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On-Time Reminders

Week 1: Submit syllabus to school dean or program director and post on ENGAGE if you have chosen to have an ENGAGE shell to supplement your course

See the Syllabus Requirements Checklist on page 34
Weeks 1–3: Submit attendance electronically for the first three weeks of the semester


See Submitting Attendance Online on page 38
Mid-semester: Submit midterm grades electronically no later than October 25

See Midterm Grades on page 39
Finals Week: Final assessment—each class must have a comprehensive final assessment


See the Final Examination Policy on page 25
Semester’s End: Submit final grades electronically no later than December 23

See the Final Examination Policy on page 25
WELCOME TO AMC

We are delighted to have you as a new member of the Anna Maria College community. The purpose of this guide is to make your transition as smooth as possible. It is not intended to replace the Faculty Handbook; rather, it serves as a supplement to the Faculty Handbook, and the Student Handbook. We welcome your feedback. If you feel something should be added to the guide or if you have any comments about the contents, please contact the Center for Teaching Excellence.

Our Mission

Anna Maria College, a Catholic institution of higher education, recognizes its obligation to serve its immediate community, the Commonwealth of Massachusetts, the nation, and the world through the provision of education, the preservation of learning, and the sponsorship of research. 

Rooted in the Roman Catholic tradition of higher education, Anna Maria College is maintained and operated in conformity with the values of the Judeo-Christian tradition and in keeping with the ideals of its foundresses, the Sisters of Saint Anne. These ideals, which reflect the development of the total human being, also include increasing access to quality education, educational innovation, and respect for practical skills. 

Specifically, Anna Maria College sees its mission to be that of fostering in its students intellectual involvement, career preparation, social awareness, dedication to justice and peace, religious and moral sensitivity, and a lifestyle capable of sustaining these within balance. In addition, the College is committed to nurturing the development of a sense of respect for oneself and for others, as well as a sense of responsibility to society and the world. 

To effect this mission, the College offers its undergraduate students a program integrating a liberal arts education and strong career preparation. To its graduate students, the College offers an education fostering high standards of personal development and professional achievement, as well as a mature sense of responsibility. 

In fulfilling its role as an institution of higher education, Anna Maria College does not discriminate on the basis of race, sex, age, religion, disability, ethnic background, or socioeconomic status in the administration of its educational policies, admission policies, scholarships, loan programs, and other College-administered programs.

Our Students

Most AMC students fall in the average academic ability range based on high school transcripts and test scores, but with encouragement, skills development, and high levels of interaction in our small classes, these students grow in knowledge, confidence, and abilities. AMC sees its mission as fostering students’ intellectual involvement, career plans, social awareness, and dedication to justice, peace, moral sensitivity, and spiritual life. Students may or may not have thought seriously about any of these areas. Some of the brightest students may have spent hours adeptly mastering computer skills and options but not have experienced genuine intellectual challenge in reasoning, reflecting, researching, and writing. The following table provides AMC student enrollment information as of October 15, 2012.

	
	Full-Time
	Part-Time

	
	Men
	Women
	Men
	Women

	Undergraduates
	
	
	
	

	Degree-seeking, first-time freshmen
	103
	143
	0
	1

	Other first-year, degree-seeking
	17
	28
	1
	1

	All other degree-seeking
	254
	263
	89
	130

	Total degree-seeking
	374
	434
	90
	132

	All other undergraduates enrolled in credit courses
	0
	0
	4
	3

	Total undergraduates
	374
	434
	94
	135

	Graduate
	
	
	
	

	Degree-seeking, first-time
	30
	17
	11
	7

	All other degree-seeking
	267
	81
	51
	60

	All other graduates enrolled in credit courses
	1
	0
	1
	10

	Total graduate
	157
	98
	63
	77

	Total all undergraduates
	1,037

	Total all graduate
	395

	Grand total all students
	1,432


Teachers not only touch lives, they influence the future through interactions with their students. AMC students reflect all the strengths and weaknesses that can be found on any college campus, and they are all young people with hopes, dreams, and a need for excellent teachers who model enthusiasm for lifelong learning, respect for others, and transparency in demonstrating organizational, thinking, and writing skills.
School Structure and Overview

The College is organized into six schools offering undergraduate and graduate degrees.  

	School of Business

David Forsberg, Dean

· Financial services

· Business

· Sports management


	School of Visual and Performing Arts

Roger Greene, Director of Music Programs
Luke Buffenmyer, Director of Art Programs 

· Art (art and business)

· Graphic design

· Music

· Music therapy

· Art therapy

· Visual art

	School of Humanities

Barbara Driscoll de Alvarado, Associate Dean

· English

· History

· Humanities

· Media communications

· Theology

· Liberal studies

· Catholic studies

· Pastoral ministry
	School of Justice and Social Sciences

Christine Holmes, Dean

· Criminal justice (grad and undergrad)

· Social work

· Human development and human services

· Psychology (grad and undergrad)

· Political science

· Sociology

· Public policy

· Legal studies

· Paralegal studies

· Molly Bish Center

	School of Education

Christine Holmes, Dean

· Education

· Graduate education programs
	School of Fire and Health Sciences

Judith Kenary, Dean
· Nursing

· Health science

· Paramedic science

· Fire science

· Environmental science

· Occupational health and safety


An organizational chart of the College’s administrative structure is also available.

CORE Curriculum Overview
AMC recognizes that intellectual development is inseparable from character development and ethical decision making and seeks to prepare students to be citizens of a global community with a goal of constructing a more just and peaceful world. The CORE curriculum is mission consistent, provides a developmental four-year sequence, and is defined as both the foundation and framework of undergraduate education at AMC. Emphasis is placed on interdisciplinary approaches to knowledge and skills while integrating the Catholic identity of the institution throughout the curriculum.  
In an effort to bring students even closer to the goals of the CORE Curriculum, the College has implemented a New CORE Curriculum. While the overall goals and objectives of the New CORE Curriculum remain the same as the Old CORE, the New CORE Curriculum places more emphasis on theology and philosophy, and all students are required to take a minimum of two semesters of a global language (including American Sign Language). The New CORE was introduced in fall 2012 and will be phased in over a four-year period. Students falling under the Old CORE will have the option to substitute New CORE courses for some of their courses.
The CORE requirements, together with major requirements at AMC, embody the mission of the College, seeking to foster in its students intellectual involvement, career preparation, social awareness, dedication to peace and justice, religious and moral sensitivity, a lifestyle capable of sustaining these within balance, nurturing development of a sense of respect for oneself and others, and nurturing a sense of responsibility to society and the world. Learning goals for the CORE are directly derived from this mission and are identified as: 

· Critical and integrated thinking

· Oral, written, and technological literacy

· Quantitative reasoning

· Conversational proficiency in a foreign language

· Moral reasoning and problem solving

· Historical evolution of human societies and institutions

· Nature and scope of scientific inquiry

· Aesthetic, moral, and spiritual dimensions of human thought and action

· Self-understanding and understanding of others

· Civic and social responsibility
	Old CORE Courses
	Level

	Critical Thinking & Writing I
	Freshman 

	Critical Thinking & Writing II                     
	Freshman 

	Seeking Community I  
	Freshman 

	Seeking Community II                               
	Freshman 

	Technological Literacy
	Sophomore 

	Quantitative Reasoning 
	Sophomore 

	Seeking Truth I                                          
	Sophomore 

	Seeking Truth II 
	Sophomore 

	Justice I Catholic Social Teaching                                                          
	Junior 

	Justice II (any division)
	Junior 

	Core IV
	Senior 

	Core IV (division of the minor)
	Senior 

	Distribution requirement
	1 course from each division


	New CORE Courses
	Level

	First-Year Experience
	Freshman 

	Freshman Composition
	Freshman 

	Writing Through Literature
	Freshman 

	Introduction to Philosophy
	Freshman 

	Explorations in the Natural Sciences
	Freshman

	Introduction to Theology
	Sophomore 

	Language I–Conversational
	Sophomore

	Language II–Applied
	Sophomore

	Exploring Western Cultures & History
	Sophomore

	Societies in the World
	Sophomore 

	Creativity and Imagination
	Sophomore 

	Quantitative Reasoning
	Junior

	Writing for Career and Creativity
	Junior 

	U.S. in the World
	Junior 

	Catholic Social Teaching
	Senior 

	Global Dynamics
	Senior 

	Capstone course in major
	Senior


Undergraduate students must complete the College’s CORE curriculum requirements in addition to those required of the major and/or school. All undergraduate programs require the CORE curriculum, regardless of how programs are delivered or where the programs are offered.
At the end of August 2013, faculty will receive instructions about the process through which they can certify individual courses as qualifying for Explorations in the Natural Sciences, Language I–Conversational, Language II–Applied, Exploring Western Cultures and History, Societies of the World, Creativity and Imagination, Writing for Career and Creativity, U.S. in the World, and Global Dynamics. Courses offered in fall 2013 and designated as one of these course categories may run as pilots; the course must be certified as qualifying for the category for it to run a second time. Course certifications will be valid for three years.  
First-Year Experience and Advising Overview
First-Year Experience at AMC aids students in all areas of their development and transition to college and the campus community. Elements of the First-Year Experience include but are not limited to orientation, academic advising, and AMC’s First-Year Experience course, AMC 100. This course is required of all incoming freshmen and, in conjunction with advising services, provides students with a comprehensive support network during their first semester as they explore their personal interests and values as well as their academic, career, and life goals.
Students work with professional and faculty advisors early in their college career to establish educational, professional, and personal goals aligned with their diverse interests and aspirations. Advisors aid students in their journey to independence and help them realize their place as the primary stakeholder in their education. Informing students of the expectations, requirements, and responsibilities associated with a successful college experience positions AMC students to assume responsibility for their own success, as well as leadership roles both on campus and in the community.
Directory of Campus Acronyms

The three- and four-letter acronyms used by experienced faculty and administration often sound like a foreign language. Here’s a listing of publishable acronyms used to refer to programs, committees, and projects on campus. Obvious acronyms such as ART, BIO, BUS, ENG, HST, and MTH and have not been included. 
	ARPT: Appointment, Renewal, Promotion, and Tenure Committee
	JAD: Master of Science in Justice Administration



	ASN: Associate of Science in Nursing
	LST: Legal Studies

	ATH: Art Therapy
	MCO: Media Communications

	BSN: Bachelor of Science in Nursing
	MIS: Management Information Systems

	CIS: Computer Science
	MPA: Master of Science in Public Administration

	CRJ: Criminal Justice
	MUS: Music

	EDU: Teacher Preparation/Licensure
	MUT: Music Therapy

	EMS: Emergency Medical Services
	PPO: Public Policy

	ENV: Environmental Science
	PSC: Political Science

	FRS: Fire Science
	PSY: Psychology

	GRD: Graphic Design
	SOC: Sociology

	HDS: Human Development and Human Services
	SWK: Social Work

	HUM: Humanities
	


KEY INFORMATION FOR FACULTY

Establishing AMC Communication Systems

Activating Your AMC Email Account

1. Log in to the Employee Account Sign-Up Page and enter your home or work email address. 
2. Read and accept the Acceptable Computer Use Policy. 

Your AMC email address is FirstInitialLastName@annamaria.edu (e.g., Michael Miers: mmiers@annamaria.edu). The username to access your email is FirstInitialLastName (e.g., mmiers).

You will be able to change your login password after you are logged in. If you use Ctrl + Alt + Delete, you will see an option to Change Password. If you choose this option you will be directed to provide your old password and then you will be able to choose a new password.

Once you log into the Empower system you will be able to change your password. Click the icon on your desktop labeled AMC-Empower. From there supply your username and password. Once logged in you will see a Help option. Under the Help menu there is an option for User Maintenance. You will be able to change your password there. 


If you would like access to shared drives, you will find a link to Shared Resources on your desktop. Double clicking the Shared Resources icon will bring you to all the shared resources on campus. You have access only to the folders to which you have been granted permission. There is also quick access to the Public_Shared drive and College_Pictures in My Computer.
Accessing Your AMC Email Account

You can access the webmail link from the bottom of any page on the AMC website. Enter your username and password and choose Employee from the drop-down box. A global address book includes all students, faculty, and staff. Please check your email account at least twice a week for AMC news and announcements.
Communicating with Students Outside of Class

The vice president for academic affairs recommends communicating with students using only their AMC email account or a telephone number. 
Telephone Information

The main phone number for the College is 508-849-3300. The switchboard is open Monday through Friday from 8:00 a.m. to 4:30 p.m. An answering service receives calls during the hours the switchboard is closed. 

You will receive an email with instructions for accessing your voicemail from on campus as well as your default PIN to access your account.

When making an on-campus call it is only necessary to dial the four-digit extension. When using a fax machine on campus you must first dial 8 to receive an open line. If you are calling long distance you will hear a tone after you have dialed the phone number; at this time you must enter the long distance access code you will receive from your supervisor. 
All phones are equipped with a voicemail system. To access the voicemail system from an off-campus phone, call your extension number (508-849-3ext); when the voicemail answers press star. It will then ask you for your password, and you can follow the prompts from there.
You can access the telephone directory from your desktop by clicking on the AMC Directory icon for a list of all campus employees. You can also search and view the directory by department.
Phone problems and repairs are handled in the information technology department. If you experience problems with your phone, contact Michael Miers.

Identification Cards

Every employee must obtain an AMC ID card from the Office of Student Affairs located on the upper level of the Bishop Flanagan Campus Center. Employees should have their ID card available to show as identification when on campus. 
 
Employees may put a block of meals or Declining Balance Dollars (DBD) on their ID card for use in the all-you-can-eat dining hall or the Hub (snack bar). Visit the AMC website for pricing information. Meal blocks and DBD may be purchased at the Business Office.
 
Questions about ID cards may be addressed to the dean of students, Elizabeth Bonneau.
Parking

Motor Vehicle Regulations

All AMC faculty, staff, and students who choose to bring a motor vehicle onto campus must obtain a parking decal and permanently affix that decal to the vehicle. Parking on AMC property is at the vehicle owner’s risk. The College is not responsible for lost or damaged property. All motor vehicles coming onto and/or parked on College property must be in working order and have a valid registration from the appropriate state. Vehicles determined to be abandoned will be towed from the campus at the owner’s expense.

A person involved in a motor vehicle accident on campus or having damage to or theft from his or her vehicle while parked on campus should report the incident immediately to the Public Safety Office.

Questions about AMC’s motor vehicle regulations may be addressed to the Public Safety Office located at the southern entrance of Foundress Hall. The officer on duty may be reached 24/7 at 508-494-9010. See the parking rules and regulations for information on obtaining a decal or temporary parking permit, paying a parking ticket, appealing a parking fine, and parking lot designations. A parking map and a campus map are also available.
Mailroom

There is a mailroom on campus located on the bottom floor of the Bishop Flanagan Campus Center. The U.S. mail is received Monday through Friday mornings and is usually delivered to individual mailboxes by 11:00 a.m. All outgoing mail must be received by 1:45 p.m. in order for it to be processed and sent out that day. If you have a large mailing more lead time will be necessary; please contact the mailroom directly to make arrangements. Special mailings or shipments via UPS (prepaid labels only) and FedEx can also be made in the mailroom.

All on-campus mail must have the box number of the recipient clearly marked. All off-campus mail must have the account code listed on the envelope(s). Please see your supervisor for your account number.

The mailroom’s hours of operation are 10:00 a.m. to 2:00 p.m. Please contact the mailroom at extension 3393 with any questions.

Cancelled Classes Due to Weather

Cancellation of classes will be made available by 6:15 a.m. for day classes and by 2:30 p.m. for evening classes. Notifications will be available through the following sources:

· Television: WBZ channel 4, WCVB channel 5, Fox 25, and WRKO News 7
· Radio: WBZ 1030 AM, WTAG 580 AM, and WSRS 96.1 FM

· Website 

· Hotline: 508-849-3700 (or dial 700 if on campus)

· Text message: A message will be sent to your cell phone

· Email: An email will be sent to your AMC email address

If you would like to receive text or email notifications of class cancellations:

· Log in to Online Services with your username and password.
· Under Settings and Tools > Personal Information click on AMC Information.
· Review your current contact information; if you need to add or change any information click on the HERE link at the bottom of the page.
· Complete the form as necessary and click Update when finished.
· Please note that it may take twenty-four to forty-eight hours to see your new information in the system.
· If you have any problems or questions please contact IT Support.
Classrooms and Supplies

Obtaining Teaching Supplies

Office supplies are ordered by each school. If you need to order office supplies, please check with your supervisor. Stationery and envelopes may be obtained from Yvonnie Malcolm.

Textbooks

The AMC bookstore serves students, faculty, and staff. You can browse the website or stop by the store. The deadlines for book orders are May 1 for fall courses and November 1 for spring courses. Faculty are responsible for ordering desk copies. 
Selecting a Textbook

You may not have an opportunity to choose the textbook you will be using because the department has already chosen the text for your course or you were hired too late to submit a request. Instead of selecting a textbook, you will be adapting the textbook to your personal teaching philosophy and style.

Copies of your textbook can be obtained from either the publisher or your publisher’s textbook sales representative, often for free. Some companies require requests on College letterhead. It may take up to four weeks for your requests to be filled, so plan ahead. Additional desk copies can be placed on reserve in the library. Again, this sometimes takes a week.

There are many points to consider: 

· How will you access desk copies that are automatically sent out via school mailing lists? (Set up an AMC email address!)

· Request access to at least one mailbox. 

· What if you did not select the textbook from which you have to teach and aren’t too happy with the textbook that was selected?

· It may be helpful to think of your teaching as related not to a textbook but rather to a bibliography of texts, of which the textbook owned by the student is one.

· Use readings from other sources as supplemental assignments. If there are copies of other books or textbooks with which you are familiar located in the campus library, place them on reserve.

Here is a list of questions that can be used to evaluate textbooks:

· Is your textbook compatible with the goals, objectives, and course description of your syllabus and professional teaching philosophy, or can it be adapted so that it is? 

· Does the presentation of information allow for different learning styles?

· Is there a glossary? A chapter summary?

· Does it match the level of student literacy expected in your class?

· Does it match the level of the course you’re teaching, such as presentation of key concepts, knowledge that may have been gained from prerequisite courses, etc.?

· If you are teaching the class with Web support, does the text integrate technology or is it compatible?

· Does the text contain any biased, stereotyped, or culturally insensitive materials or presentation of materials?

· Does the book recommend additional resources and activities, such as audio/visual materials or additional readings?

· Is a teacher’s guide or resources available?

· Is the writing engaging?

· Is the information presented in the textbook current and accurate?

Evaluating College Textbooks for Course Adoption is a helpful resource from Atlantic Path Publishing.
Making Copies

There is a photocopier on the first and second floors of Trinity Hall, in room 220 in Foundress Hall, in the library, and in the Registrar’s Office. Follow the rules for fair use of copyrighted materials. See also The Code of Best Practices in Fair Use for Media Literacy Education and Copyright and Fair Use Guidelines for Teachers.
Arranging a Field Trip

Consult your school dean or program director and inquire about the AMC van. Ask if any students are van certified to drive the vehicle. 

Expectations for Leaving the Classroom

When you leave the classroom it is expected that the windows will be closed, the lights turned off, the board(s) erased, and the Smart Board/projector turned off. Please report any technology problems to Michael Miers, including spam, email issues, network issues such as printing, or a Smart Board filter needing cleaning.
Contacting AMC in Case of Absence

Faculty are expected to hold all of their scheduled classes. If you are unable to meet a class, you must notify your school dean or program director or the vice president for academic affairs as soon as possible. The faculty member will make arrangements to provide alternate instruction relevant to the course. If you will be absent for more than five days, you must have the written approval of the vice president for academic affairs. Should illness strike without warning, please notify the Registrar’s Office or your site administrator so they may post a message on your classroom door. 

Numbers at a glance:

· Registrar: 508-849-3400

· Vice president for academic affairs: 508-849-3359

· Security (if 8:00 a.m. class or after 4:30 p.m.): 508-494-9010
Feedback on Teaching

All new faculty members will be observed teaching their course(s) during their first semester at AMC. Observations will be determined based on a mutually convenient time. 
POLICIES AND PROCEDURES

Emergency Information

 

The Public Safety Office is committed to the safety and security of the AMC campus community. Unarmed officers provide a foot patrol presence 24 hours a day, 365 days a year. Reporting of crimes or suspicious activity to the Public Safety Office is the responsibility of every AMC community member.

 

The Public Safety Office is located at the south entrance of Foundress Hall. The office number is 508-849-3456; the cell phone number is 508-494-9010. All community members are strongly urged to program the Public Safety cell phone number into their personal cell phones. Emergency phones are available at the entrance to each residence hall, the Bishop Flanagan Campus Center, and on the left side of the Fuller Activities Center. 

Emergency Numbers Dialed from a Cell Phone

· For any life threatening emergency (State Police): 911

· Paxton Police/Fire Dispatch (direct recorded line): 508-791-6600

· Public Safety Officer: 508-494-9010 

Emergency Numbers Dialed from a Campus Phone

· For any life threatening emergency: 911

· Paxton Police/Fire Dispatch (direct recorded line): 8-791-6600 

· Public Safety Officer: 8-494-9010

Emergency procedures are in place should an emergency occur on campus. AMC’s Annual Security and Fire Safety Report includes statistics for the previous three years concerning reported crimes that occurred on campus, in certain off-campus buildings or property owned or controlled by AMC, and on public property within or immediately adjacent to and accessible from the campus. The report also includes College policies concerning campus security, such as policies on sexual assault, missing persons reporting, hate crimes, reporting a crime on campus, and other matters.   
Confidentiality Guidelines

AMC complies with the requirements set out in the Family Educational Rights and Privacy Act of 1974 as amended (PL 93-380, Section 438, the General Education Provisions Act). Copies of the policy are available from the Office of Academic Programs, the Office of the Registrar, and online on the College’s website. In addition, the AMC Code of Ethics Policy explains confidential information as follows:   

The revelation or use of any confidential information, data on decisions, plans, financial information, or any other information which might be contrary to the interest of the College without prior authorization, is prohibited. 

All AMC employees must be aware that College records containing information about students, employees, contractors, consultants, and vendors should be considered confidential in nature and only discussed or shared with those who have a legitimate need for access to the information. 

Confidential information includes but is not limited to College financial information including business agreements and transactions, data from AMC computers, employee data and student records, donors, prospective donors, and alumni data or any other information deemed confidential by the College. Employees are encouraged to seek the advice of their supervisor if the employee is unsure whether the information should be treated as confidential.

Employees must be aware that federal law prohibits the sharing of certain kinds of information, including student records under the Family Educational Rights and Privacy Act of 1974 (FERPA) and the Health Insurance Portability and Accountability Act of 1996 (HIPAA) that prohibits the sharing of health information about students and employees. For the reasons set forth above, all employees are asked to lock up confidential or sensitive files including the disengagement of personal computers when they leave their offices. See the appendix for the Student Information Release Form. 

Employees may not directly or indirectly reveal, report, publish, disclose, or transfer confidential information without the approval of the appropriate senior staff member or the president. The misuse, unauthorized access, or mishandling of confidential information, particularly personnel or student information, is strictly prohibited and could lead to employee discipline up to and including termination. 
Data Security

The increase of identity theft and misuse of confidential information has led to Massachusetts establishing a set of regulations filed under 201 CMR 17.00: M.G.L. c. 93H. In accordance with these regulations, the College has brought its policies in line with current federal and state laws and regulations. These policies and procedures are applicable to all faculty, staff, and student employees.

 

The handling of sensitive data in a legal, judicious, and secure way depends on all employees making good decisions as they follow College policies. If you have questions, please contact Michael Miers, AMC’s data security coordinator and director of information technology.
Human Resources Policies

For assistance with the following procedures, please log in to Anna Maria College Resources and click on Human Resources from the menu.
	Advertising and Sponsorships Policy 
	Grievance Procedure Policy

	Alcohol and Drug Policy
	Joint Ventures and Partnerships Policy

	Background Investigations Policy
	Media Policy

	Code of Ethics Policy
	Military Service Policy

	College Violence Policy
	Notice of Search Policy

	Communications Policy
	Protected Class Harassment Policy

	Conflict of Interest Policy
	Purchasing Policy

	CORI Policy
	Sexual Harassment Policy

	Document Retention and Destruction Policy
	Small Necessities Leave Act Policy

	Drug Free Workplace Policy
	Social Media Policy

	Employee Assistance Program Policy
	Solicitations and Distributions Policy

	Expense Reimbursement Report Policy
	Teaching of Courses by College Administrators and Staff Policy

	FERPA Policy
	Travel Reimbursement Policy

	Fitness Center Policy
	Tuition Exchange Policy

	Family Medical Leave Act Policy
	Tuition Remission Policy

	Gift Acceptance Policy
	Whistleblower Policy


Credit Load Policy for Students
For full-time undergraduate day students, a full-time load is twelve to seventeen credits. Students who wish to register for more than the established full-time course load must receive prior approval from their advisor.  

For undergraduate continuing education programs operating on the traditional semester schedule (fifteen-week fall term, fifteen-week spring term, and two six-week summer terms), the normal full-time course load is three courses each in the fall and spring terms, and two courses in each summer term. For programs operating on the accelerated schedule of six eight-week terms per year, the normal full-time course load is two courses per eight-week term. Students who wish to register for more than the established full-time load must receive prior approval from their program director.
Drop/Add Period

Once classes have begun, students may drop or add a course during the first full week of classes, which is considered the drop/add period. Students should consult with their advisor for approval to make a change. Students may make changes to their course schedule using Online Services. The advisor PIN is required to make changes to course schedules.
Course Withdrawal

The following is the procedure students must follow if they choose to withdraw from a class after the drop/add period and prior to the end of the withdraw period:

· Students will schedule a time to meet with their advisor, in the advisor’s office. The advisor will counsel the student regarding the advantages and disadvantages of withdrawing from the course.

· While the student is still in the office, the advisor will select the In-House Forms icon from his or her desktop, select Course Withdrawal, and complete the Course Withdrawal Request Form.

· The in-house form will be routed to the Registrar’s Office. The Registrar’s Office will process the request.

· The Registrar’s Office will email the advisor, instructor, and student to acknowledge that the student has withdrawn from the class.

Please note: The electronic signature is based on the computer from which the form was processed, so it is important that the process is completed from the advisor’s office computer.  
Class Roster

Class rosters are available through Online Services. These rosters should be verified after drop/add. Please notify the Registrar’s Office if there are students on your roster who are not attending classes. Students not on the roster may not sit in class.
Important Dates for Advisors Regarding Financial Aid

The following dates are listed on the Registrar’s official date list for each semester. Please refer to this information for a specific year and semester (see the academic calendar in the appendix).

Last Day to Drop/Add

The Financial Aid Office uses the amount of credits a student is registered for on the day after the last day to drop/add a class to determine the amount of financial aid a student is eligible for. If a student is registered for less than full-time (fewer than twelve credits) on that day, his or her financial aid will be reduced according to the credits registered. Some students could lose significant financial aid as some awards require full-time enrollment.

Last Day to Withdraw from the College with a “W”

The Financial Aid Office uses this date when a student withdraws completely from the college to determine the amount of financial aid a student may keep. This date is the 60% mark of the semester, and the Department of Education allows students to keep 100% of the financial aid after this date. Should students withdraw from school one day before this date, they would only be allowed to keep 59% or less of their aid.  

Dropping Classes

The Financial Aid Office determines the amount of aid a student is eligible for on the day after the last day to drop/add a class. The financial aid remains the same throughout the semester even if a student drops classes as long as he or she remains registered for at least one class. Exception: If the student is given a refund on the tuition, the institutional aid will be reduced by the same percentage. The federal and state aid will remain the same.
Cautions

· Students have an aggregate loan amount allowed for a BA/BS degree. Students who fail, repeat, or withdraw from too many classes will not meet the quantitative standard of satisfactory academic progress and may become ineligible for future financial aid.

· The tuition refund policy of Anna Maria College is different and separate from the Department of Education regulation on earned federal funds. A student may drop a class, receive no tuition refund, but lose federal aid causing a balance due to the college.

· The Department of Education allows students to receive financial aid to cover a specific class only two times. If students fail or withdraw from a class twice, they will not receive financial aid to cover that class should they be allowed to retake it for a third time.

Please contact the Financial Aid Office at extension 3366 with any questions or clarifications regarding this information. Students may also be asked to come to the Financial Aid Office regarding their specific situations. 
Class Attendance

Required attendance at scheduled class meeting times is clearly defined by each instructor at the beginning of every term and is specified in the course outline. Students are expected to attend class and take examinations regularly. It is the responsibility of the instructor to explain his or her attendance policy to students at the beginning of the semester. A student who is excessively absent accepts the risk of forfeiting the portion of the grade that derives from class attendance and participation. For administrative purposes, faculty are required to submit attendance electronically for the first three weeks of the semester. Faculty may submit attendance through Online Services or by using the classroom attendance recorder.
Academic Advising Procedures

Prior to meeting with your advisee:

· If you would like a copy of your advisee’s midterm grades, please contact the Registrar’s Office at extension 3403. 

· Review the student’s current transcript and check for:

· Credits earned

· Credits pending

· Is the student on track? Were there any Fs or Ws?

· Has the student achieved a C or better in COR 102, 103, 104?

· Alignment with CORE requirements

· Alignment with major requirements

· GPA: Students need a minimum overall 2.0 to graduate and a minimum overall 2.0 in their major to graduate 

· If the student is short credits, has a low GPA, or is missing a CORE course, be sure to let the student know when you meet with him or her so there are no surprises at a later date

· Major: Is the appropriate major listed on the transcript? If not, talk with the student when you meet and make the change online using in-house forms

· Update the advising/degree audit chart for the student

· Complete the Pre-Advising Worksheet (located in the appendix) and identify required courses (CORE courses and courses required for the major); provide suggestions for alternative courses so the student has some idea of appropriate choices

· Use the course list when you create course options. This list shows courses that are open and allows you to sort by program, day, or time. 

Intent to Graduate Form for seniors 

· If your student is a senior, plan to complete the Intent to Graduate Form when you meet and provide the student with a copy of the form.

· Submit completed forms to your program director or school dean for review and processing.

· Required courses must be listed on the Intent to Graduate Form; other courses can be listed as either electives or division distribution courses—for example:

· CORE IV (list course or internship)

· Upper-level course from major
· QR

· Open elective

· Open elective

When you meet with your advisee:

· Ask how the student is doing in general academically and socially and in regard to their dorm or commuting experiences—in other words, chat and check in.

· Confirm that the declared major is still the major the student plans to work toward.

· There is always the option of a major in Liberal Studies for students who are somewhat far along but have struggled with their major, have changed majors, or still are unsure.

· For students in any major who want to change their major to either Nursing or Paramedic, there is a process (and a form to use) so that their application for the major can be reviewed after the current semester’s grades are in. Refer these students to Sue Swedis for guidance through this process.

· Identify any concerns (low GPA, Fs, Ws) and explain the consequences.

· For a four-year plan, students should complete 30 credits per year.

· Discuss and outline possible minors or concentrations that may be of interest to the student.

· As appropriate, refer the student to faculty in a field of interest other than your own.

· Discuss fifth-year option courses as appropriate assuming the student meets the eligibility for a fifth‐year option and has approval from the graduate program director. An in-house form must be completed for fifth-year option courses.

· Discuss a sixth course as appropriate assuming the student meets the guidelines for eligibility for a sixth course (GPA must be 3.0 or higher). Please note the billing policy: no additional charge for 17 or fewer credits but students will be charged for each additional credit (about $1,071 per additional credit) above 17 credits. An in-house form must be completed for sixth course permission.

· Students eligible for internship/field placement must meet with the faculty sponsor overseeing such in the registration process. An in-house form must be completed for internship registration.

· Review required courses and alternative courses based on the registration form.

· Update student contact information on the Pre-Advising Worksheet (located in the appendix).

· Show the student where the advisor PIN is written.

· Confirm that the student knows how to register online (directions follow).

· Sign the Pre-Advising Worksheet and have the student sign it as well; this confirms that you both agree to the student’s course schedule for the next semester.

· Make a copy of the Pre-Advising Worksheet for the student and keep a copy in the student’s file for future reference as needed.

Frequently Asked Questions

1. How do advisors access the PIN for students? 
Please do not give out the PINs before students are scheduled to register. Advisor PINs are case sensitive.

· Log in to Online Services. 
· In Student Records, enter the student ID number and click on the SR/SM button.

· In the next screen the advisor PIN will appear in the upper right-hand corner.

2. What constitutes full-time enrollment?

Students enrolled in 12 credits or more are considered full-time students. Please note the billing policy: no additional charge for 17 or fewer credits but students will be charged for each additional credit (about $1,071 per additional credit) above 17 credits.

3. Can students still register if they have a business hold or financial aid hold? 
Even if a student has a hold, still advise and prepare a course plan. However, students will not be able to register with a hold on their account. All students with holds have been notified through their AMCAT email. Please encourage students to read their AMCAT email and remind them they can forward their email to their other accounts. They will need to reconcile their balance before registering.

4. What if a student does not meet the prerequisite? 
For example, the student is currently enrolled in SPN102 and wishes to register for SPN103 where SPN102 is the prerequisite for SPN103. The student will receive a warning and the registration will be pending. Students will then select Reprocess Pending to successfully register for the course. Students will be notified via their AMCAT email about any errors in registration prior to the start of the fall semester. 

5. Can students register for a class that is full? 
No. Only deans can override. CORE courses will not have overrides. 

Additional Information

All students must read the following Student Responsibility agreement before they register. 

See disclaimer: STUDENT NOTICE: By entering your PIN you hereby agree to the following: 
I accept responsibility for ensuring that all courses for which I register are appropriate to my degree program and class standing. I am responsible for the accuracy of all information I submit online to the College. I agree to notify the Registrar’s Office in writing of any withdrawal or other change that affects my enrollment status in any class after online registration. 

I understand that I am responsible for all charges incurred due to my online registration selection of courses unless I notify the Registrar’s Office in writing of my complete withdrawal from the College prior to the closing of the drop/add period. If charges are incurred while attending and it should be necessary for Anna Maria College to use a collection agency, which is subject to the Fair Debt Collection Practices Act, I agree to pay all collection costs and attorney’s fees. 

I also understand that, due to federal regulations, my financial aid package is based on a minimum number of hours of enrollment and if I fail to meet that minimum requirement after the drop/add period, I will not be eligible for certain aid programs and will be responsible to pay any balance in full prior to participating in future registration periods or the release of transcripts. Charges for enrollment are due (DATE) and are available for viewing on Empower Web. If I fail to meet payment deadlines, I will experience delays in finalizing my registration, may be dropped from my courses, and, if applicable, may be removed from campus housing and have my meal plan canceled. 
Directions for Online Registration

To register for classes:       

1. Go to Online Services.
2.
Log in to webamc.
· username: (student id)

· password: (date of birth in MMDDYY format)

· click on Login 

3. Point to Student Records then click on Course Registration.
4. Enter your PIN in the Advisor PIN box, select the Term you would like to register for, then click Register.
5. Click on Add Courses.
6. Enter the Department or Course number that you would like to register for and then click Search.
· Entering less information will improve your return results.

· Session and Days are optional

· Do not select an Area of Study or Instructor
7. Click the check box next to the course you would like to register for then click Register.
8. You should receive a message similar to the following, click See Detail.
· If you have a pending registration, you have not successfully registered for the class.

· If you have a pending registration click Process Pending or Acknowledge.

· If the error does not go away you may not be able to register for that class; please see your advisor.

9. A registration screen will display as follows: if you have additional courses to register for, click on Add Course and repeat steps 6–8.
Final Examination Policy

From the AMC Curriculum Committee Document 2002​–03: Policy Document.

All courses will involve some form of comprehensive evaluation of knowledge developed throughout the semester. Although final exams are an integral part of this procedure, in many cases final evaluation may also take the form of a final paper or final project. Additional Final Exam Policy guidelines are as follows:

· The course instructor will determine the method of student final evaluation which must be indicated to students in the course syllabus, which is to be made available at the first or second class meeting. In the calculation of the final grade average, the final evaluation shall comprise no less than 20% and no more than 40% of the final grade; this information must also be included in the course syllabus.

· The final examination period schedule is determined by the Office of the Registrar. For every course requiring a final examination, the day and hour scheduled for this purpose must be used, and the examination must be limited to that specified period of time.

· Final evaluations that take the form of final papers and final projects are to have due dates that must be provided to students in the course syllabus, which is to be made available at the first or second class meeting. Instructors are encouraged to set such due dates that do not extend beyond the last day of the scheduled final examination period.

· The last examination of the semester in a course must be given during the final exam week at the scheduled time. During the last week of classes, other examinations may only be given if there is also a comprehensive examination administered during the scheduled final examination period. Final examinations are not to be administered during the last week of classes.

· All students are required to be present at the scheduled day and time for each of their final examinations. Excused absence from the scheduled day and time of a final examination must be accompanied by a note from the associate dean of co-curricular life provided to the instructor prior to the scheduled day and time. In accordance with the current AMC Student Handbook, “Unexcused absence from a final examination constitutes a failure in that examination.”

· Course instructors are expected to be present to proctor the final examination. If this is not possible, alternate arrangements must be approved by the school dean.

· Final evaluations may be returned to students at the discretion of the instructor. If the final evaluations are not returned to students, the instructor will keep the unreturned evaluations one full semester after the scheduled date and time of the final examination; in the case of final papers and projects, one full semester after the due date. During this period, each student will have an opportunity to review each final evaluation at a time convenient to both the student and the instructor. In cases where the instructor will not be on campus during the next semester, the school should make reasonable efforts to ensure that the final evaluations for the instructor will be held by the school. The fact that in some instances it may be impossible to provide a student with the opportunity to review the final evaluation is not sufficient to justify a reevaluation.

The following guidelines are required associated with the posting of grades, including grades on final evaluations. AMC students and employees are covered by the Family Educational Rights and Privacy Act (FERPA) of 1974 (commonly known as the Buckley Amendment). 

The public posting of grades either by the student’s name, institutional student identification number, or Social Security number without the student’s written permission is a violation of FERPA. Even with names obscured, numeric student identifiers are considered personally identifiable information. Therefore, the practice of posting grades by Social Security number or student identification number violates FERPA. Instructors and others who post grades must use a system that ensures FERPA requirements are met. This can be accomplished either by obtaining students’ uncoerced written permission to do so or by using code words or randomly assigned numbers that only the instructor and the student are aware of; the order of posting must not be alphabetic. Lastly, another method suggested for notifying students prior to official grade posting is that the instructor may ask interested students for a stamped self-addressed envelope, which enables the individual instructor to mail grades directly to students.

Grading Policies
Grading Tips

· Policy communicated in course syllabus: One of the most important aspects of grading involves the communication of policies in the course syllabus. Specific information to be included would be the percentage value or points utilized for each letter grade, such as:
	93+
	A

	90–92
	A–

	87–89
	B+

	83–86
	B

	80–82
	B–

	77–79
	C+

	73–76
	C

	70–72
	C–

	67–69
	D+

	63–66
	D

	60–62
	D–

	<59
	F


· The method and weight of grade evaluation section of the syllabus should also be clearly communicated, such as: “Four exams at 20% each for a total of 80%, a project worth 15%, and attendance/participation worth 5%.” Points for each grade can be modified as needed provided you share this information with your students in the course syllabus. For example, in the Education Program, a student needs to earn a 95 rather than a 93 to receive an A.

· Consistency and fairness: All student work should be graded in a consistent and fair manner. For example, grading one student’s project with certain criteria but not holding another student’s project to the same criteria is inappropriate. 

· Objectivity: Establishing and communicating specific criteria for grading work should enable an instructor’s objectivity. Ideally, communicating this criteria should occur at the time work is assigned. When an instructor is going to use an evaluation instrument for grading a project, then that instrument could be distributed before students begin the project work. 

· Using rubrics: A grading rubric for an assignment might include formatting a checklist table with the grading criteria listed in rows and the degree of effort or compliance identified as column choices. For help with designing rubrics, see Jon Mueller’s website, Authentic Assessment Toolbox. 
· Feedback should include three essential elements:  

· Recognition of the desired goal

· Evidence about present position

· Some understanding of a way to close the gap between the two

In addition, feedback should be: 

· Constructive: Maintain a helpful attitude.

· Specific: Provide students with the reasons why a particular grade was assigned.

· Timely: Feedback should be provided as soon as possible so that students can improve their work.

· Clear: Use simple language.

· Thorough

· Professional: Focus on the behavior, not on the person. 

· Privacy and confidentiality: Student information should not be communicated to anyone else without permission. 

· Extra credit: Extra credit opportunities should be clearly stated and extended to all students. Realize that extra credit can be a form of grade inflation. 

· Number of graded activities: Providing many assessments in a course allows the student multiple opportunities to demonstrate learning, rather than having a course grade be determined by a single final exam. 

AMC students use a handbook by Diana Hacker. You may find the information at www.dianahacker.com helpful when providing writing feedback.
Assessing Student Writing

Here are some resources to consider for assessing student writing: 

· Assessing Student Writing from the University of Nebraska’s Writing Center. 

· Chapter 2 of Mark Overmeyer’s book, What Student Writing Teaches Us, outlines how to use formative assessment to teach the writer. 

· Developing Writers: A Workshop for High School Teachers is an hour-long video on writing feedback, with teachers, researchers, and authors talking about and demonstrating effective ways to conference and comment on student work.
· From Red Pen to Invisible Ink: Assessing Student Blogs with Diigo Groups describes using Diigo, a social bookmarking and noting tool, for writing assessment. 
Grading System

AMC operates on a 4-point grading system (A = 4.0). Academic standing is determined by grade and the corresponding quality points earned in each course. Grades are converted to quality points according to the following schedule:

	A 
	Excellent 
	4.0

	A– 
	
	3.7

	B+ 
	
	3.3

	B 
	Superior achievement
	3.0

	B– 
	
	2.7

	C+ 
	
	2.3

	C 
	Average achievement
	2.0

	C– 
	
	1.7

	D+ 
	
	1.3

	D 
	Minimal achievement
	1.0

	D–
	
	0.7

	F 
	Failing
	no quality points

	P 
	Pass
	no quality points

	W
	Withdrawn
	no quality points

	I 
	Incomplete
	

	AU 
	Audit
	no quality points


Points for each grade can be modified as needed provided you share this information with your students in the course syllabus. For example, in the Education Program, a student needs to earn a 95 rather than a 93 to receive an A.

At the end of each semester, the report card will list the courses the student has taken, the grades received, and the quality points earned in each course. It will also list the student’s quality point average for the semester (SQPA) and cumulative quality point average (CQPA). Students may view their grades through Online Services. Report cards will be sent out when requested by the student.
The SQPA is found by dividing the total number of quality points earned by the total number of credits attempted for the semester. The CQPA is found by dividing the total quality points earned by the total number of credits attempted. In computing quality point averages, the policy of the College is to consider only the credits earned at AMC.

Pass/Fail Grades

As a full-time junior or senior, students are allowed to take one elective (non-required) course each semester on a pass/fail basis. After registering for the course, students have eight weeks from the first day of class to meet with their advisor to request that the advisor submit a Pass/Fail Request Form through the in-house forms program. Although the instructor will submit a regular grade to the Registrar, if students have registered pass/fail, the grade will be converted to either P or F. The grade P is not converted into quality points so it will not affect students’ quality point average. The grade F will affect students’ quality point average.
Incomplete Grades

If some serious and unavoidable circumstance prevents a student from completing a course on time, the instructor may petition the vice president for academic affairs for approval to assign a grade of “I” (Incomplete). A grade of Incomplete is given only if the student’s coursework is substantially complete at the time he or she encounters an unavoidable circumstance. The unavoidable circumstance must be of an emergency nature (e.g., illness) rather than a case of mere inconvenience or poor time management by the student. No student can receive an Incomplete grade without prior approval from the vice president for academic affairs. Petition forms requesting permission for the grade of “I” are available in the Academic Vice President’s Office and in the appendix of this document. Unless otherwise noted on the petition form, the “I” will automatically convert to an F if the deficiency is not removed within four weeks following the last day of the final exam period for the semester in which the Incomplete grade is given. It is the student’s responsibility to contact the instructor to make arrangements for completing the coursework and having the “I” changed to another grade.

Student Conduct Code and Student Academic Grievance Procedure
Undergraduate Student Code of Conduct 
As an academic community centered in the Catholic tradition, AMC expects all members of the College community to act in a responsible and ethical manner and to uphold the values, rules, and regulations of the College. The principles of individual honor, integrity, responsibility, and respect for the rights of others are essential to student conduct. AMC expects all students to demonstrate honesty and integrity in the execution of their academic responsibilities. If a faculty member or fellow student suspects that another student has violated the standards of honesty and integrity in academic work, the matter must be reported to the vice president for academic affairs. If the vice president for academic affairs determines a violation has occurred, sanctions may include, but are not limited to, a letter of reprimand, failure on the assignment, failure in the course, or suspension or dismissal from the College.

Graduate Student Code of Conduct

The AMC community upholds and supports a Code of Conduct that is both responsible and ethical in keeping with the values set forth by the mission of the College. The Code of Conduct affords a structure by which the directors of all graduate programs reserve the right to expect professional behavior and respect for administration, faculty, staff, and fellow students. It also serves as a protection for academic honesty, standards, policies, and guidelines associated with all programs of study in the graduate school. Any member of the College community may report, in writing, failure to adhere to the AMC Code of Conduct to the program director. Decisions by program directors regarding action to be taken may be appealed, in writing, within four weeks to the Graduate Council, which will report its findings to the vice president for academic affairs. Recommendations made for dismissal from any program must be decided in conjunction with the Graduate Council. Final decisions remain with the vice president for academic affairs.

A student dismissed for academic or disciplinary reasons shall not be eligible to apply for readmission to any course or program at AMC until a minimum of one semester has elapsed, excluding summer sessions. A student who wishes to be considered for readmission must submit a letter of petition to the vice president for academic affairs, who shall consult with program directors and the Graduate Council. The student will be notified in writing by the vice president for academic affairs if readmission is approved or denied.

Student Academic Grievance Procedure

Students who believe that they have been unfairly graded in a course or that they deserve an adjustment in their academic status may appeal to persons in authority, providing they follow proper procedure. This appeal must occur within four weeks upon issuance of the grade. The student’s first step must always be to confer with the instructor. If further steps are necessary, the student should see the person next in authority—for example, the program director, then the vice president for academic affairs, who may ask the graduate council for a recommendation. The decision of the vice president for academic affairs is final. Only those decisions resulting in academic dismissal may be appealed to the president of the College.
Transcripts

Transcripts of courses taken at AMC can be obtained from the Registrar’s Office upon receipt of a written request, with signature. Email and fax requests cannot be honored. A fee of $5 ($7 for priority/rush) is charged for each transcript requested. Transcripts cannot be released if the student has outstanding financial obligations to the College.
Student Athletes

As a member of the NCAA Division III, AMC agrees with the philosophy that student athletes are not treated differently than other students. Students on academic probation with the College are not allowed to compete in athletics. Support programs provided to student athletes are always open to all students and are consistent with other programs offered to all students on campus.
Meeting Requirements

The Faculty Handbook defines the faculty’s role in AMC governance as follows:

The faculty member plays a key role in institutional governance (as described in Section 1.6, Internal Governance). As stated in Section 1.6.1, it exercises this function by formulating, approving, and adopting academic, student life, and disciplinary policies, as well as policies regarding the employment and retention of faculty and their professional development. Faculty members fulfill this responsibility by their active participation in the Faculty Assembly and their service on Assembly or College-wide committees. (Section 7.3, 06-05-10)
Meetings to fulfill this requirement are held on Tuesday afternoons from 3:00 p.m. to 4:30 p.m.
	Type of Meeting
	To meet on the ___Tuesday of each month

	School meetings include the school dean, professors, associate professors, assistant professors, and instructors.
	first 

	Faculty Assembly Meeting—all faculty 
	second

	Faculty Committees 

· Curriculum 

· Faculty Development 

· Appointment, Renewal, Promotion, and Tenure 

· Contracts, Salary, and Benefits 

· Technology and Information Services 

· Faculty Hearing 

· Ad Hoc Committees 

· Molly Bish Center Faculty 

· Electronic Teaching and Learning

· Faculty Committee on Diversity 
	third

	The Executive Committee consists of the officers of the Faculty Assembly and the chairs of the standing committees.
	fourth


Attendance at assembly meetings:

Members of the voting faculty whose teaching schedules prevent them from being present at regular meetings of the Assembly shall discuss the conflict with the Faculty Chair and seek other ways of fulfilling their responsibility for College governance. (Section 7.3.1, 06-05-10)
Time on Campus

Full-time faculty are expected to be on campus during the fall and spring semesters at least four days per week. The “on-campus” commitment is to be met taking into consideration scheduled classes in Paxton, in addition to off-campus supervisory tasks such as overseeing clinical placements, student teaching, and internships. Exceptions to this policy in any semester will be granted on a semester-by-semester basis and must be approved by the appropriate school dean. Approval of exceptions will be based on considerations of teaching demands, fairness, and faculty needs to spend time elsewhere in service or scholarship.
Professional Development Opportunities

Professional development funds for attendance or presentation at conferences may be available through the Center for Teaching Excellence, the Faculty Development Committee, your school dean, or the vice president for academic affairs. See your school dean for available opportunities. The Professional Development Grant Application is available for download.
Travel Reimbursement Policy

Purpose

It is the policy of AMC to reimburse employees for reasonable and necessary expenses incurred with prior approval for travel on behalf of the College.

Scope

All reasonable travel expenses associated with College business must be budgeted and approved by a senior staff member or school dean. Travelers should verify with the respective department manager that the planned travel is eligible for reimbursement before making travel arrangements. Payment will not be made without an authorized expense report, which has been reviewed and signed by the immediate supervisor and the department manager. In addition, all travel expenses over $1,000 must be approved by the chief financial officer. The authorized expense report should be submitted to the Business Office for payment within thirty days of the date the expense was incurred.  
Procedures

· Airfare/rail travel: Any College business that requires airfare/rail travel must be approved by a senior staff member or school dean. The employee must complete the Travel Authorization Form and the department manager must sign the authorization prior to travel. When travel is authorized, arrangements can be made by the employee or the department’s administrative assistant.   

· Rental vehicles: AMC will pay for preapproved use of a rental vehicle. A copy of a valid driver’s license and a signed release that the College may obtain driving records shall be required for any employee who either rents a vehicle or drives a College-owned vehicle.  
 

· Personal vehicles: A valid driver’s license and personal automobile insurance is required in order for expenses to be reimbursed. Drivers should be aware of the extent of coverage (if any) provided by his or her automobile insurance company for business-related travel. AMC’s current mileage rate is $0.51 per mile, which represents reimbursement for all related vehicle expenses including but not limited to gasoline, personal auto insurance, maintenance, and depreciation of the employee’s automobile. Mileage will be computed between the College and the employee’s approved destination. Travel between an employee’s residence and one of the College’s campus locations or designated clinical/education sites is considered commuting and shall not be reimbursed. If mileage to the College business destination is less than the employee’s normal commute to and from the College, the request for reimbursement will not be authorized. Mileage reimbursement may be allowed between the employee’s residence and destination if the College business occurs on a regular scheduled day off. Approved travel between College campus sites or College business destinations above the employee’s usual commuting distance will be considered for reimbursement. An authorized expense sheet is required to receive reimbursement.

· Use of cell phones: The use of cell phones while driving for College business is prohibited.

· Tolls/parking: AMC will reimburse for tolls and parking expenses on authorized travel for College purposes. Original receipts are required and must be attached to the expense report.

· Conference registration fees: Approved conference registration fees can be prepaid with a credit card or check through the Business Office using a purchase order.

· Lodging: The cost of preapproved overnight lodging (room rate and tax only) will be considered for reimbursement if the authorized travel is fifty miles or more from the traveler’s home or primary work site. Extended stays are permissible; however, the cost of lodging before or after those days that specifically pertain to College-related business is considered personal in nature and will not be reimbursed.   

· Meals (per diem): Travelers are required to follow AMC’s reasonability guidelines when requesting reimbursement for meals. Original itemized receipts must be submitted with the request for reimbursement.  

· Cash advance: Customarily, travelers charge travel-related expenses to their personal credit card and request reimbursement from the College when the term of travel has ended. However, in the event that a travel advance is necessary, please submit the approved Travel Authorization Form, noting your request, to the chief financial officer.    

Issuance of Cash Advance

· Cash advance must be issued within thirty days of when an expense is to be paid or incurred in order to satisfy IRS regulations and to meet the College’s cash management objectives. The amount requested on the Travel Authorization Form shall not exceed a reasonable estimate of the out-of-pocket expenses needed for the trip. 

· Cash advance will not be authorized if a traveler is delinquent in submitting a Travel Expense Report for a prior trip.

· The traveler must submit a Travel Expense Report even if he or she is not owed any additional reimbursement in order to document the business purpose for which the advance was issued. 

· A cash advance must be returned immediately if an authorized trip is cancelled or indefinitely postponed.

· Whenever possible, a nonrefundable ticket associated with a cancelled trip must be used for the employee’s next trip.

To access the Travel Authorization Form, Travel Expense Report, or Purchase Order Form, please log in to Anna Maria College Resources and click on Business Office from the menu.
TEACHING TIPS
Syllabus Requirements Checklist

The following elements are required by the College to appear on all syllabi:

_____   AMC course designator, number and title, semester (e.g., ART 101 Drawing I Fall 2013)

_____
Instructor name and contact information (course mail address and alternative contact—e.g., AMC phone, AMC email, and/or home email)

_____
Required textbooks and/or materials

_____
Course description (as it appears in AMC catalog)

_____
Course objectives (written in measurable terms to match assessment criteria)

_____
Procedures and policies

· Participation and attendance policy

· Late assignments

· Academic honesty

· Accommodations and support services (ADA statement)
· Communications

· Code of Conduct (grad only)

· Missed class/make-up policy (optional)
· Teaching methodology (optional)
· Team learning (optional)

· Electronic communication devices policy (optional) 
· Statement for grade justification (optional). For example: “If you wish to challenge a grade on any assignment, including your final course grade, you must justify your request in writing within seven days of the posting of the graded assignment.”
_____
Method and weight of grade evaluation

_____
Calendar with topics covered (not just chapter numbers), reading assignments, writing assignments, and due dates for major exams, papers, or projects (To allow for flexibility you may include a statement such as “Instructor reserves the right to revise this calendar during the semester.”)
_____
Descriptions of course assignments (include in syllabus or indicate that the information will be available in a separate document)

_____
Final exam or paper/project due date (during final exam week)


(All final assessments must include some cumulative element.)

_____
Syllabus agreement with student contact information (collect this agreement during the first week of class)

You must include the required components from the Syllabus Requirements Checklist. Please remember to submit a copy of your course syllabus to your school dean at the beginning of each semester and to post your syllabus on ENGAGE.

A syllabus template is available for on-ground and online courses to help you design your syllabus.
Preparing for Class

Classroom Expectations

It is important for students to understand what is expected of them in the classroom. The college experience offers students a lot of individual freedom, but along with this freedom comes responsibility. A clear understanding of what professors expect of their students will help make college much more enjoyable and rewarding. 

Set the stage for a positive classroom experience by:

· Stating reasonable and clear expectations in advance

· Defining conduct standards and discussing rules of etiquette in your syllabus and during class

· Giving examples of desired conduct as well as unacceptable behavior

· Explaining the reasons for your classroom expectations and inviting student comments and suggestions

· Being a role model for expected behavior and keeping your relationship with students friendly and professional

During the first class, let the students know how to address you. As a rule of thumb, students should always address faculty formally—for example, Dr. X or Professor Y. However, you can invite students to address you by your first name. 
Here are some suggestions for the syllabus. Use whichever pieces you feel are appropriate. 

Entering/Exiting Class

· Please arrive on time to class and stay for the entire class period. Late arrivals and early departures are disruptive.

· If despite your best effort you arrive late, please quietly take a seat at the back of the classroom. Similarly, in the rare event that you must leave class early (e.g., for a medical appointment), email me in advance to let me know, then sit close to the door and leave as unobtrusively as possible. If you can’t be there on time or must always leave early because of a class or work conflict, either seek specific permission from me or do not take the class.

· During exams, ask permission before leaving to use the restroom. Try to use the restroom before coming to class.

Noise

· When class begins, please stop conversations.

· Wait until class is completely over before putting materials away in your backpack, standing up, or talking to friends.

Electronic Devices

· No taping, filming, or photography in class without prior permission (whether by camera, cell phone, or other means). These activities are distracting and inhibiting to faculty and other students, may infringe on privacy or copyright, and have a chilling effect on classroom discussion.

· Cell phones should be turned off. No talking on cell phones, text messaging, or emailing on laptops during class. Wait until after class to return any calls received.

· No listening to iPods or other electronic recording devices during class.

Participation

· Because participation is counted as part of your grade, missing class could negatively impact your grade. Disrupting class could also lower your participation grade.

· Keep on the topic at hand. If you have questions off the current topic, address these outside of class at office hours or by email with me.

· Wait to be recognized before speaking and do not try to dominate a discussion with your questions or comments; give others a fair opportunity to participate.

Common Courtesy

· Food and drink are discouraged in class. There may be times that you need a beverage or small snack during class. Avoid bringing in large meals or food that is noisy when unpackaged or chewed.

· Show respect for me and fellow classmates. Do not interrupt another who is speaking. It is okay to disagree with an idea but not okay to ridicule or make fun of another person and his or her ideas. Raised voices, derogatory language, name-calling, and intimidating behavior will not be tolerated.

· Do not disturb others by engaging in disruptive behavior. Disruption interferes with the learning environment and impairs the ability of others to focus, participate, and engage.

Course Attendance

“Required attendance at scheduled class meeting times is clearly defined by each instructor at the beginning of each term and is specified in the course outline.”

(2012​–2014 Undergraduate Catalog)

Guidance for Faculty

Class sessions should be designed to contribute significantly to student achievement of course objectives by providing opportunities for active learning such as discussions, small-group work, debates, presentations, role-playing, or field trips. Regular attendance at class enhances learning by maximizing student participation in these experiences. 

Instructors may include credit for class participation in their evaluation of students’ achievement in the course, but attendance per se is not considered an acceptable evaluation metric. More rigid attendance policies may be articulated only where external accrediting or licensing bodies stipulate attendance standards.  

Some absences have an immediate, direct effect on student evaluation. Unexcused absence on the announced date of a presentation or test, for example, will yield an F grade for the missed work. Exceptions can be made for a medical or personal emergency or officially sanctioned extracurricular event.
Online Teaching
All faculty are provided with a course shell to supplement their courses through ENGAGE, the College’s course management system. If faculty are interested in teaching in a blended or fully online model they must speak to their program director to outline their plan and receive approval. The information technology department loads the shells and populates the student rosters. Login information is sent when the shell is loaded. Course shell content can be rolled over semester to semester. To access ENGAGE, click here, then log in with your username and password.
Ten Best Practices in Online and Hybrid Teaching

1. Sign into your class at least three times per week, preferably at random times.

2. Answer students’ email messages or telephone calls within 24 hours.

3. If a student has not been active in more than three days, initiate contact with the student.

4. If a student has been inactive for seven to ten days and fails to respond to your first email or telephone call, initiate a second contact and alert the Registrar.

5. Hold students accountable for all coursework. In other words, follow up on all assignments with assessments.

6. Keep your online grade book current (weekly).

7. Connect learning with real-world examples that are easily accessible to students through Web-based research.

8. Establish connectivity between student and professor, student and student, and student and resources.

9. Set and communicate clear expectations for students at the beginning of the term.

10. Ask for and digest informal feedback on how the course is going two to three weeks into the course.
During the Semester

Keeping Accurate Records

One of an instructor’s major responsibilities is to maintain an accurate grade book and student attendance record. You may want to consider the following statement of attendance policy in all syllabi:

You are expected to attend regularly all classes in which you are enrolled. You have the responsibility to attend class and to consult with your instructor when an absence occurs. If you are unable to complete a course in which you are registered, it is your responsibility to withdraw from the course by the appropriate date. The date is published in the academic calendar each year. Your instructor cannot do this for you. If you fail to withdraw, you will receive a performance grade, usually an F. 

Attendance Records

Accurate attendance records must be kept. Any changes to student enrollment will be reflected in the online roster. Please contact the Registrar’s Office if:

· A student’s name does not appear on the permanent roll; do not allow the student to remain in the class until his or her name appears on your roster. 

· A student is on your roster but does not attend the first two classes. 

· A student in your class stops attending during the semester and is still on your class roster (hasn’t withdrawn from the class); students will not be added to class rosters after drop/add without approval of the vice president for academic affairs.

To comply with federal regulations that require the College to verify class attendance for financial aid purposes and to confirm retention figures, faculty are required to complete and submit an electronic attendance sheet for the first three weeks of the semester via EmpowerWeb or the classroom attendance recorder.

Submitting Attendance Online

1.
Log in to Online Services with your username and password. 
2.
Point to Student Records and then click on the item you would like to select (for example, Student Attendance). 
3.
To view your class roster you will need to change filter parameters; click on Change filter parameters.
4.
Choose the Term, Department, Course, and Section, then click Return to Previous Page.

5.
Set the date for the attendance entry (you may also set a default attendance code, but you do not need to).

6.
Click the drop-down box next to each student name and select the appropriate attendance code.

7.
Once you have entered an attendance code for each student, click Save. 

If you have any questions regarding Web access to your class roster please contact Michael Miers or Katrina Steinberg. 

Submitting Attendance Through Attendance Recorder

1. 
From the Smart Board computer desktop in your classroom, click the Classroom Attendance icon.

2.
Enter annamaria in the password box, click Login.
3.
Enter the parameters for the current class.

· Select the instructor name from the drop-down box.

· Select the department title.

· Select the course number.

· Select the section.

4. 
Your Class Roster will display; initially all students will display as absent.

5. 
As students enter the class have them place their student ID under the bar code reader. Once the bar code is read the attendance code will change from A (absent) to P (present).

· If a student does not have a student ID, they may type their StudProx number listed on the screen; please note that this number is different from their student ID number.

· If a student does not have a StudProx number, he or she should be directed to contact Norma Mann.

· Students should be responsible to verify that their attendance code has been updated.

6. 
If a student is not properly registered they will receive the following error: No Match Found; please contact the Registrar’s Office. Students who receive this error after drop/add may not remain in class until they are on the roster.
7. 
After all students in attendance have been recorded as Present, click on Submit Attendance Records.

8. 
You will receive a warning message that you may only submit attendance once a day. If you would like to submit the attendance, click Yes.
9. 
You will receive the following message when your attendance has been submitted successfully: Attendance Submitted Successfully
If you have any questions about submitting your attendance through Attendance Recorder please contact Michael Miers or Katrina Steinberg. 
Midterm Grades

Faculty submission of midterm grades has replaced the midterm warning system. With this process in place, advisors, the Advising Center, the Student Success Center, and the Dean’s Council will have a much more detailed picture of how individual students are doing in their classes. It will also provide students with an accurate progress report from each class halfway through the semester. Midterm grades must be submitted by the end of the eighth week of the semester, which will provide students with ample time to check their grades and decide if they need to withdraw from a course with a grade of W. 

1. 
Log in to Online Services with your username and password.

2. 
Point to Faculty Records and then click on the item you would like to select (for example, Grade Roster). 

3. 
To view your grade roster you will need to Change filter parameters; click on Change filter parameters. 

4. 
Choose the Term, Department, Course, and Section, then click Return to Previous Page. 

5. 
To select interim/final, choose Midterm or Final from the drop-down box. 

6. 
Under Input Grade choose the appropriate grade for each student from the drop-down box. 

7. 
Click Submit Grades. 

Early Alert Notifications

An early intervention can be a major factor in AMC’s ability to retain a student. For many students, midterm warnings are too late. Faculty participation in these notifications is one of the major reasons the College’s retention rate is near 70%. Intervening with students who have already been missing classes or assignments, or who are showing signs of being unable to handle their coursework, helps put them on track to have a successful semester. Please let a member of the Dean’s Council know of any students who you have noticed struggling with coursework, attendance, or a personal issue that may be affecting their lives as students. Reports about any student (freshman, sophomore, junior, or senior) who may be showing signs of struggling with coursework are welcome
The AMC Dean’s Council meets weekly and is comprised of the vice president for student success (Drew Klein), the vice president for academic affairs (Billye Auclair), the dean of students (Elizabeth Bonneau), the student success center director (Dennis Vanasse), the academic advising director (Adam Duggan), and the health and counseling services director (Linda Aronson). Together they discuss individual students and trends on campus and coordinate support mechanisms accordingly
To provide an Early Alert, or a concern about a student any time during the semester, please email any member of the Dean’s Council or complete the Early Alert notification form (log in and click on Early Warning Form from the Academic Affairs menu).

Resources
Campus Resources for Faculty
Athletics

The AMCAT Center houses women’s locker rooms for field hockey, soccer, and lacrosse, men’s locker rooms for soccer and lacrosse, the football team locker room, the sports medicine training room, and an office suite for the coaching and administrative staff. AMCAT Field is a state-of-the-art synthetic turf surface that is home to football, men’s lacrosse, women’s lacrosse, men’s soccer, women’s soccer, and field hockey. The stands have the capacity to hold more than 1,000 cheering AMCAT fans. The Fuller Activities Center is home to men’s basketball, women’s basketball, volleyball, and a host of intramural events. It also houses the athletic offices and the fitness center. 

Campus Ministry

Campus Ministry focuses on the care of the whole person. The College chapel is located on the bottom floor of Cardinal Cushing Hall. Mass is held Monday through Friday at 12:00 p.m. and Sunday nights at 7:00 p.m.
Center for Teaching Excellence

Established in July 2008 through funding by the Davis Educational Foundation, the Center provides full-time and adjunct faculty members with increased and ongoing interaction focused on teaching and learning. Visit the Center’s website for information on available faculty development resources.
Dining Services

AMC’s dining hall, located in the Campus Center, is open seven days a week. Dining services strives to provide the finest quality meals and services at reasonable costs to students, faculty, staff, and guests. Visit their website for announcements, menu changes, and new offerings.
Event Planning/Room Reservations

An Events Committee meets each Tuesday morning to help you plan your event. An event planner is also available. If you need to book a conference room or other space for a meeting, or if you have any questions, please contact Reneé Markiewicz.

Facilities 

For any housekeeping or maintenance issues you should submit a work order request to the facilities department via their Get It system. The Get It system is not intended for emergency requests. Emergency requests should be telephoned to physical plant department directly at extension 3463 during regular business hours. Emergency requests during nights and weekends should be reported to the Public Safety Office at 508-494-9010. The Get It system is only available from your computer while on campus.

To submit a work request, please follow these instructions:

1. Log in to Get It! with your personal ID and password. You are currently setup with your first initial + last name as your Login ID (in all caps) and 12345 as your password. Once logged in you can establish a secure password in the Account Management section.

2. Select the category and the subcategory of service you are requesting.

3. Fill in the request form and submit. (A red arrow indicates required fields.)

4. You will receive a work order number via email to verify your work request has been processed.

If you have any questions or concerns regarding this procedure, or if you are unable to access the Get It system, please contact the physical plant department at extension 3463.
Information Technology

More than three hundred computers link classrooms, offices, the Academic Computing Center, computer labs, the library, and all residence hall rooms. In addition to College-owned computers, students can gain access to the Internet from any location on campus through the use of the College wireless network and their personally owned computer. Every classroom is equipped with VHS/DVD combinations.

	Building/Room
	Interactive Projectors
	Mounted Projectors
	Computer Lab

	Trinity
	4
	2
	

	Science
	4
	3
	5

	Foundress
	6
	
	30 Information Commons
20 Graphics Lab
15 MIDI Lab
24 Training

	Miriam
	2
	
	2

5 MIDI lab

	Health Science Lab
	1
	1
	3

	Madonna
	
	
	18

	South Hall 
	
	
	4

	Student Success Center
	
	
	25

	Campus Center
	
	
	4

	Alumni Hall
	
	
	2

	Jacques Conference
	
	1
	


Laptops/Projectors

Projectors and laptops (to use with projectors) are available in the library (contact Janice Wilbur) or in Miriam Hall (contact Amanda Elinoff).
Course Management System

AMC uses the ENGAGE course management system. For helping using ENGAGE please contact Michael Miers. Support for using ENGAGE is also available here. If you wish to teach your course beyond the supplemental method of delivery, such as blended or fully online, please discuss this option with your school dean or program director to determine next steps. To access ENGAGE click here, then log in with your username and password.
Empower Access

Access to the administrative database is limited to those staff assigned to enter or access data, and faculty who will be involved with student advising. Access to administrative computing is granted only after the completion of FERPA training. FERPA training kits are available in the Human Resources Office. All faculty may view their course schedules and class rosters online.

Technology Professional Development

Smart Board training is offered through the information technology department. Please contact Michael Miers or Katrina Steinberg if you are interested in this training. A Web version of the Notebook software that is installed on the Smart Boards is free and has similar features to those in the full version. It allows you to create and open Smart Notebook files so you can continually work on files anywhere with an Internet connection.

Information Technology How-to Guides

For assistance with the following procedures, please log in to Anna Maria College Resources and click on IT Resources from the menu.

· Changing your contact information

· Configuring Blackberry for AMC email

· Configuring Droid for AMC email

· Configuring iOS for AMC email

· Forwarding your AMC email

· Opening a shared calendar in Outlook

· Opening a room calendar in Outlook

· Sharing your calendar via Outlook

· Smart Board quick hints
Mondor-Eagen Library
The Mondor-Eagen Library staff provides the following services to the AMC community:

•
Teaching and tailoring library instruction for class assignments

•
Consulting with individuals on research techniques and search strategies

•
Providing interlibrary loan of articles, books, and multimedia

•
Managing class materials by placing them on reserve for student in-house use

Onsite Collection of Library Materials

Your AMC ID is your library card. Faculty members may check out books as well as media items (videos, DVDs, CDs). If you have recommendations for materials for the library to purchase, please forward those requests to your school dean.

Electronic Journals and Databases

The library subscribes to a variety of electronic journals and databases. All can be accessed on or off campus with the help of your library card. Check the library’s website for a list of current resources.

A-V Equipment

Most of AMC’s classrooms include Smart Boards and equipment for showing videos and DVDs. The library can provide additional specialized equipment such as a portable laptop with projector or a digital handheld camera. Contact the circulation desk at extension 3405 for more details.

One-on-One Consultations About Assignments

Reference staff can confer with faculty about upcoming student assignments and the library resources that might support them. The ultimate goal is to ensure that students will be able to find the information and resources they are looking for.

Library Instruction Classes

Library staff can conduct custom or embedded instruction either in your classroom or in the Information Commons. Request an instruction session and learn more about the information literacy program here. 
Reserve Shelf for Reading and/or Viewing Material

Reserve materials are shelved at the library circulation desk. Books, articles, photocopies, videos, DVDs, and other media may be put on reserve. Students must present their student ID card to use the material, and reserve items may not leave the library unless specified by the professor when the material is placed on reserve. To place materials on reserve, please bring them to Alice Baron. Please note that any personal items on reserve must be retrieved at the end of the semester.

Interlibrary Loan

Interlibrary loan (ILL) services are available to current AMC students, faculty, and staff who need materials not held by the library or unavailable via the C/W MARS network or the Virtual Catalog system. There is no charge for ILL services. Requests can be made online using the ILL form or via email to ill@annamaria.edu. Requests must provide the following information: author, title, date, and, for periodical articles, volume and issue number, and page numbers. When the requested item arrives, notification will be made via voice- or email. The pickup location is the circulation desk. Please allow at least a week for books and media to be received. Interlibrary loan books should be returned promptly so they can be sent back to the lending libraries.
ARC Connection 

AMC is a member of the Academic and Research Collaborative (ARC) of central Massachusetts. This coalition of area academic, public, and special research libraries works to facilitate resource sharing. Please contact the library if you would like an ARC card in order to visit and use any of the other area academic libraries. 
Library Online Access

If you are an AMC faculty member and you are away from campus, you can access the library’s online resources by using your library card number and last name.  

Library Contacts

Circulation Desk: 508-849-3405

Director (Jan Wilbur): 508-849-3406 

Interlibrary Loan (Alice Baron): 508-849-3407

Reference Desk: 508-849-3473

Technical Services: 508-849-3407
Office of Diversity and Inclusion

Anna Maria College is committed to fostering an inclusive community where all people, regardless of their backgrounds, will be free to achieve their full potential. We strive to create an environment where every individual’s human dignity is valued within our community of scholars and learners. Our inclusive community efforts are grounded in cultural competency, social justice, and inter-group dialogue frameworks. We acknowledge the natural tensions that may arise in conversations about race, gender, and other topics, yet it is the nature of higher education to have the space and opportunity to engage in such conversations with honesty and civility. It is in these conversations that learning occurs and part of our educational mission is accomplished. The Office of Diversity and Inclusion empowers our community members to engage in these meaningful and constructive conversations as we advance our inclusive community.

Office of Multicultural Affairs

The Office of Multicultural Affairs was created to provide leadership as we foster a community in which everyone is welcomed and respected. We expect that our students will engage in discussions both in and out of the classroom about the differences among people and will develop a healthy respect for a great variety of cultural heritages. It is through these exchanges of experiences and views that our community will come to understand the values, beliefs, attitudes, and behaviors of each of our members.

Peer Consulting/Mentoring Program

The Peer Consulting/Mentoring Program is an opportunity for experienced faculty members to help new and adjunct faculty improve practice, learn about the college culture, and ultimately have a positive effect on student learning. The program seeks to provide support in teaching (classroom and electronic), research, service, and renewal, promotion, and tenure. If you would like to request the services of a peer consultant/mentor, please complete the Request Form for Peer Consultant/Mentor Services and return it via email or through campus mail to Box 10. If you would like to serve as a Peer/Consultant mentor, please complete the Application to Serve as Consultant/Mentor and return it via email or through campus mail to Box 10.
Registrar’s Office

The Registrar's Office is the official office of Academic Records for all undergraduate students, graduate students, and alumni. The following documents are available electronically from the Registrar’s Office:

· Academic calendar 

· Academic policies

· Course catalogs 

· Course listings
· Cross-registration at Consortium schools

· Enrollment certification
· Final exam schedule 
· Graduate and continuing education registration

· Graduation information

· Transcripts
For online registration instructions and advisor information regarding online registration, please log in to Anna Maria College Resources and click on Registrar’s Office from the menu.

Working with Students

Accessing Services from the Student Success Center

The Student Success Center is staffed by professionals as well as student tutors and provides assistance to all students free of charge in a supportive, informal setting. Students with disabilities or specific learning needs will find the Student Success Center a valuable resource. The director helps students with disabilities to arrange accommodations for courses, schedule weekly support conferences and tutoring, and work with faculty to achieve academic success.

Students needing assistance with study skills such as note taking, test taking, or time management can access the Student Success Center. There is an array of valuable handouts, a series of study skills workshops, and basic skills testing available.

Student Success Center Testing Guidelines

· Only students with accommodations will be permitted to take exams in the Student Success Center.

· The test will be brought to the Student Success Center by the professor in a sealed envelope. 

· The professor will drop off and pick up the exam between the hours of 8:00 a.m. and 3:00 p.m. Monday through Friday.  

· The name of the student is to be written on the envelope as well as the guidelines for what can be used on the test, any time restrictions, and so on. If guidelines for what can be used (notes, books, etc.) are not specified then the student will not be allowed to use those materials.   

· There will be a specific time that the student will complete the exam. This time will be prearranged between the student and the professor and, once arranged, the Student Success Center will be notified by the professor of this time. 

· The professor will pick up the exam within forty-eight business hours following the completion of the exam.  

· The professor will initial paperwork at the Student Success Center upon drop off and pick up of the exam. 

· The professor will provide contact information at which he or she can be reached during the test-taking time (campus phone extension, email address, cell phone number, or room present in).  

· If the student is not present in the Student Success Center within thirty minutes of the start time of the exam, the student will not be permitted to take the exam.  

· Scheduled test time does not include study time. The student must study previous to the scheduled exam time. 

· Students are not allowed to bring any unnecessary items into the testing room, specifically cell phones.   

· For classes that do not fall between the hours of 8:00 a.m. and 3:00 p.m. please contact the Student Success Center for special accommodations.

Serving Students with Disabilities and Support Services 

Students with documented disabilities, identified either before or after their admission to the College, may request accommodations in the structure of a course or courses. The responsibility for initiating such requests rests with the student. Students with disabilities who seek course-based accommodations must meet with the Student Success Center staff to request accommodations. The student must submit appropriate documentation of the disability to the director, who will review the documentation and discuss with the student which accommodations and support services are appropriate.

The Student Success Center, with the student’s written permission, will notify the faculty member(s) involved of the specific classroom and/or course-based accommodations that have been authorized. The Student Success Center will also arrange need-based support services outside the classroom. All specific course-based accommodations should be established at the beginning of each academic term. It is the responsibility of the student to contact the professor to arrange for the necessary accommodations. Accommodations set at the beginning of the term may be adjusted on an as-needed basis. The types of legal accommodations available to students in specific courses and outside the classroom may include but are not limited to the following:

· In class: Tape recording of lectures, use of a note taker, use of an interpreter, seating location, extended time for assignments, use of a word processor for written work, adaptive equipment, and physical access

· For examinations: Use of a reader, extended time, private room, use of a word processor, alternative formats, and adaptive equipment

· Outside the classroom: Note transcription, tutoring, learning strategies instruction, reduced course load, and the use of adaptive equipment

Working with Students in Crisis

College students typically encounter a great deal of stress (academic, social, family, work, financial) during the course of their education experience. Although most students cope successfully with the demands of college life, for some the pressures can become overwhelming and unmanageable. Students with difficulties have several resources available to them, including close friends, relatives, clergy, and coaches. In fact, anyone who is seen as caring and trustworthy may be a potential resource in times of trouble.

Students may perceive you as someone who can lend a helping hand or be a good listener. Your expression of interest and concern may be a critical factor in helping struggling students find appropriate assistance.

Disruptive Students 

Disruptive students exhibit behaviors that signify an obvious crisis and that necessitate emergency care. These problems are the easiest to identify. Examples include:

· Highly disruptive behavior (hostility, aggression, violence, etc.)

· Drinking and/or drug abuse or dependence (coming to class intoxicated)

· Inability to communicate clearly (garbled, slurred speech; unconnected, disjointed, or rambling thoughts)

· Loss of contact with reality (seeing or hearing things that others do not; beliefs or actions greatly at odds with reality or probability)

· Stalking behaviors

· Inappropriate communications (threatening letters, email messages, harassment)

· Overtly suicidal thoughts (referring to suicide as a current option or in a written assignment)

· Threats to harm others

When a student expresses a direct threat to themselves or to others, or acts in a bizarre, highly irrational, or disruptive way, call public safety immediate at 508-494-9010. Remain calm and find someone to stay with the student while the call is made. Remember, it is not your responsibility to provide professional help for a disruptive student. It is your responsibility to call and request assistance.

How to Make a Referral

If you have identified signs or behaviors of distress in a student, it is important for you to make a referral.

· Recommend campus services to the student. Reassure the student that it is an act of strength to ask for help. Dispute the myth that only “weak or crazy” people go for counseling or use others for help.

· Determine the student’s willingness to go to a helping resource. Offer to accompany the student to Health and Counseling Services.

· To schedule an appointment with a counselor, call Health and Counseling Services at 508-849-3315. Health and Counseling Services is open from 9:00 a.m. to 7:00 p.m. If students come to Health and Counseling Services outside of walk-in hours they will be seen on a space-available basis or offered a later appointment if no one is immediately available.

· Health and Counseling Services has scheduled walk-in hours from 11:00 a.m. to 12:00 p.m. daily. Students may come by at any point during this hour to receive care or schedule an appointment.

Troubled Students

Troubled students exhibit significant distress over a period of time that may suggest a more serious problem. Some signs that suggest problems for which the student should be referred for assessment include:

· Changes in personality (from being actively involved to quiet and withdrawn, or from being quiet to more agitated or demanding)

· Aggressive or abusive behavior to self or others; exhibits excessive risk-taking

· Signs of memory loss

· Loose or incoherent thought patterns, difficulty focusing thoughts, or nonsensical conversation patterns

· Behaviors or emotions that are inappropriate to the situation or that push the limits of decorum or interfere with effective management of the immediate environment 

· Extreme suspiciousness or irrational fears of persecution; withdraws, does not allow others to be close; believes he or she is being watched, followed, etc. 

· Hyperactivity (unable to sit still, rapid speech, difficulty focusing, gives the impression of going “too fast,” appears agitated)

· Signs of depression (no visible emotions or feelings, lethargy, weight loss, exhaustion and complaints of sleeping poorly, falls asleep in class, headaches, gastrointestinal distress, displays feelings of worthlessness or self-hatred, or is apathetic about previous interests)

· Written or verbal expressions of unusual patterns of eating, not eating, or excessively eating

· Signs of injury to self: cuts, bruises, or sprains

· Statements regarding suicide, homicide, feelings of hopelessness or helplessness (verbally or in assignments)

· Serious grade problems or a change from consistently passing grades to unaccountably poor performance

· Excessive absences, especially if the student has previously demonstrated consistent attendance

· Sharing a particular stressor in his or her life, home, family, work, academics, financial, relationships, etc. 

· Consistent discrepancy between performance and potential

· Marked change in personal dress and hygiene

· Signs of drug misuse (written or verbal assignments about getting drunk or high, coming to class hung over or with red eyes)

· Repeated requests for special consideration, such as deadline extensions, especially if the student appears uncomfortable or highly emotional while disclosing the circumstances prompting the request

· Failure to complete assignments without explanation, especially if this is a change from previous behavior

· Exhibits clusters of mild behaviors that happen at approximately the same time

Providing Assistance to a Troubled Student

· If you have a “gut feeling” that a student is in trouble, go with that student to ask for assistance. 

· Make a referral whenever a student presents a problem or requests information that is outside your range of knowledge, you feel uncomfortable with the issue at hand, a student is reluctant to speak with you, you do not have sufficient time to speak with the student, or a student is becoming overly reliant on you.

· Educational laws allow for communication within the academic setting, specifically to counseling and student affairs personnel. Whenever you speak to a student, do not promise confidentiality.

· Deal directly with the behavior or problem according to classroom protocol but leave time to address the situation on a more individual level.

· Consult with a colleague, your school dean, a professional in the Dean of Students Office, or campus counseling professional.

Important Numbers

· Health and Counseling Services: 508-849-3315

· Vice President for Student Affairs and Retention (Andrew Klein): 508-849-3313

· Dean of Students (Elizabeth Bonneau): 508-849-3459

· Public Safety: 508-849-3456 daytime/508-494-9010 duty officer cell phone (24/7)

· Campus Ministry Director (Fr. Manuel Clavijo): 508-849-3205 

Guidelines for Talking with a Student in Distress

If a student wants to talk:

· Respect the student’s value system, even if you don’t agree.

· Avoid giving advice, judging, evaluating, and criticizing. Avoid contributing to the student’s guilt or sense of failure.

· Do not swear secrecy or offer confidentiality to the student.

· Trust your insight and reactions.

· When appropriate, let the student know you are worried about his or her safety.

· Attempt to address the student’s needs and seek appropriate resources.

· Offer yourself as a caring person until professional assistance has been obtained.

· Remind the student that counseling services are free and confidential.

· Offer to call or walk the student to Health and Counseling Services.

· If you are concerned the student may be feeling hopeless and thinking about ending his or her life, ask if the student is contemplating suicide. It is important to remember that talking about suicide is a cry for help and is not to be ignored. It is not your role to determine whether the student is serious about committing suicide. It is equally important to note that talking about suicide will not cause someone to commit suicide. Do not allow a suicidal individual to leave your office without professional staff.

· After the student leaves your office, make some notes documenting your interactions.

· Consult with others on your experience.
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Academic Calendar: Fall 2013
Arrival of New Students
August 30

New Student Orientation
August 30–September 2
Move Day for Returning Students
September 2
Classes begin (both day and evening)
September 3
Registration and Drop/Add period
September 3 to September 10
Mass of the Holy Spirit

TBD
Day of Caring

TBD

Academic Convocation

TBD
Last day to make up Incomplete grades from spring 2013
September 27


Columbus Day (no classes)
October 14
Midterm Grades Due
October 25
Last day to withdraw from a class with a Grade of W
November 5
Last day of Pass/Fail grade (Juniors and Seniors)
November 5
Registration (winter session and spring)
October 28 to November 22
Thanksgiving Recess
November 27 to December 1
Last day of undergraduate classes
December 12
Reading Day

December 13
Final Examination Period
December 16 to December 20
Makeup Days for Final Exams (if necessary)
December 21
Final Grades Due
December 23
Christmas Recess
December 24 to January 14
Advising Forms
Pre-Advising Worksheet
Name: 













Course registration worksheet term: 









Advisor PIN (keep your advisor PIN as you may need it during drop/add): 




Major: 




Minor/concentration: 






Student ID: 





Year of graduation: 




Telephone/cell: 











Date: 













Advisor signature: 










Student signature: 











Completing this worksheet will prepare you for your meeting with your faculty advisor and facilitate the preregistration process. Please make sure to double check course prerequisites and restrictions prior to making your schedule. 

Preferred Schedule 

	Course #
	Section
	Course Title
	Day/Time
	Instructor
	Credits

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Alternate Choices (if preferred courses are unavailable)

	Course #
	Section
	Course Title
	Day/Time
	Instructor
	Credits

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Degree Audit/Advising Chart

Major

Student name: 






Year/class of: 



Student number: 





Advisor: 




First-Year CORE Curriculum
	Course #
	Course name
	Credits
	Semester
	Grade earned

	AMC 100
	First-Year Experience (need C or better)
	3
	
	

	COR 102
	Developmental Writing (as advised)**
	3
	
	

	COR 103
	Freshman Composition (need C or better)
	3
	
	

	COR 104
	Writing Through Literature (need C or better)
	3
	
	

	COR 110
	Introduction to Philosophy
	3
	
	

	___ ___
	Explorations in the Natural Sciences*
	3
	
	


Second-Year CORE Curriculum

	Course #
	Course name
	Credits
	Semester
	Grade earned

	COR 210
	Introduction to Theology
	3
	
	

	___ ___
	Exploring Western Cultures and History*
	3
	
	

	___ ___
	Language I – conversational*
	3
	
	

	___ ___
	Language II – applied*
	3
	
	

	___ ___
	Societies of the World*
	3
	
	

	___ ___
	Creativity and Imagination*
	3
	
	


Third-Year CORE Curriculum

	Course #
	Course name
	Credits
	Semester
	Grade earned

	___ ___
	Quantitative Reasoning*
	3
	
	

	___ ___
	Writing for Career and Creativity** (as advised)
	3
	
	

	___ ___
	U. S. in the World*
	3
	
	


Fourth-Year CORE Curriculum

	Course #
	Course name
	Credits
	Semester
	Grade earned

	COR 304
	Catholic Social Teaching
	3
	
	

	___ ___
	Global Dynamics*
	3
	
	

	___ 4xx
	Capstone Seminar
	3
	
	


Major Requirements

	Course #
	Course name
	Credits
	Semester
	Grade earned

	 
	 
	3
	
	

	 
	 
	3
	
	

	 
	 
	3
	
	

	 
	 
	3
	
	

	
	
	3
	
	

	
	
	3
	
	

	
	
	3
	
	

	
	
	3
	
	


Electives/Minor/Concentration

	Course #
	Course name
	Credits
	Semester
	Grade earned

	 
	 
	3
	
	

	 
	 
	3
	
	

	 
	 
	3
	
	

	 
	 
	3
	
	

	
	
	3
	
	

	
	
	3
	
	

	
	
	3
	
	

	
	
	3
	
	

	
	
	3
	
	

	
	
	3
	
	

	
	
	3
	
	

	
	
	3
	
	

	
	
	3
	
	

	
	
	3
	
	


ARPT Tenure Submission Guidelines

Please submit your tenure packet in one large or three smaller binders (one for each subsection). You should include a table of contents at the beginning of the large folder or at the beginning of the teaching folder if you are submitting three folders. If you have materials that do not fit in a folder (such as a book), please submit those materials with the binders and record them as additional materials in the table of contents. The following pages detail the material to be submitted as well as suggestions for additional items for submission for each of the three sections on which tenure is assessed.
I. Teaching

The Faculty Handbook states that faculty must display:

· Effectiveness in communicating the content and in stimulating attitudes of intellectual curiosity and disciplined inquiry.

· Direction and evaluation of students, in and out of the classroom.

· Development and implementation of new methods, approaches, and courses.

For tenure review, the candidate should address all three characteristics in his or her letter.  Material presented to the committee must include:

· Different courses taught—undergraduate and graduate

· Courses developed

· Additional teaching duties (internship, independent studies, practicums, etc.)—specify your role in such duties (e.g., supervising students, arranging new sites, training site supervisors)

· Programs developed (include an explanation of your particular role)

· Average number of advisees

· Pedagogical training received (e.g., certified in ENGAGE)

· Student recitals and art shows organized

· Course evaluations

Additional materials that can be included are:


· Syllabi for courses developed or taught

· Assessments that are particularly innovative with an explanation of why you think the assessments show evidence of innovative strategies
· Samples of exemplary work students have produced with an explanation of why you think the samples show evidence of exemplary student work and their connection to effective teaching
· Examples of class materials that are particularly innovative with an explanation of why you think the examples show evidence of innovative teaching
· Unsolicited letters from students 

· Brief summary of course evaluations received with an assessment of strengths and weaknesses and changes made or planned


Materials that will be submitted by other offices/members of faculty:

· Observation summary by a member of the ARPT Committee documenting effective teaching practices
· Observation summaries from prior years’ observations

· School report

II. Service

The Faculty Handbook states that faculty must display:
· Effective contribution to the operation and administration of the program or school.

· Activities and committee activities related to the overall College governance.

· Contributions to student groups and activities.

· Activities that utilize professional background in the external community such as work in professional societies. 

For tenure review, the candidate should address all four characteristics in his or her letter.  Material presented to the committee must include:


· Programs or divisions chaired

· Committees you have served on, including dates of appointment and any positions held

· Student groups you have served as faculty advisor to

· Consortium events you have participated in or helped students participate in

· Professional memberships, including positions held if applicable

· Performances, talks, exhibits in events drawing a general, not academic, audience

Additional materials may include:
· Programs recording your performances, talks, exhibits 

· Reviews of such performances, talks, exhibits

· Letters from community service groups explaining your contributions to their work

III. Scholarship

The section on scholarship is the most complicated. If you are in doubt about something counting toward tenure, check early (usually with the vice president for academic affairs), not when you are going up for tenure. Priority is given to peer-reviewed/refereed, scholarly articles and books, but other forms of scholarship are acceptable as well. Conference presentations, book reviews, encyclopedia articles, and other refereed/peer-reviewed, scholarly works are also important.  

Some scholarship, however, is not peer reviewed or refereed. In these cases, it is up to the tenure candidate to provide some sort of peer assessment. This may take the form of having peers in your field provide an assessment of the work in question. If the work resides on the Internet, it may take the form of a list of scholarly websites that link to the candidate’s website. If it is a self-published book, it may take the form of reviews in scholarly journals. The candidate must be sure to provide valid peer review in some form.

Some scholarship is creative instead of scholarly. In these cases, the candidate should provide a brief justification for how the creative work contributes to his or her field. This may take the form of relating the creative work to a class the candidate teaches (such as an art exhibition that ties to a studio art course taught by the candidate). Alternately, the candidate may provide research that shows the connection between two fields (such as a candidate who teaches writing showing articles arguing that creative writing facilitates the learning of research writing). 

When submitting the scholarship portion of the tenure application, the candidate should include the following:

· A cover letter outlining the scholarship you have completed, its relevance to your field, and your plans for the future

· A bibliography of your scholarship

· An explanation page (if necessary) justifying non-peer-reviewed/refereed or creative work as counting for scholarship—this may include letters from peers as well

· Samples of your scholarship

· Letters from colleagues in your field supporting non-peer-reviewed/refereed work as valid and scholarly

· Record of scholarly websites that have linked to websites you have created on the Internet (to show non-peer-reviewed/refereed sites as scholarly)
· Reviews of your works
Curriculum Vita Sample

Henry W. Longfellow, Ph.D.
Curriculum Vita

PERSONAL INFORMATION (as with all CVs, start with contact information)
School of Humanities





520 Trinity House

Anna Maria College





Phone: 508-848-1234

50 Sunset Lane 






Email: hlongf@annamaria.edu
Paxton, MA 01612






EDUCATION (most recent first—include areas of concentration)

PhD, English, Harvard University, 1997


Concentration: American Literature


Dissertation: The Intersection of Native American and European Literature 


MA, English, Harvard University, 1990


MA Thesis: Paul Revere’s Impact on American Literature

BA, English, Bowdoin College, 1986


 

AREAS OF INTEREST (include research and other areas you would consider developing at AMC)

Lyric poetry and free verse, Finnish legends, Didactic Art, Children’s Literature, Poetry of Michelangelo 

EMPLOYMENT HISTORY (start with most recent and include dates for each rank; the below indicates the candidate was hired into AMC as an associate professor)

2008–present
Associate Professor of Humanities, School of Humanities, Anna Maria College, 
Paxton, MA
2004–2008
Associate Professor of English, Department of Humanities, University of Maine 
at Portland, Portland, ME
1998–2004
Assistant Professor of English, Department of Humanities, University of Maine at 
Portland, Portland, ME 

PUBLICATIONS (include separate categories for books, peer-reviewed articles and chapters, non-reviewed publications, reviews, encyclopedia articles, CDs, websites, artwork included in a permanent collection, musical composition, produced screenplay, etc., as needed—include forthcoming, under review, in press, and in development—include full citations per your discipline)
Books 

Native American Legends. Cambridge: Harvard UP, 2003.

Legends of the Old Norse. (Coauthored with Snorri Thorfinnson.) Cambridge: Cambridge UP, 2000.

Encyclopedia articles
“Hiawatha.” Encyclopedia of American Poetry. New Brunswick: Fairfield UP, Forthcoming.

PRESENTATIONS (include separate categories for professional, non-professional, AMC, art shows, music performances, theatrical, etc., as needed; if you had a role other than presenter, include the role)

Professional conferences
“My Life.” American Longfellow Conference. Cambridge, MA. April 2008.

“My Poetry.” American Longfellow Conference. Cambridge, MA. April 2007.

“Someone Else’s Poetry.” American Thoreau Conference. Concord, MA. May 2006.

Organizer. Romantic Poetry Conference. New York, NY. September 2005.

Non-professional presentations (can put under service instead if preferred)

“Paul Revere.” Paxton Town Library. September 2004.

Art show
Sculpture by Henry Longfellow, Harvard Art Museums, Cambridge, MA. 2005.
Curator: Annie Sullivan, Professor of Art, Harvard University. 2005.
CERTIFICATIONS AND ACCREDITATIONS (include as needed)

Certification in online teaching, Anna Maria College, September 2009.

AWARDS AND GRANTS (include as needed)

Poet of the Year, The Poetry Foundation. 2010.

PROFESSIONAL MEMBERSHIPS (include as needed)

Romantic Poets of America

SERVICE TO AMC COMMUNITY (include dates for each)

2010–present: ARPT Committee (2010–2011 chair of committee)

2008–2010: Curriculum Committee

2008–2009: Advisor, Literary Club

2006–2009: Environmental Committee

SERVICE TO PROFESSION (include dates and what’s relevant)

2009: President of Romantic Poets of America

SERVICE TO COMMUNITY AT LARGE (include dates and what’s relevant)

2007–present: Literacy volunteer

2005–2007: School Advisory Committee, Longfellow Academy, Sudbury, MA

2003–2004: Secretary of the Interior

PROGRAM/COURSE DEVELOPMENT (include dates programs/courses were developed and/or implemented and indicate mode of delivery)

2004: Developed ENG 335 Romantic Poetry (on ground)

2009: Developed ENG 221 Writing Poetry (online)

ANY ADDITIONAL INFORMATION YOU WANT TO INCLUDE

Languages spoken: French, German, Swedish

Reading comprehension: Algonquin, Russian

Cover Letter for Renewal 

The cover letter should be one-to-two single-spaced pages and should clearly address the three categories of renewal: teaching, service, and scholarship. Unlike the CV, which covers your academic life, the letter should focus on three particular items: what you did since the last renewal, what needs further clarification (i.e., if you need to explain anything on the CV that would not easily be understood), and what your plans are for the next semester.
Petition for Incomplete

Student Name (Last, First): 










AMC ID#: 



 Semester: 






Major: 




 Site: 








Course Number: 


 Course Title: 






Reason for petition (Be specific. An Incomplete should only be granted when exceptional circumstances merit an extension of time.)

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Work to be completed

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Due date of assignment: 



      







Date 


      Time

Student’s Signature 







   
 Approved 
 Not Approved
Instructor’s Signature







  
 Approved 
 Not Approved
Vice President for Academic Affairs’ Signature

Proposal for Curricular Change (Individual Course)

	Guidelines
	Course Information

	Date Submitted
	

	Reason for submission:

· New course

· Delete course from catalog

· Substantive change in course title/content

· Change in course status
	

	School
	

	Course designator, number, title (followed by I, II, III, etc. for sequenced courses)
	

	Number of credits
	

	Prerequisites if any
	

	Catalog description

· The description should be precise enough to ensure that two professors can offer different sections of the same course, and that future full-time or adjunct faculty members are able to design an appropriate section of the course

· The description should be open-ended enough to allow for academic freedom regarding choice of texts and diversity in regard to pedagogical methods

· Any details provided should be restricted to those topics or fields that will always be covered in the course and can include appropriate limits to course material, such as time limits in a history course, grade levels for education courses, or sequence orders.
	

	List of course goals (in the form of goals or listed as student outcomes)
	

	For CORE courses, this list should demonstrate the inclusion of CORE goals
	

	Attach: Course outline/syllabus (list of topics to be covered)
	

	Justification: Why is this course necessary/beneficial to the college?

· Details about how the course supports the goals of the school or major.
	

	Request for CORE status as appropriate. Use CORE criteria to support your request. 
	

	Curriculum Committee Approval (Signature & Date)
	

	Curriculum Committee Approval with Amendments (Signature & Date)
	

	Curriculum Committee Comments: 
	


Proposal for Curricular Change (Program Change)

	Guidelines
	Course Information

	Date Submitted
	

	Reason for submission:

· New program

· New CORE/general education program

· Delete program

· Substantial change in program

· Add course(s) to program requirements

· Delete course(s) from program requirements

· Change in status of course within program

· Change elective to required

· Change required to elective

· Fulfill CORE requirement (individual courses must be approved by Curriculum Committee for CORE status separately)

· Change of number of credits in a program

· Change in academic standards of a program

· Change GPA requirement

· Other change (explain)
	

	School
	

	Program
	

	Attach: Overview of program changes to include:

· Description of program

· Titles of courses*

· Advising schedule

· Proposals for individual course revisions

· Other supporting documents where applicable

*Note: Programs can be approved before the new courses needed are approved. Approval of such courses is separate.
	

	Attach: Rational for change to include:

· Justification of programs with respect to mission or academics

· Resource issues (new staff needed, new facilities, etc.)

· For courses requesting CORE status, the rationale must address how the course fulfills the criteria for each type of course as defined by the Curriculum Committee and the most recent CORE Curriculum Document. 
	

	Curriculum Committee Approval (Signature & Date)
	

	Curriculum Committee Approval with Amendments (Signature & Date)
	

	Curriculum Committee Comments: 
	

	Faculty Approval:
	

	Vice President’s Approval:
	


Sabbatical Leave Application

Cover Sheet

Faculty Member’s Name: 










Discipline: 












School: 












Rank: 













Year Employed Full-Time at AMC: 









Year Tenured: 












Year of Last Sabbatical: 










Proposed Sabbatical is for: 










Year 

 Spring/Fall 



Sabbatical Proposal

1. Description: The proposal should address such information as the following:

· Rationale

· Project/problem description

· Design of the approach to the problem/project

· Specific tasks to be accomplished

· Timelines for task accomplishment

· How you will share your results with the AMC community

2. Benefits to the individual, AMC, and the profession: This section of the application should describe the benefits of the proposed sabbatical to the individual, the campus, the profession, your teaching, and to the body of research, knowledge, and/or artistic works that already exist in your field of study/endeavor.

3. Documents required: Other materials and relevant documents as appropriate, including a vita and two letters of support.

Please note: This application must be in compliance with AMC policy 6.6 sections A through F.

Sabbatical Leave Recommendation Form

(To be completed by the applicant’s school dean or program director.)

Please comment on the merits of the proposed sabbatical leave project.

What, in your opinion, is the level of potential benefit of the project to the individual, the school or program, the College, and the individual’s field of study/endeavor?

Do you recommend that the sabbatical be granted?

Yes 

 Please explain 

































No 

 Please explain 

































Additional comments:

___________________________________                          






Name of School Dean/Program Director                               Date Signed

Please submit your recommendation with the faculty member’s application form to the Faculty Development Committee no later than September 15 of the academic year preceding the request.

cc: Vice President for Academic Affairs

Student Information Release Form

The Family Educational Rights and Privacy Act (FERPA) requires a student’s written consent in order for Anna Maria College to release confidential student records to another party, except under limited exceptions cited in FERPA permitting release without consent.

I, ________________________________________________________ (PLEASE PRINT FULL NAME OF STUDENT), hereby authorize Anna Maria College to provide the specific information cited below to the specific parties also cited below:

· Financial Records (These records may include, but are not limited to, financial aid, business office, residence life charges and accounts.)

· Academic Records/Transcript (The name and address of the recipient must be listed on this release form.)

· Other (must specify the type of information): 






PLEASE PRINT the name of the individual(s) or group(s) I wish to release the information to:

Spouse: 












Mother/Stepmother: 











Father/Stepfather: 











Other (must specify): 











Purpose: 
























I acknowledge by my signature that I understand that although I am not required to release my specific records to these individual(s), I am giving my consent to release the information. I understand that this release remains in effect from the date it is received by Anna Maria College until such time as I alone may revoke it in writing and that revocation is delivered to the Office of the Registrar at Anna Maria College. I also understand that any such revocation shall not affect disclosures previously made by Anna Maria College prior to the receipt of any such written revocation.

Signature of Student 






Date

Signature of Witness






Date

Name of Witness (Please Print)

Keep a copy in the student’s file and return a copy to the Office of the Registrar, Box M.
index of urls
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