SPRING 2017
Welcome Back, Faculty
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our students’ ability to reach their personal and professional goals. Many useful
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http://www.lavc.edu/academicaffairs/index.aspx
http://lavc.edu/generaltutoring/index.aspx

Spring 2017

Page 2
SPRING SEMESTER SCHEDULE
) O F C L A S S E S Schedule 4:JfCI::sne’s“e o
ATTENDANCE FEBRUARY 6, 2017 - JUNE 5, 2017 Spring Session 2017
ACCOUNTING eb.s—lune 5,2017
DUE DATES: Every effort has been made to ensure that the schedule is accu-
Mandatory Exclusion rate; however, a few changes are still occurring. If you believe
Rostet(online) there is an error in your schedule, please discuss this with your
March 1, 2017
Active Enrollment department chair. Every effort will be made to resolve the prob-
Roster(online): lem as quickly as possible. Key dates for the Spring 2017 session
May 6, 2017

Grade Roster (online): are posted in the Spring Schedule of Classes.

June 10, 2017
Positive Attendance & ADDING STUDENTS
Grade Roster: L
Online Submission Due 5 The last date for studefnts to process Add Slips is February 16. In an effort to comply
days after final class with enrolllmezlt deadlines, strongly encourage your stluder‘l‘ts to Eroces‘s‘ their Ad(i Slips
Rosters are accessible OﬁGﬂﬁfdlate y. Admissions and Records does not accept late “adds,” and “In Lieu o .
cards do not count toward FTES . Do not allow students to stay in your class if
through the
they have not enrolled propetly.
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All students are required to attend each class session. Do not accept more

O 9 Y students than there are available seats /desks in the classroom.
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The earlier you submit your online exclusions, the more accurate our attendance

Schepage of ¢l
2017 schedujccounting 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
S - 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

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

CLASSROOMS

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.

ABSENCES AND SUBSTITUTES
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.
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Academic Affairs 2401
Academic Senate 1601
Admin. Services 2301
Budget Office 2301
CalWORKs Office | 1101
Citizenship Center | 1401
ot | 110
Cooperfg;/f?acsducatlon 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
Proesi-dent palolOf |f i ce
Procurement Office | 2103
Public Relations Office| 2201
Reprographics Office | 1701
Workfcg;:f(iecgrammg 1301
FLEX Obligat:i
Start planning now! Turn in your
Professional Development
Reporting formsby
June 8, 2017


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
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REPROGRAPHICS
_ Print jobs (50 pages or more) must be submitted for reproduction. Work Request
Mailroom formsear\elvax%ilable in the Reprographics Office or online and can be hand-
Hour s delivered or emailed to reprographics@lavc.edu. If you have any questions, please
Mondahursday
8: 00i12.:8.0 p call(818) 947-2401. They are open 7:00 a.m. - 7:25 p.m. Monday - Thursday and
& 2: 0104 : p0.0M.p Frfly 7:00 a.m. - 3:25 p.m. (ACA Bldg., suite 1701)
Friday
8: 00-3a 3. -
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Bl dg., suli under AFacul t Iéesou
durirfg rtsheth students. y
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This request the emergency. _ _
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Bl dg., suijte 2401) CHANGE OF ADDRESS &
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OFF-HOURS Admi ni stratiwne tShea viACAs
I Instructional Media . I you have chan ge
L Bl dg. , suite 2301. | f you do not have |
Setvices is not open on _ tel éphone number rec
the weekends, but LAVC or other district email account, Vyol
arrangements can be made . . now update personal
if requested in advance, wi | | mi ss al | announcements, reminders
. . sel.f t ht OQQQ Pcblde\rt(iau
1 Mailroom personnel can and i mportant information a e o t
prepare a file for pick-up college. Also, offer®etd 6$Q FLON: MPy %Oy
in the Sheriff’s Office if t al & me.f r Ini (I c
requested in advance (for ing assignments are Xt Ji—égtrsef buq Q& k{
i ly).
Saturdaylnstructorsony)Campus or district ePnl\alalseaCEB[]h@.Ct the P
you need assistance.



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

