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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
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| 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
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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
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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
20092010Adjunct Faculty Guide


mailto:NHong@oc.ctc.edu
mailto:kbaldwin@olympic.edu

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
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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 businesse