LOS MEDANOS COLLEGE  Office of Instruction
December 3, 2009

TO:

LMC Full-Time Faculty 
FROM:
Kiran Kamath, Gil Rodriguez, Richard Livingston, Cherry Li-Bugg, 

Gail Newman, Blas Guerrero
RE:

Spring 2010 Office Hour/Schedule Grid and First Day Handouts

Please complete and submit the attached office hour/schedule grid to report your contractual faculty assignment for the Spring 2010 semester. All faculty (instructional and student services) should return the grid to the Office of Instruction by Friday, December 18, 2009.   In addition, a copy of the grid should be posted at your office for student use.

First day handouts should be submitted to the Office of Instruction by Friday, January 22, 2010.  LMC requires that a first day handout (also known as a “class information sheet” or “syllabus”) be distributed to students at the beginning of each course. The policy stipulates that the handout include, at a minimum:

· Course number and title

· Instructor office hours (if applicable)

· Meeting hours, including lab hours (scheduled or “by arrangement”)

· Course overview, goals/objectives/learner outcomes and requirements

· Transfer information as applicable. LMC’s Academic Senate has asked faculty to include detailed information on the transferability of courses (i.e. CSU/UC/IGETC, area/requirement fulfilled, etc.). Also, please encourage students to see a counselor to develop an educational plan and/or for detailed transfer information. 

· Required materials, including text(s)

· Instructional methods

· Policy on attendance

· Evaluation/grading processes

· Information regarding materials fees for your class (if applicable).

Based on our experience, the attendance policy and grading policy/procedures present the most potential difficulties. Please be sure that your approach conforms to the specific course outline for your class and the general information in the College Catalog. Policies that are both fair and clear help to avoid disputes later.

We are also hearing reports of cheating and/or plagiarism issues in classes – the handout should state your approach to dealing with these unpleasant realities, too. A clear definition of, and prohibition of, plagiarism is particularly helpful. It is also a good idea to ban electronic devices (cell phones, PDAs, Sidekicks, etc.) that can be used to cheat and/or are disruptive in the learning environment. 

Also, since the initial college policy was adopted many years ago, the Americans with Disabilities Act has been implemented. Therefore, the handout should include the following statement on accommodation:

Accommodations: Students with documented learning and/or physical disabilities may receive reasonable classroom and/or testing accommodations. Please make these arrangements with the instructor at the beginning of the semester or as soon as possible after documentation has been determined. Last minute requests may not be determined to be “reasonable.”

If you need additional information on ADA issues, please contact DSPS department at ext. 3353.

Finally, inform your students that per college/district policy, everyone in the class must be enrolled (no audits/sit-ins or students who have not met the prerequisite). Therefore, please make it clear that children/teens that are not enrolled are not allowed to attend classes or labs with their parent/guardian who is enrolled.

Attached is a listing of suggested content and format information for your first day handout.

Office Hour/Schedule Grid:  Receiving the required information at the beginning of the semester will allow us to inform students of faculty availability and to correctly code absences.   The information will be on file in the Office of Instruction, President’s Office, and at the Information Desk. 

Specifically, please indicate:

1. All scheduled course hours (composition, lecture, lab, physical education), identified by section.

2. Lab hours – scheduled and by arrangement (if any). Indicate specific days and hours during which you hold the hours by arrangement, tied to specific sections. Note that the UF Contract defines lab as the instructor “supervising students who are working on laboratory experiments and exercises” so the faculty member must be present in the lab during the stipulated time. 

3. Student services hours (if any). Indicate the proper number of scheduled hours, based on contract provisions – i.e., a full counseling load is 27.5 hours per week, learning specialists and librarians are scheduled for 35 hours per week, etc.

4. Office hours. The UF contract requires five (5) hours per week for teaching faculty (proportional to the instructional assignment), scheduled no more than one and one half (1-1/2) hours per day. Please be sure that your office hour schedule complies with this provision of the contract.

5. Some reassigned time assignments are included on your load sheet.  Please note that per discussions with the UF you are not required to list the exact times of reassigned time activities on the grid. However, the contract stipulates that reassigned time percentages for coordination positions (i.e. program directors, grant activity directors, coordinators) are based on a 40-hour week and faculty should schedule their work time accordingly. 

Note that the hours should not overlap, except in the case of approved “multiple” sections – e.g. lab and office hours cannot be held simultaneously. 

If you have any questions regarding your load and/or schedule, please contact your dean. Thank you.  

CC:  Peter Garcia, Bruce Cutler
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Name:  ___________________________________



Office:  Room _______


