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A MESSAGE FROM THE PRESIDENT 
 
 

From my earliest days as a Biology instructor, it became clear to me that 
teaching at a community college is much more than a job. It’s a genuine calling. 
Unless you’re new to the profession, you’ve learned this too. 
 
Every day in your classrooms, you see the academic challenges and successes of 
your students. But you also see them dealing with struggles uniquely common in 
the community college setting, including struggles seemingly irrelevant or far-
removed from the learning process. Many of our students contend with personal 
or family issues, learning challenges, financial stresses, and countless other 
obstacles to success in the classroom.  
 
For many of these students, you are the face of South Piedmont Community 
College. Your efforts, sometimes heroic, in helping them to reach their potential 
and to find success—perhaps defined differently for every student—is important 
work. 
 
We must reimagine, every day if necessary, what a community college can be to 
find new ways to help our students succeed. That often means going well 
beyond working with them to gain a grasp of the subject matter. It frequently 
means giving them a place to belong and demonstrating how much we care 
about them and their success. 
 
A big part of my job, my calling, is to remove any obstacles that may stand in 
your way. 
 
Whether you are a new or long-serving member of the South Piedmont faculty, I 
hope you find great joy in your work here, including the satisfaction that comes 
from a meaningful collective purpose. Great things are in SPCC’s future. I am 
excited to be a part of it with you. 
 
Thank you for all your excellent work, in and out of the classroom, and for all the 
wonderful ways you are pursuing your calling. I am thankful that you have 
chosen to do that at South Piedmont Community College. 
 
Let’s make it a great year. 
 
 
Dr. Maria Pharr 
President 
South Piedmont Community College 
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WELCOME FROM THE VICE PRESIDENT OF  
ACADEMIC AFFAIRS 

 
 
Instructional Colleagues: 
 
In many ways, colleges are defined by their faculty and instructors. South 
Piedmont Community College is shaped by a faculty with critical and 
interconnected missions of teaching, service, and scholarship that bring 
engagement, ideas, perspective, and partnerships to our students, each other, 
and our communities. 
  
It is an exciting time to be at South Piedmont. As a College, we are experiencing 
growth in many ways. Enrollment has grown, we are expanding physical 
resources to better serve our students, we are actively engaged with community 
and industry partners, and our students are taught and mentored by faculty who 
are at the forefront of innovation. 
 
In my role as Vice President of Academic Affairs and Chief Academic Officer, I 
offer thanks for your dedication to our students, your programs, and our Mission 
as a College, and I support you in your roles as instructors. I welcome your ideas 
for advancement of teaching and learning at our College and hope that you 
reach out if I can be of assistance. 
 
Wishing you the best for a successful and happy academic year. 
 
Sincerely, 
 

 
 
Carl Bishop 
Vice President of Academic Affairs /Chief Academic Officer 
Division of Academic Affairs 
South Piedmont Community College  
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A LEARNING COLLEGE 
 
A number of community colleges have responded to the Learning Revolution by becoming more 

learning centered. The experiences of some of these pioneering community colleges, combined 

with the 38 years of community college experience of Terry O’Banion, have led to the creation of 
a new concept, the Learning College. South Piedmont Community College has made a 

commitment to become a Learning College. 
 

What is the purpose of a learning college? 

A learning college places learning first and provides educational experiences for learners any 
way, anywhere, any time. Its mission is not instruction but to produce learning with every 
student by whatever means work best. The college itself is a learner, continuously learning how 

to produce more learning with each entering student. 

The college’s purpose is not to transfer knowledge, but to create environments that bring 

students to discover and construct knowledge for themselves and to make students members of 
communities of learners that make discoveries and solve problems. (Robert B. Barr and John 

Tagg) 

What are the key principles of a learning-centered college? 

Based on the work of Terry O’Banion, a learning college 
 

 creates substantive change in individual learners. 

 engages learners as full partners in the learning process, assuming primary responsibility 

for their own choices. 
 creates and offers as many options for learning as possible. 

 assists learners to form and participate in collaborative learning activities. 

 defines the roles of learning facilitators by the needs of the learners. 

 succeeds only when improved and expanded learning can be documented for its 

learners. 

 encourages all employees to identify their role in supporting learning at all levels.  

What are some steps I can take to become part of the learning college? 

 Encourage and facilitate enrollment 

 Assess students’ needs 

 Encourage attendance and participation 

 Design meaningful learning experiences 

 Learn about the college and its resources 

 Provide technical assistance to all learners 

 Provide content expertise to all learners 

 Develop feedback mechanisms  

 Arrange for work-based learning 

 Arrange for service learning 

 Nurture interpersonal relationships 

 Guide, tutor, and coach 

 Create standards and outcome measures 

 Maintain an attractive and supportive environment 
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SPCC – A LEARNING COLLEGE 
 
As a learning college, South Piedmont Community College (SPCC) promotes and celebrates 
learning as the process that changes and improves lives. This applies to our students, 
employees, and the college itself. We are an organization in which people continually expand 
their ability to grow and learn. 
 
The Strategic Plan highlights this focus on learning through our Vision (what we want to be), 
Mission (who we are), Values (what directs our decisions), and Strategic Directions (goals we 
endeavor to attain in fulfilling our Vision and Mission). 
 
Our Vision is: 
To be the premier community college of choice, offering university transfer, career and technical 
education, and workforce and economic development programming to prepare students to be 
productive citizens in the global community. 
 
Our Mission is: 
To foster life-long learning, student success, and workforce and community development. 
 
Our Values are: 
Quality, Service, Stewardship, and Respect. 
 
Our Focus Areas are: 

 Student Success: Enhance the learning environment to increase student goal 
achievement.  

 Business/Industry Partnerships: Enhance business and industry partnerships to 
provide programming that meets the current and future needs of employers.  

 Growth: Increase the percentage of Union and Anson county residents pursuing 
education or training through South Piedmont Community College.  

 Alternative Funding: Increase non-state funding through grants, fundraising, and 
funding partnerships.  

 Value-Driven Culture: Foster a culture that supports the college values of quality, 
service, stewardship, and respect. 
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CORE SKILLS AND LEARNING OUTCOMES 
 

South Piedmont Community College advocates Thinking, Learning and Interacting as critical 

competencies for student achievement and lifelong learning in today’s global economy. These 

critical competencies are supported by five (5) core skills with measureable learning outcomes 
which are integrated into the curriculum course instruction and activities. The SPCC Core Skills 

and learning outcomes are: 
 

Critical Thinking 

 The learner will identify, interpret, analyze, or synthesize problems before developing 
and implementing solutions in a manner effective and appropriate for the intended 

audience. 
 
Cultural Literacy 

 The learner will demonstrate a “set of cognitive, affective, and behavioral skills and 

characteristics that support effective and appropriate interaction in a variety of cultural 

contexts” (Bennett, M., 2008). 

 
Oral Communication 

 The learner will exchange ideas and information with others using the spoken word in a 

manner effective and appropriate for the intended audience. 

 
Technology 

 The learner will select and use technology to access, process, and exchange information 

in a manner effective and appropriate for the intended audience. 

 
Written Communication 

 The learner will exchange ideas and information with others using written text in a 

manner effective and appropriate for the intended audience. 
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ACADEMIC CALENDAR 2019-2020 
SCHEDULE CHANGES WILL BE PERMITTED PRIOR TO CLASS CENSUS DATE (10 PERCENT POINT); 

DROP CLASS WITH REFUND WILL BE PERMITTED ON OR PRIOR TO CLASS CENSUS DATE 

FALL SEMESTER 2019 (16 Weeks) 

August 14 ................................... First Day of Classes 

September 2 .............................. Labor Day Holiday (College Closed) 

October 10 - 11 .......................... Student Break (No Classes) 

October 14 ................................. Classes Resume 

October 23 ................................. Financial Aid Withdrawal Penalty Period Ends (16-Week Session) 

November 4 ............................... Last Day for Student Initiated Withdrawal (16-Week Session) 

November 25 – December 1 ..... Fall Break (No Classes) 

November 27 - 29 ...................... Thanksgiving Holidays (College Closed) 

December 2 ............................... Classes Resume 

December 13 ............................. Fall Semester Ends 

FALL SEMESTER 2019 (12 Weeks) 

September 12 ............................ First Day of 12-Week Session 

October 10 - 11 .......................... Student Break (No Classes) 

November 4 ............................... Financial Aid Withdrawal Penalty Period Ends (12-Week Session) 

November 12 ............................. Last Day for Student Initiated Withdrawal (12-Week Session) 

November 25 – December 1 ..... Fall Break (No Classes) 

December 13 ............................. End of 12-Week Session 

FALL SEMESTER 2019 (8-Week Sessions) 

August 14 ................................... First Day of 1st 8-Week Session 

September 2 .............................. Labor Day Holiday (College Closed) 

September 17 ............................ Financial Aid Withdrawal Penalty Period Ends (1st 8-Week Session) 

September 23 ............................ Last Day for Student Initiated Withdrawal (1st 8-Week Session) 

October 9 ................................... End of 1st 8-Week Session 

October 10 - 11 .......................... Student Break (No Classes) 

October 14 ................................. First Day of 2nd 8-Week Session 

November 14 ............................. Financial Aid Withdrawal Penalty Period Ends (2nd 8-Week Session) 

November 25 – December 1 ..... Fall Break (No Classes) 

November 20 ............................. Last Day for Student Initiated Withdrawal (2nd 8-Week Session) 

December 13 ............................. End of 2nd 8-Week Session 

FALL SEMESTER 2019 (5-Week Sessions) 

August 14 ................................... First Day of 1st 5-Week Session 

September 2 .............................. Labor Day Holiday (College Closed) 

September 4 .............................. Financial Aid Withdrawal Penalty Period Ends (1st 5-Week Session) 

September 9 .............................. Last Day for Student Initiated Withdrawal (1st 5-Week Session) 

September 18 ............................ End of 1st 5-Week Session 

September 19 ............................ First Day of 2nd 5-Week Session 

October 9 ................................... Financial Aid Withdrawal Penalty Period Ends (2nd 5-Week Session) 

October 10 - 11 .......................... Student Break (No Classes) 

October 16 ................................. Last Day for Student Initiated Withdrawal (2nd 5-Week Session) 

October 25 ................................. End of 2nd 5-Week Session 

October 28 ................................. First Day of 3rd 5-Week Session 

November 15 ............................. Financial Aid Withdrawal Penalty Period Ends (3rd 5-Week Session) 
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November 25 – December 1 ..... Fall Break (No Classes) 

November 20 ............................. Last Day for Student Initiated Withdrawal (3rd 5-Week Session) 

December 6 ............................... End of 3rd 5-Week Session 

FALL SEMESTER 2019 (4-Week Sessions) 

August 14 ................................... First Day of 1st 4-Week Session 

August 29 ................................... Financial Aid Withdrawal Penalty Period Ends (1st 4-Week Session) 

September 3 .............................. Last Day for Student Initiated Withdrawal (1st 4-Week Session) 

September 2 .............................. Labor Day Holiday (College Closed) 

September 11 ............................ End of 1st 4-Week Session 

September 12 ............................ First Day of 2nd 4-Week Session 

September 27 ............................ Financial Aid Withdrawal Penalty Period Ends (2nd 4-Week Session) 

October 1 ................................... Last Day for Student Initiated Withdrawal (2nd 4-Week Session) 

October 9 ................................... End of 2nd 4-Week Session 

October 10 - 11 .......................... Student Break (No Classes) 

October 14 ................................. First Day of 3rd 4-Week Session 

October 29 ................................. Financial Aid Withdrawal Penalty Period Ends (3rd 4-Week Session) 

October 31 ................................. Last Day for Student Initiated Withdrawal (3rd 4-Week Session) 

November 8 ............................... End of 3rd 4-Week Session 

November 11 ............................. First Day of 4th 4-Week Session 

November 25 – December 1 ..... Fall Break (No Classes) 

December 3 ............................... Financial Aid Withdrawal Penalty Period Ends (4th 4-Week Session) 

December 5 ............................... Last Day for Student Initiated Withdrawal (4th 4-Week Session) 

December 13 ............................. End of 4th 4-Week Session 

SPRING SEMESTER 2020 (16 Weeks) 

January 13 ................................. First Day of Classes 

January 20 ................................. Martin Luther King Jr. Holiday (College Closed) 

March 20 .................................... Financial Aid Withdrawal Penalty Period Ends (16-Week Session) 

April 1 ......................................... Last Day for Student Initiated Withdrawal (16-Week Session) 

April 10 - 12 ............................... Easter Holiday (College Closed) 

April 6 - 12 ................................. Spring Break (No Classes) 

April 13 ....................................... Classes Resume 

May 12 ....................................... Spring Semester Ends 

May 14 ....................................... Graduation 

SPRING SEMESTER 2020 (12 Weeks) 

February 11 ............................... First Day of 12-Week Session 

April 1 ......................................... Financial Aid Withdrawal Penalty Period Ends (12-Week Session) 

April 16 ....................................... Last Day for Student Initiated Withdrawal (12-Week Session) 

April 10 - 12 ............................... Easter Holiday (College Closed) 

April 6 - 12 ................................. Spring Break (No Classes) 

May 12 ....................................... End of 12-Week Session 
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SPRING SEMESTER 2020 (8-Week Sessions) 

January 13 ................................. First Day of 1st 8-Week Session 

January 20 ................................. Martin Luther King Jr. Holiday (College Closed) 

February 14 ............................... Financial Aid Withdrawal Penalty Period Ends (1st 8-Week Session) 

February 20 ............................... Last Day for Student Initiated Withdrawal (1st 8-Week Session) 

March 9 ...................................... End of 1st 8-Week Session 

March 11 .................................... First Day of 2nd 8-Week Session 

April 20 ....................................... Financial Aid Withdrawal Penalty Period Ends (2nd 8-Week Session) 

April 24 ....................................... Last Day for Student Initiated Withdrawal (2nd 8-Week Session) 

April 10 - 12 ............................... Easter Holiday (College Closed) 

April 6 - 12 ................................. Spring Break (No Classes) 

May 12 ....................................... End of 2nd 8-Week Session 

SPRING SEMESTER 2020 (5-Week Sessions) 

January 13 ................................. First Day of 1st 5-Week Session 

January 20 ................................. Martin Luther King Jr. Holiday (College Closed) 

February 3 ................................. Financial Aid Withdrawal Penalty Period Ends (1st 5-Week Session) 

February 6 ................................. Last Day for Student Initiated Withdrawal (1st 5-Week Session) 

February 17 ............................... End of 1st 5-Week Session 

February 18 ............................... First Day of 2nd 5-Week Session 

March 9 ...................................... Financial Aid Withdrawal Penalty Period Ends (2nd 5-Week Session) 

March 13 .................................... Last Day for Student Initiated Withdrawal (2nd 5-Week Session) 

March 24 .................................... End of 2nd 5-Week Session 

March 25 .................................... First Day of 3rd 5-Week Session 

April 21 ....................................... Financial Aid Withdrawal Penalty Period Ends (3rd 5-Week Session) 

April 24 ....................................... Last Day for Student Initiated Withdrawal (3rd 5-Week Session) 

April 10 - 22 ............................... Easter Holiday (College Closed) 

April 6 - 12 ................................. Spring Break (No Classes) 

May 5 ......................................... End of 3rd 5-Week Session 

SPRING SEMESTER 2020 (4-Week Sessions) 

January 13 ................................. First Day of 1st 4-Week Session 

January 20 ................................. Martin Luther King Jr. Holiday (College Closed) 

January 29 ................................. Financial Aid Withdrawal Penalty Period Ends (1st 4-Week Session) 

January 31 ................................. Last Day for Student Initiated Withdrawal (1st 4-Week Session) 

February 10 ............................... End of 1st 4-Week Session 

February 11 ............................... First Day of 2nd 4-Week Session 

February 26 ............................... Financial Aid Withdrawal Penalty Period Ends (2nd 4-Week Session) 

February 28 ............................... Last Day for Student Initiated Withdrawal (2nd 4-Week Session) 

March 9 ...................................... End of 2nd 4-Week Session 

March 11 .................................... First Day of 3rd 4-Week Session 

March 26 .................................... Financial Aid Withdrawal Penalty Period Ends (3rd 4-Week Session) 

March 30 .................................... Last Day for Student Initiated Withdrawal (3rd 4-Week Session) 

April 14 ....................................... End of 3rd 4-Week Session 

April 15 ....................................... First Day of 4th 4-Week Session 

April 10 - 12 ............................... Easter Holiday (College Closed) 

April 6 - 12 ................................. Spring Break (No Classes) 

April 30 ....................................... Financial Aid Withdrawal Penalty Period Ends (4th 4-Week Session) 

May 4 ......................................... Last Day for Student Initiated Withdrawal (4th 4-Week Session) 

May 12 ....................................... End of 4th 4-Week Session 
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SUMMER TERM 2020 (8 WEEKS) 

May 25 ....................................... Memorial Day Holiday (College Closed) 

May 27 ....................................... First Day of Classes 

July 1 ......................................... Financial Aid Withdrawal Penalty Period Ends (8-Week Session) 

July 2 ......................................... Independence Day Holiday (College Closed) 

July 8 ......................................... Last Day for Student Initiated Withdrawal (8-Week Session) 

July 23 ....................................... End of Summer Term 

SUMMER TERM 2020 (4-WEEK SESSIONS) 

May 27 ....................................... First Day of Classes 

June 11 ...................................... Financial Aid Withdrawal Penalty Period Ends (1st 4-Week Session) 

June 16 ...................................... Last Day for Student Initiated Withdrawal (1st 4-Week Session) 

June 23 ...................................... End of 1st 4-Week Session 

June 25 ...................................... First Day of 2nd 4-Week Session 

July 2 ......................................... Independence Day Holiday (College Closed) 

July 14 ....................................... Financial Aid Withdrawal Penalty Period Ends (2nd 4-Week Session) 

July 16 ....................................... Last Day for Student Initiated Withdrawal (2nd 4-Week Session) 

July 23 ....................................... End of Summer Term 

 

Section 1: Introduction 9 2019-2020



      

 
 
 

Section 1: Introduction 10 2019-2020



       
Section 1: Introduction 11 2019-2020



      
Section 1: Introduction 12 2019-2020



      
Section 1: Introduction 13 2019-2020



       
Section 1: Introduction 14 2019-2020



 
 

DEANS AND PHONE NUMBERS 

 
   

Applied Science and Technology 
 Accounting 

 Agribusiness Technology 

 Air Conditioning, Heating, and Refrigeration Technology  

 Associate in General Education 

 Automotive Systems Technology 

 Business Administration 

 Culinary Arts  

 Cyber Crime Technology 

 Digital Media Technology 

 Early Childhood Education 

 Electrical Systems Technology 

 Human Services Technology 

 Industrial Systems Technology 

 Infant/Toddler Care 

 Information Technology 

 Mechanical Engineering Technology 

 Mechatronics Engineering Technology 

 Medical Office Administration 

 Simulation and Game Development (ISA) 

 Welding Technology 

 Work-Based Learning 

Maria Lander 

 

704-290-5267 

   

Arts and Sciences 
 Associate in Arts 

 Associate in Fine Arts 

 Associate in Engineering 

 Associate in Science 

Catherine Holl-Cross 
(Interim) 

704-290-5082 

   

College and Career Readiness 
 Adult Basic Skills 

 Correctional Education 

 Human Resources Development 

Kelly Stegall 704-290-5263 

   

Health and Public Safety 
 Associate Degree - Nursing 

 Basic Law Enforcement Training 

 Criminal Justice Technology 

 Emergency Medical Science – Paramedic Bridge 

 EMT – Basic 

 EMT – Paramedic  

 Fire Protection Technology (ISA) 

 LPN Refresher 

 Medical Assisting 

 Medical Sonography 

 Musculoskeletal Sonography 

 Nurse Aid 

 Phlebotomy  

 Paralegal Technology 

 Practical Nursing 

Phil Klein 
 

704-290-5219 
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DEPARTMENT CHAIRS/DIRECTORS AND PHONE NUMBERS 
 

Department Chairs/Directors – Applied Science and Technology 
Alliance for Children, Ed Stars Lauren Meseroll 704-290-5863 

Business and Public Service Technologies Prof. Fedder Williams 704-290-5877 

Computer and Industrial Technologies Dr. Mark Little 704-272-5448 

Work-based Learning Prof. Deneice Hendrick 704-290-5234 

Department Chairs/Directors – Arts and Sciences 

Academic Enrichment Programs Prof. Tammy Frailly 704-290-5829 

Fine Arts Ansley Adams 704-290-5275 

First Year Experience Ryan Brown 704-272-5446 

Humanities and Social Sciences John Muir 704-290-5878 

Mathematics and Natural Sciences Catherine Holl-Cross 704-290-5082 

Directors/Assistant Directors – College and Career Readiness 

Adult Basic Skills Carilyn Raymond 704-290-5262 

Human Resources Development Kristi Phifer 704-290-5216 

Correctional Education Jason Miller 704-272-5424 

Department Chairs/Directors – Health and Public Safety 
Health and Nursing David Wheeler 704-290-5879 

Associate Degree Nursing and Practical Nursing Deborah Evans 704-290-5867 

Medical Assisting Prof. Lori Starnes 704-290-5825 

Medical Sonography Amy Dela Cruz 704-290-5832 

Nurse Aide Donna Lee 704-290-5217 

Public Safety Dr. Miriam Huntley 704-290-5264 

EMS Program Danny West (Interim) 704-290-5817 

Fire and Rescue Training Keith Rogers 704-290-5816 

 
 
 
 

______________________________________________________________ 
 
Disclaimer 
 
This handbook is prepared as a summary of college policies and procedures to aid the faculty. It does not in any 
way replace or substitute for official policies and/or procedures. Some of the policies and forms included in this 
document may be under consideration for revision. 

 
For further information, faculty members should refer to the official SPCC College Catalog or contact their 
immediate supervisor. 
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ACADEMIC GUIDELINES 
 

Quality teaching that advances student learning and success is the primary focus of South 
Piedmont Community College faculty. Faculty are expected to teach assigned classes in 

accordance with approved SPCC syllabi, NCCCS course descriptions, and the Student Learning 
Outcomes for the course. 

 

These guidelines and procedures have been clarified and implemented to: 
 

 Ensure maximum student learning. 

 Provide compensation equity among full-time faculty. 

 Provide compensation equity among adjunct faculty. 

 Become better stewards of College resources. 

 Focus on improved scheduling. 

 Meet audit guidelines. 

 
Full-Time Faculty 
 

Full-time faculty are expected to perform the duties outlined in his or her faculty job description. 
Additionally, full-time faculty are expected to: 

 
 Serve as student academic advisors. 

 Serve on SPCC teams. 

 Participate in scholar, teacher, and practitioner professional development. 

 Adhere to academic policies and procedures. 

 

Full-Time Faculty Responsibilities  

 
Full-time faculty responsibilities fall mainly into three areas: 

 
1. Learning facilitation includes duties associated with planning, teaching, assessing, advising, 

and counseling. 
 

 Teach the required number of contact hours Fall and Spring semesters. 

 Teach assigned classes according to SPCC policies, the College Catalog, and approved 

syllabi. 

 Meet all classes as scheduled by the College, beginning and ending classes at the 

scheduled times. 
 Develop course syllabi and post in Moodle according to SPCC requirements. 

 Organize course content and use effective instructional techniques to motivate students 

to achieve student learning outcomes, program outcomes, and Core Skill outcomes. 

 Utilize class time and resources effectively. 

 
2. Institutional service includes responsibilities that support South Piedmont Community College 

by serving on teams, mentoring faculty, marketing programs, recruiting students, guiding 

student organizations, developing and assessing curriculum, contacting prospective student 
employers, and supporting administrative functions. 

 
 Maintain the required number of office hours, Monday through Friday, at times 

reasonably convenient for students’ schedules. 

 Work on campus, including meetings and training, a minimum of thirty (30) hours a 

week, four (4) days a week. 
 Participate in the selection and development of textbooks, library resources, and other 

instructional materials to support student learning. 
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 Develop measurable program outcomes and student learning outcomes. 

 Design and revise curricula when appropriate. 

 Develop, implement, and evaluate academic assessment measures and results to 

improve student learning and instruction. 

 Maintain up-to-date and accurate records of attendance and grades and submit 

administrative documentation in a timely and responsible manner (turning in syllabi, 10% 
or census rosters, final attendance rosters, grades, class and office hours schedule, etc.) 

 Participate in divisional or departmental meetings, faculty meetings, College-sponsored 

activities, and professional development activities. 
 Participate in graduation exercises in academic regalia unless excused by the President. 

 Serve as an academic advisor to assigned programs and students. 

 Participate in registration periods when scheduled. 

 

3. Professional development includes responsibilities associated with staying current in the 
discipline as well as in the field of technology. 

 

Full-Time Faculty Work Schedule 

 

SPCC operates on a 40-hour workweek: Monday through Thursday, 8:00 a.m. to 5:30 p.m. (8.5 
hours), and Friday, 8:00 a.m. to 3:00 p.m. (6 hours), as well as some weekends. 

 

Full-time faculty are expected to work 40 hours per week over 5 days. Further, faculty are 
required to be on campus or at a designated work site for a minimum of thirty (30) hours a 

week, four (4) days a week. To provide flexibility related to the nature of faculty work, the 
remaining day/10 hours may be worked remotely. 

 

Instructional responsibilities, institutional service to the College, and professional development 
may require faculty to be on campus or a designated work site for more than the minimum 

number of hours or days. 
 

Faculty should publish door schedules that outlines their time on campus and working remotely. 
 

Faculty are expected to be on campus or at a designated work site for a minimum of six (6) 

hours on designated faculty workdays.  

 
Full-Time Faculty Teaching Load 
 

 All full-time faculty will teach 42 contact hours per academic year, with no more than 24 

hours assigned in one semester. Faculty whose enrollment exceeds 110 students in the 

first 18 contact hours (lecture, lab, and clinical combined) will receive three hours of 
reassigned time to fulfill the terms of their contracts. 

 Should the need arise, full-time faculty may be asked to teach overloads, or hours 

beyond their initial teaching assignment. Overload hours will be compensated at the 
adjunct rate.  

 Overload contracts will be issued for any contact hours in excess of 24 hours during the 

fall semester. 

 Faculty members will not be assigned to teach more than 30 contact hours per semester. 

 

Adjunct Faculty 
 
Adjunct faculty are expected to support all facets of student learning and to adhere to academic 
policies and procedures. Adjuncts are encouraged, but not required, to participate in divisional or 

departmental meetings and to participate in professional development activities. 
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Adjunct Faculty Responsibilities 
 

 Teach assigned classes according to SPCC policies and approved syllabi. 

 Meet all classes as scheduled by the College, beginning and ending classes at the 

scheduled times. 

 Provide a syllabus to all students through Moodle. 

 Provide an electronic copy of each syllabus to his or her immediate supervisor before the 

first class meeting. 
 Participate in the selection and development of textbooks, library resources, and other 

instructional materials and delivery methods to support student learning. 

 Organize course content and use effective instructional techniques to motivate students 

to achieve student learning outcomes, program outcomes, and Core Skill outcomes. 

 Utilize class time and resources effectively. 

 Maintain up-to-date and accurate records of attendance and grades and submit 

administrative documentation in a timely and responsible manner (turning in syllabi, 10% 
or census rosters, final attendance rosters, grades, etc.). 

 Schedule sufficient time before or after class meetings to meet with students as needed. 

 Develop, implement, and evaluate academic assessment measures for designated Core 

Skill or program outcomes. 
 Add additional content, perspectives, daily work, etc., as appropriate to prebuilt online 

and seated courses to personalize and improve the learning environment, while 

remaining consistent with course standards. 
 

Adjunct Faculty Teaching Load 

 
Adjunct faculty may not be contracted to teach more than 27.5 contact hours per week, based on 

12 lecture hours with a 1.25 multiplier (including prep time). Summer teaching loads may be no 

more than 12 contact hours. 

 
Faculty Office Hours 
 
Full-time faculty are expected to post office hours at times that are convenient for students. 

Teaching schedules and office hours should be posted within the first week of classes using the 
SPCC Door Schedule template. (SharePoint>Departments>Academic Affairs Division>Shared 

Documents>Faculty Handbook>2019-2020>Section_8>Door Schedule Template) 
 

All full-time faculty must designate a minimum of five (5) office hours per week. 

 
Adjunct faculty are encouraged to schedule sufficient time before and after class meetings to be 

available to students. An adjunct faculty office is available on both the OCH campus and the LLP 
campus. Adjunct faculty should designate on their course syllabus the times and locations of their 

availability. 
 

Online faculty are required to post and maintain virtual office hours throughout the course. 

 
Off-campus faculty are encouraged to schedule sufficient time before and after class meetings to 

be available to students. 
 
Cap Enrollments 
 
The number of students enrolled in a class is called the “cap.” It is based on maximizing student 

learning, room size, available lab stations, and guidelines of external accrediting organizations.  
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When planning the schedule each semester, supervisors may discuss with faculty the cap at 

which to set the enrollment numbers for courses. During SPCC’s registration period, it may be 
determined that the student enrollment cap for a class should be increased. The supervisor, in 

consultation with faculty and the dean, will evaluate the feasibility of increasing the cap. If 
enrollment after raising the cap becomes sufficient to warrant a second section of the class, it 

may be considered an over-enrolled class that meets the criteria for giving faculty credit for 

teaching two sections of that course. 

 
Course Scheduling 
 
Classes are scheduled to ensure student learning. Student needs and resource constraints (room 

availability, equipment, etc.) are guiding factors in the creation of the schedule. Full-time faculty 
may be assigned to teach any day of the week, evenings, or weekends. Also, faculty may be 

assigned to teach at either campus or off-campus locations such as high schools or community 
settings. When possible, supervisors are encouraged to accommodate full-time faculty scheduling 

needs. Accommodations made for one semester do not imply that those accommodations will be 

possible in subsequent semesters. 
 

TEACHING TIPS 
 
Use class time wisely 

 Start on time. 

 Hold class for the entire allotted time. Do not let students out early. 

 End with a closure activity. (“What did you learn today?” “What questions do you have?” 

“Remember, you have X due next class.”) 

 
Attendance and Tardies 

 Address attendance or tardies in the course syllabus. 

 
Learn students’ names quickly. Use team builder and “getting to know you” activities 

in the early weeks to help you and the students with this. 
 

Produce a thoughtful and thorough syllabus. Stick to it. Post it in Moodle. 

 
Design assignments in detail: 

 State the purpose. 

 Relate to student learning outcomes. 

 Delineate expectations. 

 Provide clear criteria for evaluation or grading. 

 Assign points or percentages to all expected learning in proportion to the complexity of 

each aspect. 
 Give directions both orally and in writing. 

 Plan for transfer of skills and previous learning (i.e., hold students accountable for 

reading, writing, thinking, math, and other skills). 

 
Create grading criteria (checklists, rubrics, evaluation grids, etc.) for each 

assignment. Communicate the standards at the onset of each assignment, use 

exemplary models to illustrate standards, and provide students with specific 
feedback on strengths and weaknesses in their efforts. 

 
Provide feedback and return assignments promptly. 
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Treat grades and grading sensitively. 

 Avoid group grades. 

 Arrange private meetings for grade disputes. 

 
Design effective instructional materials. 

 Do not violate copyright stipulations. 

 Produce clean copies. 

 Attend to the presentation, spelling, and grammatical accuracy of handouts. 

 
Vary teaching methods. 

 Mix independent and cooperative learning. 

 Attend to learning styles or multiple intelligences. 

 Consider experiential learning, such as service learning, field trips, etc. 

 Design collaborative activities. 

 Invite guests, speakers, panels. 

 Use multimedia and make media options available to students. 

 Incorporate technology appropriate to the learners, course, and SLOs. 

 
Communicate with students via email or phone within 24 hours of them contacting 

you, Monday through Friday. 

 
Respect students’ time, intelligence, life experiences, efforts, and maturity. Have clear 

behavior expectations that ensure they respect the same of one another. 
 

ASSESSMENT, LEARNING, AND OUTCOMES 
 

Over recent years, the emphasis on student learning as determined through Student Learning 

Outcomes (SLOs) and assessment measures has taken center stage in many colleges. The global 

economy, rapidly changing technology, and shifting expectations for graduates factor significantly 
into this trend. The simple goal of the learning college concept, Student Learning Outcomes, and 

assessment is to bring learning to the forefront of education. For additional information and 
background on this institutional shift, see SPCC’s Faculty Assessment and Planning Resource site 

at http://bit.ly/TaskstreamFaculty, talk to the library about resources on hand, or reference Terry 

O’Banion’s work. This insert is a brief snapshot of these concepts. 
 

From Teaching to Learning 
 

As educators, we often focus on our teaching, how to teach better, and our teaching techniques. 

We are called on to make a cognitive shift to focus on learning, how students learn more 
effectively, and demonstrations or measurements of their knowledge. Doing so requires teachers 

to examine the level of thinking they expect from their students and the skills they expect 
students to carry with them after the class. Bloom’s Taxonomy is a traditional resource for verbs 

that reflect the level of thinking students are demonstrating as “recall, identify, and list” requires 
foundational thinking while “analyze, critique, create, and compile” require more complex thought 

processes. 

 
The means of evaluation we use in class is directly linked to the complexity of thinking we require 

from our students. If we give matching tests, identification quizzes, and multiple-choice exams, 
then we are inevitably focusing on knowledge and comprehension, now referred to as 

“remembering” and “understanding” in the new taxonomy. These are foundational thinking 

levels. 
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If we call on students to solve complex problems, synthesize multiple sources, formulate and 

justify their positions, or create a unique project, then we are pushing them to higher levels of 
thinking.  

 

Faculty Role in Assessment 
 

With the changing technologies, increasing online methods of instruction, and shifting generational 
characteristics, our ability to accurately evaluate our students’ learning is critical to our continued 

improvement as an institution. In response to these changes, assessment at SPCC includes course 
level assessment and the use of student ePortfolios, which are recognized as an optimal way to 

document learning over time. 

 
Program Learning Outcomes (PLOs) identify the knowledge, skills, or attitudes that graduates 

should demonstrate after completing a specific academic program. They are the broad skill sets 
unique to each program of study in which mastery is: a.) required to transfer to other institutions 

of higher education successfully, or b.) to function successfully in that particular field or occupation. 
 

Course Learning Outcomes, listed in every course syllabus, describe the knowledge, skills, or 

attitudes that students learn in a given course. Course learning outcomes are the building blocks 
that form the foundation for program learning outcomes. 

 
Core Skill Outcomes, sometimes referred to as employability or soft skills, are skills that 

competent and valuable employees in any field or industry should demonstrate. As an institution, 

SPCC has identified five (5) Core Skill outcomes that graduates of every associate’s degree program 
should acquire. They are Critical Thinking, Technology, Written Communication, Oral 

Communication, and Cultural Literacy. 
 

Core Skill Outcomes Assessment Procedures 

SPCC’s Core Skills are assessed by Arts and Sciences full-time faculty in Taskstream using 
associated Core Skills rubrics. Every full-time faculty, regardless of their academic program, is 

required to educate and encourage students from every curriculum program to submit Core Skills 
artifacts to the correct area in Taskstream. 

 
Each school within the Division of Academic Affairs (School of Arts and Sciences, School of Applied 

Science and Technology, and School of Health and Public Safety) has an individual Core Skills 

Directed Response Folio (DRF) program in Taskstream where students submit artifacts and some 
submit ePortfolio links in addition to their artifacts. 

 
The School of Arts and Sciences requires their program graduates to submit ePortfolios for Core 

Skills assessment, which provides them with the opportunity to reflect on and showcase the best 

work created during their course of study. Students upload the ePortfolio link and separate 
submission of associated artifacts for each Core Skill to the Arts and Sciences Core Skill DRF 

program in Taskstream. 
 

Students in the School of Health and Public Safety and the School of Applied Science and 
Technology may submit recommended assignments or other chosen artifacts to represent their 

mastery of each of the Core Skills. Students upload artifacts to the Taskstream Core Skills DRF 

Program for that particular school. Faculty may contact their supervisor or the Department of 
Institutional Effectiveness for additional information regarding Core Skills assessment. 
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Program Learning Outcomes (PLO) Assessment Procedures 

Taskstream is used by faculty for PLO assessment at the course level or by using the SP ePortfolio. 
At the course level, students may submit assignments designated for assessment in Taskstream, 

or they may be observed in lab exercises in Health and Public Safety, or other technical programs. 
In all cases, faculty will assess the demonstration of student knowledge, skills, or attitudes using 

the designated rubric or other identified methodology in Taskstream.  

 
Arts and Sciences programs use the SP ePortfolio for PLO assessment. Students in these programs 

submit their ePortfolio link in the Taskstream DRF along with submission of each of the individual 
artifacts selected to demonstrate their program learning outcomes. Arts and Sciences faculty 

evaluate the ePortfolio and PLO artifacts using the designated rubrics or other methodologies in 
Taskstream. 

 

Note: Core Skills and PLO artifacts are submitted to separate DRF programs in Taskstream. Each 
curriculum program has a Program Learning Outcomes DRF and a designated Core Skills DRF. 

 
Once all artifacts are submitted, the Department of Institutional Effectiveness (or designated 

faculty) will run Taskstream performance reports, process the results, and work with full-time 

faculty to analyze results and create continuous improvement plans. Faculty will also be asked to 
consider the impact of assessment and the continuous improvement plans when reporting in 

upcoming years to further explain how outcomes assessment is measurably improving student 
learning in the Core Skill or PLO discussed. Supervisors or the SPCC Department of Institutional 

Effectiveness may provide further details. 
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BLOOM’S TAXONOMY OF MEASURABLE VERBS 
 

In 1956, Benjamin Bloom headed a group of educational psychologists who developed a 

classification of levels of intellectual behavior important in learning. During the 1990s, a new 

group of cognitive psychologists, led by Lorin Anderson (a former student of Bloom's), updated 
the taxonomy reflecting relevance to 21st-century work. By using measurable verbs in Student 

Learning Outcomes, faculty indicate explicitly what the student must do to demonstrate learning. 
 

Creating: Can the learner create a new product 

or point of view? 
Evaluating: Can the learner make and defend 

judgments based on internal evidence or 
internal criteria? 

Analyzing: Can the learner break down objects 
or ideas into simpler parts and find evidence to 

support generalizations? 

Applying: Can the learner use the information 
in a new way? 

Understanding: Can the learner explain ideas 
or concepts? 

Remembering: Can the learner recall or 

remember the information? 
 

 
     [----Verbs that demonstrate critical thinking---] 

Remembering Understanding Applying Analyzing Evaluating Creating 

List Compare Apply Analyze Appraise Arrange 

Name Describe Complete Appraise Argue Assemble 

Recall Discuss Construct Categorize Assess Collect 

Record Explain Demonstrate Compare Choose Combine 

Relate Express Dramatize Contrast Compare Comply 

State Identify Employ Debate Defend Compose 

Tell Recognize Illustrate Diagram Estimate Construct 

Underline Restate Interpret Differentiate Evaluate Create 

 Tell Operate Distinguish Interpret Design 

 Translate Practice Examine Judge Devise 

  Schedule Experiment Justify Formulate 

  Sketch Inspect Measure Organize 

  Use Inventory Rate Plan 

   Question Revise Prepare 

   Test Select Propose 

    Support Setup 

    Value  
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Watch Out For Verbs That Are Not Measurable  
 
For an objective to give maximum structure to instruction, it should be free of vague words or 

phrases. The following lists words or phrases to avoid so that the intended outcome is concise 

and explicit. 
 

WORDS TO AVOID 

Believe      Hear      Realize  
Capacity      Intelligence      Recognize  
Comprehend      Know      See  
Conceptualize      Listen      Self-Actualize  
Depth      Memorize      Think  
Experience      Perceive      Understand  
Feel  
 

PHRASES TO AVOID 

Appreciation for…    Acquainted with…  
Attitude of…    Adjusted to…  
Awareness of…    Capable of…  
Comprehension of….    Cognizant of…  
Enjoyment of…    Conscious of…  
Feeling for…    Familiar with…  
Interest in…    Interested in….  
Knowledge of…    Knowledgeable about….  
Understanding of…    Self-Confident in… 
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FACULTY AND INSTRUCTION 
 
Applications and Contracts 
 
An employment application packet must be completed and be on file for each instructor. Also, the 
College requires an official college transcript or equivalent work experience verification for 

appropriate certification. All Health and Public Safety faculty must provide proof of current 

certification or licensure. 
 

A contract indicating the time(s), place(s), and dates of course(s), obligations, as well as salary 
will be issued to adjunct faculty before the start of the term. It is important to sign and return 

this contract immediately upon receipt to the appropriate Administrative Assistant of the 
program. The College must have received the signed contract before adjunct faculty begin 

teaching. (SharePoint>Departments>Academic Affairs Division>Shared Documents>Faculty 

Handbook>2019-2020>Section 8>Part-Time Contract Template) 
 

Course Development 
 
Course revision is considered an integral part of the ongoing instructional programs at the 

College. Faculty are responsible for keeping the courses they teach current. 
 

From time to time, new courses may need to be fully developed, or existing courses may need 
significant revisions. In these two situations, supplemental pay or release time may be considered 

based on documented justification. To request approval for course development, please complete 

the appropriate form. (Sharepoint>Forms>Academic Forms>Request for Online Master Course 
Development) 

 
Curriculum Approval 
 
Curriculum changes, as well as additions to program content, are approved through the SPCC 
Curriculum Review and Assessment Team. (SharePoint>Forms>Academic From> New Curriculum 

Change Form) 
 

Course Syllabi 
 
Course syllabi are a vital part of the instructional process. Faculty are expected to provide 

students with a syllabus and general orientation to their course in Moodle at the start of the 

course. Before the beginning of the semester or term, faculty must submit an electronic copy of 
their syllabi to their immediate supervisor for approval. Faculty then upload the approved text of 

the syllabi to the Moodle course site. This document becomes a contract between faculty and 
students and may not be altered after the semester begins. Faculty may make changes to the 

Course Schedule section of the syllabus template, which is labeled “Tentative.” 
 

A master course syllabus has been developed for each curriculum course offered by the College. 

Adjunct faculty will receive the master syllabus from his or her immediate supervisor. 
 

Each master syllabus contains the following: 
 Course name 

 Course number 

 Number of hours 

 Course description 

 Pre- and co-requisites 
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 Student learning outcomes 

 Methods of evaluation 

 Grading scale 

 

Adherence to established policies is important because syllabi provide documentation of course 
policies, procedures, and expectations when students file grade complaints and appeals. Moodle 

grade books should not be altered to differ from established syllabus guidelines. South Piedmont 
Community College syllabi must follow the approved syllabus content and format. 

(SharePoint>Departments>Academic Affairs Division>Shared Documents>Faculty 
Handbook>2019-2020>Section 8>Syllabus Template> and >Instructions for Course Syllabi) 

 
Distance Learning 
 
Distance learning is defined as a structured education process in which most or all of the 

instruction occurs when student and instructor are not in the same place. It extends learning to 
locations away from the classroom or campus using video, audio, computer, multimedia 

communications, or some combination of these with other traditional delivery methods. 

 
Why Do Students Take Distance Learning Courses? 

There are many reasons distance learning is attractive to students. Many students work during 
traditional classroom hours, or they require flexible learning schedules. They may have 

transportation problems that prevent them from attending classes. Some may be single parents 
who want to stay close to home for various reasons. They might not be able to afford childcare 

or must care for a confined relative at home. Other students are physically disabled and cannot 

easily travel to campus. These students choose distance education as a delivery method because 
they want to learn at their own pace and at a time and location that is convenient for them. 

 
What Delivery Methods Are Used? 
SPCC uses Moodle as its course management system. All full-time and adjunct faculty must 
complete Moodle training before they can teach at SPCC. 

 

Internet or Online: Courses where 100% of the instruction is delivered through the Internet. 
Students in these courses are required to access the courses on or before the access date 

specified for online courses. Instructors wanting to teach online must be specially trained, and all 
courses must meet SPCC’s Online Standards before they are offered. The average time required 

to prepare a single online course is three months. 

 
Section number format: XXX-XXX-IN [section count] 

Examples: CIS-110-IN1, CIS-110-IN2, MED-121-IN1 
 

Blended: Courses where the primary delivery is online with a requirement that students also 
meet in traditional face-to-face sessions. According to N.C. Community College System (NCCCS) 

guidelines, 50% or more of the class will be held online in blended courses. 

 
Section number format: XXX-XXX-[location] B [section count] 

Examples: EDU-144-2B1, EDU-144-2B2, GRD-280-1B1 
 

Web-Enhanced: Courses that meet face-to-face in a classroom setting but use Moodle as a 

supplemental part of the course. All the required contact hours are scheduled and held in the 
classroom. Grades and other course documents may be posted online. Some instructors do all 

course testing online. 
 

Section number format: XXX-XXX-[location] W [section count] 
Examples: HIS-111-1W1, MAT-140-2W3, ENG-111-1W1 
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Interactive Television: Courses offered simultaneously on multiple campuses via two-way video. 

Courses may be web-enhanced or may be blended. 
 

Section number format: XXX-XXX-IT [section count] 
Examples: EDU-146-ITB2 (blended), SON-110-ITW2 (web-enhanced) 

 

Before a blended or online course can be offered for the first time, it must meet SPCC Online 
Standards. Meeting these requirements involves making the course student-ready with enough 

time to undergo the online standards review and allowing faculty time to prepare for the next 
semester. Courses are subsequently reviewed every two years unless there is a significant 

change in course content, the course changes from blended to online or online to blended, or 
there are issues with the course. 

 

Courses not meeting the SPCC Online Standards will not be allowed to be opened to students and 
will have to be rescheduled to begin at a later date. 

 
Although technology plays a crucial role in the delivery of distance education, instructors must 

remain focused on instructional outcomes, not whizz-bang technology. The key to distance 

education is focusing on the needs of the learners, the requirements of the content, and the 
constraints faced by the instructor, before selecting a delivery system. 

 
Distance learning requires a fit between the course content and the method of delivery. Not all 

course content lends itself well to being delivered online or via interactive television, for example. 
Also, the instructor and the method of delivery need to fit well together. Not every instructor will 

do well teaching via distance learning. The student and the method of delivery must fit. Just like 

distance learning isn’t for all subjects or all teachers, it’s not for all students. 

 
Faculty Absences 
 
When faculty of SPCC are unable to meet their seated class(es), the expectation is that 

arrangements will be made for the class to meet so that seat time will not be lost. These 
guidelines are in place for faculty absences. Note: Different procedures are established for school 

closings due to inclement weather. Refer to the Inclement Weather Policy for applicable 
procedures. 

 

Planned Absence 
 Email the immediate supervisor of the seated class(es) that you will miss. 

 Email all students in the class(es) that you will be absent and how the class will “meet” 
during your absence. 

 Make arrangements for class time to be covered in one of the following ways: 

 Another faculty “teaches” your class(es). 

1) Attendance must be taken; a sign-in sheet is recommended. 
2) A lesson plan for that day must be provided.  

 An assignment comparable to what would be done if the class had met is posted in 

Moodle. 
1) Students must be told that they must log in to the course site at the time of 

the seated class or before the seated class meets again. 
2) The assignment must be clearly marked in Moodle as “Seated Class 

Assignment for MM/DD/YY.” 

3) Students not completing the assignment in Moodle will be counted absent for 
that class date. 
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 An assignment comparable to what would be done if the class had met is set up in 

one of the SPCC libraries. Note: This arrangement must be approved in writing by 

the library staff. 
1) Attendance must be taken; a sign-in sheet is recommended. 

2) A lesson plan for that day must exist. 
 Retain all documentation as proof that the seated class time was covered even though you 

were absent. Your immediate supervisor or the College’s curriculum auditor may ask for 

copies of your documentation. 
 

Unplanned Absence 
 Notify your immediate supervisor as soon as you realize that you will not be able to meet 

your seated class(es) and also notify the appropriate Administrative Assistant via phone or 
email. 

 OCH (Administrative Assistant in your area) 

 LLP (Administrative Assistant in your area or Teresa Downer) 

 If these individuals are not available, contact the receptionist for the appropriate campus. A 

notice will be posted in your classroom, directing students to your Moodle course site for an 
assignment. 

 Post in Moodle an assignment comparable to what would be done if the class had met. 
 Students must be told that they must log in to the course site at the time of the 

seated class or before the seated class meets again. 

 The assignment must be clearly marked in Moodle as “Seated Class Assignment for 

MM/DD/YY.” 

 Students not completing the assignment in Moodle will be counted absent for that 

class date. 
 Retain all documentation as proof that the seated class time was covered even though you 

were absent. Your immediate supervisor or the College’s curriculum auditor may ask for 
copies of your documentation. 

 
School Closing Due to Inclement Weather or Other Unscheduled Closings 
 

Moodle course websites are to be used to make up blended and web-enhanced classes canceled 
due to inclement weather or extenuating circumstances that cause the College to be closed. 

Clinical time missed in health programs will be made up as appropriate when working with 
external facilities. 

 

Carefully follow the guidelines below to meet all state audit compliance requirements. 
(SharePoint>President’s Office>Employee Information>College Policies) Failure to follow any of 

the steps below will mandate the missed time to be physically made up by students and 
instructors alike in the classroom. 

 

Documentation Procedure 
 

1. Design and implement a make-up activity that must be completed by the students within ten 
(10) days of the missed class (i.e., February 10 for a February 1 snow day). It can be due 

sooner. In the case of prolonged school closings or closings that affect the start or end dates 

of the semester, special instructions will be provided. 
 

2. Create a learning unit that includes content and assignments. Keep in mind that valuable 
instructional time and student learning time is being replaced—and the auditor can check 

this—so make the learning activities worthwhile. They should help move the students closer 
to reaching the learning outcomes for the course. Consider the amount of time missed when 

designing the activity. An activity to make up three (3) hours of class time should be more 

substantial than one making up one (1) hour of class time. 
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3. Clearly label the activity in Moodle as a make-up for the missed class, including the specific 

date that was missed. Use this model: MAKE UP FOR MARCH 15, 2019. Both students and 
the FTE auditor must understand that this learning unit is replacing a regularly scheduled 

seated class session that was missed due to school closing. 
 

4. Require students to submit assignments or activities using Moodle (assignment function, 

discussion board, or anything that will time and date stamp the activity). Time and date 
stamps are needed to document that students completed the unit and made up the day 

missed within the required period. 
 

5. Provide screenshots or other verification of the Moodle assignment submission, discussion 
board activity, grade book with grading dates, etc.; anything that documents submission of 

the assignment or activity for each student. This documentation must prove that each 

student completed the activity by the due date and will serve as evidence for the state 
auditor that the day was sufficiently made up. 

 
6. Email all documentation to the Internal Auditor within ten (10) days of the assignment due 

date. Make sure in the email to provide the course, section number, and the date of the 

missed class, such as BIO 166 2W2 for Friday, March 11, 2019.  
 

7. Students not completing the assignment on or before the due date must be counted absent 
on the date the school was closed. 

 

Military Leave (Policy 4.20) 
 
South Piedmont Community College shall grant leave for all full-time and permanent part-time 
employee for certain periods of service in the Uniformed Services. Employees of the College or 

applicants for employment shall not be discriminated against because of their membership, 

application for membership, performance of service, application for service, or obligation for 
service in the Uniformed Services. Part-time employees are not eligible for military leave, but are 

covered under the reinstatement regulations. 
  

Confirming Student Registration in WebAdvisor 
 
All faculty are expected to check students in attendance against those listed in WebAdvisor to 

ensure that all students are officially registered. Students not listed in WebAdvisor cannot remain 
in the class. The processes below must be followed. 

 

For Web-Enhanced Courses 
On the first day of class, go to WebAdvisor to confirm that all students attending class appear in 

WebAdvisor. Students in attendance who are not listed in WebAdvisor must be registered 
immediately. Students must contact Student Services (a counselor or Records Office staff) to 

register for the class. Do not allow students to remain in the class if they are not registered. They 
will not receive academic credit for the course if they are not correctly enrolled. 

 

For Blended and Online Courses 
On the first day the course opens, go to WebAdvisor and Moodle to check those listed in Moodle 

against those listed in WebAdvisor. Students in attendance in Moodle should match those listed in 
WebAdvisor. Students in attendance in Moodle who are not listed in WebAdvisor must be 

registered immediately. Students must contact Student Services (a counselor or Records Office 

staff) to register for the class. Do not allow students to remain in the class if they are not 
registered. They will not receive academic credit for the course if they are not correctly enrolled. 
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To view a class roster in WebAdvisor: 

1. Go to the http://go.spcc.edu website. 
2. Type your username and password. 

3. Click on “Active Campus Portal.” 
4. Under the WebAdvisor tab on the right side of the screen, click on “Faculty Information,” 

then “Class Roster.” 

5. Select the Term and then select the correct course. Registered students for the course 
will be listed there. 

 

Submission of Web Attendance (10% and Final) 
 

Faculty must keep accurate and up-to-date attendance and grade records for all classes. Such 
documents are required for internal accountability, demonstrating compliance with NCCCS audit 

requirements, and for assessment purposes. Attendance record verification is directly related to 
the amount of FTE revenue generated by the College. Inaccurate records result in loss of FTE 

funding received in subsequent years.  
 

Faculty will be provided access to the web attendance class roster in WebAdvisor on the start 

date of the class. Faculty will receive an email with detailed instructions for completing 10% and 
the final attendance at the beginning of each semester. Read the instructions carefully! They are 

revised each semester. Faculty must submit the 10% roster within 24 hours of the census date. 
Faculty are responsible for knowing the census date of each of their classes. For help identifying 

the census date, contact the immediate supervisor or Kathy Coggins at kcoggins@spcc.edu. 

 

Class Attendance 
 

Regular attendance and participation are essential to student learning and successful completion 
of a course. South Piedmont Community College recognizes that students are adults with many 

responsibilities, and occasional absences are unavoidable. However, absences in no way lessen 

the student’s responsibility for meeting the requirements of the course. 
 

Attendance in Traditional or Web-Enhanced Classes 
Traditional or web-enhanced courses are seated classes in which students attend on campus or 

at other designated physical locations. Absences are counted from the first official meeting of the 
course regardless of when the student registers for or enters the class. 

 

Students are responsible for all work missed during their absence. Instructors are not required to 
accept make-up or missed work; therefore, acceptance of make-up or missed work is at the 

discretion of the instructor. 
 

Attendance may be used as a factor in determining the final grade for a course. This factor must 

be included in the instructor's syllabi. Instructors are responsible for discussing their syllabi at the 
first class meeting of each course. 

 
Instructors may withdraw students who violate the instructor’s attendance policy as outlined in 
the course syllabus. If a student's absences in a course exceed 12.5 percent of the course 

contact hours, the instructor may submit an Instructor-Initiated Withdrawal form in SharePoint, 

and a grade of “WI” (Withdrawal by Instructor) will be assigned. Before submitting the 
Withdrawal Form, the instructor will attempt to notify the student of the impending withdrawal. 

The 12.5 percentage is calculated by doubling the number of course contact hours as listed in the 
College Catalog. For example, the 12.5 percent point for a three (3) contact hour course is six (6) 

class hours. The College does not differentiate between “excused” and “unexcused” absences in 
calculating course attendance.  
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Punctuality is also essential to student learning. Students are expected to arrive at class meetings 

on time and to stay for the entire class period. Arriving late or leaving early disrupts the learning 
environment. Each instructor is responsible for addressing punctuality in the course syllabus at 

the first class meeting of the course. 
 

Attendance in Distance Learning Classes (100% Online) 
Distance learning courses are taught entirely online via the Moodle course management system. 
Student "attendance" in online courses is defined as active participation in the individual online 

course. Active participation is tracked through weekly login records, submission and completion 
of assignments by the posted due dates, completion of tests, and communication with the 

instructor as outlined in the course syllabus. If a student fails to maintain active participation for 
a period equivalent to 12.5 percent of the total instructional days for the semester or term and 

has made no contact with the instructor, the instructor may withdraw the student from the 

course by submitting an Instructor-Initiated Withdrawal form in SharePoint, and a grade of “WI” 
(Withdrawal by Instructor) will be assigned. Before submitting the Withdrawal Form, the 

instructor will attempt to notify the student of the impending withdrawal. 
 

The inactivity period equivalent to 12.5 percent is defined as follows: 

 Ten (10) instructional days for a 16-week course. 

 Eight (8) instructional days for a 12-week course. 

 Five (5) instructional days for an 8-week course. 

 
For any situation which results in the student being unable to log into his or her online course, 

the student is responsible for contacting the instructor. 
 

Attendance in Blended Classes 
Blended courses have both online and seated class attendance requirements. Instructors may 

withdraw students who violate the instructor’s attendance policy as outlined in the course 

syllabus. If a student's absences in a course exceed 12.5 percent of the on-campus contact hours 
for the course, the instructor may submit an Instructor-Initiated Withdrawal form in SharePoint, 

and a grade of “WI” (Withdrawal by Instructor) will be assigned. Before submitting the 
Withdrawal Form, the instructor will attempt to notify the student of the impending withdrawal. 

The College does not differentiate between “excused” and “unexcused” absences in calculating 

course attendance. 
 

If the student fails to maintain active online participation for a period equivalent to 12.5 percent 
of the total instructional days for the semester or term and has made no contact with the 

instructor, the instructor may submit an Instructor-Initiated Withdrawal form in SharePoint, and a 
grade of “WI” (Withdrawal by Instructor) will be assigned. Before submitting the Withdrawal 

Form, the instructor will attempt to notify the student of the impending withdrawal. 

 
The inactivity period equivalent to 12.5 percent is defined as follows: 

 Ten (10) instructional days for a 16-week course. 

 Eight (8) instructional days for a 12-week course. 

 Five (5) instructional days for an 8-week course. 

 
For any situation which results in the student being unable to log into his or her online course, 

the student is responsible for contacting the instructor. 
 

Department Requirements 
A curriculum department may be more stringent in its attendance requirements than as stated in 
the College’s attendance policy but cannot be more lenient. If a department decides to have 

more stringent attendance requirements, then all instructors in the department must incorporate 
these requirements into their syllabi and advise their students of these requirements at the first 

class meeting of each course. If an external accrediting agency requires a more stringent 

attendance procedure for a program in a department than the College’s attendance procedure, 
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that requirement will be incorporated into the syllabi. Changes to the College’s attendance 

procedure must be approved in advance by the Vice President of Academic Affairs. 
 

Absences for Religious Observances  
According to the SPCC Religious Observances Policy (1.17), two excused absences each semester 

(fall and spring) for religious observances required by the faith of a student are permitted. 

 
References: 

 
NC General Statute 115D-5(u) 

NC State Board of Community Colleges Code1B SBCCC 500.99 
SPCC Procedure: 1.17 Religious Observances 

 
Census Dates 
Entry into classes at SPCC requires students to have physically attended or to have logged into 

their Moodle courses to be counted for FTE purposes. Entry into a course must occur by the 
census date or 10-percent point for the course. Census dates differ depending on the type of 

course in which the student is registered. 
 

Traditional or web-enhanced classes: Students must be physically present by the census date or 

10-percent point for the course. Students who have not attended any class meeting by the 
census date will be considered “Never Attended” and removed from the course. 

 
Distance learning or online classes: Students must log into Moodle and complete the Start-Up 

Activity by the census date or 10-percent point in the course. Students who have not logged into 
Moodle and completed the Start-Up Activity by the census date will be considered “Never 

Attended” and removed from the course. 

 
Blended classes: Students must log into Moodle and complete the Start-Up Activity by the census 

date or 10-percent point in the course or must have physically attended a seated class meeting 
by the census date or 10-percent point in the course. Students who have neither logged into 

Moodle and completed the Start-Up Activity by the census date nor attended a seated class 

meeting by the census date will be considered “Never Attended” and removed from the course. 
 

Instructor-Initiated Withdrawal 
 

Instructors can withdraw students who violate the attendance policy as outlined in their course 

syllabus. Use the Instructor-Initiated Withdrawal form under “Instructor” on Etrieve to perform 
this withdrawal. (https://etcentral.spcc.edu/)  

 
Before submitting the Instructor-Initiated Withdrawal form on Etrieve, instructors will attempt to 

notify the student of the impending withdrawal. Notification in the form of an email is preferred. 
 

Student Retention 
 
South Piedmont Community College is committed to the retention and academic success of 

students. All full-time and adjunct faculty must be committed to student retention. 
 

Faculty are required to document retention efforts for each course taught. A course-by-course 

statistical report will be generated through Datatel at the end of each semester. In the event 
retention is low, supervisors may ask for documentation of retention efforts on a course-by-

course basis. (SharePoint>Departments>Academic Affairs Division>Shared Documents>Faculty 
Handbook>2019-2020>Section 8>End of Semester Check-out Report Template) 
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Ways in which faculty may succeed in the retention of students are: 

 Take roll at each class meeting and attempt to contact students who have two 

consecutive, unexplained absences. 
 State course learning outcomes and grading systems clearly so that students know what 

is expected to complete a course successfully. 

 Engage students in active learning activities that promote involvement and responsibility 

for learning. 
 Keep students informed regarding their progress in the class by returning assignments 

and tests promptly, learn their strengths and weaknesses, and by providing concrete 

suggestions for improvement when necessary. 
 Be willing to help students outside of class. 

 Learn students’ names within the first few class meetings, call on students by name so 

that they stay actively involved in the class, and treat them with respect and personal 

interest and never ridicule or criticize. 

 

Classroom Misconduct 
 
Faculty have the primary responsibility for control over classroom behavior and can order the 

temporary removal or exclusion from the classroom of students who disrupt the class or violate 

the general policies of the College. 
 

Disruptive conduct includes, but is not limited to, any intentional interference with regular 
classroom routine or with other students’ rights to pursue course work. If necessary, faculty may 

ask for assistance from a security guard. 
 

Faculty must report the incident to his or her supervisor. Depending on the severity, the faculty 

may be required to document the incident by completing an SPCC Accident or Incident Report. 
(SharePoint>Forms>General Forms>New Incident Report) 
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FACULTY INSTRUCTIONAL EVALUATION SYSTEMS 
 
Faculty (Employee) Annual Appraisal 
 
The South Piedmont Community College Annual Faculty (Employee) Appraisal System is a holistic system 

designed to evaluate all aspects of the faculty’s performance. It places value on several sources 
(students, classroom observer, supervisor, and self) to provide a fair and unbiased evaluation. 

 
The Faculty Annual Assessment incorporates five (5) criteria: 

 Class Climate Course Satisfaction 

 Observation of Instruction (Classroom and Online) 

 Development (Goals) Plan 

 Faculty Performance Review 

 Learning-Centered Portfolio 

 
Class Climate Course Satisfaction 

 

Class climate course satisfaction surveys are available online during 4-week, 8-week, 12-week, 14-week, 
and 16-week sessions each semester for all classes. Students have the option to evaluate all seated, 

blended, and online courses taught by full-time and by adjunct faculty each semester or term. 
 

Observation of Instruction (Web-Enhanced, Blended, and Online) 

 
A minimum of two (2) observations of instruction will be conducted during the first semester of 

employment for new full-time faculty. All other full-time faculty will be observed at least once during the 
fall or spring semester. All adjunct faculty will be observed twice during the first year of employment and 

at least once annually after that. Observations of instruction may be conducted in either online or seated 
classes. Observations take place during fall, spring, and summer terms for classes taught by full-time and 

adjunct faculty. 

 
Development (Goals) Plan 

 
By April 15, each full-time faculty will develop a plan consisting of at least three (3) professional or 

personal development goals to pursue during the next academic year. The Development Plan must be 

emailed to and approved by the immediate supervisor. Progress on and accomplishment of the goals will 
be reviewed during the annual performance assessment. 

 
Faculty Performance Review 

 
The Faculty Performance Review is completed annually between faculty and his or her supervisor. Due 

dates are as follows: 

 9-month and 10-month Faculty – Performance Review Period would be the month of April and 

Annual Performance Appraisals would be due to Human Resources by the end of April/beginning 
of May. 

 12-month Staff, Instructional Staff, and Faculty – Performance Review Period would be the 

month of May and Annual Performance Appraisals would be due to Human Resources by the end 
of May. 

 Mid-Year Review Period evaluating progress on goals or performance objectives for all faculty 

and staff would be the months of October and November. No forms are due to Human Resources 

for Mid-Year Review. 
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Learning-Centered Portfolio 

 
The Learning-Centered Portfolio is developed to document faculty’s teaching philosophy and goals and 

accomplishments as a teacher, scholar, and practitioner. The supervisor reviews it during the spring 
semester as part of the annual performance assessment. 

 

Faculty Promotion and Rank 
 

SPCC has adopted a system for faculty promotion and rank to recognize outstanding faculty, encourage 
faculty development, and recruit quality faculty. All full-time curriculum faculty, including program 

directors and department chairs, are eligible for the promotion. A separate process exists for adjunct 
faculty. Faculty may be hired with rank. Promotion criteria consist of years of service in full-time, college-

level faculty positions (three years between each promotion) and excellence in teaching, scholarship, and 

service. The responsibility for documenting faculty performance for promotion rests with the faculty 
applying for promotion. Faculty document their eligibility through ePortfolios, peer references, student 

references and evaluations, and other relevant materials. Faculty receive both cash and non-cash 
compensation packages with each promotion. 

 

Faculty Ranks 
 

 Instructor 

 Assistant Professor 

 Associate Professor 

 Full Professor 

Timeframe for Promotion 

 

Faculty must serve three (3) years in a rank before being eligible for promotion to the next rank; 
however, faculty may begin the application process during the fall of the third year of a particular rank, 

with promotion, if awarded, taking place in the fall of the fourth year. 
 

Faculty may apply years of full-time service as college-level faculty at other institutions toward placement 
into a rank, if the faculty meets other eligibility criteria for the promotion. Adjunct service does not count 

toward promotion. 

 
The first time a faculty member applies for rank, he or she may apply to the highest rank for which he or 

she is eligible. However, once placed into a rank, faculty may not skip ranks or retroactively apply years 
of service. 

 

Compensation for Promotions 
 

Full-time faculty who are promoted will receive both cash and non-cash compensation associated with 
each promotion. 

 
Cash Compensation 

 

Faculty who are promoted will receive the following added to their base salaries: 
 

 Promotion from instructor to assistant professor    $1,000 

 Promotion from assistant professor to associate professor  $1,500 

 Promotion from associate professor to full professor   $2,000 

o Total cash compensation for all promotions   $4,500 
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Non-Cash Compensation 

 
Faculty who are promoted will receive the following non-cash compensations. 

 
 Promotion from instructor to assistant professor: 

o Eight (8) hours of additional personal leave per year (does not accrue). 

o $250 in professional development funding for three years. 

o Desk nameplate. 
 

 Promotion from assistant professor to associate professor: 

o Sixteen (16) hours of additional personal leave per year (does not accrue). 
o $500 in professional development funding for three years. 

o Desk nameplate. 
 

 Promotion from associate professor to full professor: 

o Twenty-four (24) hours of additional personal leave per year (does not accrue). 

o $750 in professional development funding for three years. 
o Desk nameplate. 

 
Hiring with Rank 

 

Faculty may be hired with rank if they meet SPCC eligibility requirements. 
 

 Faculty positions may be advertised at any rank deemed appropriate by the supervisor, dean, 

Vice President of Academic Affairs/CAO, Senior Leadership Team, and Human Resources. 
 One member of the Promotion and Rank Committee must sit on search committees hiring for 

positions above instructor-level. 

 Applicants must meet both full-time years of service as college-level faculty and all other 

eligibility requirements to be hired with rank. 
 Faculty hired with rank must successfully complete a one-semester probationary period. 

For more information, please see the Promotion and Rank Framework on the Academic Affairs page in 

SharePoint. 
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South Piedmont Community College 
Class Climate Course Satisfaction Survey 

 
1. On the scale 5 (Strongly Agree) to 1 (Strongly Disagree) rate the level of your 

satisfaction in the course.  
1.1 Overall this is an excellent course. 
1.2 The instructor demonstrated knowledge of course materials. 
1.3 The instructor was prepared for class. 
1.4 The instructor provided help when needed. 
1.5 The instructor created interest in the course. 
1.6 The instructor used the textbook(s) and other material I purchased for the 

course. 
1.7 The instructor’s use of teaching technology was effective and appropriate. 
1.8 The course description accurately reflected the content of the course. 
1.9 Expectations were clearly outlined in the syllabus. 
1.10 Major assignments covered important course materials and content. 
1.11 The instructor provided grades/feedback within two weeks after the due 

date of the assignments. 
1.12 The instructor treated students fairly and impartially. 
1.13 I would take another course with this instructor. 

 
2. Please provide input to the following questions. 

2.1 What was the best part of the course? 
2.2 What could be done to improve the course? 
2.3 How many credits of coursework are you currently taking? 

12 or more credits 
1-11 credits 

2.4 What is your current grade in this course? 
A B C D F 

2.5 What grade are you expecting to receive in the course? 
A B C D F 

2.6 My attendance in this class is: 
Excellent (0 absences) 
Average (1-4 absences) 
Needs improvement (5+ absences) 

2.7 My current GPA is: 
4.0 - 3.4 
3.3 - 2.9 
2.8 - 2.1 
2.0 and below
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SOUTH PIEDMONT COMMUNITY COLLEGE 

EMPLOYEE PERFORMANCE APPRAISAL 

 

Employee Information  

Name: Click here to enter text. Review Period (year): Select review period: 

Job Title: Click here to enter text. Mid-year Review Date: Click here to enter a date. 

Division: Select division: Annual Review Date: Click here to enter a date. 

Type of Review: Select type of review: Other Review Date: Click here to enter a date. 

 

The performance appraisal is used to appraise the performance of staff, faculty and instructional staff on a bi-

annual basis.  The mid-year review/meeting evaluates mid-year progress on goals/performance objectives.  

The end-of-year review/meeting evaluates employee performance addressing strengths, developmental needs, 

and year-end progress on goals/performance objectives.  

 

Rating Definition 

4 Exceeds Standards* 

 

Performance consistently exceeds position requirements resulting in 

quality of work that is excellent 

3 Meets Standards 

 

Performance consistently meets the basic requirements of the position 

resulting in quality of work that is good 

2 Partially Meets Standards/  

Needs Improvement* 

Performance does not consistently meet the basic requirements of the 

position and improvement is needed (Specify improvement needed) 

1 Does Not Meet Standards* 

 

Performance does not meet the basic requirements of the position and 

requires significant improvement (lay out plan) 

NA/NO Not Applicable/Not Observed Does not apply/Too new to rate 

*These selections require justification in the comments section. 

 
 

A. General Factors 

Appraise employees for performance during the review period.  Consider each factor based on consistent standards.  Any rating of 

an Exceeds Expectations, Partially Meets/Needs Improvement or Does Not Meet requires comments/justification in the Comments 

section.   

Competency: Rating 

1. Job Knowledge 

 

Demonstrates full working knowledge and skill sets to perform job 

responsibilities as listed in the job description. Possesses necessary 

technical skills to effectively perform job duties. Takes available 

opportunities to gain more information and remain up-to-date in career and 

departmental related matters. 

 

Choose a Rating: 

Comment(s):  

Click here to enter text. 

2. Customer Focus Courteous to internal and external customers in both personal and 

electronic interactions; responds promptly and appropriately to requests for 

assistance.  Proactively, and when requested, provides guidance and 

assistance to students, employees, and visitors. 

 

Choose a Rating: 

Comment(s): 

Click here to enter text. 

3. Professionalism Maintains composure and self-control and acts appropriately to various 

situations. Follows established protocols and acts in the best interest of the 

organization.  Takes ownership and accepts accountability.  Adheres to 

South Piedmont’s values and standards of employment.  Employee uses 

discretion when dealing with information of a sensitive nature. Dresses 

appropriately for the requirements of the position. 

 

Choose a Rating: 
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Comment(s): 

Click here to enter text. 

4. Teamwork/ 

Collaboration 

Demonstrates a personal sense of responsibility for helping divisions across 

the college to achieve success; fosters relationships, readily shares 

information with colleagues and seeks feedback as needed; cultivates 

teamwork with students, faculty, staff, and the community. 

 

Choose a Rating: 

 

Comment(s): 

Click here to enter text. 

5. Communication Employee effectively communicates in a clear, concise, and courteous 

manner; both orally and in writing. Shares information and resources with 

supervisor and others. Successfully handles difficult and stressful situations 

with tact and empathy. 

 

Choose a Rating: 

Comment(s): 

Click here to enter text. 

6. Dependability Routinely manages projects to completion. Is prepared, reliable and 

conscientious. Observes regular work hours and is consistently present at 

work. 

 

Choose a Rating: 

Comment(s): 

Click here to enter text. 

7. Initiative Self-starter; anticipates work to be completed; identifies needs and 

problems, and voluntarily takes the appropriate actions. Seeks out new 

assignments, accepts new challenges, and assumes greater responsibility 

when appropriate; Maintains an effective balance between seeking 

feedback and acting independently. Actively seeks ways to streamline and 

improve processes.   

 

Choose a Rating: 

 

Comment(s): 

Click here to enter text. 

8. Quality of Work Effectively plans and completes assignments and projects in a timely, 

thorough, and accurate manner; work reflects neatness, attention to detail, 

and compliance with SPCC or industry-recognized standards; readily 

detects and corrects errors; applies feedback to improve quality of work. 

 

Choose a Rating: 

Comment(s): 

Click here to enter text. 

9. Problem Solving/ 

Creativity 

Anticipates challenges and seeks creative solutions when problems arise.  

Actively follows through with problem-solving strategies.  Promotes 

critical thinking.  Engages in new and creative workplace opportunities. 

 

Choose a Rating: 

Comment(s): 

Click here to enter text. 

10. College Service Serves on committees, as appropriate, and actively participates in meetings 

and college activities.  Promotes goodwill as an ambassador for the 

organization. 

 

Choose a Rating: 

Comment(s): 

Click here to enter text. 

11. Adaptability Accepts and manages change as necessary to effectively fulfill the 

requirements of the position and/or the mission of the department.  

Demonstrates flexibility in challenging or new situations.   

 

Choose a Rating: 

Comment(s): 

Click here to enter text. 
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12. Professional Ethics/ 

Diversity 

Models ethical behavior in words and actions.  Acts with integrity in all 

matters including work produced and interactions with others.  

Demonstrates respect for all individuals.  Embraces diversity and 

inclusiveness to ensure a well-rounded department or division that draws 

on the strengths and abilities of a variety of individuals.   

 

Choose a Rating: 

 

 

Comment(s): 

Click here to enter text. 

 
 

B. Supervisory Factors (Section B is applicable to employees in a Supervisory position) 

Appraise employees for performance during the review period.  Consider each factor based on consistent standards.  Any rating of 

an Exceeds Expectations, Partially Meets/Needs Improvement or Does Not Meet requires comments/justification in the Comments 

section.   

Competency: Rating 

13. Leadership 

 

As a supervisor is decisive and uses good judgement. Motivates others by 

articulating a clear vision and creating a shared sense of purpose and 

direction for the department or division. Draws on the knowledge and 

expertise of a variety of individuals throughout the unit to establish 

priorities. 

 

Choose a Rating: 

Comment(s): 

Click here to enter text. 

14. Strategic Thinking Priorities, work produced, and leadership style demonstrate respect for, 

alignment with, and focus on organizational mission, vision, values and 

strategic initiatives. 

 

Choose a Rating: 

Comment(s): 

Click here to enter text. 

15. Performance 

Management 

Effectively recruits and trains employees. Coaches, develops, and guides 

others for growth and improved performance. Fosters open 

communication; provides constructive feedback when appropriate. 

Acknowledges the efforts, achievements, and career aspirations of each 

employee.  Conducts meaningful and constructive performance appraisals; 

submitting them according to official procedures and timelines. 

 

Choose a Rating: 

Comment(s): 

Click here to enter text. 

16. Resource 

Management 

Effectively manages funds, equipment, time, and human resources within 

established budgets. Adapts to changing circumstances; delegates where 

appropriate to ensure commitments are met and projects are successfully 

completed and submitted on time.    

 

Choose a Rating: 

 

Comment(s): 

Click here to enter text. 

17. Conflict 

Management/ 

Safe Work 

Environment 

Effectively manages conflict among employees and/or students promptly 

and equitably; ensures work environment is free of harassment or 

discrimination; documents concerns or incidents in accordance with college 

policy; informs and consults with appropriate administrators and the 

Human Resources department regarding problems, conflict, and other 

matters related to student/employee safety. 

 

Choose a Rating: 

Comment(s): 

Click here to enter text. 
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C. Instructional Staff/Faculty Factors (Section C is applicable to 12-month Instructor AND Faculty positions) 

Appraise employees for performance during the review period.  Consider each factor based on consistent standards.  Any rating of 

an Exceeds Expectations, Partially Meets/Needs Improvement or Does Not Meet requires comments/justification in the Comments 

section.   

Competency: Rating 

18. Presentation 

Skills/Content Delivery 

Organizes presentation in a clear, concise, and logical manner.  Demonstrates 

effective communication skills relative to the delivery method.  Projects enthusiasm 

in his/her presentation.  Utilizes effective, transparent course design and uses 

technology effectively.  Provides relevant examples and links new material to 

previous topics.  Is aware of and responsive to individual personality and learning-

style differences of the students.   

 

Choose a Rating: 

Comment(s): 

Click here to enter text. 

19. Physical 

Appearance  

and Mannerisms 

Dresses appropriately for the learning environment.  Uses body language 

effectively to communicate ideas. Uses interactive strategies to enhance the 

effectiveness of the presentation.   Moves throughout the classroom to actively 

engage and/or assess student understanding. 

 

Choose a Rating: 

Comment(s): 

Click here to enter text. 

20. Content Mastery Projects confidence in his/her ability and knowledge.  Exhibits sound understanding 

and familiarity with subject matter being taught.  Establishes learning objectives 

that address content mastery, critical thinking and core competencies. 

 

Choose a Rating: 

Comment(s): 

Click here to enter text. 

21. Student 

Engagement/ 

Student 

Involvement 

Encourages student participation.  Stimulates and encourages class participation and 

maintains students’ attention.  Interacts with students in a respectful, approachable 

manner.  Uses questions to develop student knowledge, identify weaknesses, and 

build confidence.  Initiates interventions that support student retention.  Is available 

to students during office hours or by appointment via email, telephone, video chat, 

Collaborate, etc. 

 

Choose a Rating: 

 

Comment(s): 

Click here to enter text. 

22. Selection and  

Use of Instructional 

Materials 

Utilizes visual aids that are clear, well-organized, and can be easily seen and read.  

Provides attractive, organized, and meaningful outlines/handouts.  Instructional 

media and/or materials support stated student learning outcomes. 

 

Choose a Rating: 

Comment(s): 

Click here to enter text. 
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23. Classroom 

Management 

Begins and ends class on time, and arranges for coverage if absent.  Uses 

instructional time effectively.  Sets and enforces clear standards for student 

behavior.  Manages non-participants, disruptive activities, and code of conduct 

violations appropriately.   

 

Choose a Rating: 

Comment(s): 

Click here to enter text. 

24. Course Assessment Establishes and reinforces existing measurable learning outcomes. Returns student 

work in a timely manner with individualized feedback that identifies strengths and 

weaknesses feedback.  Assesses effectiveness of instruction, makes quality 

improvements, and submits data, as requested.  Assigns grades based on rubrics or 

other criteria. Grades and Moodle grade book follow Method of Evaluation as 

stated in syllabus. 

 

Choose a Rating: 

 

Comment(s): 

Click here to enter text. 

 

 

D. Faculty Learning-Centered Portfolio Checklist (Section D is applicable to Faculty positions) 

Instructor Name: Click here to enter text. 

Date Reviewed: Click here to enter a date. 

Reviewed by:  

Categories Accomplished 

Statement of Learning-Centered Philosophy ☐ 

Updated Curriculum Vitae ☐ 

Description of Instructional Technology Incorporated into the Learning Environment ☐ 

Professional Development Transcript ☐ 

Documentation of Professional Development as a Teacher (T) ☐ 

Documentation of Professional Development as a Scholar (S) ☐ 

Documentation of Professional Development as a Practitioner (P) ☐ 
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Performance Goals 
List goals to be accomplished during the employment year and the strategies needed to achieve them.  This plan is to be 

developed and agreed upon by both employee and supervisor.  Progress will be assessed mid-year and year-end.  Attach 

additional sheets if necessary.  

SMART Goals: S – Specific M – Measurable A – Action-oriented R – Realistic T – Time-oriented 

Goal #1 Click here to enter text. 

Strategy/Measures of Success (SMART 

Goals) 
Click here to enter text. 

Mid-year Status 
   

Result/Comment(s): Click here to enter text. 

 

End-of-year Status 
   

Result/Comment(s): Click here to enter text. 

 

 

Goal #2 Click here to enter text. 

Strategy/Measures of Success (SMART 

Goals) 
Click here to enter text. 

Mid-year Status 
   

Result/Comment(s): Click here to enter text. 

 

End-of-year Status 
   

Result/Comment(s): Click here to enter text. 

 

 

Goal #3 Click here to enter text. 

Strategy/Measures of Success (SMART 

Goals) 
Click here to enter text. 

Mid-year Status 
   

Result/Comment(s): Click here to enter text. 

 

End-of-year Status 
   

Result/Comment(s): Click here to enter text. 

 

 

The goals listed above were agreed upon by Employee and Supervisor on: Click here to enter a date. 

 

 

 

 

Met In-Progress Not Met

Met In-Progress Not Met

Met In-Progress Not Met

Met In-Progress Not Met

Met In-Progress Not Met

Met In-Progress Not Met
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SOUTH PIEDMONT COMMUNITY COLLEGE 

EMPLOYEE PERFORMANCE APPRAISAL 

 
Mid-year Review of Goals 

 
 
 

Employee Performance Appraisal Checklist         (E = Employee      S = Supervisor) 

  

 E       S 

 
  Employee Pre-Appraisal Summary has been completed. 

  Supervisor has reviewed/discussed job description with employee and the job description is 

attached. 

  Individual performance goals have been established for the next review period. 

  Supervisor has reviewed and discussed the competencies listed above that are critical to the 

function of the position.  

  Employee was allowed to make comments on performance appraisal.  

  Employee was provided with a copy of the completed and signed appraisal form and job 

description for their records. 

  A copy of employee’s Professional Development hours is attached.   

  *Faculty Only – Electronic Portfolio has been completed.  

 

 
 

Employee’s Comments: 

Click here to enter text. 

 

 

 

Supervisor’s Comments: 

Click here to enter text. 

 

 

 

 

 

Verification of Review 

 

Employee Signature: 

  

Date: 

 

Click here to enter a date. 

 

Supervisor’s Signature: 

  

Date: 

 

Click here to enter a date. 

☐ ☐ 

☐ ☐ 

☐ ☐ 

☐ ☐ 

☐ ☐ 

☐ ☐ 

☐ ☐ 

☐ ☐ 
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SOUTH PIEDMONT COMMUNITY COLLEGE 

EMPLOYEE PERFORMANCE APPRAISAL 

 
My signature below indicates that I have reviewed this appraisal and discussed the comments with my supervisor.  It does 

not necessarily indicate agreement with the evaluation contained in this document. I know that I may provide comments 

that will be included in my personnel file.   

 

 

 

Supervisor Checklist          

 

  Supervisor will share the original completed and signed appraisal form with all levels of supervision through the Vice 

President level. 

 

  Supervisor will forward the original completed and signed appraisal form to the Human Resources office for filing.

 

 

 

 

Employee Signature: 

  

Date: 

 

Click here to enter a date. 

 

Supervisor’s Signature: 

  

Date: 

 

Click here to enter a date. 
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          ACADEMIC POLICIES AND PROCEDURES 
 
Academic Freedom 
 
In accordance with the Southern Association of Colleges and Schools Commission on Colleges, 

the Board of Trustees shall guarantee and protect academic freedom for all faculty and students 
at the College. 

 

The Board of Trustees Bylaws, Article V, Section 4A states South Piedmont Community College is 
dedicated to the dissemination of knowledge, the engineering and development of skills, 

competencies and understandings, and to the nurture of those personal and intellectual habits 
and attitudes which are peculiar to responsible individuals in a free, open, and democratic 

society. The Board of Trustees, therefore, shall guarantee and protect academic freedom in the 

College. The Board shall likewise require the exercise of responsible judgment on the part of the 
personnel of the College as they exercise academic freedom in accomplishing the objectives of 

the College. 
 

Faculty are entitled to freedom in research and the publication of the results, subject to approval 
by the College’s Institutional Review Board and the adequate performance of other academic 

duties. Research or publications for monetary return should be based on an understanding with 

the administration and guidelines from the North Carolina Community College System. 
 

Faculty are entitled to freedom in the classroom in discussing his or her subject but should be 
careful not to introduce into classroom teaching controversial matter which has no relation to the 

subject. 

 
Faculty are members of a learned profession. When writing or speaking as citizens, they should 

be free from institutional censorship or discipline, but their position in the community imposes 
special obligations. As persons of learning, it should be remembered that the public may judge 

their profession and the institution by their utterances. Hence, they should at all times be 

accurate, exercise appropriate restraint, show respect for the opinions of others, and make every 
effort to indicate that they are not an institutional spokesperson. 

 
Any employee who believes his or her academic freedom rights have been violated may seek 

resolution through the existing grievance and appeal procedure in the SPCC Due Process-
Complaints and Grievances Policy. 

 
Academic Integrity 
 
SPCC’s Academic Integrity Policy and accompanying procedure address student rights and responsibilities 

regarding academic dishonesty. This policy applies to all students, including those in distance learning 
courses and programs. 

 
Students enrolled at South Piedmont Community College are responsible for upholding standards of 

academic integrity. An academic integrity violation includes but is not limited to the following: cheating, 
plagiarism, fabrication/falsification, and complicity in academic dishonesty. 

 

Cheating is an attempt to use or actual use of unauthorized materials in any format to complete an 
academic exercise. Cheating also includes the communication of unauthorized information during an 

academic activity or exercise. 
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Cheating includes, but is not limited to, copying another student’s homework, class work, or required 
project (in part or in whole) and presenting it to the instructor as one’s own work; or giving, receiving, 

offering, and/or soliciting information on a quiz, test, examination, or other academic exercise. 
 

Plagiarism is the copying of any published work such as books, magazines, audiovisual programs, 

electronic media, and films or copying the theme or manuscript of another individual. It is plagiarism 
when one uses direct quotations without proper credit or when one uses the ideas of another without 

giving proper credit. When three or more consecutive words are borrowed, the borrowing should be 
recognized according to the conventions appropriate for the assignment (APA style, MLA style, etc.). 

 
Self-plagiarism is the unauthorized use of one’s own previous work without the express permission of 

both the instructor to whom the previous work was submitted and the instructor to whom the work 

currently is being submitted. 
 

Fabrication/falsification is an attempt to deceive the instructor in his/her effort to fairly evaluate an 
academic exercise. Fabrication/falsification may include presenting dishonest information related to an 

academic activity or exercise; or creation of or altering information or citations related to an academic 

activity or exercise. 
 

Complicity in academic dishonesty refers to intentionally giving unauthorized assistance to someone 
else who engages in academic dishonesty. 

 
It is the student’s responsibility to learn more about how to avoid academic dishonesty. If upon 

investigation the instructor determines there is an academic integrity violation, the student will be held 

accountable as stated below: 
 

 The instructor will notify the student in writing of the details of the academic integrity violation, 

which may include a formal warning, a reduced grade on an assignment, or a reduced grade in 
the course. 

 The instructor will send the student’s name along with detailed evidence and documentation of 

the violation to his/her supervisor, the Vice President of Academic Affairs/Chief Academic Officer 

(CAO), and the Vice President of Student Services to be added to the student’s permanent 
academic record. 

 The Vice President of Student Services will notify the appropriate supervisor if there are previous 

documented offenses in the student’s file. The Vice President of Academic Affairs/CAO, in 
consultation with the supervisor, will determine the disciplinary action for the violation. Sanctions 

range from the minimum of a reprimand to a maximum of expulsion depending on the severity 
and number of violations. 

 The student may appeal the academic integrity violation and/or the disciplinary action resulting 

from the violation by submitting a letter addressed to the Student Appeals Team in care of the 

Vice President of Academic Affairs/CAO no later than five (5) days following notification to the 
student of the disciplinary action. 

 The Student Appeals Team will hold a hearing within ten (10) working days of the receipt of the 

appeal. 

 The decision of the Student Appeals Team will be final. 
 

Intellectual Property  
 
SPCC’s intellectual property policy and accompanying procedure address ownership of materials, 

compensation, copyright issues, and use of revenue from the creation and production of all intellectual 
property. The policy applies to all students, including those in distance learning courses and programs; all 

faculty, including those teaching distance learning courses and programs; and all college staff. 
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Intellectual property is defined as any intellectual or creative work that can be copyrighted, patented, or 
trademarked. South Piedmont Community College (SPCC) encourages the development, writing, 

invention, and production of intellectual property designed to improve the productivity of the College or 
to enhance the learning environment.  

 

The ownership of intellectual property will be determined according to the following conditions: 
 

The employee or student retains ownership and any revenue generated in any of the following situations: 

 The work was created independently and as a result of the individual’s initiative. The College 
did not request it. 

 The work is not a product of a specific contract or assignment made as a result of 

employment or affiliation with the College. 

 The work was not prepared within the scope of the employee’s job duties. 

 The work was produced by an employee or a student without funds, resources, or facilities 
owned or controlled by the College. 

 

The College retains ownership if the above criteria are not met or if any of the following criteria apply: 

 The work is prepared within the scope of the employee’s job duties. 

 The work is prepared within the scope of class assignments. 

 The work is the product of a specific contract or assignment made in the course of the 
employee’s or student’s affiliation with the College. 

 The development of the work involved facilities, time, or other resources of the College 

including but not limited to release time, grant funds, college personnel, salary supplement, 
leave with pay, equipment, or other materials or financial assistance. 

The College retains and controls all rights to license or sell any intellectual property owned by the 
College. Any revenues generated from intellectual property owned by the College shall be treated as 
institutional funds to be used to support the needs of the College. 

When it is foreseen that commercially valuable property may be created, the College and the employee 

or student should negotiate an agreement for ownership and sharing of benefits and compensation 
before the creation of the property. Any agreement, whether occurring before or following creation of the 
property, will be negotiated with the President of the College.  

Upon the emergence of issues or disputes relating to intellectual property, the President will appoint an 

ad hoc Intellectual Property Committee, composed of equal numbers of faculty and staff, to make 
recommendations to the President concerning the disposition of the issue. In cases where a student is 

involved, a member of the Student Government Association will also be appointed to the committee. The 
President will make the final decision on the issue. 

Distance Learning  
 

To support the mission of the College, SPCC has chosen to offer distance learning courses and programs 
when deemed appropriate and pedagogically advantageous. Courses in all formats meet uniform 

academic requirements and quality standards. 

 
Definition 

Distance learning occurs when there is a physical separation of faculty and student and when 
communication and instruction take place through, or are supported by, any technological means such as 

telephone, radio, television, video, audio, computer, satellite delivery, interactive video, or any 

combination of present and future telecommunication technologies. The following types of courses are 
offered at SPCC (as defined by the North Carolina Community College System): 
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 Internet (IN) – 100 percent of the instruction is delivered through the Internet. 

 Blended (B) – (Called ‘Hybrid’ by NCCCS) primary delivery is online with a requirement that 

students also meet in traditional face-to-face sessions as determined appropriate by the 
College. 

 Interactive Television (ITV) – 100 percent of instruction is delivered by way of interactive 

video using ITV rooms on each campus. Note: SPCC does not categorize Interactive 
Television courses as “distance learning” courses for statistical purposes. 

 Web-Enhanced (WB) – primary delivery is via a traditional face-to-face method with a 

requirement that those students have Internet access as a supplemental part of the course. 
Note: SPCC does not categorize web-enhanced courses as “distance learning” 

courses for statistical purposes.  

 
Requirements and Standards 

All distance learning courses offered at SPCC meet the same academic requirements and quality 
standards as web-enhanced courses. These courses are also consistent with the level and nature of the 

department by which they are offered and with the mission of SPCC. 

 
Courses offered via distance learning delivery carry the same code, title, and credit as other sections of 

that course. Online students are afforded the opportunity to evaluate course organization, content, and 
delivery through an online course evaluation instrument. 

 

Students wishing to enroll in distance learning courses must meet the College's admission criteria 
including any special admission guidelines for programs of which these courses may be a part, and any 

special course requirements such as pre- or co-requisites. 
 

All Internet and blended courses at SPCC are reviewed periodically against SPCC online standards to 
ensure consistency of presentation and general observation of best practices in online learning. As 

reviewed against SPCC online standards, each Internet and blended course ensures interaction and timely 

feedback between students and faculty. As appropriate, these interactions may be individual, group, or 
mixed. They may take place electronically, e.g., by telephone, computer, or interactive compressed video. 

 
For all distance learning courses, standards for student success or failure, procedures and requirements 

for monitoring and assessing student performance, and the requirement for providing timely student 

feedback are as rigorous as those in web-enhanced courses. 
 

Student performance in Internet versus combined blended and web-enhanced courses is compared on a 
periodic basis. 

 
Each student enrolled in distance learning courses has access to all academic support services, 

instructional equipment, campus events, and other non-academic activities that SPCC provides for other 

students. Support services may include but are not limited to academic advising, counseling, tutoring 
services, financial aid, and services for students with disabilities. All students, including distance learning 

students, have access to SPCC libraries and library services electronically. 
 

Applicability of Policies 

Unless otherwise indicated, all SPCC Board of Trustees, regional accrediting agencies, and institutional 
policies, standards, and guidelines for on-campus instruction apply to distance learning instruction. 

Applicable SPCC policies include, but are not limited to: 
 

1.1 Academic Freedom 

1.5 Copyright Policy 
1.6 Course Pre-requisite/Co-requisite Policy 
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1.8 Curriculum Program Review Policy 
4.47 Faculty Academic Qualifications/Credentials Policy 

 
Applicability of Other College Guidelines and Procedures  

Other institutional procedures, standards, and guidelines that may be found in the SPCC Faculty 

Handbook that are applicable to distance learning courses include, but are not limited to: 
 

Full-Time Faculty Work Schedule 
Full-Time Faculty Teaching Load 

Full-time Faculty Teaching Overloads 
Cap Enrollments 

Employment Application and Contracts 

Compensation for Online Course Development 
Academic Advising 

Faculty Instructional Evaluation Systems (Faculty Performance Appraisal Management System) 
FERPA observance 

 

Funding of Distance Education 
Distance Learning courses are considered along with other courses offered by all departments during the 

budgeting and allocation processes of the institution. For reporting and appropriations, no distinction is 
made between credit hours generated through distance learning and those generated through web-

enhanced instruction. Additionally, no distinction is made between online, blended, and web-enhanced 
courses when calculating faculty teaching loads. 

 

Cap Enrollments for Distance Learning 
The number of students to be enrolled in a class is called the “cap.” It is based on maximizing student 

learning, room size, available lab stations, and guidelines of external accrediting organizations. As 
schedules are planned for each semester, supervisors discuss with faculty the cap at which to set 

enrollment numbers for courses. During SPCC’s registration period, it may be determined that the student 

enrollment cap for a course should be increased. Supervisors, in consultation with faculty and the dean, 
will determine the feasibility of increasing the cap. If enrollment after raising the cap becomes sufficient 

to warrant a second section of the class, it may be considered an over-enrolled class that meets the 
criteria for giving credit for teaching two sections of that course. 

 

Administration 
Distance learning courses are offered through each academic department or division. Information 

Services facilitates the process by providing online standards review, administration and management of 
the Course Management System (CMS), integration procedures between the CMS and college 

demographic system, and faculty and student support. Each academic division or department is 
responsible for academic development, delivery, and assessment of online courses. Each academic 

division or department determines the format for course delivery (web-enhanced, blended, ITV, or 

Internet) based on what is considered appropriate and in the best interest of students.  
 

Subject matter, student learning outcomes, and technologies required to support hands-on skills are 
considered when determining course delivery format. Academic supervisors and faculty members are 

responsible for ensuring that quality and content of distance learning courses are comparable to web-

enhanced versions of the same course. 
 

The College uses the same process for selection and appointment of faculty for all types of courses 
including distance learning courses. This task is carried out by the respective academic supervisors in 

collaboration with the Human Resources Department. Faculty teaching distance learning and web-
enhanced courses must meet the same academic credentialing criteria as outlined in the SPCC Faculty 

Academic Qualifications/Credentials Policy. 
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Faculty teaching distance learning courses at SPCC for the first time must receive specialized training in 

the use of the Moodle Course Management System before the course begins. 
 

SPCC makes the following academic and administrative information available to distance learning 

students on the College website or within distance learning course syllabus: course access and initial 
activity dates, course withdrawal dates, provision of support services, registration and fee-payment 

timelines and procedures, exam timelines, course grading procedures, student-faculty interaction 
opportunities and requirements, and exam proctoring (if applicable). 

 

Section Changes 
 

From time to time, students find it necessary to request a course section change. Section 
changes after the last day for schedule changes in a semester will only be approved in 

exceptional cases. It should only occur when the student has a valid reason and if it is possible 
academically. 

 

 In most cases, a student visits Student Services to see a counselor. At that time, the 
counselor will triage to determine if the reason for the change in the schedule is 

legitimate. Circumstances out of the student's control would be deemed legitimate, such 

as a change in the student's work schedule. However, if the student has determined that 
he or she cannot "get along" with individual faculty and wishes to change courses or 

course sections, this would not be deemed legitimate. 
 

 If the counselor determines that the student's reason for the section change appears 

legitimate, the student will be directed to contact and meet with the dean for his or her 

decision and approval. The counselor is responsible for making sure the student 
understands that he or she must see the dean before any (if any) changes occur. Only 

the deans will determine if the change will happen. 
 

 If the change cannot occur, the student will be directed to withdraw from the class. The 

student is made aware that charges will still apply and that the student will be 
responsible for those charges to SPCC. 

 

 Changes from one faculty to another should be extremely rare. Changing faculty can be 

just as challenging as changing courses. 

 
Make-Up Testing 
 
Faculty can arrange to send students who need to make up tests, quizzes, or examinations to the 

Testing Center on either campus. An Enrollment Specialist will monitor all make-up work. Faculty 
must fully complete a SPCC Test Proctoring Form and submit it to the Testing Center a minimum 

of 24 hours before the student’s scheduled appointment. The student must make an appointment 

online by selecting Class Related Testing appointment. More information is available at 
https://spcc.edu/testing-center/. 

 

Proctoring Services 
 
The Testing Center offers proctoring services under special circumstances. This service is available 
to on-site and off-site faculty and students for the administration of make-up testing (see “Make-

Up Testing”), accommodation testing, and external agency testing. 
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The Testing Center is not capable of testing entire classes or serving as a “substitute” for absent 
faculty. Under special circumstances, the Testing Center will consider proctoring online math course 

examinations when a faculty member does not reside in the SPCC service area. Full procedure 
details can be viewed at https://www.spcc.edu/distance-learning-exam-proctoring/. 

 
Grading 
 
Faculty must assign a letter grade for each student registered for a class. The grading scale for 
all courses, except Developmental Education classes and those classes where an accrediting 

agency mandates otherwise, will be a 10-point scale: 

 
A = 90 – 100; B = 80 – 89; C = 70 – 79; D = 60 – 69; F = 0 – 59 

 
Faculty teaching classes in a program where an accrediting agency mandates otherwise should 

check with the appropriate division or department chair for the grading scale to use. 

 
Other grades that may be used as appropriate: 

 

W Withdrawal – Use this grade for students who withdraw from a course. 

WI Withdrawal by Instructor – Use this grade for students who are 
withdrawn from a course by a faculty member for excessive absences. 

AU Audit – Students should declare their intention to audit a class at 

registration or no later than the mid-point of the course. (Refer students 
to a counselor for completion of appropriate form.) 

I Incomplete – Do not use this grade except in special cases and only 

with supervisor approval. When giving a student an “I” grade, faculty 
are required to provide make-up opportunities after the course is over, 

enter the student’s last date of attendance and an expire date, and fill 
out a change-of-grade form. Note: Incompletes are automatically 
changed to a grade of “F” unless the grade change form is submitted by 
the end of the next semester, including the summer term. See 
“Incomplete or ‘I’ Grades” for more information. 

 

Posting Grades 
 

Faculty are strongly discouraged from posting grades for tests and exams outside of any 
classroom or office. The Moodle grade book is the recommended alternative. 

 

Appeal of Course Grade  

 
Any student who believes that a faculty member has unfairly assigned a final course grade may pursue a 

grade appeal. 
 

If these procedures are not followed, the student forfeits the right to appeal the final grade: 
 

1. Any student wishing to appeal a grade must consult with the faculty member issuing the 
grade within five (5) working days after the respective course grade is posted in WebAdvisor. 

The consultation may be in person, on the phone, or by electronic correspondence. After the 

student has made a reasonable effort to contact the faculty member and either the complaint 
is not resolved or the faculty member has not responded, the student should proceed to Step 

2 and contact the supervisor of the respective division/department. 
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2. If, after consultation with the faculty member, the complaint is not resolved, the student 
should consult with the supervisor of the division or department in which the course is taught 

within ten (10) working days after the date the grade was posted in WebAdvisor. If the 
faculty member is a division or department supervisor, the student should contact the Vice 

President of Academic Affairs/CAO. The consultation may be in person, on the phone or 

electronically. 
 

3. Should the matter remain unresolved after consulting with the supervisor, a formal appeal of 
the grade must be made in writing within fifteen (15) working days after the grade was 

originally posted in WebAdvisor. This appeal must be submitted to the Vice President of 
Academic Affairs/CAO by U. S. Postal Service, by email, or in person. The appeal must list the 

(1) student’s full name, mailing address, phone number, email address and SPCC student 

identification number; (2) course number, title, section, and time scheduled; (3) faculty 
name; (4) grade issued; (5) error charged by the student; (6) date and time of consultation 

with the faculty member; (7) date and time of consultation with the chair; (8) any corrective 
action being requested; and (9) request for on campus, conference call, or electronic review 

by the Student Appeals Team. The letter must also include all documentation supporting the 

reason for the appeal, including copies of graded work, syllabus, etc. The student will receive 
notification of receipt of the appeal letter. 

 
4. Within ten (10) working days of the receipt of the appeal to the Vice President of Academic 

Affairs/CAO, the Student Appeals Team will review the appeal. The student and faculty 
member will be notified of the date, time, and location of the hearing, whether to be held on 

campus, by phone or electronically. Both parties may present pertinent information. At the 

discretion of the Student Appeals Team, other pertinent individuals may be contacted for 
additional information, either in person, by conference call, or electronically.  

 
5. The Vice President of Academic Affairs/CAO will notify the student and faculty member of the 

decision on the appeal within five (5) working days after the review. The Student Appeals 

Team is chaired by the Associate Vice President of Academic Affairs for Student Success. 
 

End of Semester Check-Out Process 
 
All full-time and adjunct faculty are required to submit the Faculty End-of-Semester Check-Out 

Report to their immediate supervisor at the end of each semester. 
(SharePoint>Departments>Academic Affairs Division>Shared Documents>Faculty 

Handbook>2019-2020>Section 8>End of Semester Check-out Report Template) 
 

Incomplete or “I” Grades  
 
Occasionally, circumstances may arise in which a student is unable to complete all the 

requirements in a course before the end date for that course. Examples include hospitalization, 
loss of transportation to classes, etc. 

 

After consultation with the appropriate supervisor, faculty may assign a grade of “I” for a student 
who is unable to complete all the requirements of the course, subject to the following conditions: 

 

 The student has regularly attended class. 

 The student has completed 75% of the course material with a passing average before 
assignment of the “I.” 
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 Circumstances beyond the control of the student interfere with the student’s ability to 

complete the course by the last day of the semester. 

 There is reasonable expectation that the student can complete the remaining work 
before the last day of classes of the following term. 

 
Faculty submit a “Request for Incomplete Grade” form for approval by the division or department 

chair before the last day to submit grades for the semester. The form was formerly found in 

Sharepoint (SharePoint>Departments>Academic Affairs Division>Shared Documents>Faculty 
Handbook>2019>Section 8>Request for Incomplete Grade). This form will be found in Etrieve 

during the 2019-2020 academic year.  
 

The student and faculty member should sign this form. Upon approval by the appropriate 
supervisor, the faculty member should provide the student with a copy of the Request for 

Incomplete Grade form, showing the list of assignments to be completed and due dates. Faculty 

who do not plan to be on campus the following term must make arrangements with the student 
and the appropriate supervisor on how to complete the requirements of the course. 

 
“I” grades should not be awarded to students who do not attend class, who do not complete 

work, who do not withdraw, or who request an “I” to avoid receiving a failing grade. 

 
Once an “I” grade is approved, the student is responsible for contacting the faculty member or 

the division or department chair (if the faculty member is no longer available the following term) 
to arrange for course completion by the required completion date as identified on the Request for 

Incomplete Grade form. Following receipt of the completed work, the faculty member or the 
appointed substitute will submit a Grade Change Request form to the Registrar that will become 

part of the student’s academic record. 

 
If the work is not completed by the required completion date, the “I” is automatically converted 

to a “F.” 

 
Credit by Examination (Test Out) 
 
Occasionally, a student may feel confident that he or she has already acquired the knowledge 

contained in a particular required course. Under certain circumstances, a student will be 
permitted to challenge the course and receive full credit by comprehensive examination.  

Faculty must coordinate any Credit by Examination issues with his or her immediate supervisor. 

This form was formerly found in Sharepoint(SharePoint>Departments>Academic Affairs 
Division>Shared Documents>Faculty Handbook>2019>Section 8>Credit by Examination). This 

form will be found in Etrieve during the 2019-2020 academic year.  
 

 The student must register and pay for the course as listed in the class schedule. 

 Financial aid does not pay for credit by examination. 

 No FTE is earned for credit by examination. 

 The student initiates the request to faculty for that course to demonstrate proficiency. 

 The credit by examination must occur before the 10% point or census date for the 

course. 

 The student must score at a “B” grade level or higher to be considered proficient in the 
subject matter for the course. 

 The student is assigned a grade of “CE” on his or her transcript. This grade is not used in 

computing GPA. 

 A copy of the actual examination taken by the student must be attached to the Credit by 

Examination request. 
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Independent Study 
 

Independent study is a class offered without any regularly scheduled conventional classroom or 
lab sessions. Independent study classes are only used in extraordinary cases and when other 

alternatives, such as online, video conference, schedule modification, etc., are not available. 

Generally, independent study courses are used when students have an immediate need for a 
course to fulfill graduation requirements. Independent study classes are rare and must have the 

approval of the appropriate dean and vice president before the creation of the class. 
 

Registration for the course should take place during regular semester registration. All 

independent study classes must be required or elective courses in the program of study. Faculty 
and student meet face-to-face weekly throughout the semester to discuss or assess progress 

toward meeting the course learning outcomes and for conducting the course assessment 
processes. The face-to-face meeting schedule is negotiated in advance of the course start date 

by faculty and student, and the total meeting hours must be at least one-third of the total 
contact hours of the course. For example, during a 3-credit hour 16-week course, faculty and 

student would meet face-to-face for one hour each week, resulting in a total of at least 16 hours 

meeting time. Course content, standards of progress, tuition and fee charges, and all other 
provisions heretofore presented will apply to independent study courses. 

 
Independent Study requests should be submitted using the Independent Study form. This form 

was formerly found on SharePoint (SharePoint>Departments>Academic Affairs Division>Shared 

Documents>Faculty Handbook>2019>Section 8>Independent Study). This form will be found in 
Etrieve during the 2019-2020 academic year.  

 
Faculty must keep a Web Attendance roster generated by the Registrar’s Office and a Non-

Regularly Scheduled Class Attendance form. FTE for independent study classes will be 
determined by the time of class as recorded on the Non-Regularly Scheduled Class Attendance 

form. Dates submitted on the form are for planning purposes only. Faculty are responsible for 

coordinating meeting times with the student in accordance with the procedures listed above. 
At the end of the semester, the Web Attendance Roster must be completed and submitted in the 

same manner as the grades for regularly seated classes and the Non-Regularly Scheduled Class 
Attendance form must be submitted to the Administrative Assistant to the Assistant VP of 

Planning/IE. This documentation is essential for the College to collect FTE for the independent 

study class.  
 

Although the minimum time required to meet with a student is at least one-third of the total 
contact hours of the course, faculty may choose to exceed the minimum. However, the hours 

claimed for FTE purposes cannot exceed the number of contact hours a student would be in a 
regularly scheduled class. Guided by the course syllabus, instruction is equivalent to regular 

seated courses. 

 
Full-time faculty should be used for an independent study class. Adjuncts may be used in 

extraordinary circumstances.  
 

Faculty may be paid for one-third of the contact hours per independent study. If a faculty 

member is not carrying a full instructional load, the independent study becomes part of the 
regular teaching load with no additional pay. Compensation for independent study classes will not 

be issued until the end of the school year. Failure to submit in the Web Attendance Roster, the 
Non-Regularly Scheduled Class Attendance form, and failure to teach the minimum contact hours 

will forfeit any additional compensation for the independent study class. 
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Course Substitution 
 

Students may request to substitute an equal or higher-level course required in their program of 
study based on particular occupational goals. The exception is that substitutions are not allowed 

for a program’s core courses. All substitutions must be approved in writing by the appropriate 

program advisor, department chair or director, and dean. 
A maximum of five (5) courses may be credited for any associate degree student through course 

substitution, three (3) courses for diploma, and one (1) for certificate. No substitutions may be 
made to “core courses” within a student’s diploma or degree program.  

 

This form was formerly found on (SharePoint>Forms>Academic Forms>New Course 
Substitution). This form will be found in Etrieve during the 2019-2020 academic year.  

 

Placement Testing 
 
After all transcripts have been received, Admissions will determine if a student needs to complete the 
English and/or Math Placement Test. Most students will not need testing and will be placed into courses 

based upon their unweighted high school GPA (enrollment within ten years of high school graduation), 
completion of an Associate Degree or higher, or transferable English or Math credits from an accredited 

institution. If placement cannot be determined and testing is necessary, students will be notified by email 
with information about test scheduling and preparation. Students pursuing a certificate program are not 

required to complete placement testing.  

 

Classroom Maintenance 
 
Food and drink are not allowed in the classrooms. Faculty who want to plan a special event with 

students should notify their immediate supervisor to assist in reserving a special facility. 

 
Faculty should see that classrooms are left in order for subsequent use. Chairs and desks should 

be returned to their original positions and boards wiped clean for the next class. Faculty teaching 
in computer classrooms should ensure that all students have left the room and that the doors are 

closed and locked. 

 
Facility and equipment repair and maintenance needs should be reported to immediate 

supervisors. A work order request is required for any work to be done by the Facility and 
Property Services Department staff. This is work requested that deviates from the staff’s usual 

daily routine. (SharePoint>Forms>General Forms>New Maintenance Work Request) 

 
Any request that will cost a significant amount of money will be placed in a deferred maintenance 

file and will be done as money is available. Verbal requests and emails will not be accepted as 
work orders. 

 

Textbooks and Supplementary Materials for Faculty 
 

The College provides faculty with textbooks and related instructional materials at no charge. 
However, these materials are the property of the College and not faculty. They must be returned 

at the end of a semester by adjunct faculty or at the termination of employment by full-time 
faculty. 

 

Review copies of textbooks provided by publishers to promote textbook adoption are the 
property of the College. Even when sent to individuals, such materials are provided for 

institutional adoption, not for personal libraries. Immediate supervisors are responsible for 
controlling textbooks and supplementary materials issued to adjunct faculty. 
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Adjunct faculty are encouraged to recommend textbooks to full-time faculty and their immediate 
supervisor. Each semester, full-time faculty complete the Textbook Request form for textbooks to 

be purchased by students for the following semester’s classes. These forms are approved by the 
division or department chair. 

 

Full-time faculty are to contact textbook publishers for desk copies. Adjunct faculty must request 
a desk copy through their immediate supervisor. 
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INSTRUCTIONAL AND SUPPORT SERVICES 
 
Academic Support Center 
 
The mission of the South Piedmont Community College Academic Support Centers (ASC) is to serve 
students, faculty, and staff by providing learning support opportunities in a nurturing environment 

that promote academic success while supporting the College mission of learning, student success, 

and workforce and community development. 
 

Locations 
L.L. Polk Academic Support Center 

Horne Library, Room 130  
L.L. Polk Campus 

Polkton, NC 

Phone: 704-272-5440 
 

Ashley E. Richardson Academic Support Center 
Building A, Room 155 

Old Charlotte Highway Campus 

Monroe, NC 
Phone: 704-290-5239 

 
Skills Tutoring 

Academic Support Center tutors can help students gain the foundational skills they need to succeed 
academically, regardless of the course they are taking. Skills tutoring includes the following areas: 

 Reading comprehension 

 Study skills 

 Test-taking skills 

 

Course Tutoring 
Many Academic Support Center tutors have earned advanced degrees in specific academic disciplines. Each 

tutor is assigned specific course tutoring responsibilities based on his or her academic credentials and work 
experience. Course tutoring is available in CIS, English, math, and other courses. 

 

Other available services: 

 Internet access 

 Study areas 

 Skills remediation using online programs 

The SPCC Academic Support Centers offer services to the entire spectrum of SPCC learners: 

 Prospective or admitted students who are seeking remediation in the reading comprehension, 

sentence skills, or math portions of the college placement test. 

 Students enrolled in college-level curriculum courses who seek course or skills tutoring. 

 Students enrolled in non-credit courses for professional or personal enrichment who seek 

remediation in study skills, math, reading, or English. 

To learn more about the services offered at the Academic Support Centers, visit the Academic Support 
Center website, or contact the Academic Support Center at 704-290-5239. 
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Bookstore 
 
Textbooks are available for students at both College bookstores. The following return policies will 

apply: 
 

General Merchandise Return Policy 

All in-store or online returns and exchanges must be new, unused, and contain all original packaging 
and accessories. Merchandise must be received in store within seven (7) days of the receipt date. 

 
A form of personal identification may be required, including student I.D. or driver’s license. Some 

items cannot be returned if opened and may only be exchangeable for identical items, including 

music, movies, video games, electronics, software, and collectibles. Other restrictions may apply. 
Refunds for credit card purchases will be credited back to the card. Any third-party checks (i.e., 

financial aid) will be credited back to the account; no refund is due to the customer. Clearance and 
season merchandise will be refunded at their current price. 

 
Textbook Return Policy 

For a full textbook refund, students must return merchandise in its original purchase condition with a 

dated receipt. Merchandise must be received in store within seven (7) days of the first day of class. 
Shrink-wrapped books must be returned new, unopened, and contain all original packaging and 

accessories. A form of personal identification may be required, including student I.D. or driver’s 
license. Some books are subject to a 10% restocking fee; other restrictions may apply. 

 

Refunds for credit card purchases will be credited back to the card. Any third-party checks (i.e. 
financial aid) will be credited back to the account; no refund is due to the customer. 

 
Email Access 
 

Faculty may access his or her Outlook email account when off campus by typing the following web 
address: https://portal.office.com.  

 
Library 
 

Library services are available at the Horne Library on the L. L. Polk campus and the Carpenter Library 
on the Old Charlotte Highway campus. 

 
Go to https://www.spcc.edu/libraries/ to check for current library hours, useful tools, and instructions 

on using and accessing the online catalog and electronic databases. 

 
Circulation Policy for Faculty 

The online catalog is available at https://www.spcc.edu/libraries/. Books may be checked out for 30 
days; videos and DVDs may be checked out for two weeks if they are instructional. All DVDs for 

personal viewing are limited to a two-day checkout period. All materials must be returned at the end 

of each semester regardless of when checked out. 
 

The SPCC I.D. serves as a library card after faculty establish an account with the library. Contact the 
library staff to place a hold or renew items. Visit, email (library@spcc.edu), or call (704-290-5851 for 

Monroe; 704-292-5389 for Polkton) to start this process. 
 

SPCC belongs to the Community College Libraries in North Carolina (CCLINC) consortium. That means 

faculty can place a hold on available items not only at SPCC but from any of the 50 other community 
colleges in the consortium. There are links to these schools on the online catalog homepage.  
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If faculty seek materials outside of the CCLINC consortium, the library staff can accommodate 

requests through Interlibrary Loan.  
 

Library Collection, Computers, Software 
Resources include books, magazines, videos, and DVDs. The librarians welcome and need faculty 

input to develop a strong collection. Each librarian is assigned subjects that they are liaisons to on 

their campus. 
 

It is recommended faculty visit the libraries each semester to review the materials for their subject 
and recommend additional materials for purchase, as this helps to ensure that materials are current 

and relevant. Allied Health and Nursing faculty should review their materials annually for accuracy 
and currency for their accreditation. 

  

Also, faculty are given vendor catalogues as they become available. If there is any time during the 
school year that faculty would like to make a request, they can do so by emailing, calling or visiting 

the library.  
 

If there are materials faculty would like to place on reserve for classes, contact library personnel with 

a request. 
 

The libraries have computers with high-speed Internet access and the Microsoft Office suite.  
 

NC LIVE is an electronic resource of over 100 databases available to faculty, students, and staff. It is 
an excellent and reliable resource for full-text magazine and journal articles and offers a wealth of 

specialized databases in many subject categories. Streaming film and audiobook databases are also 

part of the collection. NC LIVE resources can enrich course content when integrated into any 
curriculum. Access is available on all computers on campus at https://www.nclive.org. Faculty can 

use their active directory account to access the library’s electronic resources off campus. 
 

Library Instruction and Information Literacy 

The library is a fundamental part of students’ learning experiences, and library staff routinely support 
them in their educational endeavors. As stated in the syllabus template, all students are strongly 

encouraged to attend a library instruction session as part of SPCC’s commitment to institutional 
effectiveness and student success. It is critical for students to learn how to use the resources in the 

library effectively. Many classes require research projects and papers that use those resources. 

 
The standard library instruction session serves as an orientation to the library and includes general 

information on how to use the online catalog and NC LIVE, how to recognize citations and credible 
information, and how to identify magazines and journals. However, more faculty are gravitating 

toward a customized, hands-on information literacy workshop. These workshops can be tailored 
specifically to address course content. Faculty who would like to bring their class to an instruction 

session can contact one of the librarians to set up an appointment. 

 
Additional Library Services 

The library staff offers in-class instruction on subjects such as plagiarism, MLA style, and APA style. 
Contact the campus librarians for additional help. 

 

Want something special? Let the library staff on campus help by collaborating on class research 
projects together. 
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High School Programs 
 

South Piedmont Community College offers three options for students wishing to take college courses while 

still enrolled in high school.  The options available are College Transfer Pathways (commonly known as 

Career and College Promise), Career Technical Education Certificate Pathways (commonly known as Career 

and College Promise), and Cooperative Innovative High Schools (commonly known as Early College).  Each 

pathway has individual, rigorous standards for admission, and each pathway has stipulations regarding the 

grade level at which students may begin these courses.   

 

Students who are enrolled in College Transfer Pathways or Career Technical Education Certificate Pathways 

may take classes online or seated on SPCC’s campuses; courses may be offered at the student’s home high 

school in limited cases.  College Transfer Pathways are designed to align with college transfer associate 

degrees at SPCC and allow students to move forward with the associated program after graduation from high 

school.   

 
South Piedmont Community College has two Early Colleges. Anson County Early College (ACEC) is 

housed on the L.L. Polk campus, and Union County Early College (UCEC) is in Building A on the OCH 
campus. Early College students take honors high school classes and enroll in South Piedmont classes 

once they meet eligibility criteria. The students are active in college activities and devote several 
hours each week to community service. The Early College curriculum is designed to be both “rigorous 

and relevant.” Early College is a five-year program during which a student should complete both high 

school and earn an associate degree. 
 

When Career and College Promise and Early College students are in college classes, they should be 
treated like any other college student. They must follow course policies and deadlines. If a high 

school holiday falls during a college class, these students are responsible for attending the college 

class. Periodically during a semester, the Career Coach (for Career and College Promise) or Early 
College Coordinator may check with college faculty to ensure that these students are performing well 

in their college classes. Should faculty have questions regarding Early College students, they should 
contact the Early College Coordinator for the respective location. Should faculty have questions 

regarding Career and College Promise students, they should contact the Career Coach for the 
respective home high school. Questions may also be directed to the Director of High School 

Programs.   

 

Office and Classroom Keys 
 
Adjunct faculty do not normally need keys to classrooms. Security guards have been assigned to 

open locked classrooms upon arrival of faculty. While this is inconvenient at times, the security of 

classroom contents is a high priority at SPCC. 
 

Students must not be given keys at any time or access to classroom labs or offices when they cannot 
be supervised. 

 

Office and Instructional Supplies 
 

Office and classroom supplies may be obtained on either campus from the academic deans’ 
administrative assistants. Items that are not available from them may be ordered by submitting a 

Supply Request form through SharePoint (SharePoint>Forms>General Forms>New Requisition). 

Adjunct faculty should contact their immediate supervisor for office and instructional supplies. 
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Academic Advising 
 
Academic Advising at SPCC educates and empowers students to achieve academic and career success 

through intentional advising partnerships, meaningful learning opportunities, and purposeful self-
discovery. Services provided to students include individual and group advising, assistance selecting a 

major, course selection, registration assistance, health admissions application plans, and customized 

graduation plans.  
 

All transfer program students are assigned a faculty advisor within the School of Arts and Sciences at 
the time of enrollment. Applied Science and Technology (AST) students are assigned a faculty advisor 

at the completion of nine credit hours. Pre-health students, AST students from 0-8 credit hours, and 

homeschool high school students participating in the Career and College Promise program are assigned 
to the Advising Center.  

 
The Academic Advising Center physically serves students on the L.L. Polk campus and Old Charlotte 

Highway campus. Students are also served via distance advising (phone and email) to assist distance 
education learners.  

 

Student Services 
 

SPCC offers a wide variety of services to enhance the student’s academic, personal, and professional 
goals. The Student Services Division consists of three departments: Enrollment Services (Admissions, 

Recruiting, Testing and Financial Aid); Student Development (Counseling and Student Engagement 

and Activities); and Registrar (Records). These departments provide needed counseling (career 
exploration, academic and personal), services for students with disabilities, college transfer 

information, voter registration, placement testing, orientation, retention, transcripts, financial aid 
assistance, and a wide variety of other services. (Note: Students may obtain their I.D.’s from the 

libraries at either the L.L. Polk campus in Polkton or the Old Charlotte Highway campus in Monroe.) 

 
Financial Aid 

The Office of Financial Aid and Veterans Affairs assists students who have demonstrated financial 
need as determined by an approved need analysis system. Nearly 50% of SPCC students receive 

some form of state, federal, or local financial aid. A student’s ability to continue receiving financial aid 

is dependent on many factors, and good communication regarding academic progress and 
attendance is critical. 

 
Financial aid for eligible students pays for tuition and fees and allows students to charge books and 

other supplies in the campus bookstore. Awarded financial aid that remains after tuition, fees, and 
books are deducted is provided to the student in the form of a refund check. Refunds are distributed 

based on start dates of courses throughout the semester. 

 
Students who register for classes but never attend or withdraw are of particular concern for the 

Office of Financial Aid and Veterans Affairs. Reporting never attended (NA), instructor 
initiated withdrawals (WI), and students that have stopped attending is critical to 

ensuring the accuracy of financial aid awards and refunds. Students who withdraw from all of 

their classes before the 60% point of the semester will not be eligible for all of their awarded 
financial aid and may be required to return some of their awarded financial aid. 

 
Early Alert Referrals 

Counselors and High School Program staff are available to provide support for students during their 
academic career at SPCC. Students exhibiting signs of academic distress such as poor academic 

performance, low class attendance, or other counseling concerns made be referred to the counseling 

department through the College’s early alert system. During the Fall 2019 semester the college will be 
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transitioning from Starfish Retention software to Avisio Retention software. In addition to faculty raised 

flags, automated student progress reporting is provided through Aviso based on changes in student 
risk factors, such as poor grades and low attendance. Faculty are encouraged to maintain updated 

grades in Moodle and accurate attendance records in web attendance to maximize the services of the 
system.  Counselors and High School Program staff receive all referrals and contact the student to 

provide support resources and strategies for success. Faculty may also contact the counseling 

department directly. 
 

Disability Services 
SPCC is committed to providing equal access to learning by providing academic accommodations to 

students with documented disabilities. For assistance, students should be referred to the counselors 
in the Student Services Division on the OCH campus or the L.L. Polk campus. Counselors serve as the 

disability services provider for the College. Faculty should not provide accommodations before a 

student meeting with a counselor. Qualified students will receive an accommodations letter to submit 
to faculty. 

 
Additional information on disability services as well as testing accommodation procedures may be 

found in SharePoint (SharePoint>Departments>Academic Affairs Division>Shared 

Documents>Disability Services) or by contacting the counseling department. 
 

Transfer of Credit and Transcripts 
The Records Office, located on the L. L. Polk campus, houses all student permanent records. Once a 

student’s admissions file is complete (admissions application, college placement test scores, and 
transcripts from high school and all colleges attended), a Request for Transcript Evaluation Form can 

be completed and submitted to the Registrar for evaluation of coursework from another institution.  . 

The College reserves the right to disallow credit from another institution if the course is deemed to be 
obsolete or outdated. 

 
Transcripts for SPCC coursework to be sent to other colleges, workplaces, etc., are available by 

written request to the Records Office. Transcripts cost $2 each and will be mailed out within 48 

business hours of the request as long as all obligations to the College have been met. Transcripts on 
demand and faxed transcripts can be obtained for a $5 fee. 

 
Refer to the College Catalog for detailed information. 

 

Etrieve Electronic Forms  
Etrieve by Softdocs is a fully browser-based Enterprise Content Management (ECM) solution that combines 

document management, electronic forms, and workflow components into one platform.  Students can access 
forms by logging onto the college’s website, clicking on student resources, and selecting ‘student forms’ from 

the drop down box.   Examples of forms that can be found here are Credential to Credit, Non-credit to Credit, 
Information Change, Transcript Request, Course repeat request).  
 

Faculty can access and complete forms electronically by logging into Etrieve through the website or Go Portal. 
Faculty may also access the link directly at https://etcentral.spcc.edu/. Forms that will now be in Etrieve and 

no longer be available in Sharepoint include Course substitution/Waiver Form, Grade Change request, 
Instructor Initiated Withdrawal. 

 

Student Grades  
All faculty will enter their student grades into WebAdvisor within 24 hours of the class ending (not 

after the semester ends).  
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Drop/Add 

Students may drop classes through the 10% point of each semester. Students must add classes by 
the date listed on the official academic calendar. Schedule changes can be completed through the 

student’s go.spcc.edu account or by submitting appropriate forms for processing. 
 

Student Initiated Withdrawal 

Students may withdraw from any or all classes after the 10% point and through the 70% point of 
each semester without grade penalty. The student must submit the appropriate withdrawal form and 

speak to a counselor. 
 

Instructor Initiated Withdrawal 
Faculty may withdraw students who violate the attendance policy as outlined in the course syllabus. If a 

student's absences in a course exceed 12.5 percent of the course contact hours, faculty may submit an 

Instructor Initiated Withdrawal form through SharePoint forms and a grade of “WI” (Withdrawal by 
Instructor) will be assigned. Before submitting the Instructor Initiated Withdrawal form, faculty must attempt 

to notify the student of the impending withdrawal. The 12.5 percentage is calculated by doubling the number 
of course contact hours as listed in the College Catalog. For example, the 12.5 percent point for a three (3) 

contact hour course is six (6) class hours. The College does not differentiate between “excused” and 

“unexcused” absences in calculating course attendance. 
(https://etcentral.spcc.edu/) 

 
Administrative Withdrawal 

After the 70% point, students may seek an administrative withdrawal by providing appropriate 
documentation stating their extenuating circumstance. Withdrawals are accepted by the Vice 

President of Student Services office until two (2) weeks before the classes ending. In cases where 

the Vice President of Student Services formally approves the withdrawal, the student will be assigned 
a grade of “W.” Note: Not all administrative withdrawals are approved. 

 
Registration 

Designated registration periods are held throughout each semester. Students are eligible to register 

for classes anytime between the start of registration and the beginning of the term. Current students 
may see their assigned advisor (either faculty advisor, career coach, or advising center) for program 

advising and will register for classes online on their GO! Student Portal. 
 

Grade Changes 

Grade changes must be completed by the end of the following semester, i.e., incompletes, online 
classes, etc. Faculty must submit a Grade Change Request form through Etrieve and include correct 

and appropriate information for processing. 
(https://etcentral.spcc.edu/) 

 
Graduation 

Faculty are encouraged to notify the Records Office of students who appear to meet the qualifications 

for graduation. A graduation application is required for all students and must be verified by their 
program advisor. Graduation ceremonies are held in May for both GED/Adult HS and curriculum 

programs. 
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INSTITUTIONAL SERVICES AND POLICIES 

 
Copyright Regulations 

 
The copyright law of the United States (Title 17, United States Code) governs the making 

of all photocopies or other reproductions of copyrighted material at South Piedmont 
Community College. SPCC requires that all employees comply with federal copyright laws. 

 
Federal copyright law prohibits the use of copyrighted material without written 

permission from the copyright holder. The principle of “fair use” included in the Copyright 

Act of 1976 does allow some copying and other uses of copyrighted works in teaching 
and research. However, “fair use” is a loosely defined term, and copyright law is 

complex, particularly in the area of electronic reproduction and distribution. 
 

SPCC Library personnel and Print Shop personnel reserve the right to refuse to honor any 
request for duplication of materials, which in their opinion may violate the principle of 

“fair use” as stipulated in the copyright law. 

 

Dress Code 
 
While there is no formal dress code at the College, faculty are expected to wear attire 

appropriate to their profession. 

 

Field Trips 

 
A field trip is defined as a class being held away from the regular meeting location. These 
field trips may be in the immediate College vicinity or may be an extended trip. 

 
Faculty desiring to take classes on field trips must complete an SPCC Student Travel 

Request form and obtain approval from their division or department chair. The purpose 

of the field trip, the student learning outcomes, the location of the field trip, the time, 
and the method of transportation must be stated in the request. Forms should be 

submitted to the Assistant to the Vice President of Student Services at least one week 
before the start of the trip. (SharePoint>Departments>Academic Affairs Division>Shared 

Documents>Faculty Handbook>2019-2020>Section 8>Student Travel Request) 
 

If students will miss other classes because of a scheduled field trip, they should be 

reminded to inform faculty in advance to ensure not being penalized for missed work. 
 

Faculty should be aware of the following guidelines and restrictions related to Career and 
College Promise students and Union and Anson County Early College students 

participating in field trips: 

 High school students in both Union and Anson counties are not allowed to ride in 

the SPCC’s fifteen (15) passenger van; however, they may travel in SPCC’s seven 
(7) passenger vans. High School students should not drive themselves but should 

travel in an SPCC-provided vehicle. 
 High school students in Union County will need permission from the 

Superintendent’s office by way of the high school principal if the field trip is 

during regular school hours. If the field trip is after high school hours or on the 
weekends, then no permission is needed from the Superintendent’s office. 
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 If any Early College high school student is participating in a field trip (before, 

during, or after their regular school hours), then the specific principal(s) and 

Early College Coordinator(s) must be notified. 

 
Inclement Weather 
 

SPCC ensures the safety of students and employees by implementing policies and procedures to 

be observed during inclement weather and other exigent conditions. When these conditions occur 
on days of scheduled classes or events, SPCC will post announcements of closings or delays on 

the College website and area television stations. Any decisions to close or delay college classes or 
events will be posted as early as the situation permits. 

 

At all times, students and employees should use sound judgment when making travel decisions. 
Additionally, they should exercise caution when traveling to and from campus during periods of 

inclement weather. 
 

Administrator Responsibilities 
Weekday Procedure: 
In making decisions concerning college closures or delays, South Piedmont will consider schedule 

changes announced by Union County Public Schools or Anson County Schools. When inclement 
weather or other exigent conditions occur on days of scheduled classes or events, SPCC will post 

announcements of closings or delays on the College website and area television stations. Any 

decisions to close or delay college classes or events will be posted as early as the situation 
permits. If it is determined that schedule changes should be made, the President or his or her 

designee will notify the Vice President of Student Services and the Vice President of Institutional 
Advancement so that announcements can be posted to the College website and area television 

stations. The Vice President of Finance and Administrative Services will notify college employees 

by email. The Director of Security and Safety will notify security personnel. 
 

Weekend Procedure: 
Upon receiving any weather or emergency alerts from local agencies, the Director of Security will 

notify the President or his or her designee. If it is determined that schedule changes should be 

made, the President or his or her designee will notify the Vice President of Student Services and 
the Vice President of Institutional Advancement so that announcements can be posted to the 

College website and area television stations. The Vice President of Finance and Administrative 
Services will notify college employees by email. The Director of Security and Safety will notify 

security personnel. 
 

Faculty Responsibilities 
When classes are cancelled due to inclement weather, faculty must post a make-up assignment 
or activity in Moodle the day of the missed class. Students will have ten (10) days to complete 

the makeup assignment or activity. If students miss a clinical, internship, or Work-Based Learning 
(WBL) session, faculty must work with the sites to arrange for makeup hours. Faculty are 

responsible for sending documentation of their makeup assignment or activity to the Department 

of Institutional Effectiveness, Curriculum Auditor, within ten (10) days of the missed class. 
 

Safety 

 
The importance of safe practices cannot be overstated. Faculty are responsible for 

ensuring that students are well versed in the proper use and care of equipment. 
Equipment should be inspected before and after use to ensure that it is in good working 

order. The classroom area should contain no uncontrollable hazards. Damaged or unsafe 

equipment should be reported promptly. Machinery, equipment, and processes that 
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involve hazardous operations should be carefully explained and supervised. Faculty 

should enforce the use of proper protective clothing and equipment. 
 

Faculty should be aware of College emergency procedures (brightly colored SPCC 
Emergency Procedures booklets are located in every classroom) and should point out the 

nearest emergency exits to students. 

 
Students should be reminded that there is safety in numbers and encourage students, 

particularly during evening hours, to walk to their cars in groups. If students feel 
insecure, the evening security guards will assist them. 

 

Emergency Medical Assistance 
 
If an accident or other medical emergency occurs during supervised activities, such as in 
a classroom, shop, organized student event, etc., where faculty are in charge, the person 

in charge will, or direct a responsible person to, call 911. The security guard or 
switchboard receptionist on the appropriate campus or site should then be contacted and 

given the following information: 

 
 Name of person calling 

 Building and room number or other specific location 

 Nature of the injury or illness 

 Name of the injured, if available 

 

If an accident or other medical emergency occurs on College property in situations other 
than supervised activities, any student or employee in the vicinity is encouraged to take 

the initiative and contact the closest person of authority or call the security guard or 

switchboard receptionist and accomplish the other actions as outlined above. 
 

The person in charge will direct any available and willing personnel to a location where 
they can direct the incoming emergency responders to the scene of the incident. 

 
After the emergency has ended and the EMS departs, the security guard or Director of 

Security and Safety will investigate the incident and complete an incident report. If an 

accident involves an automotive vehicle, the security guard or switchboard receptionist 
will notify the appropriate law enforcement agency as soon as possible. 

 
Incident reports should be completed by college employees who are witness to an event 

whenever an incident such as an injury, disruptive behavior, theft, assault, or suspicious 

activity happens. The original report should be turned in to the Director of Security and 
Safety. (SharePoint>Forms>General Forms>New Incident Report)  

 
College insurance or the injured party’s personal health insurance will normally cover the 

cost of ambulance service in emergency situations. No individual should be subjected to 

unnecessary physical pain or suffering. Therefore, no person in the College, acting in 
good faith to obtain emergency medical care for another to prevent pain or suffering, will 

be held responsible for the cost of such care. Persons acting in good faith to help the 
injured in emergency situations are generally absolved of liability by the Good Samaritan 

Law in the event the emergency aid is not successful. 
 

Faculty who are injured on the job will report the incident or accident immediately to the 

Safety Office. If the faculty member cannot make the report, it should be made by his or 
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her supervisor. The Director of Security and Safety will notify the Human Resources 

Office as quickly as possible or within 24 hours. 

 
Emergency Notification System 

 
All buildings on SPCC campuses are equipped with an Emergency Notification System. 

Emergency strobes are located strategically in each building. 
 

Each color light has been assigned a specific action as follows: 

 
RED PLEASE EXIT THE BUILDING 

(rojo) (por favor salga del edificio) 
  

YELLOW WEATHER – AWAY FROM WINDOWS AND DOORS 
(amarillo) (tormenta – mantengase lejos de ventanas y puertas) 

  

GREEN ALL CLEAR – NORMAL OPERATIONS 
(verde) (no peligro – todo normal) 

  
BLUE LOCKDOWN – TAKE COVER 

(azul) (cerrado – mantengase en su lugar y cubrase) 

 
Faculty should direct students as to what specific action to follow in these emergency 

situations. If faculty need additional information on this or other safety and security 
matters, they should refer to the “SPCC Emergency Procedures” booklet located in each 

classroom on all campuses, contact their department chair, or the Director of Security 

and Safety. 

 
Emergency Evacuation 
 

In the event of fire, bomb threat, or other emergency requiring evacuation of a building, 

faculty should ensure orderly exit of all students. Faculty are responsible for checking 
rooms for remaining students before leaving the building and directing students to the 

nearest exit or stairway (not an elevator). 
 

Faculty should notify the Director of Security and Safety if a physically disabled person is 

enrolled in his or her class due to OSHA requirements for specialized evacuation 
procedures. Faculty should also assign someone in the class to assist in the evacuation of 

the disabled person. 
 

Faculty and students should not re-enter the building until told it is safe by the Director 
of Security and Safety or the Incident Commander of the scene. 

 
Student Accident Insurance 
 
The College provides all students who pay the $1.40 student accident insurance fee with 

accidental injury, accidental death, and dismemberment insurance while on campus or while 
participating in off-campus, College-sponsored, supervised activities. This accident insurance is a 

limited supplemental policy. 
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The Student Accident Insurance covers students that are: 

 Participating in or attending any regularly scheduled activity of the College. 

 Traveling directly (uninterrupted) to and from a regularly scheduled activity with other 

members as a group. A person authorized by the College must supervise the above. 
 Traveling directly (uninterrupted) to and from the insured’s residence and the meeting 

place to participate in the regularly scheduled activity. 

 
Faculty will do the following in the event of a student accident: 

 Have the student go to the emergency room or his or her family doctor. The student will 

probably have to pay when being seen. This is the same as if they were going to the 

doctor for any other reason. 

 Prepare an incident report and submit through SharePoint. Please make the Director of 

Safety and Security aware of the incident. 

 Advise the student to notify Vice President of Student Services so that he or she can 

meet with the student to complete the Student Accident Claim form. If the Vice President 

of Student Services is out of the office, the student should contact the Assistant to Vice 

President of Student Services. 

 Advise the student that due to privacy laws, he or she will be responsible for actually 

filing the insurance claim after the Vice President of Student Services completes South 

Piedmont’s portion of the claim. The student will need to make sure diagnosis codes are 

on all bills that they submit to the insurance company. 

 

Questions related to this section should be directed to Dawn Hildreth, Coordinator, Finance and 

Administrative Services. 
 

Student Liability Insurance 
 
All Electrical, HVAC, Mechanical Engineering, Mechatronics Engineering, and Industrial Systems 

students are required to purchase student liability insurance when taking Work-Based Learning 
(WBL) classes in Electrical, HVAC, Mechanical Engineering, Mechatronics Engineering, and 

Industrial Systems. 

 

Student Malpractice Insurance 
 
All Early Childhood, EMT, Allied Health, Nursing, and Human Services students are required to 

purchase malpractice liability insurance due to the requirements of accreditation agencies and the 

healthcare facilities utilized for clinical sites. 

 

Smoking and Tobacco-Free Campus 
 
The College believes that the use of tobacco products on College grounds, in College buildings 

and facilities, on College property, and at College-sponsored events is detrimental to the health 

and safety of students, employees, and visitors. The College takes seriously its obligation to 
provide a healthy learning and working environment, free from unwanted smoke and tobacco 

use, for students, employees, and visitors on the South Piedmont campuses. 
 

No student, employee, or college visitor is permitted to use any tobacco product at any time, 

including during non-college hours, 
 in any building, facility, or vehicle owned or leased by South Piedmont Community 

College; 
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 on any College grounds or property — including athletic fields and parking lots — owned 

or leased by South Piedmont Community College; or 

 at any College-sponsored or College-related event, on campus or off campus. 

 
Also, college employees, volunteers, contractors, or other persons performing services on behalf 

of the College are prohibited from using tobacco products at any time while on duty and in the 
presence of students, either on or off College grounds. 

 

Further, no students are permitted to possess a tobacco product while in any College building, on 
College grounds or property, at a College-sponsored or College-related event, or at any other 

time during which students are under the authority of college personnel. 
 

Tobacco products may be included in instructional or research activities in College buildings if the 
activity is conducted or supervised by faculty overseeing the instruction or research and if the 

activity does not include smoking, chewing, or otherwise ingesting the tobacco product. 

 
For this policy, “tobacco products” are defined as cigarettes, cigars, blunts, pipes, chewing 

tobacco, snuff, and any other items containing or reasonably resembling tobacco or tobacco 
products. “Tobacco use” includes smoking, chewing, dipping, or any other use of tobacco 

products. 

 
FERPA 

 
The Family Educational Rights and Privacy Act is a Federal law that protects the privacy 
of a student’s educational records. The law applies to all schools receiving funds from 

certain programs of the U.S. Department of Education. 
 

Student educational records are confidential and may not be released without the written 
consent of the student. All faculty have the responsibility to protect educational records 

in their possession. Some information is considered public (sometimes called “directory 

information”). This information can be released without the student’s written permission. 
However, the student may opt to consider this information confidential as well. Directory 

information is: name, address, phone number, dates of attendance, degrees received, 
major program of study, height and weight of athletes. Directory information should be 

released only after consultation with the Vice President of Student Services. Faculty have 

access to information only for legitimate use in completion of responsibilities as a college 
employee. Need-to-know is the basic principle. If ever in doubt, faculty should not 

release any information until they talk to the office responsible for student records or the 
Vice President of Student Services. 

 
Children on Campus 
 
South Piedmont Community College, as an adult educational institution, does not 
maintain childcare facilities on campus and is not equipped or authorized to maintain 

such facilities. To ensure that children are not left unattended on campus and that 

classes are not disrupted, students, faculty, and staff of the College may not bring 
children to class, to work, or leave children unattended on campus. Faculty and students 

are expected to arrange for childcare in such a manner as to prevent the involvement of 
the College. The College assumes no responsibility for supervision of employees’ or 

students’ children. Students, visitors, and employees who fail to comply with this policy 

may be asked to leave campus. 
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Credit by Examination 

It is found under the Registrar section on Etrieve. 

 

 
 



 

 
 

NAME HERE 
Title Here 

 

Department Here 

DIVISION OF ACADEMIC AFFAIRS 

TERM:  Semester and Year 
 

Monday Tuesday Wednesday Thursday Friday 

Class Room Class Room Class Room Class Room Class Room 

          

Office 
Time 

Location 

Course 
Prefix & 

No. 
Section 

No. 
Time 

Location 
Office 

8:00-8:50 

LLP 
Garibaldi 

227 
    

          

    

  ENG 111 
2W2 
9:30-
10:45 

OCH-B 
171 

  

          

          

          

          

          

          

          

          

          

          

INTERNET COURSE – Course Prefix, No., & Section No. (Duration) 

INTERNET COURSE – SPA 112 IN1 (2nd 8 weeks) 

 

 

Contact Information 

Phone: ###.###.#### 

Email: SPCC email address 



Name: Instructor Name

Section A: All Faculty

Items Class Ending On Due Date Full-Time Part-Time Procedure/Notes Date 

Completed

Grades MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

SATURDAY

12/16/2019

(24 hours after the end 

of the semester)

Yes Yes All grades must be entered into WebAdvisor within 24 hours 

after the semester ends and no later than midnight on the 

due date. No exceptions will be made. 

Last day of attendance must be recorded for any student 

who has withdrawn.

NA grades are not allowed during end of semester final 

grade reporting.

Check the "I certify ..." checkbox after all grades are entered 

and ensure you receive confirmation that grades were 

submitted.

Contact your immediate supervisor for assistance with 

WebAdvisor. 

Gradebook Spreadsheet MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

SATURDAY

12/16/2019

(24 hours after the end 

of the semester)

Yes Yes Export Moodle Gradebook to Excel. From the Administration 

block, click the "Grades" link. Click the "Export," tab, then 

select "Excel spreadsheet." Click the “Download” button. 

When the “Opening…Grades” dialog box pops up, press 

OK. Format cells as desired. Save to a desired location. 

Verify that all grades are showing on the worksheet, then 

send to your immediate supervisor. Repeat this for all 

courses.

Incompletes or “I” 

Grades

MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

SATURDAY

12/16/2019

(24 hours after the end 

of the semester)

Yes Yes Enter an Expire Date for Incomplete Grades. Do not give 

any Incompletes without approval from your immediate 

supervisor. Follow the Incomplete process in the Faculty 

Handbook.

The completed and signed Incomplete Grade Request form 

must be submitted to the Registrar.

South Piedmont Community College

Faculty End-of-Semester Check-Out Report

Term:   Fall 2019

Complete Section A. If you will not be returning for the next semester, complete both Section A and Section B. Provide the DATE each item was completed in the final column. Email this 

form along with the requested items to your immediate supervisor when finished.



Name: Instructor Name

Section A: All Faculty

Items Class Ending On Due Date Full-Time Part-Time Procedure/Notes Date 

Completed

Grades MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

SATURDAY

05/14/2020

 (48 hours after the end 

of the semester)

Yes Yes All grades must be entered into WebAdvisor within 24 hours 

after the semester ends and no later than midnight on the 

due date. No exceptions will be made. 

Last day of attendance must be recorded for any student 

who has withdrawn.

NA grades are not allowed during end of semester final 

grade reporting.

Check the "I certify ..." checkbox after all grades are entered 

and ensure you receive confirmation that grades were 

submitted.

Contact your immediate supervisor for assistance with 

WebAdvisor. 

Gradebook Spreadsheet MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

SATURDAY

05/14/2020

 (48 hours after the end 

of the semester)

Yes Yes Export Moodle Gradebook to Excel. From the Administration 

block, click the "Grades" link. Click the "Export," tab, then 

select "Excel spreadsheet." Click the “Download” button. 

When the “Opening…Grades” dialog box pops up, press 

OK. Format cells as desired. Save to a desired location. 

Verify that all grades are showing on the worksheet, then 

send to your immediate supervisor. Repeat this for all 

courses.

Incompletes or “I” 

Grades

MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

SATURDAY

05/14/2020

 (48 hours after the end 

of the semester)

Yes Yes Enter an Expire Date for Incomplete Grades. Do not give 

any Incompletes without approval from your immediate 

supervisor. Follow the Incomplete process in the Faculty 

Handbook.

The completed and signed Incomplete Grade Request form 

must be submitted to the Registrar.

South Piedmont Community College

Faculty End-of-Semester Check-Out Report

Term:   Spring 2020

Complete Section A. If you will not be returning for the next semester, complete both Section A and Section B. Provide the DATE each item was completed in the final column. Email this 

form along with the requested items to your immediate supervisor when finished.



 Creating a Taskstream Faculty Learning-Centered Portfolio 

From the Folios & Web Pages tab in Taskstream, click on the Faculty Learning-Centered Portfolio. From there, you will be able to add content for each section of 
the portfolio listed in the left-hand window by clicking “Edit”. You can upload additional documentation by selecting the appropriate option next to “Add.” 

 

https://login.taskstream.com/signon/


 Rename tabs in your e-portfolio 

If desired, you can rename the tabs in your e-portfolio. Click on the link you want to rename. Click on the “rename” button on the right to edit. 

 

 

 

 To publish your portfolio as a webpage, click on the Publish/Share tab, then Publish. 

 

 

 

 A web URL will be created. If desired, you can customize the URL and/or create a password. 



 

 
 
 
 

 For additional sharing options, click on Create a Printable PDF or Email This Web Folio. 

 

 

 



             GRADUATION APPLICATION 
 

Submit completed form to the Registrar: 
South Piedmont Community College 

PO Box 126, Polkton NC 28135  |  PO Box 5041, Monroe NC 28111 
                                                                                       FAX: 704.272.5303  |  704.993.2425                                                                    2.2018 

   

 

             Please complete a separate application for EACH program you expect to complete. 

Personal Information - (NAME AS IT WILL APPEAR ON YOUR DIPLOMA – PRINT CLEARLY) 
 

                  

          (First) (Middle or Maiden) (Last) 
 

SSN: ___ ___ ___-___ ___ -___ ___ ___ ___      OR:                  SPCC ID:  O-___-___-___-___-___-___ 

Mailing Address: ____________________________________ City ___________________ State ____ Zip _______ 

Phone: _____________________   Email Address: ____________________________________________________ 

 

Do you plan to participate in the May graduation?   YES  NO 

Location to pick up your tickets & diploma (4-6 weeks after completion & payment)  LLP  OCH 
Are special accommodations and/or seating required during graduation? 
 If yes, email accommodations to registrar@spcc.edu 

 YES   NO 

 

The following must be completed by March 1st to participate in graduation: 

 Submit this graduation application 

 All fees & SPCC financial obligations paid 

 Cap, gown, & tassel purchased 
 

**I grant SPCC permission, by my signature below, to add the listed program to my account. This change will be 
processed by the Registrar’s Office only if I am not currently active in this program and have met all graduation 
requirements for this program. 
 

Program code: _______________________________   Program name: _______________________________ 

Circle one:       Degree          Diploma           Certificate 

Anticipated term of completion:  Fall _______      Spring _______      Summer _______ 
 

Student Signature: _________________________________________ Date: ______________ 

TO BE COMPLETED BY PROGRAM ADVISOR: 

 Printed “Program Evaluation” attached.   
 

STATUS:    Complete:   All requirements completed. 

        Pending:   Registered for all courses needed to complete. 

        In Progress:   Please indicate on the attached Evaluation any future changes that have been  
                         submitted to complete this program. **ALL blank lines need to be filled in. 

   

Advisor Signature:  Date:  
 
 

For Office Use Only: Term degree conferred: ___________ Registrar’s Notes: 

Overall GPA: ________ Date degree entered: _____________  [ ] Access   
Program GPA: ______ Payment & date: _________________  [ ] SGRD 
Honors: ____________ Date degree printed: ______________  

 



INCOMPLETE GRADE REQUEST 
 

Submit completed form to the Registrar: 
South Piedmont Community College 

PO Box 126, Polkton, NC 28135 | PO Box 5041, Monroe NC 28111 
FAX: 704-272-5303 | 704.993.2425 

05.2018 

 
 
Name                   

 Last First Middle/Maiden 
 

Student ID Number/SSN       Phone Number       
 

Term       Program of Study       
 

Expected Graduation Term       
 

Course 
Section Course Title 

Prefix Number 

                        

Instructor       
 

Assignments Due Date 

 
 

 

 
 

 

 
 

 

 
 

 

Required Completion Date       
 
The student understands that this is a contract between the instructor and the student. The 
student will receive a grade of “I” (incomplete). If the work is not completed by the instructor’s 
required completion date which can be no later than the end of the following term (including the 
summer term), the “I” is automatically converted to an “F” The student should refer to the current 
College Catalog or Student Handbook for the Incomplete Procedure. 
 

Student       Date       
 

Instructor       Date       
 

Chair/Dean       Date       
 



Independent Study Form 

It is found under the Registrar section on Etrieve. 

 

 

 



Instructor Initiated Withdrawal 

It is found under the Instructor section on Etrieve. 

 
 

 
 



Revised Fall 2013 

 

South Piedmont Community College CONTRACT NUMBER  

(Campus Address) ACCT. CODE  

  

  DATE # HOURS AMOUNT 
PART-TIME CONTRACT 1)    $  

 2)    $  

 Old Charlotte Hwy.  L. L. Polk  3)    $  

 Other  Lockhart-Taylor 4)    $  

 5)    $  

  6)    $  

   

Date FOR OFFICE USE ONLY 
      

      

NAME  

  
ADDRESS  

    E-MAIL   PHONE NUMBER  

    POSITION   SPCC ID NUMBER  

    START DATE  END DATE  CONTRACT AMOUNT  

    COURSE PREFIX, NUMBER, SECTION  

    COURSE TITLE  

    CLASS HRS.  LAB HRS.  CLINICAL HRS.  TOTAL HRS/WEEK  TOTAL HRS/Term  

    LOCATION  

    
OTHER INFORMATION    
 
 

I agree to render services as specified in this contract as to time, place, and remuneration with the following 
stipulations: 
 
1. Both parties accept the policies of South Piedmont Community College as part of this agreement and terms and 

conditions of employment as described on the back of this page.  
2. Checks are issued on the last day of each month as described on the back of this page.  
3. Employment beyond the period of time specified shall be subject to conditions set forth in a future agreement. 
4. I understand I am responsible for knowing the contents of the Faculty Handbook and the Adjunct Reference Guide, 

which are accessible on the SPCC website. 
 
   

Signature: Employee  Date 
 

 
  

  
 
 
 

Signature: Dean / Associate Dean  Date 
     

Please sign and return one copy to the attention of (Name of Administrative Assistant and Campus). 
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South Piedmont Community College 
Terms and Conditions of Employment 
Part-Time (Adjunct) Faculty Contract 

 
 
This part-time agreement does not serve to create any implied contract for future employment, to 
confer any right to remain in the College’s employ, or otherwise to change in any respect the 
employment-at-will relationship between the College and the part-time employee. 
 
This part-time agreement may be voided by the College on or before its effective date for a variety of 
reasons: such as, but not limited to, insufficient enrollment, the assignment of a different employee to 
any or all of the courses or the position specified, or for any other reason deemed appropriate by the 
College. 
 
This part-time agreement specifies remuneration based on a course rate and/or contact hours to be 
worked. Adjustments will be made for additional hours worked (if authorized by the immediate 
supervisor) and for hours lost as a result of absences of the employee and/or College closure due to 
weather conditions or other emergencies. A portion of this contract is attributable to work outside the 
classroom, including preparation for the class, administrative duties, and student interaction. 
Contracted instructional faculty agree to be available to assist students outside of class. Faculty must 
communicate to students in writing how students can reach them. This communication may include a 
College telephone number for leaving messages, an email address for correspondence, and before/after 
class conference times available. 
 
The total amount of all contracts issued to contracted instructional faculty will be paid in monthly 
increments. No checks are issued in the months of January and August for fall and spring semesters; no 
checks are issued in the month of June for summer term. Part-time employees hired for clinical 
instruction are required to submit a monthly time sheet before the 5th day of the following month to 
their immediate supervisor. Payment will be based on the previous month’s service. 
 
Contracted instructional faculty agree to the following: 
 
1. Arrive on campus for class at least 15 minutes before the class scheduled start time. 
2. Meet all assigned classes for the full class period as indicated on the class schedule. 
3. Use the g-mail account provided by the College to receive and send all correspondence with South 

Piedmont Community College. 
4. Maintain and submit all required class records and/or reports on time. Census (10%) curriculum 

attendance rosters (CAR) and final curriculum attendance rosters (CAR) not received by the due date 
may result in withholding of the contracted employee’s paycheck until received. 

5. Participate in outcomes and assessment as requested by the immediate supervisor. 
6. Abide by College policies and procedures as outlined in the Faculty Handbook and/or other 

documentation. 
7. Respond to communication with students and supervisor within 24 hours, Monday – Friday. 
 
Employees contracted under this agreement are required to meet all obligations specified in the 
agreement. Adjustments to the work schedule can only be made with the permission of the immediate 
supervisor. 
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REGISTRATION / ADD / DROP FORM 

 

 

Student ID   Fall  20   Spring  20   Summer  20  
 

Student Last 

Name  First Name  MI  
 

Mailing 

Address  City, St, Zip  
 

Phone 

Number(s) Primary  Other  
 

Program  

College 

Email 

              

@student.spcc.edu 
 

Circle the code that corresponds to your enrollment request. 

Register Add Drop 
Subject 

Prefix 

Course 

# 

Section 

# 

Credit 

Hours 

Audit - 

No 

Credit 
M T W TH F S INTERNET 

R A D     Y        

R A D     Y        

R A D     Y        

R A D     Y        

R A D     Y        

R A D     Y        

R A D     Y        

R A D     Y        
 

I understand and agree to the following: 

 I am responsible for payment of tuition and fees which are due by the date listed on the registration statement. 

 I am aware that any refund will be based on the refund policy as outlined in the college catalog available online. 

 I am responsible for following the academic policies which include meeting all state and local prerequisites and graduation requirements.  

 I am responsible for withdrawing from active courses that I do not attend/do not plan to attend by submitting the appropriate form to the Registrar’s 

Office. 

As a financial aid recipient: 

 I am aware that Financial Aid will not pay for courses taken outside of my program or for more than 30 hours of developmental coursework.  



6.2018 

 I am aware that withdrawals count toward attempted credit hours and may have an adverse effect on my financial aid. 

 I am aware that I must meet with a financial aid representative before withdrawing.  
 

Reason for Drop  
 

Student  Date  Advisor  Date  
 

Entered by  Date  

RGST/SCHD – Official Schedule 

Printed  Yes  No 
 



Reinforced Instruction for Student Excellence (RISE) Placement Guide by Measure  
 

High School Measures

HS GPA Placement Description English Courses Math Courses 
< 2.2 Transition English and Math ENG-002(CU) or BSP-4002(BSP) MAT-003(CU) or BSP-4003(BSP) 

2.2 - 2.799 Gateway English and Math with a Co-requisite ENG-111 + ENG-011 Gateway with Co-Req 
≥ 2.8 Gateway English and Math without a Co-requisite ENG-111 Only Gateway Only 

 

 

RISE Placement Tests 

Test Passing Score Course Eligibility 

RISE English Tier 1 75 or higher ENG-111 + ENG-011 
RISE English Tier 2 75 or higher ENG-111 Only 
RISE Math Tier 1 75 or higher MAT-143 + MAT-043; MAT-152 + MAT-052 
RISE Math Tier 2 75 or higher MAT-143; MAT-152; MAT-171 + MAT-071; MAT-121 + MAT-021 
RISE Math Tier 3 75 or higher Any Gateway Math without a Co-requisite 

 

Previous Developmental Coursework 

Development Education Multiple Measures RISE Course Eligibility 

ENG-070 & RED-070 or ENG-075 DRE-096 -- ENG-002 or BSP-4002 
ENG-080 & RED-080 or ENG-085 DRE-097 ENG-002, grade of P1 ENG-111 + ENG-011 
ENG-090 & RED-090 or ENG-095 DRE-098 ENG-002, grade of P2 ENG-111 w/out Co-req 

MAT-060 DMA-010, 020, 030  MAT-003, grade of P1 MAT-143 + MAT-043 
MAT-152 + MAT-052 

MAT-070 DMA-010, 020, 030, 040, 050 MAT-003, grade of P2 
MAT-143 w/out Co-req 
MAT-152 w/out Co-req 

MAT-121 + MAT-021 
MAT-171 + MAT-071 

MAT-080 DMA-010, 020, 030, 040, 050, 060, 070, 080 MAT-003, grade of P3 Gateway Math w/out Co-req 

SAT 
Pre-December 2011 January 2012 - February 2016 March 2016 - Present 
Reading 510 or higher Critical Reading 500 or higher Evidence-Based 

Reading & Writing 
480 or higher 

Writing 510 or higher English 500 or higher 
Mathematics 510 or higher Mathematics 500 or higher Mathematics 530 or higher 

 

AC¢ 

Pre-December 2011 January 2012 - February 2014 March 2014 - Present 
 Score - Course Placement 

English 22 or higher English 18 or higher English 
16-17 - ENG-111 + ENG-011 
18 or higher - ENG-111 Only 

Reading 22 or higher Reading 21 or higher Reading 
20-21 - ENG-111 + ENG-011 
22 or higher - ENG-111 Only 

Mathematics 22 or higher Mathematics 22 or higher Mathematics 
20-21 - Math with Co-req 
22 or higher - Math Only 

 General Education Development (GED) 
Test Validity Date Passing Score 

Mathematical Reasoning 

1/1/2014 to Present 170 or higher on all tests. 
Reading Through Language Arts 

Social Studies 
Science 

 High School Equivalency Test (HiSET) 
Test Validity Date Passing Score 

Language Arts-Reading 

1/1/2014 to Present 
15 or higher on all subject tests, with a 

minimum of 4 on the Essay. 

Language Arts-Writing 
Essay 

Mathematics 
Science 

Social Studies 
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COURSE SYLLABUS 

 
Course Information  
Course Name: Add 
Course Number / Section:  
Term / Year:  
Days:  
Times:  
Class Hours:  
Lab Hours:  
Clinical / Work Experience Hours:  
Credit Hours:  

 
Instructor Information  
Instructor Name: Add 
Office Location:  
Office Days / Hours:  

E-Mail:  
Phone:  

Supervisor Information  
Name: Add  

Email:  

Phone:  

 
 

LOCATIONS 
Campuses Centers 

L. L. POLK CAMPUS (Polkton) 
680 Hwy. 74 West 
Polkton, NC 28135 

704-272-5300 
 

LOCKHART-TAYLOR CENTER 
514 N. Washington St. 
Wadesboro, NC 28170 

704-272-5300 
 

OLD CHARLOTTE HIGHWAY CAMPUS (Monroe) 
4209 Old Charlotte Hwy. 

Monroe, NC 28110 
704-290-5100 

TYSON FAMILY CENTER FOR TECHNOLOGY 
3509 Old Charlotte Highway 

Monroe, NC 28110 
704-290-5100 
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NOTE: Delete all comments in red before posting. 
 
COURSE DESCRIPTION 

(Insert course description from current SPCC catalog.) 
Text 
 
PREREQUISITE / COREQUISITE COURSES / SKILLS 

(Insert prerequisites/corequisites listed in current SPCC catalog.) 
Text 
 
REQUIRED TEXTBOOK(S) 
Text 
 
OTHER REQUIRED MATERIALS AND SUPPLIES 
Text 
 
STUDENT LEARNING OUTCOMES 
(Insert no more than six (6) student learning outcomes developed specifically for this course.) 
Upon completion of this course, you should be able to: 
 
1. (replace with first SLO) 
2. (replace with second SLO) 
3. (replace with third SLO) 
4. (replace with fourth SLO or delete) 
5. (replace with fifth SLO or delete) 
6. (replace with sixth SLO or delete) 
 
(In the following section, list any core skill or program outcomes that are introduced, reinforced, or 
assessed in this course. See the IRA matrix for details. In addition, identify assignments that may be 
useful as artifacts for this outcome. Delete unused explanations and outcomes. If you’re unsure what 
information should be included, contact your direct supervisor.) 
 
CORE SKILL AND PROGRAM LEARNING OUTCOMES 
This course provides students with the opportunity to demonstrate proficiency in the following core 
skill(s) and/or program learning outcome(s): 
 

Core Skill Outcome(s) 
Written Communication 
The learner will exchange ideas and information with others using written text in a manner 
effective and appropriate for the intended audience. 
 
Oral Communication 
The learner will exchange ideas and information with others using the spoken word in a manner 
effective and appropriate for the intended audience. 

 
Technology 
The learner will select and use technology to access, process, and exchange information in a 
manner effective and appropriate for the intended audience. 
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Critical Thinking 
The learner will identify, interpret, analyze, or synthesize problems before developing and 
implementing solutions in a manner effective and appropriate for the intended audience. 
 
Cultural Literacy 
The learner will demonstrate a “set of cognitive, affective, and behavioral skills and 
characteristics that support effective and appropriate interaction in a variety of cultural 
contexts” (Bennett, M., 2008). 

 
Potential core skill artifacts from this course 
Assignment 1, Assignment 2, Assignment 3 (Pull examples from methods of evaluation) 

 
Program Learning Outcome(s) 

(Add the number and PLO statement here or remove this section. See your direct supervisor for 
more information.) 
 
Potential program outcome artifacts from this course 
Assignment 1, Assignment 2, Assignment 3 (Pull examples from methods of evaluation) 
 

STUDENT LEARNING OUTCOMES – ASSESSMENT REQUIREMENTS 

All students at SPCC participate in the learning outcomes assessment process. Assessment helps SPCC 
faculty to determine whether or not the students are learning what we intend for them to learn. 
Changes designed to help improve understanding of skills and concepts are made to courses and 
activities based on assessment of student performance. 
 
Taskstream is the online management system that is used to collect and score the student learning 
outcome assessment artifacts. Directions for creating an account and using Taskstream are available on 
SPCC’s student assessment resource website (opens new browser window; direct link 
http://bit.ly/TaskstreamStudent). Your instructor or the SPCC Office of Institutional Effectiveness can 
also provide assistance. Contact the SPCC Office of Institutional Effectiveness at: Institutional-
Effectiveness@spcc.edu (opens new email message), 704-290-5887, 704-290-5833, or 704-290-5873. 
 
(Update for your course here.  If your course does not require work submission, remove #3.  If your 
course does not require Taskstream account creation, remove #1-3.) 
 
A pdf Taskstream Student Instructions is uploaded to the student assessment page each academic year. 
The Student Assessment website (opens new browser window; direct link 
http://bit.ly/TaskstreamStudent) contains an instruction sheet as well. 
 
For learning outcomes assessment in this class you will need to:  
1. Create a Taskstream account if you have not already created one in another class.   

a. Taskstream website URL: login.taskstream.com 
b. Keycode (to create your free account): XXXXXX-XXXXXX 

 
2. Login to your account and enroll in the appropriate Taskstream DRF program for your specific 

program of study or core skills area.  For this class, you will need to use this enrollment code: 

http://bit.ly/TaskstreamStudent
mailto:Institutional-Effectiveness@spcc.edu
mailto:Institutional-Effectiveness@spcc.edu
http://bit.ly/TaskstreamStudent
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a. Program Code: XXXXXX-XXXXXX 
b. Core Skills Program Code: XXXXXX-XXXXXX 

 
3. Submit your work.  For this class, you will need to upload your work under this program area in 

Taskstream. 
a. Select this DRF program from your Taskstream homepage: 2018-2019 Professional 

Occupations and Public Services Core Skills 
b. Select this assignment or core skill: Technology 

 

ePORTFOLIO (Delete if not used in program) 
Students in Associate in Arts, Associate in Science, Associate in Fine Arts, and other programs are 
required to complete an ePortfolio. Artifacts from this course may be used in the ePortfolio. For detailed 
information, visit the SP ePortfolio website (opens new browser window; direct link 
http://spcceportfolio.wix.com/spcceportfolio) For assistance, visit the Academic Support Centers on the 
LLP or OCH campuses or email eportfolio@spcc.edu (opens new email message). 
 
METHODS OF EVALUATION 

(Insert methods and percentages or points to be used to evaluate student learning, i.e., quizzes 20%.) 
 
The instructor reserves the right to check work for plagiarism at any time. The college's academic 
integrity policy is strictly enforced. All work is expected to be original to this class; work from another 
current class or past class is prohibited. Submitting previous work as “new” is a form of plagiarism. 
 
GRADING SCALE 

SPCC has adopted a college-wide 10-point grading scale for all courses except where mandated 
otherwise by accrediting agencies. This course will use the following scale: 
 
A = 90 – 100 
B = 80 – 89 
C = 70 – 79 
D = 60 – 69 
F = Below 60 
 
ACADEMIC INTEGRITY 
Students enrolled at South Piedmont Community College are responsible for upholding standards of 
academic integrity. An academic integrity violation includes but is not limited to the following: cheating, 
plagiarism, fabrication/falsification, and complicity in academic dishonesty. It is your responsibility to 
learn more about how to avoid academic integrity violations by referring to the current SPCC Student 
Handbook, enrolling in one of SPCC’s Study Skills classes, or contacting library staff for help. 
 
If upon investigation your instructor determines that you committed an academic integrity violation, you 
will be held accountable as stated below: 
 
The instructor will notify you in writing of the details of the academic integrity violation, which may 
include a formal warning, a reduced grade on an assignment, or a reduced grade in the course. 
 
The instructor will send your name along with detailed evidence and documentation of the violation to 
his/her supervisor, the Vice President of Academic Affairs/Chief Academic Officer (CAO), and the Vice 

http://spcceportfolio.wix.com/spcceportfolio
mailto:eportfolio@spcc.edu
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President of Student Services to be added to your permanent academic record and for further 
disciplinary action. Refer to the SPCC catalog (opens new browser window; direct link 
http://www.spcc.edu/programs-and-courses/class-schedule/) or the current SPCC Student Handbook 
(opens new browser window; direct link http://www.spcc.edu/student-rights-and-responsibilities/) for 
the complete Academic Integrity Policy and disciplinary sanctions. 
 
All work for this course must be original to this course. In rare instances, instructors may allow students 
to reuse research or portions of assignments from other classes, past or present, if it fits within the 
learning outcomes and objectives of a course assignment. To reuse material, students must receive 
approval from both instructors before submission occurs to avoid a self-plagiarism charge. 
 
ATTENDANCE  
(Delete the class formats that do not apply to your course.) 
Regular attendance and participation are essential to student learning and successful completion of a 
course. South Piedmont Community College recognizes that students are adults with many 
responsibilities and occasionally absences are unavoidable. However, absences in no way lessen the 
student’s responsibility for meeting the requirements of the course. 
 
Attendance in Traditional or Web-Enhanced Classes 
Traditional or web-enhanced courses are seated classes in which students attend on campus or at other 
designated physical locations. Absences are counted from the first official meeting of the course 
regardless of when the student registers for, or enters, the course. Students are responsible for all work 
missed during their absence. Instructors are not required to accept makeup or missed work; therefore, 
acceptance of makeup or missed work is at the discretion of the instructor. 
 
Attendance may be used as a factor in determining the final grade for a course. This factor must be 
included in the instructor's syllabus. Instructors are responsible for discussing their syllabus at the first 
class meeting of a course. 
 
Instructors may withdraw students who violate the instructor’s attendance policy as outlined in the 
course syllabus. In the event that a student's absences in a course exceed 12.5 percent of the course 
contact hours, the instructor may submit a Withdrawal Form to the Office of Student Services and a 
grade of “WI” (Withdrawal by Instructor) will be assigned. Prior to submitting the Withdrawal Form, the 
instructor will attempt to notify the student of the impending withdrawal. The 12.5 percentage is 
calculated by doubling the number of course contact hours as listed in the College catalog. For example, 
the 12.5 percent point for a three (3) contact hour course is 6 class hours. The College does not 
differentiate between “excused” and “unexcused” absences in calculating course attendance. 
 
Punctuality is also essential to student learning. Students are expected to arrive to class meetings on 
time and to stay for the entire class period. Arriving late or leaving early disrupts the learning 
environment. Each instructor is responsible for addressing punctuality in the course syllabus at the first 
class meeting of the course. 
 
Attendance in Distance Learning Classes (100% Online) 
Distance learning courses are taught totally online via the Moodle course management system. Student 
"attendance" in online courses is defined as active participation in the individual online course. Active 
participation is tracked through weekly login records, submission/completion of assignments by the 
posted due dates, completion of tests, and communication with the instructor as outlined in the course 

http://www.spcc.edu/programs-and-courses/class-schedule/
http://www.spcc.edu/student-rights-and-responsibilities/


 

Fall 2019 

 

syllabus. If a student fails to maintain active participation for a period equivalent to 12.5 percent of the 
total instructional days for the semester/term and has made no contact with the instructor, the 
instructor may withdraw the student from the course by submitting a Withdrawal Form to the Office of 
Student Services and a grade of “WI” (Withdrawal by Instructor) will be assigned. Prior to submitting the 
Withdrawal Form, the instructor will attempt to notify the student of the impending withdrawal. 
 
The inactivity period equivalent to 12.5 percent is defined as follows: 

 10 instructional days for a 16-week course 

 8 instructional days for a 12-week course 

 5 instructional days for an 8-week course 
 
For any situation that results in the student being unable to log into his/her online course, the student is 
responsible for contacting the instructor. 
 
Attendance in Blended Classes 
Blended courses have both online and seated class attendance requirements. Instructors may withdraw 
students who violate the instructor’s attendance policy as outlined in the course syllabus. In the event 
that a student's absences in a course exceed 12.5 percent of the on-campus contact hours for the 
course, the instructor may submit a Withdrawal Form to the Office of Student Services and a grade of 
“WI” (Withdrawal by Instructor) will be assigned. Prior to submitting the Withdrawal Form, the 
instructor will attempt to notify the student of the impending withdrawal. The College does not 
differentiate between “excused” and “unexcused” absences in calculating course attendance. 
 
If the student fails to maintain active online participation for a period equivalent to 12.5 percent of the 
total instructional days for the semester/term and has made no contact with the instructor, the 
instructor may withdraw the student from the course by submitting a Withdrawal Form to the Office of 
Student Services and a grade of “WI” (Withdrawal by Instructor) will be assigned. Prior to submitting the 
Withdrawal Form, the instructor will attempt to notify the student of the impending withdrawal. 
 
The inactivity period equivalent to 12.5 percent is defined as follows: 

 10 instructional days for a 16-week course 

 8 instructional days for a 12-week course 

 5 instructional days for an 8-week course 
 
For any situation that results in the student being unable to log into his/her online course, the student is 
responsible for contacting the instructor. 
 
Absences for Religious Observances 
According to the SPCC Religious Observances Policy (1.17), two excused absences each semester (fall and 
spring) for religious observances required by the faith of a student are permitted. 
 
Census Dates (Delete the class formats that do not apply to your course.) 
Entry into classes at SPCC requires students to have physically attended or to have logged into their 
Moodle courses in order to be counted for FTE purposes. Entry into a course must occur by the census 
date/10 percent point for the course. The census date for this course is MM/DD/YY. 
 
Census dates differ depending on the type of course in which the student is registered: 
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Traditional or web-enhanced classes: Students must be physically present by the census date/10 percent 
point for the course. Students who have not attended any class meeting by the census date will be 
considered “Never Attended” and removed from the course. 
 
Distance learning or online classes: Students must log into Moodle AND complete the Start Up Activity 
by the census date/10 percent point in the course. Students who have not logged into Moodle and 
completed the Start Up Activity by the census date will be considered “Never Attended” and removed 
from the course. 
 
Blended classes: Students must log into Moodle AND complete the Start Up Activity by the census 
date/10 percent point in the course OR must have physically attended a seated class meeting by the 
census date/10 percent point in the course. Students who have neither logged into Moodle and 
completed the Start Up Activity by the census date NOR attended a seated class meeting by the census 
date will be considered “Never Attended” and removed from the course. 
 
LIBRARY LITERACY 

As part of SPCC’s commitment to institutional effectiveness and student success, it is critical for you to 
learn how to use the resources in the library. All new students are required to take the online library 
orientation along with the new student orientation when registering. Many classes require research 
projects and papers that use library resources, and you should know how to use the resources 
effectively. 
 
Students coming to campus or attending online can find a variety of tutorials, links to resources, the 
library orientation, and other helpful information by going to SPCC’s website and clicking on “Libraries.” 
Students have access to over 25,000 items in the libraries. Resources include books, magazines, 
newspapers, videotapes, and DVDs. The libraries also offer several online databases including NC LIVE. 
NC LIVE offers over 100 databases, 25,000 electronic books, and over 500 audiobooks to meet your 
needs whether you are on campus or at home online. The library staff provides a wide variety of services 
such as assistance with using the computers, formatting papers, searching the Internet, and answering 
your research questions. 
 
ADA POLICY 

If you feel you need accommodations due to a disability, you should contact the Disability Services 
Provider in the counseling offices of the Student Services Division on either the L. L. Polk campus or the 
OCH campus. 
 
Your instructor has made efforts to ensure online and other information technology learning materials 
in this course meet accessibility standards for ADA compliance. If you find a learning object in the course 
does not meet these specifications, please contact your instructor. 
 
COURSE WITHDRAWAL 
South Piedmont Community College recognizes that from time to time, it may be necessary for a 
student to withdraw from a course. You may withdraw from any course and receive a grade of "W" 
following the Drop/Add period and through the 70% point of the term. You must complete a 
"Withdrawal Form" available in the Student Services Office. This form must be signed by you and your 
advisor and turned in to the Student Records Office. 
 



 

Fall 2019 

 

Students who withdraw through the 60% point of the term and who are receiving federal financial aid 
(Title IV programs) are required to repay funds for which they are not eligible due to withdrawal. 
 
STUDENT RIGHTS AND RESPONSIBILITIES / CODE OF CONDUCT 
Student rights and responsibilities can be found in the SPCC Student Handbook (opens new browser 
window; direct link http://www.spcc.edu/student-rights-and-responsibilities/) on the SPCC website. 
 
(Any additional college policies that the instructor chooses to include in this syllabus must be verbatim as 
published in the SPCC Catalog or SPCC Student Handbook as found on the SPCC website. Apply Heading 2 
(from Style Group) to paragraph heading, and Normal (Heading Style) to paragraph text.) 
 
(Instructors may add other classroom procedures, assignment guidelines, etc. as an attachment to this 
syllabus. Apply Heading 2 (from Style Group) to paragraph heading, and Normal (Heading Style) to 
paragraph text.) 
 
 
COURSE SCHEDULE 
(Note: This schedule is tentative and subject to change.) 
(Insert outline of weekly schedule for assignments, tests, etc.; including due dates. Also, if you plan to use 
the course schedule page on Moodle or provide a downloadable version of the course schedule, you do 
not have to include your schedule as part of the syllabus. When possible try to have only one version of 
your course schedule for students.) 
 

Week Assignment Due Date 

1   

2   

3   

4   

5   

6   

7   

8   

9   

10   

11   

12   

13   

14   

15   

16   
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Please scan all forms to the Assistant to the Vice President of Student Services at aburleson@spcc.edu. 

STUDENT TRAVEL REQUEST 

Updated July 2018 

 

 

 

 

SECTION 1: TO BE COMPLETED BY THE RESPONSIBLE EMPLOYEE 

Employee Name: ________________________________________ Phone Number: __________________________ 

Class, Club, Organization Name: ________________________________________________________________________ 

Destination Date of Departure Date of Return 

   

Purpose of the trip: ________________________________________________________________________________ 

Will South Piedmont Community College (SPCC) transportation be used for this trip?  ______ Yes ______ No 

If no, please explain why:  Transportation not available: ___________ Other: ___________________________________ 

SECTION 2: TO BE COMPLETED BY THE STUDENT 

Student Name:  _____________________________Student ID: _______________ Phone Number:__________________ 

Emergency Contact: _________________Phone Number: _______________Relationship to Student: ________________ 

Student Type:  _____ Traditional  _____ ACEC     _____Anson CCP     _____UCEC     _____Union CCP 

Please select one of the following options: 

_____ I am traveling in the provided SPCC transportation. 

_____ I am driving myself in a private vehicle (Please initial Waiver A below). 

_____ I am riding as a passenger in a private vehicle (Please initial Waiver B below). 
 

Waiver A: If I have opted to drive my own vehicle while SPCC transportation is available for this college activity, I 
understand and I agree to release SPCC from all liability. I understand the implications and responsibility I assume by 
driving my own vehicle. ________ 

Waiver B: If I opt to ride with another student in a private vehicle, I understand SPCC transportation is available for this 
college activity and I agree to release SPCC from all liability. I understand the implications and responsibility I assume by 
riding in another private vehicle. _________ 

Name of Driver: _______________________Phone Number: ___________________Relationship:_________________ 

Please note ACEC, UCEC, and high school students may NOT drive themselves. 

By signing this form, the student agrees to abide the SPCC rules and regulations stated in the SPCC student code of 
conduct which can be found in the SPCC student handbook at www.spcc.edu. 
 

____________________________________________________________________________________________________________

Student’s Signature (Required)         Date 

__________________________________________________________________________________________________
Parent’s Signature (Required for ACEC, UCEC, and high school students)    Date 

__________________________________________________________________________________________________
Faculty or Staff’s Signature (Required)        Date 

__________________________________________________________________________________________________
Department Chair’s Signature (Required)       Date 

__________________________________________________________________________________________________
Dean’s Signature (Required)         Date 




