suggestions

Bremerton Gntact Information on how Career Services and faculty
Phone:3604757238 together can help students:

Fax: 3604757470
Announcement Line3604757239
Email: TesingCenter@olympic.edu
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o National Assciation of Colleges and

Career Services Orientations Employers

Bring your class to the Career Center where e Washington Career Employment
your students will learn about career Services Council

assessments, occupatioesburces, and o Department of Labor

student employment opportunities including « Washington Occupational
work study Students may use the conveniently Information Systems

located computer lab, which includes an ADA
computer workstation, to research career
fields and employment opportunities.

o Workforce Explorer
e Mountain Pacific Association of
Colleges and Employers

Class Presentations When Yo#ére Away * Access Washington

Dondt cancel that <cl a ! eer Services staf
will take attendance for you and provide &esfe_rrals_cfoa\/our_Academm %rogram
Sharing information on your program,

presentations on resume and cover letter :
program requirements, and related career

writing, or information on other career ' : ; ) ;
development topics such as informational or fields will assist us in referring students to

job interviews, portfolio developnt, and programs that match their interests and

job search strategies. abilities.

Up-Dates on Annual Events Employers Seeking to Hire Students in
Your Program

Annual events and quarterly workshops are _

posted on our web site Employers fien contact faculty members in

http://www.olympic.edu/Students/StudentSe &0 €ffort to generate new hirers. Career
rvices/CaredEenter/ Encourage your Services has been working successfully with

students to participate in career and employers seeking to hire Olympic College
employment activities that can assist with students and graduates for over 15 years. Our
furthering their career development. or no cost services can increase employment

employment seeking strategies. Annual events CPPortunites for students while aiding
include the following: employers with qualified potential employees.

e Annual Job FaiCareer Connection 2010

o Caeer Development Month

e Career Exp®lympic College Shelton

« Internship and Community Service  ghigbhan Fitzpatrick, Career Services
Volunteer Fair Program Specialist

- Office of Disability Employment  ghelton Career ServiceBuilding A-360

Bremerton Career ServiceéArt 122/C-360
4757480
Patty Triggs, Director of Career Services

Recruitment/Dept of Labor 4325431
« Work Study Student Employee Kelly Copp, Workforce Development
Orientations Coordinator

Career Trends and Employment Forecast

Career Seices can provide the latest Career Services Frequently Asked

employment information as well as trends that Questions

can influence your studentds career choices.
Career and employment labor market 1. What is the purpose of Careér Services

information sources consist of the following: ~ The primary purpose is to create centralized
« Washington State Labor Market services that meet the career and employment
Information needs of stlents, graduates, and employers.
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Career Services and Faculty Partner to
2 Why do instructors need to know about careeHatp Students
student employment services and resources? There are nmgy opportunities for the Career
Often instructors are the first point of contact  Services staff to help faculty and for faculty to
for students in need of career or employment help Career Services in assisting students with
assistanc®r, an instructor ay want to hire their career development process or with gain
a student assistant b meaningfslexpaerienseihroegh enfiploymend. hi r
procedure. Many instructors will request class
presentations or bring their class to the Career Here are some suggestions on howetar

Center for an orientation on career and Services and faculty together can help
employment services. students:

3. What services are availablelents and Career Services Orientations

graduafes Bring your class to the Career Center where

Career Services offers comprehensive career your students will learn about career
development and pemployment assistance assessments, occupational resources, and

which includes: student employment opportunities including
work stidy. Students may use the

ACareer assessment conveniently located computer lab, which

AComputer lab includes an ADA computer workstation, to

AEmployment counseling research career fields and employment

Alnternship information opportunities.

AJob search plans and referrals

AOCcupationa| resource material Class Presentations When You Are Away

AReferral to academic advisors Dondt cancel that class!

AResume, cover letter, and interviewing ~ Will take attendance for you and provide
preparation presentations on resume and cover letter

writing, or information on other career

4. Can | bring my class to the Career Center or §8¥glopment topics such as informational or

an in class presentation? job interviews, portfolio development, and

Yes to both questions. Numerous instructors 0D search strategies.

routinelyschedule their class in the Career

Center each quarter. Others choose to have ~ Up-Dates on Annual Events

Career Services personnel come directly to the Annual events and quarterly workshops are

class. Either selection can be accommodated. Posted on our web site
http://www.olympic.edu/Students/StudentSe

5. How can | help an employer who calls me to f¥¢gg/CareerCenter/

students for employmenhdjgort . ,
Employers interested in recruiting students or Encourage your students to participate in
graduates can post their job announcement ~ careeend employment activities that can
online assist with furthering their career development
(https://www/myinterfase.com/olympic/em or employment seeking strategies. Annual
ployej for quick convenient assistance with events include:

filling vacant positions. In addition to posting

employment or intern announcements, e Annual Job FaiCareer Conne@if19
employers can use the Career Center to e Career Development Month
interview, prescreen applicants, or arrange e Career Exp®lympicCollege Shelton
for test accommodations. e Community Service, Volunteer,

Internship Fair
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e Office of Disability Employment Kim Bujok,Office Assistant IlI

Recruitment/Dept of Labor kbujok@olympic.edu
e Work Study Student Employee
Orientations Tel: 3604757480
Toll free: 18002596718, Ext 7480
Career Trends and Employment Forecast Fax: 3681757491 _
Career Services can pdevthe latest Email:CareerGeter@olympic.edu

employment information as well as trends that
can influence your st HWsRPADA0PPMM)r choices.
Career and employment labor market Evenings: By appointment

information sources consist of _
Shelton Career Services Contact

Located in Building-860
Tel.: (360) 432431

e Washington State Labor Market

Information
¢ National Associatioof Colleges and Kelly Copp, Workforce Development

Employers .

. , Coordinator

e Community College Benefits
* Department of Labor _ CounselingServices
e Washington Occupational Information Counseling Services providesnseling

Systems Monday through Thursday, from 8:00am to
e Network Explored. 4:00pm, and Friday from 8:00am to 3:00pm.

The three major areas of assistance provided
Referrals to Your Academic Program to students are:
Sharingnformation on your program, e Career counselidghelp in examining
progam requirements, and related career skills, abilities, and interests, determining
fields will assist us in referring students to the right careeand choosing a major.
programs that match their interests and e Educational counselidgid in improving
abilities. study skills, setting realistic, satisfying
. _ . educational objectives, overcoming test

EmD|0V€I’S Seek|nq to Hire StUdentS in Your anxiety1 and adap“ng to Co”ege ||fe
Program e Personal counselidgssistance in

Employers often contact faculty members in
an effort to generate néavers. Career

Services has been working successfully with
employers seeking to hire Olympic College
students and graduates for over 15 years. Our
no cost services can increase employment
opportunities for students while aiding
employers with qualifiedteatial employees.

problems with students, family,
interpersonal concerns and crisis
situations. Includes referral to community
resources.

Poulsbo an&helton campes- by
appointment.

Free workshops on various topics are offered
each quarter. Counselors are also available to
assist faculty and stafftamsultants. Please

call 4757530 for more information or for an
appointment.

Contact Information, Office Hours, and
Location

The office is located in room 124n the
Art/Music Complex Bremerton Campus.

Financial Aid

Through federal, state, and institutional
programs, students at Olympic College (OC)
are able to receive financial assistance that
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enables them to pay for tuitiand dher For any questions from students about

college related expenggsproximately 30% financial aid, please direct students to the

of all students enrolled at OC receive some Financial Aid Office in the Collegev8mr

form of financial aid in the form of a grant, Center building on thé'8oor. The office

loan, sholarship, employmeat tuition staff will be glad to answer any questions.
waiver. Financial aid staff can also be reached at (360)

47571600or financialaid@olympic.edu

The financial aid award year at OC runs from

summer to the flWwing spring Students Instructors are encourag® visit

may apply for financial aid throughout the www.olympiccedand cl i ck on OFin
academic year and still be ekgitdt some A i d o forlmora ikformation on the

type of assistanddarch f of eachyear is financial aid process.

our priority deadlinépplications completed

by this date will receipéority @nsderation Multicultural Services

for all aid programkate applications are Multicultural Services provides programs and
considered for Pell Grant, loans, and any services to support and retain &g

other funds that are not fully committed to student population. T¥service helps

students. students develop support systems to realize

academic and personal goals and promotes
Once a student is awarded aid and classes opportunities to learn about and celebrate
begin, it is critical that they successfully cultural pluralism.
complete their classes.

The following services are offered: cultural

A student can lose their future eligibility if events and prograning; information and
they fail to make satisfactory academic referrals; access to scholarship databases;
progress according to the standards student support and advising assistance,;
established for aid recipietMsny students community outreach; procurement of guest

lose their eligibility because they fail to begin  speakers/lecturers who promote diversity.
or quit attending classes.
This last ervice is available to faculty and

To avoid posbie repayment of grants, includes assistamto faculty in locating,
students must attend all of their classes at contracting and paying for diverse speakers in
least one time and complete one class with a an effort to enhance the classroom

grade other than WP, WF, or F. experienceContact the staff at the

Multicultual frvices office at 47480 for
Faculty can help. Please indicate to students more information.
how important class attendance is.
Instructors are often asdkto document Outreach and Admissions
attendance in classes where the student New applicants musbmplete th@nline
stopped attending before the end of the term. "Application Form" as the first step to
enollment at OC. Applicantsay access the

Students that withdraw prior to completing application at
60% of the quarter will result in a potential http://www.olympic.ediStudents/GettingSt
financial liability to the Collegelease arted/.

remember that you rsiverify the last date of
attendance (LDA) wi t h Eléctonicsstbmissioh speedsBwi€yé 6§ c as e 6
for any student who receives grades of WP,  response with applications acknowledged
WEF or F (or 0.00) automatically upon receipt. When the
electronic application is downloaded in the
admissions office, the applicant is sent, by
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return email, aSID (student identification
number) and instructions on how to sign up
for an orientationadvising sessioRor
guestions, call (360) 47479.

Running Start
The Running Start Office located in Room

322 of the College Service Center provides
admissionrad academic advising for high
school juniors and seniors who are eligible to
enroll in collegievel classes tuitidree

under the Washington Running Start
program. Eligible students must have a
cumulative high school GPA of 2.5 or above
and demonstrat®lbegelevel skills in writing,
reading and/or mathematics on the
ACCUPLACER assessment.

In addition to the general OC application,
students must submit a separate RS
application with a copy of their high school
transcript and ACCUPLACER scores.
Studerd are responsible for transportation
books and some college fégmplication

packets are available at high schools, from the

Running Start Office, Admissions, OC
Poulsbo, OC Shelton or online at
www.olynpic.edu/RunningStart

Running Start students have the same rights
and responsibilities as other college students,
although they are not eligible for financial aid,
to hold elected student government office or
to participate on college athlégams.

Services provided by Running Start staff
include information, admission, orientation to
college, academic advising, educational
planning and referral to faculty advisors and
campus and community resources.

Running Start services are available at all
canpuses. Call 360¥57646 or email
RunningStart@olympic.efiw information.
Office hours are Monddyriday 8:00 a.m.
4:30 p.m.To refer students with questions or
problems contact Running Start Director
Susan Tollefson at 3@8(0’57648.
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Testing Services Center

Olympic College has a Testing Center at
each of the three campuskscated in CSC
417A, theBremerton Testing Center provides
testing services for OC students (Mgke

and Access Testing) andtfee general public
(GED Testing, Certification exams and
Proctoring Services. Comptibased Industry
Certification examinations are available to the
entire OC community as well as to the public.
These exams are offetatbugh Prometric,
Pearson VUENdCertiport.

OC students may take tests that instructors
have forwarded to the Testing Center in a
supervised testing roomMakeup testing is
done on a wall basis; no appointments are
taken, but instructors may require students to
complete the test om before a particular
date/time.

Access Testing is done by appointment for
students approved by Access Services for
extended time testing (see Students with

Disabilitiespsé€€esiionyo

to all OC tests including tests taken before or
after the scheduled class test date and testing
for Telecourses and Portable courses.

The Poulsbo Testing Center is located in
OCP115B and offers OC Maldg and

Access Testing by appointment ofilge
Shelton Testing Center is located in OCS112
and offer©©OC Makeup and Access Testing,
Proctoring Services and GED Testimbese
schedules are released each quarter.

BremertorHours of Operation
OC Makeaip and Access Testing and Proctoring
Services schedule
Monday and Thursday
Tuesdg, Wed. and Friday

8ad 6p
8ad 12p

GED Testing scheduled every Tues & Wed
starting at noon.

During OC Finals each quarter, the Tuesday
and Wednesday hours for Makeand
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Access Testing are extended t6 Ba.

ComputBased Industry Cetibficizsting
available by appointment on Monday,
Thursday and Fridayornings.

BremertorContact Information
Phone:3604757238

Fax: 3604757470
Announcement Line3604757239
Email: TestingCeter@olympic.edu
www.olympic.edu/testingcenter

Shelton Contact Information
Phone:3604325400

Fax: 3604325412

Email: OCSTesting@olympic.edu

Poukbo Contact Information
Phone:3604757238

Fax: 3603942732

Email: OCPTesting@olympic.edu

Faculty Testing Support forms should
accompany all test materials sent for
administrationThese forms and @a

campus | ocationds

and on the common drive al Rhared

Documents and Form$esting Center; just
choose the folder for the campus location

needed.
Staff members
Bremerton:

The Career Centkab is open from 8:6R21M
MondayFriday. Contact the Career Ceater
4757480 for additional inforation.

Mathematics/Science Lab

Located in SC141, the Mathematics/Science

Lab provides personal assistance to students

in math and/or science courses. Hours vary

by quarter and are posted outside the door to

the lab. Contact that MESH Division (475
7700with questions.

Poulsbo
Student labs are available on the first floor,
(OCP 106).

Shelton
Student labs are available. Please contact the
front desk at 368325400.

Students with Disabilities

In accordance with state and federal laws, the
office of Access Services (AS) at Olympic
College coordinates academic adjustments,
auxiliary aides, and physical accommodations
for eligible students with disabilities. The
T e s foliowing ars examplgsuof serviago u r s
Operation are available at each Testing Center

JennifeMenegoni, Program Support

Supervisor
Parttime staff:

Toni McBride, Lisa Pederson, and

Marcia Loraditch

Shelton: Lori Anderson, Jennifer Hoodenpyle

Student Labs

CareeLCenter
Located in Art 122, theCareefCenter

(BRC) Lab provides computers fiudents

interested in conducting career and

Intake and Orientation

Information and Referral

Entry Advising

Transition Support

Note-taking

Sign Language
Interpreters/Captioning Services
Materials in Alternate Format (Braille,
tape, large print, etc.)

Assistive Technology
Accommodations Aidésisual
interpreters and scribes)

Alternate Testing

Siecialized Furniture and Equipment
Faculty/Staff/Agency Liaison

of

Students qualify for service based on medical
or psychological documentation which
provides the rationale for accommodation and
supports their request

employment searches. Individual assistance is
available for ofineresumes or applications.
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Policies and procedures for serginglents psychological documentation must reside in

with disabilities are published in the OC the AS office and not in personalilsy files.
catalog and on the web at
www.olympic.edu/Access Services SyllabusA disability statement on your
syllabus promotes awareness of available
Staff services by directing students to appropriate
The staff of Access Services acknowledges the resourcesilt also serves to communicate your
critical role that faculty play in creating an interest in the success of your students with
environment that welcomes students with disabilities and noatizes the
disailities and allows for their full accommodation process by incorporating it as
participation in the academic setting. As staff an element of the courdelease feel free to
seeks an accommodation process that use or adapt the following statement:

involves the collaboration of faculty, staff and
student and are always available to assist with 0Any student who feels s/he may need an

questions. For additional informaticontact accommodation based on the impact of a
them at 475540 or visit the office in disability should contact the offce of
Humanities 114. Access Services in Humanities 114
(Bremerton campus), or call (360) 475
e Karen Fuscdirector 7540 for informatiord
o Julie Evenstad, Program Coordinator
« Kristina Portney, Office Assistant Handouts Many students with vision

impairments and some with learning
Helpful tips are printed below, but for more disabilities need print material in alternative

information on working with students with formatd electronic versions aresally
disalilities, visit our online faculty training at ~ preferable, but audio tape, Braille, or enlarged
www.olympic.edu/asd/index.plamd enter text may also be appropriate. Whenever
t he key c Oldedraining eocecse s s Pogsible, send handouts to studentswiaie
such topics as disability law, the or provide them with a disk. Converting print
accommodation process, and universal design to another format is time consuming, il
for instruction.Most participants complete important that studerts with disabilities
the program in under an hour. have access to course materials at the

same time as everyone elsPlease
Helpful Tips for Working with Students coordinate these needs with Access Services
with Disabilities as early as possible.

TextbooksCheck to see if your texts are also
available in electronic format. This
information can usually be found on the

Letter of accommodatioRaculty of students
who request accommodations through Access
Services will receive an accommodation letter

which delineates appropriate sewior that publisher6s website or t
student. If you are approached by students ( un der t h? 0Studen t, Reso
with Special NeedsO6 sect

requesting accommodations and have not
received a letter of accommodation, please
refer them to Access Services. You are under
no obligation to provide accommodations
without appropriate corresponderiom the

AS office. If the student offers to provide
documentation of their disability directly to
you, you should again refer the student to
Access Servicésnedical and/or

a CD version is provided for review. Our staff
IS happy to assist you with this research

Videos Before showing videos in a class with

a hard of hearing or deaf student, please check
to be sure that they are captioned. Captioning
can be added after production, but often at a
cost of thousands of dollars! When captioning
Is not available, @vide an outline or
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summary of the material for your student.
Occasionally, a transcript can be obtained
from the producerOnce again, Access
Services is available to support you with this
process.

Notes Making your lecture notes available
online helpsall students, but is especially
valuable to students with vision impairments
and learning disabilities. If you already have
course information on the web, or are
planning to implement this, check with AS
staff for resources on web accessibility.
Certain fomats (tables, graphics, etc.) are not
always compatible with screeading
technology.

If a notetaker is requested for a student in
your class, please assist us in identifying a
volunteer for this role. Student ntakers
earn a stipend for their impemt
contribution to
benefit from the extra attention paid to their
own notetaking practice

Student expectatiansithough many

students with disabilities need
accommodations, you should expect them to
perform at a levebmmensurate with their
peers. Discrimination can take many f@gms
do not hold students with disabilities to
different standards. Students with disabilities
are also subject to the same code of conduct
as any student at Olympic College. Be
consistent imlealing with inappropriate
student behavior, and refer student code
violations to the Vice President of Student
Services.

A bibliography of teaching and learning
resources is also available through the office,
in the library, or online at
www.olympic.edu/campusresources/library/g
uides/subjectguides/disabilities

The Writing Center

Tutors from diverse backgrounds assist
students from any OC class in becoming
better writers. All Writing Center tutors go
through preliminary and ongoing
professional developmento better help
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anot h

students at all levels develop their skills in
planning and time management, analytical
reading, critical thinking, and rhetorical
techniges.

Whileinstructors may request that tutors
work with a student on a particular writing
I ssue,
are also available to visit classes early in the
term for a 1% 20 minute introduction to our
serviceslnstructas are welcome to consult
with senior tutors about their assignments or
specific issues of concern.

Services are free of charge to OC students,
staff, and faculty. Tutoring Services is located
in Humanities 115 on the Bremerton campus,
in the Johnson Lbrary in Shelton,and in
Room 106A at Poulsbo. For more
information or to makan appointment,
please stop by or call 36067318.
erodos earning and
MESH Study Center

The MESH study center is a facility that
provides weltjualified tutors for every
mathematics and intractory physics course
offered to OC students. Tutors are
designated, not to individual students, but to
courses in which they have demonstrated
excellence. Ongoing training in both tutoring
techniques and subjegtecific topics allows
tutors to help stuas excel in math and to
develop effective study habits which can be
applied throughout their course work.

In addition to providing tutors for math and
physics courses, the study center can be used
by student study groups. Groups can meet in
the centeto go over homework assignments,
discuss class topics and prepare for exams.
With access to a tutor, these groups become
an even more effect tool for student
understanding.

The MESH study center is a free, drop
only, service available to OC studeatslty
and staff. Hours and locations vary by
campus. The Bremerton center is located in
ST 124 & 126 from 8 aé7pm MonThurs,
8am-2pm Fri and 10a®pm Sat. The
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Poulsbo center is located in Room 106A and
on the Shelton campus in the Johnson
Library, roem 110. Hours will be posted at
the branch campuses. For further

information, please feel free to drop by or call

3604757765.

Tutoring in Other Areas

Tutoring is available in various subjects on
each of the campusesn email
announcement is sent outlg@achyuarter
advising students, faculty and staff of times
and locationsFor more information, please
visit the Tutorial Services website at
http://www.olympic.edu/Students/SteditSe
rvices/Tutoring/or phone the Tutorial
Services Coordinatoraab4757546.

| The Teaching Corner |

Course Syllabus and Template

Instructors should review course objectives
and expectations with their students. A
written copy of the course syllabheuld be
given to the students as well as to the

appropriate unit administrator or site director.

Examples of course syllabi developed by
Olympic College faculty are on file in each
division office. Instructors who need
assistance with developing a aoayflabus
should contact their division office or site
director. However, as a point of reference,
you may use the following template in
developing a course syllabus.

Syllabus Template

1.Course Information
e Title of Course

e Item number, section, quarteme,
location and credit hours

e Prerequisite (if any)

2.Instructor Information
e Name and Title
e Office location, office hours, office
phone number andreail address
(We recommend that you NOT give students
your home phone number).
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3.Texts, MaterialReadings and Resources

e Textbooks (titles, authors, editions)

e Readings or other resources such as
videos, CD ROM, etc. (titles, required or
optional, where to locate the resources),
other electronic resources (Web sites,
listserv, newsgroup, etc.)

4.Cousse Description
e General description of the course
e Instructional methods (lecture, group
discussion, Socratic, didactic, etc.)
e General education requirements met
by course

5.Course Specific Learning OQutcomes
e Course objectives
e For each course specific omenlist
"demonstrated by" and list the
assignment(s) that will be used to assess
this outcome

6.Course Policies
e Attendance/tardiness policy
e Class participation policy
e Missed exams or assignments policy
e Academic honesty policy
e Plagiarism/Cheating policy

7.ADA Statement
A simple disability statement on your syllabus
does several things:

e Promotes awareness of available
services by directing students to
appropriate campus resources;

e Communicates your interest in the
success of your students with
disabikies and your commitment
to provide reasonable
accommodations;

¢ Normalizes the accommodation
process by incorporating it as an
element of the course.

A disability statement on your syllabus

promotes awareness of available services by

directing students appropriate resourcds.
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also serves to communicate your interest in
the success of your students with disabilities
and normalizes the accommodation process
by incorporating it as an element of the
course. Please feel free to use or adapt the
followin g s t a Ang stuelent who feels
s/he may need an accommodation based
on the impact of a disability should

contact the office of Access Services in
Humanities 114 (Bremerton campus), or
call (360) 4757540 for information or
appointment.0

8.Requiremants: Assessments, Assignments

and Gading
e Factors included in grade (how it is
assessed and weighted)

Grading scale

Distance Learning

Teaching via Distance Learning is featured on
an excellent websttee Maine Distance Learning
Projectt features tip for teachers and covers
the basic principles of teaching over distance.
It provides an overview, lesson planning and
preparation, during and after class. This is a
useful site for instructors who are new to
distance learning and instructing online.
College also has excellent resources to help
with online instructioBen Meredith
Instructional Technolodyacultyis anexpet

at teaching online. You may contact aAim

(360) 475771 and (360) 47299 or via

email abmeredith@olympic.edu

Contact Information

Ben Meredith, Instructional Technology

Faculty, (360) 475772
bmeredith@olympic.edu

Tiffany DawsonMedia
tdawsoa@olympic.edu

Distance Learning Websites
The following websites were recommended
by our Distance Learning staff:

Merlot (www.merlot.org This site allows you
to find learning objects. Learning objects are
bits ofinstructional material that are reusable
and generally free (definition at
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http://en.wikipedia.org/wiki/Learning_QObje
ct9. Here you can find illustrations,
simulations, animated explanatiomd,raore.
These things would be really hard to create on
your own and they are generally free for the
taking. Merlot is good because it is searchable
by discipline and content is reviewed by other
faculty.

PageOut(www.pageout.net): If you choose
not to ug Blackboard, PageOut is a free, easy
to use course management system by
McGraw Hill. Ideallyyou would be usingne

of their textbooks, but they let you use it even
if you are not. It has discussion boards,
quizzing, gradeb& and all the other tools
onewouldlook for in a course management
system.

20 Timesaving Tipsfor faculty who teach
Distance Bucation Coursdsom Adjunct
Advocate
(http://adjunctadvocate.com/magazine/atti
e/?id_article=438 When time is an issue,
saving it is important. Here are some handy
tips.

Low Threshold Applicationsfrom the
Teaching and Learning with Technology
Roundtable (http://www.tltgroup.gr A
great collection of ideas for teaching with
technology.

Implementing the Seven Principles: Using
Technology as a_everanother resource

from the Teaching and Learning with
Technology Roundtable
(http://www.tltgroup.org/programs/seven.ht
ml). If you arenot familiar witlthe Seven
Principlestake a moment to read this article.
Teaching with these principles in mind results
in much better student work ah means

much less work for the instructor

Copyright and distance learningrom the
Copyright Management Center at Perdue
University
(http://www.copyright.iupui.edu/dist_learnin
g.htm): anexcellent and easily comprehended
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