
 

 Welcome to the Spring 2017 semester at LAVC!  

I look forward to working with you toward our ultimate mission—supporting 

our students’ ability to reach their personal and professional goals. Many useful 

resources can be found on the Office of Academic Affairs webpage. We are 

continually updating the site to provide the most current information, including 

special announcements and important faculty information. 

We are committed to providing our students with the necessary tools to 

succeed in their classes, such as convenient and quality tutoring services on 

campus. The Library and Academic Resource Center (LARC) is home to the 

General Tutoring Center, which offers Math, Writing, and Drop-In Tutoring 

for specific subjects from Accounting to Statistics. Please 

visit the Tutoring Center webpage for even more 

information on  services available to students.  

Karen Daar         

VP, Academic Affairs 
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Welcome Back, Faculty 

 The Office Of  Academic Affairs 

SPRING  2017   

http://www.lavc.edu/academicaffairs/index.aspx
http://lavc.edu/generaltutoring/index.aspx
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S P R I N G  S E M E S T E R  S C H E D U L E   
O F  C L A S S E S  

 F E B R U A R Y  6 ,  2 0 1 7  -  J U N E  5 ,  2 0 1 7  

A D D I N G  S T U D E N T S  

Every effort has been made to ensure that the schedule is accu-

rate; however, a few changes are still occurring. If you believe 

there is an error in your schedule, please discuss this with your 

department chair. Every effort will be made to resolve the prob-

lem as quickly as possible. Key dates for the Spring 2017 session 

are posted in the Spring Schedule of Classes. 

Spr ing 2017  

R O S T E R S   

The last date for students to process Add Slips is February 16. In an effort to comply 
with enrollment deadlines, strongly encourage your students to process their Add Slips 
immediately. Admissions and Records does not accept late “adds,” and “In Lieu of 
Grade” cards do not count toward FTES . Do not allow students to stay in your class if 
they have not enrolled properly.  

bƻǘŜΥ  
All students are required to attend each class session. Do not accept more  

students than there are available seats/desks in the classroom.  
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Finals are to be administered 

during the time indicated on 

the Final Examination 

Schedule page of the spring 

2017 schedule.  
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The earlier you submit your online exclusions, the more accurate our attendance 

accounting records will be as a college. This assists us in budgeting and planning. 

In addition, faculty are now required to submit an online Active Enrollment 

Roster. This mandatory roster confirms that all students listed are active and have 

not been dropped or excluded by the instructor. Faculty are also responsible for 

retaining census attendance information. If you need assistance accessing the Web 

Faculty System, contact Duane Martin at ext. 2341. You may also contact 

Lizette Carbajal at ext. 2653 for further instructor services.  

ATTENDANCE  
ACCOUNTING  
DUE DATES: 

 
Mandatory Exclusion  

Roster(online)  
March 1, 2017 

Active Enrollment  
Roster(online): 

May 6, 2017 
Grade Roster (online):  

June 10, 2017  
Positive Attendance & 

Grade Roster: 
Online Submission Due 5 

days after final class 

Rosters are accessible online 
through the   

Web Faculty System 
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http://www.lavc.edu/schedule/index.aspx#Fall2016
http://www.lavc.edu/facultystaff#webfacultysystem
http://www.lavc.edu/facultyhandbook/Faculty-handbook-2014.pdf
http://www.lavc.edu/schedule/library/docs/LAVC-Spring-2017-Finals_WEB.aspx
http://www.lavc.edu/schedule/library/docs/LAVC-Spring-2017-Finals_WEB.aspx
http://www.lavc.edu/facultyhandbook/index.html
http://albacore.laccd.edu/attendance_accounting/
https://services.laccd.edu/wfac/
https://services.laccd.edu/wfac/
mailto:martindh@lavc.edu?subject=Web%20Faculty%20System
mailto:carbajlg@lavc.edu?subject=Web%20Faculty%20System
https://services.laccd.edu/wfac/


All faculty are required to upload a PDF copy of their syllabus to the Office of Academic 

Affairs Syllabus Sharepoint site within the first week of classes. Instructions on how to 

upload can be viewed here. This is to provide students and the department chairs with a 

written statement on expectations for student work, course grading policy, and procedures. 

In addition, the syllabus includes the approved course Student Learning Outcomes (SLOs), 

an accommodation statement for students registered through the Services for Students 

with Disabilities (SSD) office, instructor contact information, and a reference to the 

Student Code of Conduct as it relates to academic dishonesty. Guidelines are available on 

the Professional Development Center webpage under the “Teaching Resources” 

section. 

For assistance with deleting or modifying an uploaded document, contact Chad 

Baugher in the Office of Academic Affairs at ext. 2623 or at baughecr@lavc.edu. 
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C L A S S R O O M S  

S Y L L A B U S  

All classes are to meet in their assigned rooms at the designated times. Any room 

changes must be made through your department chair who will work with the 

Office of Academic Affairs. To allow for ADA accommodations and other 

concerns, no room changes are made the first week of the session.  

Please turn off lights and lock doors at the end of each 

session and do not bring desks in from other  

classrooms.  

For any absence, an instructor is required to notify the Office of Academic Affairs 

at (818) 947-2326 prior to 4:00 p.m. If you are reporting an absence after 4:00 

p.m., please call (818) 947-2900 to leave a voice message (messages are retrieved 

before evening classes begin). Instructors are also required to notify their depart-

ment chairs of any absence. Substitutes may only be arranged by the department 

chair, after receiving approval from the supervising dean.  

A B S E N C E S  A N D  S U B S T I T U T E S  

FLEX Obligations 

Start planning now! Turn in your   

Professional Development  

Reporting forms by  

June 8, 2017 
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Academic Affairs 2401 

Academic Senate 1601 

Admin. Services 2301 

Budget Office 2301 

CalWORKs Office 1101 

Citizenship Center 1401 

Continuing Education 

(Non-Credit) Office 
1401 

Cooperative Education 

Office 
1201 

Honors Office 1404 

Institutional  

Effectiveness Office 
2201 

LAVC Foundation Office 2201 

Mailroom 1708 

Master Calendar 1707 

Ombudsman Office 2211 

Payroll Office 1501 

Personnel Office 1501 

Presidentõs Office 2101 

Procurement Office 2103 

Public Relations Office 2201 

Reprographics Office 1701 

Workforce Training 

Office 
1301 

http://college.lavc.edu:8888/sites/academicaffairs/SitePages/How%20to%20upload%20syllabi.aspx
http://www.lavc.edu/ssd/index.aspx
http://www.lavc.edu/ssd/index.aspx
http://www.lavc.edu/facultystaff
http://www.lavc.edu/profdev/teachingres.aspx
http://www.lavc.edu/profdev/teachingres.aspx
http://www.lavc.edu/profdev/pdoblig.aspx
http://www.lavc.edu/profdev/pdoblig.aspx


Mailroom  News 
 

Hours 
Monday - Thursday 

8:00 a.m. ï 12:30 p.m.  

& 2:00 p.m. ï 4:00 p.m. 

Friday 

 8:00 a.m. - 3:30 p.m.  

 

Instructors are now 

assigned a mailbox with a 

key. Please stop by the 

Mailroom or 

Reprographics (ACA 

Bldg., suite 1708) 

during the first two weeks 

of the semester to receive 

your new mailbox number. 
  

 

Instructors must notify 

their dept. chair if a 

mailbox key is needed. 
This request will then be 

submitted  through the online 

portal system. Keys can be 

picked up in Administrative 

Services (ACA Bldg., suite 

2301) Monday - Friday, 

between 8:00 a.m. - 4:30 p.m. 

or after hours in the Office of 

Academic Affairs (ACA 

Bldg., suite 2401) 

Faculty members are required to have a 

voice mailbox and an LAVC or other 

LACCD email address.  

Network account (email) and voice mail-

box request forms are available through 

Administrative Services in the ACA 

Bldg., suite 2301. If you do not have an 

LAVC or other district email account, you 

will miss all announcements, reminders 

and important information as related to the 

college. Also, offer letters for future teach-

ing assignments are only distributed to a 

campus or district email account.  

¶ The Campus Sheriffôs Office, locat-

ed in parking lot D, is open 24/7 to 

assist and provide security, includ-

ing providing evening parking lot 

escort service for faculty, staff, and 

students. 

¶ In the event of an emergency, Do 

NOT call the Fire Department or 

LAPD directly. Campus Sheriffs 

will coordinate emergency efforts 

and direct the proper resources to 

the emergency.  

If you have changed your address or 

telephone number recently, you can 

now update personal information your-

self through the LACCD Portal. You 

can also sign up to receive emergency 

text alerts. Click here for instructions. 

Please contact the Personnel Office if 

you need assistance.  

E M E R G E N C Y  S E R V I C E S  

Page 4 Off ice  of  Academic Affa i rs  

S T U D E N T  D I S C I P L I N E  

Report student classroom discipline 

problems to Dr. Annie Goldman, As-

sociate Dean of Student Services, at    

(818) 947-2320. To access the forms, 

visit the Faculty & Staff webpage, 

under ñFaculty Resourcesò. By the 

way, when a student feels respected 

by the instructor, the student is more 

likely to be successful and be respect-

ful to the instructor. Respect is earned.  

E M A I L / T E L E P H O N E  

F I E L D  T R I P S /  
G U E S T  S P E A K E R S  

C H A N G E  O F  A D D R E S S  &  
T E X T  A L E R T S   

Field Trip and Guest Speaker Request 

forms can be picked up in Academic Af-

fairs in the ACA Building, Suite 2401. Re-

quests require 10-day advance notifica-

tion and a list of students who will attend.   

OFF-HOURS 

¶ Instructional Media 
Services is not open on 
the weekends, but 
arrangements can be made 
if requested in advance.  

 

¶ Mailroom personnel can 
prepare a file for pick-up 
in the Sheriff’s Office if 
requested in advance (for 
Saturday instructors only).   

 

  

R E P R O G R A P H I C S  
 
Print jobs (50 pages or more) must be submitted for reproduction. Work Request 

forms are available in the Reprographics Office or online and can be hand-

delivered or emailed to reprographics@lavc.edu. If you have any questions, please 

call (818) 947-2401. They are open 7:00 a.m. - 7:25 p.m. Monday - Thursday and  

Friday 7:00 a.m. - 3:25 p.m. (ACA Bldg., suite 1701 ) 

http://www.lavc.edu/sheriff/index.aspx
https://myportal.laccd.edu:50001/irj/portal
http://www.lavc.edu/erp/library/docs/How-to-Sign-Up-for-LAVC-Emergency-Text-Messages.aspx
http://www.lavc.edu/facultystaff
http://www.lavc.edu/reprographics/index.html#request
mailto:reprographics@lavc.edu

