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Daytona State College employs its own campus safety officers to provide a 24-hour security service.  The Campus Safety is located in Building 540 on the Daytona Beach Campus.  Safety officers patrol each campus.  The Emergency Call Boxes are located throughout the parking lots and at the main entrances to Buildings 100(east and west side), 140, 150, 220, 230, 300(courtyard), 320 (east and west side), 520, 530, 540 and North parking lot (west-east-south) on the Daytona Campus. 

Officers will provide safety escorts upon request.  Call extension 4444 from any campus. 


Emergency Situations:

Serious or life-threatening injury - Emergency assistance can be obtained by calling the following:

	1.	Fire - Police - Ambulance:	9-911
	2.	Then immediately call Campus Safety	X4444


Code Phrase “INFIRMARY”:

Anytime you are in a threatening situation and need an officer to respond without the individual knowing, call extension 4444 and use the word “Infirmary” in a sentence similar to the following:

“This is __________ (your name or dept.), I can’t make our meeting at the Campus Infirmary!”  If you call Ext. 4444 and give this message, the operator will verify your location and dispatch an officer.


Important Campus Numbers:

	Campus				Admin Office		        Campus Safety 

	Daytona				506-3000			ext. 4444
	DeLand					785-2000			ext. 2024
	New Smyrna				423-6300			ext. 6334
	Flagler/PC				246-4800 or 4802		ext. 4888
	Deltona Center				789-7300			ext. 4444
	Advanced Technology College		226-4100			ext. 4190
[bookmark: Check2]
DAYTONA STATE COLLEGE


Vision

Daytona State College will be the destination of choice for education.


Mission 

Daytona State College, a comprehensive public college, provides access to a range of flexible programs from community enrichment to the baccalaureate degree, emphasizing student success, embracing excellence and diversity, and fostering innovation to enhance teaching and learning.


Values

Community – The College Community encompasses our students, faculty, staff and the public we serve.  Our community is built upon mutual respect, effective and open communication, and civic responsibility.  

Integrity – Daytona State College strives for the highest ethical standards in all areas of operation, including the fair and consistent treatment of all members of the Daytona State College Community.  The college fully supports academic freedom and the right of intellectual pursuit. 

Excellence – To achieve academic excellence, professionalism, and quality in all the programs and services we offer, Daytona State College employs a system of continuous improvement based on assessment, accountability and engagement with the entire community. 

Diversity – Diversity of people, thought and expression provides energy and vitality for the learning process.  Daytona State College celebrates both the originality and distinction of individuals and cultures, while at the same time valuing the common bonds that unite us as a global community.

Innovation – Innovation and creativity are the keys to our growth as an institution, as well as the growth and success of our students.  Daytona State College prides itself on its ability to adapt to a rapidly changing world, finding positive and creative solutions to the challenges it faces. 

Student Success – There is no value more important than the success of our students.  Our main goal is to provide students with the skills, knowledge and drive to succeed in the classroom, the workplace and in life.  Beyond this success, we hope to instill in our students a lifelong love of learning.  

2010-2013 Strategic Plan – Building a Stronger Future
To fulfill its vision, carry out its mission, and live its values, Daytona State College has established the following strategic directions as the foundation for its future:
Provide access
Emphasize student success
Embrace excellence
Embrace diversity
Foster innovation
Enhance teaching and learning
Create community connections

Strategic Priorities
Provide Access To facilitate student access to education opportunities, the College will
Implement best practices and resources for superior customer relationship management that will increase the quality, efficiency and accessibility of student services on all campuses. 

Emphasize Student Success To provide opportunities for students to succeed, the College will 
Foster a sense of community and connection among students, faculty, and staff. 

Embrace Excellence To embrace excellence, the College will
Explore emerging technologies and adopt those that enhance teaching and learning, promote access, and foster student success. 

Embrace Diversity To facilitate the appreciation of cultural diversity, the College will 
Provide faculty and staff with education, training and leadership development to increase awareness, understanding and effectiveness in meeting the needs of a diverse student population. 
Increase opportunities for students to gain an appreciation of diversity by learning about and experiencing different cultures. 

Foster Innovation To foster innovation, the College will
Develop virtual resources that provide students access to all services and programs through an online environment. 

Enhance Teaching and Learning To advance teaching and learning, the College will 
Enhance the quality of academic instruction through a continued focus on student learning outcomes assessment.
Identify baccalaureate level educational needs of the region and offer programs to address those needs. 
Maximize the utility and function of land, facilities, information technology, and instructional systems to provide a positive and safe environment for effective learning at all College campuses.  

Community Connections To promote community connections, the College will 
Offer activities and programs that meet the needs of the community for cultural enrichment, community engagement and lifelong learning. 
Take a leadership role in economic development and provide education and training that strengthens the region’s economy and workforce competitiveness.


[bookmark: Check4]2011-2012 DEVELOPMENTAL OBJECTIVES

Objective 1: 	Increase programs and services that address the demographics of the communities and populations served by the College. (SP1, SP4, SP7)

Objective 2: 	Develop a college wide plan to increase retention and completion rates in all programs. (SP2, SP4, SP5, SP6)

Objective 3: 	Maximize use of fiscal and physical resources to support student success. (SP2, SP3)

Objective 4: 	Promote career awareness by integrating career information, career advising and employability skills into academic and student development programs. (SP2, SP6)

Objective 5: 	Promote digital literacy to all learners. (SP2, SP5, SP7)

Objective 6: 	Increase access to funding sources for student scholarships, grants, and loans, including aid for vocational, part-time and other students not eligible for federal financial assistance. (SP1, SP2)

Objective 7: 	Increase real-world, applied experiences for students through internships, service learning, and other opportunities. (SP2, SP6, SP7)

Objective 8: 	Increase use of and access to open source and/or technology-based educational resources and learning tools. (SP3, SP5)
Objective 9:	Maximize opportunities for baccalaureate study and assess need for additional programs and/or articulation agreements. (SP1, SP5, SP6)

Objective 10:  Increase promotion of and participation in student organizations and student activities which promote diversity, culture and environmental awareness. (SP4, SP7)
Objective 11:  Develop strategies for increasing student, faculty, staff and community awareness of programs, resources and services. (SP1, SP2, SP4, SP7)
 Every unit in the college reviews the Developmental Objectives and develops unit objectives and strategies that will enable the College to achieve the expected results. Thus, the unit plans are linked to the annual plan, just as the annual plan is linked to the strategic plan and the College mission. Progress in achieving unit objectives is reviewed at mid-year and evaluated at the end of the year. All unit managers assess their progress, achievements and use of results, which are incorporated into a final end-of-year report. 

The Operational Responsibilities support the institution’s maintenance-of-effort activities and generally do not change from year to year.

2011-2012 OPERATIONAL RESPONSIBILITIES

These responsibilities represent the basic maintenance-of-effort activities of the institution and account for 70% to 75% of the institutional resources and efforts.

Teaching and Learning - To provide high quality academic programs and courses in selected baccalaureate programs; two-year college transfer programs; market-driven career programs (degree and certificate); college preparatory, adult and continuing workforce education; and community educational services.

Academic and Student Services - To provide high quality student development and academic services including student information, admissions, assessment, advisement, counseling, services to students with disabilities, placement, career planning, learning resources, learning support, financial aid, student activities, student records, and registration.

Functional Support - To provide high quality administrative services in the areas of fiscal affairs, facilities management, information services, enrollment development and public relations, comprehensive planning, research, institutional effectiveness and assessment, fundraising and grants, investment in people, academic management, faculty/staff development, and executive leadership.

Community Connections - To provide high quality cultural, recreational, and life-long learning opportunities for students and the community. To support economic and community development through service to civic, charitable, business and professional organizations.


[bookmark: Institutional_outcomes]Institutional Outcomes 2011-2012

The standards that Daytona State College students must meet prior to graduating: Critical/creative thinking; cultural literacy; communication; information and technical literacy.
Critical/Creative Thinking. Students will use systematic and creative thinking skills to analyze and evaluate issues and arguments, to solve problems, and/or to make decisions.
	Critical/Creative Thinking may include but not be limited to:
Logical reasoning: The ability to evaluate arguments for their logic, validity, relevance and strength.
Problem-solving and decision-making skills: The ability to identify and define problems/issues, recognizing their complexity, and considering alterntive viewpoints and solutions.
Scientific reasoning: The ability to use the critical skills of observation, analysis, and evaluation.
Quantitative reasoning: Computation, application and inference.
Qualitative reasoning: Incorporates personal experience, human perception and human values (i.e., creative thinking, aesthetic reasoning, ethical reasoning).
Communication. Students will be able to read, write, and exchange information, ideas, and concepts effectively.
Communication may include but not be limited to:
Reading comprehension and active listening.
Effective interpersonal communication.
Effective public communication in semi-formal and formal settings.
Writing that has a clear purpose in relation to an appropriately targeted audience.
Writing that is focused, developed, organized, coherent, unified and correct.
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Cultural Literacy. Students will understand the impact of the variations among and within cultures.
Cultural Literacy may include but not be limited to:
Knowledge of, respect for, and sensitivity towards individuals of diverse ethnicity, age, gender, sexual orientation, and religious affiliations as well as towards those individuals with diverse abilities and from diverse socio-economic classes.
Awareness of populations and countries worldwide.
Social responsibility.
Ethical values of good citizenship.
Aesthetic values and artistic endeavors across diverse cultures.
Variations of human behavior.
Interdependence between culture and the environment.
Information and Technical Literacy. Students will use appropriate technology to locate, evaluate, and effectively process information.
Information and Technical Literacy may include but not be limited to:
Finding and evaluating relevant resources and data.
Using appropriate technologies to conduct and/or present inquiry and research.
Citing and documenting resources appropriately.
Ability to navigate within a digital environment.















HISTORY


Daytona Beach Community College (DBCC) was authorized by the 1957 Florida Legislature and became the state's first comprehensive community college.  The college was divided into three divisions:  college credit, adult education and the Mary Karl vocational school.  Although one president administered the divisions, they essentially functioned as separate entities under the Volusia County School System.  Volusia County Community College, also a separate entity under the school system, merged with Daytona Beach Junior College in 1965.  The 1968 Legislature combined the divisions into a single administrative unit under a District Board of Trustees independent of the county school system.  In 1971, the official name of the College was changed from Daytona Beach Junior College to Daytona Beach Community College.

Over the years, DBCC evolved from a small campus into an academically superior multi-campus institution providing educational and cultural programs for the citizens of Volusia and Flagler counties.  The College fostered a tradition of excellence in academics and service to a growing community.  

In February 2005, DBCC received approval from the State Board of Education to offer its first baccalaureate degree, the Bachelor of Applied Science in Management and Supervision. In December 2005, the College received approval from the Southern Association of Colleges and Schools, Commission on Colleges to move from Level I to Level II status, a level change that was necessary to offer baccalaureate level education. The Bachelor of Applied Science program enrolled students in spring 2006 and now has an enrollment of approximately 500 students. 

In February 2008, the College received approval from the State Board of Education to offer the Bachelor of Science degree in Education with seven areas of concentration.  The concentrations are: Elementary Education, Special Education - General, Secondary Mathematics Education, Secondary Biology Education, Secondary Chemistry Education, Secondary Earth/Space Science Education, and Secondary Physics Education. A Prospectus was submitted and accepted by SACS Commission on Colleges adding these programs to the College’s offerings.

In June 2008, the Board of Trustees, acting under authority granted by the state legislature, changed the name of the College to Daytona State College.

A leader in the area’s workforce and economic development initiatives, Daytona State College continues to expand its educational offerings as well as undertaking initiatives to serve the community. One of the fastest growing areas of the College is online education, which has doubled over the past year. The Advanced Technology College (ATC) offers opportunities for students to pursue technology-based fields. In 2008, the College acquired the News-Journal Center which is being used to expand offerings in the fine arts. The College now serves more than 30,000 students annually.



Daytona State College is accredited by the Commission on Colleges of the Southern Association of Colleges and Schools and is approved by the State of Florida to award associate of arts, associate of applied science, associate of science degrees, the Bachelor of Applied Science and Bachelor of Science in Education degrees.  Numerous professional and academic organizations confer special accreditation to various college programs.  Daytona State College also is a member of the American Association of Community Colleges, Community Colleges for International Development, National Institute for Staff and Organizational Development and is an approved institution for higher education for veterans and war orphans.
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SITE ADDRESSES


	Daytona Beach Campus
	1200 West International Speedway Boulevard
	Daytona Beach, Florida 32114
	(386) 506-3000


	Flagler/Palm Coast Campus
	3000 Palm Coast Parkway Southeast
	Palm Coast, Florida 32137
	(386) 246-4800


	New Smyrna Beach Campus
	386 10th Street
	New Smyrna Beach, Florida 32168
	(386) 423-6300


	DeLand Campus
	1155 County Road 4139
	Deland, Florida 32724
	(386) 785‑2000


	Deltona Center
	2351 Providence Boulevard
	Deltona, FL  32725
	(386) 789-7300


	Advanced Technology College
	1770 Technology Boulevard
	Daytona Beach, Florida 32124
	(386) 506-4100

Planning Council
(Co-Chairs: Angela Falconetti, Michelle McCraney)

Purpose
The College Planning Council serves as the point of consensus in a participatory process that identifies and analyzes issues of significant interest to the College community and develops recommended solutions or actions. Through the Planning Council, the President obtains recommendations for planning goals and objectives and budget allocation priorities. The Council also evaluates the use of planning and assessment results to improve the processes of teaching and learning, operations, and student services.

Membership
Council members are appointed by the President to serve a one-year term from July through June. The President accepts recommendations for membership from the employee constituent group heads and the President’s Cabinet (i.e., Cabinet). Typically, the Faculty Senate recommends 10 faculty members for service on the Planning Council to the President. The President, to ensure diversity and representation of all schools and campuses, selects half of the faculty members and draws upon the Faculty Senate recommendations for the other half.  Council members may be re-appointed, but it is expected that there will be opportunities for new appointees each year. Faculty members comprise at least half of the Council, professional and career employees each have two representatives, and administrators make up the remainder.  Each constituent head serves on the Council and the President of the Student Government Association is invited as the student representative.

Committees
Planning Council committees are working groups, charged by the Council to research issues and develop alternative solutions. Some committees are Standing, while others are Ad Hoc. At least two co-chairs are appointed annually by the President to lead each committee. Committee members are recommended by the constituent heads or the committee co-chairs and confirmed and appointed by the President. Committee members also serve a one-year term ending in June.  Co-chairs and committee members may be re-appointed, but it is expected that there will be opportunities for new appointees each year.

The Office of Institutional Research supports the Planning Council and committees. The results of the committees’ work are presented to the Planning Council for review and approval through a consensus process. Planning Council recommendations are forwarded to the President and Cabinet for action. The Cabinet may accept the recommendation in whole or in part, modify the recommendation or send the issue back to the Planning Council for further work. In any case, the Cabinet informs the Planning Council of decisions.

One of the Council’s most important responsibilities is to validate the annual institutional plan developed by the Strategic Planning and Assessment Committee. The Council forwards the draft plan to the President’s Cabinet for approval and submission to the District Board of Trustees no later than June but preferably in April or May. This document is distributed to Unit Managers with instruction that they are to develop their unit plans and budgets to support the developmental objectives, division priorities, and operational responsibilities. The units are provided a cost-to-continue base budget. The units are expected to justify any changes or increases to their vice president by showing the contribution of their proposal strategy to the developmental objectives and operational responsibilities.

The Planning Council prioritizes committee recommendations and requests for personnel and equipment from the vice presidents. The Council prepares a master list of ranked priorities with estimated budget impact. The rankings are forwarded to the President’s Cabinet for approval.  The Cabinet establishes the cost-to-continue budget, which includes current personnel, on-going expenses and obligations, as well as known cost increases (e.g. health insurance and utilities).  Once funding levels are known from the state and enrollment projections are developed, typically in June, the available resources are applied to the Council-recommended and Cabinet-approved priorities as far down the list as the dollars will stretch. Other priorities that were ranked but not funded continue to be considered as the College seeks grants, contracts, and private funding. If funding is not located for these priorities, the priorities can be brought forward the next year if a committee or vice president wishes to have it considered for funding in the operational budget.

At the conclusion of each year, the Council evaluates the planning process. Any suggestions for improvements or modifications to the structure or the process are reviewed by the Chair and the Cabinet for implementation in the coming year. The Council also reviews the end-of-year assessment.  Each unit and the vice presidents prepare a report on the progress of their unit plan, operational responsibilities, and developmental objectives. The Planning Office compiles this information into a report which includes an update on the College’s Core Performance Indicators of Institutional Effectiveness. Based on this analysis, the Council may recommend to the Cabinet areas requiring follow-up or corrective action in the coming year. If these recommendations are accepted, the vice president works with the appropriate unit managers to ensure that it is addressed in their plan.

A major focus of the 2011-12 Planning Council will be improving institutional effectiveness and efficiency. Key to the Planning Council’s work is enrollment, retention, and student success. In summary, the College planning and institutional effectiveness system is an ongoing cyclical process of planning, budgeting, implementation, and assessment. Results are used to identify improvement opportunities.

Committees for 2011-2012

Administrative Unit Review (S)	College Life (S)
Co-Chairs:  Max Nagiel, Michelle Parker	Co-Chairs:  Bruce Cook, Harun Thomas

Enrollment Development (S)	Faculty and Staff Development (S)
Co-Chairs:  LeeAnn Davis, Dick Pastor	Co-Chairs: James Greene, Harry Russo 

Grants (S)	Institutional Advancement (S)
Co-Chairs:  Mike Flota, Ted Sofianos	Co-Chairs:  Gabriel Gomez, Judy Haydt     

Institutional Technology (Support)	Instructional Program Review (S)
Co-Chairs:  Anindya Paul, Eric Urff		Co-Chairs: Rhodella Brown, James Backer, Nick Petropouleas                                                           

Operational Effectiveness & Accountability (S)	Strategic Planning & Assessment (S)
Co-Chairs:  Susan Antillon, Janet Parish		 Co-Chairs:  Mary Bruno, Dustin Weeks

Teaching and Learning (S) 
Co-Chairs: Susan Pate, Evan Rivers	


Standing = (S), Ad Hoc  = (AH)
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[bookmark: Library_Advisory_Committee]ARTICLE I:	NAME

This committee shall be known as the Curriculum Committee.

ARTICLE II:	MISSION AND PURPOSE 

MISSION
The mission of the Daytona State College Curriculum Committee shall be to oversee the curriculum process, to uphold high standards and quality of education, and to ensure internal consistency within academic proposals. 

PURPOSE
The Curriculum Committee is a standing committee within the college that deals solely with curriculum issues. The purpose and responsibility of this committee shall be to review and make recommendations on the following:

	New programs.

	*Major revisions to present programs.

	New courses. 

Major revisions to present courses (Not if these are changes in delivery of established courses).

	Additions/revisions to the General Education Core requirements.

	Credit hours for instructional contact, including laboratory activity.

Consistency of language in Student Learning Outcomes based on Bloom’s Taxonomy.

	Any other matter related to curriculum.

	*Major revisions are defined as:

		1.  Any change in credit hours or contact hours, unless mandated by the State.

2. Any changes in courses which will affect student learning outcomes in another program or department.

3.  Any addition or deletion of a major section in a course which results in a major change to the student (major) learning outcomes of the program as determined by that academic  department.

4.  Any changes in courses that are part of an established program that involves more than one department.

5.  Any addition or changes to the General Education Core requirements unless mandated by the State.


ARTICLE III:	MEMBERSHIP

Section 1 - Eligibility.  Any person who is eligible to be listed in the College catalog under full-time faculty shall be eligible for membership.

	Mike Curb College of Arts, Music and Science Faculty - 4
	(Each from Different Schools)  
	
	College of Business Administration Faculty - 	2
	(1 BAS - School of Management + 1 from other Schools)

	College of Education Faculty	- 2
	(1 BSED - School of Education + 1 - School of Adult Education			            
	
	College of Engineering Technology and Occupational Programs Faculty - 	2
	(1 BSET - Engineering Technology + 1 from other Schools)
	
	College of Health, Human and Public Services Faculty - 3
	(1 Nursing + 2 from other Schools)

	Counseling Faculty - 1

										   Total          14

*Note:  Every effort should be made to assure that one of the 14 members is elected from a Branch Campus. 

Section 2 - Ex-Officio Members.  Director of Academic and Curriculum Services, Chairperson of the Faculty Senate, and a member of Teaching and Learning Committee.  

Section 3 - Faculty.  (Elected Membership).  All elected members of the committee shall serve a term of three (3) years.  Terms of office will begin in August and will terminate at the end of July three (3) years after election to office.  All elected members are eligible for re-election. Terms of office will be staggered so that elected members will rotate every three (3) years. 

Section 4 - Meeting Attendance and Vacancies.  Three (3) consecutive unexcused absences by an elected member may be cause for termination on this committee. Seats vacated prior to the fulfillment of the regular 3 year term may be filled by temporary appointments by the Curriculum Committee Chairperson in consultation with the Associate Vice President of the College in which the vacancy has occurred.  These vacancies will be permanently filled in the next regular election.  

Section 5 - Elections.  Each academic year, the committee chairperson in coordination with the Faculty Senate shall solicit nominations from the faculty of the respective colleges having vacancies.  Elections should be conducted before the end of the Spring Semester. Those nominees receiving the greatest number of votes cast within their respective colleges will be elected for a three (3) year term of office.

ARTICLE IV:	OFFICERS

The officers of the committee shall be a Chairperson and a Vice-Chairperson.  The officers shall perform the duties as prescribed in these Bylaws and by the parliamentary authority adopted by the committee.  These officers shall be elected by the committee to serve for one academic year.  The election of such officers will be held at the first organizational meeting each academic year.  They may be filled by elected members of the committee who have served for at least one year on the committee.  Officers are eligible for re-election.

ARTICLE V:	MEETINGS

Section 1 - Schedule.  The day and time of the regular meetings of the committee shall be decided by the members.

Section 2 - Special Meetings.  The Chairperson may call special meetings.

Section 3 - Minutes.  Minutes will be maintained on all regular and special meetings.

ARTICLE VI:	QUORUM AND VOTING

Section 1 - Vote.  Each member of the committee shall have one (1) vote. The Chairperson will conduct the meeting but will not vote unless there is a tie.  Ex-officio members may engage in the discussion, but will not have a vote.  A simple majority of the voting members present shall be required to pass any motion; in the event of a tie, the Chairperson will cast the deciding vote.

Section 2 - Quorum.  Eight (8) elected members of the committee shall constitute a quorum.

ARTICLE VII:	PROCEDURAL POLICIES

Section 1 - Deadlines. Proposals shall be submitted in writing through the Director of Academic and Curriculum Services to the committee at least seven (7) working days prior to the time set for consideration.

Section 2 - Open Meetings.  It shall be the policy of the committee to conduct all meetings as open meetings.

Section 3 - Recommendations.  Proposals approved by the committee will be recommended to the Vice President for Academic Affairs for approval. Proposals not approved by the committee shall be returned to the appropriate AVP.

Section 4 - Representation Before Other Committees.  The Chairperson or his/her designee will be the representative of the curriculum committee before the Planning Council or any other college standing committee as required.

ARTICLE VIII: PARLIAMENTARY AUTHORITY

The rules contained in the current edition of Robert’s Rules of Order shall govern the action of the committee in all cases where they are consistent with either these Bylaws or any special rules of order the committee may adopt.  If in conflict, the special rules of the committee will prevail.

ARTICLE IX: BYLAWS

Section 1 - Amendments.   These Bylaws can be amended at any regular meeting of the committee by three-fourths (3/4ths) of those voting members present, provided that the amendment has been submitted in writing prior to the meeting and such amendment, if passed, is approved by the Planning Council.

Section 2 - Review.  At each organizational meeting at the start of each new academic year, a subcommittee will be appointed to consider any revisions to the previous Bylaws.  Any revisions will be submitted to the Planning Council for approval.

Section 3 - Effective Date.  These Bylaws become effective immediately upon approval by the Planning Council







Library Advisory Committee


Purpose of the Committee:
To review the status of   Daytona State College Library Services Department as it affects the programs and curricula of the college, and as it relates to the standards of the various accrediting agencies; and to make recommendations for improvement as may seem necessary; 
To advise the Head Librarian on policy and operational matters, which may be brought to the committee from those departments represented by committee members, and to communicate back to the departments information on the services and resources offered by the Library; 
To review with the Head Librarian matters of long-range library planning, and to make recommendations where appropriate; 
To receive from the faculty or from any unit of the college, recommendations or suggestions that may aid in the development, promote efficient service, or encourage increased use of the Library. 
Membership:

The Head Librarian will ask the chair or equivalent of each academic department to appoint a faculty member from that department.  Members will serve for one year and may be reappointed.  

Chair:

A chair will be elected at the first meeting of the academic year to serve for one year.  The chair will preside over and conduct the meetings of the committee.

Meetings:
The  Daytona State College  Library Advisory Committee will meet at least once each Fall and Spring Semester and/or as requested by the Head Librarian for special circumstances.  
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Student Activities Fund and Scholarship Review Committee
	

PURPOSE:

Review and approve student activity requests that are to be funded by student fees (Fund 2).

Propose annual operational budget for student activities projects.

Organize, manage, and award Foundation scholarships.


Note:	The student activity budget is to be developed by November of each year, with budget request sheets distributed at least one month prior.


MEMBERSHIP:

The membership shall consist of seventeen (17) members, as follows:

Vice President of Student Development -- Co-Chair and Permanent Member
Director of Student Activities & Intramurals -- Permanent Member
SGA President -- Co-Chair and Permanent Member
One SGA Representative from each campus
Representative from Bursar’s Office
Student Representative from Nursing Program
Student Representative from Bachelor of Applied Science Program
Student Representative from Honors Program
Student Representative from Cultural Arts Program
Director of Athletics -- Permanent Member
Coordinator of the Fitness Center or Coordinator of the Aquatic Center
Scholarship Coordinator, ex officio member
Foundation Representative, ex officio member
Representative from the Financial Aid Office
Faculty Member

Note:	The term limit for all members shall be one (1) academic year.  The President shall appoint all non-student members.  The SGA President and Program Managers shall appoint all student members, as deemed appropriate.  All committee members will have voting rights except for those designated ex officio.


ORGANIZATION:

There shall be two sub-committees:  (1) Student Project Review Sub-Committee; (2) Scholarship Review Sub-Committee.

SUPERVISION:

The Committee shall be under the supervision of the Vice President of Student Development, who will be a permanent voting member.

MEETING SCHEDULE:

The Committee shall meet once a month, with the exception of January and February, when bi-monthly meetings will be necessary to meet the College’s budget deadline of March 31.

REPORTING:

The Committee will make its recommendations to the President’s Cabinet.

EVALUATION:

The Committee will devise a procedure for evaluating its effectiveness on an annual basis by requiring feedback from the clubs/programs whose projects have been funded.  It is recommended that this evaluation process include measurable results which directly correspond to program goals and objectives.
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Intercollegiate Athletic Committee

BYLAWS


ARTICLE I:	NAME

The name of this body shall be known as the Daytona State College Intercollegiate Athletic Committee. 


ARTICLE II:	PURPOSE

The purpose of this body is to assist the coaches and the Athletic Director in establishing and maintaining policies in accordance with national and state written directives concerning athletics. The committee oversight shall extend to policies concerning equity among the sports, resolution of conflicts within the programs, and appropriate action for students who appear to be in jeopardy of not maintaining academic standards.

The committee shall be an advocate for student, staff, faculty, and community issues concerning athletics. The committee shall provide a forum for individuals to express concerns about the athletic program. 


ARTICLE III:	MEMBERSHIP

Committee membership shall be made up of:

	6 faculty members,	
[bookmark: Employment_equity_affirmation]Three (3) members from Arts, Music and Science, 
A total of two (2) members from Health, Human and Public Services or Business and Technologies,
One (1) member from the Library, Counseling, or Academic Support Center,
	2 student-athletes, 
	2 coaches,
Athletic Director,
	Coordinator of Academic Support Services for Athletics. 
	
The Athletic Director shall serve as an ex-officio member.


ARTICLE IV:	APPOINTMENTS

Section 1	Election to the Committee: 
The coaching staff, faculty, and student members of this committee shall be elected by their respective constituencies. 

Section 2	Term: 
Committee members from the faculty and coaching staff shall begin their term in August and shall serve for 24 months.  Half of the committee members from the faculty and coaching staff shall be elected on even years and the other half shall be elected on odd years. 

Student members of the committee shall begin their term in August and shall serve for one academic year.  

If an elected committee member resigns before the term has been completed, then his/her constituency shall elect a replacement.

Section 3	Consecutive Terms: 
A committee member shall not serve more than two consecutive terms to allow for broad-based participation and representation from the college community. 


ARTICLE V:	OFFICERS

Section 1	Officers and Eligibility:
The officers of the committee shall be a chairperson and a vice-chairperson.  Any faculty member on the committee shall be eligible to hold office.

Section 2	Election to Office:
The officers shall be elected by the committee during the first meeting of the academic year and will serve for twelve months.  The election shall be determined by a simple majority vote.  If no candidate receives a simple majority, the Athletic Director shall cast the deciding vote between the top candidates. 


ARTICLE VI:	DUTIES OF OFFICERS AND REPRESENTATIVES

Section 1	Chairperson: 
The duties of the chairperson shall include, but not be limited to the following:
	(1)	Preside at the committee meetings
	(2)	Call any special meetings
	(3)	Set and distribute the agenda for meetings
(4)	Arrange for the recording and maintenance of all proceedings of the committee

Section 2	Vice-Chairperson: 
The duties of the vice-chairperson shall include, but not be limited to the following:

	(1)	Act in committee chairperson’s absence
	(2)	Assist the chairperson in his/her duties


ARTICLE VII:	MEETINGS

Section 1	Regular Schedule: 
The committee shall convene for an organizational meeting sometime during the first three weeks of Fall semester.  A minimum of two additional meetings shall be scheduled for the academic year.  The committee shall decide on the days and times of the meetings at the organizational meeting in the Fall.  The agenda shall be sent out to committee members at least one week prior to regularly scheduled meetings.

Section 2	Called Meetings:
Special meetings may be called by the chairperson or designee or upon written request of one-third of the membership.

Section 3	Records:
Minutes shall be maintained on all regular and special meetings.


ARTICLE VIII:	QUORUM AND VOTING

Section 1	Quorum:
A quorum shall consist of a simple majority of the voting members present.

Section 2	Voting:
Each member of the committee, except ex-officio members, shall have 
one (1) vote.  Ex-officio members may engage in discussion, but do not vote.  A simple majority of those voting members present shall be required to pass any motion.


ARTICLE IX:	PARLIAMENTARY AUTHORITY

Robert’s Rules of Order (current edition) shall govern the actions of this committee in all cases to which they are applicable and to which they are not inconsistent with these bylaws. Special rules of order may be adopted by the committee.




ARTICLE X:	BYLAWS

Section 1	Effective Date:
This set of bylaws shall become effective immediately upon the majority vote of the committee members, and subsequent approval of the Teaching and Learning Committee.

Section 2	Amendments:
These bylaws can be amended at any regular meeting of the Intercollegiate Athletic Committee by a two-thirds vote, provided that the amendment has been submitted previously to all committee members thirty days before the vote.

Section 3	Review:
These bylaws shall be reviewed annually by the Intercollegiate Athletic Committee at its first regularly scheduled meeting.
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About the Faculty Senate at Daytona State College... 

The Faculty Senate is the organization which represents the Daytona State College teaching and non-teaching faculty (such as counselors and librarians) in the college governance system.  All full-time faculty are voting members of the Senate and all adjunct faculty are ex-officio members.  A President and a Vice-President/Treasurer are elected annually.  The Faculty Senate President appoints a Secretary and a Parliamentarian annually.  Meetings of the Faculty Senate are held monthly from August to May, or as specified in the Faculty Senate Bylaws.

Since all faculty are members of the Senate, each individual bears the responsibility of self-representation and the further responsibility of implementing the Faculty Senate’s Purpose and Mission.  This is accomplished by attending and participating in Faculty Senate meetings, volunteering one’s expertise, ideas and time to one of the Faculty Senate committees targeting specific issues for study, and by offering recommendations on those issues to the Senate for action.  Many of those recommendations have found their way into college policy.  Through the collective effort of its members, the Faculty Senate is and will continue to be a rich source of the ideas so vital to our college and to any academic institution.

The Senate’s Mission...
The mission of the Faculty Senate is to provide Daytona State College faculty with leadership, to monitor and champion faculty interests, to promote and guarantee an environment of open exchange of ideas and intellectual resources, and to provide a forum in which faculty have opportunities to discuss their academic profession and the community in which they work. Faculty Senate fulfills its mission by accomplishing the following goals: (A) To represent faculty related to faculty development, welfare, and morale, and (B) To study, discuss, and recommend institutional objectives, policies, and procedures.

The names of the current Faculty Senate officers can be found by visiting our Web Site at:
http://www.daytonastate.edu/faculty_senate/. 

The Faculty Senate Awards...

The Faculty Senate presents six awards to honor four full-time faculty members, one adjunct and one career employee, Professional employee, or administrator, who have excelled in their field and gone beyond the call of duty to help students and faculty.  Each year, the selection process is initiated by documented nominations from the membership, which then are evaluated thoroughly by a committee composed by the Faculty Senate officers, the past award recipients and members of the Faculty Senate Nominating committee.  Careful consideration is given to providing each department with representation on the selection committee. 


Faculty Senate Bylaws and Constitution
ARTICLE I: Name
The name of this organization shall be the Daytona State College Faculty Senate.
ARTICLE II: Mission & Goals
The mission of the Faculty Senate is to provide Daytona State College faculty with leadership, to monitor and champion faculty interests, to promote and guarantee an environment of open exchange of ideas and intellectual resources, and to provide a forum in which faculty have opportunities to discuss their academic profession and the community in which they work. Faculty Senate fulfills its mission by accomplishing the following goals: (A) To represent faculty related to faculty development, welfare, and morale, and (B) To study, discuss, and recommend institutional objectives, policies, and procedures.
ARTICLE III: Membership
Section A -- Full-time Faculty.
All Daytona State College full-time faculty are eligible members of the Faculty Senate. 
Section B -- Adjunct Faculty.
Members of the adjunct faculty are non-voting members in the Faculty Senate and may submit meeting topics, in writing, to the President of the Faculty Senate for consideration as agenda items.
Section C -- Dues.
Voluntary dues of $10 per annum will be collected from each faculty member during the fall term.
ARTICLE IV: Officers 
Section A -- Officers.
The elected officers of the Senate shall be a President and a Vice-President/President -Elect. The appointed officers of the Senate shall be a Treasurer, Secretary, Parliamentarian and Historian who are appointed by the President. The Immediate Past President shall serve as the Nominating Committee Chair.
Section B -- Terms of Office.
The officers shall be elected by the Senate during March and shall serve for twelve months being sworn in at the April Faculty Senate meeting following the March election.
Section C -- Qualifications.
The offices of the organization may be filled by any tenured full-time faculty member.
Section D -- Schedule for Election
In September, the Immediate-Past President shall appoint a nominating committee to conduct and supervise elections. No member of the nominating committee shall be eligible for candidacy.
In January, the nominating committee shall send notices to the faculty to inform them of the upcoming election and to request nominees.
In February, upon receiving the nominations, the nominating committee shall present a slate     of candidates to the Faculty Senate, and shall compile a professional profile and statement of intent from each candidate to be distributed to the faculty.
No later than March 15, the election ballots shall be distributed to the faculty.
No later than March 30, election ballots shall be returned. The ballots shall be counted by the nominating committee (other than candidates) and the results communicated to the faculty of Daytona State either through the minutes or by special memo.
The election shall be determined by simple majority. If no candidate receives a simple majority, a run-off will be conducted between the top two candidates and shall be completed by April 15.
Section E -- Vacancy.
If the office of the President becomes vacant, the President-Elect will become President for the remainder of the unexpired term and continuing through their expected term as President. The President will fill appointed officer vacancies through appointment. In the event that the Immediate Past-President is unable to serve as Nominating Committee Chair, the President shall appoint a Nominating Committee Chair. In the event of a Vice-President/President-Elect resignation, the nominating committee shall solicit nominations from the faculty and conduct an election to replace the Vice-President/President Elect for the remainder of the term.
Section F -- Duties.
The officers shall perform the duties as prescribed in these bylaws and by the parliamentary authority adopted by the Faculty Senate. These duties shall include, but not be limited to the following.
The President shall:
Preside at the Faculty Senate Meetings.
Appoint all standing and ad hoc committee members.
Appoint members to other college committees as required.
Appoint a Secretary, a Treasurer, a Parliamentarian and a Historian.
Call meetings as needed.
Serve as ex-officio member of all committees.
Serve as a representative to the Planning Council.
Serve as an advocate for faculty.
Mediate in faculty disputes when appropriate.
Submit a year-end report to the Faculty Senate.
Prepare a list of meeting dates to be approved by the Faculty Senate.
Serve or appoint a representative to serve on appropriate statewide coalitions or commissions.
The Vice-President/President-Elect shall: 
Act in the President's absence.
Assume the Office of the President at the end of the term of President-Elect.
Assist the President in all his/her duties.
The Secretary shall: 
Be present at all Faculty Senate meetings and record the minutes.
Distribute within seven working days the minutes of all Faculty Senate meetings to all faculty members.
Prepare and distribute an Agenda which will include faculty items of business to be discussed at the next Faculty Senate meeting.
Notify faculty of times and dates of scheduled and special meetings.
Assist the President and the Vice-President/President-Elect in any clerical work needed.
The Treasurer shall: 
Maintain the Senate Treasure.
Collect and deposit dues to the Senate account.
Safegaurd and distribute Senate funds as authorized by the Senate.
Present a financial report at each regular meeting.
The Parliamentarian shall: 
Be present at all Faculty Senate meetings and shall advise members on the application of "Robert's Rules of Order."
Advise members on the application of the Faculty Senate Constitution and Bylaws.
The Historian shall: 
Maintain the Senate historical file.
The Immediate Past-President shall: 
Chair the Nominating Committee
Perform other duties as assigned by the President.
ARTICLE V: Planning Council Representatives
Section A -- Representatives.
Planning Council Representatives shall be elected by the faculty of the appropriate area and shall include the President of the Faculty Senate, as described in Section A, Article IV, as well as seven additional Faculty Senate members. The allocation of the seven additional Faculty Senate representatives shall be determined by the Nominating Committee in January of each year proportionate to the faculty members in each division. In the event that proportionate representation of each division is not practicable, the Nominating Committee shall combine divisions as appropriate for representation.
Section B -- Term of Office.
The representatives shall be elected by the Senate during March and will serve for 12 months, commencing with the first Planning Council meeting of the following fiscal year.
Section C -- Succession.
Representatives may serve no more than two consecutive terms. In case of a vacancy the nominating committee shall solicit nominations from the faculty of the appropriate area. The slate shall be voted on by secret ballot at the next regular meeting, by mail or electronically, and the person newly elected shall serve the remaining term.
ARTICLE VI: College Wide Promotion and Tenure Committee
Section A -- Representatives.
Promotion and Tenure Committees Representatives shall be elected by the college-wide faculty. The allocation of the faculty representatives to the Promotion and Tenure Committee shall be determined by the Nominating Committee in September of each year proportionate to the faculty members in each division.  In the event that proportionate representation of each division is not practicable, the Nominating Committee shall combine divisions as appropriate for representation. The number of faculty representatives shall constitute a majority of the membership of the Joint Promotion and Tenure Committee.
Faculty Representatives are not eligible to serve if they are applying for promotion or tenure during their elected term. Promotion and Tenure Committee Representatives may not serve on departmental promotion and tenure committees.
Section B -- Term of Office.
For the purpose of continuity, the representatives shall be elected by the Senate during October and will serve for 24 months, beginning with the first Faculty Senate meeting following their election.
Section C -- Succession.
Representatives may serve no more than two consecutive terms. In case of a vacancy the nominating committee shall solicit nominations from the faculty of the appropriate area.  The slate will be voted on bysecret ballot at the next regular meeting, by mail or electronically, and the person newly elected shall serve the remaining term.
ARTICLE VII: Impeachment
Any member may initiate an officer's or representative's removal by the following procedure.
Petition Nominating Committee with signatures of one third (1/3) of all voting members.
Petetion should state reason for removal.
Nominating Committee shall then notify officers and call for removal vote withinfourteen days of the filing of the petition.
Membership shall be notified at least one week prior to removal vote.
The petition's stated grievances shall be made public and the officer or representative charged shall be allowed to respond to the charges of the petition.
Removal from office shall require a majority vote of all voting members.
ARTICLE VIII: Appointed Committees of the Faculty Senate
Section A -- Standing and Ad Hoc Committees.
All Standing Committees shall be appointed annually in September by the Senate President.  They shall include a Nominating and Elections Committee, a Bylaws Committee and committees to mirror the Planning Council Committees, Ad Hoc Committees may be established as needed.
Section B -- Role of Committees.
The role of all Faculty Senate Committees shall be to work on behalf of the Faculty. The committee will research issues proposed bt the Faculty at Faculty Senate meetings and submit all proposals to Faculty for approval.  The chair of each committee mirroring Planning Council Committees shall be responsible for insuring attendance at the associated Planning Council Committee meetings.
Section C -- Operating Procedures.
Chairs
Each committee shall elect a chairperson at the first meeting of the academic year.

Duties
Each committee shall prepare a plan of action for the new year.  The chairperson of each committee shall present a written annual report to the Faculty Senate summarizing the results of the committee's work. Progress reports and recommendations or action shall be e-mailed to the Faculty Senate President at least four (4) working days before each Senate meeting.

Procedures
During Senate meetings, faculty shall direct committees to research items of concern. At subsequent Senate meetings, the committee chairs shall present written recommendations for faculty discussion. At the following regular meeting, those recommendations shall be subjected to a vote, and all faculty shall be expected to abide by the majority vote whether they are present at the meeting or not. Items requiring administrative action shall then be presented to the College Administration by the Faculty Senate officers and committee chairs. Committees shall not be authorized to negotiate directly with administration and the administration is advised that any drafts originating at the committee level may not carry a faculty mandate.
ARTICLE IX: Meetings
Section A -- Schedule.
A calendar of Faculty Senate Meetings shall be determined at the first meeting during the August planning session. The day and time of regular meetings of the Faculty Senate shall be decided by the members.

Section B -- Called Meetings.
A special meeting may be called by the Senate President or by the Vice-President/President Elect, as long as all members are notified in writing at least one week before a called meeting. Upon written request of at least one-fifth of the membership, a special meeting may be called by the Senate President or by the Vice-President/President Elect. All members must be notified in writing at least one week prior to a called meeting.

Section C -- Agenda.
Meeting agendas should conform with the following format:
Call to Order
Routine Business
Approval of Minutes
Updates and Announcements
Reports of:
Standing Committees
Ad Hoc Committees
Report by Faculty Senate President
Other reports
Unfinished Business Arising from Previous Meeting
New Business
Public Comments
Adjournment

ARTICLE X: Quorum and Voting
Section A -- Quorum.
A quorum shall be the members present at the meeting or represented by mail (including electronic mail originating from official college servers or systems) or ballot (including electronic ballot) during the time frame defined in prior notice of the virtual meeting.

Section B -- Vote.
A simple majority vote of the quorum shall constitute a majority.

Section C -- Member's Vote.
Each member of the Senate shall have one vote.
ARTICLE XI: Parliamentary Authority
"Robert's Rules of Order" (current edition) shall govern the Faculty Senate in all instances in which they are applicable, except when they are inconsistent with these bylaws or with the policies and procedures of the College, the Board of Trustees, or the State of Florida. Special rules of order may be adopted by the Senate.

ARTICLE XII: Bylaws
Section A -- Amendment.
The Bylaws may be amended at any regular meeting of the Faculty Senate by two-thirds vote of those voting, provided that the amendment has been submitted previously to all Faculty Senate members thirty days before the vote.

Section B -- Review.
The Bylaws may be reviewed annually by the Faculty Senate.

 ASSOCIATION of FLORIDA COLLEGES
 (AFC)

The Association of Florida Colleges, formerly the Florida Association of Community Colleges, is the professional association for Florida's 28 public community and state colleges, their Boards, employees, retirees, and associates. The mission of the Association is to actively promote, democratically represent, support and serve the individual members and institutions in their endeavors to provide their students and the citizens of Florida with the best possible comprehensive community college educational system. (Web site www.facc.org)

As an employee of the college, you are entitled to become a member of the Florida Association of Florida Colleges (AFC).  The AFC has been in existence since 1949.  It has a statewide membership of over 9,000.  Meetings, workshops and conventions are announced and are open to all employees.

Daytona State College’s Local Chapter sponsors educational, community service, and social activities.  

A Local Chapter AFC (FACC) Book Scholarship is available to members of one year or more.

The dues are rated according to salary:	$10 per year - Adjunct Faculty/Retirees
	$35 per year ‑ under $30,000/year
	$40 per year ‑ over $30,000/year
	$50 per year – over $75,000/year


For more information, contact Allie Ryan, ext. 4588, President 2010-2011, Daytona State College’s Chapter, or any of the chapter officers listed below.

2011 Chapter Officers

	Name
	Office
	Campus  
	Ext.

	Allie Ryan
	President
	Daytona Beach
	4588

	
	President – Elect
	
	

	
	Membership Chair
	
	

	
	Treasurer
	
	

	
	Secretary
	
	

	
	Past President 
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EMPLOYMENT EQUITY AFFIRMATION

Daytona State College ensures equal employment opportunity and equal access to all applicants and employees applying for employment or promotion without regard to race, ethnicity, religion, national origin, age, gender, disability, marital status, veteran status, ancestry, or political affiliation.  Accordingly, DSC ensures the following employment strategies:

All job applicants shall receive full equal employment opportunity and are treated with fairness and dignity;
Employee-screening committees shall utilize only nondiscriminatory pre-employment inquiries to extract only job-related background information from job applicants, any and all inquiries should only be performed after careful consultation with the Human Resources department.  All pre-employment inquiries shall (a) be job-related, based only on the essential functions, education and experience requirements and knowledge, skills and abilities of the job in question, (b) be valid predictors of successful job performance, (c) carry out the business purpose they are designed to serve, (e) be justified by business necessity; (f) not be phrased in ways that raise any suspicion that an applicant is being singled out or being treated unfairly because of his/her race, national origin, religion, sex, age, disability or veteran status;
Employee-screening committees shall submit their interview questions to the Human Resources department for equity review and approval before commencing any interview process;
No employment decisions shall exclude individuals from Daytona State employment because of race, ethnicity, religion, national origin, age, gender, disability, marital status, veteran status, ancestry, or political affiliation.  Committee members serving on screening committees shall ensure adherence to the following guidelines for employee-screening committees;
All applicants to be interviewed shall meet all the required minimum qualifications (i.e., work experience, level of education, and knowledge, skills and abilities) posted in the relevant job classification, job description (i.e., specification) and job announcement;
All qualified veterans, applying for career service positions, shall receive Veterans’ Preference in compliance with Florida Statutes, if they satisfy the minimum qualifications for which they are applying and if they provide the required Veterans’ Preference documentation.  
Employee-screening committee members shall review all applicable job applications and participate in every phase of their respective screening processes, and especially during the applicant interviews;
The discussions and written comments of all employee-screening committees shall remain job-related.

Revised 08.24.11 by HR
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	During the 1993-94 academic year, a committee of more than twenty faculty undertook a review of the core curriculum at Daytona State College (then DBCC) -- especially the outcomes we work towards as common goals.  What emerged was the document which follows, which we entitled "Dimensions of the Core Educational Experience."  Three distinct factors emerged from this review: goals dependent on the curriculum we offer, goals dependent on how we teach, and goals dependent on the student's degree of commitment and active participation.  Five major areas of study emerged.  These major areas do not correspond to courses or even to departments; rather they are modes of inquiry, kinds of knowledge and ways of knowing which inform our teaching and learning across disciplinary boundaries.  

	This document was used to guide the revision of general education requirements.  The goal was to create and sustain a culture and an environment where pursuit of the goals articulated, as the "core educational experience" is the central and constant activity of both faculty and students.  Currency in our fields and the best possible teaching are not so much goals to be reached as they are a constantly receding horizon to be pursued, guided by the outcomes we have agreed upon to be appropriate for the students the College is preparing for the future.

	During the 2001-2002 academic year another committee of twelve faculty reviewed the document produced during the 1993-94 academic year.  After an intensive review the committee found the goals established in the “Dimensions of the Core Educational Experience” to be current and responsive to the needs of students.  The general education requirements continue to provide students with the flexibility to choose courses that satisfy general education requirements as well as complete the necessary prerequisites for transfer to upper division studies.   Additionally the list of courses included in the general education requirements is easily modified when new courses are proposed to the Curriculum Committee.

	The general education core requirements were reviewed over the years and modifications were made as needed. In 2010-2011, a faculty committee made changes to the general education core courses and goals for the 2011-2012 academic year. The general education components were aligned with the new institutional outcomes. These changes took affect for the fall semester, 2011. 

	Please review the General Education mission statement and program goals at  http://www.daytonastate.edu/catalog/acadinfo/general_education_mission_statement.html .

	Please review the general education requirements at http://www.daytonastate.edu/catalog/acadinfo/general_ed_reqs_for_aa.html .  

	Please review the general education requirements for the AS degree at http://www.daytonastate.edu/catalog/acadinfo/general_ed_reqs_aas_as.html .

In coordination with the 2011-2012 College Catalog Revision Process, the following General Education Mission Statement was developed for inclusion in the new college catalog.

GENERAL EDUCATION MISSION STATEMENT
General education at Daytona State College constitutes the academic preparation for participation in a pluralistic society and global community and is the basis for lifelong learning. It is a framework for the acquisition and use of broad bodies of knowledge and a foundation of intellectual, social and ethical skills and behaviors. Through the general education curriculum, students will acquire the skills necessary for:
Critical/Creative Thinking 
Communication 
Cultural Literacy 
Information and Technical Literacy 
General education requirements comprise an important part of the hours necessary for the associate of arts and associate of science degrees.
Daytona State College considers the knowledge, skills and attitudes cultivated by the general education curriculum vital for educated men and women in our society.
General Education Competency Components
	Competency
	Component

	Critical/Creative Thinking
	Students will use systematic and creative thinking skills to analyze and evaluate issues and arguments, to solve problems, and/or to make decisions.

	Communication
	Students will be able to read, write, and exchange information, ideas, and concepts effectively.

	Cultural Literacy
	Students will understand the impact of the variations among and within cultures.

	Information and Technical Literacy
	Students will use appropriate technology to locate, evaluate, and effectively process information.



The General Education Competency Components are the same as the Institutional Outcomes, as noted on the following page.





Institutional Outcomes 2011-2012

The standards that Daytona State College students must meet prior to graduating: Critical/creative thinking; cultural literacy; communication; information and technical literacy.
Critical/Creative Thinking. Students will use systematic and creative thinking skills to analyze and evaluate issues and arguments, to solve problems, and/or to make decisions.
	Critical/Creative Thinking may include but not be limited to:
Logical reasoning: The ability to evaluate arguments for their logic, validity, relevance and strength.
Problem-solving and decision-making skills: The ability to identify and define problems/issues, recognizing their complexity, and considering alterntive viewpoints and solutions.
Scientific reasoning: The ability to use the critical skills of observation, analysis, and evaluation.
Quantitative reasoning: Computation, application and inference.
Qualitative reasoning: Incorporates personal experience, human perception and human values (i.e., creative thinking, aesthetic reasoning, ethical reasoning).
Communication. Students will be able to read, write, and exchange information, ideas, and concepts effectively.
Communication may include but not be limited to:
Reading comprehension and active listening.
Effective interpersonal communication.
Effective public communication in semi-formal and formal settings.
Writing that has a clear purpose in relation to an appropriately targeted audience.
Writing that is focused, developed, organized, coherent, unified and correct.

Cultural Literacy. Students will understand the impact of the variations among and within cultures.
Cultural Literacy may include but not be limited to:
Knowledge of, respect for, and sensitivity towards individuals of diverse ethnicity, age, gender, sexual orientation, and religious affiliations as well as towards those individuals with diverse abilities and from diverse socio-economic classes.
Awareness of populations and countries worldwide.
Social responsibility.
Ethical values of good citizenship.
Aesthetic values and artistic endeavors across diverse cultures.
Variations of human behavior.
Interdependence between culture and the environment.
Information and Technical Literacy. Students will use appropriate technology to locate, evaluate, and effectively process information.
Information and Technical Literacy may include but not be limited to:
Finding and evaluating relevant resources and data.
Using appropriate technologies to conduct and/or present inquiry and research.
Citing and documenting resources appropriately.
Ability to navigate within a digital environment.
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	Each instructor is required to give a printed syllabus specific to the course and semester to every student enrolled in the class.  Give students specific information about each of these topics listed below:

1.	Course Information:  course title, course number, and credit hours

2.	Text, Readings, Materials, Equipment:

3.	Course Descriptions and Objectives:  refer to Master Course Outline, available from department chairperson, for course outline and objectives approved by the Curriculum Committee and responsible department.

4.	Instructional Methods:  lectures, cooperative learning, field trips, volunteer work, discussion, internships and others

5.	Information About Instructor:  full name, title, office location and phone number, and office hours.   Adjunct Faculty should provide a telephone number where students can leave messages.  Phone mail is available to adjunct faculty for this purpose.   Contact department chairperson to have a Phone Mail number assigned.

6.	Safety or Health Rules: (if applicable)

7.	Grading Policy:  must be clearly defined.  A clear grading policy in writing resolves many student complaints.

8.	Attendance and Lateness Policy:  This policy may be tied into final grades.

9.	Course Schedule:  due dates for assignments, projects, field trips, required special events, etc.  Instructors may want to indicate that the schedule is subject to change.

10.	Available Support Services:  Academic Support Center and College Writing Center for tutoring, computer labs, counseling, etc.

11.	Academic Dishonesty Policies:  plagiarism, cheating, etc. (See policies in current College Catalog).


	EACH DEPARTMENT HAS SAMPLE SYLLABI ON FILE.  Call the department chairperson for copies.



See the Syllabus Template on the following pages. This template is located inside the College’s portal for easy access.  The template is also accessible through the College’s learning management system.

Uploading the Syllabi to Faculty Web Pages

Follow the Uploading a Syllabi User Guide to for the procedure to upload a syllabi.  

To access that faculty web help page,  just type webhelp.dayontastate.edu (no http, no www) into your browser, and click on Faculty Web Page User Guides & Tutorials.   Faculty members needing help or assistance with their pages may email   helpdesk@daytonastate.edu  where a request for web assistance will be created. Faculty will be assisted promptly.

Course Policies and Syllabus 
Course Number: 	Give the Course Number and Title 
Instructor:	 Your Name
Title:		Your Title
Office: 	Location, including campus
Office Hrs:	Give your office hours that will allow students to call or visit
Phone:	Your phone number (extension also)		FAX:	Give your fax number
Email:		name @daytonastate.edu
Department Homepage:	Give URL address for department homepage
Faculty Web Page:	Give URL address to your college website
Course Description: Refer to Master Course Outline, available from department chairperson, for course outline and objectives approved by the Curriculum Committee and responsible department.  Include the pre- and co-requisites. You can also provide a link to an electronic copy of the Master Course Outline. 
Student Learning Outcomes:  Upon completion of this course, the student will be able to
Copy/paste outcomes from the Master Course Description
Class Format:  Include an explanation of online use and the format of the class.  Explain course access information if using the online component. Include the link to Florida Online (http://online.daytonastate.edu).
Required Textbook(s): Give the title, author, publisher, publisher date and ISBN number. Also give the link to Daytona State College Bookstore http://shop.efollett.com/htmlroot/storehome/daytonabeachcommunitycollege173.html

Equipment and Supplies:  Give a brief description of technology required, software requirements, additional needs for the classroom, etc.
Important Links:  List different links that students will use and a brief description.
Classroom Policies: 
Disclaimer: Teaching policies and regulations for this course are not open for discussion or negotiation. This syllabus has been constructed to be as complete as possible but is by no means a binding document. I reserve the right to alter policies, procedures, and the syllabus as needed. Please utilize the website regularly as any changes to the syllabus will be posted there.
How to proceed through the course: (i.e. is the course organized around modules, units, or lessons? Should the students begin each unit with notes and text readings then precede to discussion questions self-tests, outside web links? Include appropriate links to sections in syllabus or to online course content). Instructors may want to include a brief explanation of each course tool. Florida Online course tools include the following: glossary, resources, course content module, grade book, student presentations, and student progress.
Handling of assignments: How to submit assignments (in class, electronically in drop box, email, public post, etc.), deadlines, where to find assignments, late assignments. Include a link to detailed schedule of assignments.
Communication: Describe how communication should be handled in the classroom and/or through electronic communication tools, if they are being used, (email, Internet email, discussion boards, and chat). Include communication expectations. Examples: Students may expect responses to email and phone mail within 3 business days. Students may expect assignments grades within one week after submission. Students must login to Florida Online every 48 hours. If the course is online, the students must communicate with the instructor at least once each week.  Be specific if students are required to post in discussion boards.  Specify which discussions are required for a grade and which ones are just for information.  Be specific also if students are required to participate in chats.  Specify which chats are required for a grade. 
Interaction: Explain requirements for interaction such as games, group projects, discussion board postings and responses, linking to outside resources, time on task recommendations.
Attendance and Lateness Policy: This policy must be clearly stated and can be tied into the final grades.
Late Work/Make-up Work and Exams:  This policy must be clearly stated. 
Classroom Etiquette:  Example: All students should be on time for class. Attend to your needs before entering the room. Students who come late or leave during the class are a distraction to both the instructor and other students. The use of cellular phones, MP3 players and other electronic devices is also a distraction. Please ensure electronic devices are off (or on silent alert). If an emergency arises, please be courteous to your fellow students and leave quietly.  Finally, cell phones, watch alarms, beepers, etc. are strictly prohibited in the examination room. 
Student Rights & Responsibilities (see Student Handbook at http://www.daytonastate.edu/current.html. Daytona State College is committed to providing you with quality instruction, guidance, and opportunities for academic and career success by fostering academic excellence in a supportive and personalized learning environment. Maintaining high standards of academic honesty and integrity in higher education is a shared responsibility and an excellent foundation for assisting you in making honorable and ethical contributions to the profession for which you are preparing. In order to preserve academic excellence and integrity, the College expects you to know, understand, and comply with the Academic Integrity Policy, which prohibits academic dishonesty in any form, including, but not limited to, cheating and plagiarism. Grades conferred by instructors are intended to be, and must be, accurate and true reflections of the coursework actually produced and submitted by you.  
[bookmark: Forms_of_Academic_Dishonesty_]All cases of suspected violations of the Student Code of Conduct, including academic dishonesty, are reported to the Judicial Affairs Office for resolution. 
Forms of Academic Dishonesty 
Cheating- Cheating can be defined as: receiving or giving unauthorized assistance on a quiz, test, exam, paper, or project or unauthorized use of materials to complete such; collaborating with another person(s) without authorization on a quiz, test, exam, paper, or project; taking a quiz, test, or exam for someone else or allowing someone else to do the same for you. 
Plagiarism -Plagiarism can be defined as: submitting work in which words, facts, or ideas from another source are used without acknowledging that the material is borrowed whether from a published or unpublished source. For specific information on how to document information from other sources, students should check with their instructors, academic departments, or a recognized writing manual, such as the MLA or APA. 
[bookmark: Other_Academic_Misconduct]Fabrication -Fabrication can be defined as: listing sources in a bibliography that one did not actually use in a written assignment; presenting false, invented, or fictitious data/evidence in a written assignment. 
Other Academic Misconduct: Other Academic Misconduct might include, but is not limited to: 
In a testing situation, conduct, such as, looking at a classmate's test, talking to a classmate, or leaving the classroom without the instructor's or proctor's permission. 
Obtaining part or all of a test by theft/purchase, OR selling /giving part of all of a test to someone else. 
Entering an office or building for the purpose of changing a grade on a test, assignment, or in a grade book or for the purpose of obtaining a test. 
Altering or attempting to alter academic records of the College which relate to grades; being an accessory to same. 
College Network Acceptable Use Policy: The purpose of this policy is to outline the acceptable use of the network and resources provided by Daytona State College and to establish a culture of openness, trust, and integrity.  Please make yourself very aware of this policy by clicking these two links:  
http://www.daytonastate.edu/current.html  (see Student Handbook))
http://online.daytonastate.edu/docs/acceptable_use.pdf (Florida Online)
The Division of Library and Academic Support provides the following free services to students:
Academic Support Center: The Academic Support Center (ASC) assists students to achieve their potential by providing the resources needed to become successful, independent learners. ASC centers are available on all campuses providing academic support in the form of tutoring, learning sessions, instructor assistance, supplemental instruction and various workshops. For more information please go to http://www.daytonastate.edu/asc/ or email ASC@DaytonaState.edu.
College Writing Center: The College Writing Center assists students, staff, and faculty to become better writers through face-to-face or virtual consultations (up to 45 minutes) and workshops. As the hub for writing at Daytona State, staff work with all writers at any stage of the writing process—so whether  brainstorming ideas for a psychology paper, or haven’t started yet, or need a new perspective in the revision of a letter,  consider meeting with the staff at the Writing Center. Scheduling appointments are recommended; call (386.506.3297) or visit the website www.daytonastate.edu/cwc for more information. 
Library Services: Daytona State Library Services offers many types of resources to support research needs (or just your curiosity).  These resources include everything from e- books to online databases containing countless number of full-text newspapers, magazines and scholarly journals.  Many of the resources can be accessed from the web 24/7.  A staff of very helpful librarians is available for guidance to the best resources for any type of project.  E-mail the librarians, and/or call 386-506-3518, or check out the website for more information.
Technical Support is available for Falcon mail, printing, web usage, Desire2Learn, and more.  Students may call 386-506-4AID (4243) or e-mail falconaid@falconmail.daytonastate.edu. Local access numbers for your area are:
	DeLand/Deltona 	 (386) 785-2000 ext. 4243
	Flagler/Palm Coast	 (386) 246-4800 ext.4243
	New Smyrna		(386) 427-3472 ext. 4243
	Ormond/Daytona	(386) 506-4243
[bookmark: table02]
The Falcon Aid hours of operation are:
	Monday – Thursday 	8:00 AM – 10:00 PM
	Saturday		8:00 AM – 4:00 PM
[bookmark: table03]Times may vary during holidays and special circumstances.
Evaluation/Assessment Methods:  Explain how the students will be assessed accomplishing the course student learning outcomes. Include an explanation of types of evaluations such as essays, research papers, quizzes, tests, group projects, discussions either electronically or face-to-face, etc. Include rubrics or schematics used in the grading process. Instructors may also want to include a rationale for each method of evaluation and/or link the evaluation method to the course outcome. Link to or give a detailed schedule of assignments and/or detailed assignment descriptions.
Grading Policy:  It is very important that the instructor be able to explain and understand their own grading policy. Include in this area requirements, policies, how grades are determined, extra credit, make up, term papers. Be specific. Use either a weighted grading system or a point system and give the grading scale. 


 	Example:
Grades are based on overall points accumulated on class participation/attendance, assignments, quizzes, a term paper, and the final exam.  In addition, to successfully complete the course with a grade C or higher:
70% or more of all assignments must be completed by specified due dates,
Completion of each assignment with 70% points or more.
Points per Task:
	Participate/attendance 30 meetings @ 2 points each
	60

	10 Assignments @ 15 points each
	150

	Term Paper
	100

	4 Quizzes @ 50 points each
	200

	Final Exam
	200

	TOTAL  Points Available 
	710


Grading Scale:
	Number of Points Earned
	Percent
	Grade

	639 – 710
	90% - 100%
	A

	617 – 638
	87% - 89% 
	  B+

	568 – 616 
	80% - 86% 
	B

	546 – 567 
	77% - 79% 
	  C+

	497 – 545
	70% - 76%
	C

	475 - 496
	67% - 69%
	  D+

	426 – 474
	60% - 66%
	D

	0 – 425
	0% - 59%
	F


An incomplete grade will NOT be given UNLESS the following criteria are met:
A request in writing is submitted to the instructor prior to last three weeks of class,
All assignments, term paper, and quizzes were completed at that point in time,
The student has a grade C or higher at that point in time.
Class Schedule:  Topic sequence, assignment deadlines, quiz and test dates, etc., often in table form. 
Withdrawal Process:   Students can withdraw from this class prior to the date listed in the Academic Calendar. It is not necessary to have approval from the instructor to withdraw from the course, but you should discuss the situation with the instructor prior to any action. Many times issues and concerns can be resolved with communication. Please also check with the Office of Financial Aid to determine how this withdrawal might affect your current and future aid eligibility. If the decision has been made to withdraw, you should 
Go to Falconet and login 
Go to the Registration and Records Menu
Go to Class Registration and continue to the next page
Select the term you are registered for
Select the class you want to withdraw from and select the Drop button
Students with Disabilities:    If you need academic accommodations, such as private testing, interpreters, note takers, etc., please give me a current letter from Student Disability/Counseling Services that verifies your need for specific accommodations. Please make an appointment with me as soon as possible to discuss the accommodations. See Daytona State website for more information http://www.daytonastate.edu/sds/  or see the Student Handbook at http://www.daytonastate.edu/current.html .

[bookmark: _GoBack][bookmark: Recording_Student_Attendance]

[bookmark: Faculty_Code_of_Ethics_to_Students]Faculty Code of Ethics to Students
Daytona State strives to protect academic freedom, to help preserve the highest standards of teaching and to advance the mission of the college as an institution of higher learning. In doing so, it requires that faculty be sensitive to the potential for abuse inherent in any authority relationship, keeping in mind that the instructor/student relationship is essentially unequal. It is expected that faculty members demonstrate respect for students as individuals, and adhere to their proper roles as intellectual guides and counselors. The standards of conduct include, but may not be limited to:
Treat all students with fairness and respect, striving to be fair in the evaluation of student work.
Encourage free discussion of ideas between students and yourself.
Do not disclose information about students obtained in the course of professional service.
Do not pursue personal and unethical relationships with students that may hinder any student’s academic progress or create a situation in which any student is either favored or negatively impacted on ground other than academic performance.
Do not enter into a sexual relationship with a student while engaged in a professional relationship. Meet classes as scheduled, maintain office hours, and provide reasonable means for student access to course information.


[bookmark: Field_Trip]Field Trip Procedures

In order to sponsor a field trip, the faculty member must complete the following steps:

Out-of-district field trips require approval by the Board of Trustees.  This requires advanced planning such that the request can be placed on the Board agenda prior to the proposed travel date.

Complete the Field Trip Proposal form and submit the proposal to the department chairperson and appropriate campus or instructional dean for approval.  This proposal should be submitted three (3) weeks prior to the proposed date but early enough to be placed on the Board agenda if travel is out-of-district. 

Complete an application for leave form and request for temporary duty leave.

If a College vehicle is to be used, complete the vehicle reservation form to reserve a College vehicle.  This form should be submitted to the Physical Plant Department prior to the field trip.

A roster of students and faculty participating in the field trip should be left with the department chairperson, Campus Safety and Physical Plant (if using a College vehicle).  The student release form must be completed by each student and submitted to Campus Safety along with the roster.



Recording Student Attendance

Daytona State must be able to verify that a given student has attended class at least once.  To make this possible, it is mandatory that instructors record student attendance (process is called Attendance Verification) during the first week of class.  The Registrar's office will provide a memo to the Vice President of Academic Affairs who will then forward it to all faculty via email.  The memo will include instructions for submitting attendance, the first date to submit and the deadline for submittal.  Faculty must monitor attendance during the specified time period and update the attendance information via through FalconNet at https://webapps.daytonastate.edu/ics/.

Thereafter, taking attendance is the instructor's option.  However, for veterans and some other financial aid recipients, faculty may be asked to verify the last date of attendance for a student who has stopped attending.  This verification may be accomplished by noting the date of the last assignment, test, quiz, etc., completed by that student.  But if possible, it is good practice to take attendance routinely throughout the semester.  Many faculty link attendance to the grading policy in the course to emphasize to students the importance of being in class.  This practice, too, is beneficial, but the linkage must be clearly articulated in the written course syllabus.





[bookmark: Academic_Freedom]
Academic Freedom and Responsibility

	The Daytona State College Board of Trustees has established the following policy on academic freedom and responsibility (DSC College Policy Manual, 6.03):

	At Daytona State College the employee is free to pursue knowledge and, in areas in which he/she has special training and preparation, to convey that knowledge to others.  Among employees and associates of the College, there must be no attempted intimidation by word or deed of those with differing views and methods when they are consistent with professional ethics.

	This policy protects freedom from reprisal for faculty and students to examine all pertinent data, to question assumptions, to be guided by the evidence of scholarly research, to teach and study the substance of a given discipline, and to fully participate in the development and debate of institutional policy and procedures.


	
Plagiarism Policy

	Plagiarism belongs to the world of deceit and theft.  It may be defined as the lifting or borrowing of material from any source without documentation or acknowledgment.  Plagiarism leads an instructor to believe that all the ideas and words in a paper or exam belong to its writer when, in fact, they do not.  Like theft, plagiarism can assume many guises such as:

		Quoting without documenting source
		Paraphrasing without documenting source
		Submitting another person's paper ‑ in whole or part
		Submitting a purchased paper
		Copying another student's exam
		Handing in the same paper to more than one instructor without permission

	Plagiarism of any kind warrants serious consequences not only because it interferes with real learning, but also because it undermines a student's personal integrity and the integrity of the college.

	If you suspect that a student has submitted plagiarized work or cheated in any way, contact your department chairperson immediately.  It is important that you proceed carefully, observe due process and document the steps taken.

[bookmark: Copyright]
Copyright Law

Daytona State faculty are expected to observe copyright laws.

Faculty do have limited rights to use copyright materials according to the doctrine of “fair use.”  A key element in considering whether “fair use” applies is the impact such use would have on the market for and value of the copyrighted material.  In situations where faculty want to use material beyond the extent allowed through “fair use,” faculty should consider making such material available as a course pack through the Daytona State Bookstore. 

Daytona State’s Library has information on open source and copyright at the following locations:
  	Open Source – http://daytonastate.libguides.com/opensource 
	Copyright – http://daytonastate.libguides.com/copyright
The following information about copyright laws was obtained from the U.S. Copyright Office web site at http://www.copyright.gov.  

WHAT IS COPYRIGHT?

Copyright is a form of protection provided by the laws of the United States (title 17, U.S. Code) to the authors of “original works of authorship,” including literary, dramatic, musical, artistic, and certain other intellectual works.  This protection is available to both published and unpublished works.  Section 106 of the 1976 Copyright Act generally gives the owner of copyright the exclusive right to do and to authorize others to do the following:

To reproduce the work in copies;
To prepare derivative works based upon the work;
To distribute copies of the work to the public by sale or other transfer of ownership, or by rental, lease, or lending;
To perform the work publicly, in the case of literary, musical, dramatic, and choreographic works, pantomimes, and motion pictures and other audiovisual works;
To display the copyrighted work publicly, in the case of literary, musical, dramatic, and choreographic works, pantomimes, and pictorial, graphic, or sculptural works, including the individual images of a motion picture or other audiovisual work; and
In the case of sound recordings, to perform the work publicly by means of a digital audio transmission.

In addition, certain authors of works of visual art have the rights of attribution and integrity as described in Section 106A of the 1976 Copyright Act.  For further information, request Circular 40, “Copyright Registration for Works of the Visual Arts.”

It is illegal for anyone to violate any of the rights provided by the copyright law to the owner of copyright.  These rights, however, are not unlimited in scope.  Sections 107 through 121 of the 1976 Copyright Act establish limitations on these rights.  In some cases, these limitations are specified exemptions from copyright liability.  One major limitation is the doctrine of “fair use,” which is given a statutory basis in section 107 of the 1976 Copyright Act.  In other instances, the limitation takes the form of a “compulsory license” under which certain limited uses of copyrighted works are permitted upon payment of specified royalties and compliance with statutory conditions.  For further information about the limitations of any of these rights, consult the copyright law or write to the Copyright Office.

FAIR USE

§ 107.  Limitations on exclusive rights:  Fair use
Notwithstanding the provisions of Sections 106 and 106A, the fair use of a copyrighted work, including such use by reproduction in copies or phonorecords or by any other means specified by that section, for purposes such as criticism, comment, news reporting, teaching (including multiple copies for classroom use), scholarship, or research, is not an infringement of copyright.  In determining whether the use made of a work in any particular case is a fair use the factors to be considered shall include - 
The purpose and character of the use, including whether such use is of a commercial nature or is for nonprofit educational purposes;
The nature of the copyrighted work;
The amount and substantiality of the portion used in relation to the copyrighted work as a whole; and
The effect of the use upon the potential market for or value of the copyrighted work.  The fact that a work is unpublished shall not itself bar a finding of fair use if such finding is made upon consideration of all the above factors.

MORE INFORMATION

For a crash course on copyright go to the web site for the Copyright Management Center of the University of Texas System Administration Office of General Counsel.
http://www.utsystem.edu/OGC/intellectualproperty/copyrighthome.htm

For more information on Fair Use go to the Stanford University Library web site at http://fairuse.stanford.edu and to the U.S. Copyright Office web site at http://www.copyright.gov/ 


[bookmark: Religious_Observances]
Religious Observances

	It is the responsibility of the student to notify instructors in writing ten (10) days in advance of absences to observe religious holy days in their own faith.  Upon such reasonable notification, such absences shall be excused without penalty.

	The student shall be responsible for material covered during the period of observance and shall be provided a reasonable time to complete make‑up assignments.

	The College and its faculty shall schedule major class assignments, major examinations, and official ceremonies on other than major Religious observances.



[bookmark: Racial_Ethnic_Religious_Harassment]Racial/Ethnic/Religious Harassment

	Daytona State is committed to providing an academic and work environment free from discrimination based on race, ethnicity, gender, religion, marital status or disability.  All college personnel are expected to exercise courtesy and respect in their relationships with one another and with students.  Students are expected to exercise the same courtesy and respect towards all members of the college community.

	At the same time, Daytona State is committed to protecting guarantees of freedom of expression.  Notwithstanding these guarantees, violations of principles of courtesy and respect motivated by discrimination will not be tolerated.  Such violations should be reported to a supervisor or college administrator.  The appropriate vice president will ensure that appropriate investigations follow to protect both freedoms of expression and basic human rights to freedom from discrimination.



[bookmark: Sexual_Harassment]Sexual Harassment

	Sexual harassment is conduct of a sexual nature or with sexual implications, which interferes with a student's or an employee's status or performance by creating an intimidating, hostile, or offensive educational or working environment.  This conduct may include, but is not limited to, the following: inappropriate and unwanted touching; the display of sexually explicit or suggestive materials, except when used in the classroom for relevant educational or cultural purposes; use of sexually explicit or suggestive language or gestures; and subtle pressure for sexual activity, as well as demands for sexual favors, or physical assault.


[bookmark: Student_Privacy_Rights]
Student Privacy Rights

	The Family Educational Rights and Privacy Act of 1974 (FERPA), was implemented to protect the privacy of students and families.  This federal law has established specific conditions regarding disclosure of information from all records maintained by the College.  Educational records include those records, files and other materials that contain information directly related to a student.  Student record information is divided into two types:  Directory Information and Limited Access Information. 

	According to federal regulations, Directory Information may be released without student consent provided the student has not requested, in writing, the information be withheld.  Directory information includes:  name, city of residence, college sponsored email address, date of birth, enrollment status, dates of attendance, graduation date and degree(s) awarded, major, most recent educational institution attended, photograph and height and weight of athletic team members, and participation in officially recognized activities and sports.  Directory information should only be released after a determination is made that the student has not requested that some or all of his/her directory information be withheld.  Faculty members are encouraged to contact the Student Records Office for this determination.

	Limited Access Information refers to all other information not specifically designated as directory information.  Limited access information cannot be released without student consent for any student enrolled in postsecondary education, regardless of age. There are several approved exceptions that permit the college to release limited access information without student consent.  Please contact the Student Records Office for information about these exceptions.   Faculty and staff who have a "legitimate educational interest" may have access to limited access information without student consent.
	           

Failure on the part of the College to comply with the regulations can result in a loss of federal financial aid to the institution and/or subject the college to legal retribution from students or their families.  If you have any questions regarding the release of student records information, contact the Records Office, Building 100, Room 208 on the Daytona Campus or the Records representative at any campus.

Please note that students attending the college (even dual enrolled students) must complete a form with the Records Office (100/208) to allow any college employee, including faculty members, permission to discuss any issue with their parents and any other third party. 


[bookmark: Academic_Standards_Progress]
Academic Standards of Progress 

Standards of Academic Progress have been established to help students stay on track and to maintain a satisfactory GPA for graduation.  The Records Office administers the policy by tracking student progress and by notifying the students and their respective departments of the students’ status. http://www.daytonastate.edu/catalog/adm/standards_of_progress.html
Vice President 
All courses on the transcript will be evaluated. 
For Associate and Bachelor degree candidates, academic progress will be monitored once a year at the end of the spring semester, except for those on Probation. 
For Certificate candidates, academic progress will be monitored at the end of each fall and spring semester. 
 
To remain in good standing and be making satisfactory academic progress, a student must meet the following criteria:
 
Associate Degree Students: Progress monitored at the end of each Spring Term. 
 
                        Earned Credits                         Minimum CGPA
 
                                    0-29                                         1.7
                                    30-59                                       1.9
                                    60+                                           2.0
 
Bachelor Degree students: Progress monitored at the end of each Spring Term.
 
Earned Credits                         Minimum CGPA
 
                                    Less than 89                           1.7
                                    90-119                                     1.9
                                    120+                                         2.0
 
Certificate students: Progress monitored at the end of each semester. 
 
Earned Credits                         Minimum CGPA
 
                                    0-15                                         1.7
                                    16-23                                       1.9
                                    24+                                           2.0
 
Good Standing: 
 
Students are considered to be “in good standing” if they have met or exceeded these criteria. 
 


Warning:  
When students fail to meet these minimum standards, they will be put on “Warning” for the following year/semester.  Students on “Warning” will be advised to see an Academic Advisor who will recommend that the student take advantage of our many support services, including the Academic Support Center, to help them improve their performance and fulfill their academic goals.
 
At the end of the “Warning” period:
Students will be taken off “Warning” if they have returned to good standing by bringing their CGPA’s up to an acceptable level. 
Students will continue for a second year/semester on “Warning” if they have successfully completed all courses attempted with a 2.0 GPA during the “Warning” period, but have not yet brought their overall CGPA’s up to the required minimum. 
Students will be placed on “Probation” for the next semester if they have not returned to good standing and have not and successfully completed all courses earning a 2.0 for the year/semester while on “Warning.” 
  
Probation:  
When put on “Probation,” the student will be monitored every semester and the student will be required to consult with an Academic Advisor to develop a mandatory prescriptive program each semester. This program may require the student to take a 50% reduction in course load from prior semesters, to repeat certain courses, and to take advantage of student support services such as those offered in the Academic Support Center.
Students will be taken off “Probation” if they have returned to good standing by bringing their CGPA’s up to an acceptable level at the end of the semester. 
Students will continue for a second semester on “Probation” if they have successfully completed all courses and earned a 2.0 during the “Probation” period but have not yet brought their overall CGPA’s up to the required minimum. 
Students will be placed on “Suspension” for the next semester if they have not returned to good standing and have not successfully completed all courses earning a 2.0 for the semester on “Probation.” 

Suspension: 
Students placed on “suspension” will be required to stop enrollment for one major semester.  They will be allowed to appeal a suspension based upon extraordinary, one-time events during their probationary semester that should not affect academic success in the future.
 
If a suspended student wishes to return, he/she may submit an appeal requesting reinstatement.  The appeal should explain what factors prevented the student from succeeding earlier and how those factors will no longer interfere with the student’s progress.  If the appeal is granted, the student would also be required to meet with the advisor who initially approved the student’s probation status to review and once again develop a prescriptive program before the student is allowed to register.  The returning student will still be on “Probation,” and his/her status will be reviewed again at the end of the semester.

Students will be notified of their status once grades have been entered.  
[bookmark: Student_Grievance]
ACADEMIC GRADE DISPUTE PROCEDURE


	 	Daytona State College provides informal and formal procedures to assist faculty and students in resolving student concerns about grades issued.  The teaching faculty are authorized to issue grades based on their assessment of the student’s level of performance, participation, quality and quantity of work; however, students who believe a faculty member has issued an incorrect grade(s) based on written documentation may seek recourse first through the Informal Process for Academic Grade Disputes and if not satisfied with the outcome, through the Formal Process for Academic Grade Disputes.

	Informal Process for Academic Grade Disputes
	
	It is the student’s responsibility to request a conference with the instructor(s) involved within 30 calendar days after the end of the term in which the grade was issued. If the student is not comfortable contacting the instructor she/he should contact the appropriate School Chair. If the student and the instructor agree on the terms and conditions of a grade dispute, the matter will be resolved. If the student disagrees with the instructor, the student’s next step is to contact the appropriate School Chair.  The Chair may arrange a meeting with the student and the instructor in an effort to resolve the grade dispute. If the issue remains unresolved, the matter moves to the Formal Grievance Process. 

Formal Grievance Process for Academic Grade Disputes

	If the grade dispute is not resolved at the level of the School Chair, the Chair refers the matter to the appropriate Associate Vice President. The student must submit the grievance in writing to the appropriate Associate Vice President who reviews the written grievance and renders a decision. If the student is satisfied with the decision the matter is closed. If the student is not satisfied with the decision, the student can file an Appeal.

Appeal Process for Academic Grade Disputes

	The Associate Vice President refers the student to the Vice President of Academic Affairs for a review of the matter in question and forwards to him the written grievance. The Senior Vice President of Academic Affairs and the Vice President of Enrollment and Student Development review the written grievance. The student may be contacted and notified of the appeal decision by telephone, in person, or by letter. The Vice Presidents reserve the option to uphold the associate vice president’s decision or render an alternate administrative decision. 
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ACADEMIC/REFUND APPEAL PROCESS

The appeals process provides students an opportunity to appeal (based on documented extraordinary circumstances*). The college will accept an appeal of the college policies in certain rare situations to assist students with documented circumstances involving prolonged hospitalization, serious illness, and death of an immediate family member or non-voluntary military activation. Students must attach to the appeal application proof from health providers, clergy, attorneys or other professional to verify the extraordinary circumstance. Appeals may be submitted for the following reasons: financial aid suspension, waiver of full cost of tuition, fourth attempt permission, withdraw from a class after posted the deadline to receive a “W” grade; requests for grade change from “F” to “W” and refund of tuition after the posted drop period. 
The appeal application must be complete with all supporting information attached and submitted to the Question & Answer Center, Daytona Beach campus, building 100, room 112 or to the Falcon Center on any campus. Incomplete applications without supporting information WILL NOT be reviewed or considered. In some cases, the appeal application will be forwarded to the Appeals Committee for review, in other cases; the Question & Answer Center will be authorized to act on the appeal application. 
Student are advised that issues involving child care, transportation, employment changes and normal pregnancy ARE NOT considered eligible circumstances for the college appeal process. Students are also advised that in all circumstances, part of the decision process will be to review the requested appeal in relation to the disbursement of financial aid and financial regulations regarding student enrollment. Students should be aware that many times the academic and administrative actions requested and approved by the appeal process may adversely affect the student with regard to the impact on the receipt of past financial assistance that is governed by separate federal policies and procedures. Therefore, the college requires that each student making an appeal verify and check with the Office of Financial Aid that the requested appeal will not adversely affect their financial aid status or payments PRIOR TO submitting an appeal.
All appeal applications and supporting information used as documentation are subject to verification for authenticity. If it is determined that documents have been forged or misrepresent the facts, disciplinary action will be taken. A student found in violation in this situation will not be allowed to file further appeals of the category in which violation was found. Disciplinary action may also include dismissal from the college.
Examples of acceptable appeal information used as documentation include:
Legal documents such as a death certificate or military orders.
Dated and signed statements on official letterhead from an attorney, physician, or clergy verifying the extenuating circumstances and explaining why the student could not complete the course or semester. 
Appeals Decisions
All appeals will be reviewed and processed in the order that they are received provided that the appeal application is complete, submitted by the deadline and all relevant supporting verification is attached to the application.
Appeal decisions will be made as soon as possible, considering that some appeal decision will require contact and verification with faculty members, the College Records, Financial Aid, Bursar , Academic Affairs, Student Development and/or the Judicial Affairs Office.
Appeal decision will be sent to the student’s FalconMail account.
In addition to the above appeals, students may request an extension/exemption for extraordinary extenuating circumstances:
Request and extension of the time required to complete coursework after the receipt of an “Incomplete” grade.
Requesting a change in status from credit to audit (but not the converse).
Requesting permission to use a former catalog for graduation requirements.
Requesting a general education course substitution or waiver with written approval by chairperson/director.
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CURRICULUM DEVELOPMENT PROCESS


The Curriculum Development Process provides procedures for:  
Adding or deleting programs and/or courses which are a part of a Bachelors, Associate of Arts, Associate of Science, Associate of Applied Science, or occupational certificate program,  
Adding or deleting lab fees for new and existing courses, 
Changing the content of existing courses and/or programs, 
Revising master course descriptions for existing courses, or 
Changing the College's General Education requirements.

Faculty may initiate proposed course/program changes and new courses/programs. However, the faculty member should discuss the proposed changes with the school or department chairs prior to any steps being taken.  The Curriculum Development Steps in the Process and appropriate forms are available on the college’s Intranet and in the Office of Academic Affairs. 

 Call Angela Kennerly, Director of Academic and Curriculum Services, ext. 3223 for assistance with the process.
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The mission of Daytona State College Library Services is to encourage, facilitate, and sustain learning for the Daytona State Community. Library Services offers a full range of resources and services designed to meet the information needs of our students, faculty, and staff. The following is an overview of the major resources and services provided. We encourage anyone interested in more detailed information to call us at the numbers listed below, visit our website http://www.daytonastate.edu/library/, or stop by the library at either Daytona or Deland campus locations.  

Staff listing can be found at http://www.daytonastate.edu/library/contactinformation.html.

The current hours of operation for the libraries are: 

Daytona Campus Library
Monday - Thursday 7:30 AM to 9:00 PM 
Friday 7:30 AM to 8:00 PM 
Saturday 8:00 AM to 4:00 PM 
Closed Sunday
 
Deland Campus Library
Monday - Thursday 7:30 AM to 9:00 PM 
Friday 7:30 AM to 5:00 PM 
Closed Saturday and Sunday

These hours are subject to change for school holidays, semester breaks, and summer schedule. You may call the Daytona campus library directly at 386- 506-3055, or call the switchboard and ask for ext. 3055. The Deland campus library can be reached at 386- 785-2017, or ext. 2017. 

Faculty and Staff Services
The Daytona State Libraries offer a number of services specifically for Faculty and Staff including: Library Skills Instruction for students and Web Research Training for staff, media and equipment booking, course reserves, and professional research services. We also encourage input from faculty and staff in areas such as collection development and continuous quality improvement for library services. Below are listed some of the more popular services as well as contact information. For general questions about library resources and services you can always call the reference desk at 386-506-3518 or visit http://www.daytonastate.edu/library/facultyandstaff.html.

Library and Web Research Classes 
Daytona State Librarians offer a full range of Library and Web Research Classes from developmental level to upper division Bachelor's studies. Classes can be tailored to specific projects or themes. We also provide Web Research Training to staff and can prepare presentations to meet specific departmental needs. Most Research Classes take approximately 50 minutes and are limited to 20 participants.  However, we will go to your classes if you have more than 20 participants. Please book Research Classes, at least, one week in advance by calling the Reference Desk at 386-506-3518 or e-mailing weeksd@daytonastate.edu. For Deland/Deltona workshops, please call 386-785-2017. 

Circulation Services

For lower division students the circulation period for books is two weeks with one renewal. For upper division students the circulation period is 4 weeks with one renewal.  For faculty the loan period is 8 weeks with no renewals or they may request a semester loan for certain materials. To borrow materials students must present their current Daytona State student I.D. card. Faculty and staff should present their Daytona State employee card. The fine for overdue materials for students is 25 cents per item per day. Faculty are not charged fines, but we do ask that they adhere to the circulation periods outlined above.  Outstanding fines can prevent students from registering, getting transcripts, or graduating. Our Interlibrary Loan Service allows students, faculty, and staff to borrow materials from libraries throughout the state and around the country. For more information on circulation or interlibrary loan, please call ext. 3521 or visit http://www.daytonastate.edu/library/interlibraryloan.html

Equipment Reservations
The Libraries in Daytona and Deland provide portable equipment available for reservation and delivery including TV/VCR, TV/DVD, and Laptop/Projector combinations. Please note that this equipment is intended primarily for classroom support and any equipment taken off campus becomes the responsibility of the faculty or staff member borrowing it. Certain types of equipment may require some training before use. Please reserve equipment at least 48 hours in advance by calling 386-506-3055 or using the Equipment Request Form link located below. (For Deland Campus Library call 386-785-2017). http://www.daytonastate.edu/apps/forms/library_forms/equiprequest.html

Media Reservations
Faculty and staff may request videos or DVDs to be used in their classrooms or they may put these materials on reserve in the library for use by their students. Videos and DVD holdings can be searched by using the online catalog. Click on Find a Book or E-book on the left hand menu. The catalog also indexes other media and you can limit your search to AV materials. You may use the Media Request Form link located above to reserve materials or call 386-506-3055 for assistance. (For Deland Campus Library call 386-785-2017). http://www.daytonastate.edu/apps/forms/library_forms/vidrequest.html



Course Reserves and Textbooks
Faculty can place materials on reserve at the Daytona and Deland Campus Libraries. Course reserves and reserve textbooks may be checked out from the Circulation Desk. Reserves may be used in the library and photocopied. The library does not carry circulating copies of current textbooks. Faculty are encouraged to place HIGH DEMAND text books on reserve for their courses, especially if they are in short supply. For complete details on placing items on reserve, please call 386.506.3055. (For Deland Campus Library call 386-785-2017). http://www.daytonastate.edu/apps/forms/library_forms/reserve.html

Research Services
The Librarians at Daytona State are happy to assist you with your research needs in areas such as course and curriculum development, classroom support materials, program accreditation preparation, and grant support research. Please call the Reference Desk at 386-506-3518 or email owensr@daytonastate.edu and let us see what we can do to help you. 

Collection Development
The library relies heavily upon the subject expertise of our faculty to keep our collections as up to date and relevant to your students as possible. We welcome any recommendations for materials to add to our collections, both book and media. It is also just as important to remove old and outdated materials from our collection and we strongly encourage faculty to "weed" those areas of the collection pertinent to their disciplines. The above link can be used to make recommendations for the collections or you can e-mail recommendations to weeksd@daytonastate.edu or call 386-506-3593 to find out more about how you can keep our resources working for you. 

Continuous Quality Improvement
The Daytona State Library Services Department believes very strongly in continuous quality improvement and welcomes any suggestions, recommendations, or concerns that will help us improve our services and resources. The Library Advisory Committee is a committee made up of faculty representatives from each department that helps us, do just that. If you would like to become involved with this committee or meet individually with your ideas, we would like to talk to you. Please call Mercedes Clement, Chair of Library at 386-506-3440 or e-mail clemenm@daytonastate.edu.
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ONLINE COURSES AND WEB-ENHANCED COURSES

Daytona State College uses technology to enable access to a wide range of courses and student support services from a student’s home, their place of employment, area high schools and from the nearest DSC campus. There are a sufficient number of courses so that a student can earn an AA, BAS or a few AS degrees through distance education. However, most students use distance education to accelerate their progress to a degree, combining these courses with those they take on campus. Distance education provides convenient and flexible scheduling options for students balancing work, family and other obligations. All courses offered at the College have a web-enhanced component. Thus, it is essential that all faculty, full-time or adjunct, make use of the learning management system.    
        
Online courses are delivered entirely using computing technology and the College’s learning management system (LMS), titled “Florida Online,” licensed from Desire2Learn.  Students and faculty interact using e-mail, computer-conferencing, web-conferencing, private chat and/or discussion boards.  All assignments are exchanged electronically using the drop box in the learning management system.  Tests, quizzes, and orientations are all done online. Faculty are encouraged to use alternative assessment practices such as writing assignments, discussion boards, group projects, portfolios, etc. instead of relying completely on quizzes or tests.
Partially Online courses are presented in a format where some of the course materials/resources are available only through accessing the College’s LMS.
Half and Half Web-Enhanced courses meet face-to-face 50 percent of the time and the other 50 percent of the time is spent accessing the College’s LMS, using the Internet, for additional course content, materials, resources, learning activities and assessments.
Hybrid Web-Enhanced courses meet face-to-face for approximately 25 percent of the time and 75 percent of the time is spent accessing the College’s LMS, using the Internet, for additional course content, materials, resources, learning activities and assessments.

For more information on web-enhancing or placing your course online see the faculty support section of Florida Online web site http://online.daytonastate.edu.
 
ONLINE ACADEMY

Training for the LMS, through the Online Academy, is available on the home page after logging in to Florida Online in the Course widget on the “A Student” tab. This training includes best educational practices in online learning and illustrates the Standards developed for online delivery by faculty members. The training courses are required of all faculty for the use the web-enhanced component of their courses.


Professional development activities for faculty are continuous and can be accessed at any time. Faculty who have completed training online may also attend open labs for additional assistance. Faculty workshops are also offered regularly throughout the academic year. The current calendar of scheduled workshops is available at 
http://online.daytonastate.edu/apps/request_forms/faculty_workshops.php. 

This online training exposes the faculty member to what an online student experiences, and allows for interaction between faculty members in discussion boards for best education practices. Online training provides an opportunity for mentoring from faculty members who have become experts in online teaching, and at the same time gives the instructor training on the learning management system. But beware! Faculty should make sure they complete all the assignments to progress from one Online Academy module to another and receive the certificate at the close of LMS103. The content of the Online Academy is controlled to ensure that all course content and activities are completed in one learning module before progressing to successive modules and activities.

It is required that all faculty use the news feature of the learning management system, post their syllabus in the content area, and provide materials for students to complement the course. 

Other features are also available such as an electronic drop box for assignments, testing and quizzing, a learning object repository (library of electronic instructional resources for different courses), web-conferencing, course calendar, electronic portfolio, outcomes assessment, measurement and reporting as well as discussion forums. For those faculty members teaching half/half, hybrid, or online, more training is also required.

FACULTY INOVATION CENTER 

The Faculty Innovation Center, originally developed as the Faculty Technology Resource Center, by a US Department of Education Title III grant, is located on the Daytona Campus in the Mary Karl Memorial Learning Resource Center (building 210) in room 206F (second floor of the library past reference librarian’s desk and the Law Library). The Faculty Innovation Center provides a work area where faculty may meet with the support staff to work on developing their course content or materials for the Academic Support Center. This area provides faculty with video editing equipment, a quiet media room for recording presentations, scanners, updated computers and access to numerous software applications with a bank of over one million images, royalty-free music and test generation software. Both MACs and PCs are available. New and innovative devices are also available here for Faculty to experiment with.

Faculty may receive assistance by calling the Florida Online helpdesk at 386-506-3849 or stopping by the Faculty Innovation Center to meet with a knowledgeable and helpful member of the support staff. Other faculty members who have much experience teaching online, as well as the Florida Online staff are available to assist within many academic departments. E-mentors are also available on each campus of DSC.

DSC has its own iTunes U publication site. The Faculty Innovation Center can provide assistance with podcasting along with self-paced teaching techniques such as creating PowerPoint presentations with webcam video and voice over. Course material must be submitted for review and formatted properly before it can be uploaded into iTunes U.

Video and multi-media production services are also available through the Florida Online department for use in a course. A production request form is available through the Faculty section of the Florida Online website. A consultation will be scheduled with the production team to discuss the work to be completed and the best method of achieving the desired outcome.

For more current information on training for online courses and the Faculty Innovation Center, please refer to Guidelines for Faculty Teaching Online.


Daytona State Information Services  
FAQs (Frequently Asked Questions)


Who provides computer support at Daytona State?
The Information Technology (IT) team ensures that PCs and Macintosh computers, the Network, the college connection to the Internet, and our computing systems are up and running so everyone at Daytona State can get their work done efficiently.  The IT Administrative offices (housing the Associate Vice President/Chief Information Officer and IT Directors) are located in Building 300, Room 105 on the Daytona Campus.  It is our pleasure to serve you.  For more information call x 3392 or the Help Desk (x 3950).

How does a faculty or staff member get help with a computer or telephone service?

For PC service or repair, call the IT Help Desk (x 3950).  For information on how to obtain telephone service (or to change your phone service in some way), call the Help Desk (x 3950). You may also email the helpdesk at helpdesk@daytonastate.edu . We also help you decide on your computer-related equipment needs, so call us before you purchase computer equipment or software.  

What if I need to move my computer or telephone?

Call the Help Desk (x 3950) or email helpdesk@daytonastate.edu before you move any PCs, printers, or telephone equipment whatsoever.  Otherwise, they may not work when you reconnect them.   In the interest of good advance planning, we appreciate a week's advance notice before you move--even if the move is only from one side of the building to another.  If you are making a major move (i.e., from one building on campus to another), two weeks' notice is most helpful. But remember all moves should go through the academic department office.  You will also need to complete a property management form and submit it to Property Management.




What is PhoneMail?	

The Cisco PhoneMail system is a computerized call processing resource that allows you to send and receive messages 24 hours a day, from any telephone.  The system stores messages in your personal mailbox.  You can listen to your messages and send messages to other PhoneMail subscribers, at any convenient time from any phone by using the PhoneMail system.  Adjunct faculty may contact their department chairperson or campus coordinator to arrange for the assignment of a PhoneMail mailbox.

What is Kaleidoscope?

Kaleidoscope is a collection of programs that will extract data and/or information from the College’s database. It is used to enter information into the database as well. Faculty use Kaleidscope to enter office hours that show up on load letters. It can also be used to look up student records and to view faculty schedules. 

What is CARS and Jenzabar?

CARS is an old name for the Daytona State's Student Information Management System. Actually CARS was taken over by Jenzabar, Inc. but the word “CARS” has stuck around. Information such as the schedule, student academic information, etc. is stored in this college data base. Information from this database is exhibited when you log into FalconNet Online Services, such as when you access your roster.  Information is entered into CARS through Online Services, such as when you enter grades. It is also entered through a program called Kaleidoscope.

What about Daytona State's Computer Labs?

Information Technology supports many computing labs on the Daytona, Deland, Deltona, New Smyrna, the ATC, and Flagler/Palm Coast campuses.  This support includes responsibility for lab personnel, basic maintenance of equipment, and other issues.  Call the Help Desk (x 3950) for more information.

I am a faculty member and need some software loaded on PCs in a college lab so my students can work with it.  How should I proceed?

Call this request in to our Help Desk (x 3950).  We will forward your request to the appropriate person who will contact you to get more information about the software.

Does Daytona State provide computer training?

Yes, a number of classes are offered each month for faculty and staff on timely computer-related topics through Organizational Development Department.   Call x3917, Michi Gosney, for more information.

How do I obtain a computer, printer, or software for my office to do my job at Daytona State?

Computers and printers are provided by the College through a refresh program under the Technology Planning Committee and the User Support Services Department of Information Technology. Your chair should take care of computer provisions for your office by him/her contacting IT. Software will be configured on that computer based upon the departmental requirements.  If you have a need for different software than that which is already installed on your computer, please start discussions with your chair. 

Does working at the College provide me with discounts to purchase a personal computer for my home? 

Yes. Dell provides discounts to college employees. Go to the following address for the Dell connection:  http://www.delluniversity.com/.  The Apple Company also provides educational discounts for MAC computers.

What is Daytona State's policy regarding how I should use my computer and the Internet?


[bookmark: Network_Acceptable_Use]Network and Internet Acceptable Use Policy

I.  Definition of Purpose of Network:

The purpose of the Daytona State Network is to support the mission and goals of Daytona State by enhancing both internal and external communication and by providing Network users access to a wide range of information sources, including the Internet.  Use of the Daytona State Network and the College’s access to the Internet is a privilege, not a right.  To maintain this privilege, users of the Network and the Internet are responsible for following both the letter of and the spirit of this acceptable use policy.

II. Definition of Privileges

1.	Daytona State provides Network users with access to those resources and services on the Network and through the Internet or other online services appropriate and necessary to their job function.

2.	At Daytona State the employee is free to pursue knowledge and, in areas in which he or she has special training and preparation, to convey that knowledge to others.  Among employees and associates of the College there must be no attempted intimidation by word or deed of those with differing views and methods when they are consistent with professional ethics.  (Daytona State Academic Freedom and Responsibility Policy 6.30)

This policy protects freedom from reprisal for Network users to examine all pertinent data, to question assumptions, to be guided by the evidence of scholarly research, to teach and study the substance of a given discipline, and to fully participate in the development and debate of institutional policy and procedures.

3.	Daytona State retains the right to review E-mail communications, documents, or materials resident on the Network, to remove any materials that may violate local, state, or federal law or regulation, or Daytona State policy and procedure which is incorporated by reference into this policy, and to produce such materials pursuant to a document request or subpoena served on Daytona State.

III. Definition of Responsibilities

Use of the Daytona State Network or the Internet or other online services in violation of local, state, or federal law or regulations, or Daytona State Policy and Procedure is prohibited.  This use includes, but is not limited to, copyright and trademark infringement, fraud, forgery, harassment, libel or slander.

In accessing materials which might be deemed obscene, users of the Daytona State Network, the Internet, or other on-line services should be guided by the test of “appropriate and necessary to job function”  (section II, number 1 above) and by the principles academic freedom and responsibility (section II, number 2 above).

Users of the Daytona State Network and the Internet or other online services are responsible for protecting the security of the Network by keeping passwords confidential, not using another user’s account, and reporting any security problems to the Network administrator.

Use of the Network or the Internet or other online services for commercial, political, or other personal use not related to the support of the mission and goals of Daytona State is prohibited.

Examples of prohibited use of the Daytona State Network, Internet or other online services include, but are not limited to:

Playing computer games or using other non-job related programs.
Conducting personal business.
Accessing non-job related web sites or other on line services such as chat rooms, recreational bulletin boards or hobby list servers.
Printing personal materials on Network printers.
Using Network equipment to access non-job related CD-ROMs, audio/video CDs or other programs or materials.

Network users are prohibited from: creating or propagating viruses; disrupting services; damaging files; or intentionally destroying or damaging equipment, software or data that belongs to others.

Network users must adhere strictly to all software license agreements and no software may be installed, copied, or used on the Daytona State Network except as permitted by the copyright owner of the software.

All Network and Internet or other online service users are expected to abide by generally accepted rules of Network etiquette.

IV. Penalties For Violation Of Policy

Failure to abide by the Daytona State Network Acceptable Use Policy will result in a loss of Network privileges and/or other disciplinary or legal action.

Any misuse of technology resources should be reported to the Associate Vice President/Chief Information Officer, Information Technology Department, who will refer each instance to the appropriate authorities for review and evaluation.  When necessary, these incidents will be referred to Human Resources, campus legal, or student judicial review, for disciplinary recommendations. 

VI. Internet Disclaimer

Internet and other online access are provided by the Daytona State Network.  However, Daytona State has no control over the content of the Internet or other online services, some of which may be controversial or offensive.  Daytona State specifically disclaims any warranty as to the information’s accuracy, authoritativeness, timeliness, usefulness or fitness for a particular purpose.  Daytona State shall have no liability for any direct, indirect, or consequential damages related to the use of the information contained on the Internet or other online services.

[bookmark: College_writing_center]THE COLLEGE WRITING CENTER
Dr. Rebecca Block, Director
Daytona Campus, Building 200, Room 107, 386-506-3208

At the College Writing Center, the mission is to help the students, staff, and faculty of Daytona State College become better writers through face-to-face or virtual consultations (up to 45 minutes) and workshops. As the hub of writing at Daytona State, the College Writing Center’s staff work with all writers at any stage of the writing process. For assistance , please schedule an appointment by calling (386.506.3297) or visit the website (www.daytonastate.edu/cwc) for more information.  Writing resources are available. 
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THE ACADEMIC SUPPORT CENTER

[bookmark: Counseling]The primary objective of the Academic Support Center (ASC) is to provide individualized and small-group instructional support to improve the academic performance and retention of students enrolled in Daytona State College courses. In addition to the director and the assistant director, the ASC department includes full and part-time learning specialists, career employees, and peer and professional tutors who are assisted by College faculty engaged in ASC programs and services. Go to http://www.daytonastate.edu/asc/ for more information on ASC on staff, hours of operation, and workshops and tutoring/supplemental instruction schedules.

Located on all campuses, each Academic Support Center is a computer-based facility designed to supplement classroom teaching and learning. The Centers offer computer-assisted instruction, tutoring, academic coaching, Supplemental Instruction (SI), Vocational Preparatory Instruction (VPI), and other specialized assistance. Instruction and learning assistance are provided to students in an environment where the students, faculty, and ASC staff collaborate for academic success. 

Programs and Services Provided

Computer-Assisted Instruction
Computer-based instructional programs are available to assist students in English, mathematics, and Spanish. Programs such as Skillstutor, Numerics, and Rosetta Stone provide flexibility, immediate feedback, privacy, and self-paced learning. Faculty may schedule classes or refer individual students for assistance with these programs. 

Tutoring
Peer and professional tutors provide individual or small group instruction to explain and clarify course information. Faculty members recommend peer tutors; ASC learning specialists and staff train these student employees. Professional tutors are degreed and highly skilled in subject areas.  

Online tutoring and writing services are available in a variety of subjects through Smarthinking.com. Access to the online service requires a student login, which is provided to the students through the ASC. 

Academic Coaching
Students who request academic coaching receive personalized support through weekly one-to-one academic skills mentoring meetings with faculty and staff “coaches.” This program increases student retention and use of the College’s ancillary resources.




Supplemental Instruction (SI)
Supplemental instruction provides academic support for students enrolled in difficult required courses. Qualified students are trained to deliver SI and work with faculty through a learner-centered approach of peer study and faculty mentoring. An experienced student leads the SI study sessions and uses course material to model positive study and organizational skills to peers. 

Vocational Preparatory Instruction (VPI)
Vocational Preparatory Instruction benefits students enrolled in career (vocational) education programs who have not met entry/exit-level test requirements. VPI staff members provide instruction in reading, mathematics, language arts, and study skills.

TRIO Student Support Services
Housed in the ASC, Student Support Services is a federally funded program that increases the retention rate of eligible students by providing counseling, tutoring, scholarships, workshops, and cultural enrichment opportunities. This program is on the Daytona campus only. 

Additional ASC Resources and Services

Internet access
Extensive Internet academic links
Smart classroom area
Faculty and student orientations
Math labs 
Math weekly group-learning sessions
Study skills support
Faculty and staff sponsored academic and life strategies workshops
Faculty produced presentations and instructional resources
LASSI (Learning and Study Strategies Inventory) and instructional modules 
TurnItin.com, an Internet plagiarism detection service
Rocket Reader, a speed reading program
Instructional videos/DVDs 
Course tutorials for various disciplines 
Southwestern Keyboarding software 
Anatomical models with illustrated guides (e.g., skeleton, heart)
Books, handouts, other printed resources
Copier and/or printer
Equipment available for checkout (calculators, headphones)
ACCESS program  

Adapted software and equipment
JAWS
ZoomText
HumanWare clearview mono (scanner with monitor) for visually impaired


Academic Support Center Locations

Daytona Beach Campus 
Bldg. 500, Rm. 124 (386) 506-3673
Bldg. 200, Rm 102  (386) 506-3673

New Smyrna Beach-Edgewater Campus
Bldg. 2, Rm. 104 (386) 423-6345

Flagler/Palm Coast Campus (2 locations)
Bldg. 2, Rm. 119 (386) 246-4835
Bldg. 1, Room 117 (386) 246-4835

DeLand Campus
Bldg. 6B, Rm. 217 (386) 785-2087

Deltona Campus (2 locations)
Bldg. 1, Rm. 232 (386) 789-7306
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Counseling


The Counseling Department provides services to assist students with career, transfer and personal issues that affect academic success. 

Counselors are also available to consult with instructional faculty concerning student issues.  Instructors are usually the first members of the college community to notice a troubled student.  Signs of emotional problems can include withdrawal, agitation, irritability, and distressed or confused communications from the student.

Counselors link students to other college services such as the Academic Support Center, the Women’s Center, Student Disability Services, the Library, etc., as well as to services in the community.  A collaborative relationship is enjoyed by the Counseling Department staff with instructional faculty and other professional college staff helping to promote and sustain student achievement.

Counselors are on all Campuses:

	Campus
	Building/Room
	Telephone Number

	Daytona
	100/208
	(386) 506-3038

	Flagler
	2/100E
	(386) 246-4803

	New Smyrna/Edgewater
	1/107 & 108
	(386) 423-6308

	ATC
	ATC/107R
	(386) 226-4173

	DeLand
	7/138
	(386) 785-2076
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CAREER PLANNING AND TRANSFER


Career Planning and Transfer Center

The Career Planning and Transfer Center is designed to help students learn effective career planning, career exploration and career and educational decision making skills.  Resources and services are provided to help students assess interests, talents and values; explore occupations related to personal needs; target appropriate career goals; and implement plans.

Resources:

A comprehensive, career/occupational library.
SIGI/CHOICES – A computerized, career education and financial aid exploration information system that will help you increase your self-awareness, set priorities, develop career decision-making skills and develop post-secondary career and education plans.
www.Facts.org – online career guidance to help prioritize likes and dislikes, evaluate skills and experiences and explore occupations.
CollegeSource – An online service that provides over 6,000 college catalogs in complete, cover-to-cover, original page format.
Transfer Information – College catalogs, state university transfer manuals and resources to help you find which schools offer what majors, what degrees are offered at particular schools and college addresses and admissions contacts.
Career Tests – Myers Briggs, Strong, SDS, and CAPS.  Speak with a counselor first to determine which test will best assess your career/educational needs.

Daytona Beach Campus:		Building 100, Room 205L	(386) 506-3994 or 506-3331
DeLand Campus:			Building 7, Room 136		(386) 785-2074
Flagler/Palm Coast Campus		Building 2			(386) 246-4803
New Smyrna/Edgewater Campus:	Building 1, Room 151		(386) 423-6308

Website:  http://go.dbc.edu/carplan/home.htm



FACULTY GUIDELINES AND STRATEGIES FOR PROVIDING
ACCOMMODATIONS FOR STUDENTS WITH DISABILITIES

[bookmark: StudentDisabilityService]Student Disability Services (SDS)

Student Disability Services is available on all College Campus, locations.  For specific information about the Student Disability Services intake process, please contact:

	Campus Location
	Telephone
	Person to Contact

	Daytona Beach Office
	(386) 506-3238
	Ingrid Petersen, Ext. 3892
Suzanne Amsel, Ext. 3530
Rose Jenkins, Ext. 3657


	DeLand Office
	(386) 785-2082
	Bernice Ruiz-Quiros

	Deltona Office
	(386) 789-7316
	Victor Ramos

	Flagler Palm Coast Office
	(386) 246-4824
	Audrey Pingshaw

	New Smyrna Beach Office
	(386) 423-6307
	Rose Jenkins



The Student Disability Services Office (SDS) provides a variety of academic support services, auxiliary aids, and accommodations for students with disabilities.  Auxiliary aids include readers, note takers, scribes and interpreters.  In addition, SDS provides an adaptive computer lab, with adaptive software and hardware.  In order to receive services, students must voluntarily self-identify with SDS, provide written verification of disability from a medical doctor or licensed mental health professional and meet with an SDS Advisor to discuss appropriate and reasonable accommodations.  SDS services may include the following accommodations:

Assistive Technology Computer Software
Adaptive Equipment 
Alternative Classroom Testing
Academic & Career Advising
Readers, Note Takers & Scribes
Sign Language Interpreters
Private Testing Rooms in SDS
Tape Recorders
Large Print Materials
	
Students are encouraged to self-identify with SDS even if they do not initially require academic support services.  The right to decide whether and when to request accommodations is strictly up to the student.  Disability information is confidential and is not subject to the FERPA or the Buckley Amendment, because the federal and state governments consider medical information, not open to the general public and not subject to free access.  Daytona State College will not release information such as the services or accommodations provided to students with disabilities unless written authorization are obtained from the student in compliance with federal and state privacy laws.	
For more information, you may check out the Daytona State College website, and click on Student Disability Services.  

Please note that the SDS Office does not provide personal services, such as transportation to and from campus, personal items, personal devices, and/or personal care attendants.  The SDS Office is authorized to provide academic support and not social work services.  The SDS Office staff may provide information about other available resources within the community.   

Emergency Procedures

Guidelines for emergency evacuation exist with the Daytona State College Campus Safety office.  However, it is advisable for those with disabilities to be aware of the college’s emergency procedures and to be aware of emergency evacuation routes.  A publication, “Adapting Emergency Procedures on Campus for Individuals with Disabilities” is available in the Campus Safety Office at all campus locations.

SDS Adaptive Computer Lab

The SDS computer lab offers students an opportunity to use adaptive equipment or computer technology to complete exams or assignments.  Additionally, some equipment is also located in the Academic Support Center, Library, and other computer labs throughout the college at all campus locations. The following equipment is available:

Arkenstone “Open Book” software-scans printed documents into a computer which can provided by voice output (JAWS) or enlarged (ZOOMTEXT Plus software)
JAWS Software-software that when used with a speech synthesizer and screen reader, reads the screen  
ZOOMTEXT plus-magnifies type on a computer screen
CCTV-closed circuit television allows those with visual impairments to read newspapers, hand-written documents and books. Portable CCTV-students may bring to the classroom
Perkins Braille Printer-converts type to Braille
Electronic Speaking Dictionaries and Portable Tape Players
Type’N Speak- portable device that allows students with visual impairments to type their own notes. Math-talk software-allows access for visually impaired
Braille’N Speak-portable device that allows students to type notes in Braille
Assistive Listening Device-a small device that consists of a transmitter and receiver. This device allows a student who is hard of hearing to wear a receiver, which is 
connected to a FM transmitter that the instructor wears. This allows for the instructor’s voice to go directly to the student’s hearing aid/device.
Scooter-can be checked out by those with mobility impairments
Adaptive keyboards-alternative keyboards for those who cannot access a standard keyboard
Tactile image enhancer-converts type to raised dots and letters.
Screen-rover Virtual Reality mouse-for those with visual impairments. Allow students to “read” and “track” graphs and other visual information on computer programs.
Dragon Dictate software-speech input for those with physical disabilities

Who are Individuals with Disabilities?

Legal Reference:  Section 504 of the Rehabilitation Act of 1973, as amended Americans with Disabilities Act (ADA) of 1990, as amended as it relates to Higher Education.

According to Section 504 and the ADA, a person with a disability is anyone with a physical or mental impairment, or who has a documented history of such impairment. The disability must substantially impair one or more of a person’s major life activities, for example, caring for one's self, performing manual tasks, walking, seeing, hearing, speaking, breathing, learning, and working.  

The term "physical or mental impairment" includes, but is not limited to, speech, hearing, visual and mobility impairments, cerebral palsy, epilepsy, muscular dystrophy, multiple sclerosis, cancer, diabetes, heart disease, AIDS, mental retardation, emotional illness, learning disabilities, and Attention Deficit Disorder (ADD/HD). Temporary conditions and impairments are not covered under Section 504 or ADA. 

Some individuals may present documentation of a disability or a history of a disability and therefore are entitled to protection from discrimination, yet they may not have any current substantial limitation that requires academic accommodation. For this reason, Student Disability Services will not provide accommodations to all students with a disabling condition or impairment.

Does the ADA Cover Students at Postsecondary Institutions?

Yes. Postsecondary institutions that receive federal funds already comply with a similar non-discrimination law: Section 504 of the Rehabilitation Act of 1973.  The ADA upholds and extends the standards for compliance set forth in Section 504. Colleges are primarily concerned with Title I and Title II. The ADA extended coverage to the employers, public/private institutions and service providers who were not covered under Section 504, because they did not receive Federal revenue sharing or federal financial assistance funds.

What are Reasonable Accommodations and Equal Access to Education?

According to Section 504 of the Rehabilitation Act, reasonable accommodations are guaranteed for “otherwise qualified” students with documented disabilities that have a substantial limitation to a major life function. The purpose of accommodations is to provide equal access to educational opportunities.  Daytona State College does not guarantee equal results or success. To be “otherwise qualified”, students must be able to meet the academic and technical standards of the institution, either with, or without an accommodation. 

Examples of reasonable accommodations are readers, test accommodations, tape recorded tests, use of adaptive technology, note takers, tape recorded lectures, copies of class notes or power point presentations, sign language interpreters, scribes, extended testing times, use of adaptive equipment, additional time for assignments and/or course substitutions.  

[bookmark: LegalitiesofDisabilities]Policy and Procedures for Requesting Accommodations 

Students with disabilities who request accommodations or services must provide written verification of their disability from a qualified medical or mental health professional.

Students who requests accommodations or services are required to meet with a Student Disability Services Advisor each semester to discuss requested accommodations. 

The SDS Advisor will meet with the student and decide reasonable accommodations on a case-by-case basis each semester. 

The SDS Advisors will also request that Faculty respond to confidential progress reports to help monitor students academic progress and offer appropriate intervention if necessary

Presenting the Accommodation Letter to Faculty

Each semester, the SDS Advisor prepares a confidential accommodation letter for each student receiving services from SDS. After meeting with the SDS Advisor, the student is responsible for presenting the letter to each instructor for his/her classes for their signature.    
Once signed by the instructor, the student is required to return the letter to their SDS Advisor. A copy of the letter is maintained and filed in the SDS office.  Faculty should discuss any questions or concerns with the student and the SDS Advisor. 

Faculty is strongly advised not to provide accommodations until a student presents an accommodations letter from the SDS Office.  Faculty members should be aware that if they provide accommodations to students who do not have a letter or verification from the SDS office, the student would have neither official history nor legal protection as a person with a disability.  Furthermore, there is a possible institutional and individual faculty liability when providing non-authorized accommodations, or for failing to provide authorized accommodations.

Tips to Understanding Accommodations

Note Takers

The Note Taker’s job is to attend class and take notes for assigned students. In some cases, the note taker may also serve as a scribe for in-class quizzes. Due to possible conflicts of interest, note takers may not proctor or administer tests. The SDS Office may select student employees to be note takers, but it is preferred to have a note taker who is also enrolled in the same class as the student.  If a note taker cannot be located, SDS Advisor will ask the instructor to announce the need or identify a student in the class who will agree to be a volunteer note taker.  

[bookmark: Accomodations]Because of confidentiality mandates regarding student disability status, Faculty should not openly identify the disabled student needing a note taker.  The SDS office may provide carbon less paper and/or a portable lap-top computer for note takers.  Both the student and note taker should attend class on a regular basis.   

Note takers and readers are not advocates for students; they serve only as auxiliary assistants.  Unless a note taker is approved by the SDS Office to take notes during a meeting, they should not accompany students to individual meetings with faculty.

Tape Recording Lectures

Some students may not need an in-class note taker, yet due to their disability they may also need to tape class lectures.  If so, it will be indicated on the confidential accommodation letter from SDS.  The SDS Office may approve some students to tape lectures after consultation with faculty.

Readers, Scribes & Tape Recorded Exams

The SDS Office may identify and authorize other students to serve as readers and scribes for students with visual, physical, or learning disabilities.  Students, who are able to use technology, either low or high, will be required to use it rather than a “live reader”.  Students may have access to a reader for exams that cannot be made accessible, for example, math exams, or exams with graphs or charts that JAWS or Open Book software cannot accurately read.  

Some students with learning or visual impairments who have a taped exam may also have a hard copy of the test.  If needed, the SDS Office may provide a Scribe to mark exam answer sheets.  However, other options may be available, such as taping responses, taking the exam on the computer or Braille, etc.  This allows for the most flexibility in making testing arrangements.  Students with disabilities who need a Reader and a Scribe for an exam may select anyone from the reader list, as long as the Reader is not serving as the student’s Note Taker.  If needed, Readers are available to tape record handouts or textbooks.  Students may scan handouts or exams into a computer that has accessible software that either enlarges text on the computer screen, or reads the screen to the user.  Headsets are also available for students using JAWS (speech output).  Adaptive equipment, such as CCTV, JAWS, ZOOMTEXT are also located in the Academic Support Center, Library, and select computer labs throughout the College.  Software may be placed in other College labs if the student or faculty member notifies SDS of the need.

Alternative means of providing access may include:

Tape-recorded exams
Large print exams
CCTV (closed circuit TV)
JAWS software (speech output)
ZOOMTEXT plus software (enlargement software)

 Recorded Textbooks

The SDS Office may assign Readers to record textbooks that are not available from Recording for the Blind and Dyslexic (RFB&D).  It is the student’s responsibility to call RFB&D to inquire if the textbooks are available.

Students are responsible for providing the materials or textbooks that need to be taped, understanding that the turnaround time for books may be one month or longer.  Book chapters, as they are recorded, will be available for the student to pick up.  If there are any technical problems with the tapes, students should notify their SDS Advisor.

Alternative Testing Site/Accommodations in the SDS Office

If possible, students should take the exam the same day that it is administered to the class.  The SDS Office on the Daytona Campus has three private testing rooms available to students by appointment on a first come first serve basis.  Students who need to use adaptive equipment or need extended time for exams should make testing arrangements with their instructors prior to scheduling the testing rooms.   

SDS Test Administration Procedure

In order for the SDS staff to administer exams, an instructor testing form must be attached to all exams. In an effort to maintain integrity of all exams, exams without instructor forms will not be accepted by the SDS Office staff. 

The information required for each exam is: the student’s name, instructor name, course section, date to administer the exam, time allowed, authorized adaptive/assistive equipment and any other special instructions. 

Exams must be delivered by Faculty or their designee to the SDS office in advance of the test day. All exams delivered to the SDS Office will be maintained in a secured file cabinet.

Faculty must deliver and pick up their exams or authorize their department designee or Department Chair to act on their behalf.  It is important to note that the student taking the exam should not have access to the exam or should not be given the exam to deliver or pick up from the SDS Office.

 Faculty members may make arrangements with students to tape record (or read) exams.



Other Accommodations for Exams

Extended test time

Extended time allows students an opportunity to demonstrate their knowledge, and to minimize the impact of the limitations of their disability.  Usually time and one-half or double time is sufficient.  Rarely is it appropriate for a student to have more than double time.  It is seldom appropriate for Faculty to give take home tests or open book exams as an accommodation.  Please contact the SDS Office staff regarding special time extended requests.

Talking Calculators & Dictionaries

These devices allow students with visual or reading disabilities access to calculators or to electronic dictionaries. Not everyone with a learning disability is entitled to use a speller or dictionary.  The confidential accommodation letter will outline whether the student is eligible to receive this accommodation.   

Moving a class to an accessible location

All College classrooms and labs must be accessible for students with disabilities.  If you are holding a class or lab in an inaccessible location, and you have a student with a physical disability enrolled in your class, then you will need to contact your Department Chair to move the class to an accessible appropriate location.  Be aware that some students with visual impairments may need to use adaptive equipment or service animals.  Field trips and off-campus activities should be planned with accessibility for all students in mind. 

General Suggestions for Accommodating Students with Disabilities

Accommodating Students who are Deaf or Hard of Hearing 
Students who are deaf or hard of hearing may have language-based deficiencies, such as poor vocabulary and spelling, poor syntax, and difficulty understanding abstract concepts.  Some students may wear a hearing aid or assistive listening devices.  Hearing aids amply all sounds, therefore, those with hearing aids may not hear sounds the same way that others do.  Students who use hearing aids also usually rely on lip-reading, although even highly skilled lip-readers can at best only comprehend approximately 50% of what is said. 

Deaf students may be authorized by the SDS Office to use a Sign Language Interpreter. The Interpreter should be located in the front of the class near the student and the Instructor so the deaf student can watch both the Instructor and Interpreter.  Interpreters who are certified follow a strict Code of Ethics that is established by the Registry of Interpreters for the Deaf.  Interpreters transliterate everything that is being said and are there to facilitate communication. Instructors should speak directly to the student, not to the Interpreter. 
Some students who are deaf or hearing-impaired can speak, and others rely on sign language only as the primary method of communication. Writing notes is an acceptable means of communication with a deaf student if an Interpreter is not present.



Classroom Accommodation Suggestions for Deaf Students

Front row seating for the student and Interpreter.
Instructor should face the class during lectures.
Do not block the view of the sign language interpreter.
Be mindful that there is a “lag time” between the transliterations of speech to sign language.
Repeat specific questions that are asked by the class.
Written assignments are very helpful when possible 
Write technical or unfamiliar vocabulary on the board or show on an overhead.
Video tapes used in class should be closed captioned when possible.
Allow an Interpreter to be used to assist deaf students for exams when possible
Speak clearly and distinctly but do not shout
Keep your hands or other items from the view of your mouth
Be aware of appropriate lighting and/or shadows in the classroom

Accommodating Students with Learning Disabilities

A Learning Disability is a disorder that affects the manner in which students who take in, express, retain, understand, or use concepts.  It is a disorder of the central nervous system.  Learning disabilities are often inconsistent.  It may cause difficulty one day, but not the next.  Students may have difficulty in elementary school, and yet excel in high school, and then have difficulty again in college.  Students may only have difficulty in one area, such as language or math.  Some students are only first identified as having a learning disability during college or postgraduate work. 

A learning disorder may manifest in one or more of the following areas:

Reasoning Ability 			Written Language
Oral expression    			Reading
Mathematics				Calculation
Integrating Information		Attention
Visual Perceptual			Processing Information
Memory				Retention
Communication			Spelling 
Social Competence			Emotional Maturity


A Learning Disability is NOT:

Due to emotional reasons
Due to lack of adequate education
Due to mental retardation
Due to environmental conditions




Classroom Accommodation Suggestions for Students with Learning Disabilities

Use multi-media and power point presentations when possible.
Provide a  chapter and lecture outline to the student when possible
Note takers and tape recording of lectures may be helpful when possible
Extended time is usually very helpful for exams.
Oral or tape recorded exams may be needed.
Some students are not able to use scantrons, allow them to mark on the exam.
A quiet private testing location is helpful for some students
Some students may need an early critique of a class project or written assignment.
Make your class syllabus available on the first day of class or online when possible.

Accommodating Students with Mobility Disabilities 

Students may have a variety of conditions that impair their physical mobility.  These disabilities could be the result of an accident, illness, injury, or congenital in nature.  They may include conditions such as spinal cord injury, Spina bifida, muscular dystrophy, amputation, cystic fibrosis, cardiac conditions, cerebral palsy, later stages of AIDS, stroke, polio or post-polio syndrome, and traumatic brain (head) injury.  Some students may need early access to the classroom and others may need allowance for front row seating, special chairs or adjustable desks.
 

Classroom Accommodation Suggestions for Students with Mobility Disabilities

Allow some flexible if students arrive late to class occasionally. It may also be helpful for students to schedule classes that are physically close together on 
campus. 
2.	Some students may need a note taker, scribe or lab partner to assist them with assignments, experiments or required activities conducted in the class.
Extra time may be needed for writing assignments, in-class assignments and exams.  


If you encounter a student with mobility impairment, simply privately offer your assistance but do not insist. 

If you encounter a student with a prosthetic arm, leg or hand, and you wish to give him/her something, offer it in a normal fashion and ask if you can be of assistance.
Accommodating Students with Psychological Disabilities

Mental illness is a widespread and debilitating disorder that affects more than 41 million people in the United States, according to the American Council on Education.  Mental illness is an “invisible disease,” in which the patients themselves may be blamed for their illness and therefore ostracized from the mainstream of life.  Many people can recover, and with medication, live fully functioning lives.  

The term, “psychological disabilities” covers a range of conditions and may include mood disorders, such as depression, dysthymia, major depression, and bi-polar disorders.  Anxiety disorders include panic disorders, generalized anxiety disorder, obsessive-compulsive disorder and post traumatic stress disorder.  Schizophrenia and schizoaffective disorders are types of psychotic disorders. 

The greatest problem may be the stigma or misconceptions about the disorder.  However, most students with a psychological disorder are not disruptive.  Because of the student’s perceived vulnerability, staff or faculty may have difficulty asking the student to set limits of acceptable behavior.  While students are entitled to academic accommodations and support, this does not release them from the responsibility of having to meet college standards and policies for acceptable behavior. 

If you experience classroom behavioral problems that are a concern when teaching or interacting with students, then consider the following questions: “How would I resolve this problem if the student did not have a disability?  “Is the student exhibiting behaviors that would be a violation of the Student Code of Conduct as outlined in the most recent Student Handbook?” 

You may refer students to the Counseling Center or to the Behavioral Intervention Team if you have concerns about their psychological well-being. You may also refer students to the Campus Safety Office if you perceive them to be a threat to yourself or others. 


Classroom Accommodation Suggestions for Students with Psychological Disabilities:

A note taker or taping lectures may be needed. 
A quiet private place to take exams may be needed and very helpful.
Students on medication may need to bring a beverage and small snack to class  
Classroom instructions may need to be in written form or verbally repeated.
Consider allowing alternate or make-up exams when possible
Consider that due to the chronic nature of psychological disabilities, frequent tardiness and absences may occur.
Consider setting specific limits and describe your expectations for acceptable classroom behavior in your course syllabus.



Accommodating Students with Visual Disabilities

There are many types of visual impairments that individuals may have.  A person is considered legally blind if his/her vision cannot be corrected to better than 20/200, or when vision is limited to a narrow field of less than 20 degrees.  
To have a visual impairment, one must have vision in one eye that cannot be corrected to more than 20/70, or have a progressive loss of vision, or not have any peripheral vision. 

The student may appear to get around well without assistance, yet that does not mean he/she does not need classroom accommodations.  It is estimated that approximately 80% of legally blind individuals may have some useful vision or light perception.  Only a small percentage of blind students read Braille, as some individuals lost their vision at later ages, or due to diabetes leading to poor circulation has reduced sensation in the fingertips.  Braille books are often difficult to find, create storage problems and are not very convenient for some students.  Most students rely on taped books or e-text books.  Readers are provided for books not recorded by RFB&D, or for materials that optical character scanners cannot scan accurately.  


Classroom Accommodation Suggestions for Students with Visual Disabilities:

Provide reading lists and/or course information online when possible
Provide handouts, exams and power point presentations on disk and large print.
Reduce classroom noise and face the class when speaking to enhance hearing and use specific terms such as turn north, south, etc.
Students may need front row seating, a scribe and/or lab partner to assist them in classes
Consider offering alternative assignments that do not involve visual ability when possible
Use specific terms and descriptions of information and avoid using abbreviations.
Allow the use of guide dogs and service animals that may be needed to assist the student. A guide dog is an authorized working animal specially trained to assist students in a public environment. Please avoid touching or petting the dog unless the student gives permission



Frequently Asked Questions by Faculty


Do I have the right to know what type of disability a student has when they ask for an accommodation?

No.  From a legal standpoint, you are only required to know the appropriate accommodations arranged with the SDS Office. Students may volunteer to inform you of their disability but to inquire is inappropriate. The confidential accommodation letter will outline the services that the student is eligible to receive. For example, you should know that a student may need special classroom arrangements and/or allowed to use adaptive technology. What faculty is not privileged to know, without the student’s written consent, is how he or she became disabled and the exact diagnosis.

Can I disagree with the academic accommodations that are requested?

Yes.  There may be situations when you disagree or have questions or concerns about the appropriateness of an accommodation that is requested.  You may contact the SDS Office and discuss the accommodation with the SDS Advisor.  Faculty members may not ban tape recorders, interpreters, or auxiliary aids as accommodations. Faculty may not grade a student’s assignments or exams differently as a result of an accommodation, if there is a specific problem with a note taker, reader, scribe, interpreter, or testing arrangement, please contact the SDS office for assistance. 

Am I required to provide accommodations to a student who does not present a letter from the SDS Office?

No.  Faculty is not required to provide certain accommodations to students who do not present a confidential letter from the SDS Office. Some faculty may choose to list a statement on their course syllabus inviting students with disabilities to self-identify and to make arrangements to meet with them confidentially during their designated office hours to discuss possible accommodations. If a student is having difficulty in class and has not self-identified a disability, then it is helpful to inform him/her of the college resources such as, Academic Support Center, Counseling and Student Disability Services. Faculty may suggest but may not require students to seek accommodations or services, nor can faculty ask students if they have a disability. 

Do I need to make allowances for extended time on assignments and exams?  How much time is appropriate?

Yes.  Extended time means that a student is allowed additional time to complete an exam or assignment without being academically penalized or having points deducted.  The student should request this accommodation in advance, and faculty and the student should discuss and agree on the amount of reasonable time needed to complete the exam or assignment.  Instructors should consider that the extra time being requested is not an excuse but is to minimize the impact of the disability. Instructors may call the SDS Office for assistance.

Communication Suggestions 

Students with disabilities are not “different” from any other student; they are just people who happen to have a disability. 

Whenever possible, it is recommended that faculty communicate by speaking directly to the student and not to their companion or parent. 

Do not shout. Talk to the student using “Person first language”

It is not appropriate to ask a student how he/she became disabled. In some cases, the student may choose to share that confidential information voluntarily. 


	
Appropriate  - You May Say
	Inappropriate - Do Not Say

	Person with a disability
	Handicap or Handicapped

	Persons who is deaf, or hard of hearing
	Deaf Mute or Dumb

	Person who has a learning disability
	Abnormal or Uneducated

	Person who uses a wheelchair

	Confined to a wheelchair or wheelchair bound

	Person who has a mobility disability
	Lame or Crippled 



Rights and Responsibilities for Accommodating Students with Disabilities

Student Disability Service Office & College Responsibilities
To respond to disabled students requests for reasonable accommodations
To provide information to interested students about the College services available
To advised college staff of architectural and structural barriers that restrict access
To provide equal access to college program and activities
To maintain compliance with federal and state ADA regulations
To publish a internal grievance procedure and college policies
To determine on an individual case-by-case basis, appropriate and reasonable accommodations for students with documented disabilities 
To provide auxiliary learning aides for those students who require them 
To serve as a liaison and advocate between faculty and students, when necessary
To assist students to become independent and self sufficient
To offer adaptive equipment that allows a student to participate in college programs
To assist students with achieving their academic and career goals

Faculty Responsibilities
To provide and allow reasonable accommodations for students with disabilities
To discuss accommodations questions, problems and concerns with the SDS Office staff
To speak directly with the student about specific accommodations
To maintain student confidentiality and privacy at all times
To respond to SDS Office student progress reports in a timely manner
To assist the SDS staff in locating volunteer note takers, readers or scribes by making class announcements or direct interested students to the SDS office
To comply with the SDS  Office testing procedures and deliver and pick-up exams to the SDS Office in a timely manner

Faculty Rights

Faculty has the right to identify and establish the skills, abilities and knowledge necessary for success in their course, classroom or lab.
Faculty have the right to evaluate students based on established course objectives and expectations as outlined in their course syllabus
Faculty have the right to maintain an  academic setting that does not obstruct their ability to teach or the ability of students to learn

Student Rights

Students have the right to equal opportunity/access to college programs and services
Students have the right to request or decline reasonable accommodations
Students have the right to self identify or decline to self-identify a disability
Students have the right to file a  grievance about faculty with college officials
Student have the right to be treated as other students without regard to their disability
Students have the right to expect that their accommodations remain confidential

Student Responsibilities

To provide requested documentation of a disability to the SDS Office prior to receiving accommodations
To meet with an SDS Advisor each semester to arrange accommodations prior to attending classes
To hand deliver  and present confidential accommodation letters directly to faculty
To take personal responsibility for learning the course material and communicating with Faculty and the SDS Advisor about any problems regarding accommodations
To communicate directly with faculty about alternative testing arrangements prior to taking exams in the SDS Office


A Learning Disability is NOT:

Due to emotional reasons
Due to lack of adequate education
Due to mental retardation
Due to environmental conditions


Classroom/Testing Suggestions

Use multi-media presentations.
Provide a lecture outline to the student.
Note takers and tape recorders are usually needed.
Extended time is usually needed for exams.
Oral or tape recorded exams may be needed.
Some students cannot use scantrons, will need to mark the exam.
Quiet testing location is helpful for some.
Some students need a critique of an early draft of a paper.
Make the syllabus available on the first day of class or in advance.

Accommodating Students with Mobility Disabilities 

Students may have a variety of conditions that impair their mobility.  These disabilities could be the result of an accident, illness, injury, or congenital in nature.  They may include conditions such as spinal cord injury, Spina bifida, muscular dystrophy, amputation, cystic fibrosis, cardiac conditions, cerebral palsy, later stages of AIDS, stroke, polio or post-polio syndrome, and traumatic brain (head) injury.  Some students may only need physical access to the classroom, and others will need academic accommodations.
 

Classroom/Testing Suggestions

Be flexible if students arrive late to class occasionally. It may also be helpful
for students to schedule classes that are physically close together on 
campus. 
2.	Most students will need a note taker or to tape lectures.
Extra time may be needed for writing assignments, in-class assignments and exams. Students may need a scribe.
The class may need to have adjustable tables, drafting tables, labs, chairs, etc.
A lab partner may be needed to serve merely as the student’s hands or legs the student would direct the experiment or activity.


[bookmark: AssessmentServices]
 
Assessment Services

	Contact: Janet Sledge, ext. 3899
	Barbara Fyock, ext. 3615 or Gail Kaddy, ext 3845


Services include:

	Placement tests – P.E.R.T**, TABE, CASAS, CJ-BAT, TEAS 
** PERT started January 2011, and eventually CPT will be phased out.  

	Assessment of Prior Learning Experience (APLE)–Course Credit Exams

	CLEP testing

 	MAPP testing

	Developmental Exit Exams

	FCAT and HSCT

	Distance Education – Proctoring

	Certification Exams for VUE and MSSC 

	Instructor tests – Individual Student Make-up Exams ONLY 
Guidelines for instructor testing and the “Test Administration Instructions” form are posted on the   Assessment Services webpage.
 
Note: The Assessment Center does not administer routine tests that are normally taken in the classroom and effective Fall 2004, does not administer tests for online courses.

For information on assessment services at each campus, contact the Assessment Services Office on that Campus.






[bookmark: SEMP]
SOUTHEAST MUSEUM OF PHOTOGRAPHY

The Southeast Museum of Photography is a significant national presenter of innovative and stimulating photography exhibitions, public lectures, workshops and children’s activities.  It directly supports to the mission of Daytona State and its academic programs through multi-disciplinary curriculum service and through its role as a major community cultural resource. 


Exhibitions and Programs
The Museum has 7,000 square feet of exhibition space and produces three seasons of thematically connected exhibitions each year.  Current program information is distributed college-wide each term and is also available by calling the Museum Information Hotline at (386) 506-4475 (ext 4475) or by visiting the Museum website: http://smponline.org.
Exhibitions are developed on the basis of educational and social relevance, aesthetic quality, diversity and other significant community interests.  There is considerable emphasis given to a broad definition of photography’s role as a formative influence of our society.  Each season of exhibitions is accompanied by a lecture series featuring prominent photographers, artists and critics.  Programs are developed so that faculty may include museum activities in the curriculum and relate writing and critical thinking assignments to exhibitions and lectures.


Photography Collection and Library
The permanent photography collection of the Museum is a resource for scholars, students, and the public and now numbers more than 3,000 photographs spanning the history of photography from the 1840s to the present.  The Museum also houses a 900 volume non-circulating reference library, a research collection of prints, a variety of educational publications and a media center to support student research projects. 

Museum Location and Hours:
Tuesday, Thursday, Friday: 11:00 am to 5:00 pm
Wednesday, 11:00 am to 7:00 pm.  Weekends, 1:00 pm to 5:00 pm

Student Opportunities:
The museum offers unique educational opportunities to Daytona State students through a range of College Credit, Cooperative Learning, Internship, College Workstudy and Volunteer positions.  Starting in 2005 a Gallery Practices class will be regularly offered to introduce students to the methods, practices and principles of visual arts museums.


Reserving Class Visits:

Unfortunately, we cannot accept impromptu visits by whole classes as a group.  To schedule class or group visits please allow a minimum of 48 hours notice to the museum staff and ensure that you receive confirmation back from the museum before embarking on the visit.

The Museum now has an INFORMATION HOTLINE at extension 4475 (506-4475 from outside) with a number of menu selections.  One menu selection will allow you to record all the pertinent details of your desired class visit, including day and time, with prompts to elicit all of your particulars.  This is how you should schedule the visit.

Please strongly discourage the class from bringing large bags or backpacks to the museum as we cannot provide adequate secure storage of those articles during any class/group visit.



[image: C:\Users\brownr\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\5V7K8XXI\New SMP MuseumFoyer (2).jpg]
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College Bookstore


Follett and Daytona State offer bookstore services (hours and duration of services vary) at most campus locations.  Normal operating hours for the fall and spring semesters at the Daytona Campus, Building 200, are Monday - Thursday, 7:45 a.m. -7:00 p.m. and Fridays, 7:45 a.m. - 4:00 p.m.  Hours will vary at the beginning of terms and during the summer terms.  Purchases may also be made online at our website http://www.efollett.com , or through the bookstore link on Daytona State’s site http://daytonastate.edu/catalog/adm/bookstore.html


For hours or bookstore information specific to a campus, please contact:

	Daytona Campus - 		Robert Redd		ext. 3234
	New Smyrna Campus   ‑ 	Staff			ext. 6314
	DeLand Campus    ‑  		Karen Murphy		ext. 2020
	Flagler Palm Coast -		Staff			ext. 4840
		

Flagler Palm Coast bookstore is only open during critical times at the beginning of the semester.

Textbook Manager for Daytona, New Smyrna and Flagler Campuses: Donna Hunter.
Texbook Manager for the DeLand and Deltona Campuses: Karen Murphy, ext 2020

A 10% discount is available for faculty and staff on general merchandise including supplies, general reading books, giftware and clothing but not on software and/or textbooks. 
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[bookmark: COPYCENTER]Copy Center

	The Copy Center Services & Capabilities website will provide you with more information: http://www.daytonastate.edu/bussvcs/cc/cc_services.html  including pricing for color or black & white printing.

	Multifunction, networked, duplicating/printing/faxing/scanning machines are located in or near most departments and in each building on all campuses.  Check with your department chairperson or campus administrator for the policy on the machine's use or vist http://www.daytonastate.edu/bussvcs/cc/cc_mfd.html for more information.

	If you need copies of more than fifty (50) pages/clicks, use the Daytona State Document Center.  The department chairs and campus administrators will explain the requisition process for this service.  Copies can be requested via your campus computer.  Be sure to check the copyright regulations included in this handbook.  Allow for an average of two working days turnaround time.  



[bookmark: Graphic_Design_Services]Graphic Design Services

Graphic design services are offered to support the marketing/promotional efforts for your programs and/or courses.  For assistance, contact Gabriel Gomez, ext. 3147.  The Graphic Design Office is located on the second floor in Building 110 at the Daytona Campus. In addition, for graphic designs needed for curriculum content, contact the Florida Online staff at the Faculty Innovation Center. 



[bookmark: Phonemail]VOICEMAIL

The Cisco PhoneMail system is a computerized call processing resource that allows you to send and receive messages, 24 hours a day, from any telephone.  The system stores messages in your personal mailbox.  You can listen to your messages, and send messages to other PhoneMail subscribers, at any convenient time from any phone.  When calling from off campus one may dial 386-506-3098 using the Cisco PhoneMail System.
 
Please be reminded that all campus Adjunct faculty shall contact their department chairperson to arrange for the assignment of a PhoneMail mailbox.  Extensions can now be dialed directly from off campus.

[bookmark: Falconmail]
FALCONMAIL
Provides a permanent Daytona State-based e-mail address for every student. 
Accessible through the regular navigation in online student services. 
Contains a fully configurable calendar. 
Neither students nor faculty need to remember another password, once logged in to student services, they are automatically logged in to FalconMail. 
Also features listserv functionality. 

What is FalconMail? 
FalconMail is a free, web-based, e-mail being offered to all current students, faculty and staff at Daytona Beach Community College. FalconMail is based on the premise that e-mail should be easy to access from any computer connected to the World Wide Web. Sending and receiving e-mail from FalconMail is as easy as logging in with your personal information and your PIN number and clicking on the FalconMail link at the bottom of the page. No extra login names - No additional passwords!
I already have an e-mail address….
If you already have an e-mail address, forwarding your FalconMail account to your existing e-mail box is as simple as telling FalconMail the address where you want it forwarded. The steps are easy and instructions are provided within FalconMail. To use it, simply click the help button on the mail screen.
If you are a Faculty Member.... 
Simply log in to your Faculty Web account and FalconMail is an option on the left navigation bar. 
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CAMPUS SAFETY DEPARTMENT
The Campus Safety Department operates 24 hours a day, seven days a week at the Daytona Campus and from 7:00 a.m. to 11:00 p.m. at all other sites, for the protection of students, staff, faculty, and visitors.  Officers patrol the campus by marked vehicles and by foot patrol.  All officers have received training in Conflict Resolution, Emergency Response, CPR, First Aid & Handling Medical Emergencies, and protection of campus personnel and property.  Do not hesitate to contact Campus Safety whenever you need help or more information about one of our services. Go to http://www.daytonastate.edu/campus_safety/ for more information.

Crime/Incident Reporting

The proper reporting procedure for everyone, in the event of any concern, is to contact the Daytona State College Campus Safety Department at (386) 506-4444.  In the event of an immediate threat, danger, injury, or criminal occurrence, the occupant is advised to call the local police/fire/emergency medical service in his or her jurisdiction.  Usually, these emergency services can be contacted from any telephone by dialing 911 or the local police/fire emergency numbers.  On campus remember to dial 9 (for an outside line) then 911. 

In all instances of criminal occurrence, loss of property, assault, threat, injury, or attempted crime, the Campus Safety Department must be contacted as soon as possible in order to facilitate proper reporting and resource utilization and to record the occurrence for further study and preventive action. 

To relay confidential information to Campus Safety, call 506-4500.

Emergency Phone System

Emergency telephones with direct access to the Campus Safety operator are located throughout the campuses and in all elevators.  These phone systems may be used for emergency or non-emergency reasons.  The Campus Safety operator will ask if you need assistance or help.  Please remain at the location until an officer arrives (if the situation is safe).

IMPORTANT TELEPHONE NUMBERS

Campus Safety  				506-4444
Daytona Beach Police Department		671-5100
Volusia County Sheriff’s Office		
	Daytona Beach			248-1777
	Deland					736-5999
	New Smyrna Beach			423-3301
Flagler County Sheriff’s Department		437-4116
Employee Assistance Program		1-800-272-7252

General Campus Safety and Security Policies

There are two important elements in creating and maintaining protective programs and systems.  First is an understanding of campus crime and safety hazards by students and employees.  Next are methods of communication and action to reduce or eliminate security and safety threats and hazards.

Crime Reporting

Therefore, it is the policy of Daytona State College that all students and employees of DBS campuses are to report criminal acts and safety hazards or occurrences known to them.  The proper reporting procedure for everyone, in the event of any concern, is to contact the DBS Campus Safety Department at (386) 506-4444.  In the event of an immediate threat, danger, injury, or criminal occurrence, the occupant is advised to call the local police/fire/emergency medical service in his or her jurisdiction.  Usually, these emergency services can be contacted from any telephone by dialing 911 or the local police/fire emergency numbers.  On campus remember to dial 9 (for an outside line) then 911. 

DBS enjoys an excellent working relationship with the local law enforcement   agencies.  During the course of any problem, the responding Campus Safety officer will obtain the information necessary to make a complete report for campus files.  It is DBS policy to report all felonies occurring on campus to the appropriate law enforcement agency.  Felonies occurring off campus and reported to Campus Safety will be reported at the victim’s request. 

Timely warnings will be issued when a crime has been reported that poses an ongoing threat to students and/or employees. 

In all instances of criminal occurrence, loss of property, assault, threat, injury, or attempted crime, the Campus Safety Department must be contacted as soon as possible in order to facilitate proper reporting and resource utilization and to record the occurrence for further study and preventive action. 

To relay confidential information to Campus Safety, call (386) 506-4500. 

Campus Personal Safety
The DBS Campus Safety Department provides security information, assistance, and service to aid campus occupants in the protection process. 

No person or location is 100 percent safe.  The Campus Safety Department utilizes patrolling officers to observe and detect crimes and threats on campus.  Their function is primarily informational and advisory, rather than regulatory.  Campus Safety personnel are not police officers and are not empowered as such.  The primarily protective means used are restricting campus access and use to only those authorized students, staff, and employees, or their guests, for reasonable and safe purposes.  The inspection and maintenance of locks, doors, windows, lights, and alarms are coordinated by both the Campus Safety Department and the Physical Plant Department. 

The actions taken by a person to increase security in his or her residence, vehicle, or personal activity can prevent a crime by causing the perpetrator to think twice and be deterred.  Simple actions include: 

General Security
Locking doors at all times (residence and vehicle) 
Not "propping" doors open 
Exercising, traveling, or jogging with a friend or partner 
Being aware of unusual or suspicious persons or conditions 
Staying in well-lighted areas of the campus 
Calling Campus Safety to report Crime or suspicious activity: 506-4444 
Calling the local police (911), then calling Campus Safety if danger is suspected or if you are threatened. 

When you are at home alone, pull shades or curtains after dark.  If you let someone in and then have second thoughts, be assertive and demand that the person leave or leave yourself.  Call a friend or neighbor to come over.  Pretend you are not alone, mention a friend or family member asleep in the next room.  Anyone who refuses to leave is a trespasser, and you should call the local police (911) to have them removed.

Make sure hallways, entrances, garages, and grounds are well lighted.  Leave porch lights on all night.  When away from home for the night, or when you expect to return after dark, leave an interior light on in a room or two with shades drawn.  Leave a television or radio on to give the impression that someone is at home.  Install a peephole in your door.

When someone is at your door, never open it until you know who is there.  Repair and sales people, police and survey takers carry identification.  Ask to see it and, if you have any doubt or question, call the company to verify the person's identity before you permit entry.  On campus, call Campus Safety at 506-4444.  There is no soliciting allowed on campus.

If someone wants to use the phone, make the call for him or her without opening the door.

Get to know your neighbors so you can get help if necessary.  Be familiar with who is coming and going in the neighborhood.

List initials and last name only on mailbox or door.  Consider not listing your address in the phone book.

Avoid giving out information about yourself or making appointments with strangers over the phone.

To deter theft and fencing of stolen goods, engrave or mark all valuable personal property with your name and phone number and/or driver's license number.

On Campus

The Campus Safety Department operates 24 hours a day, seven days a week at the Daytona Campus and from 7:00 a.m. to 11:00 p.m. at all other sites, for the protection of students, staff, faculty, and visitors.  Officers patrol the campus by marked vehicles and by foot patrol.

The Campus Safety program announces to criminals that we at DBS are aware of possible crime and are alert enough to report it.  A criminal does not want attention.  Attention leads to prevention.

The following preventive measures will help minimize your chances of being attacked:

If you are going out, tell someone where you are going and when you will return. 
Always lock your doors, and do not lend the key.  Keys can be duplicated. 
Do not walk alone at night. Take a friend with you. 
Stay in well-lighted areas. 
If you lose a key or believe that someone has a key to your office, report this immediately to Campus Safety. 
Photocopy all important papers that you carry in your purse or wallet, including your driver's license.  Keep the photocopy in a safe place.  This information will be invaluable if you lose your license or cards. 
Don't offer a ride to any individual you don't know, even if the person claims to be a student. 
Report to Campus Safety any malfunctioning corridor, hallway, or exterior lighting. 

Elevators
Trust your intuition.  If you feel uncomfortable, you do not have to use the elevator.  Go back to an occupied office or classroom or call Campus Safety.

If you are in an elevator and someone suspicious enters, stand near the controls.  If necessary, you can press all the buttons or use the emergency alarm.  The phone in the elevator automatically dials the Campus Safety office when the button is pushed or the handset is lifted.

On The Street
Be alert.  Look around you.  Be aware of others on the street.  Make it difficult for anyone to take you by surprise.  Women should carry a whistle on a key chain.  Walk with keys in hand.  Walk or bike with others if you have a choice.  Try not to go alone.

Stay on populated, well-lighted streets when you can.

If you think someone is following you, turn around and check so that you are not caught off guard.  Cross the street or change direction.

Walk or run toward people, traffic, or light.  Consider shouting at the aggressor and saying, in a loud, firm voice, "Don't follow me!"  Try to find an occupied building or business place.

If a car follows you or stops near you for directions, do not approach the car.  Change direction if you feel threatened and walk or run toward stores, a lighted house, or other people.

In Your Car
Park in well-lit areas at night.  Check the street before leaving the car.  Park in full view of the front of stores and houses.

Walk to your car with keys ready.

If you have a flat tire, seek help by phone or at a nearby business.  Beware of someone who instantly appears to offer help attackers often disable women’s cars to make their owners vulnerable.

Check the back seat before entering; someone could be hiding there.

Keep the car doors locked at all times, even when driving in daylight, so no one can jump in at a red light.

Keep enough gas in your tank for emergencies.

If you are followed by another car, drive to a police station or business that has lights on and people in it.  You may not want to go directly home with someone following you.  "Driveway" robberies are becoming more common.

If your car breaks down, lift the hood, put on the flashers, and wait inside for help with the doors locked.  Ask people who stop to call the police or AAA for you.  Don't go with anyone.

Don't stop for stranded motorists.  You are of greater help to them by calling the police or sheriff.

Jogging
Try to jog with a partner.  Try to avoid running alone, even in daylight.  You could become injured from a fall and might need help.

Be aware of people around you.

Stay on well-lit paths in open areas.  Vary your route.  Be suspicious of people you pass many times.

Stay away from parked cars, especially those occupied by suspicious persons.

On the Bus
If possible, wait for the bus at well-lit stops. Be alert so you cannot be grabbed from behind.  If possible, join other people at a stop.  If you feel threatened, go to a nearby business.

If anyone bothers you on the bus, state in a loud, firm voice, "Leave me alone!"  Let the other riders and the driver know what is going on and move to the front of the bus.

Don't get off the bus in an isolated area.

Notice who gets off at your stop.  If someone is following you, practice the tips for street safety.

EMERGENCY TELEPHONE SYSTEM
Emergency telephones with direct access to the Campus Safety operator are located throughout the Daytona Beach campus and in all elevators.  These phone systems may be used for emergency or non-emergency reasons.  The Campus Safety operator will ask if you need assistance or help.  Please remain at the location until an officer arrives (if the situation is safe).

WEAPONS
No student, employee, visitor, or faculty member is allowed to carry a weapon while on DBS property.

SMOKING POLICY
DBS has defined areas where smoking is permitted or prohibited on property owned or leased by Daytona State College.

Smoking is permitted in all designated outside areas.

Smoking is prohibited:

In all buildings, offices, classrooms, rest rooms, hallways, elevators, porches, balconies, and all other interior locations. 
In all DBS owned vehicles including golf carts. 

No Smoking signs will be posted at public entrances and at strategic locations throughout each DBS facility.

[bookmark: LabSchool]
CHILD DEVELOPMENT LAB SCHOOL


	The Child Development Lab School is located on the Daytona campus and provides a high quality preschool education for children of students, employees and the community.  The Lab School is fully licensed by the Florida Department of Children and Families, nationally accredited by the National Association for the Education of Young Children, and is used as a model facility by Child Care Resource Network.  The Lab School is a training facility for students pursuing their Child Development Degree as well as other Allied Health programs.  The Daytona site accepts children ages 2-5 years.  Children learn and discover through a hands on theme based, developmentally appropriate curriculum.  The School is open from 7:30 a.m. to 5:30 p.m.  Daytona State staff and students may apply to send their children to the Lab School.  Please contact the Lab School at 506-4566 for an application and more information.
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OFFICE SPACE FOR ADJUNCT FACULTY


	Adjunct faculty should be available to students outside of class hours.  PhoneMail can help facilitate communications, but conferencing before or after class hours is often more effective.

	Some departments and campuses are able to provide shared office space for adjunct faculty.  Check with your department chairperson, campus administrator, supervisor, or dean for additional locations.

	Each campus has designated space for use by adjunct faculty as follows:

		Advanced Technology College		Building 1, Room 107F	

		Flagler/Palm Coast Campus		Building 101, Room 001

		New Smyrna Campus			Building 1, Room 148 
							Building 2, Room 146

		DeLand Campus			Building 1, Room 103D

		Deltona Center				Building 1, Room 214


	        Daytona Beach Campus	Check with Chairperson/Supervisor for adjunct office space.  Space to meet with individual students may be reserved in Building 210, the Library.  Check with a Librarian for details.

[bookmark: ResourceDevelopment]

OFFICE OF RESOURCE DEVELOPMENT

[bookmark: Grantguidelines]“As for the future, your task is not to foresee it, but to enable it.”  -- Antione de Saint-Exupery

MISSION

The mission of the Office of Resource Development is to increase the capacity of Daytona State College to promote excellence and innovation through external resources.

GOAL

To coordinate the College’s resource development activities by providing support and assistance in the development, submission, and management of grants and contracts, and by acting as liaison with current and potential external funding sources.

SERVICES & RESPONSIBILITIES

Serve as an informational resource for external funding.
Identify and research potential sources of external funds
Obtain and disseminate information on funding sources and grant opportunities 
Monitor legislation and appropriations that impact grant programs
Stimulate interest among faculty and staff in the grants process

Provide assistance in the development and submission of proposal applications.
Review and make recommendations concerning proposal ideas
Assist in project planning and development
Review and edit proposal drafts
Assist with budget construction, in cooperation with Grants Accounting
Complete necessary forms
Coordinate internal review, approval, and sign-off of proposals
Assemble, copy, and submit/transmit final proposals to funding sources
Maintain quality control in the total grantsmanship effort
Maintain the official files on all pending and unfunded proposals and all active and completed grant projects
Provide training to faculty and staff in all phases of grants development and management
Encourage strategic partner formation
Serve as liaison with funding agencies and proposal partners

Provide grants management support to project directors
Receive official notifications of award and review/negotiate terms and conditions
Monitor completion and submission of progress and final reports on funded projects
Evaluate the progress and impact of funded projects
Serve as liaison with funding agencies 

OPERATIONAL STANDARDS

Grants Development –The Office of Resource Development will identify and pursue external funding sources and opportunities that are consistent with the College’s mission and strategic priorities. 

Grants Submission – All requests for funding will be consistent with the College’s priorities and will be approved in advance by the College administration. The Office of Resource Development will ensure the quality and appropriateness of all grant applications.

Grants Management – The Office of Resource Development will assist project directors in the management of externally funded projects to ensure compliance with appropriate policies and regulations. 

CHALLENGES

To remain current on priorities of the College

To be recognized as a resource by faculty and staff in helping them achieve objectives

To remain current on state and federal legislation impacting funding for higher education and to expand knowledge of funding sources

To keep abreast of applications of technology in improving educational programs, student services, and institutional management

STAFF

The Office of Resource Development reports to the Vice President for Planning and Institutional Effectiveness. The office is currently located in Building 100 on the Daytona Beach campus. The website http://www.daytonastate.edu/resourcedev/ lists the staff for this department.

Ted Sofianos, Director. 
Brianna Holt, Grants Development Coordinator
Nicole Whetstine, Grants Development Coordinator
Loretta Wilary, Grants Management Coordinator
Colleen Curry, Administrative Assistant

The Grants Accounting Office is responsible for maintaining the official fiscal records of all funded grants and for submitting financial reports. This office will ensure that all federal, state, and college financial requirements are followed in expending and accounting for external funds and that expenditures conform to the proposal budget. Robert Simmons is the grants accountant.

GUIDELINES FOR INITIATING GRANTS

External grants are a major source of funding for new programs and program enhancements at Daytona State College. The Office of Resource Development is responsible for coordinating the development and submission of all grant proposals and serves as a major resource during the grant preparation process. The office’s primary functions involve locating funding sources, developing program ideas into grant proposals, communicating and negotiating with funding agencies, monitoring projects, and retaining grant records. All grant proposals must be reviewed, approved and submitted by the Office of Resource Development.

Proposals can be initiated in two ways:
An individual or group of individuals develops an idea for a project and contacts the Office of Resource Development for assistance.
The Office of Resource Development identifies sources/programs whose guidelines coincide with the College mission and strategic plan, and contacts faculty or staff members to encourage their involvement in developing a proposal.

A person initiating a proposal should discuss the idea with his/her supervisor and then submit to Resource Development a project idea form or, if the idea is more fully developed, a concept paper – a written summary of the proposal project identifying the project concept, the project director, funding source, requested amount and any matching requirements. If a funding source has not been identified, Resource Development will assist in researching and acquiring information and guidelines for an appropriate grant program. 

From the information presented, Resource Development will generate a Preliminary Grant Approval Form requesting approval from the President’s Cabinet to develop the proposal. The Cabinet will consider the following questions: 
Does the proposed project meet a recognized need? 
Does it address elements of the College’s Strategic Plan? 
Will it integrate with existing programs? 
What kinds of resources will be required; does it duplicate or supplement other efforts? 
Is it consistent with the College mission? 

Once Cabinet approval is secured, the proposal development process continues. The Office of Resource Development will assist in the following ways:
Participate in preliminary planning discussions
Acquire and interpret grant guidelines
Assist with form completion and budget construction
Coordinate the grant writing effort
Review and edit proposal drafts
Obtain required signatures
Facilitate the approval process
Assemble and submit the finished proposal 

The proposal writing team should plan to submit a draft proposal to Resource Development at least ten (10) working days before the proposal deadline to allow time for editing, internal review and approval, signatures, and appropriate transmission.

Prior to submission, the following individuals must review the proposal and sign their approval:
A representative of the Office of Human Resources is responsible for reviewing requests in proposal budgets for personnel including job descriptions, salary ranges, and fringe benefits. All salaries, salary supplements, stipends, benefits, and professional/consultative fees included in a grant proposal must be based on the current salary administration plan and be commensurate with an employee’s current employment contract. Award of a grant is not a guarantee that a specific individual or employee will get a job or salary.

The Grants Accountant will review the budget prior to proposal submission to ensure sound budget construction and adherence to institutional regulations. 

The appropriate division Dean/AVP and Vice President must review and approve the proposal.

The Office of Resource Development will ensure that the proposal conforms to all applicable grantor requirements and to applicable College policies and that the proposal is placed on the District Board of Trustees agenda for final approval.

The Vice President of Planning and Institutional Effectiveness approves requests for matching funds, both cash and in-kind, to be forwarded to the President.

The President is the only individual authorized and empowered by the District Board of Trustees to sign a grant application on behalf of the College. The President’s signature is typically required on all applications, and no application may be submitted without his knowledge. It is the responsibility of the Associate Vice President for Planning and Resource Development to keep the President informed about proposals. The President will not sign any grant application that does not have a completed Final Grant Approval Form.

The District Board of Trustees, with the President’s recommendation, is the only body authorized to formally commit the resources of the College to any institutional grant. Once a proposal has been submitted, the Associate Vice President for Planning and Resource Development will prepare an exhibit of the grant proposal for the agenda of the next scheduled meeting of the District Board of Trustees. Institutional in-kind or cash contributions may be required; the Board and the President are the sole authorities for authorizing matching support. Space and facility commitments, release time schedules, salary classifications, stipends and other similar grant requirements also fall within their authority.
All proposals featuring collaboration with other organizations must undergo the same review and approval process – even if the collaborating organization develops and submits the proposal and serves as the fiscal agent.

DAYTONA STATE COLLEGE PROPOSAL DEVELOPMENT PROCESS

Resource Development (RD) reviews request for proposal.
RD notifies appropriate College personnel of grant opportunity. 
RD provides copies of RFP or grant guidelines to interested individuals.
A Project Director and Proposal Writing Team are identified. 
A Preliminary Grant Approval Form is completed and presented to President’s Cabinet for approval to proceed with proposal development.
RD generates a Final Grant Approval Form and establishes file/folder.
RD and/or Project Director make agency or partner contact, if needed.
RD, Project Director, and Proposal Writing Team meet to review guidelines, outline proposal, develop timelines, and assign responsibility.

Proposal Writing Team meets to determine goals and objectives and to design project plan, management plan and evaluation.

Proposal Writing Team meets to develop budget, forms, appendices, timelines, job descriptions, organization charts, and other application materials.

Proposal Writing Team solicits and collects letters of support/commitment, if needed.

Team submits draft to RD for review and edit.
Team submits budget to Grants Accounting for review and signature.
Team submits personnel requests and job descriptions to HR for review and signature.
RD assists team in obtaining other approvals and signatures both internal and external.
RD assembles, copies, transmits proposal.
RD submits agenda exhibit for Board approval of grant submission.
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Supervisors must complete a Recruitment Request form to fill open full-time faculty positions or to request new full-time faculty positions.  Once the Recruitment Request is approved, the advertisement is posted in the requested publication(s).  Generally faculty positions are advertised in the Chronicle of Higher Education, Women in Higher Education, Black Issues in Higher Education and Hispanic Outlook.  Some full-time faculty positions are also advertised on appropriate websites, colleges, universities, technical schools, and other sources.  Advertisements for full-time faculty positions are posted thirty (30) days prior to the closing date for each position.  On position closing, minority representation percentages are forwarded to an equity representative for review and approval. The hiring supervisor selects and chairs the screening committee who will review all applications to verify that applicants have the appropriate credentials as specified by SACS criteria and the job posting.  The screening committee determines the candidates to be interviewed and the interview questions, and recommends a candidate for hire. The screening committee sends its recommendation to the appropriate associate vice president and vice president who forward the recommendation to the president for final approval.  If the recommended candidate declines the position, supervisors may choose to go to the next candidate in that pool or re-advertise the position for a minimum of five (5) days before the screening process starts anew.

More detailed information about the recruiting process for full-time faculty can be found on the Daytona State College website under Human Resources.  See the following link: http://daytonastate.edu/hr/. You may also contact the Human Resources Department at 386.506.4505.
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Full-Time Faculty Job Description

	CLASS DESCRIPTION

JOB TITLE:		FACULTY - INSTRUCTIONAL


GENERAL DESCRIPTION:  

Instructional position with duties and responsibilities established by relevant State Board of Education and Board of Trustees policies and procedures. Reports to the appropriate program manager, department chair, and instructional dean as assigned. Demonstrates teaching ability, professional development, and service to the college. Possesses required academic credentials or professional certifications or licenses. Performs classroom teaching duties and other instruction at assigned locations and campuses, including day, evening and weekend classes as required.

 ESSENTIAL JOB FUNCTIONS:

1.  Teaching:

Teaches assigned courses.
Uses instructional methods and delivery techniques in presenting organized lessons.
Communicates with students.
Provides written course syllabi which include attendance policies as well as methods and procedures for assessment of learning objectives.
Uses appropriate and up-to-date course materials, including learning objectives, texts, and supplementary teaching materials.
Applies classroom management strategies.
Implements student assessment policies, such as testing or other procedures.
Submits grades or other course assessment reports in a timely manner.
Manages routine classroom responsibilities in a professional manner.

2.  Professional Development:

Participates in activities that advance professional competencies and teaching skills.
Engages in activities that advance the teaching discipline or profession.
Maintains or acquires appropriate or required certifications, licensures, or other professional credentials.

3.  College Responsibilities and Service:

Keeps scheduled office hours as required by the respective load formula for academic    advising. 
Assists with developing course outlines, reports, and textbook selection.
Records student attendance as necessary.
Attends department, division, and college-wide academic functions.

MINIMUM ACCEPTABLE QUALIFICATIONS:

	KNOWLEDGE, ABILITIES AND SKILLS:

Knowledge of discipline taught.
Ability to establish and maintain professional relationships with students, colleagues, and supervisors.
Familiarity with technology applicable to teaching discipline.


	EDUCATION AND EXPERIENCE:  

	1. Transfer Courses: Graduation from an accredited college or university with a Masters Degree, (including eighteen hours in the teaching discipline) or other required teaching qualifications.

	2. Non-transfer and Occupational Courses: Education at or greater than the teaching level with appropriate licenses, certifications, and experience.

	3. Adult Education and Developmental Courses: Bachelor’s degree in teaching discipline and appropriate certification.


	LICENSES, CERTIFICATIONS OR REGISTRATIONS:

Teaching certificate as required by Board of Trustees.
Credentials or degree in compliance with appropriate SACS criteria for the teaching discipline. 
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[bookmark: load_office_hrs_fulltime]Load and Office Hours for Full-Time Faculty

The distribution of the work period for faculty teaching in the BS or BAS is as follows:
1.	Total work week of 40 hours.
2.	Fifteen (15) load credits of teaching with 3 hour release time for activities as designated by the division vice president or associate vice president.
3.	Ten (10) scheduled office hours must be included for student conferences and/or academic advising in the faculty member’s assigned office or Academic Support Center.
4.	Fifteen (15) hours for scholarly activities, research, or preparation on or off campus.

The distribution of the work period for college credit (A.A. or A.S.) is as follows:
1.	Total work week of 40 hours.
2.   Of which 25 hours must be on campus:
Fifteen (15) load credits of teaching. 
Ten (10) scheduled office hours must be included for student conferences and/or academic advising in the faculty member's assigned office or Academic Support Center.
Fifteen (15) hours for preparation or research on or off campus.
If class hours, due to labs, exceed fifteen (15) contact hours, up to five (5) student conference hours may be replaced by teaching contact hours.

The distribution of the weekly work period for certificate programs is as follows:
Total work week of 40 hours.
Twenty‑four (24) to thirty (30) contact hours of teaching on campus in lecture or laboratory.
Up to six (6) scheduled office hours must be included for student conferences and/or academic advising in the faculty member’s assigned office.  Contact hours and office hours must total 30 hours.
Ten (10) hours for preparation or research on or off campus.

The distribution of the weekly work period for Adult Education and high school credit instructors is as follows:
Total work week of 40 hours.
Twenty‑five (25) hours of teaching.
Five (5) scheduled office hours must be included for student conferences and/or academic advising in the faculty member's assigned office or Academic Support Center.
Ten (10) hours for preparation, research or activities in support of the College on or off campus.

The distribution of the weekly work period for courses not specifically designated in A, B, C, or D above will be designated by the appropriate Associate Vice President or Vice President.

Full-time faculty teaching online courses may have those courses in load or as overload as determined by the department chair.

Online courses that are in load will not receive the online compensation. In addition, faculty members teaching online course in load must make up the on campus hours by the number of hours missing from face-to-face contact. For example, a faculty member with a load of 15 (FLT 15) is required to place 25 hours on campus. This means that if a faculty member, who has a normal load of 15 hours of teaching and 10 hours of office hours reported for student academic assistance decides to teach an online 3-credit course as part of load, then this faculty member would have 12 hours of teaching, 13 hours on-campus, of which 10 hrs. are reported for student academic assistance (student office hours) and an additional 3 hrs. for departmental or college service.

All Department Chairs will have a forty (40) hour on campus schedule.  No time will be allotted for preparation research, or other activities off campus.

All work schedules are to be developed to include five (5) days per week, unless otherwise approved by the appropriate Associate Vice President and the Vice President.

When receiving release time a faculty member will incorporate those hours normally taught, along with the corresponding proportion of course preparation and student conference hours into their on-campus schedule.

Maximum class enrollment is determined by each department according to the class type, for example, Gordon Rule, developmental, clinical labs, etc.  










Faculty Duty Days and Absences

[bookmark: Faculty_duty_days_absences]
	Full-time and Adjunct faculty members are required to meet all scheduled classes.  Full‑time faculty is required to meet all scheduled office hours.  All absences must be reported in advance, if possible, to the appropriate Department Chairperson or Associate Vice President.  In emergencies, faculty must also notify a designated contact on the assigned campus.  If the designated contact is not available faculty should call the Campus Safety department (386.506.4444) to notify students of the absence.  Full‑time faculty must complete a leave form for all absences. 

	All full-time faculty shall post their schedule of classes and office hours on or near their office door. Any absence during office hours needs to be noted near the posted schedule.  Missed office hours may be rescheduled if notice of new hours is posted. 

	If an absence can be anticipated, the faculty member should arrange through the Department Chairperson or Associate Vice President to have a substitute.  If at all possible, unanticipated absences should be reported to the Chairperson or Associate Vice President in time to notify the class of the cancellation.
[bookmark: AdjunctBenefits][bookmark: LeadTeachers][bookmark: FACULTYRECRUITMENT]	Full-time faculty members are required to be present the first faculty duty day as noted on the calendar and present on the last faculty duty day of the semester or term. If not, leave forms should be submitted. It is required that faculty attend one of the student graduations or other ceremonies determined by the department.














Lead Teachers

	A Lead Teacher has been designated for each course; this teacher's duties vary by department.  A list of Lead Teachers can be obtained from the Department Chairperson.  Lead Teachers can help adjunct instructors who have questions about the course.

	The official duties are to:

	1.	Assist the chairperson in the interviewing of individuals for both full‑time and adjunct positions.

	2.	Assist all adjunct faculty to ensure consistency in instruction and curriculum in accordance with master course outlines.*

	3.	Assist the chairperson in the evaluation of adjuncts.

	4.	Act as departmental liaison to all assigned adjuncts.

	5.	Assist the chairperson in updating the Master Course Outlines and the college catalog.

	6.	Advise the chairperson in the selection of textbooks.

	7.	Assist the chairperson in developing new courses.

	8.	Assist the chairperson when requested to develop course schedules.

	9.	Acquaint the adjunct faculty with master course outlines: explain how to get them, and how they relate to their course syllabus.  Assist with the development of a syllabus for each course if necessary.

*Master course outlines are on file at each campus for every Daytona State course.  These outlines include the major learning outcomes for each course, and they are a useful basis for the instructor's individual course syllabus or course policy statement.  For a copy, check with the department chairperson.  For additional guidance on what should be included in a course syllabus or policy statement, see "Writing a Syllabus" in these guidelines.






[bookmark: Recruiting_Adjunct_Faculy]Recruiting and Application Process for Adjunct Faculty Positions


Applications for adjunct faculty positions are accepted throughout the year.  Prior to the beginning of each term, Human Resources surveys department chairs and program managers to determine staffing needs.  Advertisements are placed in local newspapers listing the areas needing adjunct faculty.  Once an application, resume, three letters of professional reference, copies of occupational licenses and/or certificates (if required) and copies of all transcripts are received, the documents are sent to the appropriate department chair to determine whether the individual meets the credentialing requirements as specified by SACS.  When the documentation shows that a candidate is eligible, the department chair completes a Faculty Credentials Form.  This form is signed by the applicant and the chair and is forwarded for credentialing review and authorization.  The Human Resources updates the adjunct database of adjunct applicants that are credentialed to teach.  Chairs select applicants from the database to hire into adjunct faculty positions.  Once each year the Human Resources department removes applicants from the approved list if these applicants have not worked in the last three years.

More detailed information about the recruiting process for adjunct faculty can be found on the Daytona State College website under Human Resources.  See the following link: http://www.daytonastate.edu/hr/. You may also contact the Human Resources Department at 386.506.4505.

















[bookmark: Adjunct_Procedures]Adjunct Faculty Procedures

Adjunct instructors are necessary to the teaching and learning process of the college and are hired on a semester-to-semester basis to teach courses for which they are credentialed.  Adjunct instructors must be credentialed in the same manner as full-time faculty and must be approved to teach specific assigned courses.

Hiring Process:

Adjunct faculty is hired by the appropriate department chair to teach courses on any campus of the college. Prior to teaching, the adjunct faculty must complete the following:

An adjunct faculty application packet must be completed and processed through Human Resources. The application and adjunct forms are available online at www.daytonastate.edu. Click on “Visitors & Friends ”, then “Job Seekers” , and “Adjunct Faculty Application Procedures”. The I-9 Form requires an authorized signature and actual copies of the documents.
Copies of college transcripts must be included with the application. Official college transcripts must be mailed directly from the college to Daytona State College Human Resources prior to the beginning of class instruction.
The department chair is responsible for interviewing the applicant and will evaluate the applicant’s oral and written communication skills. Oral communication skills will be evaluated during the interview.  To evaluate the written communication skills, the instructor will include a written statement of their teaching philosophy with the application packet.  Documentation of those skills will be filed with the application in the Human Resources department.  
The department chair will complete three employment verifications for the applicant and will complete the faculty credential form.  The form is forwarded to the academic Associate Vice President and the Vice President of Academic Affairs for authorization.  The form is filed with the adjunct personnel file in Human Resources.
The adjunct applicant must have completed the appropriate adjunct employment forms, an I-9 form, direct deposit enrollment, and have the fingerprinting form submitted prior to beginning class instruction.   

Florida State Records Retention Schedule requires adjunct personnel files to be maintained for only three fiscal years following employment.  


Orientation:

The department chair or a designated senior member of the faculty will be responsible for the orientation of new adjuncts and the following topics will be reviewed with the instructor.

Departmental teaching philosophy.
Classroom management.
Textbook and supplemental materials.
Functions of support services to include Disabled Student Services, the Academic Support Center, Library and Faculty Innovation Center.
Phone mail
Pay procedures.
Absence reporting procedures.
Housekeeping (keys, parking decals, etc.).
Other information pertinent to department.
Information that includes online location of
College Webpage  http://www.daytonastate.edu/
 Departmental and instructor web pages http://www.daytonastate.edu/CampusDirectory/deptSearch.jsp?mode=ALL
Syllabus Template http://www.daytonastate.edu/faculty.html
College Catalog  http://www.daytonastate.edu/catalog/
Master Course Descriptions https://webapps.daytonastate.edu/ICS/Employees.jnz?portlet=Departments_and_Forms
Academic Calendar http://www.daytonastate.edu/catalog/acadcal/index.html
College portal  https://webapps.daytonastate.edu/ics/
FalconNet for Falcon e-mail address, class mail, load letter acceptance, class list, attendance verification, and grade entry
DSC Faculty Handbook http://www.daytonastate.edu/faculty.html
Student Handbook http://www.daytonastate.edu/current.html
Florida Online and Training for online component of courses http://online.daytonastate.edu/




[bookmark: Adjunct_load]
Course Loads for Adjunct Instructors


	Adjunct instructors may teach in only one of the program areas listed below.  They may teach the course loads listed below:


College Credit (B.A.S., A.A. & A.S.):
	Up to three (3) courses per semester (maximum of twelve (12) credits or up to nine (9) credit hours if teaching one (1) or two (2) credit courses.

	Spring/Summer:  up to three (3) courses, no more than two (2) in any one term.


Vocational Certificate:
	Average eighteen (18) contact hours per week (270 hours per semester). 
	
	Spring/Summer:  average eighteen (18) contact hours per week.


Adult High School and Adult Basic Education:
	Average twenty (20) hours per week in each semester.  Exceptions must be approved in advance by the Associate Vice President for Adult and Work Force Education and by the Vice President for Academic Affairs.


Continuing Education:
	Average twenty (20) hours per week (300 hours per semester).

	Spring/Summer:  average twenty (20) hours per week.


Lifelong Learning:
	Average twenty (20) hours per week (300 hours per semester).

	Instructors in Grant Funded/Contracted Program

	Maximum contact hours as specified in the contract.  Instructors may not also work as part‑time coordinators, counselors, or librarians.


Music/Juries and Private Lessons:
	Up to seventeen (17) hours per week (255 hours per semester).
[bookmark: Benefits_Adjunct]Benefits for Adjunct Faculty

The following are benefits for adjunct faculty.  If you have any questions, contact the department noted at the end of the paragraph.  (Full‑time faculty should contact the Employee Benefits Department for detailed information on their benefits package.)

Alternative Plan to Social Security - Adjunct faculty are automatically enrolled in this mandatory program.  The plan is a tax deferred plan that conforms to the requirements of the Internal Revenue Code Section 3121 (b) (7) (F) and is funded with 401(a) contracts from the nationally recognized firm BENCOR. Call the Payroll Department at 386.506.3607 for more information.

Fitness and Aquatics Center Membership - Current adjuncts have free use of the centers.  Fitness and Aquatics Center Discount - Adjunct Faculty not currently teaching may purchase a membership for a fee. For more information call 386.506.3830.

Education Reimbursement Program – This benefit is extended to currently employed adjunct faculty who have taught the two most current major semesters (Fall/Spring). This benefit is for the adjunct faculty only and does not extend to his/her spouse or dependent(s).  Adjunct faculty is limited to six (6) credit hours per semester. Courses eligible for reimbursement are limited to preparatory courses and those that apply towards a degree or vocational certificate. The Education Reimbursement Procedures can be found on the portal: President’s Office/College Procedures/Education Expense Benefit Procedure number: 703(c). Please contact the Human Resources at 386.506.3853 on the Daytona campus for additional questions or instructions.

Credit Union - A full service credit union, which offers free checking accounts, is available in Building 300, Daytona Beach Campus.  For additional information, call 386.506.3040.

Direct Deposit of Checks ‑ This delivery system for your check is mandatory.  You can have your check deposited to most all financial institutions.   

Workers Compensation Medical Expenses ‑ Contact Campus Safety Department, extension 4444, immediately if you are injured while performing the duties of your employment with the College.  If you wish to seek medical attention you must call Employee Benefits at 386.506.3083 for a medical form or if after hours, Campus Safety may give you’re the required form.

Library Services ‑ Current library hours for the Daytona Campus and DeLand Campus can be found at http://www.daytonastate.edu/library/.  For other campus library services see your campus Administrative Office. College Students, Faculty, and Staff may borrow 5 items on a topic and may have a total of 20 items on loan at any one time. For more information you may call Daytona’s Reference Desk 386.506.3518 or DeLand’s Reference Desk 386.785.2017.

The Bookstore offers Adjunct faculty a 10% discount on purchases over $1.00 excluding textbooks, sale merchandise and academically discounted software.
[bookmark: Online_Course_Instruction] Online Course Development

distance

[bookmark: Online_compensation]Online Compensation

Compensation:  Faculty teaching online courses will be paid a lump sum on the first pay date following the end date of the course. This includes those online courses that end prior to the end of the semester (Term A or others that fall outside the normal semester dates). 

	The Florida Online Compensation Plan for online courses (overload or adjunct):  

	Number of Credits
	Contact Hours
	Pay Per Student 
	Online Pay
(based on 25 students)

	1 credit
	15
	38.00
	950.00

	2 credit
	30
	76.00
	1900.00

	3 credit
	45
	114.00
	2850.00

	4 credit
	60
	152.00
	3800.00



More/less than 25 students:
Instructor pay = number of paid students x $38 x number of credits


[bookmark: Online_load_requirements]Load Requirements for Online Courses

Full-time faculty teaching online courses may have those courses in load or as overload as determined by the department chair. Overload courses will receive the compensation pay as noted above. Online courses that are in load will not receive the online compensation. In addition, faculty members teaching online course in load must increase the campus hours by the number of hours missing from face-to-face contact. For example, a faculty member with a load of 15 (FLT 15) is required to place 25 hours on campus. This means that if a faculty member, who has a normal load of 15 hours of teaching and 10 hours of office hours reported for student academic assistance decides to teach an online 3-credit course as part of load, then this faculty member would have 12 hours of teaching, 13 hours on-campus, of which 10 hrs. are reported for student academic assistance (student office hours) and an additional 3 hrs. for departmental or college service as determined by the division vice president or associate vice president.

 
The Vice President of Academic Affairs in conjunction with the appropriate chair and academic AVP will determine the number of overload online courses instructors will teach based upon the College’s policy and needs of the department.


[bookmark: Online_load]Load Reports for Online Courses

Load reports for Florida Online faculty members will be run as end-of-term pay by the academic department. Instructors will be paid at the end of each semester, or the first pay date after the end date of the course. Load reports once run will be sent to individual faculty members (copy), originals to Human Resources and copies to Payroll.  Web-enhanced courses will be considered part of the traditional teaching contracts as either in load or overload as determined by chair. 

During the online services faculty load acceptance process, the online courses being taught as overload or by adjuncts, will be noted by coding *EOT, which means that the amount of compensation will be determined at the end of term based upon number of students enrolled. Enrolled students equals the number of registered students plus those students who have withdrawn (it does not include those students who had a refund based upon an appeal). 


[bookmark: Salary_Plan]Salary Plan

For information concerning salaries and other provisions for faculty,  please refer to  the College’s Salary Schedule and General Provisions that is located under Human Services inside the portal. 


[bookmark: SPD_Benefits]Staff and Program Development (SPD)
	Director:  Angela Falconetti, ext. 3962

Daytona State College is committed to the pursuit of scholarship through faculty participation in scholarly activities. These academic endeavors may include, but are not limited to, preparation and recognition, teaching and research studies and publications, professional certifications, membership and participation in professional associations, and the dissemination of knowledge through recognized mediums. These activities are supported through the college's Staff and Program Development. 

in-house professional development activities, including, the Faculty Symposium which features presentations by faculty members in their areas of expertise. 
The mission of SPD is to provide organizational development and enrichment services through quality learning methods and information in a supportive environment. 
Master Faculty
The three-year Master Faculty model has undergone quality enhancements and continues to morph in response to the changing needs of the faculty and the College.  
Master Faculty alumnus may continue to maintain their status through hosting workshops to present their area of instructional expertise developed and built upon through their own growth experience in the program, or through other contributions respective to the goals and objectives of the Master Faculty program.  The benefits to the faculty member include varied and continual professional growth opportunities such as academic sharing, cross-discipline camaraderie, and exposure to cutting-edge teaching and technology practices. The main cohort additionally receives insightful, scholarly feedback as they test their ideas and pose professionally challenging questions.
Overseen by faculty members through Faculty Senate
Contact Barry Gibson, Faculty Senate President for more information at gibsonb@daytonastate.edu
Leadership Development
The Leadership Development Institute has been a successful initiative since 2002.  Its mission is to develop and promote leadership excellence for the individual person, for institutional sustainability, and for continuous improvement of the learning organization.  The Leadership Development Institute is structured as a three-year program.  Participants focus on individual leadership development in year one, then individual leadership development through the team dynamic in year two, and then in year three, they participate in an individual practicum to promote personal and professional excellence.  
One of the strengths of LDI is the diversity of the participants. This leadership experience is open to anyone in the organization who has aspirations to be in a leadership role or for anyone who is already in leadership and wants to set a higher goal for professional excellence.  Fifteen employees are accepted each year into the program.  Applications and interviews are completed in the fall of each year.  Dr. Eileen Hamby oversees the Leadership Development Institute and can be reached at extension 3939 or hambye@daytonastate.edu.
Desktop Training
The college provides a comprehensive online training on Microsoft Office Suite including Access, Excel, Outlook, PowerPoint, and Word. The module includes introductory to advanced skills and easily accessible on-demand. All full-time and adjunct faculty are  automatically enrolled and can access the course at their convenience using their email address as username and network username as password. For more information email ASC@DaytonaState.edu.
Florida Online Training
	The Faculty Innovation Center provides educational technology support to all faculty at no cost. Faculty and staff will be assisted in their pursuit of the latest equipment and applications available for instructional use including computers, web cameras, microphones, cameras, iPods, scanners, interactive white boards and electronic boards, and video editing, etc.  A list of workshops available is available at  http://online.daytonastate.edu/faculty/.



[bookmark: DRUGFREESCHOOLSPOLICY]Drug Free Schools and Campuses Policy

	Daytona State College is committed to providing a drug free environment for all its employees and students, in compliance with the Drug Free Schools and Campuses Act of 1989 (Public Law 101‑226).  Employees and students of the College are prohibited from engaging in the unlawful possession, use or distribution of drugs and alcohol on the institution's property or as any part of the institution's activities.  The College will impose sanctions that are consistent with Federal, State and Local laws on students and employees.  Information about the College's Drug Free Schools and Campuses program is distributed to all employees and students annually.

	All employees of the College are required to sign a drug free certification document.   New faculty will find a drug free certification statement included in the application for employment.


[bookmark: SMOKINGPOLICY]Smoking Policy

	The college has designated areas on all Daytona State College campuses where smoking is prohibited, as well as where it is permitted.  Essentially, smoking is permitted in most outside areas.  It is prohibited inside all buildings, covered areas adjacent to buildings (including porches, balconies), and in all college vehicles, including golf carts. 

	No smoking is permitted at the Advanced Technology Center.




[bookmark: CHILDRENINCLASSROOM]Children in the Classroom

	In the past, students have occasionally been allowed to bring a child to class with them in an emergency when no other childcare was available.  In most instances, this accommodation posed no problem to the instructional process.

	The frequency of such emergencies has increased, in part because Volusia County schools, Flagler County schools and Daytona State College no longer fully synchronize our calendars. Other factors are no doubt at work as well.

	The result has been a significant number of complaints from students who find the presence of a child (or children) in the class distracting.  Some faculty have raised questions of safety and liability, while others have simply refused to allow children in class.  Of course, the differences from class to class and faculty to faculty have caused confusion, misunderstanding and anger in some cases for both students and faculty.

	In view of the potential numbers of students who now might need to bring children to class, we have established a consistent policy throughout the college:

		Only registered students may attend class. Children are not permitted to attend classes at the college.

		Faculty members are not permitted to bring a child to class or to the college during scheduled work hours.

		Children may not be left unsupervised elsewhere at the college while the responsible adult attends class.

	We recognize the hardship that these policies will impose on some students.  However, the rights of others in the class (even those not assertive enough to register an objection) to a learning environment free of distractions must take precedence.  The potential for large numbers of children being on campus at certain times of year raises serious issues of liability and safety.

	Please communicate these policies to your students before the need arises to bring a child to class.  Please abide by the policies in your classes despite the sympathy we all might feel for students caught in a bind.
[bookmark: POLITICALACTIVITIES]


Political Activities of Employees

	Any employee of the College who anticipates running for a public office shall get written approval from the President before the commitment is made (Daytona State College Policy Manual 6.04).

	A College employee who is not required by law to resign from the College to run for office will certify to the President or his designate immediately upon qualifying for the election that the campaign will be conducted during non‑duty hours, and the employee will fulfill the obligations of employment or request personal leave.

	A successful candidate for an office requiring part‑time responsibility, which office permits him/her to remain an employee of the College, shall report to the President immediately after the election, and as often thereafter as deemed necessary by the President or his/her designate for evaluation of the compatibility of the dual responsibilities.

	College employees are prohibited from soliciting support for any political candidate during regular work hours or on College property.


[bookmark: DisputeResolution]Dispute Resolution

Faculty disputes are entitled to fair and equitable treatment according to Daytona State Policy 6.10.  

Policy 6.10

The Board agrees that all personnel are entitled to fair and equitable treatment and both share a joint responsibility to seek, actively and conscientiously, means of satisfactory resolving all complaints, disputes and grievances.  The President is authorized to establish procedures which will ensure that a sincere and determined effort is made for dispute resolution.


The complete Dispute Resolution Procedure (Procedure 610) is located in the Daytona State College Procedure manual available on the College Intranet at http://intranet.daytonastate.edu.




 
	
[bookmark: Section_VI]SECTION VI:  Faculty Credentials, Ranking, 
	            Evaluation and Promotion



	
[bookmark: FacultyCredentials]Faculty Credentials

	To be eligible for a teaching assignment at Daytona State College, faculty must meet the minimum criteria for faculty credentials and/or experience established by the Southern Association of Colleges and Schools.  Eligibility for teaching must be established prior to assignment of teaching duties.  It is the responsibility of the faculty member to request that official transcripts be sent to Human Resources for inclusion in the personnel file.

	For both full‑time and adjunct faculty, transcripts and documented experience will be reviewed by the department chairperson and the appropriate AVP.  Adjunct faculty need to be aware that credentialing establishes eligibility to teach but does not guarantee employment.

	The minimum qualifications for teaching in the various divisions of the college are:

Bachelor of Applied Science or Bachelor of Science Courses

Minimum requirement:  Master’s degree with eighteen graduate hours in the teaching discipline or a Master’s degree with a major in the teaching discipline
Preferred requirement:  Doctorate degree in the discipline.

University Parallel ‑ Arts and Sciences, Statewide Articulated Associate of Science, and Applied Science College Credit Transfer Courses

Minimum requirement:  Master’s degree with eighteen graduate hours in the teaching discipline or a Master’s degree with a major in the teaching discipline.
Preferred requirement:  Doctorate degree in the discipline.
Exceptions:
Instructors teaching clinical or laboratory courses need a Bachelor's degree with a major in the teaching discipline.

Associate in Science and College Credit Certificate Courses

Minimum requirement: Master’s degree in the teaching discipline or master’s degree with a concentration in the teaching discipline (minimum of 18 graduate hours in teaching discipline).
Preferred requirement: Doctorate degree in the discipline.
*Faculty teaching associate degree courses not designated to transfer to the baccalaureate degree must possess a bachelor’s degree in the teaching discipline, or associate degree and demonstrated competencies in the teaching discipline. The typical combination is a Bachelor's degree with appropriate work experience. Faculty will be credentialed by exception. (*Exception: Faculty must present documented professional work experience and contributions to the teaching discipline in lieu of formal academic preparation.)
Faculty must present appropriate credentials if a license is required by a Licensing Board or by the State of Florida as an outcome of the specific program. 
If a program is accredited by an external program level accreditation agency, then the minimum requirements of that agency must also be met.

College Preparatory or Developmental Courses

1.	Bachelor's degree with a major in the field to be taught and teaching experience or other selected criteria as determined by the appropriate Daytona State College certifying authorities for the subject area.

Certificate ‑ Vocational Credit Programs

1.	Faculty teaching in professional, occupational and technical areas must possess an academic degree or certificate at the same level or higher as the program to be taught.  The typical combination is an AS, or AAS degree and a certificate or license in the field to be taught.
2.	Faculty must present appropriate credentials if a license is required by a Licensing Board or by the State of Florida as an outcome of the specific program.
3.	If a program is accredited by an external program‑level accreditation agency, then the minimum requirements of that agency must also be met.

Adult Education

By state requirement, ABE and Applied Academics faculty are required to have a bachelor’s degree. 
By state requirement AHS faculty are either certified by the State or have a bachelor’s degree in discipline or closely related field. Master’s degree with 18 hours in their respective discipline is preferred by DSC. 
By state requirement all ESOL faculty members must hold a Bachelor’s Degree and be TESOL certified. DSC requirements include a Master’s degree in TESOL or related field. 
By state requirement, GED faculty members are required to have a bachelor’s degree. DSC requires higher level math courses and broad curriculum as evidenced on the college transcripts. 

Supplemental Vocational Continuing Education

	1.	A Bachelor's degree with a major in the field to be taught and other selected criteria as determined by the appropriate Daytona State College certifying authorities for the subject area.

[bookmark: FacultyEvaluations]
Faculty Evaluations

Evaluation of faculty includes three components: student evaluation of faculty, a classroom observation of faculty, and an annual supervisor evaluation of performance.

Student Course Evaluation and Opinion of Teaching Effectiveness:

The College will administer student evaluation of all teaching faculty once each major semester.  The evaluation will be online and use a standard form.  The statistical data will be compiled and given to the appropriate chair for review.  The results of the evaluations will be reviewed with each member of the faculty and returned to the faculty by the appropriate chair at the beginning of the next semester.   The evaluations will be used by the faculty to improve the teaching and learning process and documentation will be maintained in the departmental office. Click on the heading above to see a copy of the survey distributed to students.

Adult Education faculty will be evaluated by students using a standard form for adult education.  The results of the evaluations will be reviewed with each member of the faculty.  The evaluations will be used by the faculty to improve the teaching and learning process and documentation will be maintained in the departmental office.

Classroom Observation of Faculty:

The chair or a designee within the academic department will document a classroom observation of instruction of the faculty in their department using the standard form.  Documentation of the observation will be maintained in the appropriate dean’s office.  The schedule will be as follows:

Adjuncts:	Once either Fall or Spring semester.  New adjuncts should receive a classroom observation within the first 60 days of the first semester in which they teach.

Non-Tenured
Faculty:	Every major semester.

Tenured 
Faculty:	Once either Fall or Spring semester.

Annual Evaluation of Faculty:

Every full-time faculty member will receive an annual evaluation of performance, which will include an evaluation of their individual goals.  The evaluation will be initiated by the Human Resources department and will be maintained in the individuals personnel file. 

[bookmark: FacultyAcademicAdvising]
Faculty Academic Advising Program

Each faculty member will be assigned students for advisement.  The role of the faculty member is to make contact with the student, discuss his/her program of study and serve as a resource for program and departmental referrals on-campus.  

Training

Faculty members have many opportunities each semester to participate in training.  Each element of Daytona State College’s Faculty Advising program was developed to ensure an effective, efficient and quality program of advisement for our students.  It is highly recommended that adjunct instructors participate in the training sessions even if they are not assigned students to work with specifically. The information from the various training sessions provides practical knowledge that will assist in basic program requirements, policies and procedures, campus referrals and the awareness of resources available across campuses.

New faculty are required to participate in various training sessions to enable access to student records and work effectively with student advisees including:
New User Training (Information Services) --To provide Network access to the student database
Introduction To Kaleidoscope (Information Services) -- To provide access to Kaleidoscope, a user-friendly program to access the student database
‘Advising 101’ (Counseling) – To learn about the basics of academic advising and the necessary requirements of enrolling and maintaining enrollment at Daytona State College
Student Records Access (Counseling) To gain permission to access the Education Plan application in Kaleidoscope to access student records and record advising contacts

Any faculty member that has not completed the initial faculty advising training should contact Dr. LeeAnn Davis at davisl@daytonastate.edu for more information.

Advising related documents and other information can be found inside the College portal https://webapps.dbc.edu/ics/  under the Academic Advising Department. 

Assignments

The number of students assigned varies by program. Automated assignments are made for new students each semester.  Students who change their major are updated weekly.   Students who change their major will be reassigned to a faculty member in the newly declared program of study.  Students are assigned based on their major/program code and their home campus (based on their registrations).  Assignments for students in designated programs will be assigned to pools of faculty from that program area unless otherwise specified.  This will include students in pre-codes (predominantly in the Allied Health areas.)  Changes in assignments will come through via email notifications to the student, the previously assigned advisor and the newly assigned advisor.


Accessing Your Advisees

Each faculty member can pull up his/her own list of students assigned.  This report includes name, address, phone and major.  This is accessed via Kaleidoscope under the Faculty Application and Assignment Entry or on the web under Faculty Services and Advisor Email.  

It is expected that each faculty member will make a minimum of one contact with each of his/her advisees each semester.  This contact can be made via telephone, email, letter, etc.  

Recording Contacts

Contacts are simply records of the contact made with a student, whether via telephone, letter, email or in person.  By entering the Contact (using the Education Plan in Kaleidoscope), information is stored in the database showing the date, name, and type of contact made with the student.  Information from this input can then be run as reports to verify the contact.  If this information is not input, reports will inaccurately reflect the number and type of contacts made with students.  It is essential that faculty enter each advising contact with a student in a timely manner.

Office Hours

Faculty will be expected to enter office hours into Kaleidoscope and a web-based program via Faculty Services each semester (and as hours change within any given semester). This information is going to be used not only to inform students of their advisor’s office hours, but also for an informational page on the Daytona State College website for any student or staff member to view any faculty member’s office hours.

Evaluations

Evaluations will be conducted each Fall and Spring.  Evaluations of faculty perceptions of the Faculty Advising Program and student satisfaction with the process will be conducted.  Evaluation results will be provided for each faculty member.


[bookmark: PortfolioContent]
Professional Portfolio Content and Procedures

Note: References to “faculty” and “teaching” refer to everyone who holds faculty rank.

THE PORTFOLIO DEFINED
The Professional Portfolio is a specific report on individual effectiveness, professional development, and service.  It is a document for self-reflection, planning, and evaluation.

USES OF THE PORTFOLIO

The portfolio will be used to determine tenure.  Faculty on annual contract must submit a yearly portfolio.
Faculty on annual contract but not in a tenure-track position, need only to submit a portfolio for the first three years of employment.  
Only faculty on continuing contract who wish to apply for a promotion will submit the portfolio.
To improve individual performance.
To provide a structure for goal setting and planning.
To present evidence about individual effectiveness, service, and professional development.
To provide evidence for individual evaluation and promotion in rank.

PEER COMMITTEE REVIEW OF THE PORTFOLIO
The faculty member will select three faculty members to serve on the peer review committee. These three will consist of one faculty member drawn from the applicant’s department, one from outside the department, and one other colleague from any area. 
The peer review committee will review the faculty member’s entire portfolio, provide feedback, and sign the routing sheet.  Signatures of committee members do not necessarily indicate endorsement of the portfolio.

CONTENTS OF THE PORTFOLIO
I.	Representative Materials from Faculty Member:
Record of service to the profession and/or college.
A statement of professional responsibilities.
A reflective statement describing teaching philosophy, strategies, and objectives.

A statement describing the previous year’s annual goals  and achievement of those goals.
A statement describing three goals for the next academic year.
Current resume.
Representative course materials that illustrate the instructor’s teaching methods (sample course syllabi, handouts, exams, or other appropriate materials).
Evidence of teaching, counseling, or librarianship effectiveness.
Record of professional development.

II.	Materials From Others:
Student evaluations.
Commentary by the department chair/supervisor.

FORMAT 
Part I		SUMMARY
		3 - 10 pages 
Part II		DOCUMENTATION
		(Appropriate evidence that supports summary)


FREQUENCY OF PORTFOLIO SUBMISSIONS
Faculty on annual contracts will be required to produce a portfolio for evaluation every year during the first three years of their employment.
Faculty on annual contract but not in a tenure-track position, only need to submit a portfolio for the first three years of employment and then for subsequent advancement.
Faculty on continuing contract wishing to seek promotion need to submit a portfolio in the fall of the year they are seeking promotion.



EVALUATION OF THE PORTFOLIO
The chair will provide the faculty member with a written interim commentary on the portfolio progress each year.  The commentary will be given to the faculty member and included in the submitted portfolio.  The portfolio may also be evaluated according to the guidelines for Appointment and Promotion to Academic Ranks and submitted for evaluation according to the Promotion Application Procedures.

RECORD KEEPING
Two copies of the portfolio will be kept.  The faculty member will keep one copy with documentation; the department chair will keep one copy of the summary  (Part I).

EVALUATION FOR FACULTY SEEKING TENURE

Faculty on annual contracts will be required to produce a portfolio for evaluation every year.  The Chair/Supervisor and Dean will review the portfolio.  The Chair/Supervisor will include a yearly statement in the portfolio about the progress of the faculty member. To achieve tenure, the faculty member must demonstrate performance consistent with the rank for which he/she was hired. 

When the faculty member applies for tenure, the applicant will submit the portfolio to the Department Promotion and Tenure Committee and to the college-wide Promotion and Tenure Committee.

Faculty on annual contract may receive tenure by the third or fourth year of employment.  Most faculty will meet the requirements after three years.  However, the Departmental Promotion and Tenure Committee may recommend a fourth year on annual contract.
[bookmark: AppointmentPromotionAcademicRanks]
GUIDELINES FOR APPOINTMENT AND PROMOTION TO ACADEMIC RANKS

OVERVIEW

The system of faculty ranking is based on recognizing faculty contributions.  Faculty are promoted for demonstrating in their Professional Portfolios that they are making meaningful contributions.  To be eligible for promotion, faculty must demonstrate effective teaching, counseling, or librarianship, professional development, and appropriate service. 

INSTRUCTOR:

TEACHING FACULTY:

Instructors are performing at a satisfactory level, and they are in the process of becoming more effective and innovative teachers.  Their primary contribution lies in their teaching, and they are defining their potential areas of professional development and are beginning to achieve results in these areas.

To be appointed to the rank of instructor, one must:

Hold credentials in compliance with SACS criteria for the teaching position and any additional credentials required by appropriate accrediting or licensing agencies in specialized fields.

To be reappointed each year prior to earning a continuing contract, an instructor must maintain at least the credentials held at the time of initial appointment and present an Annual Professional Portfolio that demonstrates

Effective teaching.
Appropriate professional development.
Student Academic Advising.
LIBRARIANS:
Librarians in the Instructor rank make their primary contribution to the institution through teaching the skills necessary to efficiently access the information, which the college community needs.  This contribution includes both public services, such as providing reference service (point-of-use instruction) and library skills workshops, and technical services, such as collection building and borrower services.  Librarians in the Instructor Rank are performing these services at a satisfactory level.  They are defining their potential areas of professional development and beginning to achieve results in these areas.
To be appointed to the rank of Librarian/Instructor one must hold a Master’s Degree in Library Science from an ALA accredited institution and meet all SACS criteria for the position.

To be reappointed each year prior to earning a continuing contract a librarian must meet the same general criteria as instructional faculty including:  
Effective job performance and teaching.
Appropriate professional development. 
Student Academic Advising.

COUNSELORS:
Counselors in the Instructor rank are performing at a satisfactory level, and they are in the process of becoming more effective and innovative counselors.  Their primary contribution lies in their counseling and they are defining their potential areas of professional development and they are beginning to achieve results in these areas.

To be appointed to the rank of instructor one must hold a Master’s Degree and meet SACS criteria for the counseling position.

To be reappointed each year prior to earning a continuing contract, a counselor must maintain at least the credentials held at the time of initial appointment and present an Annual Professional Portfolio that demonstrates:

Effective counseling
Appropriate professional development
Student Academic Advising


ASSISTANT PROFESSOR

TEACHING FACULTY:
	
Assistant Professors exhibit professional growth and are effective and innovative teachers.  They demonstrate positive collegial relationships.  They are aware of the need for continued professional growth and seek ways of improving.


To be appointed to the rank of Assistant Professor at the time of initial hiring one must:

Present evidence of at least three years of creditable experience or have an earned Doctorate degree.
Hold credentials in compliances with SACS criteria.
Present evidence of appropriate professional development and service.
To earn promotion to the rank of Assistant Professor an Instructor must have served at least three years in the rank of Instructor, and present a Professional Portfolio that demonstrates:
Effective and innovative teaching.
Appropriate professional development.
Appropriate service to the college at least at the departmental level.  (Community service may also contribute to this requirement.)
Student Academic Advising.

LIBRARIANS:
Librarians in the Assistant Professor Rank exhibit professional growth and are effective and innovative librarians.  They demonstrate positive collegial relationships.  They are aware of the need for professional growth and seek ways of improving.  
To be appointed to the rank of Assistant Professor at the time of initial hiring one must:
Present evidence of at least three years of successful full-time librarianship, that includes instructional either responsibilities or hold a doctorate degree in Library Science from an ALA accredited institution.
Meet all SACS criteria for the position.
Present evidence of appropriate professional development and service.

To earn promotion to the rank of Assistant Professor, a Librarian in the Instructor Rank must meet the same general criteria as instructional faculty including: 
Effective and innovative job performance and teaching, 
Appropriate professional development.
Appropriate service to the college. 
Student Academic Advising.


COUNSELORS:
Counselors in the Assistant Professor rank exhibit professional growth and are effective and innovative counselors.  They demonstrate positive collegial relationships.  They are aware of the need for continued professional growth and seek ways of improving.

To be appointed to the rank of Assistant Professor at the time of initial hiring one must:
Present evidence of at least three years of successful full-time counseling at the post-secondary level or have an earned Doctorate degree.
Hold credentials in compliance with SACS criteria.
Present evidence of appropriate professional development and service.

To earn promotion to the rank of Assistant Professor, a Counselor in the rank of Instructor must have served at least three years in the rank of Instructor, and present a Professional Portfolio that demonstrates:
Effective and innovative counseling
Appropriate professional development
Appropriate service to the college at least at the departmental level.  (Community service may also contribute to this requirement.) 
Student Academic Advising

ASSOCIATE PROFESSOR:

TEACHING FACULTY:
Associate Professors are effective and innovative teachers who continue to improve in refining skills in dealing with students.  They constantly evaluate their methods of teaching and seek innovative approaches to instruction.  They are consistent and active in college service.  They also serve as mentors to less experienced faculty.
To be appointed to the rank of Associate Professor at the time of initial hiring one must:
Present evidence of at least seven years of creditable experience.
Hold appropriate credentials according to SACS criteria.
Present evidence of sustained and significant professional development, service and recognition.
Hold a doctorate degree and have at least four years of creditable experience.


To earn promotion to the rank of Associate Professor, an Assistant Professor must have served at least four years in the rank of Assistant Professor and present a Professional Portfolio that demonstrates:

Effective and innovative teaching.
Sustained and significant professional development.
Sustained and significant service to the department and the college.  (Community service may also contribute to this requirement.)
 Student Academic Advising.
LIBRARIANS:
Librarians in the Associate Professor Rank are effective and innovative librarians who continue to improve and refine their skills.  They constantly evaluate their methods and seek innovative approaches to providing improved customer service.  They are consistent and active in college service.  They also serve as mentors to less experienced librarians.
To be appointed to the rank of Associate Professor, at the time of initial hiring one must:
Present evidence of at least seven years of successful full-time librarianship, which included instructional responsibilities.
Hold appropriate credentials according to SACS criteria.
Present evidence of sustained and significant professional development, service and recognition.
Hold a doctorate degree in Library Science from an ALA accredited institution and have at least five years of creditable experience.

To earn promotion to the rank of Associate Professor, a Librarian in the Assistant Professor Rank must meet the same general criteria as instructional faculty including:
Effective and innovative job performance and teaching. 
Sustained and significant professional development.
Sustained and significant service to the college.
Student Academic Advising.


COUNSELORS:
Counselors in the Associate Professor rank are effective and innovative counselors who continue to improve in refining skills in dealing with students.  They constantly evaluate their methods of counseling and seek innovative approaches to providing improved student support services.  They are consistent and active in college service.  They also serve as mentors to less experienced faculty.
To be appointed to the rank of Associate Professor at the time of initial hiring one must:
Present evidence of at least seven years of creditable experience.
Hold appropriate credentials according to SACS criteria.
Present evidence of effective and innovative counseling.
Present evidence of sustained and significant professional development, service and recognition.
Hold a doctorate degree and have at least five years of creditable experience.

To earn promotion to the rank of Associate Professor, a counselor in the rank of Assistant Professor must have served at least four years in the rank of Assistant Professor, and present a Professional Portfolio that demonstrates:
Effective and innovative counseling.
Sustained and significant professional development.
Sustained and significant service to the department and the college. (Community service may also contribute to this requirement.)
Student Academic Advising

PROFESSOR:
TEACHING FACULTY:
Professors are effective and innovative teachers, leaders and mentors at the college or in the profession.
To earn promotion to the rank of Professor, an Associate Professor must have served at least five years in the rank of Associate Professor; and present a Professional Portfolio that demonstrates:
Effective and innovative teaching,
Sustained and significant professional development,
Sustained and significant service to the college in leadership roles at the department or college-wide level or both. (Community service may also contribute to this requirement.)
Student Academic Advising
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LIBRARIANS:
Librarians in the Professor rank are effective and innovative librarians, leaders and mentors at the college or in the profession.
To earn promotion to the rank of Professor, a Librarian in the Associate Professor Rank must meet the same general criteria as instructional faculty including:  
Effective and innovative job performance and teaching.
Sustained and significant professional development.
Sustained and significant service to the college in leadership roles. (Community service may also contribute to this requirement.)
Student Academic Advising.

COUNSELORS:
Counselors in the Professor rank are effective and innovative counselors, leaders, and mentors at the college or in the profession.
To earn promotion to the rank of Professor, an Associate Professor must have served at least five years in the rank of Associate Professor and present a Professional Portfolio that demonstrates:
Effective and innovative counseling.
Sustained and significant professional development.
Sustained and significant service to the college in leadership roles at the department or college-wide level or both. (Community service may also contribute to this requirement.) 
Student Academic Advising.

SENIOR PROFESSOR
TEACHING FACULTY:
Senior Professors are effective and innovative teachers, and leaders at the college or in the profession. They also serve as mentors to less experienced faculty.
To earn promotion to the rank of Senior Professor, a professor must have served at least 5 years in the rank of Professor and present a portfolio that demonstrates:
Evidence of special recognition OR evidence of professional accomplishment 
Effective and innovative job performance and teaching.
Sustained and significant professional development.
Sustained and significant service to the college in leadership roles. (Community service may also contribute to this requirement.)
Student Academic Advising.

LIBRARIANS:
Librarians in the Senior Professor rank are effective and innovative librarians, leaders and mentors at the college or in the profession.
To earn promotion to the rank of Professor, a Librarian in the Associate Professor Rank must meet the same general criteria as instructional faculty:
Evidence of special recognition or evidence of professional accomplishment
Effective and innovative job performance and teaching.
Sustained and significant professional development.
Sustained and significant service to the college in leadership roles. (Community service may also contribute to this requirement.)
Student Academic Advising


COUNSELORS:
Counselors in the Senior Professor rank are effective and innovative counselors and leaders at the college or in the profession. They also serve as mentors to less experienced faculty.
To earn promotion to the rank of Senior Professor, a Counselor in the Professor Rank must meet the same general criteria as instructional faculty:
Evidence of special recognition OR evidence of professional accomplishment
Effective and innovative job performance and teaching.
Sustained and significant professional development.
Sustained and significant service to the college in leadership roles. (Community service may also contribute to this requirement.)
Student Academic Advising




CONTINUING CONTRACT and PROMOTION APPLICATION PROCEDURES


FACULTY MEMBER 



DEPARTMENTAL TENURE and PROMOTION COMMITTEE
Membership:
Department Chair/Supervisor
4 continuing contract faculty elected annually in October by the continuing contract faculty within the department



COLLEGE-WIDE TENURE and PROMOTION COMMITTEE

Membership:
1 faculty member from School of Biological and Physical Sciences or School of Behavioral and Social Sciences or School of Student Life Skills
1 faculty member from School of Humanities and Communications or School of Modern Languages or School of Photography or Honors College or Learning Communities
1 faculty member from School of Mathematics or School of Health and Wellness or School of Music, Entertainment and Art
1faculty member at Large from Mike Curb College of Arts, Music and Sciences
1 faculty member from the School of Management or Hosseini College of Hospitality and Culinary Management.
1 faculty member from the School of Applied Business
1 faculty member from School of Nursing or School of Emergency Services
1 faculty member from School of Health Careers and Human Services or School of Dental Sciences
1 faculty member from College of Education
1 faculty member from School of Computer Science or Engineering Technology or Building & Architectural Technology
1 faculty member from School of Workforce Careers & Continuing Education
1 faculty member from Academic Advising or Academic Support Services or Counseling or Library Services


The Faculty Senate elects faculty members annually during spring term from the pool of continuing contract faculty.  At least one member must be from an assigned campus other than Daytona.

Those serving on this committee may not serve concurrently on a Departmental Promotion Committee.

Faculty members elected to the Committee serve two-year terms

Each member has one vote.



ADMINISTRATORS COMMITTEE

Membership:
Associate Vice Presidents and other academic administrators who have supervisory responsibilities for faculty.

Each member has one vote.



JOINT COMMITTEE

Membership:
The College-wide Promotion and Tenure Committee and the Administrators Committee
  
Each group evaluates portfolios and votes separately.  They will meet jointly to discuss and vote on cases where there is disagreement on a particular candidate.  Each member has one vote.



APPEALS COMMITTEE

Member ship:
Executive Vice President,  Senior Vice President for Academic Affairs, Associate Vice President from Candidate’s Area

Any faculty member denied Continuing Contract or Promotion by the college-wide committees may submit and appeal to the Appeals Committee whose decision will be final.



PRESIDENT



BOARD OF TRUSTEES
NOTES:  If promotion is denied to tenured faculty, the decision to deny at any level must be accompanied by a written explanation


COMPENSATION


NEWLY HIRED FACULTY

New faculty will be hired into a rank based on their credentials and experience.
Initial salaries of new faculty must not exceed the salary of faculty with comparable degree and experience in assigned rank.
Newly hired faculty may be credited with a maximum of seven years related experience prior to employment at Daytona State College.  Initial salary and rank of new faculty are to be determined using the Daytona State College Faculty Schedule.  New faculty will be placed at either the Instructor, Assistant, or Associate Professor rank depending upon their degree and credited experience.  New faculty with doctorates will be hired at a rank no lower than that of Assistant Professor.

PROMOTION INCREASES

Faculty who are promoted to a higher rank will receive 6% compensation of their base salary in addition to the annual raise granted to all faculty.



INITIAL PLACEMENT IN RANK

Initial rank placement of faculty is based on their academic degree and years of teaching-related creditable experience as shown in the following table.  Years of creditable experience should be calculated as of the hire date for faculty ranking. 

	RANK
	
	DEGREE
	
	YEARS OF CREDITABLE EXPERIENCE


	Instructor
	
	Bachelor *or Master

	
	0 - 2



	Assistant
Professor
	
	Bachelor *or Master 

Doctorate
	
	3 - 6


0 – 3


	Associate
Professor
	
	Master

Doctorate
	
	7 or more

4 or more


	
	
	
	
	






Newly hired faculty are credited with a maximum of seven years related experience prior to employment at Daytona State College. Initial salaries for new faculty will be determined by their placement on the Daytona State College Faculty Salary Schedule.  Nearly all new faculty will be placed at either the Instructor rank or Assistant Professor rank depending on their academic degree and creditable experience.  New faculty with a doctorate degree and four years of creditable service will he hired as an Associate Professor.

NO ONE WILL BE APPOINTED TO THE RANK OF FULL PROFESSOR.

*A BACHELOR’S DEGREE OR MINIMUM CREDENTIAL REQUIRED FOR THE PROGRAM WILL BE CONSIDERED FOR PLACEMENT IN RANK.
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[bookmark: Student_Course_Evaluation]STUDENT COURSE EVALUATION AND OPINION OF TEACHING EFFECTIVENESS

	Student Information
Goal: to assess the effort you have put into the class.

	1. I have missed:
	  0-3 classes

	  4-6 classes

	  more than 6 classes
	
	
	

	2. I participate in class:
	  each class

	  once a week
	  several times/semester
	  never

	
	

	3. I hand in the required assignments on time:
	  always

	  usually

	  rarely

	  never

	
	

	4. I expect my grade to be:
	  A

	  B

	  C

	  D

	  F

	n/a


	5. How much time does it take to prepare for this class (per class period)?
	

  0-1 hour
	

  2-4 hours
	

  more than 4 hours
	
	
	

	6. The classroom's physical environment is:
	
  good
	
  fair
	
  poor
	
	
	

	
Course Evaluation
	
Strongly Agree
	
Agree
	
Disagree
	
Strongly Disagree
	
Not Applicable
	

	7. The classroom or online environment has available the necessary tools and resources.
	

	

	

	

	

	

	8. The course syllabus explains the course requirements.
	

	

	

	

	

	

	9. The text contributes to my understanding of the subject matter.
	

	

	

	

	

	

	10. The instructional materials contribute to my understanding of the subject matter.
	

	

	

	

	

	

	11. The course assignments are clear.
	

	

	

	

	

	

	12. Examinations relate to assignments and/or material covered in class.
	

	

	

	

	

	

	13. The course was well-organized.
	

	
	
	
	
	

	
Instructor's Effectiveness
	
Strongly Agree
	
Agree
	
Disagree
	
Strongly Disagree
	
Not Applicable
	

	14. The instructor is knowledgeable about the course subject area.
	

	

	

	

	

	

	15. The instructor is well-prepared for the course.
	

	

	

	

	

	

	16. The instructor's presentations are clear.
	

	

	

	

	

	

	17. The instructor provides feedback within a reasonable time.
	

	

	

	

	

	

	18. The instructor's feedback is useful to me.
	

	

	

	

	

	

	19. The instructor will answer my questions in class.
	

	

	

	

	

	

	20. The instructor is available to answer my questions out of class.
	

	

	

	

	

	

	21. The instructor is enthusiastic about the course subject.
	

	

	

	

	

	

	22. The instructor uses examples and/or applications from various disciplines to illustrate points.
	

	

	

	

	

	

	23. The instructor encourages me to ask questions.
	

	

	

	

	

	

	24. The instructor encourages me to express my ideas.
	

	

	

	

	

	

	25. The instructor follows up on questions not fully answered in class.
	

	

	

	

	

	

	26. The instructor's teaching strategies encourage me to learn.
	

	

	

	

	

	

	27. The instructor meets the class on time.
	

	

	

	

	

	




[bookmark: Annual_Eval_Faculty]Annual Evaluation of Faculty

This revised evaluation form for 20011-2012 is not available at this time. The form is inside the College’s portal. Once you have logged into the portal use the following link to see a copy of the Annual Evaluation of Faculty.

https://docs.daytonastate.edu/newdocs/departments/human_resources/human%20resources%20-%20items%20related%20to%20employment/employment%20management/performance/evaluations/faculty%20evaluation%20form.html

Faculty should also complete the Faulty Annual Activity Report which can be found inside the portal at the following link.

https://docs.daytonastate.edu/newdocs/departments/human_resources/human%20resources%20-%20items%20related%20to%20employment/employment%20management/performance/evaluations/faculty%20annual%20activity%20report.html

Faculty are required to complete an Individual Goals Form FY2011-2012.  Once inside the portal, click on the link below.

https://docs.daytonastate.edu/newdocs/departments/human_resources/human%20resources%20-%20items%20related%20to%20employment/employment%20management/performance/individual%20goals/individual%20goals%20form%20fy2011-2012.html



[image: ]
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[bookmark: Classroom_observation]CLASSROOM OBSERVATION FORM



Department: _____________________________________________

Instructor:	 Rank: ____________________

Observer:	

Campus:	


	The instructor has access online to:

Current Faculty Guidelines  ___________

Current College Catalog _____________

Course Outcomes __________________

	Yes

____

____

____


	No

____

____

____


	N/A

____

____

____



	Teaching Syllabus Includes

Course Outcomes.
Appropriate description of grading system.
Attendance policy.
Schedule of assignments.
List of required texts and/or other required reading.
Appropriate writing assignments.
ADA Information.
Honor Code Information.
Class withdrawal information.

	Yes

____

____

____

____


____

____

____

____

____

	No

____

____

____

____


____

____

____

____

____

	N/A

____

____

____

____


____

____

____

____

____





Classroom Observation

	Date: ____________________ Time:____________________

	
	
	
Yes

	
No

	Needs
Improvement
	Not
Applicable

	Prepared for class/organized?
Exhibits mastery of subject matter?
Uses effective instructional methods.
Encourages student participation.

	____

____

____

____


	____

____

____

____


	____

____

____

____


	____

____

____

____






Observer’s Comments:









Instructor’s Comments (optional):









			
Chair/Dean/AVP Signature		Instructor’s Signature









[bookmark: Section_VII]SECTION VII:  Student Programs



[bookmark: HonorsCollege]Honors College

	The Honors College at Daytona State College offers students with proven academic ability an assortment of challenging courses to satisfy their intellectual curiosity and quest of knowledge. Honor classes are small, thought provoking, offer more individual instruction, and provide students with excellent preparation for university transfer.  Other features include the following:

Opportunities for outstanding achievement
Highly motivated fellow students
Emphasis on critical thinking and leadership skills
Lively exchange of ideas with other students and faculty
A formal research program
Scholarship advise and recommendations
Individual academic counseling
10% tuition reimbursement for each semester the student qualifies
Special recognition at commencement
A competitive advantage upon transfer

Entrance requirements for the Honors College include the following:
Minimum College Placement Test Scores:
	Reading 100
	Writing 95
	College Math 75
Minimum SAT Scores:
	Verbal 600
	Math 500
Minimum ACT Scores:
	Reading 2 5
	Writing 23
	Math 20
Cumulative GPA:
3.25 or higher
Other:
	Two supporting Letters of Recommendation
	Completion of Student Statement of Expectations
	Acceptance by the Honors College Admissions Committee

For More Information:
Contact Dr. Andrea Reese, Honors College Chairperson at (386) 506-3337 or reesea@daytonastate.edu

	

[bookmark: LearningCommunities]	Learning Communities at Daytona State College

Learning Communities, a nation-wide educational movement, include a variety of approaches that link or cluster classes around an interdisciplinary theme and enroll a common cohort of students. This represents an intentional restructuring of students’ time, credit, and learning experiences to foster more explicit intellectual connections between students, between students and their faculty, and between disciplines. Learning Communities have a number of distinctive features: 

• They have a sense of purpose. 

• They help overcome the sense of isolation of faculty members from one another and from their students. 

• They encourage faculty members to relate to one another both as specialists and as educators. 

• They encourage continuity and integration in the curriculum. 

• They encourage retention by building a sense of group identity and cohesion. 

At Daytona State College there are two kinds of Learning Communities: LINKED CLASSES and QUANTA.  

LINKED CLASSES: Like all Learning Communities, Linked Classes involve interdisciplinary, theme-based teaching and learning. Faculty members work together to coordinate syllabus and assignments, but teach their classes separately with only occasional team-teaching. Students co-register for the integrated courses, forming a cohort. Both cooperative and active learning strategies are emphasized in the classroom. Often a content course (Anatomy and Physiology, Humanities, History) is linked with a skills course (College Composition, Speech, Literature and Composition, Report Writing). Linked classes are offered on all campuses. 

QUANTA is a cohort community of 65-70 students and 3 faculty who teach and learn in an exciting and different way. This nationally recognized, award-winning Learning Community combines three required courses—English, Humanities, and Sociology--under a common theme for two consecutive semesters. The classes are fully team-taught. The curriculum integration and team-teaching methods enable students to see meaningful relationships between seemingly unrelated academic subjects. High critical thinking, reading, and writing skills are developed. 

As in all Learning Communities, QUANTA students help each other learn. Working in groups, students share ideas and are able to understand and appreciate different viewpoints on each topic. Through this experience of community, the students develop a greater sense of involvement with other students and with their professors, acquiring invaluable group and leadership skills. QUANTA is only offered on the Daytona campus. For more information about Learning Communities, contact Dr. Casey Blanton, Chair of Learning Communities at 386-506-3802 or blantoc@daytonastate.edu.
[bookmark: ClubsAndOrganizations]

Student Clubs & Organizations

Daytona State College has over 40 clubs and student organizations. Most clubs are open to all currently enrolled students. Contact club advisors if you are interested in assisting with the organization. College clubs and organizations are recognized and approved through a process coordinated by the Student Activities Office. Clubs that are not recognized by the College are not permitted to use College funds or facilities.


American Medical Student Association (AMSA)
Advisor – Richard Doolin, 506-4714, Daytona Campus, Schildecker Science Hall (410/111)
This club provides many opportunities for pre-med or pre-pharmacy majors to connect with each other on campus throughout the AMSA’s national network of members and alumni.  Membership in the AMSA opens the door for many scholarship opportunities and makes an excellent resume listing. 

American Society of Interior Designers (ASID)
Advisor – Bethany Creamer, 506-3756, Daytona Campus, Greene Center (300/236)
ASID offers students the opportunity to prepare for rewarding careers in interior design by belonging to the leading association representing designers, industry and students. Through ASID membership, students can participate in a wide variety of learning experiences. Through interaction with thousands of practitioners and industry contacts, student members gain insight into the interior design profession.

Anime & Gaming Guild
Advisor – Victor Pareja, 246-4842, Flagler Campus, Smolen Center (1/113)
This club seeks to expand the knowledge and understanding of Japanese animation and video gaming in our culture, as well as work throughout the school to unite interested parties.

Bachelor of Applied Science Club (BAS)
Advisor – Mitch Pietras, 506-3515, Daytona Campus, Business Hall (150/400A)
The purpose of this organization is to promote academic success, career development, fellowship and community service among students in the Bachelor of Applied Science program.  This organization embraces the belief that the study and practices of the principles of supervision and management adds economic and social value to the workplace and the community.  All students in the Bachelor of Applied Science program are eligible to join the organization.  All pre-BAS DSC students are also invited to join the club.

Baptist Collegiate Ministries (BCM)
Advisor – Bruce Warner, 506-7328, Deltona Campus, Fathi Hall (1/218)
The BCM is a Christian organization open to all denominations. Affiliated with the Halifax Baptist Association, the BCM has participated in many campus activities, such as the annual Cultural Festival, blood drives, Spring Break promotions, and luncheons for international students.  
Breaking all Barriers
Advisor – Nancy Duke, 246-4838, Flagler Campus, Smolen Center (1/116C)
The main objective of this club is to unite a diverse group of students so they can embrace and support one another through their academic journey at the College. The club will accomplish this goal by developing and implementing a mentoring program and organizing cultural activities in a fun, yet educational setting.

Business Club at Daytona State College
Advisors -
Deanna Knight, 506-3295, Daytona Campus 200/406
John Weiss, 506-3792, Daytona Campus 200/426
Thaddeaus Mounkurai, 506-3545, Daytona Campus 330/216
Diana Joy Colarussa, 506-3606, Daytona Campus 200/406
The purpose of this club is to promote business education and enhance business principles and ethics.  This association will act pursuant to federal, state, local, and college laws and regulations.

Campus Crusade for Christ (CCFC)
Advisor – Cindy McAvoy, 506-3354, Daytona Campus, Wetherell Center (100/205)    
Advisor - Warnell Vickers, 785-2601, DeLand Campus, Student Services Center (7/151)
This club is an interdenominational student Christian organization that provides regular opportunities to study and discuss the Bible, including prayer services.  This club provides opportunities for fellowship, encouragement and spiritual development among members.
 
Catalyst Club
Advisor – Chris Whitaker, 785-2049, DeLand Campus, Academic Hall (4/113)
Advisor – Debbie Wilke, 785-2009, DeLand Campus, Academic Hall (4/226)
The purpose of this club is to provide service and raise funds for local, national and international projects.

Chess Club
Advisor – Andrea Reese, 506-3337, Daytona Campus – Arts & Science Hall (300/115)
Advisor – Max Nagiel, 506-3829, Daytona Campus, Business/Education Hall (200/414)
The purpose of this club is to provide an opportunity for students, faculty and staff of DSC to learn how to play the game of chess; play chess against their peers; organize biannual tournaments to participate in; and promote leadership, management and democratic skills through officer positions. 

Dance Club
Advisor - Kevin Veiga, 506-3183, Daytona Campus, Theater Center (220/217)
The club’s purpose is to provide an extra-curricular opportunity for students interested in learning and performing various dance styles and techniques. 


Education Club
Advisor – Joy Lewis, 506-3683, Daytona Campus – Education/Business Hall (200/331)
This club is for students interested in teaching and learning, from elementary through secondary education. The club is open to education and non-education majors and provides opportunities to explore the world of education profession.

Environmental Club
Advisor – Jane Davis, 506-3987, Daytona Campus, Greene Center (300/117)
The purpose of this organization is to provide an opportunity for students to actively participate in the improvement of the environment around campus and in our community as well as the world in general, and thereby realize that the solutions to world problems can be achieved through individual and small group involvement.

Falcons Cheerleading Club
Advisor – Sylvia Zuelch, 506-3392, Daytona Campus, Greene Center (300/125)
The Falcon Cheerleaders perform at al men’s and women’s home basketball games. These young men and women perform at various campus events, in addition to hosting fundraisers and participating in community service projects throughout the year.

Falcon Vereran’s Society
Advisor – Tony Deobil, 506-4218, Daytona Campus, Wetherell Center (100/207)
The purpose of this club is to develop student veteran groups on college and university campuses and coordinate by region between existing groups with resources and advocate on behalf o student veterans at the state and national level.

FALUN DAFA Club
Advisor – Casey Blanton, 506-3802, Daytona Campus, Greene Center (300/109)
The purpose of this club is to provide an opportunity for students to practice a quiet, meditative art, which is an ancient cultivation system, building a sense of college-wide community and increasing the virtue of the students.

Florida Nursing Student Association (FNSA)
Advisors – Wanda Lear, 506-3725, Daytona Campus, Health Services Hall (320/226) and Karen Reilly, 506-3742, Daytona Campus, Health Services Hall ( 320/116)
The FNSA is part of a national nursing association, which serves as a vehicle for nursing career development and educational advancement in the nursing profession. The FNSA has been involved in campus health fairs and other events.

Gay-Straight Alliance
Advisor – Margaret Karda, 506-3837, Daytona Campus, Arts & Sciences Hall (330, 224)
The purpose of this club is to provide a sense of unity amongst bisexual, heterosexual, and homosexual students, as well as work in the community and with other local organizations to promote the club  and unity outside the college.

Global Friends – International Student Organization
Advisor – John Brady, 506-3837, Daytona Campus, Arts and Science Hall (330/205)
Global Friends is dedicated to promoting friendship and understanding among the many cultures that students represent at DSC. The organization sponsors annual events such as the International Dinner and participates in the college wide Cultural Festival.   

Health Information Management Student Association (HIMSA)
Advisor - Nancy Thomas, 506-3748, Daytona Campus, Health Sciences Hall (320/548)
HIMSA promotes career and educational development for students of the college’s Health Information Management program. The organization has been active in many student events, such as Abilities Awareness Day and Welcome Student Days.

History Club
Advisor – Nancy duke, 246-4838, Flagler Campus, Smolen Center (1/116c) 
The History Club formed in the spring of 1997 in an effort to unite students interested in history and current events. The club has recently sponsored history film series, lectures, and field trips to historic sites.

Human Services Club (HSC)
Advisor – Olu Eniwaye, 506-37463, Daytona Campus, Business/Education Hall (200/100A & 101)
The Human Services Club was formed during the 1996-97 school year by students enrolled in the Human Services Program.  The club introduces the students to the human services and social work professions, through guest speakers and participation in professional conferences and community activities.

Humanities Club
Advisor – Vincent Piazza 785-2079, DeLand Campus, Student Services Center (7/156)
We discuss world cultural topics; enhance student knowledge; encourage open discussion in the field of arts and history; stimulate multi-cultural interest and consequent enrichment of tests in the DeLand Library as well as campus arts; inform students of college programs and initiatives; organize field trips; and expand critical thinking.

Leo Omega 
Advisor – Lynn Hawkins, 785-2051, DeLand Campus, Academic Hall (4/129)
To empower volunteers to serve their communities, meet humanitarian needs, encourage peace and promote international understanding.

Math Club
Advisor – Karthikeya Mamillapalle, 506-3847, Daytona Campus, Baker Academic Support Center (500/159)
The purpose is to serve as an arena for math discussion and an organization for persons for similar interests.


Muslin Student Association
Advisor – Richard Grego, 506-3342, Daytona Campus, Bailey Hall (540/220) 
The purpose is to provide an opportunity for students to have peaceful interaction between Muslims and non-Muslims, to have activities on campus, and to offer a place for prayer.

Outreach Club of Flagler
Advisor – John McNeely, 246-4808, Flagler Campus, Academic Hall (2/113)
The purpose is to provide an opportunity for the students of the Palm Coast/Flagler Campus to help other students and build a spirit of community cooperation.

Philosophy Club
Advisor – Richard Grego, 506-3342, Daytona Campus,  Bailey Hall (540/220)
The purpose of the Philosophy Club is to examine, discuss, and speculate on social, psychological, scientific, metaphysical and cultural issues, and events of philosophical interest.

Phi Theat Kappa (PTK)
Advisors:
Victor Pareja (Chapter Advisor) 246-4843, Flagler Campus, Smolen Center (1/113)
Dough Giacobbe  (Daytona Campus Advisor) 506-2051, DeLand Campus, (4/211)
Harry Shoff (Deland Campus Advisor) 785-2036, DeLand Campus 4/211
Nancy Duke (Flagler/Palm Coast Campus Advisor) 246-4838, Flagler Campus 1/116C
TBA (New Smyrna Campus Advisor) 
Phi Theta Kappa is a national honors society with a chapter (Mu Rho) recognized at DSC. The local chapter has officers and Advisors at all campuses.  This is one of the most active student organizations at the college.  

Psychology Club
Advisors:
Alice Godbey 506-3751, Daytona Campus, Arts & Silences Hall (330/207) 
Amy Osmon 506-3537, 330/208, Daytona Campus, Arts & Sciences hall (330/208) 
John McNeeley (Flagler Campus Advisor), 246-4808, Flagler Campus 2/113
The Psychology Club is an organization designed for students that are interested in, or plan on majoring in psychology.  The Psychology Club meets regularly during the Fall and Spring semesters.  The primary focus of the Psychology Club is to enhance the academic and personal interests of students interested in psychology by scheduling open forums, academic exchange, and scholarly presentations from faculty and guest speakers.

Regroup
Advisor – Diana Miller, 506-3984, Daytona Campus, Arts & Science Hall (330/207)
The main objective is to support the College adult community/students to become successful in their academic journeys while navigating through these tough economic times. They will accomplish this goals by developing and implementing mentoring programs along with counseling for students who have been out of school for a period of years.







Rotaract Club
Advisor – Ram Nayar , 506-3776, Daytona Campus, Schelidecker Science Hall (410/110)
The purpose of the Rotaract is to provide an opportunity for young men and women to enhance the knowledge and skills that will assist them in personal development, to address the physical and social needs of their communities, and to promote better relations between all people worldwide through a framework of friendship and service. 

Science Club
Advisor – Kaushyalya Ekanayake, Daytona Campus, Schildecker Science hall (410/220)
The mission of the Science Club is to promote an interest in science through hands on learning activities and workshops; and to help our community and college through service.

Sigma Beta Delta (SBD)
Advisor – Michael Avery, 506-4378, Daytona Campus – Baccalaureate Studies hall (150/400F) and Cindy Somers, 506-3086, Daytona Campus (150/400D)
International Honor Society for business, management, and administration
(SBD) encourages and recognizes scholarship ands among students of Business Management, and Administration.  For BAS students enrolled at DSC that meet academic excellence.  SBD are the upper 20% of their class at the time of invitation to membership, and completion of at least one-half of the degree program in which they are enrolled.

Sigma Kappa Delta 
Advisor – Sam Goldstein, 506-3617, Daytona Campus, Bailey Hall (540/240) and Heather McDonald, 506-3443, Bailey Hall, (540/203)
To recognize academic success in English; to promote fellowship between students interested in academic success in English; and to develop the skills of its members.

Soccer Club
Advisors – Nick Petropouleas, 506-3409, Daytona Campus , Arts & Science Hall (330/211)
Our purpose is to develop, promote and administer the game of soccer among DSC students.

Student American Dental Hygienists Association (SADHA)
Advisor - Pam Ridilla, 785-2093, DeLand Campus, Bert Fish (6/104)
The mission is to promote dental hygiene, to represent dental hygiene students and to contribute to the improvement of the oral health of the community.



Student Culinary Association of Daytona State Collge
Advisor – David Weir, 506-3971, Daytona Campus, Hosseini Center (1200/137)
The purpose is to reinforce the culinary curriculum; develop culinary professionalism; sharpen and enhance culinary skills; create a tight network of culinarians that will represent the College and ACF Daytona Beach Chapter; develop leaders, a passion for food, respect for the profession and industry; and create an ongoing tradition for the College that promotes the program and provides the community and state with confident, well-trained industry ready personnel.

Student for Sensible Drug Policy Club
Advisor – Richard Grego, 506-3342, Daytona Campus, Bailey Hall (540/220)
This club is an international network of students who are concerned about the impact drug abuse has on our communities, but who also know that the war on drugs is failing our generation and our society. SSDP mobilizes and empowers people to participate in the political process, pushing for sensible policies to achieve a safer and more just future, while fighting back against counterproductive drug war policies, particularly those that directly harm students and youth.


Student Government Association (SGA)
Advisors – 
Daytona - Bruce Cook, 506-4417, Daytona Campus, Lenholt Student Center ( 130/116) 
DeLand - Warnell Vickers, 785-2061, DeLand Campus, 7/151
Deltona - Lori Lemoine, 506-3486, Daytona Campus , Lenholt Studente Center (130/110)
Flagler - John McNeely, 246-4808, Flagler Campus, 2/113
New Smyrna - Melinda Hamilton, 423-6321, New Smyrna Campus, 1/108
ATC - Larry Pivec, 506-4134, ATC (1/215A)
The purpose of the Student Government Association is to facilitate communication between students and college administrators and to encourage college policies and procedures that meet the needs of students in the areas of academics, activities and services.  
The SGA holds open meetings each Tuesday at 3:00 p.m. in building 130, room 154 on the Daytona Campus.

Student Massage Therapy Association (SMT)
Advisor – Richard Smith, 506-3229, Daytona Campus, Health Services Hall (320/137)
To further educate the community about the profession of Massage Therapy and to represent the college in community outreach events by linking the program to the community, school, and staff.

Student Occupational Therapy Assistant Association (SOTA)
Advisor – Mary Beth Craig-Oatley, 506-3624, Daytona Campus, Health Services Hall (320/115)
SOTA is part of a national organization, which promotes the profession of occupational therapy. SOTA has been very active in student events on an off campus, including Abilities Awareness Day, the SGA yard sale and Welcome Student days. 

Student Paralegal Association (SPA)
Advisors -
Linda Cupick, 506-3511, Daytona Campus, Business/Education Hall (200/421B)
Kim Grippa, 506-3874, Daytona Campus, Business/Education Hall (200,418A)
Alan Holt, 506-3202, Daytona Campus, Business/Education Hall (200, 418B)
The purpose of the Daytona State College Student Paralegal Association is to promote the paralegal education, and enhance appreciation of principles and ethics.  This association will act pursuant to federal, state, local, and College laws and regulations, as well as, the Constitutional Laws of the Daytona College SPA Club.

Student Photography Association
Advisor – Roger Linke, 506-3280, Daytona Campus – Photography Hall (530, 227A)
The club is for students who are serious about the art of photography. The primary purpose of the organization is to provide DSC photo students with opportunities to network with alumni and professionals in photography fields through workshops, field grips, lectures, portfolio critiques and mentoring programs.

Student Physical Therapist Assistant Association (SPTA)
Advisor – Robert Wagner, 506-3752, Daytona Campus, Health Sciences Hall (320/454)
SPTA was formed in 1996-97 in conjunction with the introduction of a physical therapy training program at the college.  The club has been active in various student events during the past year, and organized a few fund-raisers and activities.

Student Publications
Advisor – Elena Jarvis, 506-3268, Daytona Campus, Photography Hall (530/232)
DSC has three student publications: In Motion, the award-winning monthly newspaper that publishes Fall and Spring semesters; DaytonaStateInMotion.com, the online electronic version that also features streaming video and multi-media additions; the Aeolus, the yearly literary magazine that publishes during the Spring semester. In Motion accepts letters to the editor from students, staff and faculty, as well as article submissions, which may be edited to fit current journalistic standards. You can gain advice by becoming a staff member. In Motion is always seeking reporters, photographers, graphic and fine artists, copy editors, and advertising sales representatives. Aeolus meetings begin in the middle of the Fall semester when editors seek submissions for the Spring edition. The annual edition is unveiled during the annual Poetry Slam, when student celebrate its publication vie and vie for valuable prizes for best spoken-work performance. 


Student Respiratory Care Association (SRCA)
Advisor – Aggie Garrison, 506-3780, Daytona Campus, Health Services Hall (320/453)
The mission is to promote public awareness of Respiratory Therapy as a field of medical practice through combining social activities, educational goals, and service projects; to expose the Respiratory Care student to a network of professionals within the health care field to aid them in future employment; and, to promote recognition of the Respiratory Care Program at DSC.

Student Support Services Club (SSS)
Advisor – Vanessa Bouey, 506-3715, Daytona Campus, Baker Academic Support Center (500/109)
The purpose of this organization is to promote involvement in campus based activities to enhance the campus/college experience.  The club is involved with fund-raisers, community service projects, leadership activities, cultural enrichment activities, and campus activities.  Students must be a participant of Student Support Services to be a member of the club.  We are housed in the Learning Center, but that does not mean every student who participates in the Learning Center’s services is eligible.

Surf Club
Advisor – Bruce Cook, 506-4417, Daytona Campus, Lenholt Student Center (130/116)
The purpose of this club is to actively involve students with helping the environment, increase awareness about the coastal waters and surrounding environment.  We will be interacting with other clubs and organizations of similar interest.  We will be representing our school by competing in the National Scholastic Surfing Association’s College division, against other colleges.

Swim Club
Advisor – Amanda Wright, 506-4507, Daytona Campus, Lemerand Center (310/103)
The objective and purpose of this club is to promote amateur swimming on an instructional and competitive level through supervised practices; provide members with the opportunity to improve their fitness level; and fostering the spirit of sportsmanship among its members.

Table Tennis Club
Advisor – Jeffrey VanPatten, 748-9893, Daytona Campus, Scheildecker Science Hall, (410)
The purpose of this club is to provide an opportunity for student sto develop table tennis skills and athleticism, lean teamwork and cooperation, and enjoy the sport of table tennis.

Theatre Arts Club
Advisor – Geoffrey Kershner, 506-4607, Daytona Campus, Theater Center (220/221)
The purpose of this club is to create an environment for students who want to pursue their interest or career in the arts as well as expand their knowledge and appreciation of the many diverse forms of creative expression.

The Storming Knights of Central Florida Server Weather Intercept Team
Advisor – Eric Breitenbach, 506-3542, Daytona Campus, Photography Hall (530/232)
The purpose of this organization is to provide an opportunity for student to study atmospheric events in and around our community by pursuing and intercepting severe weather in the state of Florida. A second parallel objective is to report information regarding the state of severe weather to the local weather and emergency authorities.
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[bookmark: Women_Center_Programs]Daytona State College Women’s Center 

The Women’s Center at Daytona State College offers a variety of programs and resources for women and men in transition.  Experienced staff provides assistance, as individuals face career or life changes (e.g., marital separation, divorce, widowhood, supporting a disabled spouse or single parenting).

The Center receives grant funds to operate four programs:

CCAMPIS – offers child care assistance to low income parents in pursuit of a post-secondary education by providing access to conveniently located approved child care services. 

Fresh Start ‑ Is designed for individuals over the age of 35.  It provides help with the academic training and motivational support needed to increase self-confidence as individuals move from displaced homemaker to student or to a position in the job market or career workplace.

Fresh Start for Men – offers a class that provides support and practical tools to empower men to discover their transferable skills while they are obtaining their GED or high school diploma.  This class is designed to provide men with personal and career skills to succeed in a job and life.

New Directions ‑ assists single parents, displaced homemakers, those who are single and pregnant and individuals interested in gaining self-sufficiency by entering a high wage/high demand or non‑traditional vocational/technical field.

Additional Support Services
Clothes Closet (interview/job appropriate clothing)
Career planning
Referral services to local community agencies (e.g., housing, legal assistance, etc.)
 Scholarship information
Financial assistance (tuition, books, uniforms, and childcare – awards based on funding availability)
 Family involvement and support activities (e.g., parent workshops)
College-credit courses, workshops and seminars on women’s issues and concerns	

For more information please contact:
Daytona Beach Campus 	(386) 506-3068 - Building 100, Room 218
DeLand Campus		(386) 785-2039 - Building 7, Room 132
Flagler/Palm Coast Campus   (386) 246-4870 or 4871- Building 1, Room 116
Deltona Campus                      (386) 789-7320 – Building 1, Room 211
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[bookmark: Registrationemails][bookmark: WithdrawProcedureForm][bookmark: StudentWithdrawRequest]To:		Faculty 

From:		Dr. Richard L. Pastor, Associate Vice President for
Enrollment and Student Development

Subject:	Information about some Enrollment and Student Development Services and administrative requirements for faculty


[bookmark: Falconmail_enrollment_services]FalconMail:

FalconMail is a web-based, e-mail being offered to all faculty and staff and to all current students at Daytona State College. Enrollment Services has created notifications that are sent on a daily basis to all Faculty, Deans and Chairs.  These emails explain the status of attendance and/or grade entry, as well as the student’s status in class (ie., dropped, withdrawn, added).

Attendance Verification

Faculty are required to enter attendance once at the beginning of the session.  A memo is sent via email to all faculty stating the deadline to submit and/or update due to a change in the students’ schedule.   A memo for attendance verification can be viewed by clicking on the heading above. A short video is available to demonstrate the attendance verification. It can be found at the following link: http://online1.daytonastate.edu/player.php?id=7fea637fd6d02b8f0adf6f7dc36aed93  
    

[bookmark: Grading]Grading

A.  Please be sure to enter all of your grades as soon as possible but no later than 48 hours of your final exam.

B . Effective for the Fall 2010 term the college has made a slight change to the grading process for students who are to receive an “F” or an “FN” (F for non-attendance).

This change is necessitated to assist in keeping the college in compliance with federal financial aid regulations.

As you know last Spring we instituted a requirement to enter the date of last attendance for an FN grade.  For Fall 2010 this requirement has been expanded to include the F grade as well.

The default date for the FN grade will be the last date of the withdrawal period.  The default date for the F grade will be the last date of the term. This system will validate the appropriate date range.

The FN grade should be used for a student who stopped attending class, or complete any academic activity prior to the 60% point (the last day to withdraw).  The F grade should be used for a student who did attend after the 60% point, but failed the class.

Understanding that you are not required to take attendance, you should use any information available to you to determine the appropriate date to enter, such as test dates, quiz dates, submitted papers, lab participation, or any other evidence of an academically related activity.  You should then change the default date to the appropriate date.  For a student who took the final exam and failed the class, the date to enter would be the date of the final exam.

C. If a student has requested an Incomplete, you should enter the “I” grade and provide information as to what needs to be completed to successfully pass the course.  An email will be sent to your Department Chair and the student and to TRACS so that others staff has knowledge of what work is missing.

D. If a student has withdrawn or been dropped from your class, you will not be able to enter a grade.  

E. If you have a student who did complete the class, but is not currently registered, please contact Records at records@daytonastate.edu, indicating the students name, ID, course number, and final grade.

F. You cannot use Google Chrome browser to enter grades.  If submitting grades from home please use either Explorer 8.0 or Firefox 3.6. 

[bookmark: Registration_drops]Registration Drops

This process will update faculty as to a change in status of a student’s enrollment.  The email will be sent the day following a student’s process of a late drop, late add and/or withdraw.  These emails will not begin to be sent until after the official add/drop date of the term.  

[bookmark: IndependentStudy]Independent Study

A student needing a course not being offered or a class that cannot be attended due to special circumstances may apply for a special independent study.
Student will complete an application for the independent study which must be signed by instructor, chairperson and dean of that discipline of study. 

Directed Independent Study

A directed independent study is identified in the college catalog as course number 2905 proceeded by a prefix defined by the discipline of study.  This is further identified by a variable credit. Students may apply for 1-4 credits depending on their need and as determined by the department.  The instructor will attach an outline of study, to the application, identifying the objectives to be accomplished.

The completed form must be sent to the Question & Answer Center for processing.

If during the regular registration period or before the end of the schedule adjustment period the completed form may be sent via interoffice mail.

If after the last day of the schedule adjustment period, the completed form must be hand delivered by the student. This enables the enrollment specialist to process and the student to pay immediately.

[bookmark: IndependentStudyApplication][bookmark: AdministrativeChanges][bookmark: Appeals_Admin_Changes]Appeals and Administrative Changes

College policies are printed in the college catalog and are displayed on the web site.  The college will accept an appeal of college policies to assist students who have experienced an extraordinary set of circumstances (e.g. a prolonged hospitalization, serious illness, death of an immediate family member, or non-voluntary military activation).  Documentation from someone other than the student, such as health care providers, clergy, attorneys and/or other professionals, must be attached to the appeal application to verify the extraordinary circumstances.

Appeals can be made for the following situations:

-- Financial Aid Suspension		-- Waiver of full cost tuition for the 3rd attempt of a class
-- 4th attempt permission		-- Grade change from “F” to “W”
-- Formal Grade Appeal		-- Administrative Drop
-- Withdraw from a class after the deadline to receive a W grade without GPA penalty


At times the academic and administrative appeal actions requested of the College adversely affect a student. When classes are dropped or all classes are changed to “withdrawal” as part of an appeal, the student financial aid award will need to be recalculated. As a result, a student may owe repayment of all or part of the financial aid received. The College recommends that each student thinking of submitting an appeal verify with the Office of Financial Aid that the requested action will not adversely affect their aid status or payments before submitting an appeal.

Appeal Process:

An appeal application needs to be completed and returned to the Question and Answer Center, Room 119, Building 100, on the Daytona campus or to the Falcon Center on any campus.   A signed written statement along with additional documentation supporting the appeal is required.  In some cases the application will be forwarded to the appropriate Appeal Committee for review, in others, the Q&A Center staff has been authorized to act on the appeal application.

Appeals for extraordinary circumstances may be made in cases of serious illness, death of an immediate family member, or non-voluntary military activation.  Supporting documents to verify the reasons for your appeal are required.   Issues such as child care, transportation, employment changes are not normally considered extraordinary circumstances for college appeals.

The college response will be done as soon as possible, recognizing that some appeals will require contact with faculty members, and consultations with the Records Office, Financial Aid Office, and Student Accounts.   The college response to all appeals will be sent to the student FalconMail account.

[bookmark: Financial_Aid_Suspension]Financial Aid Suspension:  Students who have received student financial assistance are required by federal regulations to maintain satisfactory academic progress.  The full policy is listed in the college catalog.  To be in compliance a student must earn a grade point average of 2.0 or higher, and earn 67% of all courses attempted.  In addition, an aid recipient must complete their degree within 150% of the normal timeframe (credits attempted).  If there were extraordinary circumstances that prevented a student from making satisfactory progress, which will no longer be a factor, an appeal of the suspension may be approved.  The last date to submit an appeal of this nature is the first day of class for the semester in question.

In certain cases a one-time extension to the 150% rule can be approved during which time a student is allowed to receive aid only in courses that are needed to complete their current degree or certificate program.  An approved graduation check-down will be required prior to approval of a time limit appeal.

[bookmark: Waiver_fullcost]Waiver of full cost tuition for the 3rd attempt of a class:  The State of Florida does not allow a student to attempt a course more than twice and receive the benefit of in-state tuition.  Students who attempt a course for the 3rd time are required to pay the full cost of education (out of state tuition rate).  If extraordinary circumstances were present during the 2nd attempt, a waiver for the full cost charge can be approved by the college.  The grade earned during the 3rd attempt must be entered; a withdrawal from the 3rd attempt cannot be done. The last date to submit an appeal of this nature is the last day of class for the semester in question.

[bookmark: fourth_attempt]4th attempt permission:  In extraordinary circumstances, a student may need to attempt a class for the 4th time, if extraordinary circumstances were present during the 3rd attempt. In all cases student must pay the out of state tuition rate.  The grade earned during the 4th attempt will be entered; a withdrawal from the 4th attempt cannot be done. Detailed written documentation is necessary, and the appeal must be done prior to the start of the semester.

[bookmark: Withdraw]Withdraw from a class after the deadline to receive a W grade:  The academic calendar indicates the last date to withdraw from a class in order to receive a “W” grade without grade point penalty.  A student who stops attending after that date will receive the grade awarded by the instructor (usually an “F” if all work is not completed).  In extraordinary circumstances, the student may appeal to receive a “W” after the published date. If this appeal approval results in a withdrawal from all courses, a student receiving financial aid will be subject to the federal refund formula calculations, and may result in a balance due for tuition and fees.  In some cases, depending on the enrollment cycle for other classes, a W grade will affect future financial aid disbursements.  The last date to submit an appeal of this nature is prior to the grade being entered for the semester.

[bookmark: GradeChange]Grade change from “F” to “W”:  Students who register for a class and do not withdraw, or for students who cease attending a class usually receive an “F” grade.  In extraordinary circumstances, the college will approve an appeal requesting the grade of “F” be changed to a “W” with the permission of the instructor and department chair.  Appeals of this nature are forwarded to the academic area for review and action. The last date to submit an appeal of this nature is the last day of class of the next major semester after the course was taken.  Students who have received financial aid will be reviewed to insure all federal regulations are applied retroactively to the date of withdrawal, many times resulting in a balance due.

[bookmark: Formalgradechange][bookmark: Formalgrade_appeal]Formal Grade Appeal:   Students who believe a faculty member has issued an incorrect grade(s) based on written documentation may seek recourse through the Informal Grievance Process as outlined in the Student Handbook. The College provides an informal procedure to assist faculty and students in resolving grade disputes. The teaching faculty is authorized to issue grades based on their assessment of the student’s level of performance, participation, quality and quantity of work. If the student and the instructor cannot agree during the informal process the student may submit the formal grievance in writing to the Question and Answer Center who will forward it to the appropriate associate vice president, who reviews the written grievance and renders a decision. 

[bookmark: administrationDrop]Administrative Drop:  A student who has paid the tuition bill may request a refund if there is extenuating circumstances that may warrant such an action. Documentation for this request needs to be extensive and indicate a serious personal situation that prevented a withdrawal prior to the start of the term in question.  A student who has received financial aid could owe a repayment resulting from the recalculation of enrollment status, or if this appeal results in a drop from all courses, a student will be subject to the federal refund formula calculations and/or the requirement that all financial aid funds be returned.  In some cases the result may be a balance due for tuition and fees. A student who received a financial aid refund, or received a book voucher, will have to return all funds disbursed prior to the drop being processed if the appeal is approved.  The last date to submit an appeal of this nature is prior to the grade being entered for the semester.

[bookmark: online_forms_records]Other forms are also available online for many Records and Registration processes:

The Registration and Records Office manages a variety of activities. Many of the routine forms can be found at Online Forms  or as noted below:

Graduation
Online Graduation Instructions
Daytona State Diploma Request
Records
GED Diploma and/or Transcript Request Form
Course Substitution Approval Form
Change of Name, Address and Telephone or Social Security Number
Application for Independent Study
Release of Academic Information
Parent Information Request Form
Non-Release of Directory Information
Enrollment Verification Request
High School Official Transcript Request
Registration
PIN Number Reset Request Form
Transient Form
Transient Student Electronic Form (click on College Students then click on Take classes at another college (Transient Student Admissions Application) in bottom of the third column
Independent Study Request Form 
Home Education Verification Form 
Reinstatement Form
Late Registration Form

Appeal Forms
Appeal Policies – Criteria and Deadlines
Financial Aid Suspension – GPA and/or Completion Rate
Financial Aid Suspension – Excessive Hours
Full Cost of Tuition Appeal
4th Attempt Appeal
Withdraw from Cass after Posted Deadline
Grade Change from ‘F’ to ‘W’
Administrative Drop Appeal
Formal Grade Appeal
College Suspension Appeal
Academic Second Chance – Amnesty



[bookmark: Attendance_Verification_Memo]Attendance Verification Memo

August 29, 2011

To:		All Faculty

From:		Jean Walters
		Supervisor of Registration

Re:		Class Roll Attendance Verification – Fall 2011
		Fall 16 Week – Fall 15 Week  and Fall A- 7 Week.

cc:	          Tom LoBasso
                     Richard Pastor
Attendance verification for Fall  2011  must be done via online faculty services menu. 

College federal and state guidelines require the college to verify enrollment for a number of reasons:

Financial aid recipients are awarded grants and loans based upon actual enrollment that must be verified prior to disbursement of funds
Veterans benefits are paid to students based on enrollment
Student insurance eligibility is usually based on full-time enrollment
Student loan deferments require enrollment verification
Daytona State  Foundation and other scholarships are awarded based upon  verified enrollment

Since the college may be liable for any overpayments if a student never actually started classes, the verification of enrollment is a crucial process. 

Subsessions for the Fall 2011 term are somewhat different than before. Below you will find important information referencing each subsession, indicating dates and deadlines to submit your attendance verification.

Because students have the full add/drop period to adjust their schedules it is extremely important that you do not attempt to verify attendance until the add/drop period for your specific subsession has ended.

	Fall 2011

	SUBSESSION


	SYMBOL
	BEGINNING DATE
	LAST DAY OF DROP/ADD
	FIRST DATE TO SUBMIT ATTENDANCE
	LAST DATE TO SUBMIT ATTENDANCE

	FALL 15 & 16 Wk.
	FS
	08/29/2011
	09/02/2011
	09/03/2011
	09/09/2011

	FALL 7 Wk.
	FA
	08/29/2010
	08/31/2011
	09/01/2010
	09/09/2011


If your class follows an alternate calendar (does not follow the normal subsession beginning and ending dates) you should submit your attendance immediately following the second class meeting.


Instructions to verify enrollment:

Please use the faculty online service to indicate the attendance or non-attendance of your students:

Go to the Daytona State College home page at www.daytonastate.edu, click on the MyDaytonaState button.

Login in using your College ID and College PIN
Select FalconNet from the menu bar.
Click-on to Faculty Services on the left-hand menu
Click-on to Class Attendance Verification
Select appropriate term (Spring 2010)
Click-on View Sections after scrolling to the far right.

Verify your attendance in each section by:

Indicating under the “attended” column (Y or N) as to whether the student has attended at least one time.  Once you have indicated “Y” or “N” for each student, enter your pin # as your signature and click the submit attendance icon.

Refer any student(s) who is attending your class, but whose name does not appear on the list, to the Registration Office immediately so that the problem can be resolved. Many times a student may be registered for a different section.

Please remember, if you indicate a student is not attending (N) but that student later re-registers or continues enrollment be sure the student has been registered again for your class.  You will have to re-do his/her attendance verification.

If you have questions, please contact the Registration Office at 506-3646.Thank you for your support.	
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