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 Planning Council 
M E E T I N G  M I N U T E S  

  
 Date: Friday, November 20, 2020 

 Time: 10:45 a.m. 

 Place: Virtually - Microsoft Teams Program 

I. Call to order 

Dr. Stephanie Tully-Dartez called to order the regular meeting of the Planning Council at 10:45 a.m. on Friday, 
November 20, 2020 virtually through Microsoft Teams Program. 

II. Roll Call 

The following council members were present: Dr. Ken Bridges, Benjamin Cagle, Keith Everett, 
Dr. Justin Geurin, Gary Hall, Caroline Hammond, Mandi Haynes, Dean Inman, Tim Johnson, Dr. Tim Kirk, 
Dr. Carolyn Langston, Dr. Cindy Meyer, Dr. Derek Moore, Dr. Michael Murders, Kathy Reaves, Cynthia Reyna, 
Amanda Rhodes, Philip Shackelford, Dusty Shepherd, Veronda Tatum, Karsten Tidwell, Carey Tucker, 
Dr. Stephanie Tully-Dartez, Dr. Bentley Wallace, Brooks Walthall, Vanessa Williams, Lauri Wilson, Ray 
Winiecki, and Dr. James Yates. 

The following council members were excused: Brandi Cotterman, Casey Martin, and Deborah Moore. 

The following guests attended the meeting: Jayna Winiecki, Bill Fowler, and Mary Kate Sumner – Recorder. 

III. Approval of minutes from previous meetings 

Philip Shackelford made a motion to approve the minutes of the council meeting held on Friday, October 23, 
2020.  Ray Winiecki seconded the motion.  The minutes were approved as written. 

IV. President’s Updates 
a. Facilities Review process – survey completed, now in the process of detailed walk-throughs 

i. Details will be used in long-term budgeting and planning 
b. HLC Accreditation – 4-year assurance argument – in the process of reviewing and making updates. 
c. Reminder to be safe during the holiday 

V. Cabinet Updates 
a. The following items were brought to cabinet as Action items and were approved: 

i. Revised Faculty Evaluation 
b. The following items were brought to cabinet as Action items and were approved with minor changes: 

i. Request that BSTD - 0603 English I be removed as the prerequisite for BUSI -1003 American 
Enterprise System and be replaced with ENGL - 1113 Composition I 

1. Change was made to make BSTD 0603 English I a co-requisite for BUSI 1003 American 
Enterprise System – this will prevent delay in students graduating. 

ii. Change all EMA courses from COMM to MMAT (Multimedia Arts and Technology) 
1. Change was made to change All EMA courses from COMM to EMAT (better represents 

EMA program) 
c. The following items will be brought to cabinet as Action items, but have currently not been reviewed at 

this time: (Update- announcement was made that these were approved by Cabinet on November 18, 2020 after the 
Planning Council agenda was sent out.) 

i. Change OCCU 2103 Knowledge, Health, and Wellness of Disease Processes course description. 
ii. APM 1.10 Change - Revise function 4 and 5 of the Academic Support Committee to include the 

statement “annually and as needed”.  
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VI. Actions 

a. Academic Affairs – Gary Hall  
i. Revised Faculty Manual – APM 3.19 

b. Student Affairs – Tim Johnson 
i. No report. 

c. Administrative Affairs – Lauri Wilson 
i. No report. 

All Action items above are to be sent forward to cabinet. 

VII. Discussions 
a. Academic Affairs – Gary Hall 

i. No Report. 
b. Student Affairs – Tim Johnson  

i. No Report. 
c. Administrative Affairs – Lauri Wilson 

i. No Report. 

VIII. Announcements 

a. Officers of Committees and Councils – Information is attached.  We are still needing a few committees to 
send their information to their councils. 

b. Academic Affairs – Gary Hall 

c. Student Affairs – Tim Johnson 

i. Student Affairs Council wants to recognize the good work that the Student Services Committee 
did with the virtual Student Recognition Ceremony. 

d. Administrative Affairs – Lauri Wilson 

i. Payroll process will change where we will not process our time cards as we do now, ahead of 
time. We will add our time each day till the last working day of the month, then finalize them on 
that day.  Then payroll will process on the 3rd of the month and payday will be the 5th of the 
month. (Considering to begin July 2021). 

e. Nominating Committee – Brandi Cotterman 
f. Cabinet 

i. VPSS – Dr. Derek Moore 
1. In person advising will continue until winter break. 
2. Career Services – Tim Johnson will be located in ADM 109C on Thursday and Fridays 

for Career Service activities. 
3. Thanksgiving Food Give-Away – finished Nov. 20 morning, and the food pantry will be 

relocated before the Spring Semester.  
ii. VPFA – Carey Tucker 

1. Covid Status – Currently: 29 students in quarantine; 1 student in isolation; 3 employees in 
quarantine; 2 employees in isolation.  Since Fall 2020 started (mid-August) Overall: 98 
students in quarantine. 

iii. AVPA – Dr. Tim Kirk 
1. Generator will start to be installed – bought with Cares Act money 

iv. VPAA – Dr. Michael Murders 
1. Students to go remote the week of Thanksgiving – excluding a few. 
2. Graduation will be December 10 (two ceremonies): Health Sciences at 1pm, Arts & 

Sciences & Career Technical Ed at 4pm. 9am Nurse Pinning. Dec. 9th at 6pm PTK 
ceremony. 

g. Planning Council Members 

i. Next Planning Council Meeting will be a meeting held January 22, 2021.   
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h. Guests 

IX. Comments 
X. Adjournment 

A motion to adjourn was made by Philip Shackelford, and seconded by Gary Hall.  The meeting was adjourned at 
11:08 a.m.      

Minutes submitted by:  Mary Kate Sumner 
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 Planning Council 
M E E T I N G  M I N U T E S  


  
 Date: Friday, October 23, 2020 


 Time: 10:45 a.m. 


 Place: Virtually - Microsoft Teams Program 


I. Call to order 


Dr. Stephanie Tully-Dartez called to order the regular meeting of the Planning Council at 10:45 a.m. on Friday, 
October 23, 2020 virtually through Microsoft Teams Program. 


II. Roll Call 


The following council members were present: Dr. Ken Bridges, Benjamin Cagle, Brandi Cotterman, Keith 
Everett, Dr. Justin Geurin, Gary Hall, Caroline Hammond, Mandi Haynes, Dean Inman, Tim Johnson, 
Dr. Tim Kirk, Dr. Carolyn Langston, Dr. Cindy Meyer, Dr. Derek Moore, Dr. Michael Murders, Kathy Reaves, 
Cynthia Reyna, Amanda Rhodes, Philip Shackelford, Veronda Tatum, Karsten Tidwell, Carey Tucker, 
Dr. Stephanie Tully-Dartez, Dr. Bentley Wallace, Vanessa Williams, Lauri Wilson, Ray Winiecki, and 
Dr. James Yates. 


The following council members were excused: Casey Martin, Deborah Moore, Dusty Shepherd, and Brooks 
Walthall. 


The following guests attended the meeting: Jayna Winiecki, Bill Fowler, and Mary Kate Sumner – Recorder. 


III. Approval of minutes from previous meetings 


Philip Shackelford made a motion to approve the minutes of the council meeting held on Friday, September 25, 
2020.  Caroline Hammond seconded the motion.  The minutes were approved as written. 


IV. President’s Updates 
a. Facilities first walk through soon. 
b. Gym Grand Reopening (open house) - invite only - Oct 29 
c. Fall Scrimmage - Oct 30 
d. Launched Early registration opened currently for Spring - encourage students to register 
e. Continue to take care of one another and use resources that are available including EAP (more info 


provided by HR). 


V. Cabinet Updates 


a. The following items were brought to cabinet as Action items and were approved: 
i. APM 2.52 – Remote Work (Tele-Commuting) 


ii. Nominations from Nominating Committee 
b. The following items were brought to cabinet as Action items and were tabled originally: 


i. Request that BSTD - 0603 English I be removed as the prerequisite for BUSI -1003 
American Enterprise System and be replaced with ENGL - 1113 Composition I 


1. Change was made to make BSTD 0603 English I a co-requisite for BUSI 1003 
American Enterprise System – this will prevent delay in students graduating. 


ii. Change all EMA courses from COMM to MMAT (Multimedia Arts and Technology) 
1. Change was made to change All EMA courses from COMM to EMAT (better 


represents EMA program) 
iii. Request Approval of revised Faculty Evaluation – (Needs APM form)  


1. APM form was submitted and signed. 
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VI.  Actions 


a. Academic Affairs – Gary Hall  


i. Change OCCU 2103 Knowledge, Health, and Wellness of Disease Processes course 
description. 


1. Current: Study of diseases. The connection between disease processes and health 
and wellness (both the physical and mental realms) and occupational therapy 
service delivery is explored. 


2. Change To: The study of disease processes and conditions typically addressed in 
occupational therapy. Consideration toward how they affect occupational 
participation, health, and wellness (within the physical, mental, and 
developmental realms). 


ii. APM 1.10 Change - Revise function 4 and 5 of the Academic Support Committee to 
include the statement “annually and as needed”.  


b. Student Affairs – Tim Johnson 


i. No report. 
c. Administrative Affairs – Lauri Wilson 


i. No report. 
All Action items above are to be sent forward to cabinet. 


VII. Discussions 


a. Academic Affairs – Gary Hall 


i. Requesting that the deans are to be added in Blackboard as an administrator with limited 
privileges in order to review their faculty’s courses as needed. 


b. Student Affairs – Tim Johnson  


i. No Report. 


c. Administrative Affairs – Lauri Wilson 


i. No Report. 


VIII. Announcements 


a. Officers of Committees and Councils – Information is attached.  We are still needing a few 
committees to send their information to their councils. 


b. Academic Affairs – Gary Hall 
i. The Faculty Evaluation needed an APM Change form. The signatures have been 


collected, and it has now been sent to Cabinet for their approval and signatures. 
c. Student Affairs – Tim Johnson 


i. All Student Representatives have been assigned and notified. 
d. Administrative Affairs – Lauri Wilson 


i. Facilities Walk-Through to begin in 2-3 weeks, beginning on Fridays 
ii. SouthArk to reassess our contract with City in regards to ECC 


iii. Gym Open House October 29th (Invitation-only) 
iv. Basketball Scrimmage – October 30th (open to public)  
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e. Nominating Committee – Brandi Cotterman 
i. Nominations were made, sent to Cabinet and approved. Nominations are attached. 


f. Cabinet 
i. VPAA – Dr. Michael Murders 


1. December 10th - Commencement Ceremony (considering); maybe multiple 
ceremonies: Nurse Pinning in the morning, Around 1pm 1st commencement 
ceremony, and around 4pm the 2nd.  Students Only, along with limited staff and 
faculty. No guests will be able to attend.  It is planned to be recorded and then 
combine all ceremonies in a video to release 


2. Remote Learning - Starting Nov 23 all classes and finals will be remote learning.  
This will minimize the risk with many people traveling and visiting around 
Thanksgiving holiday. 


ii. VPSS – Dr. Derek Moore 
1. PBL Award Ceremony Monday, October 26 at 7:30 with limited sitting. 
2. Student Recognition Ceremony nominations are needed- nominations deadline 


Oct 27 
3. Awarded a Verizon Grant - $50,000 for the food pantry 
4. Look for RSVP email for the basketball scrimmage 


g. Planning Council Members 
i. Next Planning Council Meeting will be a meeting held November 20, 2020.   


1. Administrative Affairs Council will move their meeting to a different time. 
h. Guests 


i. Human Resources Director – Bill Fowler 
1. Information on EAP 


a. Up to 3 visits via telephone, and if more is needed then the medical 
insurance will work with you 


b. it isn't just for emotional or psychological, it can also be financial etc. 
c. it is confidential 
d. list of trainings available as well 


IX. Comments 
X. Adjournment 


A motion to adjourn was made by Caroline Hammond, and seconded by Dr. Carolyn Langston.  The meeting was 
adjourned at 11:18 a.m.      


Minutes submitted by:  Mary Kate Sumner 
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PART I: INTRODUCTION AND SOUTHARK INFORMATION 
This manual is an institutional resource for all current and new SouthArk full-time, part-time, and 
adjunct faculty. Several useful links to the College's website and other resources are included. The 
manual is designed to give the user a convenient shortcut to the most current information. While the 
manual may not answer every question you have, it will serve as a central starting point when seeking 
answers or needed information.  


Faculty are encouraged to read through the Administrative Procedures Manual, College Catalog and 
Student Handbook for a more comprehensive understanding of college policy and procedures. 
Discussions with your supervising dean and program director will help you to be familiarized with 
current practices.  


History, Mission, and Core Values of SouthArk 
https://www.southark.edu/catalogs/2019-2020/2019-2020_South-Ark_Catalog.pdf#page=15 


Strategic Plan  
SouthArk strives for continuous improvement. The Strategic Initiatives outline the college’s key area 
of focus for growth and improvement. 


https://www.southark.edu/about/about-southarkcc/administration/institutional-
research/transformational-journey-2017-2022-southark-strategic-plan 


Important Dates for the Academic Year  
 https://www.southark.edu/catalogs/2019-2020/2019-2020_South-Ark_Catalog.pdf#page=25 


College Catalog   
When in doubt about courses, programs, services or student policies, look for it in the College Catalog.  


 https://www.southark.edu/admissions 


Academic Leadership  
The Office of the Vice President for Academic Affairs (VPAA) is responsible for overseeing the 
academic operations of the divisions of Career and Technical Education, Health Science, and Arts and 
Science. The VPAA also oversees Distance Learning and the Library.  SouthArk’s VPAA and can be 
reached at (870) 864-7155. The link below shows the organizational chart for the Academic area.    


https://www.southark.edu/images/Org_Chart_July_2018/July_2019/Org_Chart_-_AA_No_Names_-
_July_2019.pdf 


Division of Career and Technical Education  
The Division of Career and Technical Education (CTE) promotes excellence in learning, teaching, and 
service by providing quality education to concurrent (High School) and post-secondary students in 
Career and Technical (CTE) program areas.   


 Automotive Service Technology 
 Industrial Technology: Mechatronics 



https://www.southark.edu/catalogs/2019-2020/2019-2020_South-Ark_Catalog.pdf#page=15

https://www.southark.edu/about/about-southarkcc/administration/institutional-research/transformational-journey-2017-2022-southark-strategic-plan

https://www.southark.edu/about/about-southarkcc/administration/institutional-research/transformational-journey-2017-2022-southark-strategic-plan

https://www.southark.edu/catalogs/2019-2020/2019-2020_South-Ark_Catalog.pdf#page=25

https://www.southark.edu/admissions

https://www.southark.edu/images/Org_Chart_July_2018/July_2019/Org_Chart_-_AA_No_Names_-_July_2019.pdf

https://www.southark.edu/images/Org_Chart_July_2018/July_2019/Org_Chart_-_AA_No_Names_-_July_2019.pdf
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 Process Technology 
 Welding Technology 
 Culinary Arts 
 Secondary Technical Center for High School Students 


The division prepares students to meet the diverse needs of industry. Coursework for this division is 
taught at SouthArk’s East and West Campus locations. The office of the Dean of Career and Technical 
Education / Director of the Secondary Technical Center is located in the McGhee Building on the East 
Campus.  The division dean may be reached by calling (870)-864-7110. Specific details for this 
division’s certificate and degree programs are found at: 


https://www.southark.edu/academics/career-and-technical-education 


Division of Health Science  
The Division of Health Science (HS) promotes excellence in learning, teaching, and service by providing 
quality education Health Science (HS) program areas.  


 Emergency Medical Services (EMS) 
o EMT 
o Paramedic 


 Medical Coding 
 Practical Nurse (PN)  
 Arkansas Rural Nursing Education Consortium (ARNEC) – Licensed Practical Nurse (LPN) to  


Registered Nurse (RN)  


 Occupational Therapy Assistant (OTA)  
 Phlebotomy  
 Physical Therapist Assistant (PTA)  
 Pre-Health Science  
 Radiologic Technology  
 Surgical Technology  


The division prepares students to meet the needs of healthcare industries in diverse communities. 
The office of the Dean of Health Science is located in the Health Sciences Center (HSC) on SouthArk’s 
West Campus.  The division dean may be reached by calling (870)-864-7102.  Specific details about 
SouthArk’s health science programs may be found by at:   https://www.southark.edu/academics/health-
science 


Division of Arts and Science  
The Division of Arts and Science promotes excellence in learning, teaching, and service by providing 
quality education in arts and sciences. 


 Accounting 
 Associate of Arts – General Transfer 
 General Business, Management, Mid-Management/Internship, Entrepreneur, Office Technology 
 Criminal Justice 
 Computer Support Specialist 
 Network Administration 
 Web Design 
 Early Childhood Education 



https://www.southark.edu/academics/career-and-technical-education

https://www.southark.edu/academics/health-science

https://www.southark.edu/academics/health-science
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 Education 
 General Studies 
 Natural Sciences 
 Entertainment and Media Arts 


The division of Arts and Science serves the concurrent (High School) and post-secondary educational 
needs of students by offering courses leading to transfer to a four-year college or university and in 
support of the institution’s career, occupation and technical programs.  The division dean may be 
reached by calling (870)-864-7156. Specific details about SouthArk’s arts and science offerings may 
be found at:    https://www.southark.edu/academics/arts-and-science 


Division of Workforce and Continuing Education  
The Division of Corporate and Community Education is housed in the Workforce Training Center 
(WTC) located at SouthArk’s East Campus.  The Dean of Workforce and Continuing Education can be 
reached by calling (870)-864-7193.  Follow this link to learn more:  http://www.southark.edu/ce  


Compensation  
The following link provides specific information related to employment at SouthArk, compensation, 
benefits (as applicable), and pay dates, and employment information and forms: 


https://mycampus.southark.edu/ICS/Human_Resources/ 


Full time faculty sign an annual Letter of Intent for regular teaching hours. Overload pay is provided 
after completing a Personnel Action Form (PAF) which is provided to you by your Dean. Adjunct 
faculty are paid after completing their PAF for the semester. Pay for adjuncts begins in September for 
the Fall semester and in February for the Spring semester. Adjunct instructors may teach up to 9 credit 
hours per semester. 


Earned leave, sick days, and monthly verification of used leave-time hours  
Time off for Faculty who are benefits-eligible must be verified monthly (9 months or 12 months for 
fulltime faculty) through the institutional management system (Jenzabar).  Nine Month faculty are 
annually provided two (2) days of discretionary leave and 12 month faculty are provided with three 
(3) days of discretionary leave. Full time faculty also receive eight (8) hours of child education leave 
(parent-teacher conferences, attendance at a child or grandchild’s school function, enrolling a child 
in school, etc.).  The faculty member’s immediate supervisor must preapprove Discretionary and child 
education leave time.   


Faculty are required to record leave time and sick hours via electronic annotation under MyCampus 
where the virtual “time card” is finalized. Check with your supervising Dean regarding number and 
usage of sick days.  https://mycampus.southark.edu/ICS/Human_Resources/Human_Resources.jnz 


If a faculty member did not use any earned leave time off or sick days during an applicable month, all 
that is required is finalizing the virtual time card.  If unforeseen events arise after the virtual time card 
is submitted and time off is required, the faculty member is required to contact the supervising Dean.  
In turn, the supervising dean will contact Payroll to update the amount of sick or discretionary leave 
to be charged to the faculty member for the applicable month.   



https://www.southark.edu/academics/arts-and-science

https://mycampus.southark.edu/ICS/Human_Resources/
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All faculty will receive an email from Human Resources as a reminder to verify time each month.  
When this email is received, click on “accept” to place this as an item on your calendar.  Typically, the 
supervising Dean will need to submit all time cards by the 20th of each month.   


For information regarding procedure to finalize your monthly time card, you may review the 
instructional PowerPoint on MyCampus under the Human Resources tab, Training/Module 2: 
https://mycampus.southark.edu/ICS/Human_Resources/ 


Employee Grievances  
APM 2.12 


South Arkansas Community College recognizes that problems involving employer-employee relations 
will arise from time to time. It is in the best interest of both the College and the employee to resolve 
these matters as soon as possible and at the lowest level possible. In cases where resolutions cannot 
be reached either at the department or division level, the College’s Human Resources Director will 
support efforts to facilitate the process. In order that employees may be assured fair consideration 
of their problem(s), a means of review and appeal, without prejudice, to higher levels of authority has 
been established. Appeals of employee evaluations should follow APM procedure 2.12 Grievance 
Process. https://www.southark.edu/images/apm/2019/apm-05-06a-2019.pdf 
  



https://mycampus.southark.edu/ICS/Human_Resources/

https://www.southark.edu/images/apm/2019/apm-05-06a-2019.pdf
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PART 2:  FACULTY DUTIES AND RESPONSIBILITIES    
The information that follows has been synthesized from several sources including the SouthArk 
Catalog, the Administrative Procedures Manual of South Arkansas Community College (APM),  and 
current generally accepted practices and procedures. 


Full-time and Adjunct Faculty are expected to dedicate their energies to the continuous improvement 
of teaching in support of student learning, the College Mission, Values, and Vision statements found 
in the APM.    


The job description below is the standard faculty job description. Please be aware that your job 
description may vary.    


Faculty Job Description:  
South Arkansas Community College seeks to employ faculty who strive for excellence, positively 
engage students in the learning process, and are committed to personal and professional growth. 
Faculty who possess such qualities embrace continuous improvement and demonstrate enthusiasm 
for effective teaching and learning facilitation through formal evaluation. Their competence and 
expertise is documented through earned education or formal training and maintained through on-
going professional development. They seek to work effectively with diverse populations, maintain 
collegiality, and collaborate with others particularly about the scholarship of teaching and learning. 
Finally, they demonstrate and promote high ethical standards and academic honesty.  


Primary Area of Responsibility is TEACHING:  
 Teaches students effectively in assigned courses and maintains office hours for student 


consultation in accordance with procedures outlined in the South Arkansas Community College 
Administrative Procedures Manual (APM);  


 Uses knowledge of diverse communities and learning styles and has the ability to incorporate 
diversity of delivery of such learning styles in instruction;  


 Structures a learning environment in which all students are treated equitably and respectfully;  
 Advises students with regard to the course syllabus which shall include detailed content related 


to associated learning outcome expectations and policy and procedural guidelines put in a link for 
these policies and guidelines outlined by the college;  


 Develops and administers learning activities/measurements over the course of an assigned 
semester and final examinations to students during the scheduled exam periods and in 
accordance with college policies;  


 Maintains correct and up-to-date student records of attendance and academic achievement as 
required by law, the institutional Governing Board, and the South Arkansas Community College 
Administrative Procedures Manual (APM);  


Secondary Areas of Responsibility are INSTITUTIONAL SERVICE and STUDENT SERVICE  
 Performs professional activities and assumes professional responsibilities as agreed upon with the 


discipline/program division dean;  
 Participates in development and support of their assigned discipline/program by recommending 


textbooks and materials, and revising curricula;  
 Consults with discipline/program division dean and faculty/staff colleagues to achieve shared 


goals and visions;  



https://www.southark.edu/catalogs/2019-2020/2019-2020_South-Ark_Catalog.pdf#page=4

https://www.southark.edu/catalogs/2019-2020/2019-2020_South-Ark_Catalog.pdf#page=4

https://www.southark.edu/images/apm/2019/apm-05-06a-2019.pdf

https://southark.edu/about/about-southarkcc/administration/administrative-procedures-manual-apm
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 Actively participates in annual evaluation processes related to job performance as directed by the 
South Arkansas Community College Plan for Faculty evaluation and incorporate associated 
strategies to address continuous improvement for development and learning;  


 Utilizes technology to facilitate learning, access data, maintain records, generate reports as 
required, and communicate with others appropriately and effectively;  


 Meets professional assignments in accordance with the institution’s calendar and signed 
Agreement for Services obligations;  


 Demonstrates commitment to the college mission and shared goals and values through active 
participation in planning activities;  


 Serves on, attends, and actively participates in the activities of college committees as assigned;  
 Participates in campus commencement exercises and attends other professionally mandated 


institutional meetings and activities as directed;  
 Complies with South Arkansas Community College Governing Board Policy  and state and federal 


policy;   


The faculty workload at South Arkansas Community College for full-time faculty members in the Arts 
and Science division is 15-semester hours and ten office hours. For full-time faculty in the Career and 
Technical Education division a full workload is based on 25-contact hours (class, labs, etc.) and ten 
service hours. In the Health Science Programs a full workload consists of 30-contact hours, to include 
office hours.  
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Full Time Faculty Teaching Load 
APM 3.05  


The faculty workload for full-time faculty members in Arts & Sciences is 15 semester hours and 10 
office hours. For full-time faculty in the Career Technical Education, a full workload is based on 25 
contact hours (class, labs, etc.) and 10 service hours.  


In the Health Science Programs, a full workload consists of 30 contact hours, to include office hours.  


Adjunct Faculty Teaching Load 
Adjunct Faculty in all divisions usually teach 3 to 9 credit hours with a maximum of 9 semester hours 
per semester. Adjunct faculty may be required to give up teaching a particular course in order for a 
full time faculty member to meet minimum required work load. Adjunct faculty work on a semester 
to semester, as needed, basis. 


Full Time Faculty Overload Pay 
APM 3.05 


A full faculty load is defined, for the purposes of eligibility for overload pay as follows:   


1. When scheduled for a full load, a faculty member must teach a minimum of 150 Student Semester 
Credit Hours (SSCH) per semester in order to be eligible to receive overload pay. 


2. In the event that a faculty member is originally scheduled to teach an overload (more than that 
specified above) the largest number of SSCH generated by any combination of courses that 
constitute a full load will be considered as part of the faculty member’s base load, and 


3. Each of a faculty member’s courses must be filled to at least eight students or 50% of capacity 
whichever is least, as determined by the original record for the course contained in the College’s 
registration system, for the faculty member to be eligible to receive overload payment.  


4. The courses considered must be the courses that are used to accrue the 150 SSCH used in Part A 
of this definition. If courses are aggregated to make up the 50 percent of capacity requirement, 
the SSCH will also be aggregated and the courses will not be considered as separate.  


5. Overload teaching will be compensated at the same rate as adjunct instructors are paid per 
semester hour. Overload teaching will be voluntary except in those cases where a combination of 
complete classes (e.g., four classes of four semester hours each or similar combinations) exceeds 
the prescribed number of hours constituting a full load, in which case the instructor will be 
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assigned the additional teaching load and will be compensated for the additional hour(s) at the 
relative percentage based on the number of hours in a full semester load.   


6. The academic dean may alter the general rule by granting course release to  an individual faculty 
member’s workload to accommodate team teaching, clinical supervision, combined classes, 
program accreditation and development activities, and other situations. South Arkansas 
Community College will continue to monitor faculty workloads at other Arkansas technical and 
community colleges and will maintain workloads in conformity with similar institutions in the 
state. 


Adjunct Faculty Pay 
Each of an adjunct faculty member’s courses must be filled to at least eight students or 50% of 
capacity whichever is least. Classes that do not meet this standard may be cancelled. Classes that do 
meet this standard allows the adjunct faculty member to be paid the current per class pay. If a class 
does not meet this standard the adjunct faculty may be requested to teach the class but will only be 
compensated at the per student rate for the semester up to the minimum required course enrollment 
number. 


Class Size 
APM 3.05    


The academic deans will consider classroom capacity, accreditation requirements, equipment 
availability, and safety when setting class limits. 


1. As a general rule, all non-cohort classes will be considered full at 30 students except for writing 
and/or analysis intensive, lab, or practicum, courses, which will be considered full at 24 students, 
except in those cases where equipment, space, or accrediting body provide other limitations or 
guidance. Cohort classes are part of a program that requires the student to enter and proceed 
through the program as a group in a prescribed sequence. Non-Cohort classes are general 
education classes or classes of programs that permit students to take courses on an individual 
schedule as directed by their degree plan. 


2. Classrooms are assigned when the class schedule is developed. If problems arise with assigned 
rooms (e.g., not enough chairs), changes may be requested through the appropriate supervising 
dean. Faculty may not change room assignments. Supervising Deans, as building managers 
working with their administrative assistants, are charged with classroom/lab utilization. 


Summer Employment 
Summer employment will not be required or assured for full-time faculty members unless they are 
on a 12-month contractual obligation.  


Compensation for summer employment will be at the same rate as adjunct instructors for 9-month 
full time faculty. 


Alternative Duties 
Alternative duties such as community service classes, curriculum development, or other special 
projects may be assigned to make a full-time workload equivalent. Attempts will be made to assign 
alternative duties consistent with the education, training and professional status of the faculty 
member. The faculty member and the faculty member’s immediate departmental supervisor will be 
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consulted as to the nature and scope of the alternative duties before they are assigned with approval 
from division dean and VPAA. 


Non-Classroom Responsibilities 
Service 


1. All faculty members are expected to perform institutional and/or community service by 
participating on College committees (Shared Governance), through volunteerism, or engaging in 
other activities as agreed upon by the faculty member and the Division Dean. 


2. Faculty members are expected to be present on campus during the days of in-service activities at 
the College, attend College graduation, and submit required records (attendance, grades, 
outcomes assessments, etc.,) at the appropriate times. 


3. Faculty members who serve as academic advisors in their respective divisions are expected to 
advise students throughout the academic year. Deans (or their designees) will serve as “stand-by 
advisors” as needed during any days of Early or Open Registration that occur outside the academic 
calendar when faculty members are not available. 


4. Adjunct Faculty are expected to attend adjunct faculty meetings held in conjunction with 
convocation activities each semester as well as participate in on-going orientation and training 
opportunities. 


Office Hours 


Full-time Faculty are required to submit a schedule of office hours to the applicable division dean by 
beginning of classes (Fall, Spring, Summer).  Hours should be posted on the office door and placed in 
the course syllabi. Office hours are held for the purpose of addressing student concerns or questions 
and/or to meet with students to provide additional instructional assistance.  Full-time faculty office 
hours must be conducted on the SouthArk campus regardless of the teaching platform (traditional 
classroom, hybrid, or online).  By doing so, the full-time faculty member is available to students who 
prefer to meet with faculty at their office location as well as virtually by means of the hybrid/online 
platform. Distance learning instructors who do not live local to the college must conduct virtual office 
hours. Students must be informed regarding contact times and information.  Full-time faculty are 
required to conduct office hours each week over the course of the long semesters (Fall and Spring).  
Check with the supervising Dean regarding requirement for the division in which you work. 


Adjunct faculty, if scheduling permits, are encouraged to set office hours on the campus. Often 30 
minutes before and/or after class times are the most convenient. Be sure to include in the course 
syllabus how you may be contacted and times available.  


Professional Development 


All full-time faculty are expected to participate in activities designed to maintain their effectiveness 
in their respective disciplines. These may include, but are not limited to, participating in workshops, 
seminars and other continuing education events; research activities; writing for publication; and/or 
other activities as agreed upon by the faculty member and the Dean. 


Mandated Reporter Training in Arkansas   


Faculty/Adjunct Faculty may have secondary students (minors) taking a college course for concurrent 
credit. Minors are routinely on SouthArk campuses. All SouthArk faculty are required to take the 
Mandated Reporter training.  This training prepares educators in the recognition of child abuse and 
neglect, as well as clarifying their role in reporting it. Once a year, preferably just before the beginning 
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of the fall semester, each SouthArk faculty/adjunct faculty should log-in to this short self-paced 
course and complete this required training.  When planning to take the training, the faculty member 
should block approximately 90 minutes to complete the task.  When you have completed the training 
the Certificate of Completion may be saved as a PDF or printed. Send one copy to Human Resources 
and keep one for personal files. The link below is to the training site:  


https://ar.mandatedreporter.org/UserAuth/Login!loginPage.action 


It is good practice to verify at the beginning of each class the students who are minors.  


Teaching Assignments 
All faculty are expected to provide instruction for every course assigned to them.  Depending upon 
expertise and qualifications, a full-time or adjunct faculty member may be assigned by their 
supervising dean to teach in a traditional classroom setting, a hybrid course or a fully online course.  


In the event a faculty member is assigned to teach a course that meets in a traditional classroom 
setting or hybrid course, the faculty member does not have the choice of teaching on a day/s of the 
week or at a time/s not specified in the applicable semester schedule. Class meeting times are 
expected to follow designated class times to meet State required contact hours for each course. 


Dismissing or Cancelling Classes  


Faculty are not permitted to dismiss or cancel an individual class session unless he/she is directed to 
do so with prior approval of the supervising Dean. All classes should meet for the scheduled session 
in the scheduled location. If an exceptional situation occurs, the problem should be discussed with 
the appropriate supervising Dean.  If the class is within a program, the Program Director should be 
notified.     


Faculty Absences 


APM 2.23, 2.23a 


It is suggested for faculty members to immediately go to the Human Resources tab on MyCampus 
and enter approved leave time and/or sick days to keep accurate records. 


When a faculty member is unable to teach, the supervising dean must be contacted as soon as 
possible.  If the supervising Dean cannot be reached in a timely manner, the Vice President for 
Academic Affairs (VPAA) must be contacted.  In consultation with the faculty member, the supervising 
dean (or VPAA) will determine the best course of action.  The supervising dean (or VPAA) may cancel 
a course meeting but will require the faculty member to contact the enrolled students via Blackboard 
or SourhArk email regarding instruction for the class in question. 


An online instructor who will be unavailable to students for more than three consecutive days 
(excluding weekends) must contact enrolled students via Blackboard or SouthArk email and include 
the supervising dean as a recipient on the message/email. 


APM 3.08 Additional procedures may apply to leave or absence. Faculty members should check with 
their supervising dean and/or Human Resources for additional information. Leave Forms may be 
accessed on MyCampus under the Administration tab. 


Recording Class Attendance 


APM 3.04, 3.18 



https://ar.mandatedreporter.org/UserAuth/Login!loginPage.action





South Arkansas Community College   Faculty Handbook  


Created: Nov. 16, 2016 Date of revision: July 2020 Next review of document: July 2021 
Department or person responsible for managing and maintaining the document: Chair of Faculty Affairs Committee        Page | 11 


Faculty must accurately record and maintain student attendance and promptly certify all census day 
class rosters as required by the Registrar, Director of Financial Aid, and Office of the Vice President 
for Academic Affairs. 


Traditional Course Instruction 


All faculty should record attendance at each class meeting. Faculty must archive student attendance 
information. 


Online Attendance Policy 


Student attendance in online courses will be defined as active participation, which will be 
characterized by the student’s timely submission of graded academic assignments. A student is 
expected to complete all such assignments by the appropriate due date. Failure to submit three 
graded academic assignments may trigger an Excessive Absence Notice, a form that positions the 
instructor to drop students in breach of the policy if they do not improve their participation. Faculty 
must archive student attendance information. 


Hybrid Attendance Policy  


APM 3.18 


Hybrid courses have classroom and online attendance requirements. Student attendance in hybrid 
courses will be defined as active participation, which will be characterized by attending class and the 
student’s timely submission of graded academic assignments. Students enrolled in a hybrid course 
will meet with their instructor on the first day of the class. The syllabus should include the dates that 
students are required to be on campus. Failure to submit three graded academic assignments or 
missing three classes may trigger an Excessive Absence Notice. (Faculty must archive student 
attendance information.) 


College Class Attendance Policy 


https://www.southark.edu/catalogs/2019-2020/2019-2020_South-Ark_Catalog.pdf#page=41 


Students are expected to attend all classes in which they are enrolled. If a student is absent from a 
class session, it is the student’s responsibility to make arrangements to complete or make up any 
work missed. No make-up work for missed classes will be allowed without the approval of the 
instructor. 


Students who enroll late must assume all responsibility for work missed. Classes not attended as a 
result of late enrollment may be counted toward excessive absences. Students not attending the 
entire class period may be counted absent for that period. 


An instructor may drop students with a grade of “WE” if students have been absent for an excessive 
number of days. Class absence emails will be sent to the students advising them of the consequences 
of non-attendance and urging them to contact their instructors immediately. 


Excessive absences are defined as follows: 


Regular Semester 


Courses which meet once a week 2 absences 


Courses that meet twice per week 3 absences 


Courses that meet four times per week 5 absences 



https://www.southark.edu/catalogs/2019-2020/2019-2020_South-Ark_Catalog.pdf#page=41
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Summer Session 


Courses that meet four times per week in a five week session 3 absences 


Courses which meet two times per week in a 10 week session 3 absences 


• Students enrolled in special programs or individualized instruction should contact their program 
director/instructor regarding specific attendance requirements for the program/course.  


• Some of the selective-admission, health-science programs have specific criteria regarding 
attendance. Students are encouraged to refer to program policies in these matters. 


Excessive Absences 


If a student violates the attendance policy, faculty may file a Class Absence Report. Instructors must 
make every effort to contact the student to determine if there are extenuating circumstances prior 
to filing the Class Absence report. Should the instructor decide to file the report, it may be found on 
MyCampus under the Retention Tab. Fill in the information and sign the document. The document 
must be emailed to the student using the student’s SouthArk email address. If there is no response 
from the student in one week the instructor may sign the form and forward it to the Registrar’s office. 
The student will receive a grade of “WE” which will calculate into the student’s GPA as a grade of “F.” 


College Catalog 
APM 3.11 


https://www.southark.edu/admissions/resources/course-catalog 


The College Catalog is the official publication of the institution that conveys the institution’s policies, 
procedures, and requirements to students and others. Faculty will find it helpful to review the 
information in the College Catalog as well as the Student Handbook for information that applies to 
student expectations and conduct. 


https://www.southark.edu/images/student-handbook/southark-student-handbook.pdf 


Campus Technology 
Operating System and LMS 


SouthArk uses the Jenzabar operating System. Blackboard is the Learning Management System (LMS) 
that is used for all courses. All faculty are expected to use the Blackboard system as part of class 
instruction. Minimally, traditional course instruction should include posting of the course syllabus and 
student grades on the Blackboard site. In addition to the course syllabus and grades, faculty members 
adding two or more course elements in the LMS course shell to enhance instruction will be able to 
earn additional points on the faculty evaluation. The college uses standardized course navigation 
buttons to assist students as they work with various instructor’s Blackboard sites. 


College Website 


APM 5.32 


www.southark.edu The SouthArk Web site is one of the college's primary communication methods 
for potential students, current students, employees, and the public. As such, it is the policy of the 
college to set standards and procedures, which maintain website accessibility in accordance with 
federal guidelines, provide mobile and non-mobile access, and ensure the accuracy and timeliness of 
the content. 



https://www.southark.edu/admissions/resources/course-catalog

https://www.southark.edu/images/student-handbook/southark-student-handbook.pdf

http://www.southark.edu/
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Distance Learning 


The Department of Distance Learning shall provide faculty-training opportunities to ensure that 
quality course design principles are implemented in online, hybrid or blended courses. Instructors 
who teach online, hybrid or blended courses are expected to continually improve their skills related 
to the institution’s learning management system, accept quality assurance practices for course 
design, and emerging technologies. The Department of Distance Learning shall maintain a regular 
faculty training schedule at various skill levels. SouthArk’s Department of Distance Learning provides 
specific training that is tailored to three categories of educators: Beginning, Intermediate, and 
Advanced. 


Quality Matters and Blackboard Best Practices 


Continuous improvement for hybrid/online instruction is ensured through SouthArk’s adoption of 
Quality Matters (QM) and Blackboard best practices in all levels of course and faculty hybrid/online 
pedagogy development 


Detailed information regarding practices, policies and training can be found on the website link, 
Distance_Learning_Policies_Procedures_Manual. 


MyCampus 
MyCampus may be accessed through the SouthArk website homepage or by going to 
www.mycampus.southark.edu. MyCampus is a portal that allows both students and faculty to access 
a variety of information. Faculty uses their network login information. 


MyCampus Tabs 


 Administration – Employee Forms 
 Admissions – General information about the student enrollment process. 
 Faculty/Advisors – Course List, Class Lists, Grade Entry 
 Human Resources – HR Forms, HR Posters, Payroll Forms, Training, Benefits 
 Procurement – Travel Requests, Official Functions Form, Purchasing, etc. 
 Retention – Forms and instructions to assist in student retention and guidance 


Login Name and Passwords 


Each faculty member will have a SouthArk login name and password assigned to him/her by the 
Computer Technology Department.  Make sure the login and password work properly and allow log 
into the school’s network, email, and blackboard. Faculty will be asked to change passwords 
periodically for security purposes. The login and password are the same for accessing the network, 
email, MyCampus, and Blackboard. If there is a problem with passwords/login contact: IT Support 
Services at: Extension 120 from on campus phones or dial (870) 864-7120 off campus.  


Saving Files on Campus Computers 


Each faculty member has a designated drive in which teaching materials can be saved.  It is located 
on the institutional L: drive and can be accessed when the faculty member logs into the SouthArk 
Windows system. Do not save files to the C: drive as files are purged from this drive when computers 
are shut down. It is suggested that a copy of the L: drive files be saved to a flashdrive at the end of 
each day to prevent loss of work files. L: drive files may also be accessed from an off campus computer 
by going to myworkdrive.southark.edu and logging in with network ID and password. Click on Faculty 



http://www.southark.edu/images/distance-learning/2019/Distance_Learning_Policies_Procedures_Manual_final%202019-03-11.pdf

http://www.mycampus.southark.edu/
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under My Folders on the left. Names are listed alphabetically by the initial for your first name and 
your last name. 


 “U:” Drive Files 


Southark’s “U:” drive contains the templates for Master Syllabi and Course Syllabi.  The Master Syllabi 
will be updated and maintained by the program director or designated senior faculty member and it 
will be the official syllabus for that course if there is more than one faculty member teaching the 
course.  The Course Syllabus will be written and kept by each instructor of the course incorporating 
all Master Syllabus information and will contain additional information specific to the instructor’s 
course.  All sections of the same course will have the same grading scale. 


Other commonly used forms for assessment and graduation checklists are also found on the “U:” 
drive.  Go to the “U:” drive and become familiar with where it is located and what forms it contains. 
Some folders contain information that is not applicable to all faculty. Access to these folders may be 
denied. 


Campus Email  


All faculty and students are issued a campus email address. To access email from campus computers 
log into the campus network as usual and click on the Outlook program icon. To access email account 
from off campus: Go to www.southark.edu. Click on the email link below the page banner. Enter  
network username and password. Contact the IT department if having any difficulties. Faculty should 
only use the official SouthArk email when conducting official duties. Students should use campus 
email to communicate regarding classes. Faculty are expected to check and respond to email on a 
regular basis. 


Academic Procedures 


In addition to taking and maintaining attendance records for each class, faculty are expected to grade 
student work on a regular basis to keep students informed regarding their performance in courses. 
Faculty should post and follow grading policies in the course syllabus. Instructors should use the 
Gradebook on the class Blackboard site to post assignment grades and course grade progress for easy 
access by students. Course grades should be archived at the end of each semester along with 
attendance records.  


It is strongly recommended to “back-up” or save grades/attendance throughout the semester in case 
there are issues with Blackboard. 


Final course grades are submitted on MyCampus (Faculty Tab) by the date and time set by the college 
registrar. Grades  submitted late cause problems with processing of graduation and other college 
reporting requirements. If grades will not be in by the deadline  contact the respective divisional Dean 
and the registrar as soon as possible at extension 142. 


Final Examinations  
All Faculty are expected to issue final exams or collect for purposes of grading, final semester 
projects/exercises/papers for all courses on the date and at the time specified on the applicable “Final 
Exam Schedule.” This eliminates potential conflicts for students.   


Students are expected to attend the session specified in the Final Exam Schedule.  Faculty may not 
accept “late work” or allow students to complete work after the close of a given semester unless the 
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faculty member has assigned a grade of incomplete for a student and an incomplete contract has 
been processed (See part 3 of this manual for Incomplete Grade Policy). 


Students who are enrolled in a program may have a final exam schedule within the program that is 
separate from the published institutional schedule.  The institution makes every attempt to ensure 
there is no conflict between the institutional and program-level final exam schedules.  There should 
be no conflict for the student as Faculty will be expected to consult with applicable peers to make 
arrangements for the students.      https://www.southark.edu/admissions 


Incomplete Grade Contract 
Awarding a grade of incomplete, “I,” is solely at the discretion of the instructor. A grade of incomplete 
is considered only when the student has been unable, because of illness or other reasons beyond his 
or her control, to finish work assigned in the course. Requests may be made after 65% of the semester 
and must be requested prior to final exam week. 


Students must meet the following conditions to be considered for an incomplete grade: 


1. The student must contact the instructor to initiate the incomplete request and must make 
arrangements with the instructor for completion of coursework. 


2. The student must have at least a “C” in the course prior to the circumstances prompting the 
request for an incomplete grade. 


3. The student must be in compliance with all course requirements, including attendance, and must 
have completed at least 60 percent of the coursework. 


4. The student must submit appropriate documentation of the reason(s) he or she is not able to 
complete the coursework. 


5. The student and instructor must agree on specific course requirements to be completed and must 
complete and sign the Incomplete Grade Form. 


6. The appropriate dean must approve all requests for a grade of incomplete. After approval the 
dean sends the Incomplete grade information to the registrar. 


7. Course completion requirements agreed upon by the student and instructor and specified on the 
Incomplete Grade Form must be completed within 90 days of the Incomplete Contract date. An 
Incomplete Grade not made up by the end of the 90 day period, will become an F. The instructor 
will submit a grade change form along with a copy of the Incomplete Grade form to the registrar 
changing the grade to an F (Copy the Dean). 


8. When a student meets all of the requirements of the incomplete grade, instructors will grade the 
work and submit a grade change form to the registrar (copy the dean) to remove the incomplete 
grade. This must be done by no later than 10 days following the submission of the student’s 
completed course work. 


9. Instructors are responsible for the implementation and completion of the Incomplete Grade 
process. Compliance with this procedure is taken into consideration in the Faculty Evaluation Plan, 
Category I: Instructional Duties/Responsibilities. 


(Policy Approved 5/2018) 


The form for processing an Incomplete grade is found in MyCampus under the Retention tab. 


Assessment  
http://www.southark.edu/images/apm/2019/docs/academic-assesment-manual-04012019-
approved-version-may-2019.pdf 



https://www.southark.edu/admissions

http://www.southark.edu/images/apm/2019/docs/academic-assesment-manual-04012019-approved-version-may-2019.pdf

http://www.southark.edu/images/apm/2019/docs/academic-assesment-manual-04012019-approved-version-may-2019.pdf
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Assessment of the student learning outcomes for all courses taught is a responsibility of every 
faculty/adjunct faculty member. The full Assessment Manual may be accessed by clicking the link 
above. 


Academic assessment at SouthArk is the responsibility of the office of the Vice President for Academic 
Affairs through the academic deans and faculty. This assessment process is designed to promote the 
continuous review and improvement of learner outcomes. SouthArk’s tiered structure connects 
course learner outcomes to college-wide student learner outcomes to promote faculty-wide, 
consistent participation while ensuring that every instructor’s data collection efforts contribute not 
only to their courses but also to learning as a whole. In order to make the most of the academic 
assessment process, the assessment committee created a structure to assist faculty members with 
embedding assessment into their normal teaching practices. This process begins with the notation of 
course learner outcomes on the master syllabi and cycles annually as faculty create action plans on 
their assessment results during designated assessment days at the end of each major semester. 


If a faculty member is teaching a “common course” (one taught by other instructors in an applicable 
semester) the faculty member is required to coordinate assessment activities to ensure the same 
measures are used and that resulting data are disaggregated by course type and instructional 
platform.  When working to address assessment of student learning outcomes and there is doubt 
about any facet of the process, Faculty are encouraged to ask for help from the program director, 
supervising dean or from the applicable Divisional Assessment Coach.  


Following Curriculum Committee approval of the course, faculty teaching the course will identify 
appropriate assessment measures for the Course Learning Outcomes (CLOs). The assessment 
measure(s) and evaluation of the results will be the same for all faculty teaching the class. Examples 
might include a common final exam with embedded questions, an essay graded with a departmental 
rubric, or a national exam. 


The faculty members will meet to create one master syllabus for the course. CLOs will be aligned with 
program learner outcomes (PLOs), Arkansas Course Transfer System (ACTS) outcomes, and college 
wide student learner outcomes (CWSLOs). The master syllabus will also include the identified 
common assessment measure as well as the course description as it appears in the catalog. The 
completed master syllabus will be reviewed by the appropriate academic dean and turned into the 
office of the Vice President of Academic Affairs. The common elements of the course syllabus must 
match the master syllabus. 


Syllabus  
APM 3.06 


Each instructor is responsible for preparing and periodically revising the syllabus for each course the 
instructor is assigned to teach. The instructor will be responsible for providing copies of his or her 
syllabi to the Vice President for Academic Affairs and to each student enrolled in the course within 
the first week of class. Electronic copies are appropriate. 


The Master Syllabus is used as a foundation for the course syllabus. The Master Syllabus is a general 
document that applies to all sections of a course.  Full-time instructors will be instructed by  
supervising Dean to use this Master Syllabus for the courses assigned. Master Syllabi for each course 
are located on the U: drive. Notify the program director or supervising Dean if unable to locate the 
Master Syllabus for a course. Master Syllabi will be periodically updated as student learning outcomes 
that are used to assess the course, course content or assessment measures change. 
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Each instructor is required to prepare a Course Syllabus for each section of each course they teach 
each semester. It contains all the content of the Master syllabus as well as additional information for 
a specific section of an applicable course. This syllabus must be posted on Blackboard prior to the 
first session of an applicable course for an applicable semester. It is also helpful to post a course 
outline to aid students in planning. 


A template for the Course Syllabus can be found on the U: drive 


Book Adoptions  
Faculty/adjunct faculty members are required to use appropriate learning materials, including 
textbooks or Open Educational Resources (OER) for any courses assigned. If teaching a common 
course that other faculty teach, the choice of textbook and any applicable instructional materials may 
have already been made and are listed on the Master Syllabus. All sections of the course shall use the 
same textbook.  


According to state law, the textbook for each class must be published prior to the start of each 
semester. Textbooks are published on the Book Store website: https://bookstore.southark.edu/ . 
Textbooks indicated as required must be used in the teaching of the course.  


Textbooks are chosen in consultation with Program Directors and deans at the beginning of each 
semester for use the following semester. Considerations for choice of textbooks and learning 
materials are: matching the objectives and outcomes of the course, whether the material is current, 
the ancillary materials to enrich the course are available, and minimizing the cost to the students.  


The forms for textbook selection will come from the supervising Dean's office. As applicable, all faculty 
are expected to complete textbook and any applicable forms for ordering of supplemental 
instructional supplies by no later than established deadlines communicated to all faculty by the 
applicable supervising dean. Changes made to textbook adoptions after the applicable deadline 
must be made through the supervising Dean’s office. 


Student Advising and Office Hours  
Each instructor has a responsibility to help students to be successful in class and to develop realistic 
educational goals. In keeping with this responsibility, adjunct faculty should be available for each class 
assigned. It is suggested that the instructor be available before and after class and as needed by 
appointment. Inform students of your available times and contact information. 


Full-time instructors are expected to post and keep office hours. Arts and Science office hour 
requirement for full-time faculty is ten hours per week. Health Science instructors calculate office 
hours as .66 for each credit hour taught. Career and Technical instructors are expected to include 
office hours during the required 25 contact hours each week. Remember to verify with the applicable 
supervising dean the office hour expectation. 


In case an instructor is away from his or her office during office hours, leave a note on the office door 
indicating how to be reached by students.  For any Secondary Technical Center instructors, and 
instructors being paid for additional duties, check with your supervising Dean to clarify the minimum 
additional office hours required.  


Students are assigned to an advisor that helps students with defining educational goals as well as 
helping to mitigate barriers to reaching these goals. SouthArk engages a Guided Pathways to Success 
(GPS) program to help focus students toward chosen degree milestones and ultimate completion of 



https://bookstore.southark.edu/
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certificates and degrees. You may access GPS forms for various certificates and degrees by going to 
www.southark.edu and clicking on the Academics tab at the top. Being familiar with the GPS will assist 
in understanding how courses fit into the overall academic plan for each student. Even though 
students may utilize an assigned Advising Coach and/or an assigned faculty advisor, all faculty are 
expected to act as advisors to the students during registrations, particularly in matters unique to a 
professional field.   


Developing a relationship with students is a high priority for instructors. Helping students as soon as 
a problem with course materials arises will help with student retention. Being aware of student’s 
barriers to learning can help the faculty member to be a more affective teacher. 


Students with problems and needs that require additional support may be referred to Student 
Support Services https://www.southark.edu/student-services/assistance/student-support-services 


Service to College, Community,  
Recruitment and Retention of Students  


Institutional Service is an important part of full-time faculty duties at SouthArk. Faculty are expected 
to serve on at least one college committee each academic year. SouthArk believes in self-governance 
and the input from all faculty is critical to that process. The Shared Governance Structure is defined 
in APM 1.10.  Regular attendance is expected at committee meetings, unless you are excused because 
of other college business. With the assistance of Division Deans, the nominating committee 
recommends faculty to various committees for 3 to 4 year terms. To find out what issues are being 
discussed and what policies are being changed, the minutes of the SouthArk Committees involved in 
shared-governance are available on the website. 


Meeting Minutes: http://www.southark.edu/operations2/meeting-minutes 


Faculty should be supportive of the college’s major events and student activities with their 
attendance. Likewise, involvement in community events or some area of service to community is 
expected. This can be negotiated with the Dean as a part of the evaluation process.  


Convocation, Graduation Ceremonies, and Other Required Events 


Faculty are expected to attend Convocation at the beginning of each semester. An evening session 
for Adjunct Faculty is also held during Convocation. 


Full-time faculty are expected to be present at graduation ceremonies at least once per year.  


Attendance at certain other events critical to professional development, the life of the college, 
division meetings, department meetings, etc. may be required.  


Recruitment of Students  


Even though SouthArk employs a full-time recruiter, recruiting is a responsibility of every SouthArk 
employee. During the year there will be numerous festivals, career fairs, and other events at which 
SouthArk has a recruiting presence. Contact the SouthArk Recruiter to receive more information. An 
enthusiast instructor is always the best recruiter for his/her own program. SouthArk employees are 
encouraged to serve as guest speakers at local schools, civic clubs and professional organizations. 
These often turn into opportunities to recruit potential students for the college. Unplanned recruiting 
opportunities for the college often pop up at stores, restaurants, and various events as people are 
encountered who want to upgrade their skills. Speak positively about the college and try to acquire 
some basic knowledge of the various programs at SouthArk be a recruiter in these situations.   



http://www.southark.edu/

https://www.southark.edu/student-services/assistance/student-support-services

http://www.southark.edu/operations-2/meeting-minutes

http://www.southark.edu/operations-2/meeting-minutes

http://www.southark.edu/student-services/recruitment-and-activities
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Retention of Students 


Faculty/Adjunct faculty should understand the importance of their role in student retention. 
Enthusiasm, knowledge, classroom practices, and professionalism all are factors in this important 
aspect of SouthArk’s mission as a community college. Being familiar with resources available to 
students to support their academic efforts is essential.  


South Arkansas Community College has developed a mentoring program for first-time, full-time 
degree-seeking students as well as students currently on academic probation. SouthArk is dedicated 
to engaging with these students to provide guidance and encouragement to help them learn, grow, 
and graduate.  Eligible students who choose to participate will be identified by Enrollment Services 
and matched with a mentor.  Our mentors are trained, willing, and dedicated to teaching, inspiring, 
motivating and empowering our students.  SouthArk students, "This is Your Time." 


Advisory Committees for Programs  


Every program offering an AAS, TC or CP should have a program advisory committee for the program. 
Normally a program director with recommendations from faculty members will take the lead in 
inviting experts from local industry and other partners to serve on the committee. Adjunct Faculty by 
nature of their dual role of being in industry and adjunct teaching may be asked to serve on an 
Advisory Committee. Faculty members may also be asked to participate.  


Committees range in size from about 6 to 20 members depending of nature of the local businesses 
involved. These committees should meet at least once per year and some meet as many as four times 
per year. Once per semester is recommended as general rule.  


The committee should designate a chairperson from among its members. In many cases, faculty 
members may need to recruit someone to run for this post. It is best if the committee is "Industry 
driven" with the chair taking an active role in setting the agenda, in addition to presiding over 
meetings.    


Curriculum changes, major upgrades in equipment or other large expenditures, student 
achievements, and assessment findings should be reviewed by the Advisory Committee. Generally 
the instructor, dean and a senior level administrator are present at these meeting to interact with 
industry and get their recommendations 


  



http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-three/3-10-program-advisory-committees
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PART 3: POLICIES AND PROCEDURES TO KNOW 
The policies and procedures below are items that faculty/adjunct faculty should know and should 
share with students in each syllabus and discussed during the first class meeting as appropriate. 
Faculty is encouraged to read through the College Catalog and Student Handbook as well as the 
Administrative Procedures Manual (APM) for a full description of policies and procedures. 


Delivery of Emergency Messages to Students and Faculty  
 Safety apps for smart phones can be obtained here: Download the Alertus Mobile App for smart 


phones from iTunes App Store or Google Play Store . Use “southark” as the confirmation code. 
Then insert the email address you would like to use. 


 Alertus Desktop Panic Button can be installed and updated on office computers. Please contact 
the IT department at extension 154 for additional information. 


 Regularly update emergency contact information with Human Resources and the supervising 
Dean’s office. 


 SouthArk has video surveillance and security lighting throughout the campuses.  
 Please remain vigilant as we work together to maintain safe SouthArk campuses.  


Division Dean, student advisor/coach, or Enrollment Services should be contacted in case of an 
external, non-campus emergency involving a student. Classes may not be disturbed except in cases 
of extreme emergencies.  


Timely Warning Notice & Campus-wide Emergency Communications   
APM 5.21 


In case of emergency, the college will use campus email, the college website, the emergency calling 
system, and/or the Alertus communications system, as appropriate, to communicate serious crimes, 
violations, and other situations on campus that have an impact or potential impact on the safety and 
wellbeing of the campus community. 


Emergency Response, Notification, and Testing Policy  
SouthArk has distributed to every employee and every classroom on campus a copy of the South 
Arkansas Community College Quick Guides Emergency Handbook, which details appropriate 
responses in the event of campus emergencies. The college will conduct drills once annually to test 
the plan.  Once an emergency situation has been identified, the ranking college administrator, upon 
consultation with the appropriate personnel and in concert with any applicable city, county, state, or 
federal entities, select and direct a situation-appropriate response. Depending upon the nature of the 
emergency, the college may suspend or dismiss classes; evacuate one or more buildings; direct 
students, faculty, and staff to take shelter; or close one or both of the campuses.  


Fire on Campus  
A fire on campus could destroy property and endanger lives. Faculty/Students who discover a fire 
should:  


 Sound the alarm or call 911 immediately  
 Inform others of potential danger  
 Leave the building immediately and direct the fire department to the fire  
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 Never enter a burning building  


Evacuation plans are posted in all campus buildings.  


On-Campus Security Phones  
 Red security phones are located on the West campus in the hallways of the Whitfield classroom 


building, the Computer Technology Building, the El Dorado Conference and Student Center, the 
library (one in the gallery and one at the front desk); and on the east campus in the atrium of the 
Center for Workforce Development and in the student lobby of the McGehee Building. When the 
receiver is picked up, a call is automatically routed to a cell phone carried by the on-duty security 
officer, allowing immediate contact with security.  


 “Blue-light” emergency phones have been installed in the following parking lots: West Campus 
Main (between the Library and Computer Technology building), Health Sciences building, and 
Conference and Student Center, as well as the East Campus Main parking lot between the 
McGehee Classroom Building and the Workforce Development Building.  


Potential Life-Threatening Accident or Illness 
APM 2.06a 


Call in the following order: 


1. 911 and ask for an ambulance. 
2. Campus Security at Ext. 125, at 866-9209 (cell phone), or if on the West Campus by picking up the 


red emergency phones located around the campus. 
3. Dean of Health and Natural Sciences at Ext. 102 or Ext. 424 (If on the West Campus). 
4. Vice President for Academic Affairs at Ext. 155 or if on the East Campus call the Dean of Workforce 


and Continuing Education at Ext. 410. 


A written Accident/Illness Report Form should be filed with Campus Security by a College employee 
(or student) who witnesses or is called to an accident or an illness situation. 


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


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


 Plagiarism is the copying of any published work such as books, magazines, audiovisual programs, 
electronic media, and films or copying the theme or manuscript of another student. It is plagiarism 
when one uses direct quotations without proper credit or when one uses the ideas of another 
without giving proper credit. When three or more consecutive words are borrowed, the 
borrowing should be recognized by the use of quotation marks and proper parenthetical and 
bibliographic notations.  If, upon investigation, the instructor determines that the student is guilty 
of cheating or plagiarism, the following penalties will apply:   


 The student will receive a penalty of no less than a zero on the work in question.  
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 The instructor will submit a Student Academic Misconduct Form, written report of the incident, 
to the appropriate dean.  


 The dean will submit form to Vice President of Academic Affairs to determine disciplinary action.  
 The Vice President of Academic Affairs will determine whether further disciplinary action will be 


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


https://www.southark.edu/catalogs/2019-2020/2019-2020_South-Ark_Catalog.pdf 


Americans with Disabilities Act (ADA) Information  
Any student request for special accommodations should be directed to Counseling & Disability 
Services. The Counselor will notify faculty of required accommodations. It is important that faculty go 
through this process so that the students’ needs are properly assessed and documented. Making 
accommodation without going through this process, leaves faculty vulnerable to students without 
the same needs requesting the accommodation. This link may be helpful:  


http://www.southark.edu/student-services/student-success-services/disability-support-services   


SouthArk Does Not Tolerate Gender Discrimination.  
Employees are expected to report all incidents of sex/gender based misconduct that are suspected 
or reported to them. The Title IX webpage provides information on gender discrimination, how to 
report it, and a link to a report form. Please make sure students are aware of this. For more 
Information:  https://www.southark.edu/student-services/personal/title-ix 


Medical Marijuana 
APM 2.48 


I. This procedure is pursuant to the Arkansas Medical Marijuana Amendment of 2016   (Section 
23 Arkansas Constitution Amendment 98). 


II. South Arkansas Community College is a Drug Free-Work Place. 
III. Prohibition of Medical Marijuana on South Arkansas Community College 


a. Faculty, Staff, and Visitors are prohibited from possessing or using Medical Marijuana on 
Campus, in vehicles owned or leased, at both official and unofficial events sponsored by 
South Arkansas Community College. 


b.  Faculty, Staff, and Visitors may not possess or use Medical Marijuana at facilities operated 
by South Arkansas Community College. 


c. Medical Marijuana may not be used or possessed by any Faculty, Staff, or Visitor on or in 
any South Arkansas Community College owned or leased housing. 


d. Faculty, Staff, and Visitors are prohibited from being under the influence of Medical 
Marijuana at any of the location listed in III a. through III c. 


IV. “Marijuana paraphernalia” is prohibited in the same locations as indicated by III a. through III 
c. 


V. Faculty, or Staff who are required to take a drug screen due to reasonable suspicion or post-
accident situations and come back positive for Marijuana (THC) or any derivative of THC may 
be disciplined up to and including termination. 



https://www.southark.edu/catalogs/2019-2020/2019-2020_South-Ark_Catalog.pdf

http://www.southark.edu/student-services/student-success-services/disability-support-services%20/

http://www.southark.edu/student-services/student-success-services/disability-support-services%20/

http://www.southark.edu/student-services/title-ix%20/

https://www.southark.edu/student-services/personal/title-ix
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VI. Faculty, or Staff under the care of physician and using Medical Marijuana must have Written 
Certification and a Medical Marijuana Card issued by the Department of Health. The card and 
certification is valid for a maximum of one year. 


VII. Faculty and Staff in a “Safety Sensitive” position will not be allowed to work in that position 
while medicated by Medical Marijuana. The Faculty or Staff member may be required to take 
time off (leave) with or without pay. The Faculty or Staff member may be required to apply 
for and use FMLA while using Medical Marijuana. 


VIII. South Arkansas Community College will not accommodate for the ingestion of Medical 
Marijuana on Campus or any South Arkansas Community College sanctioned, related or 
approved event. 


IX. South Arkansas Community College reserves the right to require a Faculty or Staff member to 
participate in a Substance Abuse program and/or substance abuse counseling. 


NOTE: Marijuana, even used as a medication, is considered as an illegal substance under Federal Law. 


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


FERPA and the privacy of student records   
Instructors should share a student's grades information and other information from their records 
only with the student. Parents, friends, spouses and other outside parties must have a waiver signed 
by the student to access that information, even if the student is present in the room. Other 
departments with a legitimate need to know such as the Registrar or Financial Aid can be provided 
with student gradebook information. This would include the high school for students taking classes 
concurrently. When in doubt, ask the Divisonal Dean or check the link provided. APM 4.04 
https://www.southark.edu/images/apm/2019/apm-05-06a-2019.pdf 


Data Management, Use, and Protection 
Data, in their many forms, are one of the College’s most important assets. In every area, and at every 
level of the campus, members of the campus community (i.e., faculty, students, staff, and agents or 
affiliates of the College) are managing or using campus data. Sensitive data is a vital resource of which 
is made available to all employees who have a legitimate need for it, consistent with the College’s 
responsibility to preserve and protect such information by all appropriate means. The purpose of this 
policy is to highlight specific requirements that must be met by all who handle, use, store, or 
otherwise manage sensitive College data. APM 5.33b 
https://www.southark.edu/images/apm/2019/apm-05-06a-2019.pdf 


Medical Leave for Students  
For medical-related absences, documentation must include written notice from the treating medical 
professional documenting time needed off related to medical reasons and time student may resume 
classes. The medical reason does not need to be listed on the documentation; the documentation 
must include only that there is a medical reason, the amount of time the student needs to be absent, 
and the time the student should be able to return to classes. Students who elect to work at home 



http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-four/4-04-privacy-of-student-records%20/

https://www.southark.edu/images/apm/2019/apm-05-06a-2019.pdf

https://www.southark.edu/images/apm/2019/apm-05-06a-2019.pdf
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while on excused leave must meet with their instructors to make arrangements to do so. Working on 
coursework while on medical leave is not a requirement but can be requested by students. If students 
request that they be allowed to work at home while on an excused leave, the instructor will make 
every reasonable effort to ensure that the student is able to do so.  


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


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


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


3. Resume their studies where they left off once they return to classes.  
4. Be allowed to make up any missed work related to medical leave.  
5. Receive incompletes on their transcripts until coursework is completed, according to the 


incomplete grade contract.  
6. Be given a reasonable time frame in which to complete missed coursework.  


(Title IX regulations may apply to some medical situations. Please consult with the Title IX 
Coordinator.)  


SouthArk uses the following grades: 
 


Grade Interpretation Grade Point Value 
A Excellent 4 
B Good 3 
C Satisfactory 2 
D* Minimum Passing 1 
F Failing 0 
I Incomplete 0 
W Withdrawal 0 
AU Audit 0 
WE Administrative Withdrawal 0 
NC No Credit 0 


*Does not apply to basic studies courses. For information concerning basic studies requirements, see 
the “Basic Studies Requirements” section. 


An “I” (incomplete) grade may be requested by the student but will be given at the discretion of the 
instructor. The “I” must be removed within the time allotted by the instructor and by the end of the 
next long academic term, or the grade is changed to “F.” 


A “W” (withdrawal) grade indicates a student officially withdrew prior to the end of the scheduled 
drop period. 


An “AU” (audit) indicates the student audited the class. Auditing a course means that the student 
meets attendance requirements and participates in class activities but is not responsible for 
examinations and does not receive transcript/graduation credit. 


Grades of “W” and “AU” are not included in the computation of the grade point average. Grades in 
basic studies courses that begin with a “0” prefix will not be calculated in determining the grade point 
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average. Hours earned in these courses will be listed in the semester totals for each semester but will 
not be recorded or counted in the cumulative totals for hours earned at the college. 


A “WE” grade indicates a student was administratively withdrawn from class. A “WE” will be 
calculated as an “F.” The assignment of a “WE” grade is the prerogative of the instructor or 
administration. 


The grade of “NC” may be given by an instructor in a basic studies course if the instructor determines 
that the student needs more time to complete the course, but progress toward completing that 
course is being made. This grade is not computed in the cumulative grade point average, and it 
requires that the course be taken again. 


Student Advising Coaches & Faculty Advisors 
The Student Advising Coaches and Faculty Advisors are committed to striving for excellence in service 
to the learning community by preparing students for a life of continual learning, adaptability, and 
individual fulfillment. The primary purpose of the Student Advising Coaches is to assist students in the 
development of meaningful educational plans. Faculty Advisors interact with students at the program 
level to support progress along Guided Pathways. Students in all programs can seek academic advice 
by using advisor@southark.edu or Faculty Advisor.  
https://www.southark.edu/student-services/services/student-advising-coaches 


Academic Freedom 
APM 3.13 


Teachers are entitled to freedom in research and in the publication of the results, subject to the 
adequate performance of their other academic duties; but research for pecuniary return should be 
based upon an understanding with the authorities of the institution.  


Teachers are entitled to freedom in the classroom in discussing their subject, but they should be 
careful not to introduce into their teaching controversial matter which has no relation to their subject. 
Limitations of academic freedom because of religious or other aims of the institution should be clearly 
stated in writing at the time of the appointment.  


College and university teachers are citizens, members of a learned profession, and officers of an 
educational institution. When they speak or write as citizens, they should be free from institutional 
censorship or discipline, but their special position in the community imposes special obligations. As 
scholars and educational officers, they should remember that the public may judge their profession 
and their institution by their utterances. Hence they should at all times be accurate, should exercise 
appropriate restraint, should show respect for the opinions of others, and should make every effort 
to indicate that they are not speaking for the institution. 


Academic Rank for Faculty 
Faculty rank at South Arkansas Community College is to give credit for instructors’ hard work and 
commitment to the college. The ranks are strictly honorary and bring no increases in pay or in 
privileges.  


I. Qualifications for each rank:  
A. Instructor: During the first three years of full-time teaching at South Arkansas Community 


College the faculty member is given the title of “Instructor.” Part-time faculty will also be given 
the title of “Instructor.”  



mailto:advisor@southark.edu

https://www.southark.edu/student-services/services/student-advising-coaches
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B. Assistant Professor: After the third year of full-time teaching and satisfactory (or better) 
performance evaluations the faculty member may request the title of “Assistant Professor.”  


C. Associate Professor: After the seventh year of full-time teaching and satisfactory (or better) 
performance evaluations the faculty member may request the title of “Associate Professor.”  


D. Professor: After the eleventh year of full-time teaching and satisfactory (or better) 
performance evaluations the faculty member may request the title of “Professor.”  
A rank above the title of Instructor applies only to full-time members of the faculty  


II. Progression in Rank:  


A. No credit towards these ranks will be awarded for a year (or years) in which unsatisfactory 
performance evaluations were received.  


B. Only years of full-time teaching at South Arkansas Community College, not previous 
experience at other colleges, will count towards advancement in rank. A semester in which a 
faculty member has a temporary reduction in teaching load (such as for release time, when a 
course does not make, or when some alternative duty is assigned) will be counted as full-time 
teaching.  


C. After the end of the third year of full-time teaching, faculty with a Master’s Degree will be 
credited with one extra year of teaching towards the next rank.  


D. After the end of the third year of full-time teaching, faculty with a Doctorate will be credited 
with three extra years of teaching towards the next rank.  


E. The faculty member will make application for advancement in rank to his/her faculty 
member’s Dean who, if the faculty member has met the above requirements, will forward the 
request for approval by the Vice President for Academic Affairs.  


III. Other provisions:  


A. The rank system is completely voluntary; those not wishing to participate simply do not apply 
for the next rank. 


B. The Faculty Academic Rank Policy will not confer any additional rights, privileges, or salary, 
and will not establish or have any link to guaranteed employment rights (tenure.) 


High School Students  
SouthArk is excited to work with area high schools to help promote college and career readiness. As 
a result, there are programs and resources available that SouthArk has developed for high school 
students. These programs and resources include the following: 


Early College Start 


Early College Start is an opportunity for high school students to take college level classes while still in 
high school. Please click here for more information on the Early College Start program. 


Arkansas College and Career Coach Program 


South Arkansas Community college has participated in the Arkansas College and Career Coach 
Program (formally known as Arkansas Works) through the Arkansas Department of Career Education 
dating back to 2010 with career coaches stationed in school districts in Bradley and Chicot counties.  In 
2018, SouthArk was able to expand it's reach into Union County. Currently SouthArk serves 5 school 
districts throughout three counties (El Dorado, Strong-Huttig, Warren, Lakeside, and Dermott) 
through the career coach program. The program organizes by grade-appropriate activities a series of 
college readiness strategies starting in the 7th grade to move students systematically toward college 



https://www.southark.edu/college-credit-in-high-school

https://www.southark.edu/college-credit-in-high-school

https://ehscollegeandcareer.weebly.com/
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enrollment and completion, leading eventually to a fulfilling career.  The career coaches function as 
advisors to guide, support, and encourage students in the various activities and strategies employed 
in the program.  


Bridge to College Algebra 


Bridge to College Algebra is a grant-funded, four-week program sponsored by El Dorado Public 
Schools, South Arkansas Community College, and the El Dorado Education Foundation. The program 
is an activity-rich course that provides students with an authentic hands-on experience in higher-level 
mathematics. Services and activities provided by the program are at NO COST to participants. Benefits 
include academic field trips, one semester of credit recovery for Algebra II from El Dorado High School 
(if needed), a TI-84 graphing calculator, preparation for students’ required fourth-year math course, 
and an opportunity to enroll in College Algebra concurrently the next school year. 


Secondary Technical Center 


SouthArk partners with secondary school districts through a consortium that allows Union County 
high school students to pursue a program of technical skills studies on the SouthArk campus. For more 
information on the Secondary Technical Center, click here. 


Upward Bound 


Partnering with the El Dorado school district, SouthArk participates in the Federal TRiO program via 
Upward Bound. This is a pre-college program designed to help at-risk students who demonstrate an 
academic potential for higher education, prepare for education beyond high school. 
  



https://www.southark.edu/academics/career-and-technical-education/secondary-technical-center-for-high-school-students
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PART 4: TEACHING DO’S AND DON’TS 
This list may be helpful to the first-time instructor. Being either a student or an instructor can be 
rewarding as well as frustrating at times. The following Do's and Don'ts are related to the most 
frequent complaints logged by students:  


Do  
 Prepare for each class carefully.  
 Grade and return student assignments promptly.  
 Encourage student participation in discussions.  
 Clarify for students which topics and facts are important.  
 Maintain a professional demeanor with students.  
 Treat students with courtesy and respect.  
 Be enthusiastic and sincere about the subject you are teaching.  
 Answer questions asked by students.  
 Be available to help students, before or after class.  
 Be clear about grading, schedule, and course requirements.  
 Use a variety of teaching methods.   
 Start class sessions on time and teach the number of minutes listed for each class.   


Don’t 


 Cut classes short. Your dean, the Information Desk, your Program Director, and your students 
should know where class is meeting or if it is not meeting due to illness, classroom change, or 
outside project.  


 Use the classroom as a captive audience to discuss your personal life.  
 Berate or demean students, faculty, or staff.  
 Use inappropriate language or relate jokes that offend any race, religion, or either sex.  
 Give pop tests or extra assignments as a form of punishment.  
 Change meeting times or rooms without discussing changes with the appropriate Dean or 


Program Director.  
 Become overly familiar with students.  
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PART 5:  USING BLACKBOARD --EVEN FOR FACE TO FACE CLASSES 


IT Assistance: (870) 864-7120 or go to MyCampus and enter an IT Work Order 


All instructors are expected to use Blackboard as a Learning Management System (LMS). For classes 
that meet in the classroom, course syllabi and grades are minimum items expected to be posted on 
Blackboard for each class. Instructors in traditional classes may earn additional points on the Annual 
Faculty Evaluation by adding two or more additional items such as course outline, handouts, etc. 


APM 3.18. 


http://www.southark.edu/images/distance-
learning/2019/Distance_Learning_Policies_Procedures_Manual_final%202019-03-11.pdf 


Faculty should familiarize themselves with the Distance Learning Policies and Procedures that may be 
found at the link posted above. Contact Distance Learning for assistance and training regarding how 
to utilize BlackBoard and its resources. 


 Best Practices Online and Blended or Hybrid Instructors Department of Distance Learning  
 Post your Course Syllabus  
 Make your Course Available on or before the first day of each semester  
 Using the Grade Center  
 Building Content with Blackboard  
 Creating Announcements for Your Students  
 The Email Feature for Communicating with Students  
 Additional Information for Those Teaching Online or Hybrid Courses  
 Best Practices Online and Blended or Hybrid Instructors  


An Online Rubric to Measure Quality  
http://www.blackboard.com/resources/getdocs/7deaf501-4674-41b9-b2f2- 


554441ba099b_bbexemplarycourserubric_nov12final.pdf  


Faculty Resources for Blackboard and Distance Learning 
https://www.southark.edu/academics/distance-learning/faculty-resources 


Contact Distance Learning if you need to have training for BlackBoard. 


For assistance with computers/Blackboard after 5:30 pm 


Place an IT work order through MyCampus. 
  



http://www.southark.edu/images/distance-learning/2019/Distance_Learning_Policies_Procedures_Manual_final%202019-03-11.pdf

http://www.southark.edu/images/distance-learning/2019/Distance_Learning_Policies_Procedures_Manual_final%202019-03-11.pdf

http://www.blackboard.com/resources/getdocs/7deaf501-4674-41b9-b2f2-554441ba099b_bbexemplarycourserubric_nov12final.pdf%20/

http://www.blackboard.com/resources/getdocs/7deaf501-4674-41b9-b2f2-554441ba099b_bbexemplarycourserubric_nov12final.pdf%20/

http://www.blackboard.com/resources/getdocs/7deaf501-4674-41b9-b2f2-554441ba099b_bbexemplarycourserubric_nov12final.pdf%20/

https://www.southark.edu/academics/distance-learning/faculty-resources
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PART 6: FACULTY EVALUATION 
This link will take you to the most current faculty evaluation plan:  
http://www.southark.edu/images/apm/annual-faculty-evaluation-fillable.pdf 


All faculty are evaluated annually. 


PART 7: INSTRUCTIONAL RESOURCES 


Copy Machines  
There is a copy machine in each of the buildings that can be used by faculty.  In order to use the copy 
machines, new instructors must obtain a code number from their Dean. Problems encountered while 
using the machines should be reported to the Administrative Assistant or the Dean for your division 
or on the campus where the copier is located. On West Campus copy machines are located in Room 
113 (inside Room 116) of the Ben Whitfield Classroom Building, on each floor of the Thomas 
Administration Building, in the Workroom located on the first floor of the (TEC) Computer Technology, 
and in Room 290 of the Health Science Center. On the East Campus, in Room 115 of the Billy McGehee 
Building. 


Classrooms/Labs  
Classrooms and labs should be left in an orderly manner. All equipment and supplies should be 
returned to their proper location. Waste should be disposed of in proper receptacles.  Computers and 
projectors have remote controls that belong to them.  Do not remove them from their rooms. Do not 
change their plugs; call IT for assistance with any equipment associated with the computer or 
projector. REMEMBER TO TURN OFF PROJECTOR PRIOR TO LEAVING THE CLASSROOM. 


Classroom Assignments and Changes  
Classrooms are assigned when the class schedule is developed. If problems arise with assigned rooms 
(e.g., not enough chairs), changes may be requested through the Administrative Assistant for each 
division. Do not change rooms until such change is official and rooms are properly posted.  


Key Policy  
Requests for keys must be submitted to the appropriate dean who completes the authorization form.   


1. All Keys will be issued by the Finance and Administration office and will be signed for at the time 
of issue. All full-time employees will be issued a key to his or her office, the building in which the 
office is located, the lab in which the employee teaches, and the building in which the lab is 
located.  


2. Keys may be assigned to part-time employees who teach in labs or other space that is normally 
locked.  


3. Keys, other than master keys, required to perform one’s duties may be requested from the 
appropriate Dean.  


4. All keys issued to any faculty or staff member must be turned in to the Finance and Administration 
office should employment cease with South Arkansas Community College. A final paycheck will 
not be released until this matter is handled.  


5. Lost keys should be reported to the Program Director, Dean, and Finance and Administration 
office immediately.  



http://www.southark.edu/images/apm/annual-faculty-evaluation-fillable.pdf
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6. Master keys may be assigned to the President, Vice-Presidents, Dean of Career and Technical 
Education, Director of the Physical Plant, Arboretum, Security Officers, and Associate Vice 
President for Administration (CIO).  All other requests for master keys will be considered at the 
President’s Executive Council.  


7. Duplication of campus keys is prohibited. Employees duplicating keys may be subject to dismissal.  


Library  
The SouthArk Library, located on the west end of Heritage Plaza, serves the faculty, staff, and students 
of South Arkansas Community College as well as residents of El Dorado and the surrounding 
community. With thousands of books, ebooks, a wide range of databases, reference resources, and 
online learning tools, the SouthArk Library maintains a compelling range of offerings to help your 
students succeed. Library staff are available for consultation and assistance, particularly with writing 
assignments, online citation and reference management, and research. Individual half-hour research 
appointments can be scheduled with the Library Director, giving students the opportunity to receive 
individualized bibliographic instruction and research assistance. Library staff also provide 
bibliographic instruction to SouthArk Success classes and any other class or group as requested by 
faculty members. Faculty enrichment is important as well, and the library’s welcoming environment 
complete with computer areas, quiet study rooms, and relaxing places to read will make the library a 
central element of the SouthArk experience. The library’s online resources and catalog can be located 
at www.southark.libguides.com, Library staff may be reached at librarystaff@southark.edu or (870) 
864-7115. Current operating hours and information 
http://southark.libguides.com/homepage/library. 


 


Audio/Visual Equipment  
Most classrooms have a projector connected to a computer.  The classroom computers are on the 
college’s network and the internet.  Some classroom computers come with the Smart Ink program 
installed. Submit a Technology Workorder through MyCampus for assistance with office or classroom 
technology.  Do not unplug or rearrange plugins, do not remove projector remotes or PowerPoint 
remotes.    


The Testing and Learning Center  
SouthArk Testing Center is located in room 225 at the Conference Center. Personnel will administer 
and proctor exams/make-up exams upon an instructor’s request. Testing Center may be contacted at 
(870) 864-7196. 


The Learning Center (TLC) is located on the first floor of the Administration building in room 108. TLC 
provides a nurturing, student-oriented learning environment for all SouthArk students. Staffed by 
professional tutors, the Center offers free tutoring in math, writing, the sciences, and business, 
assistance with most campus computer programs, and online tutoring for distance learning students. 
Additionally, TLC can be reserved for class use of computers on a first-come, first-served basis. Please 
contact TLC Director at Ext. 197 for scheduling information. TLC is open six days a week while fall and 
spring semesters are in session. Holiday and summer hours vary. For more information, contact The 
Learning Center at (870) 864-7295 or go to: 


 https://www.southark.edu/student-services/resources/testing-center 



http://www.southark.libguides.com/%20/

http://www.southark.libguides.com/%20/

http://southark.libguides.com/homepage/library

https://www.southark.edu/student-services/resources/testing-center





South Arkansas Community College   Faculty Handbook  


Created: Nov. 16, 2016 Date of revision: July 2020 Next review of document: July 2021 
Department or person responsible for managing and maintaining the document: Chair of Faculty Affairs Committee        Page | 32 


Bookstore  
The bookstore is located on the first floor of the SouthArk Student Center (SSC112) and is the official 
source for all required textbooks, student supplies, and teaching supplies not available in the 
classroom. Bookstore hours: Monday-Thursday 8:00 a.m.-5:30 p.m., Friday 8:00 a.m.-12 noon. 
Teachers shall work with the deans to obtain instructor copies of texts and other supplies. 
https://bookstore.southark.edu/ 


Instructional Supplies  
Faculty may acquire classroom/teaching supplies and charge them to the appropriate budget with 
permission of program directors or supervising dean. Adjunct faculty should consult with the 
supervising dean or program director. Grade books, supplies, and materials are available in the 
SouthArk Bookstore’s supply room. On the West Campus, the supply room is located in the SouthArk 
Student Center 112. Items should be requested Monday through Friday 8:00 a.m. - 5:00 p.m. For 
assistance with lab supplies, please contact the appropriate dean.  


Field Trips  
Faculty who want to host a field trip with a student group must receive prior approval (minimally no 
later than one week prior to the trip) from the applicable division dean and in doing so will be required 
to submit all required forms for consideration.  If the activity is approved and the length-of-time away 
from campus affects student’s attendance in another course/s, the faculty member will be required 
to provide all divisional deans with a complete listing of affected students to ensure that other faculty 
have been alerted to the school sponsored absence/s of the students.   


Lost and Found  
Items left on college property that appear to have been lost or misplaced by the owner should be 
turned in to a security officer or at the switchboard on either campus. Lost and found items are 
located in the Bookstore. A list of these items will be posted on the bulletin board each month.  


Mailboxes  
All faculty/adjunct faculty are assigned a mailbox for interoffice and postal services deliveries. Please 
contact your supervising Dean for the location of the mailbox. Class rosters, grade rosters, notices of 
meetings, telephone messages, and other vital communications are distributed through the campus 
mail. Please check for mail every time you are on campus.  


Textbooks  
Faculty/Adjunct Faculty members are expected to use the textbook selected by their program director 
or full-time counterpart if one exists for a course being taught by the adjunct. If a textbook has not 
been selected by a full-time faculty member, the adjunct instructor and program director or the 
Supervising Dean will do so.   


Campus Security  
Campus Security: (870) 864-7125 



https://bookstore.southark.edu/
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If there is an immediate danger of physical harm/violence call the number above. Use the name “Dr. 
Armstrong” to avoid alerting the potential perpetrator to increased anger. 


Students and faculty may contact security for an escort to vehicles. 


SouthArk has video surveillance and lighting throughout the campuses.  


Please remain vigilant to maintain a safe SouthArk campus.  


Policy Statement- Clery Act  
SouthArk will comply with the Clery Act, Title IX, and the Violence against Women Act by maintaining 
a daily crime log, reporting criminal statistics as well as security policies and procedures in an annual 
campus safety and security report, and enforcing the requirements of the Clery Act, Title IX, and the 
Violence Against Women Act. When sexual/gender based misconduct occurs, SouthArk will 
investigate, stop, prevent, and provide remediation as necessary to all parties involved and/or the 
college community-at-large. 


 For the safety of employees and students, the college provides uniformed campus security officers 
during all hours that the college is in operation. Individuals who are concerned about their immediate 
safety should call 911.   


Otherwise, they should contact campus security by phone at (870) 864-7125, via a red security phone 
in select campus buildings, via a “blue-light” emergency phone in campus parking lots (see below), by 
dialing 999 from a campus phone, or by going to the security office (CB125W) near the atrium of the 
Whitfield Building. Students are required to report all incidents of campus accidents or crime to 
Campus Security.  
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APPENDIX A - LINKS TO IMPORTANT DOCUMENTS 
http://www.southark.edu/images/apm/2019/docs/academic-assesment-manual-04012019-
approved-version-may-2019.pdf 


Academic Assessment Manual 


 


https://www.southark.edu/images/apm/2019/apm-05-06a-2019.pdf 


Administrative Procedures Manual 


 


http://www.southark.edu/images/apm/annual-faculty-evaluation-fillable.pdf 


Annual Faculty Evaluation Plan 


 


https://www.southark.edu/admissions/resources/course-catalog 


College Catalog 


 


https://www.southark.edu/images/distance-learning/Instructor_Best_Practices.pdf 


Distance Learning Best Practices 


 


http://www.southark.edu/images/distance-
learning/2019/Distance_Learning_Policies_Procedures_Manual_final%202019-03-11.pdf 


Distance Learning Policies and Procedures 


 


https://www.southark.edu/student-services/services/high-school-students 


High School Students Concurrent Classes 


 


https://www.southark.edu/student-services/resources/mentor 


SouthArk Mentoring Program (Student Support Services) 


 


https://www.southark.edu/images/student-handbook/southark-student-handbook.pdf 


Student Handbook 


 
  



http://www.southark.edu/images/apm/2019/docs/academic-assesment-manual-04012019-approved-version-may-2019.pdf

http://www.southark.edu/images/apm/2019/docs/academic-assesment-manual-04012019-approved-version-may-2019.pdf

https://www.southark.edu/images/apm/2019/apm-05-06a-2019.pdf

http://www.southark.edu/images/apm/annual-faculty-evaluation-fillable.pdf

https://www.southark.edu/admissions/resources/course-catalog

https://www.southark.edu/images/distance-learning/Instructor_Best_Practices.pdf

http://www.southark.edu/images/distance-learning/2019/Distance_Learning_Policies_Procedures_Manual_final%202019-03-11.pdf

http://www.southark.edu/images/distance-learning/2019/Distance_Learning_Policies_Procedures_Manual_final%202019-03-11.pdf

https://www.southark.edu/student-services/services/high-school-students

https://www.southark.edu/student-services/resources/mentor

https://www.southark.edu/images/student-handbook/southark-student-handbook.pdf
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APPENDIX B LIST OF TERMS AND ABBREVIATIONS 
AA   Associate of Arts degree 


AAS   Associate of Applied Science degree 


ADA   Americans with Disabilities Act 


ADE   Arkansas Department of Education 


ADHE   Arkansas Division of Higher Education https://www.adhe.edu/ 


ADM   Administration Building (West Campus) 


AMTC   Advanced Manufacturing Training Center 


AP   Advanced Placement 


APM   Administrative Procedures Manual 


ARS   Association of Radiography Students 


AS   Associate of Science degree  


AS   Division of Arts and Science 


AWE   Adult Workforce Education 


BA   Bachelor of Arts degree 


BB   Blackboard (College LMS) 


BOSS   Brotherhood of Scholarship and Service 


BS   Bachelor of Science Degree 


BSTD   Basic Studies 


CBE   Credit by Exam 


CCE   Division of Corporate and Community Education 


CJC   Criminal Justice Club (Student Organization) 


CLEP   College Level Examination Program 


CM1   Campus Ministries One (Student Organization) 


Coreq   Corequisite 


CRN   Course Reference Number 


CSC   Competitive Shooting Club (Student Organization) 


CP   Certificate of Proficiency 


CPI   Career Pathways Initiative 


CTE   Division of Career and Technical Education 


DSS   Disability Support Services 


ECC/CSC   El Dorado Conference Center/Student Center (2nd floor) 


ELL   English Language Learner 
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FASFA   Free Application for Federal Student Aid 


FERPA   Family Educational Rights and Privacy Act 


FOIPOP   Freedom of Information and protection of Privacy Act 


FYE   First Year Experience 


GED   General Education Development 


GPA   Grade Point Average 


GPS   Guided Pathways to Success 


GYM   SouthArk Gymnasium (West Campus) 


HLC   Higher Learning Commission (College Accreditation) 


HR   Human Resources 


HS   Division of Health Science 


HSC   Health Sciences Center (West Campus) 


HOSP   Warren Campus – various buildings 


HTML   HyperText Markup Language 


I   Incomplete Grade 


ID   Identification Card 


IND   Industrial Technology Bldg (East Campus) 


LAB   Laboratory  


LIB   SouthArk Library (West Campus) 


LMS   Learning Management System 


MCG   McGehee Classroom Building (East Campus) 


MTWR   Monday, Tuesday, Wednesday, Thursday 


NSLS   National Society of Leadership and Success (Student Organization) 


OTA   Omega Theta Alpha (Student Organization) 


Prereq   Prerequisite 


PAF   Personal Action Form 


PD   Professional Development 


PBL   Phi Beta Lambda (Student Organization) 


PLA   Prior Learning Assessment 


PTA   Pi Theta Alpha (Student Organization) 


PTK   Phi Theta Kappa Honor Society 


QM   Quality Matters 


SACC   Abbreviation for South Arkansas Community College 
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SANS   SouthArk Nursing Students (Student Organization) 


SGA    Student Government Association 


SIN   Student Identification Number 


SkillsUSA   Student Organization 


SouthArk   Abbreviation for South Arkansas Community College (most common) 


SSCH   Student Semester Credit Hours 


SSN   Social Security Number 


STARS   Athletic team name 


TC   Technical Certificate 


TEC   Computer Technology Building (West Campus) 


TLC   The Learning Center (West Campus) 


VPAA   Vice President for Academic Affairs 


VPFA   Vice President for Finance and Administration 


VPSS   Vice President for Student Services 


W   Withdrawl from a course prior to deadline 


WBC   Women’s Business Center (West Campus) 


WE   Instructor withdrawl of student from a course because of attendance 


WHT   Whitfield Classroom Building (West Campus) 


WLD   Welding Building (East Campus) 


WTC   Workforce Training Center (East Campus) 
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Gary Hall Academic Affairs Council Chair
Scott Larkin Academic Affairs Council Vice-Chair
Michele Hildreth Academic Affairs Council Recorder


Dr. Susanne Wache Academic Standards Chair
Jennifer Baine Academic Standards Vice-Chair
Scott Larkin Academic Standards Secretary


Scott Larkin Assessment Chair
Zanna Linder Assessment Vice-Chair
Sarah Bauldree Assessment Secretary


Nancy Whitmore Curriculum Chair
Curriculum Vice-Chair
Curriculum Secretary


Micheal Champion Faculty Affairs Chair
Dr. Sterling Claypoole Faculty Affairs Vice-Chair (Interim Chair)
Dr. Carolyn Langston Faculty Affairs Secretary


Genevieve White Academic Support Chair
Academic Support Vice-Chair
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Tim Johnson Student Affairs Council Chair
Casey Martin Student Affairs Council Vice-Chair
Kathy Reaves Student Affairs Council Recorder
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Amelia Yarbrough Student Services Vice-Chair
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