Academic Affairs Council

MEETING MINUTES

Date:  Friday, February 2, 2018
Time: 10:45 a.m.
Place: ADM Board Room

l. Call to order

Susan Spicher called to order the regular meeting of the Academic Affairs Council, at
10:45 a.m. on Friday, February 2", 2018 in the ADM Building Board Room.

I1. Roll Call

The following council members were present: Leslie Appling, Linda Bates, Dr. Jim Bullock, Dr.
Sterling Claypoole, Keitha Davidson, Sarah Dilmore, Shannon Forrest, Caroline Hammond, Susan
Heyde, Sherry Howard, Dr. Rhonda Lee-Ernest, Brandy Mendoza, Roslyn Nipper, Robert Norman,
Philip Shackelford, Susan Spicher, Christy Wilson, and Dr. James Yates.

The following council members were excused: Jennifer Baine, Dr. David Carty, Michael
Champion, Ken Kelly, Cindy Meyer, Dr. Jennifer Parks, Amy Sturdivant, and Ray Winiecki.

The following council members were absent: Teresa Hampton.

The following guests attended the meeting: Dean Inman, Jim Roomsburg, Mary Kate Sumner,
and Amanda Baker — Recorder.

I11.  Approval of minutes from last meeting

Philip Shackelford made a motion to approve the minutes of the council meeting held on
Friday, December 1st, 2017. Caroline Hammond seconded the motion. All approved.

IV. Old Business
a. No Old Business
V. Planning Council report — Susan Spicher

a. ltems sent to Cabinet

I. Academic Affairs Council:
1. Proposal to Accept red line changes to the Academic Assessment manual
— APM Change (please see page 8, and 11-13 of the manual).
a. Disaggregation of data:
i. Hybrid classes will be combined with online classes for data
purposes in assessment reports.
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ii. Dual/concurrent enrollment students who are in a college
section class will be counted as On-site Traditional for the
purposes of assessment reports.

iii. Assessment Report Review Teams (ARRT) will review
academic assessment reports from the 2016 -2017 academic
year. In February, 2018, the Assessment Committee will
review the ARRT findings and will make any necessary
recommendations for budgetary needs, assessment plan
changes, and professional development activities.

Proposal to accept the revised Curriculum Proposal Request form.

a. Changes include: addition of Plan of Study and Syllabus in the top
listing, removal of VPAA signature and add of Curriculum
Committee Chairman Signature at the bottom, add Submitted by and
Program/Department at the top and change Media Library center to
SouthArk Library.

Proposal to eliminate the ATI Critical Thinking Exam testing fee of $35 that
is associated with the SouthArk Success Course.

Proposal to accept the proposed name change, modifications, and addition of
course/credit hour to current Medical Coding Practicum HCIT 2773 to HCIT
2774,

Proposal to accept four (4) proposals of official new GB tracks, course
curriculum changes, course substitutions with an extra Business elective in
the General Business Program.

a. AAS -GB Entrepreneurship

b. AAS-GB General Business Management

c. AAS-GB Office Technology

d. AAS-GB Mid-management internship

Proposal to make an exception to Distance Learning Online Course Review
process for Intro to Resp and Chem 1014/Lab online so that these courses
may move forward for the Spring. They will be reviewed by Distance
Learning and require approval by Distance Learning but not have to go to
Curriculum at this time in order to be taught for Spring. They have already
been taught as face to face courses.

Proposal to accept the revised Faculty Evaluation plan — APM Change. (A
special e-vote on the motion to accept the revised Faculty Evaluation Plan
was forwarded to Academic Affairs voting members on Friday, January 19,
2018. This was necessary to expedite the process and move forward through
shared governance to allow implementation beginning February 1, 2018.)
Proposal to accept modified Faculty Evaluation process for Spring 2018. (A
special e-vote on the motion to accept the revised Faculty Evaluation Plan
was forwarded to Academic Affairs voting members on Friday, January 19,
2018. This was necessary to expedite the process and move forward through
shared governance to allow implementation beginning February 1, 2018.)
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V1. VPAA Information Sharing — Dr. Jim Bullock

a.

I would like to say thank you to the faculty on behalf of myself and the
administration for their excellent work on the faculty evaluation plan. I think that
we have a much better process in place, and | look forward to getting through the
first iteration of that plan and hope that you also will be pleased.

I received two emails today from a university that is very interested in setting up a
2+2 articulation agreement with SouthArk for our newly structured general
business program. Such an agreement would allow our students to finish a four-
year degree in business with one of four possible concentrations in just two years
after finishing here at SouthArk.

I.  Standing Committee Reports
Motion: Susan Spicher proposed to suspend Robert’s Rules of Order for one item and to

Vote:

move that item, The Faculty Affairs report, to first position. Christy Wilson moved
to suspend. Philip Shackelford seconded this motion.

All Approved.

Faculty Affairs Committee — Linda Bates, Chair
I. Announcements:
1. The Faculty Affairs Committee approved the motion to accept the
SouthArk Faculty Evaluation Plan and the Modified Timeline for the
Evaluation of Faculty and Program Directors for Spring 2018.
2. The next Faculty Affairs Committee Meeting will be February 5, at
4:00 p.m.

Academic Standards Committee — Roslyn Nipper, Chair
i. Student/teacher evaluations — Looking to revise questions for student teacher
evaluations. Since the new Faculty Evaluation Plan wasn’t available until the
day of the meeting, it was decided to table discussion of revising questions
until the next meeting.
ii. Adding grade scales to master syllabi — Will be readdressing in the next
meeting.
iii. Announcement:
1. The next Academic Standards Committee Meeting will be Tuesday,
February 13" at 3:00 p.m. in the HNS Lecture Hall.

Assessment Committee — Christy Wilson, Chair

Motion - Membership changes to the Assessment Committee based on the
definitions of ex-officio and advisory members were approved by committee and
are brought forth for council approval.

Vote: All Approved
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ii. Motion - According to Shared Governance APM 1.10, “The ex-officio
member has all the privileges, including the right to vote, and may hold the
office of secretary for the committee, but no higher office.” The Assessment
Committee would like to ask for an exception to this rule so that Vicki
Badgley, who is ex-officio based on her role as an academic assessment
coach, be allowed to remain Vice-Chair of the committee for 2017-2018.

Vote: All Approved

iii. Announcement: Assessment Report Review Teams (ARRT) are reviewing
academic assessment reports from the 2016-2017 academic year. In February,
2018, the Assessment Committee will review the ARRT findings and will
make any necessary recommendations for budgetary needs, assessment plan
changes, and professional development activities.

d. Curriculum Committee — Dr. Sterling Claypoole, Chair
i. Motion - To accept the proposed updates in name, course descriptions, and

software changes to CSCI 2043 Web Design (new name - CSCI 2043 Web
Design 1).

Vote: All Approved

ii. Motion — To accept the proposal for a new course CSCI 2533 Mobile
Application Programming.

Vote: All Approved

iii. Motion — To accept the proposed update to the SouthArk Catalog description
for course CSCI 1113 Social Media.

Vote: All Approved

iv. Motion - To accept the proposed modifications and offering of Online version
for course CHEM 1014/L College Chemistry Principles 1/Lab.

Vote: All Approved

v. Motion - To accept the proposed modification and offering of Online version
for course RESP 1001 Introduction to Respiratory Therapy.

Vote: All Approved

vi. Announcement: Where to find the Curriculum Change Form

1. Curriculum Committee Folder in U:Drive — New folder in U:Drive
which contains the Request forms, Procedure handout, and the
Approved Request Folder.

2. Curriculum Committee Request Procedure Handout — Standard
Committee Procedure handout describes the Step-by-Step procedure
for Deans, Directors, and Faculty to understand and follow in
submitting a Request to Committee.

3. Official Request Form in Word and Digital formatting — Official
Request Form in Word Doc and Digital/Fillable formatting is located
in U:Drive committee folder.
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e.

f.

Distance Learning Committee — Robert Norman
I. No report

Library Committee — Dr. Rhonda Lee-Ernest, Chair
I. Motion: To approve Revision of SouthArk Library Policy Manual.

Vote: All Approved

I1. New Business

a. No New Business
I11.  Announcements

a. All committee chairs please respond to the request for agenda items even if you do
not have any agenda items so Amanda will know that you are aware of the
deadline.

b. As members of various committees, when you send out emails or surveys to gather
or give information regarding a particular topic your committee is discussing
please be sure to copy your committee chair/vice chair.

c. Next Academic Affairs Council meeting on Friday, March 2, 2018.

d. Philip Shackelford:

i. Creating OER lib guide on the Library website.
ii. February Events for the Library were announced in the El Dorado News
Times.

e. Dr. James Yates:

i. International Business Institute will be in the Library Auditorium February 8™
from 9:00- 4:00.
f.  Christy Wilson:
i. Dr. James Yates and Jim Roomsburg are in the SAAC production of Sunset
Boulevard.
IV. Adjourn
a. Susan Spicher adjourned meeting at 11:24.

Minutes Submitted by: Amanda Baker
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Academic Affairs Council

MEETING MINUTES

Date:  Friday, December 1, 2017
Time: 10:45 a.m.
Place: ADM Board Room

I. CalltoOrder

Susan Spicher called to order the regular meeting of the Academic Affairs Council, at 10:47 a.m. on Friday,
December 1, 2017 in the ADM Building Board Room.

I1. Roll Call

The following council members were present: Leslie Appling, Jennifer Baine, Linda Bates, Dr. Jim Bullock,
Micheal Champion, Dr. Dave Carty, Dr. Sterling Claypoole, Keitha Davidson, Sarah Dilmore, Shannon
Forrest, Caroline Hammond, Susan Heyde, Sherry Howard, Brandy Mendoza, Dr. Rhonda Lee-Ernest, Cindy
Meyer, Roslyn Nipper, Dr. Jennifer Parks, Philip Shackelford, Susan Spicher, Christy Wilson, Ray Winiecki,
and Dr. James Yates.

The following council members were excused: Robert Norman, Amy Sturdivant, and Teresa Hampton
The following council members were absent: Ken Kelley

The following guests attended the meeting: Dr. Stephanie Tully-Dartez, Jim Roomsburg, Dean Inman, Ted
James, and Mary Kate Sumner-Recorder

I11. Approval of minutes from last meeting

Christy Wilson made a motion to approve the minutes of the council meeting held on Friday, November 3,
2017. Philip Shackelford seconded the motion with the change of the time from 11:45 am to 10:45 am at the
top of the minutes. All approved.

IV. Old Business

a. No Old Business

V. Planning Council Report — Susan Spicher

a. Information from Cabinet
i. Share Governance APM 1.10, Ex-officio description
1. Asdescribed in Article 9, Section 51 of Robert’s Rules of Order, an ex-officio
member of a committee or council are members by virtue of their office at SouthArk.
The ex-officio member has all the privileges, including the right to vote and may hold
the office of secretary for the committee, but no higher office may be held. Advisory
members are non-voting members of the committee holding a position of academic
dean/administrative director or higher who have administrative oversight on
functions covered by the committee. The SouthArk shared governance structure
recognizes the importance and necessary participation of all levels of staff, faculty,





and administration in the governing process. Advisory members attend regular and
special committee meetings. They may contribute to discussion and provide advice,
information, policy/law, and historical information regarding a particular topic under
consideration. Advisors may not bring forward motions, may not vote on any item
brought before the committee, or be counted as part of a quorum.

b. Items sent to Cabinet

i. Academic Affairs Council:
1. Following item will be added or updated in the Assessment Manual:

a.

Academic Assessment reports in WEAVE will use the following overall goal
for reports: The goal of the assessment process is to promote the continuous
review and improvement of learner outcomes. This statement is taken from
the Academic Assessment Manual.

2. Proposed Curriculum changes, deletions, additions:

a.

—oe

=

Proposal - Changes in required courses/curriculum in the Certificate for
General Studies. Changes include: Currently students are required to
complete 3 hours of History and 6 hours of Social Science to meet the
requirements for the Certificate of General studies. Proposed to change to
just 9 hours of History or Social Sciences.
Proposal - To accept the new proposed Culinary Art TC/CP Program.
Culinary Arts CP (15 credit hours) and TC (31 credit hours)
Proposal - To accept the proposed NEW course of COMM 1033
Fundamentals of Stagecraft in the Production and Media Program.
Proposal - To accept seven (6) proposals of course renames, course
curriculum changes, combination/rename in the Production and Media Arts
Program.
Proposal to Redesign Performance and Media Arts (PMA) program and
change from AA to AAS
Proposal to Rename PMA to Entertainment and Media Arts (EMA)
Proposal to add CP and TC in Film Production
Proposal to add CP and TC in Entertainment Technology
Proposal to Rename COMM courses .COMM 1103 Introduction to Film to
COMM 1103 Introduction to Media
COMM 2603 Sound Design for Film to COMM 2603 Sound Design
Proposal to combine and Rename CSCI course. Combine CSCI 1903/2113
Desktop Publishing I & Il and rename to CSCI 1903 Digital Publishing
CSCI 1923 Introduction to Adobe Photoshop to CSCI 1923Introduction to
Digital Photo Editing
Proposal - To accept the proposed modification changing CRJU 1103 Intro to
Criminal Justice from a Pre-Requisite to a Co-Requisite Course.
Proposal -To accept the new proposed Technical Certificate in Criminal
Justice into the Plan of Study for the Criminal Justice Program.
Proposal - To accept the change in curriculum/required courses in the
Criminal Justice Certificate of Proficiency. Changes include: The CP in
Criminal Justice be changed to reflect an either/or modification for CRJU
2303 Rules of Evidence & Procedures and CRJU 2403Criminal Investigative
Techniques.
Proposal - To accept the addition of two classes to replace classes, a
reconfiguration of the course sequence, and the addition of clinical hours for
the Respiratory Therapy Program.

i. RESP 2013/2113 Combined and renamed RESP 2023 Respiratory

Care Science |





ii. RESP 2623/2123 Combined and renamed RESP 2323 Respiratory
Care Science Il

iii. RESP 2223 Changed to RESP 2224 Clinical Practice | and increase
from 3 to 4 credit hours

g. Proposal — To accept the changes to the Physical Therapy Assistant Program
PTAP course descriptions which are in need to be compliance with the
recommendations from the Commission on Accreditation in Physical
Therapy (CAPTE), consistency within the program course descriptions, and
to clarify content.

r. Proposal - To accept the changes in the Paramedic Program in response to
our communities of interest requests to provide well prepared, credentialed
graduates, and the changes are responsive to the concerns of ADHE
concerning program viability. Changes include reducing total AAS credit
hours from 71 to 60. Eliminate 2 elective courses. Adding 2prerequisite
courses, eliminating pharmacology as redundant.

s. Proposal — To accept the changes to the Phlebotomy Program which are to
delete the two courses that were part of the MLS program since they are no
longer offered, add a credit hour to a Phlebotomy course for the applicable
content from those courses, and eliminate Basic computer course option.

t. Proposal —to close the Medical Transcription Program.

i. Administrative Affairs Council:
1. Proposal — to accept the update to APM 2.12, “Grievance Process”
2. Proposal — to accept the update to APM 2.35, “Retirement Plan Options” related to
the ATRS changes
3. Proposal —to accept and add APM 2.48, “Medical Marijuana”
4. Proposal —to accept the updates to APM 6.07, “Weapons on Campus”

VI. VPAA Sharing Report —Dr. Jim Bullock
a. Thank you from the VPAA for working on the many positive changes to programs.
b. Professional Development committee has provided recommendations for the January Convocation.
Those will be taken to cabinet. We are still needing a theme for the first day of Convocation.
c. Many tours and meetings with different members of the community have occurred recently on and
off campus.
i. MOU was signed with SAU for dual enrollment with SouthArk.
ii. We gave a tour for Grambling State University, and we are hoping to create new MOUSs with
them.
iii. We had a visit from the new CEO from the Medical Center of South Arkansas, Scott Street.
He was very complimentary of the facilities and programs, and he wants to strengthen the
strong ties MCSA has with SouthArk.
iv. Area Industry Tours: Dr. Jones, Dr. Bullock, Dean Ray Winiecki, and Donald Lee took a
Chamber-hosted tour of area industries along with local secondary educators.
v. SouthArk on Tour with Irene Porchia whereby SouthArk visits locations around the region to
recruit non-traditional students.

VII. Standing Committee Reports
a. Academic Standards Committee — Chair: Roslyn Nipper
i. Starting to look into revising the student course form
b. Assessment Committee — Chair: Christy Wilson

i. Motion: Accept red line changes to the Academic Assessment Manual (please see page 8, and
11-13 of the manual).





1. Disaggregation of data:

a. Hybrid classes will be combined with online classes for data purposes in
assessment reports.

b. Dual/concurrent enrollment students who are in a college section class will
be counted as On-site Traditional for the purposes of assessment reports.

2. Assessment Report Review Teams (ARRT) will review academic assessment reports
from the 2016-2017 academic year. In February, 2018, the Assessment Committee
will review the ARRT findings and will make any necessary recommendations for
budgetary needs, assessment plan changes, and professional development activities.

c. Curriculum Committee — Dr. Sterling Claypoole

Vote:

Vote:
iii.

Vote:

Vote:

Motion - To accept the revised Curriculum Proposal Request form.

1. Changes include: addition of Plan of Study and Syllabus in the top listing, removal of
VPAA signature and add of Curriculum Committee Chairman Signature at the
bottom, add Submitted by and Program/Department at the top and change Media
Library center to SouthArk Library.

All Approved

Motion — Eliminate the testing fee of $35 that is associated with the SouthArk Success
Course.

1. Explanation include: SouthArk has been collecting $35 per student in a testing fee to
pay for the pre-test and post-test, sending that money off to the testing company,
having students take the pre-test but very few students have taken the post-test. The
last time any students took the post-test was May of 2016 and that was only three or
four students. This seems like a waste of the testing fee if we are not going to do the
post-test and therefore we should cancel that fee.

All Approved

Motion — To accept the proposed name change, modifications, and addition of course/credit
hour to current Medical Coding Practicum HCIT 2773 to HCIT 2774.

All Approved

Motion — To accept four (4) proposals of official new GB tracks, course curriculum changes,
course substitutions with an extra Business elective in the General Business Program.
1. Proposals Listed below:
a. AAS-GB Entrepreneurship
b. AAS-GB General Business Management

¢. AAS-GB Office Technology
d. AAS-GB Mid-management internship
All Approved
Announcement: Informational protocol sheet will be made to go with the cover sheet. It will

be presented in the spring.

d. Distance Learning Committee — Chair: Jennifer Baine

Motion - to make an exception to Distance Learning Online Course Review process for Intro
to Resp and Chem 1014/Lab online so that these courses may move forward for the Spring.
They will be reviewed by Distance Learning and require approval by Distance Learning but
not have to go to Curriculum at this time in order to be taught for Spring. They have already
been taught as face to face courses. The committee would like to review the process and
reconsider the part of the process that requires courses to be approved by Curriculum and AA
even when the course has previously been taught face-to-face. Allowing this exception





would then have time to review the policy in the Spring and discuss it and whether or not to
change it.

Vote: All Approved

e. Faculty Affairs Committee —Chair: Linda Bates
i. Announcements:
1. Concerns regarding the grading scale in the master and course syllabi were brought
before the committee. It was determined the information needed to be sent to the
Academic Standards committee for review.

2. The Faculty Evaluation proposal was further discussed in the monthly meeting. The
Faculty Affairs Committee will continue reviewing the proposal with Dr. Bullock,
Dr. Tully-Dartez, and Dr. Yates. Additional feedback from division representatives
and faculty regarding the proposal are continuing to be addressed as the process
continues.

3. The next monthly meeting for the Faculty Affairs Committee will be January 18,
2018.

f. Library Committee — Philip Shackelford
No report

VII1. Announcements
a. The next Academic Affairs Council Meeting will be on February 2, 2018.

b. Fall Commencement will be on Thursday, December 14, 2017. Please remember to notify your
Dean, and/or the VPAA assistant, if you are or are not attending.

IX. Adjourn
a. A motion to adjourn was made by Sarah Dilmore and seconded by Dr. Carty. The meeting was
adjourned at 11:47 a.m.

Minutes Submitted by: Mary Kate Sumner
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South Arkansas Community College

Plan for Faculty Evaluation

The revised plan for the evaluation of faculty was first reviewed by the Faculty
Affairs Committee (FAC) and the Vice President for Learning (VPL) on July 2,
2015. Subsequent work sessions with the FAC, Academic Deans, and the VPL
resulted in several revisions and occurred on July 16 and 28, 2015. The FAC,
Academic Deans, and VVPL presented the comprehensive plan to the Faculty at the
fall 2015 Convocation on August 20, 2015. The Academic Affairs Council
consideration took place on August 21, 2015 and Executive Cabinet on September
4, 2015. The comprehensive evaluation plan was enacted in the fall 2015
semester. The evaluation plan is scheduled for formal review at the conclusion of
the 2015 — 2016 academic year and every three years thereafter. As deemed
necessary, additional and/or more frequent review and/or considerations of
changes to the evaluation plan may be presented.

A review of the evaluation plan by the academic administration took place beginning
in May, 2017, revealing concerns about clarity and consistency in the process. In the
fall of 2017, the Vice President for Academic Affairs, the associate vice presidents
(AVPs) for academics, and the FAC began a revision concentrating on creating a
clearer correspondence between the evaluation plan itself and the various instruments
used to evaluate faculty. The FAC members sought input from the faculty at large as
the evaluation plan was revised. The FAC reported on their work at Convocation on
January 9, 2018, and delivered the revisions to the faculty on January 11, 2018 for
their input before voting on a final revision document on January 18, 2018 which
was forwarded through the shared governance system toward final approval.
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A Plan to Evaluate Faculty at South Arkansas Community College

Regardless of length of service, all full-time faculty at South Arkansas Community College (SouthArk) are
evaluated annually. The first three years of a newly hired faculty member’s service are considered as
probationary, and the faculty member is formally assigned this status.

At the beginning of the first term of probationary status, the supervising dean and the faculty member will meet
to discuss the evaluation process, including the criteria for evaluation, forms, and processes used.

The supervising dean and any assigned peers will observe classroom/laboratory teaching in the fall and spring
semesters during the first three years of employment. Faculty members on probationary status are expected to
participate fully in all elements of the comprehensive evaluation process.

Values That Define the Plan to Evaluate Faculty

SouthArk faculty values

e Quality instruction

Colleagues working together to improve instruction

input about the quality of teaching from students, colleagues, and administrators
sharing effective instructional practices

Documentation of student learning

knowing “how they are doing”

knowing how they can improve teaching

SouthArk faculty values an evaluation process that

e protects faculty from unfair practices or bias in evaluation

e accounts for situations over which they have no control

e allows faculty members the option of placing a written response to an evaluation in their personnel
file

e serves as a learning experience for all participants who understand that remediation or additional
professional development may be necessary to implement the evaluation process or formally to
address misunderstandings about its implementation and continued implementation

e acknowledges classroom observations as only one component of the evaluation plan

e recognizes the significance of the shared responsibility of implementation of the formal, annual
process of evaluation by both faculty and college administrators

Goals of the Faculty Evaluation Plan

The goals of the faculty evaluation plan include

e continuing a tradition of professionalism among faculty

e strengthening the role of faculty as inquirers into the learning process
e helping faculty improve the quality of instruction

e communicating to faculty the expectation of instructional excellence
Documentation of the delivery of quality instruction by the faculty

e improving the confidence of faculty as professional educators
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e evaluating faculty in a manner in which they view the evaluation process as a positive experience

e creating faculty development / avenues for professional development / teaching goals

e Assessment of achievement of previous faculty development / avenues supporting professional
development / teaching goals

o fulfilling the evaluation requirements of the state and those of accrediting agencies

e optimizing the results of evaluation with reasonable effort for the mutual benefit of administration
and faculty

= providing evaluation outcomes information for use in making decisions related to continued service,
promotion, rank, or merit

Evaluation Criteria for Faculty (See Appendix A: Evaluation of Full-Time Faculty, Part B:
Expectations for Performance)

Demonstrates Competence in the Teaching/Learning Process:

Instructional Duties/Responsibilities

e Provides a current syllabus and adheres to its contents
Reviews and/or updates materials, supplements, and/or books annually
Maintains accurate student records (i.e. roll book, attendance records, etc.)
Submits accurate grade reports
Meets deadlines for submitting grades, attendance verification reports, etc.
Conducts class as scheduled and in accordance with established class times
Adheres to FERPA guidelines when handling student information
Sets and maintains office hours as posted
Grades work and provides timely feedback on assignments
Maintains appropriate, current certifications
Adheres to school policies/procedures (i.e., assessment, student behavior, etc.)
Actively participates on assigned committees (minimum one)

Instructional Effectiveness

Plans and delivers instruction that relates to subject matter

Effectively manages the classroom environment

Uses a variety of instructional strategies to promote student-centered learning

Creates an environment that promotes higher-ordered thinking

Demonstrates an established rapport with students

Communicates with students in a clear, timely, and professional manner

Uses the Learning Management System (LMS) on a regular basis to enhance instruction

Communication Skills and Teamwork

e Communicates with colleagues and others in a clear, timely, and professional manner

e Shows respect and consideration for faculty, staff, students, administrators, and visitors
e Engages in collaborative activities to enhance learning

Personal Qualities and Essential Functions
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e Reports to work as scheduled
e Attends college functions (i.e., graduation, in-service, student award ceremonies, etc.)
e Uses available or applicable retention strategies

Evaluation Plan for Full-Time Faculty
Full-time faculty who have regular duties will be evaluated annually.

Evaluation includes, but is not limited to,; the extent to which an individual faculty member met
A. annual goals set in conjunction with his or her dean, and
B. Expectations with regard to:)
0 instructional duties/responsibilities
0 instructional effectiveness
0 communication skills and teamwork, and
o personal qualities and essential functions.

The following evaluation instruments are used as a basis for determining the overall rating for the
faculty member’s performance for the applicable review period:
o Evaluation of Full-Time Faculty Form (See Appendix A & B)
o Classroom/Laboratory Observation — Supervising Dean using category 1l of the Expectations
for Faculty Performance in the Evaluation of Full-Time Faculty Form
o Classroom/Laboratory Observation — Peer using category Il of the Expectations for Faculty
Performance in the Evaluation of Full-Time Faculty Form
0 Faculty-Provided Evidence
0 Day-to-Day Observation by the Dean or Appropriate Administrator throughout the academic
year
o Student End-of-Course Evaluation

The individual faculty member receives one of the following ratings as a result of the comprehensive
evaluation process(See Appendix A & B):

e Excellent

e Above Average

e Satisfactory

e Unsatisfactory

The Process of Faculty/Program Director Evaluation at SouthArk

STEP 1: (Required) Annual Faculty/Program Director Evaluation (See Appendices A & B for the form
and Appendices D & E for the rubrics)

See Appendix H for the timeline.

Within the first three-to-five weeks of the fall semester, the faculty member completes and electronically
submits to the supervising dean Part A: Annual Goals of the Evaluation of Full-Time Faculty/ Program

Director Form. On the Annual Goals form, the faculty member indicates what he/she believes to be
achievable goals related to the categories of teaching, institutional and student service, shared
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governance,-professional growth, and community service for the applicable review period (example: 2017 —
2018). Some of these may be “carry overs” from a previous review period, while others are “new” for the
applicable review period. Each faculty member should provide documentation of any progress made toward the
achievement of goals. Twelve month faculty members may begin the goal setting process and subsequent
meetings as early as the conclusion of the previous evaluation cycle by coordinating with the division dean.

STEP 2: (Required) Beginning-of-Year Meeting

Within the first three-to-five weeks of the fall semester each year, the faculty member contacts the supervising
dean’s office to schedule the Beginning-of-Year Meeting. This meeting should be scheduled for up to one
hour, and its purpose is for the faculty member and dean to discuss the merits of the faculty member’s proposed
goals for the review period. (See Appendix G for guiding questions for goal development.)

Discussion of the merits of what the faculty member is recommending should be discussed honestly and openly
at this meeting. The goals submitted on the Part A: Annual Goals of the Evaluation of Full-Time Faculty/
Program Director Form (see Appendices A & B) may be mutually accepted by the faculty member and
supervising dean, or — based upon the nature of the exchange — the faculty member may need to adjust her/his
goals before agreement can be reached.

The meeting should conclude with the faculty member and supervising dean reaching a an agreement
and signing Part A: Annual Goals of the Evaluation of Full-Time Faculty/ Program Director Form
of the faculty member’s goals and plans for the review period.

STEP 3: (Required) Classroom/Laboratory Observation Report — Supervising Dean and Peer

During the Beginning-of-Year Meeting cited in STEP 2 above, the faculty member and supervising dean reach
an agreement regarding the “classroom visit” component of the process. This activity is characterized by both
the supervising dean and a faculty peer conducting observations of the faculty member’s teaching in one of
three instructional settings;-: online course, traditional classroom, or traditional laboratory. To facilitate
consistency and thoroughness in the observations, the supervising dean and peer reviewer will document the
faculty member’s effectiveness by completing the category Il of the Expectations for Faculty Performance in
the Evaluation of Full-Time Faculty Form (see Appendices A & B). Although completed separately, both
must use this same form when observing teaching. This instrument is intended to provide insight that assists
both the faculty member as well as the administration in gauging teaching effectiveness. The formal
observation by the supervising dean will be scheduled with the faculty member. Informal observations by the
supervising dean may be announced or unannounced. The supervising dean also may observe other courses
taught by the faculty member when deemed necessary. The supervising dean and faculty peer will take into
consideration that an observation at any given time is only a sample of faculty teaching performance and that
such performance addresses adherence to curriculum requirements.

For selection of the peer reviewer, the faculty member will suggest to the supervising dean two experienced
peers who have no less than three years of full-time teaching experience; they also must provide evidence that
they have completed required training at SouthArk on the evaluation process. This training will be offered as a
breakout session at each semester’s in-service, and it will be required of all deans and faculty upon initial hiring
and subsequently at least every third year. Any faculty peer from any institutional division may be considered
for this purpose. The supervising dean will ask one of the submitted peers to observe the teaching of the faculty
member in a classroom/laboratory setting. To keep the observations unbiased, the peer reviewer and the
supervising dean will not observe the same face-to-face or online session of a course in a given semester.

Whenever supervising deans or peer reviewers visit an online course for the purpose of observing teaching,
they should apply the distance learning policies’ “best practices.”

By no later than one week following the teaching observations, the faculty member and supervising dean should
meet to discuss the observations and to review the completed Classroom/Laboratory Observation Reports.

Revision SRTD 01072018 6





STEP 4: (As needed/requested/required) Mid-Year Revision Meeting

Sometimes goal-setting and planning do not progress as intended. Therefore, it is very important for the faculty
member to have the option of being able to review and revise a non-working goal/plan. To do this, the faculty
member requests a Mid-Year Revision Meeting through the supervising dean’s office. Only the goal/s that is
being recommended by the faculty member for revision is presented for discussion at the meeting. To
ensure that documentation of performance is taking place, the faculty member will need to update her/his
Annual Goals form (see Appendices A & B) as it relates to any changes.

The meeting should conclude with the faculty member and supervising dean reaching a an amicable
“professional agreement” that represents acceptance — by both parties — of the faculty member’s
revised goal/s for the review period.

STEP 5: End-of-Year Meeting

Near the end of the academic year, the faculty member will

1. Update the Part A: Annual Goals form (see Appendices A & B) that had been submitted to the
supervising dean at the beginning of the year and revised at the Mid-Year Meeting, if applicable (see
Steps 1, 2, and 4 above), noting whether and how each of the stated goals and objectives was
accomplished

2. Send the document to the supervising dean
Meet with the dean to discuss the updated Annual Goals

4. Discuss with the dean Part B of the Faculty Evaluation form, Expectations for Faculty Performance
(see Appendices A & B), which the dean has completed prior to the meeting. The dean will assign
points on Part B based on appropriate instruments completed earlier in the spring semester,
including

» The supervising dean’s formal observation of the faculty member’s teaching (see Appendices A
& B)

» A peer’s formal observation of the faculty member’s teaching (see Appendices A & B)

» Faculty-provided evidence

» The dean’s informal observations of the faculty member’s effectiveness in all areas outlined on
Part B of the Faculty Evaluation form

e Student evaluations

Student End-of-Course Evaluation: Students will be directed to evaluate all courses each fall and spring
semester. Summer course evaluations may be included if deemed necessary based upon a mutual agreement
of a faculty member and supervising dean. Evaluations will be administered electronically when possible.
The evaluation will be summarized and a confidential summary returned to the faculty member and
supervising dean. The ratings will be considered by the supervising dean as one element of the overall
evaluation for the faculty member.

Evaluation of Adjunct Faculty

The supervising dean or designee will evaluate adjunct faculty using the Evaluation of Part-Time Faculty
Form (see Appendix C) by the end of their first term of employment. Rubrics for the Evaluation of Part-Time
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Faculty are available in Appendix E. Student-end-of-Course evaluations also will be issued and reviewed for
all courses taught. Thereafter, if the part-time faculty member subsequently continues to teach (Fall to Spring,
Spring to Summer, or Summer | to Summer 1), the individual will be evaluated on the same cycle as full-time,
probationary faculty. The supervising dean may determine that further evaluation is necessary or will conduct
evaluation if the adjunct instructor teaches only summer courses. An adjunct faculty member’s service to the
institution may continue upon satisfactory evaluation and institutional need.

Appeals Process for All Faculty

A faculty member who wishes to appeal the results of the Faculty Evaluation process must do so by no later
than one month after the close of the spring semester. Appeals will be addressed to the Vice President
for-Academic Affairs, who will review all completed documentation of classroom/laboratory teaching
observations, evaluation summary, and contract recommendations for the applicable review period. The Vice
President for Academic Affairs will provide a written response to the faculty member within two weeks of the
request for appeal.
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APPENDIX A: EVALUATION OF FULL-TIME FACULTY

SOUTH ARKANSAS
COMMUNITY COLLEGE

Evaluation of Full-Time Faculty

Name Position Title
Reviewer Reviewer’s Title
Type of Evaluation: Annual Special Date

Summary of Evaluation Process

At the beginning of each fall term, all faculty members will complete the following Part A: Annual Goals, send it
to the appropriate academic dean, and then meet with the dean to discuss and negotiate the faculty member’s
goals and objectives for the upcoming academic year.

Near the end of the academic year, the faculty member will update the Annual Goals, noting whether and how
each of the stated goals and objectives was accomplished, then send the document to the academic dean. Then the
faculty member will meet with the dean to discuss the updated Annual Goals, as well as to discuss Part B:
Expectations for Faculty Performance below, which the dean has completed prior to the meeting. To complete
Part B, the dean will base the assignment of points on Part B upon appropriate instruments completed earlier in
the spring semester, including student evaluations, a peer observation, and the dean’s formal and day-to-day
observations. If the faculty member is in a program with a program director, a memo from the program director
may be provided to the dean to verify the faculty member’s content knowledge, compliance with programmatic
regulations, and/or any other performance expectations required by an external accrediting body or discipline
standards.

The dean will tally Parts A and B, all parts of which carry a point value, to arrive at an overall evaluation, as
follows:

o Excellent [E] (89 +)

e Above Average [A] (71-88)

e Satisfactory [S] (58-70)

e Unsatisfactory [U] (57 or below)

(A Corrective Action Plan shall be attached to the evaluation of any employee who receives an
unsatisfactory evaluation.)
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Part A. Annual Goals (25 points possible)

This document will be the record of the objectives and expectations established in agreement by the

faculty member and supervising dean for the current academic year. The basis of the annual evaluation near the
end of the academic year will be these annual goals and minimum duties and responsibilities for the faculty
member’s position.

The faculty member may select any combination of goals with up to 25 points total award. Goals will be

agreed upon with the department dean and signed by both the dean and faculty member at the beginning of the
year. Faculty are permitted to review and edit goals with the dean during the year. At the end of the evaluation
cycle, the faculty member will write a status update for each previously agreed upon goal.

Overall Professional Goals [Point Scale in brackets for each goal set]

1.

Planned improvements in delivery of services for students: teaching

(e.g., curriculum redesign, employment of new pedagogical techniques, etc.)

[10- Goal fully met, 8- Goal Attempted and partially met, 6- Goal Attempted but not met, 4- Goal planned and
partially attempted, 2- Goal planned but not attempted, 0- No action taken]

Points Awarded

Planned activities you will employ to improve your program, division, or the college,

or specific additional responsibilities you will take on to support your program/division/college

(e.g., leading a recruitment initiative, serving on a task force/ committee outside of the shared governance
structure, sponsoring a student organization, taking on an administrative/ additional role, programmatic
activities beyond instruction, etc.)

[10- Goal fully met, 8- Goal Attempted and partially met, 6- Goal Attempted but not met, 4- Goal planned
and partially attempted, 2- Goal planned but not attempted, 0- No action taken]

Points Awarded

List of activities in support of shared governance (committees) of the college

(e.g., serving on additional committees, or taking on committee leadership, etc.)

[5- Goal fully met, 4- Goal Attempted and partially met, 3- Goal Attempted but not met, 2- Goal planned and
partially attempted, 1- Goal planned but not attempted, 0- No action taken]

Points Awarded

List of planned activities in support of individual professional growth (professional associations, seminars,
continuing education, course or degree work, or other in-service activities)

[5- Goal fully met, 4- Goal Attempted and partially met, 3- Goal Attempted but not met, 2- Goal planned and
partially attempted, 1- Goal planned but not attempted, 0- No action taken]

Points Awarded

5.

List of planned activities in the interest of community service and on behalf of your program, discipline,
division, the college, or higher education. (e.g. the college wide service project, volunteering to assist with
FASFA applications in the community, serving on a board related to the faculty members field)

[5- Goal fully met, 4- Goal Attempted and partially met, 3- Goal Attempted but not met, 2- Goal planned and
partially attempted, 1- Goal planned but not attempted, 0- No action taken]

Points Awarded

Part A Subtotal
Please sign and date for | Initial Goal Setting Goal Review and Edit Final Goal Discussion
each meeting (if applicable)

Faculty Signature

Dean Signature
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Part B: Expectations for Faculty Performance (72 points possible)

To be completed by the dean prior to the end-of-year meeting with the faculty member and discussed in
that meeting.

Metrics: D= Dean’s observation, P= Peer observation, V= Student evaluations, E= Faculty-provided
evidence, O=informal observation by the Dean

Category I: Instructional Duties/Responsibilities (36 points possible) Metric Met Not
Met
1 | Provides a current syllabus V,E O N
2 | Maintains accurate student records (i.e., roll book, grade book, attendance records, E,O N
etc.)
3 | Submits accurate grade reports to the registrar E,O
4 | Meets deadlines for submitting grades, attendance verification reports, book adoption, | E, O
etc.
5 | Conducts class as scheduled and in accordance with established class times. V,E O Y N
6 | Adheres to FERPA guidelines when handling student information E,O Y N
7 | Sets and maintains office hours as posted V,E O Y N
8 | Grades work and provides timely feedback on assignments V,E O Y N
9 | Maintains appropriate, current certifications E Y N
10 | Adheres to school policies/procedures (i.e., assessment, student behavior, etc.) E,O Y N
11 | Attends meetings of assigned committees (minimum one) E,O Y N
12 | Reports to work as scheduled E,O Y N
Category | Subtotal (Y x 3)
Reviewer Comments:
Category II: Instructional Effectiveness (21 points possible) Metric Ul S |A|E
1 | Plans and organizes instruction that relates to subject matter D,P,V o123
2 | Effectively manages the classroom environment D,P,E 0] 1]2]3
3 | Uses a variety of instructional strategies to promote student-centered learning D,P.E 0123
4 | Creates an environment that promotes higher-ordered thinking DPVVE [0 |1 ]2]|3
5 | Demonstrates an established rapport with students DPVVE [0 |1 ]2]|3
6 | Communicates with students in a clear and professional manner DPVEO [0 | 1|23
7 | Uses Learning Management System (LMS) on a regular basis to enhance instruction | V, E, O 0123
Category Il Subtotal
Reviewer Comments: -
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Metrics: D= Dean’s observation, P= Peer observation, V= Student evaluations, E= Faculty-provided
evidence, O=informal observation by the Dean

Category lll: Communication Skills & Teamwork (9 points possible) Metric UIS|A|E
1 | Communicates with colleagues and others in a clear, timely, and professional manner | DPVEO | 0| 1| 2 | 3
2 Shows respect and consideration for faculty, staff, administrators, and visitors E,O 011213
3 | Engagesin collaborative activities to enhance learning E,O 0[1(2]3
Category lll Subtotal

Reviewer Comments:
Category IV: Personal Qualities & Essential Functions (6 points possible) Metric |U | S |A | E
1| Attends college functions (i.e., graduation, in-service, student award ceremonies, E,O 0(1]2]3

pinnings, student organization events, etc.)

2 | Uses available or applicable retention strategies E,O 01213
Category IV Subtotal

Reviewer Comments:

Part B Subtotal:
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OVERALL EVALUATION

Part A Sub Score (25 possible)

Part B Sub Score (72 possible)

Total Score (97 possible)

[__1 Excellent (explain rating in reviewer comments below): 89+
[ ] Above Average: 71-88
[ ] Satisfactory: 58-70

[ ] Unsatisfactory: 57 and below

(A Corrective Action Plan shall be attached to the evaluation for any employee who receives an
unsatisfactory evaluation.)

Reviewer Comments:

Reviewer’s signature Date

Employee Comments:

Employee’s signature* Date

*Signature indicates that evaluation has been discussed with supervisor and does not necessarily mean
agreement.
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APPENDIX B: EVALUATION OF PROGRAM DIRECTORS

SOUTH ARKANSAS
COMMUNITY COLLEGE

Evaluation of Program Directors

Name Position Title
Reviewer Reviewer’s Title
Type of Evaluation: Annual Special Date

Summary of Evaluation Process

At the beginning of each fall term, all faculty members will complete the following Part A: Annual
Goals, send it to the appropriate academic dean, and then meet with the dean to discuss and negotiate the
faculty member’s goals and objectives for the upcoming academic year.

Near the end of the academic year, the faculty member will update the Annual Goals, noting whether
and how each of the stated goals and objectives was accomplished, then send the document to the
academic dean. Then the faculty member will meet with the dean to discuss the updated Annual Goals,
as well as to discuss Part B: Expectations for Faculty Performance below, which the dean has
completed prior to the meeting. To complete Part B, the dean will base the assignment of points on Part
B upon appropriate instruments completed earlier in the spring semester, including student evaluations,
a peer observation, and the dean’s formal and day-to-day observations.

The dean will tally Parts A and B, all parts of which carry a point value to arrive at an overall
evaluation, as follows:

e Excellent [E] (100 +)

e Above Average [A] (78-99)

e Satisfactory [S] (62-75)

e Unsatisfactory [U] (61 or below)
(A Corrective Action Plan shall be attached to the evaluation of any employee who receives an
unsatisfactory evaluation.)
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Part A. Annual Goals (25 points possible)

This document will be the record of the objectives and expectations established in agreement by the

faculty member and supervising dean for the current academic year. The basis of the annual evaluation near the
end of the academic year will be these annual goals and minimum duties and responsibilities for the faculty
member’s position.

The faculty member may select any combination of goals with up to 25 points total award. Goals will be

agreed upon with the department dean and signed by both the dean and faculty member at the beginning of the
year. Faculty are permitted to review and edit goals with the dean during the year. At the end of the evaluation
cycle, the faculty member will write a status update for each previously agreed upon goal.

Overall Professional Goals [Point Scale in brackets for each goal set]

6.

Planned improvements in delivery of services for students: teaching

(e.g., curriculum redesign, employment of new pedagogical techniques, etc.)

[10- Goal fully met, 8- Goal Attempted and partially met, 6- Goal Attempted but not met, 4- Goal planned and
partially attempted, 2- Goal planned but not attempted, 0- No action taken]

Points Awarded

Planned activities you will employ to improve your program, division, or the college,

or specific additional responsibilities you will take on to support your program/division/college

(e.g., leading a recruitment initiative, serving on a task force/ committee outside of the shared governance
structure, sponsoring a student organization, taking on an administrative/ additional role, programmatic
activities beyond instruction, etc.)

[10- Goal fully met, 8- Goal Attempted and partially met, 6- Goal Attempted but not met, 4- Goal planned
and partially attempted, 2- Goal planned but not attempted, 0- No action taken]

Points Awarded

List of activities in support of shared governance (committees) of the college

(e.g., serving on additional committees, or taking on committee leadership, etc.)

[5- Goal fully met, 4- Goal Attempted and partially met, 3- Goal Attempted but not met, 2- Goal planned and
partially attempted, 1- Goal planned but not attempted, 0- No action taken]

Points Awarded

List of planned activities in support of individual professional growth (professional associations, seminars,
continuing education, course or degree work, or other in-service activities)

[5- Goal fully met, 4- Goal Attempted and partially met, 3- Goal Attempted but not met, 2- Goal planned and
partially attempted, 1- Goal planned but not attempted, 0- No action taken]

Points Awarded

10. List of planned activities in the interest of community service and on behalf of your program, discipline,

division, the college, or higher education. (e.g. the college wide service project, volunteering to assist with
FASFA applications in the community, serving on a board related to the faculty members field)

[5- Goal fully met, 4- Goal Attempted and partially met, 3- Goal Attempted but not met, 2- Goal planned and
partially attempted, 1- Goal planned but not attempted, 0- No action taken]

Points Awarded

Part A Subtotal
Please sign and date for | Initial Goal Setting Goal Review and Edit Final Goal Discussion
each meeting (if applicable)

Faculty Signature

Dean Signature
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Part B: Expectations for Faculty Performance (72 points possible)

To be completed by the dean prior to the end-of-year meeting with the faculty member and discussed in
that meeting.

Metrics: D= Dean’s observation, P= Peer observation, V= Student evaluations, E= Faculty-provided
evidence, O=informal observation by the Dean

Category I: Instructional Duties/Responsibilities (36 points possible) Metric | Met | Not Met
1 | Provides a current syllabus V,E O Y
2 | Maintains accurate student records (i.e., roll book, grade book, attendance records, E,O Y N
etc.
3 Sub)mits accurate grade reports to the registrar E,O
4 | Meets deadlines for submitting grades, attendance verification reports, book adoption, | E, O
etc.
5 | Conducts class as scheduled and in accordance with established class times. V,E, O Y N
6 | Adheres to FERPA guidelines when handling student information E,O Y N
7 | Sets and maintains office hours as posted V,E O Y N
8 | Grades work and provides timely feedback on assignments V,E O Y N
9 | Maintains appropriate, current certifications E Y N
10 | Adheres to school policies/procedures (i.e., assessment, student behavior, etc.) E,O Y N
11 | Attends meetings of assigned committees (minimum one) EO Y N
12 | Reports to work as scheduled E,O Y N
Category | Subtotal (Y x 3)
Reviewer Comments:
Category Il: Instructional Effectiveness (21 points possible) Metric UIS|A|E
1 | Plans and organizes instruction that relates to subject matter D,P,V 0|1(2]3
2 | Effectively manages the classroom environment D,P,E 0(1]2]3
3 | Uses a variety of instructional strategies to promote student-centered learning D,P.E 0(1]2]3
4 | Creates an environment that promotes higher-ordered thinking DPVVE [0 |1]2]3
5 | Demonstrates an established rapport with students DPVVE [0 |1]2]3
6 | Communicates with students in a clear and professional manner DPVEO [0 |1]2]3
7 | Uses Learning Management System (LMS) on a regular basis to enhance instruction | V, E, O 0(1]2]3

Category Il Subtotal

Reviewer Comments:

Metrics: D= Dean’s observation, P= Peer observation, V= Student evaluations, E= Faculty-provided
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evidence, O=informal observation by the Dean

Category lll: Communication Skills & Teamwork (9 points possible) Metric U|S|A|E
1 | Communicates with colleagues, and others in a clear, timely, and professional DPVEO [0 |1 |23
manner

2 Shows respect and consideration for faculty, staff, administrators, and visitors E,O 011213
3 | Engages in collaborative activities to enhance learning E,O 01|23
Category lll Subtotal

Reviewer Comments:
Category IV: Personal Qualities & Essential Functions (6 points possible) Metric US| A|E
1| Attends college functions (i.e., graduation, in-service, student awards, pinnings, student | E, O 01213

organization events, etc.)

2 | Uses available or applicable retention strategies E,O 0(1]2]3
Category IV Subtotal

Reviewer Comments:
Category V: Program Director (12-15 points possible) Metric US| A|E
1 | Engages a program advisory group E,O 0(1]2]3
2 | Reviews curriculum annually and adjusts to meet the needs of employers or accreditors | E, O 0(1]2]3
3 | Demonstrates programmatic leadership (leadership of program faculty, scheduling, E,O 0|1}(2]3

etc.)

4 | Demonstrates programmatic planning (goal setting, budget recommendations, etc.) E,O 0j1}(2]3
5 | Maintains programmatic accreditation or external agency endorsement E,O 01123
Category V Subtotal

Part B Subtotal:

Revision SRTD 01072018 17






OVERALL EVALUATION

Part A Sub score (25 possible)

Part B Sub score (84 possible)

Total Score (109 possible)

[__1 Excellent (explain rating in reviewer comments below): 100+
[ ] Above Average: 78-99
[ ] Satisfactory: 62-77

[ ] Unsatisfactory: 61 and below

(A Corrective Action Plan shall be attached to the evaluation for any employee who receives an unsatisfactory
evaluation.)

Reviewer Comments:

Reviewer’s signature Date

Employee Comments:

Employee’s signature* Date

*Signature indicates that evaluation has been discussed with supervisor and does not necessarily mean
agreement.
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APPENDIX C: EVALUATION OF PART-TIME FACULTY

SOUTH ARKANSAS
COMMUNITY COLLEGE

Evaluation of Part-Time Faculty

Name Position Title
Reviewer Reviewer’s Title
Type of Evaluation: Annual Special Date

Summary of Evaluation Process

Annually, academic deans will evaluate part-time faculty using the Expectations for Faculty
Performance below. The dean will base the assignment of points using appropriate instruments
completed earlier in the semester or semesters, including student evaluations as well as the dean’s
formal and day-to-day observations. If the faculty member is in a program with a program director, a
memo from the program director may be provided to the dean to verify the faculty member’s content
knowledge, compliance with programmatic regulations, and/ or any other performance expectations
required by an external accrediting body or discipline standards.

The dean will tally the evaluation results, all parts of which carry a point value to arrive at an overall
evaluation, as follows:

e Excellent [E] (55 +)

e Above Average [A] (37-54)

e Satisfactory [S] (24-36)

e Unsatisfactory [U] (23 or below)
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Expectations for Faculty Performance (72 points possible)

To be completed by the dean prior to the end-of-year meeting with the faculty member and
discussed in that meeting.

Metrics: D= Dean’s observation, P= Peer observation, V= Student evaluations, E= Faculty-
provided evidence, O=informal observation by the Dean

Category I: Instructional Duties/Responsibilities (33 points possible) Metric Met Not Met
1 | Provides a current syllabus V,E O Y
2 | Maintains accurate student records (i.e., roll book, grade book, attendance E,O Y N
records, etc.)
3 | Submits accurate grade reports to the registrar E,O Y N
4 | Meets deadlines for submitting grades, attendance verification reports, book E,O
adoption, etc.
5 | Conducts class as scheduled and in accordance with established class times. V,E O Y N
6 | Adheres to FERPA guidelines when handling student information E,O Y N
7 | Sets and maintains office hours as posted V,E O Y N
8 | Grades work and provides timely feedback on assignments V,E O Y N
9 | Maintains appropriate, current certifications E Y N
10 | Adheres to school policies/procedures (i.e., assessment, student behavior, etc.) | E, O Y N
11 | Reports to work as scheduled E,O Y N
Category | Subtotal (Y x 3)
Reviewer Comments:
Category Il: Instructional Effectiveness (21 points possible) Metric | U S| A|E
1 | Plans and organizes instruction that relates to subject matter D,P,V o1 |2]3
2 | Effectively manages the classroom environment D,P,E 0|1]2]3
3 | Uses a variety of instructional strategies to promote student-centered learning | D,P,E 0|1]2]3
4 | Creates an environment that promotes higher-ordered thinking DPVVE| O | 1| 2] 3
5 | Demonstrates an established rapport with students DPVVE| O | 1| 2] 3
6 | Communicates with students in a clear and professional manner DPVEO| O | 1 | 2 | 3
7 | Uses Learning Management System (LMS) on a regular basis to enhance V,E O 0|1]2]3
instruction
Category Il Subtotal

Reviewer Comments: -
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Metrics: D= Dean’s observation, P= Peer observation, V= Student evaluations, E= Faculty-

provided evidence, O=informal observation by the Dean

Category lll: Communication Skills & Teamwork (6 points possible) Metric A

1 | Communicates with colleagues, and others in a clear, timely, and professional | D,P,V,E,O 2
manner

2 | Shows respect and consideration for faculty, staff, administrators, and visitors E,O 2
Category lll Subtotal

Reviewer Comments:
Category IV: Personal Qualities & Essential Functions (3 points possible) Metric A
1 | Uses available or applicable retention strategies E,O 2
Category IV Subtotal

Reviewer Comments:

Part B Subtotal:
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OVERALL EVALUATION

| Total Score (63 possible) |

[__1 Excellent (explain rating in reviewer comments below): 55+
[ ] Above Average: 37-54

[ ] Satisfactory: 24-36

[ ] Unsatisfactory: 23 and below

Reviewer Comments:

Reviewer’s signature Date

Employee Comments:

Employee’s signature* Date

*Signature indicates that evaluation has been discussed with supervisor and does not necessarily
mean agreement.
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APPENDIX D: RUBRIC FOR EVALUATION OF FULL-TIME FACULTY

Category I: Instructional
Duties/Responsibilities (36 points
possible)

Not Met 0 points

Met 3 points

Not
Observable
(NO)

complaints about attendance are unresolved

1 | Provides a current syllabus One or more syllabus is either late or was not created using | All syllabi are turned in by the assigned date at the start of
the appropriate template [Exceptions on due dates will be the semester, and each syllabus was created using the
made in the event that the course is added to the faculty appropriate template
schedule after the original syllabus due date]

2 Maintains accurate student records Faculty member cannot provide documentation of accurate | Faculty member has documentation of accurate student

(i.e., roll book, grade bhook, attendance student records, or inaccurate student records result in a records.
records, etc.) complaint or error in the submission of grades or
attendance.

3 | Submits accurate semester grade The faculty member submits inaccurate grades. The faculty member submits accurate grade reports.
reports to the registrar

4 | Meets deadlines for submitting grades, | The faculty member fails to meet one or more college The faculty member meets all college deadlines for the
attendance verification reports, book deadlines for the submission of attendance, grade reports, submission of attendance, grade reports, etc..
adoption, etc. etc.. [Exceptions may be granted with pre-approval from the

dean, VP for Academics, and the registrar].

5 | Conducts class as scheduled and in The faculty member fails to conduct class as scheduled, or | The faculty member conducts class as scheduled and, if the
accordance with established class the faculty member fails to notify students and the dean faculty member must deviate from the schedule, students
times. about deviations from the schedule in a timely manner. and the dean are notified as soon as possible.

6 | Adheres to FERPA guidelines when The faculty member has had a documented FERPA The faculty member has not had a documented FERPA
handling student information violation within the evaluation period. violation within the evaluation period.

7 | Sets and maintains office hours as Faculty member fails to post or is not present during posted | The faculty member sets and maintains office hours as
posted office hours with failure to notify the dean. posted. If the faculty member must deviate from the posted

schedule, students and the dean are notified.

8 | Grades work and provides timely The faculty member fails to provide documentation of The faculty member provides documentation of graded work
feedback on assignments graded work and feedback to the students or has and feedback to the students or has no unresolved

unresolved complaints regarding graded work and timely complaints regarding graded work and timely feedback.
feedback.

9 | Maintains appropriate, current The faculty member does not maintain all required degrees | The faculty member maintains all required degrees and
certifications and credentials or fails to make progress toward the credentials or makes progress toward the required degrees

required degrees and credentials as noted in the annual and credentials as noted in the annual letter of agreement
letter of agreement from Human Resources. from Human Resources.

10 | Adheres to school policies/procedures | The faculty member fails to adhere to school The faculty member does not fail to adhere to school
(i.e., assessment, student behavior, etc.) policies/procedures policies/procedures

11 | Attends meetings of assigned The faculty member cannot demonstrate attendance or The faculty member can demonstrate attendance or
committees (minimum one) excusgd absence from all meetings of the assigned excgsed absence from all meetings of one committee

committee. assignment.

12 | Reports to work as scheduled The faculty fails to report to work as scheduled or The faculty does not fail to report to work as scheduled and

any complaints about attendance are resolved

Category | Subtotal
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Course Observation Form for Dean and Peer Observations

Faculty Member

Date and Time of Visit:

Course Name and Number

Observer:

Category Il: Instructional
Effectiveness (21 points possible)

Unsatisfactory 0 points

Satisfactory 1 point

Above Average 2 points

Excellent 3 points

NO

1 Shows little to no attention to - . .
. . . o . Shows enough organization and . - Shows highly effective
Plans and organizes instruction that organization and planning for the ) Shows effective organization and o .
[ biect matt course and has trouble keening the planning for the course to keep lannina for the course organization and planning for the
[€lales 10 SUDJECL matier. ping students on track. P g ' course.
lesson focused.
2 . N Creates a learning environment for
. - Creates an environment in which -
Effectivel | Has some problems with maintaining Maintains order in the classroom students participate activelv but students in which they feel safe
PTC IVEly manages classroom order in the classroom environment . partcip y and participate in orderly ways,
environment . . environment. show respect for each other and .
which may adversely affect learning. . showing respect for each other
the instructor. .
and the instructor.
3 |Uses a variety of instructional Presents the material essentially the : . Actively accommodates students
trateqies t te student tered | same way for all learners with little to Accommodates students VA Actively accommodates students with different learning styles in a
pira ggles 0 promote student-centere y ) different learning styles. with different learning styles. ) ) 9
earning. no regard for learning styles. variety of effective ways.
4 Integrates development of critical
o thinking skills via learning activities
Focuses primarily on the lower levels | Encourages the development of Integrates the development of . g g
. . h " : o o . which move students through the
s e e eEs of revised Bloom’s taxonomy, critical thinking skills by critical thinking skills by sequence of critial thinking skls
high dered thinki P remembering and understanding, incorporating the application level | incorporating the analysis level of with the qoal of incornorating the
igher-oraered thinking. without regard to critical thinking of the revised Bloom's taxonomy in | the revised Bloom's taxonomy in . g .p g
. . . evaluation and creating level of the
skills. the curriculum. the curriculum. . . .
revised Bloom’s taxonomy in the
curriculum as appropriate.
. . A Consistently treats students with
J DA csEiehe e Treats students with little courtesy or | Attempts to treat students with Treats students with dignity, dionit resyect and courtesy for
ith stud PP actual rudeness during the dignity, respect, and courtesy respect, and courtesy for the thg m);"ori pof t’he observatign
with stuaents. observation period. during the observation period. majority of the observation period. period jority
6 Communicates subject matter in Communicates subject matter

Communicates with students in a clear
and professional manner.

ways that often are difficult for
students to understand.

adequately so that most students
have no problem in understanding.

Communicates subject matter well
with very few problems.

Communicates subject matter
clearly and effectively.

A: Criterion for Traditional Classes

7

Uses (Learning Management System
(LMS) on a regular basis to enhance
instruction.

Fails to meet the minimum
requirements of syllabus and grade
posting in the LMS.

Posts the course syllabus and
grades in the LMS course shell.

In addition to the course syllabus
and grades, the faculty member
has added two to three course
elements in the LMS course shell
to enhance instruction.

In addition to the course syllabus
and grades, the faculty member
has added four or more course
elements in the LMS course shell
to enhance instruction.

B: Criterion for Hybrid and Online Classes

7

Uses (Learning Management System
(LMS) on a regular basis to enhance
instruction.

Follows none/ few of the best
practices outlined in SouthArk’s

distance learning procedures manual.

Follows many of the best practices
outlined in SouthArk’s distance
learning procedures manual.

Follows most of the best practices
outlined in SouthArk’s distance
learning procedures manual.

Follows all of the best practices
outlined in SouthArk’s distance
learning procedures manual.

Category Il Subtotal
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celegiy Co_mmunlca_tlon Sdlse Unsatisfactory 0 points Satisfactory 1 point Above Average 2 points Excellent 3 points NO
Teamwork (9 points possible)
1| Communicates with colleagues, and The faculty member fails to The faculty member does not | The faculty member initiates The faculty member initiates
others in a clear, timely, and professional communicate with colleagues, | fail to communicate with communicates with colleagues, | communication and promotes
manner and others in a clear, timely, colleagues, and others in a and others in a clear, timely, an environment of clear and
and professional manner. clear, timely, and professional | and professional manner. timely communication.
manner.
2| Shows respect and consideration for The faculty member is The faculty member does not | The faculty member noticeably | The faculty member promotes
faculty, staff, administrators, and visitors disrespectful or inconsiderate fail to show respect or shows respect and an environment of respect and
of faculty, staff, administrators, | consideration for faculty, staff, | consideration for faculty, staff, | consideration for faculty, staff,
or visitors. administrators, or visitors. administrators, and visitors. administrators, and visitors.
3| Engages in collaborative activities to The faculty member does not The faculty member attempts A collaborative effort with either | A collaborative effort with either
enhance learning attempt to collaborate with to collaborate with peers in academics or student services | academics or student services
peers in either academics or either academics or student is implemented to enhance the | is implemented with notable
student services to enhance services to enhance the learning environment or the positive results in the learning
the learning environment or the | learning environment or the student experience. environment or the student
student experience. student experience. experience.
Category lll Subtotal
Category IV: Personal Qualities & NO

Essential Functions (6 points possible)

Unsatisfactory 0 points

Satisfactory 1 point

Above Average 2 points

Excellent 3 points

1 | Attends college functions (i.e.,
graduation, in-service, student award
ceremonies, pinnings, student
organization events )

The faculty member did not
attend the minimum required
activities of fall and spring
convocation and one
graduation ceremony

The faculty member attends
the minimum required activities
of fall and spring convocation
and one graduation ceremony

The faculty member attends
the minimum required activities
plus two additional activities

The faculty member attends
the minimum required activities
plus three or more additional
activities

2 | Uses available or applicable retention
strategies

The faculty member does not
engage in student retention
efforts.

The faculty uses early alert in
accordance with the procedure
for excessive absences.

To address student behavior,
attendance, or grades, the
faculty member uses early alert
or an alternate effective
retention strategy

The faculty member frequently
uses early alert or an alternate
effective retention strategy.
This addresses concerns and
recognizes success resulting in
a positive environment of
retention.
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APPENDIX E: RUBRIC FOR EVALUATION OF PROGRAM DIRECTORS

Category I: Instructional
Duties/Responsibilities (36 points
possible)

Not Met 0 points

Met 3 points

Not
Observable
(NO)

about attendance are unresolved

1 | Provides a current syllabus One or more syllabus is either late or was not created using | All syllabi are turned in on the assigned date at the start of
the appropriate template [Exceptions on due dates will be the semester and each syllabus was created using the
made in the event that the course is added to the faculty appropriate template
schedule after the original syllabus due date]

2 Maintains accurate student records Faculty member cannot provide documentation of accurate | Faculty member has documentation of accurate student

(i.e., roll book, grade book, attendance student records or inaccurate student records results in a records.
records, etc.) complaint or error in the submission of grades or
attendance.

3 | Submits accurate semester grade The faculty member submits inaccurate grades. The faculty member submits accurate grade reports.
reports to the registrar

4 | Meets deadlines for submitting grades, | The faculty member fails to meet one or more college The faculty member meets all college deadlines for the
attendance verification reports, book deadlines for the submission of attendance, grade reports, submission of attendance, grade reports, etc..
adoption, etc. etc.. [Exceptions may be granted with pre-approval from the

dean, VP for Academics, and the registrar].

5 | Conducts class as scheduled and in The faculty member fails to conduct class as scheduled or | The faculty member conducts class as scheduled and, if the
accordance with established class the faculty member fails to notify students and the dean faculty member must deviate from the schedule, students
times. about deviations from the schedule in a timely manner. and the dean should be notified as soon as possible.

6 | Adheres to FERPA guidelines when The faculty member has had a documented FERPA The faculty member has not had a documented FERPA
handling student information violation within the evaluation period. violation within the evaluation period.

7 | Sets and maintains office hours as Faculty member fails to post or is not present during posted | The faculty member sets and maintains office hours as
posted office hours with failure to notify the dean. posted. If the faculty member must deviate from the posted

schedule, students and the dean should be notified.

8 | Grades work and provides timely The faculty member fails to provide documentation of The faculty member provides documentation of graded work
feedback on assignments graded work and feedback to the students or has and feedback to the students or has no unresolved

unresolved complaints regarding graded work and timely complaints regarding graded work and timely feedback.
feedback.

9 | Maintains appropriate, current The faculty member does not maintain all required degrees | The faculty member maintains all required degrees and
certifications and credentials or fails to make progress toward the credentials or makes progress toward the required degrees

required degrees and credentials as noted in the annual and credentials as noted in the annual letter of agreement
letter of agreement from Human Resources. from Human Resources.

10 | Adheres to school policies/procedures | The faculty member fails to adhere to school The faculty member does not fail to adhere to school
(i.e., assessment, student behavior, etc.) policies/procedures policies/procedures

11 | Attends meetings of assigned The faculty member cannot demonstrate attendance or The faculty member can demonstrate attendance or
committees (minimum one) excusgd absence from all meetings of the assigned excgsed absence from all meetings of one committee

committee. assignment.

12 | Reports to work as scheduled The faculty fails to report to work as schedule or complaints | The faculty does not fail to report to work as scheduled and

any complaints about attendance are resolved

Category | Subtotal
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Course Observation Form for Dean and Peer Observations

Faculty Member

Date and Time of Visit;

Course Name and Number

Observer:

Category Il: Instructional
Effectiveness (21 points possible)

Unsatisfactory 0 points

Satisfactory 1 point

Above Average 2 points

Excellent 3 points

NO

1 Shows little to no attention to - . .
. . . o . Shows enough organization and . - Shows highly effective
Plans and organizes instruction that organization and planning for the ) Shows effective organization and o .
[ biect matt course and has trouble keening the planning for the course to keep lannina for the course organization and planning for the
[€lales 10 SUDJECL matier. ping students on track. P g ' course.
lesson focused.
2 . N Creates a learning environment for
. - Creates an environment in which -
Effectivel | Has some problems with maintaining Maintains order in the classroom students participate activelv but students in which they feel safe
PTC IVEly manages classroom order in the classroom environment . partcip y and participate in orderly ways,
environment . . environment. show respect for each other and .
which may adversely affect learning. . showing respect for each other
the instructor. .
and the instructor.
3 |Uses a variety of instructional Presents the material essentially the : . Actively accommodates students
trateqies t te student tered | same way for all learners with little to Accommodates students VA Actively accommodates students with different learning styles in a
pira ggles 0 promote student-centere y ) different learning styles. with different learning styles. ) ) 9
earning. no regard for learning styles. variety of effective ways.
4 Integrates development of critical
o thinking skills via learning activities
Focuses primarily on the lower levels | Encourages the development of Integrates the development of . g g
. . h " : i o . which move students through the
s e e eEs of revised Bloom’s taxonomy, critical thinking skills by critical thinking skills by sequence of critical thinking sklls
high dered thinki P remembering and understanding, incorporating the application level | incorporating the analysis level of with the qoal of incornorating the
igher-oraered thinking. without regard to critical thinking of the revised Bloom's taxonomy in | the revised Bloom's taxonomy in . g .p g
. . . evaluation and creating level of the
skills. the curriculum. the curriculum. . ) .
revised Bloom’s taxonomy in the
curriculum as appropriate.
. . A Consistently treats students with
J DA csEiehe e Treats students with little courtesy or | Attempts to treat students with Treats students with dignity, dionit resyect and courtesv for
ith stud PP actual rudeness during the dignity, respect, and courtesy respect, and courtesy for the thg m);"ori pof t’he observatign
with stuaents. observation period. during the observation period. majority of the observation period. period jority
6 Communicates subject matter in Communicates subject matter

Communicates with students in a clear
and professional manner.

ways that often are difficult for
students to understand.

adequately so that most students
have no problem in understanding.

Communicates subject matter well
with very few problems.

Communicates subject matter
clearly, and effectively.

A: Criterion for Traditional Classes

7

Uses (Learning Management System
(LMS) on a regular basis to enhance
instruction.

Fails to meet the minimum
requirements of syllabus and grade
posting in the LMS.

Posts the course syllabus and
grades in the LMS course shell.

In addition to the course syllabus
and grades, the faculty member
has added two to three course
elements in the LMS course shell
to enhance instruction.

In addition to the course syllabus
and grades, the faculty member
has added four or more course
elements in the LMS course shell
to enhance instruction.

B: Criterion for Hybrid and Online Classes

7

Uses (Learning Management System
(LMS) on a regular basis to enhance
instruction.

Follows none/ few of the best
practices outlined in SouthArk’s

distance learning procedures manual.

Follows many of the best practices
outlined in SouthArk’s distance
learning procedures manual.

Follows most of the best practices
outlined in SouthArk’s distance
learning procedures manual.

Follows all of the best practices
outlined in SouthArk’s distance
learning procedures manual.

Category Il Subtotal
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celegiy Co_mmunlca_tlon Sdlse Unsatisfactory 0 points Satisfactory 1 point Above Average 2 points Excellent 3 points NO
Teamwork (9 points possible)
1| Communicates with colleagues, and The faculty member fails to The faculty member does not | The faculty member initiates The faculty member initiates
others in a clear, timely, and professional communicate with colleagues, | fail to communicate with communicates with colleagues, | communication and promotes
manner and others in a clear, timely, colleagues, and others in a and others in a clear, timely, an environment of clear and
and professional manner. clear, timely, and professional | and professional manner. timely communication.
manner.
2| Shows respect and consideration for The faculty member is The faculty member does not | The faculty member noticeably | The faculty member promotes
faculty, staff, administrators, and visitors disrespectful or inconsiderate fail to show respect or shows respect and an environment of respect and
of faculty, staff, administrators, | consideration for faculty, staff, | consideration for faculty, staff, | consideration for faculty, staff,
or visitors. administrators, or visitors. administrators, and visitors. administrators, and visitors.
3| Engages in collaborative activities to The faculty member does not The faculty member attempts A collaborative effort with either | A collaborative effort with either
enhance learning attempt to collaborate with to collaborate with peers in academics or student services | academics or student services
peers in either academics or either academics or student is implemented to enhance the | is implemented with notable
student services to enhance services to enhance the learning environment or the positive results in the learning
the learning environment or the | learning environment or the student experience. environment or the student
student experience. student experience. experience.
Category lll Subtotal
Category IV: Personal Qualities & NO

Essential Functions (6 points possible)

Unsatisfactory 0 points

Satisfactory 1 point

Above Average 2 points

Excellent 3 points

1 | Attends college functions (i.e.,
graduation, in-service, student awards,
pinnings, student organization events) )

The faculty member did not
attend the minimum required
activities of fall and spring
convocation and one
graduation ceremony

The faculty member attends
the minimum required activities
of fall and spring convocation
and one graduation ceremony

The faculty member attends
the minimum required activities
plus two additional activities

The faculty member attends
the minimum required activities
plus three or more additional
activities

2 | Uses available or applicable retention
strategies

The faculty member does not
engage in student retention
efforts.

The faculty uses early alert in
accordance with the procedure
for excessive absences.

To address student behavior,
attendance, or grades, the
faculty member uses early alert
or an alternate effective
retention strategy

The faculty member frequently
uses early alert or an alternate
effective retention strategy.
This addresses concerns and
recognizes success resulting in
a positive environment of
retention.
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Category V: Program Director (12-15
points possible)

Unsatisfactory 0 points

Satisfactory 1 point

Above Average 2 points

Excellent 3 points

NO

1 | Engages a program advisory group The program director does not | The program director holds a | The program director holds a The program director holds a
hold the minimum advisory minimum of one advisory minimum of one advisory minimum of one advisory
meeting annually meeting annually. meeting annually and meeting annually and engages
engages the committee in the committee in person or
person or collaborates collaborates through email at
through email at least two least three more times each year
more times each year

2 | Reviews curriculum annually and The program director fails to The program director The program director provides | The program director provides
adjusts to meet the needs of employers provide evidence of annual provides evidence of annual | evidence of annual curriculum evidence of annual curriculum
or accreditors curriculum review. curriculum review. review and edits or validation review and edits or validation

from the program advisory from an external source such as
board. an accrediting agency, peer
institution, or professional
organization.

3 | Demonstrates programmatic leadership Program director fails to Program director does not fail Program director Program director mentors full-
(leadership of program faculty, student communicate with full- or part- | to communicate with full- or communicates with full- and and part-time program faculty
and graduate communication) time program faculty and/ or part-time program faculty part-time program faculty, and communicates with full and

fails to collect information from | and/ or to collect information including programmatic part-time program faculty,
students/ graduates as from students/ graduates as information and discipline- including programmatic
required by the program. required by the program. specific updates. The information and discipline-
program director also collects | specific updates. The program
information from students/ director also collects information
graduates as required by the from students/ graduates as
program. required by the program.

4 | Demonstrates programmatic planning Does not articulate program Articulates program goals Articulates program goals and Articulates program goals,
(goal setting, budget recommendations, goals and does not provide and provides basic guidance provides guidance on provides guidance on program
etc.) basic guidance on program on program budget creation. program budget creation, budget creation, including

budget creation including specific cost and specific cost and revenue
revenue breakdown. breakdown, and clearly links
budget requests to strategic
initiatives.

5 | Maintains programmatic accreditation The program is not accredited | The program is preliminarily | The program is fully The program is fully accredited

or external agency endorsement (externally endorsed) or lost accredited (externally accredited (externally
accreditation. endorsed),on probation with | endorsed) with less than the
an action plan, or fully maximum time allowable to
accredited with three or more | next renewal or has one to
actions that the program two actions that the program
must complete and report must complete and report
back to the accrediting/ back to the accrediting/
endorsing agency in order to | endorsing agency in order to
maintain status. maintain status.
Category V Subtotal
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APPENDIX F: RUBRIC FOR EVALUATION OF PART-TIME FACULTY

Category I: Instructional
Duties/Responsibilities (33 points
possible)

Not Met 0 points

Met 3 points

Not
Observable
(NO)

about attendance are unresolved

1 | Provides a current syllabus One or more syllabus is either late or was not created using | All syllabi are turned in on the assigned date at the start of
the appropriate template [Exceptions on due dates will be the semester and each syllabus was created using the
made in the event that the course is added to the faculty appropriate template
schedule after the original syllabus due date]

2 Maintains accurate student records Faculty member cannot provide documentation of accurate | Faculty member has documentation of accurate student

(i.e., roll book, grade book, attendance student records or inaccurate student records results in a records.
records, etc.) complaint or error in the submission of grades or
attendance.

3 | Submits accurate semester grade The faculty member submits inaccurate grades. The faculty member submits accurate grade reports.
reports to the registrar

4 | Meets deadlines for submitting grades, | The faculty member fails to meet one or more college The faculty member meets all college deadlines for the
attendance verification reports, book deadlines for the submission of attendance, grade reports, submission of attendance, grade reports, etc..
adoption, etc. etc.. [Exceptions may be granted with pre-approval from the

dean, VP for Academics, and the registrar).

5 | Conducts class as scheduled and in The faculty member fails to conduct class as scheduled or | The faculty member conducts class as scheduled and, if the
accordance with established class the faculty member fails to notify students and the dean faculty member must deviate from the schedule, students
times. about deviations from the schedule in a timely manner. and the dean should be notified as soon as possible.

6 | Adheres to FERPA guidelines when The faculty member has had a documented FERPA The faculty member has not had a documented FERPA
handling student information violation within the evaluation period. violation within the evaluation period.

7 | Sets and maintains office hours as Faculty member fails to post or is not present during posted | The faculty member sets and maintains office hours as
posted office hours with failure to notify the dean. posted. If the faculty member must deviate from the posted

schedule, students and the dean should be notified.

8 | Grades work and provides timely The faculty member fails to provide documentation of The faculty member provides documentation of graded work
feedback on assignments graded work and feedback to the students or has and feedback to the students or has no unresolved

unresolved complaints regarding graded work and timely complaints regarding graded work and timely feedback.
feedback.

9 | Maintains appropriate, current The faculty member does not maintain all required degrees | The faculty member maintains all required degrees and
certifications and credentials or fails to make progress toward the credentials or makes progress toward the required degrees

required degrees and credentials as noted in the annual and credentials as noted in the annual letter of agreement
letter of agreement from Human Resources. from Human Resources.

10 | Adheres to school policies/procedures | The faculty member fails to adhere to school The faculty member does not fail to adhere to school
(i.e., assessment, student behavior, etc.) policies/procedures policies/procedures

11 | Reports to work as scheduled The faculty fails to report to work as schedule or complaints | The faculty does not fail to report to work as scheduled and

any complaints about attendance are resolved

Category | Subtotal
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Course Observation Form for Dean and Peer Observations

Faculty Member:

Date and Time of Visit;

Course Name and Number:

Observer:

Category Il: Instructional
Effectiveness (21 points possible)

Unsatisfactory 0 points

Satisfactory 1 point

Above Average 2 points

Excellent 3 points

NO

1 Shows little to no attention to - . .
Pl d izes instruction that organization and planning for the Shows enough organization and Shows effective organization and Shows highly effective
Ians an O[)gamzes nstruction tha Co?Jrse and has trguble kge ina the planning for the course to keep lanning for the CO?JI’SG organization and planning for the
relates to subject matter. ping students on track. p g . course.
lesson focused.
2 . . Creates a learning environment for
. - Creates an environment in which -~
. Has some problems with maintaining I . " . students in which they feel safe
Effectively manages classroom . . Maintains order in the classroom students participate actively but S
. order in the classroom environment . and participate in orderly ways,
environment . . environment. show respect for each other and .
which may adversely affect learning. Y showing respect for each other
the instructor. .
and the instructor.
3 |Uses a variety of instructional Presents the material essentially the . . Actively accommodates students
trateqgies t te student tered | same way for all learners with little to jrocommodates students with Actively accommodates students with different learning styles in a
P! ggles U aeinels Sz HEsnlEE y : different learning styles. with different learning styles. A aming
earning. no regard for learning styles. variety of effective ways.
4 Integrates development of critical
o thinking skills via learning activities
Focuses primarily on the lower levels | Encourages the development of Integrates the development of Ing g
. . . L ) < - : which move students through the
Creates an environment that promotes of revised Bloom’s taxonomy, critical thinking skills by critical thinking skills by sequence of critical thinking skills
high d dvtlh' ki P remembering and understanding, incorporating the application level incorporating the analysis level of Wi tcﬂ] the qoal of incor oratir? the
e el e A, without regard to critical thinking of the revised Bloom’s taxonomy in | the revised Bloom's taxonomy in i g .p g
. . . evaluation and creating level of the
skills. the curriculum. the curriculum. . . .
revised Bloom’s taxonomy in the
curriculum as appropriate.
by . A Consistently treats students with
J . Treats students with little courtesy or | Attempts to treat students with Treats students with dignity, o y
Demonstrates an established rapport : - dignity, respect, and courtesy for
ith student actual rudeness during the dignity, respect, and courtesy respect, and courtesy for the the majority of the abservation
W SIUCEN(S. observation period. during the observation period. majority of the observation period. period J
6 Communicates subject matter in Communicates subject matter

Communicates with students in a clear
and professional manner.

ways that often are difficult for
students to understand.

adequately so that most students
have no problem in understanding.

Communicates subject matter well
with very few problems.

Communicates subject matter
clearly, and effectively.

A: Criterion for Traditional Classes

7

Uses (Learning Management System
(LMS) on a regular basis to enhance
instruction.

Fails to meet the minimum
requirements of syllabus and grade
posting in the LMS.

Posts the course syllabus and
grades in the LMS course shell.

In addition to the course syllabus
and grades, the faculty member
has added two to three course
elements in the LMS course shell
to enhance instruction.

In addition to the course syllabus
and grades, the faculty member
has added four or more course
elements in the LMS course shell
to enhance instruction.

B: Criterion for Hybrid and Online Classes

7

Uses (Learning Management System

(LMS) on a regular basis to enhance

Follows none/ few of the best
practices outlined in SouthArk’s

Follows many of the best practices
outlined in SouthArk’s distance

Follows most of the best practices
outlined in SouthArk’s distance

Follows all of the best practices
outlined in SouthArk’s distance
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instruction.

distance learning procedures manual. |

learning procedures manual.

| learning procedures manual.

| learning procedures manual.

Category Il Subtotal

Essential Functions (3 points possible)

Unsatisfactory 0 points

Satisfactory 1 point

Above Average 2 points

Excellent 3 points

ezt Ik Co_mmunlca_tlon Sl Unsatisfactory 0 points Satisfactory 1 point Above Average 2 points Excellent 3 points NO
Teamwork (6 points possible)
1| Communicates with colleagues, and The faculty member fails to The faculty member does not | The faculty member initiates The faculty member initiates
others in a clear, timely, and professional communicate with colleagues, | fail to communicate with communicates with colleagues, | communication and promotes
manner and others in a clear, timely, colleagues, and others in a and others in a clear, timely, an environment of clear and
and professional manner. clear, timely, and professional | and professional manner. timely communication.
manner.
2| Shows respect and consideration for The faculty member is The faculty member does not | The faculty member noticeably | The faculty member promotes
faculty, staff, administrators, and visitors disrespectful or inconsiderate fail to show respect or shows respect and an environment of respect and
of faculty, staff, administrators, | consideration for faculty, staff, | consideration for faculty, staff, | consideration for faculty, staff,
or visitors. administrators, or visitors. administrators, and visitors. administrators, and visitors.
Category Ill Subtotal
Category IV: Personal Qualities & NO

1 | Uses available or applicable retention
strategies

The faculty member does not
engage in student retention
efforts.

The faculty uses early alert in
accordance with the procedure
for excessive absences.

To address student behavior,
attendance, or grades, the
faculty member uses early alert
or an alternate effective
retention strategy

The faculty member frequently
uses early alert or an alternate
effective retention strategy.
This addresses concerns and
recognizes success resulting in
a positive environment of
retention.

Faculty Evaluation Rubric Rev 12/12/17

32






APPENDIX G: S.M.A.R. T GOAL SETTING

The following questions are intended to assist faculty members and their supervisors in the
identification or development of annual goals.

Creating S.M.A.R.T. Goals
e Specific: Is the goal clearly worded enough to communicate to all relevant parties?
e Measurable: Is it possible to measure progress toward and accomplishment of this goal?

e Attainable: Are there factors outside the faculty member’s control that may significantly prevent
goal accomplishment?

o Realistic: Is it both ambitious enough to be considered part of a faculty member’s annual goal set but
achievable under the circumstances?

e Timed: Can it be accomplished in the timeframe designated?
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APPENDIX H: OVERALL TIMELINE FOR THE EVALUATION OF
FACULTY AND PROGRAM DIRECTORS

Overall Timeline for the Evaluation of Faculty and Program Directors

At the start of the fall semester, faculty begin developing/ identifying their annual goals. Twelve
month faculty members may begin the goal setting process and subsequent meetings as early as
the conclusion of the previous evaluation cycle by coordinating with the division dean.

Three to five weeks into the semester faculty must arrange to meet with their division dean and come
to an agreement on these annual goals.

Within the fall / spring semester, division deans and peers will conduct formal classroom
observations. The report from the dean shall be presented to the faculty member within two weeks to
allow that faculty member to provide any additional evidence that she or he feels enhances the dean's
understanding of her/his teaching abilities. Following receipt of this report, the faculty member may
request a meeting with the dean to discuss.

Near the close of the fall semester, faculty re-evaluate their progress and expectations toward their
annual goals. At this point, they may review and edit these goals with their division dean at the close
of the semester.

Throughout the academic year, faculty should turn in any evidence to the dean via email that reflects

their goal attainment and performance by specifically addressing the contents of the Evaluation of
Faculty form. Everything must be turned in four weeks prior to the end of the semester. At this
point, program directors may also submit memos to the dean detailing the performance of program
faculty as it pertains to content delivery, programmatic responsibilities, or accreditation
requirements.

No later than two weeks prior to the end of the spring semester, the dean will meet individually with
all full-time faculty and program directors to discuss and sign the Evaluation of Full-Time Faculty/
Program Director Forms.

Within two weeks of receiving the evaluation, faculty can appeal to their dean by providing evidence
to support changing their score.
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		A Plan to Evaluate Faculty at South Arkansas Community College

		Values That Define the Plan to Evaluate Faculty

		Goals of the Faculty Evaluation Plan

		Evaluation Plan for Full-Time Faculty

		The Process of Faculty/Program Director Evaluation at SouthArk

		STEP 1:  (Required) Annual Faculty/Program Director Evaluation (See Appendices A & B for the form and Appendices D & E for the rubrics)

		STEP 2:  (Required) Beginning-of-Year Meeting

		The meeting should conclude with the faculty member and supervising dean reaching a  an agreement and signing Part A:  Annual Goals of the Evaluation of Full-Time Faculty/ Program Director Form of the faculty member’s goals and plans for the review pe...

		STEP 4:  (As needed/requested/required) Mid-Year Revision Meeting

		The meeting should conclude with the faculty member and supervising dean reaching a an amicable “professional agreement” that represents acceptance – by both parties – of the faculty member’s revised goal/s for the review period.

		Evaluation of Adjunct Faculty

		Appeals Process for All Faculty

		Appendix A: Evaluation of Full-Time Faculty

		Part B:  Expectations for Faculty Performance (72 points possible)



		Appendix B: Evaluation of Program Directors

		Part B:  Expectations for Faculty Performance (72 points possible)



		Appendix C: Evaluation of Part-Time Faculty

		Expectations for Faculty Performance (72 points possible)



		Appendix D:  Rubric For Evaluation Of Full-Time Faculty

		Appendix E:  Rubric For Evaluation Of Program Directors

		Appendix F:  Rubric for Evaluation of Part-Time Faculty

		Appendix G:  S.M.A.R.T Goal Setting



		Overall Timeline for the Evaluation of Faculty and Program Directors




Modified Timeline for the Evaluation of Faculty and Program Directors
for Spring 2018

__ Following approval of the edited Faculty Evaluation Plan, faculty begin developing/
identifying their annual goals. These will likely be goals in progress based on the previous
year's evaluation. Workshop days will be set up with the supervisor on the first two Fridays
following plan approval for those faculty members who would like feedback on annual goal
development/ identification.

By February 5, 2018, semester faculty must arrange to meet with their division Dean and
come to an agreement on these annual goals.

_____Within the spring semester, division Dean's and peers will conduct formal classroom
observations. The report from the dean shall be presented to the faculty member within 2 weeks
to allow that faculty member to provide any additional evidence that they feel enhances the
dean's understanding of their teaching abilities. Following receipt of this report, The Faculty
May request a meeting with the dean to discuss. If an observation was conducted in the fall, the
dean and faculty will determine if the results can be measured under the edited form. The dean
may have to arrange with the faculty to re-conduct the observation.

_____Throughout the semester, faculty should turn in any evidence to the dean via email that
reflects their goal attainment and performance by specifically addressing the contents of the
Evaluation of Faculty form. Everything must be turned in three weeks prior to the end of the
semester. At this point program directors may also submit memos to the dean detailing the
performance of program faculty as it pertains to content delivery, programmatic responsibilities,
or accreditation requirements.

Two weeks prior to the end of the semester, the dean will meet with all full-time faculty and
program directors to discuss and sign the Evaluation of Full-Time Faculty/ Program Director
Forms.

Within two weeks of receiving the evaluation, faculty can appeal to their dean by providing
evidence to support changing their score.
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Name

Appling, Leslie

Baine, Jennifer

Bates, Linda

Bullock, James

Carty, David
Champion, Michael
Claypoole, Sterling
Davidson, Keitha
Dilmore, Sarah
Forrest, Shannon
Hammond, Caroline
Hampton, Teresa
Heyde, Susan

Howard, Sherry

Kelley, Ken
Lee-Ernest, Dr. Rhonda
Mendoza. Brandy
Meyer, Cynthia
Nipper, Roslyn
Norman, Robert Norman
Parks, Jennifer
Roomsburg, Jim
Shackelford, Philip
Spicher, Susan
Sturdivant. Amy
Sumner, Mary Kate
Tully-Dartez, Stephanie
Wilson, Christy
Winiecki, Ray

Yates, James

Read
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x
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Motion 1
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Motion 2
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Curriculum Committee Proposal

Change or addition requested:

New course

Modification of existing course — no longer using DreamWeaver software

Change of course number

Change in curriculum/required courses/prerequisites

Plan of Study

Syllabus (If applicable)

Other Update name of the course; update course description; software in the course has

changed

>

Brief explanation of change/addition requested: (Use additional sheets if necessary. Scan and send to
Curriculum Committee Chair electronically)

CSCl 2043 Web Design update name to CSCl 2043Web Design 1. This is a course that is already on
inventory, but needs to be updated to reflect current trends in the web design industry.

Reason for requested change/addition:

Course was left out of current catalog; needs to be included. This is a restricted elective in the CIS AAS
degree. Update catalog description. No longer using DreamWeaver software; updated course to use
HTML 5. HTMLS is the current industry standard for creating web pages. SouthArk no longer has to
purchase proprietary software. The students have access to HTML 5 software for free.

If request is for new or modified course, please attach syllabus to request.

YES NO

1. Will additional faculty be required to make this change? - X
2, Are Library Media Center resources adequate to meet

requirements for this change? X .
3. Will this change require purchase of additional equipment? - X
4, Will this change require additional space? - X
5. Which divisions will be affected by this change? Business & Information Technology; CIT Dept
6. Have you consulted division heads affected? X .
7. Have you consulted program heads affected? X -
8. If the change is a course, what is the projected enrollment? 7 -12 students
9. If the change is a course, how often would this course be offered? once a year
10. Does this change affect a general education course? R X
11. If so, list major and degree. Restricted Elective for CIT AAS degree seeking student
Signature of Division Dean__James Yates TS approve—_ do not approve

Signature of Curriculum Committee Ch@j approve / do not approve







This is a SouthArk Master Syllabus. The course syllabus distributed by the instructor may include additional
requirements, must be followed by the student in the given term, and is considered to supersede the Master
Syllabus.

Course Number
CSCI 2043

Course Title
Web Design 1

Course Description

Students are introduced to basic web design using HTML (Hypertext Markup Language) and CSS (Cascading Style
Sheets). Topics include: planning and designing effective web pages; building web pages with HTML and CSS code;
using page layout techniques, text formatting, graphics, and images

Prerequisites
Knowledge and Basic Understanding of Computers and Keyboarding skills.

College Mission
South Arkansas Community College promotes excellence in learning, teaching, and service; provides lifelong
educational opportunities; and serves as a cultural, intellectual, and economic resource for the community.

College Wide Student Learner Outcomes
O Critical Thinking O Responsibility Communication

ACTS Course O Program Course Computer Information Technology
ACTS Outcomes

Program Outcomes
1. lllustrate proficiency, as defined by the CIT department, in recognized industry software or hardware.
2. Use oral or written communication skills, negotiation skills, or collaboration skills in a business environment.

Course Goals
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1 Analyze, d_eS|gn and produce \_/vel_)snes with page Unit2-7 | 1 c1
layout design concepts and principles.
> Solve common issues in web development by Unit 2 - 1 _
using the varied technologies. 7 Portfolio
Demonstrate principles of website usability, Units 2- cs
3 | readability, and accessibility based on industry 7 1,2 1
standards

Unit Outcomes/ Competencies

Unit 1 Introduction

Unit2 HTML Basics

Unit 3 Configuring Color and Text
Unit 4 Visual Elements and Graphics
Unit5 Web Design

Unit 6 Page Layout

Unit 7 Links, Layouts and Mobile

Assessment Description
Exams, quizzes, production assignments and Portfolio





Students are required to plan, design, and create a website as their final lab assignment.

Materials and Technological Requirements
Textbook: Web Development and Design Foundations with HTMLS5, 8th Edition Author:Terry Felke-Morris, Harper
College ISBN-13: 978-0134322759
O
O Technology Requirements:
0 Internet Access
Blackboard Learning Management System
South Arkansas Community College email account and SIMnet license
You will need a reliable storage device & one folder. Method to backup all your work.
Microsoft Office 2016 to complete your assignments

(ol eolNelNe)

Class Attendance Policy

Students are expected to attend all classes in which they are enrolled. If a student is absent from a class session, it is
the student’s responsibility to make arrangements to complete or make up any work missed. No make-up work for
missed classes will be allowed without the approval of the instructor. Students who enroll late must assume all
responsibility for work missed. Classes not attended as a result of late enroliment may be counted toward excessive
absences. Students not attending the entire class period may be counted absent for that period. An instructor may
drop students with a grade of “WE” if students have been absent for an excessive number of days. Warning letters will
be sent to the students advising them of the consequences of nonattendance and urging them to contact their
instructors immediately. Excessive absences are defined as follows:

Regular Semester

Courses which meet 0NCe & WEEK..........cooiiiiiiiiiiiii 2 absences
Courses that meet twiCe per WEEK ..........oooiiiiiiiiiii 3 absences
Courses that meet four times per Week ... 5 absences

Summer Session
Courses that meet four times per week in a five week Session.............cccccevvvvnnnnn. 3 absences
Courses which meet two evenings per week in a 10 week session..............cccocee.... 3 absences

Students enrolled in special programs or individualized instruction should contact their program director/instructor
regarding specific attendance requirements for the program/course. Some of the selective-admission, health-science
programs have specific criteria regarding attendance. Students are encouraged to refer to program policies in these
matters.

Jury Duty/Military/Official School Function

Scheduled absences are those that occur due to college-related activities or as a result of summons to jury duty or
military duty. Classes missed as a result of scheduled absences will not be counted as excessive absences if the
instructor is notified and provided documentation prior to the absence(s). Make-up work for scheduled absences will
be at the discretion of the instructor.

In all instances, documentation must be provided to the instructor within 24 hours of receipt. Documentation should
come from an appropriate party on letterhead or other official stationery with a signature and contact information.
Documentation should list the corresponding dates of the leave.

Medical leave

For medical-related absences, documentation must include written notice from the treating medical professional
documenting time needed off related to medical reasons and time student may resume classes. The medical reason
does not need to be listed on the documentation; the documentation must include only that there is a medical reason,
the amount of time the student needs to be absent, and the time the student should be able to return to classes.
Students who elect to work at home while on excused leave must meet with their instructors to make arrangements to
do so. Working on coursework while on medical leave is not a requirement but can be requested by students. If
students request that they be allowed to work at home while on an excused leave, the instructor will make every
reasonable effort to ensure that the student is able to do so.

For students who have a medical condition necessitating time off or accommodation:

1) They may work at home on assignments if they choose to if on medical leave approved by a medical professional

2) Receive appropriate accommodations related to coursework (i.e., excused from labs with potentially harmful
chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes

4) Be allowed to make up any missed work related to medical leave





5) Receive incompletes on their transcripts until coursework is completed, according to the incomplete grade
contract.
6) Be given a reasonable time frame in which to complete missed coursework

Academic Integrity Policy

Students enrolled at South Arkansas Community College are expected at all times to uphold standards of integrity.

Students are expected to perform honestly and to work in every way possible to eliminate academic dishonesty.

Academic dishonesty includes cheating and plagiarism, which are defined as follows:

= Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic exercise. Cheating
includes copying another student’s homework, class work, or required project (in whole or in part) and/or
presenting another’s work as the student’s own. Cheating also includes giving, receiving, offering, and/or soliciting
information on a quiz, test, or examination.

= Plagiarism is the copying of any published work such as books, magazines, audiovisual programs, electronic
media, and films or copying the theme or manuscript of another student. It is plagiarism when one uses direct
guotations without proper credit or when one uses the ideas of another without giving proper credit. When three or
more consecutive words are borrowed, the borrowing should be recognized by the use of quotation marks and
proper parenthetical and bibliographic notations.

If, upon investigation, the instructor determines that the student is guilty of cheating or plagiarism, the following
penalties will apply:

= The student will receive a penalty of no less than a zero on the work in question.

= The instructor will submit a written report of the incident to the Vice President for Learning

= The Vice President for Learning will determine whether further disciplinary action will be taken.

= All decisions may be appealed for review through the college’s Academic Appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender, religion,
marital status, veteran’s status, national origin, disability, or sexual orientation in making decisions regarding
employment, student admission, or other functions, operations, or activities.

Library Services
Library Homepage: http://southark.libguides.com/homepage Library Contact: LibraryStaff@southark.edu or
870.864.7115

Procedures to Accommodate Students with Disabilities
If you need reasonable accommodations because of a disability, please report this to the Vice President of Student
Services with proper documentation. VPSS Contact: 870.875.7262.

The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College employs an Early Alert
System to identify and support at-risk students as soon as possible in a given semester. The intent of Early Alert is to
provide this assistance while there is still time to address behaviors or issues that have the potential of preventing
students from completing their courses and degree plans. Students referred through the Early Alert System will be
required to work on a corrective action plan with their student advising coach and to include attendance accountability
and mandatory academic tutoring either in the academic division or in the Testing and Learning Center (TLC). Once
the Student Advising Coach has met with the referred student, and again when the student has met the prescribed
corrective actions, the coach will update the Early Alert System so that the instructor is kept informed of the progress
in resolving issues.

Behavioral Review Team

At South Arkansas Community College (SouthArk), we are committed to proactive leadership in student wellbeing and
campus safety. By focusing on prevention and early intervention with campus situations that involve any person
experiencing distress or engaging in harmful or disruptive behaviors, the BRT will serve as the coordinating hub of
existing resources to develop intervention and support strategies and offer case management. Students, faculty, staff,
and campus guests are encouraged to report any person on campus who is a concern. BRT Contact:

870.875.7262 BRT @southark.edu

Date of Revision: 8/25/2016
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This is a SouthArk Master Syllabus. The course syllabus distributed by the instructor may include additional
requirements, must be followed by the student in the given term, and is considered to supersede the Master
Syllabus.

Course Number
CSCI 2533 (This number has not been used in the CIT department; Jim Roomsburg suggested this number after
reviewing a list)

Course Title
Mobile Application Programming

Course Description

This course will establish a foundation for programming mobile applications in the enterprise, and how to design, create,
and publish mobile applications for the Android OS. Students will design, develop, and deploy mobile applications that
incorporate multimedia, GPS, and other current technologies.

College Mission
South Arkansas Community College promotes excellence in learning, teaching, and service; provides lifelong
educational opportunities; and serves as a cultural, intellectual, and economic resource for the community.

College Wide Student Learner Outcomes

X Critical Thinking COResponsibility COOCommunication

ACTS Courseld Program Course
ACTS Outcomes

Program Outcomes

Learner Outcomes for all CIS Majors*
PO1 Troubleshooting {gglnstn‘y and resolve technical issues using appropriate technologies or analytical
PO2 Busmess_ . Demonstrate communications skills in a business environment.
communications
PO3 Hardware/Software | Demonstrate proficiency as defined by the CIT department, in recognized
Skills industry software or hardware.
PO4 Business Ethics Identify situations that present ethical dilemma inherent in information
technology.
Computer Support Specialist Option*
TSO1 Support Track - Identify and create strategies to support or train end users with their IT
Customer Support | resources.
TSO2 Support Tra(_:k i Prepare or use documentation appropriate to an Information Technology task.
Documentation
Support Track - . . : .
TSO3 Operating Systems Differentiate among various operating systems.
Support Track -
TSO4 | Technology Evaluate technology needs of end users.
Evaluation
*Learning outcomes are based on U.S. Department of Labor IT 2012 Competency Model and Association of
Computing Machinery Committee for Computing Education in Community Colleges.






Course Outcomes
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Analyze mobile application 5. PO1, PO2,
CLO1 | program requirements 12 TSO1, TSO2, | CT3 Create pseudocode
TSO4
Design mobile application 5.
CLO2 | interface(s) 12 PO2 Create a wireframe
TSO2
Program a mobile . .
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Document mobile External docum_entation -
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12 TSO2 Internal documentation —
Comments within the code
Unit Outcomes/ Competencies
Unit 1: Getting Started/Course Introduction
Unit 2: Creating Your First Mobile App
Unit 3: Creating a Mobile App with Variables
Unit 4: Basic Mobile App Game Programming
Unit 5: Mobile Apps Tiny Database Use
Unit 6: More Mobile App Game Programming
Unit 7: Mobile Apps and Google Maps
Unit 8: Location Based Mobile Apps
Unit 9: Mobile Apps and Conditional Behaviors
Unit 10: Mobile Apps and Sound
Unit 11: Mobile Apps and Broadcast Hub
Unit 12. Mobile Apps and Tiny Web Database Use

Assessment Description(s)
Create a mobile application program solution that has these components: Pseudocode, Wireframe, and Android OS.
Grading rubrics are supplied for each component.

Materials and Technological Requirements

App Inventor 2 — Create Your Own Android Apps.

ISBN 978-1-491-90684-2 O’Reilly Publishing

Authors: David Wolber, Hal Ableson, Ellen Spertus & Liz Looney

Class Attendance Policy

Students are expected to attend all classes in which they are enrolled. If a student is absent from a class session, it is
the student’s responsibility to make arrangements to complete or make up any work missed. No make-up work for
missed classes will be allowed without the approval of the instructor. Students who enroll late must assume all
responsibility for work missed. Classes not attended as a result of late enrollment may be counted toward excessive
absences. Students not attending the entire class period may be counted absent for that period. An instructor may drop
students with a grade of “WE?” if students have been absent for an excessive number of days. Warning letters will be
sent to the students advising them of the consequences of nonattendance and urging them to contact their instructors
immediately. Excessive absences are defined as follows:

Regular Semester
Courses which meet ONCe & WEEK...........ccovviiiiiiiiiiiiee 2 absences
Courses that meet twWiCe Per WEEK ...........ccoviiiiiiiiiiiiieeeeeeeee 3 absences
Courses that meet four times per WEEK ... 5 absences





Summer Session
Courses that meet four times per week in a five week Session ...........ccccevvvviieeenn. 3 absences
Courses which meet two evenings per week in a 10 week session..........ccccccceee... 3 absences

Students enrolled in special programs or individualized instruction should contact their program director/instructor
regarding specific attendance requirements for the program/course. Some of the selective-admission, health-science
programs have specific criteria regarding attendance. Students are encouraged to refer to program policies in these
matters.

Jury Duty/Military/Official School Function

Scheduled absences are those that occur due to college-related activities or as a result of summons to jury duty or
military duty. Classes missed as a result of scheduled absences will not be counted as excessive absences if the
instructor is notified and provided documentation prior to the absence(s). Make-up work for scheduled absences will be
at the discretion of the instructor.

In all instances, documentation must be provided to the instructor within 24 hours of receipt. Documentation should
come from an appropriate party on letterhead or other official stationery with a signature and contact information.
Documentation should list the corresponding dates of the leave.

Medical leave

For medical-related absences, documentation must include written notice from the treating medical professional
documenting time needed off related to medical reasons and time student may resume classes. The medical reason
does not need to be listed on the documentation; the documentation must include only that there is a medical reason,
the amount of time the student needs to be absent, and the time the student should be able to return to classes.
Students who elect to work at home while on excused leave must meet with their instructors to make arrangements to
do so. Working on coursework while on medical leave is not a requirement but can be requested by students. If
students request that they be allowed to work at home while on an excused leave, the instructor will make every
reasonable effort to ensure that the student is able to do so.

For students who have a medical condition necessitating time off or accommodation:

1) They may work at home on assignments if they choose to if on medical leave approved by a medical professional

2) Receive appropriate accommodations related to coursework (i.e., excused from labs with potentially harmful
chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes

4) Be allowed to make up any missed work related to medical leave

5) Receive incompletes on their transcripts until coursework is completed, according to the incomplete grade contract.

6) Be given a reasonable time frame in which to complete missed coursework

Academic Honesty Policy

Students enrolled at South Arkansas Community College are expected at all times to uphold standards of integrity.
Students are expected to perform honestly and to work in every way possible to eliminate academic dishonesty.
Academic dishonesty includes cheating and plagiarism, which are defined as follows:

e Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic exercise.
Cheating includes copying another student’s homework, class work, or required project (in whole or in part)
and/or presenting another’s work as the student’s own. Cheating also includes giving, receiving, offering, and/or
soliciting information on a quiz, test, or examination.

e Plagiarism is the copying of any published work such as books, magazines, audiovisual programs, electronic
media, and films or copying the theme or manuscript of another student. It is plagiarism when one uses direct
guotations without proper credit or when one uses the ideas of another without giving proper credit. When three
or more consecutive words are borrowed, the borrowing should be recognized by the use of quotation marks
and proper parenthetical and bibliographic notations.

If, upon investigation, the instructor determines that the student is guilty of cheating or plagiarism, the following penalties
will apply:

e The student will receive a penalty of no less than a zero on the work in question.

e The instructor will submit a Student Academic Misconduct Form, written report of the incident, to the appropriate
dean.

e The dean will submit form to Vice President for Learning to determine disciplinary action.

e The Vice President for Learning will determine whether further disciplinary action will be taken.





o All decisions may be appealed for review through the college’s academic appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender, religion,
marital status, veteran’s status, national origin, disability, or sexual orientation in making decisions regarding
employment, student admission, or other functions, operations, or activities.

Library Services
Library Homepage: http://southark.libguides.com/homepage Library Contact: LibraryStaff@southark.edu or
870.864.7115

Procedures to Accommodate Students with Disabilities:
If you need reasonable accommodations because of a disability, please report this to the Vice President of Student
Services with proper documentation. . VPSS Contact: 870.875.7262

The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College employs an Early Alert
System to identify and support at-risk students as soon as possible in a given semester. The intent of Early Alert is to
provide this assistance while there is still time to address behaviors or issues that have the potential of preventing
students from completing their courses and degree plans. Students referred through the Early Alert System will be
required to work on a corrective action plan with their student advising coach and to include attendance accountability
and mandatory academic tutoring either in the academic division or in the Testing and Learning Center (TLC).

Once the Student Advising Coach has met with the referred student, and again when the student has met the
prescribed corrective actions, the coach will update the Early Alert System so that the instructor is kept informed of the
progress in resolving issues.

Behavioral Review Team

At South Arkansas Community College (SouthArk), we are committed to proactive leadership in student wellbeing and
campus safety. By focusing on prevention and early intervention with campus situations that involve any person
experiencing distress or engaging in harmful or disruptive behaviors, the BRT will serve as the coordinating hub of
existing resources to develop intervention and support strategies and offer case management. Students, faculty, staff,
and campus guests are encouraged to report any person on campus who is a concern. BRT Contact: 870.875.7262
BRT@southark.edu

Date of Revision: 11/1/2017
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Curriculum Committee Proposal

Change or addition requested:

New course

Modification of existing course

Change of course number

Change in curriculum/required courses/prerequisites

< |
|

Plan of Study
Syllabus (If applicable)
Other Update Catalog description; course was left out of current catalog

Brief explanation of change/addition requested: (Use additional sheets if necessary. Scan and send to
Curriculum Committee Chair electronically)

CSCI 1113 Social Media was not included in the 2017 -2018 SouthArk catalog. This is a course already
on inventory, but the description of the course needs to be updated. The learning outcomes will remain
the same.

Reason for requested change/addition:

If request is for new or modified course, please attach syllabus to request.

YES NO
1. Will additional faculty be required to make this change? - X
2. Are Library Media Center resources adequate to meet
requirements for this change? X -
3. Will this change require purchase of additional equipment? I X
4, Will this change require additional space? - X
5. Which divisions will be affected by this change? Business & Information Technology; CIT Dept
6. Have you consulted division heads affected? X -
7. Have you consulted program heads affected? X o
8. If the change is a course, what is the projected enroliment? 10 - 24 Students
9, If the change is a course, how often would this course be offered? once a year
10. Does this change affect a general education course? - X
11. If so, list major and degree. Restricted Elective for CIT AAS degree seeking student
Signature of Division Dean__James Yates approve do not approve

Signature of Curriculum Committee<Chai approve / do not approve







This is a SouthArk Master Syllabus. The course syllabus distributed by the instructor may include additional
requirements, must be followed by the student in the given term, and is considered to supersede the Master
Syllabus.

Course Number
CSCI 1113

Course Title
Social Media

Course Description

Students will explore the possibilities and limitations of social media and will have hands-on experience with several
forms of social media technology. Topics include: using social media productively (for personal use or otherwise) as
well as evaluating new tools and platforms.

College Mission
South Arkansas Community College promotes excellence in learning, teaching, and service; provides lifelong
educational opportunities; and serves as a cultural, intellectual, and economic resource for the community.

College Wide Student Learner Outcomes
X Critical Thinking LIResponsibility CJCommunication
ACTS Coursel Program Course Computer Information Technology

ACTS Outcomes

Program Outcomes

PO1 Troubleshooting: Identify and resolve technical issues using appropriate technologies or analytical tools.
PO2 Business communications: Demonstrate communications skills in a business environment.

PO3 Hardware/Software Skills: Demonstrate proficiency as defined by the CIT department, in recognized industry
software or hardware.

PO4  Business Ethics: Identify situations that present ethical dilemma inherent in information technology.

Course Learner Outcomes
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CLO 1 | Create and maintain a PO1 Quizzes
blog using a common 3 PO4 Hands-on projects
blogging platform.
CLO 2 | Integrate social media PO1 Quizzes
tools for collaborative 2 PO4 Hands-on projects
work.
CLO 3 | Evaluate multiple forms of 1 PO1 Quizzes
social media. PO4 Hands-on projects
CLO 4 | Practice appropriate 4 PO1 Quizzes
online behavior. PO4 Hands-on projects

Unit Outcomes/ Competencies/ Objectives
U1LO - Platforms
1. Facebook





2. YouTube
3. Twitter
4. Other platforms

U2LO — Uses of social media
1. Communication

. Collaboration

. Entertainment

. Inspiration

. Education

. Marketing

OO, WN

U3LO - Blogging

1. What is a blog?

2. Uses of a blog

3. Blogging Technology (e.g. WordPress)
4. Creating a blog

U4LO — Online Behavior
1. Netiquette
2. Safety/Security

Assessment Description(s)
Summative assessments consist of two social media projects—one to market/build a following for the student’s
business/cause (whether real or fictional), one to create a social media marketing plan for a local non-profit.

Materials and Technological Requirements

. USB flash drive

. Access to a computer

. Access to the Internet (broadband is preferred)

. South Arkansas Community College email account (http://webmail.southark.edu)

. South Arkansas Community College Blackboard account (http://blackboard.southark.edu)

Class Attendance Policy

Students are expected to attend all classes in which they are enrolled. If a student is absent from a class session, it is
the student’s responsibility to make arrangements to complete or make up any work missed. No make-up work for
missed classes will be allowed without the approval of the instructor. Students who enroll late must assume all
responsibility for work missed. Classes not attended as a result of late enroliment may be counted toward excessive
absences. Students not attending the entire class period may be counted absent for that period. An instructor may
drop students with a grade of “WE” if students have been absent for an excessive number of days. Warning letters will
be sent to the students advising them of the consequences of nonattendance and urging them to contact their
instructors immediately. Excessive absences are defined as follows:

Regular Semester

Courses which meet 0NCe & WEEK..........cooiiiiiiiiiiiii 2 absences
Courses that meet twice per WEEK ..........oooiiiiiiiiiiiii 3 absences
Courses that meet four times per Week ... 5 absences

Summer Session
Courses that meet four times per week in a five week session ............ccccccevvvinnnnn. 3 absences
Courses which meet two evenings per week in a 10 week session.............ccccoeee.e. 3 absences

Students enrolled in special programs or individualized instruction should contact their program director/instructor
regarding specific attendance requirements for the program/course. Some of the selective-admission, health-science
programs have specific criteria regarding attendance. Students are encouraged to refer to program policies in these
matters.

Jury Duty/Military/Official School Function
Scheduled absences are those that occur due to college-related activities or as a result of summons to jury duty or
military duty. Classes missed as a result of scheduled absences will not be counted as excessive absences if the






instructor is notified and provided documentation prior to the absence(s). Make-up work for scheduled absences will
be at the discretion of the instructor.

In all instances, documentation must be provided to the instructor within 24 hours of receipt. Documentation should
come from an appropriate party on letterhead or other official stationery with a signature and contact information.
Documentation should list the corresponding dates of the leave.

Medical leave

For medical-related absences, documentation must include written notice from the treating medical professional
documenting time needed off related to medical reasons and time student may resume classes. The medical reason
does not need to be listed on the documentation; the documentation must include only that there is a medical reason,
the amount of time the student needs to be absent, and the time the student should be able to return to classes.
Students who elect to work at home while on excused leave must meet with their instructors to make arrangements to
do so. Working on coursework while on medical leave is not a requirement but can be requested by students. If
students request that they be allowed to work at home while on an excused leave, the instructor will make every
reasonable effort to ensure that the student is able to do so.

For students who have a medical condition necessitating time off or accommodation:

1) They may work at home on assignments if they choose to if on medical leave approved by a medical professional

2) Receive appropriate accommodations related to coursework (i.e., excused from labs with potentially harmful
chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes

4) Be allowed to make up any missed work related to medical leave

5) Receive incompletes on their transcripts until coursework is completed, according to the incomplete grade

contract.

6) Be given a reasonable time frame in which to complete missed coursework

Academic Honesty Policy

Students enrolled at South Arkansas Community College are expected at all times to uphold standards of integrity.
Students are expected to perform honestly and to work in every way possible to eliminate academic dishonesty.
Academic dishonesty includes cheating and plagiarism, which are defined as follows:

e Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic exercise.
Cheating includes copying another student’s homework, class work, or required project (in whole or in part)
and/or presenting another’s work as the student’s own. Cheating also includes giving, receiving, offering,
and/or soliciting information on a quiz, test, or examination.

e Plagiarism is the copying of any published work such as books, magazines, audiovisual programs, electronic
media, and films or copying the theme or manuscript of another student. It is plagiarism when one uses direct
guotations without proper credit or when one uses the ideas of another without giving proper credit. When
three or more consecutive words are borrowed, the borrowing should be recognized by the use of quotation
marks and proper parenthetical and bibliographic notations.

If, upon investigation, the instructor determines that the student is guilty of cheating or plagiarism, the following
penalties will apply:

e The student will receive a penalty of no less than a zero on the work in question.

e The instructor will submit a Student Academic Misconduct Form, written report of the incident, to the
appropriate dean.

e The dean will submit form to Vice President for Learning to determine disciplinary action.

e The Vice President for Learning will determine whether further disciplinary action will be taken.

o All decisions may be appealed for review through the college’s academic appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender, religion,
marital status, veteran’s status, national origin, disability, or sexual orientation in making decisions regarding
employment, student admission, or other functions, operations, or activities.

Library Services
Library Homepage: http://southark.libguides.com/homepage Library Contact: LibraryStaff@southark.edu or
870.864.7115
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Procedures to Accommodate Students with Disabilities:

If you need reasonable accommodations because of a disability, please report this to the Vice President of Student
Services with proper documentation. . VPSS Contact: 870.875.7262

The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College employs an Early Alert
System to identify and support at-risk students as soon as possible in a given semester. The intent of Early Alert is to
provide this assistance while there is still time to address behaviors or issues that have the potential of preventing
students from completing their courses and degree plans. Students referred through the Early Alert System will be
required to work on a corrective action plan with their student advising coach and to include attendance accountability
and mandatory academic tutoring either in the academic division or in the Testing and Learning Center (TLC).

Once the Student Advising Coach has met with the referred student, and again when the student has met the
prescribed corrective actions, the coach will update the Early Alert System so that the instructor is kept informed of
the progress in resolving issues.

Behavioral Review Team

At South Arkansas Community College (SouthArk), we are committed to proactive leadership in student wellbeing and
campus safety. By focusing on prevention and early intervention with campus situations that involve any person
experiencing distress or engaging in harmful or disruptive behaviors, the BRT will serve as the coordinating hub of
existing resources to develop intervention and support strategies and offer case management. Students, faculty, staff,
and campus guests are encouraged to report any person on campus who is a concern. BRT Contact: 870.875.7262
BRT@southark.edu

Date of Revision: 10/13/2016






Curriculum Committee Proposal

Change or addition requested:

New course

Modification of existing course

Change of course number

Change in curriculum/required courses/prerequisites

= |
|

Plan of Study
Syllabus (If applicable)
Other Update Catalog description; course was left out of current catalog

Brief explanation of change/addition requested: (Use additional sheets if necessary. Scan and send to
Curriculum Committee Chair electronically)

CSCl 1113 Social Media was not included in the 2017 -2018 SouthArk catalog. This is a course already
on inventory, but the description of the course needs to be updated. The learning outcomes will remain
the same.

Reason for requested change/addition:

If request is for new or modified course, please attach syllabus to request.

YES NO
1. Will additional faculty be required to make this change? - X
2. Are Library Media Center resources adequate to meet
requirements for this change? X -
3. Will this change require purchase of additional equipment? - X
4, Will this change require additional space? . X
5. Which divisions will be affected by this change? Business & Information Technology; CIT Dept
6. Have you consulted division heads affected? X .
7. Have you consulted program heads affected? X -
8. If the change is a course, what is the projected enrollment? 10 — 24 Students
9. If the change is a course, how often would this course be offered? once a year
10. Does this change affect a general education course? - X
11. If so, list major and degree. Restricted Elective for CIT AAS degree seeking student

approve  do not approve

Signature of Division Dean___James Yates

Signature of Curriculum Committe approve / do not approve






Curriculum Committee Proposal

Change or addition requested:
X __ New course CSCl 2533 Mobile Application Programming
Modification of existing course
Change of course number
Change in curriculum/required courses/prerequisites
Plan of Study
Syllabus (If applicable)
Other

Brief explanation of change/addition requested: (Use additional sheets if necessary. Scan and send to
Curriculum Committee Chair electronically) This course was created in response to CIT Advisory
Committee and Futures in Information Technology (FIT) Committee.

Reason for requested change/addition: The advisory committees mentioned above wanted to make
sure that SouthArk was offering computer courses that met the needs of the local community and would
lead to employment. The FIT grant paid for a survey to determine what local employers wanted from
students who graduated with a CIT AAS degree. This course would become a restricted elective for CIT
AAS majors.

If request is for new or modified course, please attach syllabus to request.

YES NO

1 Will additional faculty be required to make this change? - X
2. Are Library Media Center resources adequate to meet

requirements for this change? X -
3. Will this change require purchase of additional equipment? - X
4, Will this change require additional space? - X
5. Which divisions will be affected by this change? _ Business & Information Technology; CIT Dept
6. Have you consulted division heads affected? X -
7. Have you consulted program heads affected? X -
8. If the change is a course, what is the projected enrollment? 15 - 24 Spring 2018
9. If the change is a course, how often would this course be offered? Once a year
10. Does this change affect a general education course? L X
11. If so, list major and degree. Restricted Elective for CIT AAS degree seeking student

Cgitally vignes iy

Signature of Division Dean James Yates

approve  do not approve

| | (e m@
Signature of Curriculum Committee Chair ""_3 ‘(} w % appro do not approve
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Contact Information

Instructor: Linda M. Bates, M.S.
Office: Whitfield Classroom Building Room 131
Office Hours: Monday/Wednesday: 8:00-9:00 AM; Wednesday: 10:15-12:15 PM;

Tuesday/Thursday: 8:00-9:00 AM; 11:30 AM-1:00 PM; Tuesday: 3:30-4:30 PM; or contact me for
an appointment.

Phone: 870-864-7112 E-mail: Ibates@southark.edu
Please allow 24-48 hours for me to respond to your e-mail.

Course Number

1014/L This is a totally online course. The section is 090.

Course Title
College Chemistry Principles I/Lab

Course Description

ACTS Equivalent Course Number = CHEM 1214

Prerequisites: BSTD 0613, BSTD 0513 with a grade of “C” or better, or make an appropriate score on the placement test.
This is an algebra-based college chemistry course. This course provides a chemistry foundation for work in health-related
areas, process technology, and other careers needing fundamental chemistry concepts. The lecture component
incorporates critical thinking to explore, analyze and evaluate inorganic chemistry including, atomic and molecular
structure, bonding, nomenclature, reactions, stoichiometry, states of matter, solutions, energy, heat, reaction rates,
reaction equilibria, acids and bases, nuclear chemistry, and fundamentals of organic and biochemistry. the laboratory
component incorporates critical thinking to investigate, analyze, and evaluate measurement, mass, volume, density and
specific gravity, physical and chemical changes, flame tests and atomic structure, classification of chemical reactions,
mole ratios in chemical equations, temperature, endothermic and exothermic reactions, gas

laws, solution formation and characteristics, spectrophotometry, testing for anions and cations, reaction rates and
equilibrium, acids, bases, pH and buffers, acid-base titration, identification of functional groups in unknowns, carboxylic
acid/ester analysis, and aspirin synthesis. Lab is required. Three hours lecture and two hours laboratory.

College Mission
South Arkansas Community College promotes excellence in learning, teaching, and service; provides lifelong educational
opportunities; and serves as a cultural, intellectual, and economic resource for the community.

College Wide Student Learner Outcomes
X Critical Thinking X Responsibility X Communication

ACTS CourselX Program Course O
ACTS Outcomes

The state requires that we cover certain topics in order to meet the requirements of the Arkansas Course Transfer
System. The requirements are stated below.

Upon completion of this course, the student will be able to recognize, discuss, describe, explain, and apply knowledge of
the following:

. Measurement and Unit Conversions

. Periodic Table

. Structure and Composition of the Atom

. Nuclear Chemistry

. lonic and Covalent Bonding

. Inorganic Nomenclature

. Chemical Reactions

. Identifying Oxidation-Reduction Reactions

. Stoichiometry

10. Energy of Reactions

11. Gas Laws

12. Solutions

13. Equilibria and Acid/Base Reactions

OCO~NOOOTD,WNE

Program Outcomes





Course Learner Outcomes

By the successful completion of this course, the student will demonstrate the ability to:

CLO#

Course
Learner
Outcomes
(CLO)

Unit Outcomes/
Competencies

ACTS
Outcomes

Program
Outcomes

Critical
Thinking

Communication

Responsibility

Assessment

CLO1

Evaluate measurements and
calculate percent error.

Units |-V

Final Exam

CLO 2

Determine elements and
patterns using the Periodic
Table.

Unit 1I:1

CT1

Final Exam

CLO 3

Analyze the structure,
composition, and isotopic
information of the atom.

Unit 11:2

CT1

Final Exam

CLO 4

Differentiate between atomic
and nuclear changes,
radioactivity, fusion, and
fission.

Unit 11:3

CT1

Final Exam

CLO S5

Differentiate between ionic
and covalent bonding.

Unit 11:4

CT1

Final Exam

CLO 6

Write correct nomenclature
for inorganic compounds.

Unit II1:5

CT1

Final Exam

CLO7

Distinguish between the types
of chemical reactions.

Unit l11:1

CT3

Final Exam

CLO 8

Identify oxidation-reduction
reactions and their
components.

Unit l11:1

CT1

Final Exam

CLO9

Solve quantitative problems
in chemistry using
stoichiometry.

Unit 111:2

CT2

Final Exam

CLO10

Evaluate the energy present
in chemical reactions.

Unit 111:3

10

CT2

Final Exam

CLO11

Solve gqualitative and
guantitative problems using
gas laws.

Unit ll1:4

11

CT2

Final Exam

CLO12

Analyze a solution, its
characteristics, and the
gualitative and quantitative
nature of solution
composition.

Unit IV:1,2

12

CT2

Final Exam

CLO13

Solve gqualitative and
guantitative problems in
equilibria and acid/base
reactions.

Unit IV:3-6

13

CT2

Final Exam

CLO14

Apply fundamental concepts
of organic chemistry to solve
gualitative problems.

Unit IV:7

CT1

Final Exam

CLO15

Apply fundamental concepts
of biochemistry to solve
gualitative problems.

Unit IV:8

CT1

Final Exam

CLO16

Demonstrate competency in
the scientific method and
fundamental chemistry lab
techniques by effectively
communicating experimental
findings in writing.

Units |-V

1-3,
5-13

CT4

C1

R2

Laboratory Notebook






Unit Outcomes/ Competencies/ Objectives
Unit I: Measurements and Matter

1. Perform measurements, calculations, and convert units.
2. Analyze matter, its properties and changes.
3. Differentiate between the states of matter.

Unit 1l: Atoms, Nuclear Chemistry, lonic and Molecular Compounds

Determine elements and patterns using the Periodic Table.

Analyze the structure, composition, and isotopic information of the atom.
Differentiate between atomic and nuclear changes, radioactivity, fusion, and fission.
Differentiate between ionic and covalent bonding.

Write correct nomenclature for inorganic compounds.

agrwpnE

Unit 1ll: Chemical Reactions, Quantities, and Gases

1. Balance chemical equations and distinguish between the types of chemical reactions.
2. Solve gquantitative problems in chemistry using stoichiometry and the mole concept.
3. Evaluate the energy present in chemical reactions.

4. Solve qualitative and quantitative problems using gas laws.

c

nit IV: Solutions, Reactions Rates, Equilibrium, Acids/Bases, Introduction into Organic/Biochemistry
Analyze solutions characteristics and calculate concentrations.
Solve dilution problems and determine the influence of particles on a solution’s properties.
Predict how temperature, concentration, and catalysts affect the rate of a reaction.
Analyze chemical equilibrium, expressions, constants, and use LeChéatelier's Principle to decide the effect of
arious changes on equilibrium.
Solve qualitative and quantitative problems in acid/base reactions and equilibria.
Perform acid/base titrations and calculate concentration of a known acid.
Apply fundamental concepts of organic chemistry to solve qualitative problems.
Apply fundamental concepts of biochemistry to solve qualitative problems.

ONogOs AN

Assessment Description(s)
Multiple questions are in the final exam for each outcome. Laboratory reports are evaluated using a standard laboratory
rubric.

Materials and Technological Requirements
1. *Chemistry: The Structures of Life, (5th ed.) by Timberlake, Hardback book, Pearson Publisher, with
MasteringChemistry — Online Help (ISBN: 0321966929) OR

*Chemistry: The Structures of Life, (5th ed.) by Timberlake, loose-leaf, 3-hole punched book with the MasteringChemistry
access code w/ e-book bundle, (ISBN: 9781323324417) OR

*MasteringChemistry access code w/ e-book of Chemistry: The Structures of Life, (5th ed.) by Timberlake (ISBN:
9780133899306)

2. A non-programmable calculator: TI-30XIIS or TI-30XA. Scientific notation/log functions needed.

3. Reliable computer and internet access for online homework, Blackboard, and Student E-mail, etc. Course
announcements and assignments will be posted to Blackboard. Specific student information will be received and sent
only through your e-mail account at SouthArk. (If you have technical problems with Blackboard, please contact the
Distance Learning Director.)

Evaluation

The final course grade will be determined by the student’s scores on four scheduled examinations and the final
comprehensive exam, quizzes, writing assignments, and laboratory assignments and quizzes. The final average for
Chemistry Lab will count 25% and the final average for Chemistry Class will count 75% in computing the final grade. The
grade for the course is based on mastery of written objectives, not upon the performance of other students: the grades
are not curved.

The exams and quizzes are closed-book, closed-notes unless the instructor decides otherwise, and no exams are
optional.

All assignments will be graded with the same weight given to points assigned, with (total points accumulated) divided by
(total points assigned) x 100 to figure the final grade average.





In order to pass the course you must pass both lecture and lab with an average of at least 60% in each. Please
remember, a “C” or better is usually required for transfer credit and/or a degree.
Grading scale will be:

A =89.5-100
B=79.5-89.4
C=695-794
D=595-694

F=less than 59.5 in lecture or lab

Instructional Methodology
The instructional methods and activities in this course will include discussion, video, laboratory investigations, media
presentations, assigned reading, guided inquiry problems, quizzes, homework, and scheduled exams.

Class

1. Exams: The exams will reflect the learning objectives given for each unit, objectives from the previous units, and
laboratory activities. Each of the four exams will be composed of multiple choice questions and open response questions.
The final comprehensive exam will consist of questions in a multiple choice format. Exams will be taken in
MasteringChemistry.

* Each exam is worth 100 points. The comprehensive final exam is worth 300 points. The comprehensive exam will
include questions regarding laboratory investigations. There will be no exemptions from the final exam. Students whose
grade on the final exam is higher than their lowest exam grade may substitute the grade on the final exam for this lowest
exam grade unless a zero has been received due to disciplinary actions. The final exam score will be scaled out of 100
points if it is to be used as a replacement. If the scheduled exam is missed due to a documented extenuating
circumstance, either a make-up exam is to be taken (before the final exam week) or the final exam may be also counted
as the score on the missed exam. The student will be allowed to make-up only ONE exam during the semester. All
exams are returned for a brief period for the student to review. All exams will remain the property of the instructor.

2. Homework: Problems and additional exercises will be assigned through MasteringChemistry. Completing the
homework assignments and discussing any problems you may have will help you become successful in this course.
Homework due dates will be assigned and late submissions will not be accepted. If you have partially completed an
assignment, your grade will reflect the portion of the assignment completed by the due date. The percentage of points
earned will be reported as your Final Homework Grade and will count as a possible 100 points of the total course grade.

3. Quizzes: There will be approximately 10 quizzes given throughout the semester. Quizzes are worth 10 points each.
The quizzes will be based on the information/activities covered in the previous class session, homework, and the reading
assignments due. The quizzes will be used to assess understanding of the classwork/homework students are completing
daily. Quizzes will be taken in MasteringChemistry.

4. Project/Writing Assignments: There will be two assignments worth 50 points each. No due date extensions are given
for the assignments. Information regarding format will be provided in a separate handout.

5. Class Grading Policy:

Homework = 100 pts
10 quizzes @10 pts each = 100 pts
Project/Writing Assignments = 100 pts
Exam 1 = 100 pts
Exam 2 = 100 pts
Exam 3 = 100 pts
Exam 4 = 100 pts
Comprehensive Final Exam = 300 pts

Total = 1000 pts





Lab

6. Lab Grading Policy: Your lab grade will be based on pre-lab activities, written lab reports, and a library research
project.

14 Laboratory Investigations @50 pts each = 700 pts
Library Research Project = 25pts
Total = 725 pts

Appropriate lab behavior is your responsibility. Please following the Hands-on Learning Laboratory information.

Lab reports are due by the due date listed on your calendar. Late lab reports will be docked an immediate 30%. Every
day the lab report is late an additional 10% will be deducted from the original grade. Late lab reports a week late and over
will not be accepted and the score will be zero.

7. Library Research Project: A brief library research project will be assigned to help utilize reference material.
Information regarding the assignment will be provided in a separate handout.

Laboratory activities may not be made up. Your prompt submission of the lab report, etc. by the date due is vital to your
success in this course. If you miss a laboratory report for any other reason than those listed above, you will receive a zero
that report.

Class Attendance Policy

Students are expected to attend all classes in which they are enrolled. If a student is absent from a class session, it is the
student’s responsibility to make arrangements to complete or make up any work missed. No make-up work for missed
classes will be allowed without the approval of the instructor. Students who enroll late must assume all responsibility for
work missed. Classes not attended as a result of late enrollment may be counted toward excessive absences. Students
not attending the entire class period may be counted absent for that period. An instructor may drop students with a grade
of “WE” if students have been absent for an excessive number of days. Warning letters will be sent to the students
advising them of the consequences of nonattendance and urging them to contact their instructors immediately. Excessive
absences are defined as follows:

Regular Semester

Courses which meet 0NCe A WEEK.........cooiiii i 2 absences
Courses that meet tWiCe Per WEEK.........oooviiiiii i 3 absences
Courses that meet four times Per WEEK .........coooveeirii 5 absences

Summer Session
Courses that meet four times per week in a five week Session ..., 3 absences
Courses which meet two evenings per week in a 10 week Session..............ceeeen. 3 absences

Students enrolled in special programs or individualized instruction should contact their program director/instructor
regarding specific attendance requirements for the program/course. Some of the selective-admission, health-science
programs have specific criteria regarding attendance. Students are encouraged to refer to program policies in these
matters.

Jury Duty/Military/Official School Function

Scheduled absences are those that occur due to college-related activities or as a result of summons to jury duty or military
duty. Classes missed as a result of scheduled absences will not be counted as excessive absences if the instructor is
notified and provided documentation prior to the absence(s). Make-up work for scheduled absences will be at the
discretion of the instructor.

In all instances, documentation must be provided to the instructor within 24 hours of receipt. Documentation should come
from an appropriate party on letterhead or other official stationery with a signature and contact information.
Documentation should list the corresponding dates of the leave.

Medical leave

For medical-related absences, documentation must include written notice from the treating medical professional
documenting time needed off related to medical reasons and time student may resume classes. The medical reason
does not need to be listed on the documentation; the documentation must include only that there is a medical reason, the
amount of time the student needs to be absent, and the time the student should be able to return to classes. Students
who elect to work at home while on excused leave must meet with their instructors to make arrangements to do so.
Working on coursework while on medical leave is not a requirement but can be requested by students. If students





request that they be allowed to work at home while on an excused leave, the instructor will make every reasonable effort
to ensure that the student is able to do so.

For students who have a medical condition necessitating time off or accommodation:

1) They may work at home on assignments if they choose to if on medical leave approved by a medical professional

2) Receive appropriate accommodations related to coursework (i.e., excused from labs with potentially harmful
chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes

4) Be allowed to make up any missed work related to medical leave

5) Receive incompletes on their transcripts until coursework is completed, according to the incomplete grade contract.

6) Be given a reasonable time frame in which to complete missed coursework

Make-up Policy:

All assignments, quizzes, exams, and projects are due on the date specified and will not be accepted late. If a student
has extenuating circumstances as stated above, it is the student’s responsibility to provide proper documentation to the
instructor. Communication is vital!

Academic Integrity Policy

Students enrolled at South Arkansas Community College are expected at all times to uphold standards of integrity.
Students are expected to perform honestly and to work in every way possible to eliminate academic dishonesty.
Academic dishonesty includes cheating and plagiarism, which are defined as follows:

e Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic exercise. Cheating
includes copying another student’s homework, class work, or required project (in whole or in part) and/or
presenting another’s work as the student’s own. Cheating also includes giving, receiving, offering, and/or soliciting
information on a quiz, test, or examination.

e Plagiarism is the copying of any published work such as books, magazines, audiovisual programs, electronic
media, and films or copying the theme or manuscript of another student. It is plagiarism when one uses direct
guotations without proper credit or when one uses the ideas of another without giving proper credit. When three or
more consecutive words are borrowed, the borrowing should be recognized by the use of quotation marks and
proper parenthetical and bibliographic notations.

If, upon investigation, the instructor determines that the student is guilty of cheating or plagiarism, the following penalties
will apply:
e The student will receive a penalty of no less than a zero on the work in question.
e The instructor will submit a Student Academic Misconduct Form, written report of the incident, to the appropriate
dean.
e The dean will submit form to Vice President for Academic Affairs to determine disciplinary action.
The Vice President for Academic Affairs will determine whether further disciplinary action will be taken.
All decisions may be appealed for review through the college’s academic appeals procedure.

On-Line Class Attendance Policy/Participation Policy

High priority will be placed on your participation in the course. Documentation exist which correlates success in the
subject with class participation.

1. You must check into the course by completing the Discussion Response for Week 1— Introductions (This will be the
first roll check for the course) and turn in your “signature page” stating you have read the syllabus. This is due by January
17, 2018.

2. You must show significant progress in the course every week. This includes turning in weekly assignments.

3. Any assignment extension due to extenuating circumstances (car wreck, death in immediate family, hospitalization,
etc.) must be requested prior to the deadlines or they will not be approved. Approval of the extension due to extenuating
circumstances is made by the instructor.

4. If you do not contact me or show progress in the course weekly, | or another SouthArk representative may contact you
to discuss your situation. Due to non-participation you may be dropped from the course.

5. If we are unable to contact you, we may begin the proceedings to drop you from the course. If you fail to contact me, or
check in, you will not receive any consideration if you need an extension to complete assignments, regardless of the
reason.





Internet Etiquette

-Make a personal commitment to learning about, understanding, and supporting your peers.

-Assume the best of others in the class and expect the best from them.

-Acknowledge the impact of sexism, racism, ethnocentrism, classism, heterosexism, and ageism on the lives of
class members.

-Recognize and value the experiences, abilities, and knowledge each person brings to class. Value the diversity of
the class.

-Participate actively in the discussions, having completed the readings and thought about the issues.

-Pay close attention to what your classmates write in their online comments. Ask clarifying questions, when
appropriate. These questions are meant to probe and shed new light, not to minimize or devalue comments.
-Think through and re-read your comments before you post them.

-Never make derogatory comments toward another person in the class.

-Do not make sexist, racist, homophobic, or victim-blaming comments at all.

-Disagree with ideas, but do not make personal attacks.

-Be open to be challenged or confronted on your ideas or prejudices.

-Challenge others with the intent of facilitating growth. Do not demean or embarrass others. Encourage others to
develop and share their ideas.

-Be willing to change.

Source: OSU Extended Campus http://k12online.oregonstate.edu/tutorials/discussion_board.htm

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender, religion, marital
status, veteran’s status, national origin, disability, or sexual orientation in making decisions regarding employment,
student admission, or other functions, operations, or activities.

Library Services
Library Homepage: http://southark.libguides.com/homepage Library Contact: LibraryStaff@southark.edu or 870.864.7115

Procedures to Accommodate Students with Disabilities:
If you need reasonable accommodations because of a disability, please report this to the Vice President of Student
Services with proper documentation. VPSS Contact: 870.875.7262

The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College employs an Early Alert System
to identify and support at-risk students as soon as possible in a given semester. The intent of Early Alert is to provide this
assistance while there is still time to address behaviors or issues that have the potential of preventing students from
completing their courses and degree plans. Students referred through the Early Alert System will be required to work on a
corrective action plan with their student advising coach and to include attendance accountability and mandatory academic
tutoring either in the academic division or in the Testing and Learning Center (TLC). Once the Student Advising Coach
has met with the referred student, and again when the student has met the prescribed corrective actions, the coach will
update the Early Alert System so that the instructor is kept informed of the progress in resolving issues.

Behavioral Review Team

At South Arkansas Community College (SouthArk), we are committed to proactive leadership in student wellbeing and
campus safety. By focusing on prevention and early intervention with campus situations that involve any person
experiencing distress or engaging in harmful or disruptive behaviors, the BRT will serve as the coordinating hub of
existing resources to develop intervention and support strategies and offer case management. Students, faculty, staff, and
campus guests are encouraged to report any person on campus who is a concern. BRT Contact:

870.875.7262 BRT @southark.edu

The Instructor reserves the right to modify the syllabus if deemed necessary.

Date of Revision: 11/7/2017
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Curriculum Committee Proposal

Change or addition requested:
New course
___%__ Modification of existing course
Change of course number
Change in curriculum/required courses/prerequisites
Plan of Study
___x__ Syllabus (If applicable)
Other

Brief explanation of change/addition requested: (Use additional sheets if necessary. Scan and send to
Curriculum Committee Chair electronically)

*College Chemistry Principles I/Lab (CHEM 1014/L} to be offered as a completely online course
*Face-to-face will also be offered

Reason for requested change/addition:

*increased number of students needing CHEM 1014/L in an online format

*reduce barriers for students needing this course such as course availability, time, distance, work
schedules conflicting as to when course is offered, provide additional section (Spring 2016) was
completely full

If request is for new or modified course, please attach syllabus to request.

YES NO

1. Will additional faculty be required to make this change? X

(Faculty needed to teach face-to-face section)
2. Are Library Media Center resources adequate to meet

requirements for this change? X
3. Will this change require purchase of additional equipment? X
4, Will this change require additional space? X
5. Which divisions will be affected by this change? __Liberal Arts and Sciences, Health Sciences__
6. Have you consulted division heads affected? X
7. Have you consulted program heads affected? X
8. If the change is a course, what is the projected enrollment? _ 10-24
9. If the change is a course, how often would this course be offered? _1 x/year
10. Does this change affect a general education course? X
11. If so, list major and degree.

. L James Yates

Signature of Division Dean approve  do not approve

Signature of Curriculum Committee Ch4] do not approve







Curriculum Committee Proposal

Change or addition requested:

New course
__X___ Modification of existing course
Change of course number

Plan of Study
Syllabus (If applicable)
Other

Change in curriculum/required courses/prerequisites

Brief explanation of change/addition requested: (Use additional sheets if necessary. Scan and send to

Curriculum Committee Chair electronically)

*The change is to change RESP 1001 Intro to Respiratory Therapy from face to face to online

Reason for requested change/addition:

*Increased number of students needing RESP 1001 in an online format
*Reduce barriers for students needing this course such as course availability, time, distance, work

schedules conflicting as to when course is offered

If request is for new or modified course, please attach syllabus to request.

YES NO
1. Will additional faculty be required to make this change? X
2. Are Library Media Center resources adequate to meet
requirements for this change? X
3. Will this change require purchase of additional equipment? X
4, Will this change require additional space? X
5. Which divisions will be affected by this change? Respiratory Therapy
6. Have you consulted division heads affected? X
7. Have you consulted program heads affected? X
8. If the change is a course, what is the projected enrollment? 10
9. If the change is a course, how often would this course be offered? Fall and Spring
10. Does this change affect a general education course? X
11. If so, list major and degree.
¢ y@ Pocecyrimicd =

. L. Date: 2018.01.24

Signature of Division Dean 11:52:05 -06'00' approve do not approve
Ster“ng D. g:girtlﬁlg;i.ggfﬁyszole I:l

. . . . Cla oole Date: 2018.01.25

Signature of Curriculum Committee Chair ~1ayP 08:34:33 -0600 approve  do not approve
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Instructor: Mrs. Bernadette Hall

Office: HSC 368

Email: bghall@southark.edu

Office Phone: 870-875-7285

Office Hours: M/T: 8:00-11:50 am

2:00-4:00 pm

W/TH: Clinical Day
Fri: By appointment

To contact me about this course, you should use your SouthArk email or the “email’ tool in Blackboard
that is located under the Course Tools tab. Be sure to check your email daily for updates and feedback
regarding the class. Emails will be responded to within 24-48 hours during the week, any contact after
12:00pm on Friday will be returned the following week. PLEASE NOTE: The response times do not
apply during campus recognized holidays.

Course Number
RESP 1001

Course Title
Introduction to Respiratory Therapy

Course Description

This course introduces the student to respiratory care as a profession and the roles and responsibilities of the
respiratory therapist in today’s health care environment. Course content will include the history of the
profession as well as current roles, future trends, and didactic and clinical requirements

College Mission

South Arkansas Community College promotes excellence in learning, teaching, and service; provides
lifelong educational opportunities; and serves as a cultural, intellectual, and economic resource for the
community.

College Wide Student Learner Outcomes
X Critical Thinking CIResponsibility COCommunication
ACTS Coursell Program Course

Program Outcomes

1. Acquiring and evaluating clinical data and assessing the cardiopulmonary status of patients.

2. Performing and assisting in the performance of prescribed diagnostic studies such

as: obtaining blood samples, blood gas analysis, pulmonary function testing, and

polysomnography and evaluating the data to assess the appropriateness of prescribed respiratory care.

3. Establishing therapeutic goals for patients with cardiopulmonary disease; participating in the
development and modification of respiratory care plans and conducting case management of patients with
cardiopulmonary and related diseases.

4. Initiating prescribed respiratory care treatments, managing life support activities,

evaluating and monitoring patient responses to such therapy and modifying the

prescribed therapy to achieve the desired therapeutic objectives;

5. Initiating and conducting prescribed pulmonary rehabilitation; providing patient, family, and community
education; promoting cardiopulmonary wellness, disease prevention, and disease management.
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6. Promoting evidence-based practice by using established clinical practice guidelines
and by evaluating published research for its relevance to patient care.

ACTS Outcomes

Course Outcomes

# - o -

8 8 S S 2 =

. — wn +— —_ [

g & S2 |0 |EE| £ 8| B 2

= SE|5 |38l F | § | ¢ 2

3 8 g1 L 188| = 2 S i

QO > ©) s < = > 8 e o 171

O 25 0| 2 £ B <
=) 5 O

1 | Define Respiratory Graded weekly
Therapy, major events in assignments/discussion
the history of respiratory 1-12. 123 logs
therapy, and discuss the

X 59-74 4,6
role of the respiratory
therapist in the current
healthcare environment.

2 | Discuss proper infection Graded weekly
control prevention, risk 1,2,3, assignments/discussion
factors for infection, and 13-22 4,6 CTl logs
disinfectant procedures.

3 | Identify the most Graded weekly
common forms of assignments/discussion
respiratory disease. 23-58, 1,2,3, logs
Discuss diagnostic tools | 80-112 4,6
used to diagnose
respiratory diseases

4 | Identify the anatomy and 123 Graded weekly
physiology of the cardiac | 75-112 4’ 6, ’ assighments/discussion
and pulmonary systems ’ logs

Unit Outcomes/ Competencies

Define respiratory care.

Summarize some of the major events in the history of science and medicine.

Explain how the respiratory care profession got started.

Describe the historical development of the major clinical areas of respiratory care.

Name some of the important historical figures in respiratory care.

Describe the major respiratory care educational, credentialing, and professional associations.
Explain how the important respiratory care organizations got started.

Describe the development of respiratory care education.

Predict future trends for the respiratory care profession.

. Understand the elements for delivering quality respiratory care.

. Explain how respiratory care protocols improve the quality of respiratory care services.
. Understand the evidence-based medicine.

. Define health care—associated infections and state how often they occur.
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Describe why infection prevention is important in respiratory care

Identify and describe the three elements that must be present for transmission of infection within a
health care setting.

List the factors associated with an increased risk of a patient acquiring a nosocomial infection.
State the three major routes for transmission of human sources of pathogens in the health care
environment.

Describe strategies to control the spread of infection in the hospital.

Describe how to select and apply chemical disinfectants for processing respiratory care equipment.
Describe equipment-handling procedures that help prevent the spread of pathogens.

State when to use general barrier measures during patient care.

Describe surveillance with regard to infection control.

State the major developmental events of the respiratory system.

Describe how genes control lung development.

Describe the key elements of normal fetal circulation.

State what happens to the respiratory system at birth.

Describe the developmental events in the respiratory system that continue after birth.

Identify the main structures in the thorax and describe their functions.

Identify and describe the primary and accessory muscles of breathing.

Describe the organization of the pulmonary and bronchial circulations and their functions.
Describe how somatic and autonomic nervous systems connect to and control the lungs and
respiratory muscles.

Identify the major structures of the upper respiratory tract and how they function.

Describe how the lungs are organized into lobes and segments and the airways that supply them with

ventilation.

Describe how and why airways produce and move mucus.

Describe how the structures in the respiratory bronchioles and alveoli are organized.

Describe the blood-gas barrier.

Describe the anatomy of the heart and vascular systems.

State the key characteristics of cardiac tissue.

Calculate systemic vascular resistance given mean arterial pressure, central venous pressure, and
cardiac output.

Describe how local and central control mechanisms regulate the heart and vascular systems.
Describe how the cardiovascular system coordinates its functions under normal and abnormal
conditions.

Calculate cardiac output given stroke volume and heart rate.

Calculate ejection fraction given stroke volume and end-diastolic volume.

Identify how the electrical and mechanical events of the heart relate to a normal cardiac cycle.
Describe why patient interviews are necessary and the appropriate techniques for conducting an
interview.

Identify abnormalities in lung function associated with common pulmonary symptoms.

Identify breathing patterns associated with underlying pulmonary disease.

Differentiate between dyspnea and breathlessness.

Identify terms used to describe normal and abnormal lung sounds.

Describe the mechanisms responsible for normal and abnormal lung sounds.

Explain why it is necessary to examine the precordium, abdomen, and extremities in patients with
cardiopulmonary disease.

Describe some of the common abnormalities found during the examination of the precordium,
abdomen, and extremities in patients with cardiopulmonary disease.

Analyze three phases that constitute the course of drug action from dose to effect.
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Describe classes of drugs that are delivered via the aerosol route.

Compare mode of action, indications, and adverse effects that characterize each major class of
aerosolized drug.

Compare available aerosol formulations, brand names, and dosages for each specific drug class.
Select the appropriate drug class for a specific patient or clinical situation.

Assess the outcomes for each class of aerosol drug therapy.

Summarize the philosophical foundations of ethics.

Explain what constitutes an ethical dilemma and how they arise in health care.

Describe how professional codes of ethics apply to ethical decision making.

Explain how traditional ethical principles are useful in resolving ethical dilemmas.

Describe the information that should be gathered before making an ethical decision.

Explain how the systems of civil and criminal law differ.

Describe what constitutes professional malpractice and negligence.

Explain how a respiratory therapist can become liable for wrongful acts.

List the elements that constitute a practice act.

Explain how licensing affects legal responsibility and liability.

Describe how changes in health care delivery have shaped the ethical and legal aspects of practice.
Summarize the basic elements of the Health Insurance Portability and Accountability Act of 1996
(HIPAA).

Describe the role of advance directives and living wills in health care.

State the incidence of pneumonia in the United States and its economic impact.

Discuss the current classification scheme for pneumonia and be able to define hospital-acquired
pneumonia, health care—associated pneumonia, and ventilator-associated pneumonia.

Recognize the pathophysiology and common causes of lower respiratory tract infections in specific
clinical settings.

List the common microbiologic organisms responsible for community-acquired and nosocomial
pneumonias.

Describe the clinical findings seen in patients with pneumonia.

State the radiographic findings seen in patients with pneumonia; state why some patients with
pneumonia may have a normal chest radiograph.

Describe the risk factors associated with increased morbidity and mortality in patients with
pneumonia.

State the criteria used to identify an adequate sputum sample for gram stain and culture.

Describe the techniques used to identify the organism responsible for a nosocomial pneumonia
List the latest recommendations regarding the antibiotic regimens used to treat various types of
pneumonia, both empiric and pathogen specific.

Discuss strategies that can be used to prevent pneumonia.

Describe how the respiratory therapist aids in diagnosis and management of patients with suspected
pneumonia

State definitions of chronic obstructive pulmonary disease (COPD), asthma, and bronchiectasis.
Identify how many Americans are diagnosed with COPD and how many deaths from COPD occur
each year.

Understand the major risk factors associated with the onset of COPD.

Identify the common signs and symptoms associated with COPD.

Describe a treatment plan for a patient with stable COPD and for a patient with an acute
exacerbation.

State the factors associated with the onset of asthma.

Describe the typical clinical presentation of a patient with asthma.

Identify the treatment currently available for a patient with acute asthma.





92. Describe the treatment currently available for patients with bronchiectasis.

93. Identify pulmonary function test results seen in patients with neuromuscular disease.

94. List the potential respiratory complications associated with neuromuscular disease.

95. Identify the clinical signs and symptoms associated with respiratory muscle weakness.

96. Describe techniques for monitoring patients with respiratory muscle weakness.

97. Describe general respiratory care management of patients with respiratory muscle weakness.

98. Describe the clinical findings and treatment for each of the following neuromuscular disorders.

99. Describe the clinical findings and treatment for each of the following neuromuscular disorders:
Duchenne muscular dystrophy (Q: 16), myotonic dystrophy (Q:16), polymyositis (Q: 16),
myasthenia gravis (Q: 17, 18), Lambert-Eaton syndrome (Q: 5), Guillain-Barré syndrome (Q: Case
2, 19), unilateral diaphragmatic paralysis (Q: 20, 21), amyotrophic lateral sclerosis (Q: 2), critical
iliness myopathy (Q: 13, 20) and polyneuropathy (Q: 8), spinal cord injury (Q: 23, 24), stroke (Q:
26, 27), traumatic brain injury (Q: 28), kyphoscoliosis (Q: 9), and flail chest

100. Discuss the clinical findings, radiographic abnormalities, and treatment of patients with respiratory
distress syndrome (RDS).

101. Describe the clinical manifestations and treatment of patients with transient tachypnea of the
newborn (TTN).

102. Describe the pathophysiology, presentation, and treatment of meconium aspiration syndrome

(MAS).

103. Identify the clinical signs and symptoms associated with bronchopulmonary dysplasia (BPD) and
the approaches used to manage these infants.

104. State the etiology and treatment of apnea of prematurity.

105. Describe the pathophysiology, diagnosis, and treatment of persistent pulmonary hypertension of
the newborn (PPHN).

106. Identify the anatomic defects associated with tetralogy of Fallot.

107. Describe the clinical presentation of a ventricular septal defect (VSD).

108. Define the epidemiologic factors associated with increased risk of sudden infant death syndrome

(SIDS).

109. Identify the respiratory problems associated with gastroesophageal reflux disease (GERD).
110. State the clinical findings commonly observed in patients with bronchiolitis.

111. Describe the clinical features and treatment of children with epiglottitis.

112. Describe the clinical manifestations and treatment of cystic fibrosis (CF).

Assessment Description(s)

Weekly assignments will be made based on the material being covered at the time. These assignments will
be graded and the material will be included on course exams. All work must be submitted electronically as
a Microsoft Word documents, in a legible font, via an attachment to an email. All work should be submitted
by the published due date.

PLEASE BE AWARE OF THE GRADING SCALE FOR THIS COURSE. The final grade for this course
will be decided by the number of points you have accumulated relative to the number of points possible.

A=90-100
B=80- 89
C=70-179

D =60 - 69 (failing)
F =59 and below (failing)

Materials and Technological Requirements





Egan’s Fundamentals of Respiratory Care 11th Ed.
ISBN 978-0-323-34136-3

Class Attendance Policy

Because of the nature of distance educations, class attendance will be monitored by evaluation of student
activity through Blackboard. Students are expected to work on this course a minimum of 2 times per week.
The process to drop a student will begin when a student has not logged on to the course and/or has not
participated by submitting assignments for 2 consecutive weeks. If the student is dropped, a “WE” will be
placed on the student’s transcript, which is counted in the GPA as an “F”. If there are questions about this
process, please contact the instructor.

Students are expected to attend all classes in which they are enrolled. If a student is absent from a class
session, it is the student’s responsibility to make arrangements to complete or make up any work missed. No
make-up work for missed classes will be allowed without the approval of the instructor. Students who enroll
late must assume all responsibility for work missed. Classes not attended as a result of late enrollment may
be counted toward excessive absences. Students not attending the entire class period may be counted absent
for that period. An instructor may drop students with a grade of “WE” if students have been absent for an
excessive number of days. Warning letters will be sent to the students advising them of the consequences of
nonattendance and urging them to contact their instructors immediately. Excessive absences are defined as
follows:

Regular Semester

Courses which meet 0nce a WEEK ...........oovviiiiiiiiiiiie e 2 absences
Courses that meet tWiCe PEr WEEK...........ccovueeeiiiieiiiee et 3 absences
Courses that meet four times Per WEEK ...........ocoveeiuieiiiieeiiiee e 5 absences

Summer Session
Courses that meet four times per week in a five week session...................... 3 absences
Courses which meet two evenings per week in a 10 week session ............... 3 absences

Students enrolled in special programs or individualized instruction should contact their program
director/instructor regarding specific attendance requirements for the program/course. Some of the selective-
admission, health-science programs have specific criteria regarding attendance. Students are encouraged to
refer to program policies in these matters.

Jury Duty/Military/Official School Function

Scheduled absences are those that occur due to college-related activities or as a result of summons to jury
duty or military duty. Classes missed as a result of scheduled absences will not be counted as excessive
absences if the instructor is notified and provided documentation prior to the absence(s). Make-up work for
scheduled absences will be at the discretion of the instructor.

In all instances, documentation must be provided to the instructor within 24 hours of receipt.
Documentation should come from an appropriate party on letterhead or other official stationery with a
signature and contact information. Documentation should list the corresponding dates of the leave.

Medical leave

For medical-related absences, documentation must include written notice from the treating medical
professional documenting time needed off related to medical reasons and time student may resume classes.
The medical reason does not need to be listed on the documentation; the documentation must include only
that there is a medical reason, the amount of time the student needs to be absent, and the time the student





should be able to return to classes. Students who elect to work at home while on excused leave must meet
with their instructors to make arrangements to do so. Working on coursework while on medical leave is not
a requirement but can be requested by students. If students request that they be allowed to work at home
while on an excused leave, the instructor will make every reasonable effort to ensure that the student is able
to do so.

For students who have a medical condition necessitating time off or accommodation:

1) They may work at home on assignments if they choose to if on medical leave approved by a medical
professional

2) Receive appropriate accommodations related to coursework (i.e., excused from labs with potentially
harmful chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes

4) Be allowed to make up any missed work related to medical leave

5) Receive incompletes on their transcripts until coursework is completed, according to the incomplete

grade contract.

6) Be given a reasonable time frame in which to complete missed coursework

Academic Honesty Policy

Students enrolled at South Arkansas Community College are expected at all times to uphold standards of
integrity. Students are expected to perform honestly and to work in every way possible to eliminate
academic dishonesty. Academic dishonesty includes cheating and plagiarism, which are defined as follows:
» Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic exercise.
Cheating includes copying another student’s homework, class work, or required project (in whole or in part)
and/or presenting another’s work as the student’s own. Cheating also includes giving, receiving, offering,
and/or soliciting information on a quiz, test, or examination.

»  Plagiarism is the copying of any published work such as books, magazines, audiovisual programs,
electronic media, and films or copying the theme or manuscript of another student. It is plagiarism when one
uses direct quotations without proper credit or when one uses the ideas of another without giving proper
credit. When three or more consecutive words are borrowed, the borrowing should be recognized by the use
of quotation marks and proper parenthetical and bibliographic notations.

If, upon investigation, the instructor determines that the student is guilty of cheating or plagiarism, the
following penalties will apply:

*  The student will receive a penalty of no less than a zero on the work in question.

*  The instructor will submit a written report of the incident to the Vice President for Learning

* The Vice President for Learning will determine whether further disciplinary action will be taken.
» All decisions may be appealed for review through the college’s Academic Appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender,
religion, marital status, veteran’s status, national origin, disability, or sexual orientation in making decisions
regarding employment, student admission, or other functions, operations, or activities.

Library Services
Library Homepage: http://southark.libguides.com/homepage Library Contact: LibraryStaff@southark.edu or
870.864.7115

Procedures to Accommodate Students with Disabilities:
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If you need course adaptions or accommodations because of a disability, please report this to the Vice
President of Student Services with proper documentation.

The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College employs an Early
Alert System to identify and support at-risk students as soon as possible in a given semester. The intent of
Early Alert is to provide this assistance while there is still time to address behaviors or issues that have the
potential of preventing students from completing their courses and degree plans. Students referred through
the Early Alert System will be required to work on a corrective action plan with their student advising coach
and to include attendance accountability and mandatory academic tutoring either in the academic division or
in the Testing and Learning Center (TLC).

Once the Student Advising Coach has met with the referred student, and again when the student has met the
prescribed corrective actions, the coach will update the Early Alert System so that the instructor is kept
informed of the progress in resolving issues.

Behavioral Review Team

At South Arkansas Community College (SouthArk), we are committed to proactive leadership in student
wellbeing and campus safety. By focusing on prevention and early intervention with campus situations that
involve any person experiencing distress or engaging in harmful or disruptive behaviors, the BRT will serve
as the coordinating hub of existing resources to develop intervention and support strategies and offer case
management. Students, faculty, staff, and campus guests are encouraged to report any person on campus
who is a concern. BRT Contact: 870.875.7262 BRT @southark.edu

Course Schedule: Revised 1/23/2018
(Schedule is tentative and is, therefore, subject to change per faculty member/program director as needed)

Course RESP 1001.090
Intro to Respiratory Therapy
Spring 2018

Instructions

** All Assignments are Due at 11:45 p.m. on their Due Date

** All Web Activities must be in your own words. Do not Copy/Paste from the Websites
** For Web Activities only complete the question(s) listed on this assignment sheet

Date | Week | Chapter Topic Assignment Due Date
Jan10 |1 Syllabus Ch. 1 & History of Respiratory Care | Sunday,
Submit Quiz 1 Jan 14

Ch.1History of
Respiratory Care

Jan15 |2 Ch. 2. Delivering Ch. 2 Delivering Evidence —Based Sunday,
Evidence —Based Resp. Submit Quiz 2 Jan 21
Care

Jan22 |3 Ch.4 Principles of Ch. 4 Principles of Infection Sunday,
Infection Prevention and Prevention and Control Jan 28
Control Submit Quiz 3

Jan29 |4 Ch. 9 The Respiratory Ch. 9 The Respiratory System Sunday,

System Submit Quiz 4 Feb 4






Course RESP 1001.090
Intro to Respiratory Therapy
Spring 2018

Instructions
** All Assignments are Due at 11:45 p.m. on their Due Date

** All Web Activities must be in your own words. Do not Copy/Paste from the Websites

** For Web Activities only complete the question(s) listed on this assignment sheet

Date | Week | Chapter Topic Assignment Due Date
Submit Test 1 History of Respiratory
Care / Infection Control/ Ch2.
Delivering Evidence —Based
Feb5 |5 Ch. 10 Cardiovascular Ch. 10 Cardiovascular System Sunday,
System Submit Quiz 5 Feb 11
Submit Test 2/ The Respiratory
System/ Cardiovascular System
Feb12 |6 Ch. 16 Bedside Ch. 16 Bedside Assessment of the Sunday,
Assessment of the Patient | Patient Feb 18
Submit Quiz 6
Feb19 |7 Ch. 35 Pharmacology Ch. 35 Pharmacology Sunday,
Submit Quiz 7 Feb 25
Feb26 |8 Medical Terminology Ch. 5 Ethical and Legal Implications | Sunday,
Hand Out of Practice March 4
Submit Quiz 8
Submit Test 3 Ch.16 Bedside
Assessment of the Patient/ Ch.35
Pharmacology
March5 | 9 Ch. 24 Pulmonary Ch. 24 Pulmonary infection Sunday,
infection Submit Quiz 9 March 11
March | 10 Ch. 25 Cardiopulmonary | Ch. 25 Cardiopulmonary Disease Sunday,
12 Disease COPD/ COPD/ Emphysema March 18
Emphysema Submit Quiz 10
March | 11 SPRING BREAK —NO | SPRING BREAK - NO CLASSES
19 CLASSES
March | 12 Submit Test 4 Sunday
26 Cardiopulmonary Disease/ Ch.24 April 1
Pulmonary infection/Ch. 5 Ethical
and Legal Implications of Practice
March | 13 Ch. 32 Neuromuscular Ch. 32 Neuromuscular Disease Sunday
26 Disease Guillian-barre Guillian-barre Syndrome/Myasthenia | April 1
Syndrome/Myasthenia Gravis
Gravis/Lou Gehrig Submit Quiz 11
Disease/Kyphoscoliosis
April2 | 14 Ch.33 Sleep Disorder Ch. 33 Sleep Disorder Sunday
Submit Quiz 11 April 8
Submit Quiz 12
April9 | 15 Ch. 34 Neonatal and Ch. 34 Neonatal and Pediatric Sunday

Pediatric

Submit Quiz 13

April 15






Course RESP 1001.090
Intro to Respiratory Therapy
Spring 2018

Instructions

** All Assignments are Due at 11:45 p.m. on their Due Date

** All Web Activities must be in your own words. Do not Copy/Paste from the Websites
** For Web Activities only complete the question(s) listed on this assignment sheet

Date | Week | Chapter Topic Assignment Due Date
April 16 | 16 Screen Shot Assignments | Ch. 32 Neuromuscular Disease/ Sunday
Due Ch.33 Sleep/ Ch.34 Neonatal and April 22
Peds
Submit Test 5
April 23 | 17 Observation Day form Submit Observation Day form Sunday
Due April 29
April 28 | 18 Final Exam Final Exam Thursday,
- May 3 Final Exam will be available May 3
Saturday — Tuesday (4/28-5/3)







Curriculum Committee Request Procedures

Follow these procedures when submitting curriculum changes to the
Curriculum Committee Chairperson:

1. Identify the course/curriculum/plan of study and the reason for changes,
updates, and/or implementations of new developments.

2. Use the Proposal Request Form is in the Curriculum Committee folder in
the U:drive as a guide.

3. Make changes in DRAFT form in the documents that support the request:
Course and Master Syllabus, program plan of study, external accrediting
agency documents (if applicable).

4. Have the request reviewed and cleared by Academic Registrar’s office.

5. Have request reviewed, approved and signed by the Division Dean.

6. Email the Request Form, Syllabi, Plan of Study, and any additional
documents to the Curriculum Committee Chairperson.

7. Submit all request documents to the Chairperson of the Curriculum
Committee no later than Wednesday one week prior to the Academic
Affairs Council’s regular meeting on the 1st Friday of the month. Requests
must be submitted to the Curriculum Committee by March 1st to
potentially complete the total Shared Governance Process before the end
of the Academic/Fiscal Year.

TIMELINE

1. The Chairperson will review the request and the documentation and ask for
additional information or clarification if needed.

2. The Chairperson will present the request to the Curriculum Committee for a
vote.

3. If the vote fails in Committee, the Chairperson will send the requestor an
explanation.

4. If the vote passes in Committee, the Chairperson will sign the request and
send it to the requestor, the Division Dean, and the VPAA.

5. The request will then be presented to Academic Affairs Council in the next
regular AAC monthly meeting for review and approval according to the
Shared Governance policy.






Curriculum Committee Proposal

Submitted By: Program/Dept:

Change or addition requested:

New course

Modification of existing course

Change of course number

Change in curriculum/required courses/prerequisites
Plan of Study

Syllabus (If applicable)

Other

Brief explanation of change/addition requested: (Use additional sheets if necessary. Scan and send to
Curriculum Committee Chair electronically)

Reason for requested change/addition:

If request is for new or modified course, please attach syllabus to request.

YES NO

1. Will additional faculty be required to make this change? - -
2. Are SouthArk Library resources adequate to meet

requirements for this change? - -
3. Will this change require purchase of additional equipment? - -
4, Will this change require additional space? _ _
5. Which divisions will be affected by this change?
6. Have you consulted division heads affected? _ _
7. Have you consulted program heads affected? _ -
8. If the change is a course, what is the projected enrollment?
9. If the change is a course, how often would this course be offered?
10. Does this change affect a general education course? - -
11. If so, list major and degree.
Signature of Division Dean approve  do not approve

Signature of Curriculum Committee Chair approve do not approve
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MISSION, PURPOSE, VALUE

Mission Statement

It is the mission of the South Arkansas Community College Library to promote the
mission and goals of South Arkansas Community College by providing a wide variety of
supportive materials and services and to assist the administration, faculty, students, and
staff of the college and residents of Union County in their access to information.
Purpose Statement

The SouthArk library strives to provide an environment that fosters excellence in
learning and teaching.

Value Statement

e Excellence in Education

The SouthArk Library is dedicated in providing the best possible service to our patrons and
working to present the services with dependability, professionalism, and effectiveness.

e Student Learning

The SouthArk Library provides access to resources to promote and support learning
objectives of students.

e Contribution to the Community

The SouthArk Library provides an attractive and secure setting that is conducive to study,
work, research, and learning by using resources in an effective and efficient manner.

e Quality of Work Environment
The SouthArk Library values the skills, talents, and uniqueness of our library staff and is
committed to the development of staff expertise through the provision of opportunities to
learn new skills.

e Commitment and Accountability

The SouthArk Library recognizes its accountability in interdisciplinary collection development
by selecting, deselecting, organizing, producing, and evaluating resources.





Affiliations

SouthArk Library is a member of the American Library Association, Association of

College and Research Libraries, Reference and Users Services and the Arkansas
Library Association.
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Policy Title: Library Card Application
Policy Number: 1.1
Date Adopted/Revised: November 2005, November 2013, October 2017

1. SouthArk students and service area residents may obtain a library card. Children
may obtain a library card with parent or guardian approval.

2. Adriver’s license or other photo ID must be shown at time of application. There is
no charge for a library card.





Policy Title: Borrowing Materials
Policy Number: 1.2

Date Adopted/Revised: November 2005, November 2013, October 2017
General Collection

Faculty and staff may check out 5 items for 28 days. An item charged to faculty may be

renewed 2 times, however, the material is subject to recall if another patron requests that item.
SouthArk students may check out 5 books for 28 days and renew them 2 times.

High School students may check out 3 books for 28 days and renew them 1 time. Residents of
South Arkansas may check out 3 books for 28 days and renew 1 time.

Any patron may put a Hold on a book checked out by another patron. Books on hold may not be
renewed. Once a held book is available, it will be reserved for the requesting patron for 1 week,
and then returned to the shelves if not checked out.

Patrons must show their library card to check out books. All items are subject to recall.

Books may be renewed by phone or in person on or prior to the due date.

A 10 cent fine per book per day is assessed for overdue books. Fines must be paid in full before
a patron may check out another book. As a courtesy, fines may be waived for SouthArk
personnel; however, they are subject to replacement costs for lost, damaged, or stolen items.

Reference Collection

Items in the reference collection may only be used in the library and may not circulate. However,
faculty and administrative personnel may check an item out of the library for overnight use. On
occasion, when an item is needed for an extended period, a special request can be made to the
director or designee for a longer check out period.

Faculty and Staff

Faculty and staff of SouthArk enjoy all the privileges of other patrons of the library. However, in
addition to those granted other patrons, the faculty and staff may also use reference material,
multi-media material, newspapers and periodicals and journals for predetermined and limited
periods of time outside the library.





Policy Title: Fines
Number: 1.3
Date Adopted/Revised: November 2005, November 2013

1.

The SouthArk Library is authorized to assess and collect fines for items not
returned to the SouthArk Library when due. The fine will apply to all patrons of
the library. After library materials are 9 weeks past due, there will be a
presumption that the materials are lost.

The amount of the fine is 10 cents per day from due date until the item becomes
9 weeks overdue. Fines for overdue items are collected by the library until the
item is declared lost.

After a book is 9 weeks past the due date, the item is considered lost. If the
patron returns the materials after 9 weeks, he/she is charged the fine.

If the charges are added to a student’s account, he/she is required to settle the
account before requests for transcripts are processed.

SouthArk Library personnel will take found items back if the item is in usable
condition.

The SouthArk Library director or designee will determine on a case-by-case
basis the action to be taken if an item is returned after the cost of the item is paid.
Criteria will include, but not be limited to, the patron’s history of library circulation
policy abuse, the length of time between payment and the return of the item, and
the availability of a replacement copy.

. Library privileges will be suspended for all persons with unpaid library fines or

lost item charges. In addition, students who fail to reconcile business with the
library may be placed on financial and/or academic hold.

Students are notified via email after 7 days, then 6 more times with 7 days
between notices.

Patrons are notified via written notices 2 weeks after the item is overdue; then 1
written notice per month.





Policy Title: Reserve Items
Policy Number: 1.4
Date Adopted/Revised: November 2005, November 2013

1. Faculty and staff may request that items be placed on reserve in the library.
They may also request that programs, video and audio, be taped or otherwise
duplicated as long as such requests do not violate copyright law, and the library
is given adequate notice, at least 24 hours.

2. The faculty may reserve the library for a class, or classes. Reserving the
computers for class use is not available. Faculty and staff may request multi-
media hardware to be delivered to and retrieved from a classroom as long as the
library is notified at least 24 hours in advance of the intended use. However,
multi-media software can only be delivered to the faculty or staff member. Items
will not be delivered to a classroom and left unattended. Other special request
may be submitted to the Vice President of Academic Affairs or the SouthArk
Library Director.

3. Reserve items such as books and videotapes are found on the shelves behind
the Reference Desk.

4. Reserved books are available for use only in the library.





Policy Title: Fax/Copier/Printer Fees

Policy Number: 1.5

Date Adopted/Revised: November 2005, November 2013, October 2017,
November 2017

1. One printer is available for public use. Printouts are 10 cents per page. Print
accounts are available to students and residents. Staff and patrons must follow
the South Arkansas Community College policies governing copyrighted material
(cf. APM 6.13 D, 6.13 E). The library staff can fax SouthArk related materials or
toll-free materials. The library can only receive college related faxes.

2. There is one color copier in the library. Printouts are 10 cents per page for

black/white copies and 25 cents per page for color copies. These copies are not
part of the print account.
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Policy Title: Cell Phones
Policy Number: 1.6
Date Adopted/Revised: November 2005, November 2013, October 2017

1. Cell phones must be placed on silent or turned off upon entering the library.
2. Patrons with cell phones should take all calls outside the library work areas,
including the reading room, computer rooms and viewing rooms. Upon

connecting, the patron should go to the Gallery or to the front of the library
building.

11





Policy Title: Conduct
Policy Number: 1.7
Date Adopted/Revised: November 2005, November 2013, October 2017

1. The SouthArk Library is a place for learning, and patrons’ conduct must support
this purpose. A parent or legal guardian must accompany children under 16
years of age. Older siblings or friends may not bring children under 16 years of
age.

2. The College expects students and patrons to conduct themselves as responsible
members of the college community and to adhere to an appropriate code of
dress and conduct. (approved by Academic Council February 2013)

3. The SouthArk Library patrons are expected to honor the rights of others and to
maintain a non-threatening and respectful composure. Legal violation will result
in immediate notification and action by SouthArk Security.

4. Legal violations include:

Drinking of alcoholic beverages or drug use

Theft/mutilation of materials, furniture or equipment
Harassment of library employees or other patrons of the library
Tampering with fire safety equipment

5. Visitors to the library (student and non-students) will be warned of violations of
the SouthArk Library policy. Repeated disregard of this policy will result in
intervention by SouthArk Security.

6. SouthArk Library policy violations include:

e Electronic devices which are not turned off or set on silent mode

e Failure to comply with policies of limitations on use of equipment, materials,
and/or space.

e Unsupervised children

e Excessive or disruptive noise or activity of any kind

e Abusive, profane, or threatening language

e Viewing or displaying offensive materials in print or online in the presence of
others

12





Policy Title: Interlibrary Loan
Policy Number: 1.8
Date Adopted/Revised: November 2005, November 2013

Interlibrary loans are available for South Arkansas Community College
administration, faculty, staff, and students only. Non-affiliated patrons may request
interlibrary loans from Barton Library.

13





Policy Title: Archives and Special Selections
Policy Number: 1.9
Date Adopted/Revised: October 2017

Manuscript Collection:

Library Procedure Title: ASC: Manuscript Collection

Based On: College Mission, Vision, and Core Values; SouthArk Archives Policies 2015

Procedure Number: LPPM: ASC.1.01
Date Adopted: April 2015

Date Revised: October 2015

Library Policy Statement:

e Through the Archives and Special Collections, the library strives to serve the
academic and enrichment needs of the community and enhance its quality of life
by providing relevant, informative, accurate, and timely materials at several levels
of scholarship. The intention is to present differing views, philosophies, and
ideologies which promotes and fosters cultural and intellectual understanding,
and cognitive abilities.

Library Procedures:

e Grounded on the College Mission, Vision, and Core Values, the library
community best practices, local needs, and copyright agreements, library patrons
have access to archives and special collections records.

Digital Collection:

Library Procedure Title: ASC: Digital Collection

Based On: College Mission, Vision, and Core Values:; SouthArk Archives Policies 2015

Procedure Number: LPPM: ASC.2.01
Date Adopted: April 2015

Date Revised: October 2015

14



http://www.southark.edu/about-southark-2/mission-vision-and-values

file://Suseadmin/share/Library_share/Library%20Policy%20Manual%20October%202015/LPPM%202015%20documents/SouthArk%20Archives%20Policy%20Manual.pdf

http://www.southark.edu/about-southark-2/mission-vision-and-values

file://Suseadmin/share/Library_share/Library%20Policy%20Manual%20October%202015/LPPM%202015%20documents/SouthArk%20Archives%20Policy%20Manual.pdf



Archives and Special Selections
Policy Number: 1.9, cont'd.

Library Policy Statement:

e Through the Archives and Special Collections, the library strives to serve the
academic and enrichment needs of the community and enhance its quality of life
by providing relevant, informative, accurate, and timely materials at several levels
of scholarship. The intention is to present differing views, philosophies, and
ideologies which promotes and fosters cultural and intellectual understanding,
and cognitive abilities.

Library Procedures:
e Grounded on the College Mission, Vision, and Core Values, the library

community best practices, local needs, and copyright agreements, library patrons
have access to archives and special collections records.

15





Policy Title: Library Conference and Study Rooms Policy
Policy Number: 1.10
Date Adopted/Revised: November 2005, November 2013

1. The study rooms are multi-purpose rooms which may be used by individual
students or small groups of students to study, view video tapes or DVDs or listen
to music on CD or audiocassette. Students, staff, faculty, or other patrons
wishing to use these rooms for any of the above reasons have priority.

2. The study rooms may not be used to conduct commercial business.

3. The conference room may be used as are the study room; however, if a group
needs the room for a meeting or a large group of students need it for viewing
course related media, the group should schedule the conference room with the
library staff.

4. The family study room provides a study area for parents who bring young
children to the library. Children may not use nor sit at the computers. Any student
may use this room; however, patrons without children are not to use this area.

5. The student study room located off the Gallery is for student use only.

16





Policy Title: Community Access
Policy Number: 1.11
Date Adopted/Revised: November 2005, November 2013

1. SouthArk Library welcomes the patronage of those who wish to use our
information, research resources, and computers. SouthArk Library encourages
lifelong learning through services provided to eligible patrons, including students,
faculty, and staff of the College; students enrolled in extension courses from
other educational institutions taught on the SouthArk campuses; students from
area high schools; and local residents. In all instances, currently enrolled
students of SouthArk credit classes have priority use of all library materials and
computer resources.

2. Use of the SouthArk Library by non-affiliated SouthArk students or employees is
a privilege granted by the College and in no way is considered to be a right to
access.

3. Disruptive conduct by non-affiliated SouthArk students cannot be permitted and
usage privileges may be denied by the library director or designee.

4. Visitors to the library (affiliated and non-affiliated) will be informed of violations of

the SouthArk Library policy. Disregard of this policy will result in intervention by
SouthArk Security.

17





Policy Title: Group Tours
Policy Number: 1.12
Date Adopted/Revised: November 2005, November 2013, October 2017

1. SouthArk Library welcomes secondary school personnel who wish to bring small
groups of students to use the library’s resources.

2. SouthArk Library organization is based upon the Library of Congress
classification and subject headings systems. These systems differ from the

Dewey Decimal System.

3. When scheduling a library tour, if possible, please supply information about the
assignment or research project.

4. All groups are expected to adhere to the college code of behavior.

18
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Policy Title: Copyright
Policy Number: 2.1
Date Adopted/Revised: November 2005, November 2013

1. (APM 6.13 D.) South Arkansas Community College will not condone, or tolerate
illegal reproduction of any copyrighted item, or the circumvention of protection
devices or measures by its employees, students, or other representatives of the
College.

2. SouthArk will not condone, or tolerate illegal reproduction of any copyrighted
item, or the circumvention of protection devices or measures by non- affiliated
users.

3. (APM 6.13 E.) South Arkansas Community College reserves the right to
discipline any employee, or student including termination of that employee or
expulsion of the student who may violate copyright law, infringe upon copyright,
or circumvent protective measures.

4. SouthArk reserves the right to suspend privileges of non-affiliated users who may
violate copyright law, infringe upon copyright, or circumvent protective measures.

20





Policy Title: Copyright — Fair-Use Printed Material
Policy Number: 2.2
Date Adopted/Revised: November 2005, November 2013

SouthArk Library adheres to the policy of “Fair Use;” it is legal to use portions of
copyrighted material (normally 10% or less) for educational purposes.

21





Policy Title: Copyright — Materials
Policy Number: 2.3
Date Adopted/Revised: November 2005, November 2013

1.

Once information or artistic expression is reduced to a medium, content is
copyrighted. Thus, unless there is a clear statement in books or media materials
themselves that they are “in the public domain,” all items in the SouthArk
Library’s collections are subject to the copyright law of the United States (U.S.
Code Title 17). The law, among other things, governs the making of photocopies
and other reproductions of published material. The person using the equipment is
liable for any infringement.

Relief is provided through the “fair use” provisions of the law. Use of library items
that does not violate the law involves:

Reproducing less than a “substantial and material part” of the item, i.e., more
than ten 10% or 1,000 words, whichever is less,

Copying strictly for nonprofit, educational purposes with no intent to reduce the
author’s gain from the content,

Spontaneity, that is, not using the same portion for the same educational purpose
repeatedly,

Avoiding reproduction of consumable materials like worksheets.

Patrons are referred to the appropriate passages in the Administrative
Procedures Manual:

(APM 6.13 D.) South Arkansas Community College will not condone, or tolerate
illegal reproduction of any copyrighted item, or the circumvention of protection
devices or measures by its employees, students, or other representatives of the
College.

SouthArk will not condone, or tolerate illegal reproduction of any copyrighted
item, or the circumvention of protection devices or measures by non- affiliated
users.

10.(APM 6.13 E.) South Arkansas Community College reserves the right to

discipline any employee or student, including termination of that employee or
expulsion of the student, who may violate copyright law, infringe upon copyright,
or circumvent protective measures.

11.SouthArk reserves the right to suspend privileges of non-affiliated users who may

violate copyright law, infringe upon copyright, or circumvent protective measures.
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12.Unless there is a clear statement in books or media materials themselves that
they are “in the public domain,” all items in the SouthArk Library’s collections are
subject to the copyright law of the United States (U.S Code Title 17). The law,
among other things, governs the making of photocopies and other reproductions
of published material. The person using the equipment is liable for any
infringement.
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Policy Title: Copyright — Interlibrary Loans
Policy Number: 2.4
Date Adopted/Revised: November 2005, November 2013

1.

Interlibrary loans are available to SouthArk faculty, staff and students only. (APM
6.13 VII .A)

Because of copyright restrictions no more than two articles per issue per
magazine will be requested by the library staff. This restriction also applies to
online retrieval. (APM 6.13 VIl .B)

No more than six (6) articles per magazine will be requested per patron per year.
(APM 6.13 VII .D)

The SouthArk Library complies with the Federal Copyright Law.

The library will charge only what the lending library charges for any interlibrary
loan material.
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Policy Title: Copyright — Fair-Use Audiovisual Materials
Policy Number: 2.5
Date Adopted/Revised: November 2005, November 2013

Generally, under “Fair Use” it is legal to copy or otherwise use up to 10% of an item
or work for educational purposes. However, that portion which is used may not be
the “keystone” or “climax” of that work and its content and original format may not be
altered.

25





3.1
3.2
3.3
3.4
3.5
3.6
3.7

SOUTH ARKANSAS
COMMUNITY COLLEGE
LIBRARY

CHAPTER 3

COMPUTERS

Computers — User Indemnification Declaration
Computers — User Compliance Policy
Computers — User Access

Computers — Use

Computers — Proper/Improper Use

Wireless Network Access

Computers — Access to Electronic Resources

26





Policy Title: Computers — User Indemnification Declaration
Policy Number: 3.1
Date Adopted/Revised: November 2005, November 2013

1. SouthArk Library makes absolutely no warranties of any kind, either express or
implied, for the services it provides, and will not be held responsible for any
damages suffered by users. This includes, but is not limited to, any loss of data
which results from delays, non-delivery, mis-delivery or service interruptions
caused by either its own negligence or by user error and/or omissions. Any and
all use of information gained from resources held in the library is at the user’s
risk.

2. The user agrees to indemnify and hold harmless South Arkansas Community
College and trustees, agents and employees of South Arkansas Community
College from and against any claim, including reasonable attorney’s fees, arising
out of or related to the use of college hardware, software, and network facilities.
This indemnity will include, without limitation, those claims based on trademark or
service mark infringement, trade name infringement, copyright infringement,
defamation, unlawful discrimination or harassment, rights of publicity and
invasion of privacy.
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Policy Title: Computers — User Compliance Policy

Policy Number: 3.2

Date Adopted/Revised: November 2005, November 2013, October 2017,
January 2018

1.

The SouthArk Library provides unique services to student, faculty, and staff of
SouthArk and non-affiliated users in that access to diverse information is part of
the SouthArk Library’s Mission. To support this mission the library staff will
require that non-affiliated users register as patrons. A patron who uses the
computers agrees to comply with the South Arkansas Community College
computer policy.

Due to the amount of required bandwidth, music, gaming and video downloads
may be suspended during peak usage periods.

The above are general guidelines which attempt to define proper access and use
of the SouthArk Library’s computers. Library staff may and are encouraged to
exercise their own judgment and discretion in the application of these guidelines.
All patrons are to be treated fairly and without discrimination except for age.

There is no expectation of privacy when using computers in the SouthArk Library.
Pornography is defined as “...the depiction of sexual behavior that is intended to

arouse sexual excitement in its audience.”
http://legal-dictionary.thefreedictionary.com/pornography

The Federal Trade Commission has defined sexually explicit content in
connection with virtual worlds as “[d]epictions of description of:

Sexual references;

Full or partial nudity, including depictions of uncovered female breasts, aroused
or unaroused male or female genitalia, and unrealistic or overly detailed genitalia;
Bestiality;

Sexual acts to or with minors (anyone under the age of 18); sexual acts
including, but not limited to, penetration/intercourse, and/or oral sex with or
without another avatar or any other object, including overt sexual toys and/or
sexual aids; or

Sexual behavior that has a violent context.”

http://itlaw.wikia.com/wiki/Sexually _explicit#cite _note-O
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Policy Title: Computers — User Compliance Policy
Policy Number: 3.2 cont.
Date Adopted/Revised: November 2005, November 2013, October 2017

6. SouthArk Library has ZERO tolerance regarding viewing pornography and
sexually explicit materials no matter how it is accessed (website, social media, or
email).

7. SouthArk Security will be called and you will be removed from the Library.
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Policy Title: Computer — User Access
Policy Number: 3.3
Date Adopted/Revised: November 2005, November 2013, October 2017

1. The Internet may be accessed on public access computers.

2. Appropriate use of the Internet or databases will not be denied to anyone for any
reason other than age or previous unacceptable conduct. Under library policy,
any person who is under the age of 16 and not accompanied by a parent or legal
guardian will be denied use of the computers and to the library facilities.

3. The library staff may request a driver’s license or other government issued age
dated identification of patrons requesting to use the computers if there is a
minimum age concern. This request is in no way meant to be discriminatory of
any type other than meeting the age requirement. Access to the computers will
be denied if required identification is not presented. No children under 16 years
of age may use a computer unless accompanied by a parent.

4. Non-affiliated patrons will not be denied access to any computer unless a
SouthArk student needs access for class work.

5. Microsoft Office and similar programs are available in the library.

6. Patrons are responsible for reading the library’s policies available at the
Reference Desk and on the Library website.
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Policy Title: Computers - Use
Policy Number: 3.4
Date Adopted/Revised: November 2005, November 2013

The SouthArk Library observes South Arkansas Community College Computer
Services policies as set forth in the Administrative Procedures Manual (cf. 2.21,
APM 4.8).
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Policy Title: Computers-User Proper/Improper Use
Policy Number: 3.5
Date Adopted/Revised: November 2005, November 2013

1. The Institution and the SouthArk Library cannot be held responsible or libel for
any improper, or illegal use of computer equipment if they are unaware of the
action. However, the college and the library can be held accountable but not libel
if they are aware of such misuse and do nothing to correct it.

2. The library staff will not monitor the computers. The staff is responsible for
maintaining the computers and the integrity of the databases.

3. The library staff will act on complaints. The staff member on duty will investigate
the complaint, and if warranted, that is if the material on display violates
community standards, college policy, or state and federal laws, then the patron
will be warned that his/her action is in violation of library policy. If at any future
time a second warning becomes necessary, that patron can be suspended
indefinitely from the library. All disputed cases involving SouthArk students will be
referred to the Director of the SouthArk Library, Director of Computer Services
and finally the Vice President of Academic Affairs. All disputed cases involving
non-students will be acted upon by the Library Director and the South Arkansas
Community College Security.

4. Any patron, other than a South Arkansas Community College faculty or
administrative staff member, who is in violation of the above paragraph and
claims to be doing research on that particular subject will be referred to the
library director and security will be called. There is zero tolerance for
inappropriate computer use.

5. The SouthArk Library is an Institutional Member the American Library
Association and adheres to the ALA’s Library Bill of Rights.
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Policy Title: Wireless Network Access
Policy Number: 3.6
Date Adopted/Revised: November 2013

The library building including the library, auditorium, student study room, and gallery
have wireless access.
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Policy Title: Computers — Access to Electronic Resources
Policy Number: 3.7
Date Adopted/Revised: November 2013

Any student or patron may use the databases in the library; however, remote access
is authorized by company licenses to only college affiliated students, faculty, or staff.
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SOUTH ARKANSAS
COMMUNITY COLLEGE
LIBRARY
CHAPTER 4

ASSESSMENT

4.1 Assessment — Criteria
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Policy Title: Assessment Criteria

Policy Number: 4.1
Date Adopted/Revised: November 2005, November 2013

1. The assessment of the degree of success of SouthArk Library achievement of its
goals will be measured by 4 basic and distinct methods. Taken individually none
of the criteria are necessarily authoritative. However, taken in conjunction a
reliable assessment of the library will be possible.

2. The criteria, in weighted descending order are:

3. Association of Academic and College Libraries’ (ARCL), Standards for Libraries
in Higher Education (2004)

4. Annual review of how many articulated objectives are successfully achieved.
5. Expert evaluation by the Director of the Library.

6. Comparative statistics of circulation, reference and audio visual usage and set
ups.

7. While the library is concerned with the number of relevant titles and the number
and value of periodicals, there is also a concern for accessibility of all materials.
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Challenges and Reconsideration of Materials
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Policy Title: General Policy for Selection
Policy Number: 5.1
Date Adopted/Revised: November 2005, November 2013, October 2017

It is the policy of SouthArk Library to support the mission and goals of the College,
the teaching curriculum and meet the general needs of Union County residents by
providing a wide variety of instructional materials in various formats and with a
diversity of thought and philosophies.
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Policy Title: Strategies of Selection
Policy Number: 5.2
Date Adopted/Revised: November 2005, October 2017

1. The library will seek to provide relevant, informative, accurate, and timely
materials at several levels of scholarship. The intention will be to present differing
views: philosophies, and ideologies which will promote and foster cultural and
intellectual understanding and cognitive abilities. It must be recognized that the
library is not an archival or research library and cannot sustain that level of
collection.

2. To attain these goals the library will attempt to do the following:

a. Create and maintain an easily accessible collection regardless of format.
b. Establish and maintain a strong reference collection.

c. Provide library instruction, orientations, subject guides, and other
informational guides.

d. Recognize the current state of technology and adapt acquisitions to meet
these changes.

e. Collect material under the guidelines outlined above and consideration to
durability and visual quality.

f.  While maintaining the balance and variety of the collection, a priority will
be given those items specifically requested by students and instructors.
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Policy Title: Responsibility for Selection
Policy Number: 5.3
Date Adopted/Revised: November 2005, November 2013, October 2017

The Library Director will, with recommendations from library staff, active faculty,
students and patrons, have responsibility for the selection of materials.
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Policy Title: Criteria and Policy for Selection
Policy Number: 5.4
Date Adopted/Revised: November 2005, November 2013

1.

In developing the collections (reference, general, periodical, and audiovisual)
regardless of format, SouthArk Library will adhere to a policy of intellectual
freedom, (1940 Statement of Principles on Academic Freedom and Tenure) and
will collect materials to meet the educational goals of the college in general and
the faculty in particular. The materials chosen will reflect a variety of learning
levels, teaching styles, curriculum needs, student, faculty, community and staff
needs and cooperative efforts between libraries. Itis a foundation of this policy
that open access to a wide variety of material and formats will encourage an
understanding of the cultural diversity of the area and the country. Further, that
the “common good depends upon the free search for truth and its free
exposition.” Therefore, material of various beliefs, opinions, ideologies,
philosophies, dogmas and content may be represented in the collection with
impunity.

The library director or designee will actively solicit recommendations from
students, faculty and administrators of the college and non-affiliated patrons. The
library director or designee will also seek reviews in professional journals of
repute. With the aid of the faculty the library director or designee will also
consider the value of any particular item in relation to the existing collection,
diversity, usefulness, date of publication, reputation of the author and, finally, the
price of the item.

Recognizing that the mission of South Arkansas Community College is different
from that of a 4 year college or research institution, timeliness will be a primary
factor in the selection and retention of materials. Collections will be read every 3
to 5 years in an attempt to maintain a level of currency and relevancy applicable
to a community college library.

Gifts will be accepted and will be judged in relation to their relevance to the
general collection and the above standards for selection. Gifts will only be
accepted if the donor agrees to allow the library to: add the items to its collection;
donate the items to another library; sell the items at a library book sale; or
discard the items.

Gifts will be withdrawn from the collection and disposed of following the policy
guidelines set for in policy number.
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Policy Title: Challenges and Reconsideration of Materials
Policy Number: 5.5
Date Adopted/Revised: November 2005, November 2013

1.

If a complaint is made regarding a particular item, whether the item is on the
shelf or is to be purchased, the library director will inform the complainant of the
Selection Policy and request that the patron fill out a Selection Reconsideration
Request.

Within 30 days of receipt of a completed form the library director will review the
guestioned item and will submit a written response to the complaining patron,
and the Library Committee.

If not satisfied with the Director’s response the complainant may request that the
material be brought to the attention of the Library Committee to review the
complaint and the Director’s response. The Committee will respond within 15
working days.

If the complainant remains dissatisfied the library director will notify the Vice
President of Academic Affairs and the President of the college for their
recommendations and final decision. The Director will then notify all concerned
parties of the decision.

During this reconsideration period the challenged material will remain in the
collection and accessible to the other patrons of the library.

The SouthArk Library is a member of the American Library Association, and it

supports the Association’s Bill of Rights, and supports the tenets outlined in the
Intellectual Freedom Manual (Chicago: ALA 1992).
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APPENDIX A

SouthArk Library Request for Policies Review
This document must be completed and submitted to the library staff. The document will
be sent to the Vice President of Academic Affairs.
Date:
Name:
Address:
Phone:
Email:
Date of Incident:

Reason for Request for Policies Review (in one sentence):

Details of incident causing this Request for Policies Review:
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APPENDIX B

Selection Reconsideration Request
Name:
Address:
City: State: Zip: Phone:

Type of material objected to (circle one): book magazine illustrations video
other:

Author:
Title:
Publisher:

Have you read/reviewed the entire work? If no, what sections:

Have you read literary critics reviews? Attach copies of the reviews.

What is your specific objection to this material?

What might be the result of reading/hearing/viewing this material?

What action do you request be taken regarding this material?

Explain your reasons.

What age group is this materials recommended for?

Other comments — use the back if necessary
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Signature

Date
Reviewed by the Director:

Date:

Recommendations of the Director:

Copy sent to Library Committee members — date:

Complaint and recommendations reviewed by the Library Committee — date:

Copy sent to Complainant — date:

Copy sent to Vice President of Academic Affairs — date:

Appealed — date:
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The SouthArk Library Mission, Vision, and Core Values

Mission

The SouthArk Library promotes excellence in learning, teaching, and service, provides lifelong educational
and cultural enrichment opportunities, and serves as an intellectual, cultural, and development resource
for the community.

Vision

The SouthArk Library serves as the leading intellectual resource for our region.!

Core Values

e Excellence in Education —the SouthArk Library is dedicated to providing the best possible service
to our constituents and working to present these services with dependability, professionalism,
effectiveness, and enthusiasm.

e Student Learning — the SouthArk Library provides a dynamic learning environment which includes
access to current and technologically advanced academic resources, instruction and expertise
provided by library staff, and an attractive, secure setting conducive to student success.

e Contribution to the Community — the SouthArk Library contributes to the success, development,
education, and personal enrichment of its constituents by providing access to dynamic
collections, valuable and enjoyable programming, and an attractive, open, and secure
environment that facilitates community engagement.

e Quality of Work Environment — the SouthArk Library values the skills, talents, and uniqueness of
its library staff and is committed to the development of staff expertise through the provision of
opportunities to learn new skills, collaborative information sharing, and educational literature.

e Respect for Diversity — the SouthArk Library values intellectual and cultural diversity and is
committed to providing resources and programming that support engagement with and respect
for diversity.

e Commitment and Accountability — the SouthArk Library bears a compelling responsibility to the
faculty, staff, and students of South Arkansas Community College, the City of El Dorado, and the
surrounding community. The SouthArk Library remains accountable for this responsibility to the
South Arkansas Community College, library constituents, and best professional practices.
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Policy Title: Library Card Application
Policy Number: 1.1
Date Adopted/Revised: November 2005, November 2013, October 2017

1. SouthArk students and service area residents may obtain a library card. Children
may obtain a library card with parent or guardian approval.

2. Adriver’s license or other photo ID must be shown at time of application. There is
no charge for a library card.
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Policy Title: Borrowing Materials

Policy Number: 1.2

Date Adopted/Revised: November 2005, November 2013, October 2017
General Collection

Faculty and staff may check out 5 items for 28 days. An item charged to faculty may be

renewed 2 times, however, the material is subject to recall if another patron requests that item.
SouthArk students may check out 5 books for 28 days and renew them 2 times.

High School students may check out 3 books for 28 days and renew them 1 time. Residents of
South Arkansas may check out 3 books for 28 days and renew 1 time.

Any patron may put a Hold on a book checked out by another patron. Books on hold may not be
renewed. Once a held book is available, it will be reserved for the requesting patron for 1 week,
and then returned to the shelves if not checked out.

Patrons must show their library card to check out books. All items are subject to recall.

Books may be renewed by phone or in person on or prior to the due date.

A 10 cent fine per book per day is assessed for overdue books. Fines must be paid in full before
a patron may check out another book. As a courtesy, fines may be waived for SouthArk
personnel; however, they are subject to replacement costs for lost, damaged, or stolen items.

Reference Collection

Items in the reference collection may only be used in the library and may not circulate. However,
faculty and administrative personnel may check an item out of the library for overnight use. On
occasion, when an item is needed for an extended period, a special request can be made to the
director or designee for a longer check out period.

Faculty and Staff

Faculty and staff of SouthArk enjoy all the privileges of other patrons of the library. However, in
addition to those granted other patrons, the faculty and staff may also use reference material,
multi-media material, newspapers and periodicals and journals for predetermined and limited
periods of time outside the library.
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Policy Title: Fines
Number: 1.3
Date Adopted/Revised: November 2005, November 2013

1.

The SouthArk Library is authorized to assess and collect fines for items not
returned to the SouthArk Library when due. The fine will apply to all patrons of
the library. After library materials are 9 weeks past due, there will be a
presumption that the materials are lost.

The amount of the fine is 10 cents per day from due date until the item becomes
9 weeks overdue. Fines for overdue items are collected by the library until the
item is declared lost.

After a book is 9 weeks past the due date, the item is considered lost. If the
patron returns the materials after 9 weeks, he/she is charged the fine.

If the charges are added to a student’s account, he/she is required to settle the
account before requests for transcripts are processed.

SouthArk Library personnel will take found items back if the item is in usable
condition.

The SouthArk Library director or designee will determine on a case-by-case
basis the action to be taken if an item is returned after the cost of the item is paid.
Criteria will include, but not be limited to, the patron’s history of library circulation
policy abuse, the length of time between payment and the return of the item, and
the availability of a replacement copy.

Library privileges will be suspended for all persons with unpaid library fines or
lost item charges. In addition, students who fail to reconcile business with the
library may be placed on financial and/or academic hold.

Students are notified via email after 7 days, then 6 more times with 7 days
between notices.

Patrons are notified via written notices 2 weeks after the item is overdue; then 1
written notice per month.
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Policy Title: Reserve Items
Policy Number: 1.4
Date Adopted/Revised: November 2005, November 2013

1. Faculty and staff may request that items be placed on reserve in the library.
They may also request that programs, video and audio, be taped or otherwise
duplicated as long as such requests do not violate copyright law, and the library
is given adequate notice, at least 24 hours.

2. The faculty may reserve the library for a class, or classes. Reserving the
computers for class use is not available. Faculty and staff may request multi-
media hardware to be delivered to and retrieved from a classroom as long as the
library is notified at least 24 hours in advance of the intended use. However,
multi-media software can only be delivered to the faculty or staff member. Items
will not be delivered to a classroom and left unattended. Other special request
may be submitted to the Vice President of Academic Affairs or the SouthArk
Library Director.

3. Reserve items such as books and videotapes are found on the shelves behind
the Reference Desk.

4. Reserved books are available for use only in the library.
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Policy Title: Fax/Copier/Printer Fees

Policy Number: 1.5

Date Adopted/Revised: November 2005, November 2013, October 2017,
November 2017

1. One printer is available for public use. Printouts are 10 cents per page. Print
accounts are available to students and residents. Staff and patrons must follow
the South Arkansas Community College policies governing copyrighted material
(cf. APM 6.13 D, 6.13 E). The library staff can fax SouthArk related materials or
toll-free materials. The library can only receive college related faxes.

2. There is one color copier in the library. Printouts are 10 cents per page for
black/white copies and 25 cents per page for color copies. These copies are not
part of the print account.

3. There is a fax charge of $1.00 per page.
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Policy Title: Cell Phones
Policy Number: 1.6
Date Adopted/Revised: November 2005, November 2013, October 2017

1. Cell phones must be placed on silent or turned off upon entering the library.
2. Patrons with cell phones should take all calls outside the library work areas,
including the reading room, computer rooms and viewing rooms. Upon

connecting, the patron should go to the Gallery or to the front of the library
building.
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Policy Title: Conduct
Policy Number: 1.7
Date Adopted/Revised: November 2005, November 2013, October 2017

1. The SouthArk Library is a place for learning, and patrons’ conduct must support
this purpose. A parent or legal guardian must accompany children under 16
years of age. Older siblings or friends may not bring children under 16 years of
age.

2. The College expects students and patrons to conduct themselves as responsible
members of the college community and to adhere to an appropriate code of
dress and conduct. (approved by Academic Council February 2013)

3. The SouthArk Library patrons are expected to honor the rights of others and to
maintain a non-threatening and respectful composure. Legal violation will result
in immediate notification and action by SouthArk Security.

4. Legal violations include:
¢ Drinking of alcoholic beverages or drug use
e Theft/mutilation of materials, furniture or equipment
e Harassment of library employees or other patrons of the library
e Tampering with fire safety equipment

5. Visitors to the library (student and non-students) will be warned of violations of
the SouthArk Library policy. Repeated disregard of this policy will result in
intervention by SouthArk Security.

6. SouthArk Library policy violations include:

e Electronic devices which are not turned off or set on silent mode

e Failure to comply with policies of limitations on use of equipment, materials,
and/or space.

e Unsupervised children

e Excessive or disruptive noise or activity of any kind

e Abusive, profane, or threatening language

e Viewing or displaying offensive materials in print or online in the presence of
others
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Policy Title: Interlibrary Loan
Policy Number: 1.8
Date Adopted/Revised: November 2005, November 2013

Interlibrary loans are available for South Arkansas Community College
administration, faculty, staff, and students only. Non-affiliated patrons may request
interlibrary loans from Barton Library.
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Policy Title: Archives and Special Selections
Policy Number: 1.9
Date Adopted/Revised: October 2017

Manuscript Collection:
Library Procedure Title: ASC: Manuscript Collection

Based On: College Mission, Vision, and Core Values; SouthArk Archives Policies 2015

Procedure Number: LPPM: ASC.1.01
Date Adopted: April 2015

Date Revised: October 2015

Library Policy Statement:

« Through the Archives and Special Collections, the library strives to serve the
academic and enrichment needs of the community and enhance its quality of life
by providing relevant, informative, accurate, and timely materials at several levels
of scholarship. The intention is to present differing views, philosophies, and
ideologies which promotes and fosters cultural and intellectual understanding,
and cognitive abilities.

Library Procedures:

e Grounded on the College Mission, Vision, and Core Values, the library
community best practices, local needs, and copyright agreements, library patrons
have access to archives and special collections records.

Digital Collection:
Library Procedure Title: ASC: Digital Collection

Based On: College Mission, Vision, and Core Values; SouthArk Archives Policies 2015

Procedure Number: LPPM: ASC.2.01
Date Adopted: April 2015

Date Revised: October 2015
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Archives and Special Selections
Policy Number: 1.9, cont'd.

Library Policy Statement:

« Through the Archives and Special Collections, the library strives to serve the
academic and enrichment needs of the community and enhance its quality of life
by providing relevant, informative, accurate, and timely materials at several levels
of scholarship. The intention is to present differing views, philosophies, and
ideologies which promotes and fosters cultural and intellectual understanding,
and cognitive abilities.

Library Procedures:
e Grounded on the College Mission, Vision, and Core Values, the library

community best practices, local needs, and copyright agreements, library patrons
have access to archives and special collections records.
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Policy Title: Library Conference and Study Rooms Policy
Policy Number: 1.10
Date Adopted/Revised: November 2005, November 2013

1.

The study rooms are multi-purpose rooms which may be used by individual
students or small groups of students to study, view video tapes or DVDs or listen
to music on CD or audiocassette. Students, staff, faculty, or other patrons
wishing to use these rooms for any of the above reasons have priority.

The study rooms may not be used to conduct commercial business.

The conference room may be used as are the study room; however, if a group
needs the room for a meeting or a large group of students need it for viewing
course related media, the group should schedule the conference room with the
library staff.

The family study room provides a study area for parents who bring young
children to the library. Children may not use nor sit at the computers. Any student
may use this room; however, patrons without children are not to use this area.

The student study room located off the Gallery is for student use only.
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Policy Title: Community Access
Policy Number: 1.11
Date Adopted/Revised: November 2005, November 2013

1.

4.

SouthArk Library welcomes the patronage of those who wish to use our
information, research resources, and computers. SouthArk Library encourages
lifelong learning through services provided to eligible patrons, including students,
faculty, and staff of the College; students enrolled in extension courses from
other educational institutions taught on the SouthArk campuses; students from
area high schools; and local residents. In all instances, currently enrolled
students of SouthArk credit classes have priority use of all library materials and
computer resources.

Use of the SouthArk Library by non-affiliated SouthArk students or employees is
a privilege granted by the College and in no way is considered to be a right to
access.

Disruptive conduct by non-affiliated SouthArk students cannot be permitted and
usage privileges may be denied by the library director or designee.

Visitors to the library (affiliated and non-affiliated) will be informed of violations of

the SouthArk Library policy. Disregard of this policy will result in intervention by
SouthArk Security.
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Policy Title: Group Tours
Policy Number: 1.12
Date Adopted/Revised: November 2005, November 2013, October 2017

1. SouthArk Library welcomes secondary school personnel who wish to bring small
groups of students to use the library’s resources.

2. SouthArk Library organization is based upon the Library of Congress
classification and subject headings systems. These systems differ from the

Dewey Decimal System.

3. When scheduling a library tour, if possible, please supply information about the
assignment or research project.

4. All groups are expected to adhere to the college code of behavior.
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Policy Title: Copyright
Policy Number: 2.1
Date Adopted/Revised: November 2005, November 2013

1. (APM 6.13 D.) South Arkansas Community College will not condone, or tolerate
illegal reproduction of any copyrighted item, or the circumvention of protection
devices or measures by its employees, students, or other representatives of the
College.

2. SouthArk will not condone, or tolerate illegal reproduction of any copyrighted
item, or the circumvention of protection devices or measures by non- affiliated
users.

3. (APM 6.13 E.) South Arkansas Community College reserves the right to
discipline any employee, or student including termination of that employee or
expulsion of the student who may violate copyright law, infringe upon copyright,
or circumvent protective measures.

4. SouthArk reserves the right to suspend privileges of non-affiliated users who may
violate copyright law, infringe upon copyright, or circumvent protective measures.
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Policy Title: Copyright — Fair-Use Printed Material
Policy Number: 2.2
Date Adopted/Revised: November 2005, November 2013

SouthArk Library adheres to the policy of “Fair Use;” it is legal to use portions of
copyrighted material (normally 10% or less) for educational purposes.
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Policy Title: Copyright — Materials
Policy Number: 2.3
Date Adopted/Revised: November 2005, November 2013

1.

Once information or artistic expression is reduced to a medium, content is
copyrighted. Thus, unless there is a clear statement in books or media materials
themselves that they are “in the public domain,” all items in the SouthArk
Library’s collections are subject to the copyright law of the United States (U.S.
Code Title 17). The law, among other things, governs the making of photocopies
and other reproductions of published material. The person using the equipment is
liable for any infringement.

Relief is provided through the “fair use” provisions of the law. Use of library items
that does not violate the law involves:

Reproducing less than a “substantial and material part” of the item, i.e., more
than ten 10% or 1,000 words, whichever is less,

Copying strictly for nonprofit, educational purposes with no intent to reduce the
author’s gain from the content,

Spontaneity, that is, not using the same portion for the same educational purpose
repeatedly,

Avoiding reproduction of consumable materials like worksheets.

Patrons are referred to the appropriate passages in the Administrative
Procedures Manual:

(APM 6.13 D.) South Arkansas Community College will not condone, or tolerate
illegal reproduction of any copyrighted item, or the circumvention of protection
devices or measures by its employees, students, or other representatives of the
College.

SouthArk will not condone, or tolerate illegal reproduction of any copyrighted
item, or the circumvention of protection devices or measures by non- affiliated
users.

10.(APM 6.13 E.) South Arkansas Community College reserves the right to

discipline any employee or student, including termination of that employee or
expulsion of the student, who may violate copyright law, infringe upon copyright,
or circumvent protective measures.

11.SouthArk reserves the right to suspend privileges of non-affiliated users who may

violate copyright law, infringe upon copyright, or circumvent protective measures.
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12.Unless there is a clear statement in books or media materials themselves that
they are “in the public domain,” all items in the SouthArk Library’s collections are
subject to the copyright law of the United States (U.S Code Title 17). The law,
among other things, governs the making of photocopies and other reproductions
of published material. The person using the equipment is liable for any
infringement.
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Policy Title: Copyright — Interlibrary Loans
Policy Number: 2.4
Date Adopted/Revised: November 2005, November 2013

1.

Inter-library loans are available to SouthArk faculty, staff and students only. (APM
6.13 VIl .A)

Because of copyright restrictions no more than two articles per issue per
magazine will be requested by the library staff. This restriction also applies to
online retrieval. (APM 6.13 VIl .B)

No more than six (6) articles per magazine will be requested per patron per year.
(APM 6.13 VII .D)

The SouthArk Library complies with the Federal Copyright Law.

The library will charge only what the lending library charges for any interlibrary
loan material.
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Policy Title: Copyright — Fair-Use Audiovisual Materials
Policy Number: 2.5
Date Adopted/Revised: November 2005, November 2013

Generally, under “Fair Use” it is legal to copy or otherwise use up to 10% of an item
or work for educational purposes. However, that portion which is used may not be
the “keystone” or “climax” of that work and its content and original format may not be
altered.
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Policy Title: Computers — User Indemnification Declaration
Policy Number: 3.1
Date Adopted/Revised: November 2005, November 2013

1. SouthArk Library makes absolutely no warranties of any kind, either express or
implied, for the services it provides, and will not be held responsible for any
damages suffered by users. This includes, but is not limited to, any loss of data
which results from delays, non-delivery, mis-delivery or service interruptions
caused by either its own negligence or by user error and/or omissions. Any and
all use of information gained from resources held in the library is at the user’s
risk.

2. The user agrees to indemnify and hold harmless South Arkansas Community
College and trustees, agents and employees of South Arkansas Community
College from and against any claim, including reasonable attorney’s fees, arising
out of or related to the use of college hardware, software, and network facilities.
This indemnity will include, without limitation, those claims based on trademark or
service mark infringement, trade name infringement, copyright infringement,
defamation, unlawful discrimination or harassment, rights of publicity and
invasion of privacy.
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Policy Title: Computers — User Compliance Policy
Policy Number: 3.2
Date Adopted/Revised: November 2005, November 2013, October 2017

1. The SouthArk Library provides unique services to student, faculty, and staff of
SouthArk and non-affiliated users in that access to diverse information is part of
the SouthArk Library’s Mission. To support this mission the library staff will
require that non-affiliated users register as patrons. A patron who uses the
computers agrees to comply with the South Arkansas Community College
computer policy.

2. Due to the amount of required bandwidth, music, gaming and video downloads
may be suspended during peak usage periods.

53. The above are general guidelines which attempt to define proper access
and use of the SouthArk Library’s computers. Library staff may and are
encouraged to exercise their own judgment and discretion in the application of
these guidelines. All patrons are to be treated fairly and without discrimination
except for age.

6-4. There is no expectation of privacy when using computers in the SouthArk
Library.

e Pornography is defined as “...the depiction of sexual behavior that is intended to
arouse sexual excitement in its audience.”
http://legal-dictionary.thefreedictionary.com/pornography

+5. The Federal Trade Commission has defined sexually explicit content in
connection with virtual worlds as “[d]epictions of description of:

e Sexual references;

e Full or partial nudity, including depictions of uncovered female breasts, aroused
or unaroused male or female genitalia, and unrealistic or overly detailed genitalia;

e Bestiality;

e Sexual acts to or with minors (anyone under the age of 18); sexual acts
including, but not limited to, penetration/intercourse, and/or oral sex with or
without another avatar or any other object, including overt sexual toys and/or
sexual aids; or

e Sexual behavior that has a violent context.”
http://itlaw.wikia.com/wiki/Sexually explicit#cite _note-O




http://legal-dictionary.thefreedictionary.com/pornography

http://itlaw.wikia.com/wiki/Sexually_explicit#cite_note-O
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Policy Title: Computers — User Compliance Policy
Policy Number: 3.2 cont.
Date Adopted/Revised: November 2005, November 2013, October 2017

8-6. SouthArk Library has ZERO tolerance regarding viewing pornography and
sexually explicit materials no matter how it is accessed (website, social media, or
email).

9.7. SouthArk Security will be called and you will be removed from the Library.
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Policy Title: Computer — User Access
Policy Number: 3.3
Date Adopted/Revised: November 2005, November 2013, October 2017

1. The Internet may be accessed on public access computers.

2. Appropriate use of the Internet or databases will not be denied to anyone for any
reason other than age or previous unacceptable conduct. Under library policy,
any person who is under the age of 16 and not accompanied by a parent or legal
guardian will be denied use of the computers and to the library facilities.

3. The library staff may request a driver’s license or other government issued age
dated identification of patrons requesting to use the computers if there is a
minimum age concern. This request is in no way meant to be discriminatory of
any type other than meeting the age requirement. Access to the computers will
be denied if required identification is not presented. No children under 16 years
of age may use a computer unless accompanied by a parent.

4. Non-affiliated patrons will not be denied access to any computer unless a
SouthArk student needs access for class work.

5. Microsoft Office and similar programs are available in the library.

6. Patrons are responsible for reading the library’s policies available at the
Reference Desk and on the Library website.
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Policy Title: Computers - Use
Policy Number: 3.4
Date Adopted/Revised: November 2005, November 2013

The SouthArk Library observes South Arkansas Community College Computer
Services policies as set forth in the Administrative Procedures Manual (cf. 2.21,
APM 4.8).





a7

Policy Title: Computers-User Proper/Improper Use
Policy Number: 3.5
Date Adopted/Revised: November 2005, November 2013

1.

The Institution and the SouthArk Library cannot be held responsible or libel for
any improper, or illegal use of computer equipment if they are unaware of the
action. However, the college and the library can be held accountable but not libel
if they are aware of such misuse and do nothing to correct it.

The library staff will not monitor the computers. The staff is responsible for
maintaining the computers and the integrity of the databases.

The library staff will act on complaints. The staff member on duty will investigate
the complaint, and if warranted, that is if the material on display violates
community standards, college policy, or state and federal laws, then the patron
will be warned that his/her action is in violation of library policy. If at any future
time a second warning becomes necessary, that patron can be suspended
indefinitely from the library. All disputed cases involving SouthArk students will be
referred to the Director of the SouthArk Library, Director of Computer Services
and finally the Vice President of Academic Affairs. All disputed cases involving
non-students will be acted upon by the Library Director and the South Arkansas
Community College Security.

Any patron, other than a South Arkansas Community College faculty or
administrative staff member, who is in violation of the above paragraph and
claims to be doing research on that particular subject will be referred to the
library director and security will be called. There is zero tolerance for
inappropriate computer use.

The SouthArk Library is an Institutional Member the American Library
Association and adheres to the ALA’s Library Bill of Rights.
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Policy Title: Wireless Network Access
Policy Number: 3.6
Date Adopted/Revised: November 2013

The library building including the library, auditorium, student study room, and gallery
have wireless access.
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Policy Title: Computers — Access to Electronic Resources
Policy Number: 3.7
Date Adopted/Revised: November 2013

Any student or patron may use the databases in the library; however, remote access
is authorized by company licenses to only college affiliated students, faculty, or staff.
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Policy Title: Assessment Criteria

Policy Number: 4.1
Date Adopted/Revised: November 2005, November 2013

1. The assessment of the degree of success of SouthArk Library achievement of its
goals will be measured by 4 basic and distinct methods. Taken individually none
of the criteria are necessarily authoritative. However, taken in conjunction a
reliable assessment of the library will be possible.

2. The criteria, in weighted descending order are:

3. Association of Academic and College Libraries’ (ARCL), Standards for Libraries
in Higher Education (2004)

4. Annual review of how many articulated objectives are successfully achieved.
5. Expert evaluation by the Director of the Library.

6. Comparative statistics of circulation, reference and audio visual usage and set
ups.

7. While the library is concerned with the number of relevant titles and the number
and value of periodicals, there is also a concern for accessibility of all materials.
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Policy Title: General Policy for Selection
Policy Number: 5.1
Date Adopted/Revised: November 2005, November 2013, October 2017

It is the policy of SouthArk Library to support the mission and goals of the College,
the teaching curriculum and meet the general needs of Union County residents by
providing a wide variety of instructional materials in various formats and with a
diversity of thought and philosophies.
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Policy Title: Strategies of Selection
Policy Number: 5.2
Date Adopted/Revised: November 2005, October 2017

1. The library will seek to provide relevant, informative, accurate, and timely
materials at several levels of scholarship. The intention will be to present differing
views: philosophies, and ideologies which will promote and foster cultural and
intellectual understanding and cognitive abilities. It must be recognized that the
library is not an archival or research library and cannot sustain that level of
collection.

2. To attain these goals the library will attempt to do the following:

a. Create and maintain an easily accessible collection regardless of format.
b. Establish and maintain a strong reference collection.

c. Provide library instruction, orientations, subject guides, and other
informational guides.

d. Recognize the current state of technology and adapt acquisitions to meet
these changes.

e. Collect material under the guidelines outlined above and consideration to
durability and visual quality.

f.  While maintaining the balance and variety of the collection, a priority will
be given those items specifically requested by students and instructors.
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Policy Title: Responsibility for Selection
Policy Number: 5.3
Date Adopted/Revised: November 2005, November 2013, October 2017

The Library Director will, with recommendations from library staff, active faculty,
students and patrons, have responsibility for the selection of materials.
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Policy Title: Criteria and Policy for Selection
Policy Number: 5.4
Date Adopted/Revised: November 2005, November 2013

1.

In developing the collections (reference, general, periodical, and audiovisual)
regardless of format, SouthArk Library will adhere to a policy of intellectual
freedom, (1940 Statement of Principles on Academic Freedom and Tenure) and
will collect materials to meet the educational goals of the college in general and
the faculty in particular. The materials chosen will reflect a variety of learning
levels, teaching styles, curriculum needs, student, faculty, community and staff
needs and cooperative efforts between libraries. It is a foundation of this policy
that open access to a wide variety of material and formats will encourage an
understanding of the cultural diversity of the area and the country. Further, that
the “common good depends upon the free search for truth and its free
exposition.” Therefore, material of various beliefs, opinions, ideologies,
philosophies, dogmas and content may be represented in the collection with
impunity.

The library director or designee will actively solicit recommendations from
students, faculty and administrators of the college and non-affiliated patrons. The
library director or designee will also seek reviews in professional journals of
repute. With the aid of the faculty the library director or designee will also
consider the value of any particular item in relation to the existing collection,
diversity, usefulness, date of publication, reputation of the author and, finally, the
price of the item.

Recognizing that the mission of South Arkansas Community College is different
from that of a 4 year college or research institution, timeliness will be a primary
factor in the selection and retention of materials. Collections will be read every 3
to 5 years in an attempt to maintain a level of currency and relevancy applicable
to a community college library.

Gifts will be accepted and will be judged in relation to their relevance to the
general collection and the above standards for selection. Gifts will only be
accepted if the donor agrees to allow the library to: add the items to its collection;
donate the items to another library; sell the items at a library book sale; or
discard the items.

Gifts will be withdrawn from the collection and disposed of following the policy
guidelines set for in policy number.
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Policy Title: Challenges and Reconsideration of Materials
Policy Number: 5.5
Date Adopted/Revised: November 2005, November 2013

1.

If a complaint is made regarding a particular item, whether the item is on the
shelf or is to be purchased, the library director will inform the complainant of the
Selection Policy and request that the patron fill out a Selection Reconsideration
Request.

Within 30 days of receipt of a completed form the library director will review the
guestioned item and will submit a written response to the complaining patron,
and the Library Committee.

If not satisfied with the Director’s response the complainant may request that the
material be brought to the attention of the Library Committee to review the
complaint and the Director’s response. The Committee will respond within 15
working days.

If the complainant remains dissatisfied the library director will notify the Vice
President of Academic Affairs and the President of the college for their
recommendations and final decision. The Director will then notify all concerned
parties of the decision.

During this reconsideration period the challenged material will remain in the
collection and accessible to the other patrons of the library.

The SouthArk Library is a member of the American Library Association, and it

supports the Association’s Bill of Rights, and supports the tenets outlined in the
Intellectual Freedom Manual (Chicago: ALA 1992).
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APPENDIX A

SouthArk Library Request for Policies Review

This document must be completed and submitted to the library staff. The document will
be sent to the Vice President of Academic Affairs.

Date:

Name:

Address:

Phone:

Email:

Date of Incident:

Reason for Request for Policies Review (in one sentence):

Details of incident causing this Request for Policies Review:
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APPENDIX B

Selection Reconsideration Request
Name:
Address:
City: State: Zip: Phone:

Type of material objected to (circle one): book magazine illustrations video
other:

Author:
Title:
Publisher:

Have you read/reviewed the entire work? If no, what sections:

Have you read literary critics reviews? Attach copies of the reviews.

What is your specific objection to this material?

What might be the result of reading/hearing/viewing this material?

What action do you request be taken regarding this material?

Explain your reasons.

What age group is this materials recommended for?

Other comments — use the back if necessary
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Signature

Date
Reviewed by the Director:

Date:

Recommendations of the Director:

Copy sent to Library Committee members — date:

Complaint and recommendations reviewed by the Library Committee — date:

Copy sent to Complainant — date:

Copy sent to Vice President of Academic Affairs — date:

Appealed — date:
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 The SouthArk Library’s primary region of service is defined as the service area of South Arkansas Community College and Union County,
Arkansas.
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