
 
 

FACULTY MANUAL 
 
 
 
 
 
 
 
 

Date of creation: Nov. 16, 2016 
Date of revision/revision history information: Nov. 16, 2016 

Date of next review of the document: August 2017 
The Faculty Handbook is maintained in the Office of the Vice President for Academic Affairs (VPAA).  In consultation 
with the VPAA, an annual review is led by the Chair of the Faculty Affairs Committee with the committee membership. 

 
 

 

 



South Arkansas Community College  Faculty Handbook 

Date of creation: Nov. 16, 2016 
Date of revision/revision history information: Nov. 16, 2016 
Date of next review of the document: August 2017 
Department or person responsible for managing and maintaining the document: Chair of Faculty Affairs Committee 

Table of Contents 
Part I: Introduction and Basic SouthArk Information ................................................................................... 1 

History, Mission, and Core Values ........................................................................................................... 1 

SouthArk’s Strategic Plan ......................................................................................................................... 1 

Important Dates for the Academic Year ................................................................................................... 1 

Final Exam Schedule for the Current Semester ........................................................................................ 1 

SouthArk’s College Catalog ..................................................................................................................... 1 

Academic Leadership ................................................................................................................................ 1 

Division of Career and Technical Education ............................................................................................ 2 

Division of Health and Natural Sciences .................................................................................................. 2 

Division of Liberal Arts ............................................................................................................................ 3 

Payment of Salary ................................................................................... Error! Bookmark not defined. 
Verifying Time.......................................................................................................................................... 3 

Employee Grievances ............................................................................................................................... 6 

Part 2:  Faculty Duties ................................................................................................................................... 8 

Responsibilities of Faculty, Adjunct and Full-time ................................ Error! Bookmark not defined. 
MyCampus, Blackboard, and campus network drives .............................................................................. 8 

Assessment ................................................................................................................................................ 9 

Canceling Classes ................................................................................... Error! Bookmark not defined. 
Classroom Assignments and Changes ...................................................................................................... 9 

Email ......................................................................................................................................................... 9 

Grade Books and Records ......................................................................................................................... 9 

Instructor Absences ................................................................................................................................... 9 

Student Advising and Office Hours ........................................................................................................ 10 

Syllabus ................................................................................................................................................... 10 

Book Adoptions ...................................................................................................................................... 10 

Mandated Reporter Training in Arkansas ............................................................................................... 10 

Service to Committees, Community, and Recruitment of Students ........................................................ 11 

Recruitment of Students .......................................................................................................................... 11 

Professional Development ...................................................................................................................... 11 

Advisory Committees for Program Areas define areas somewhere ....................................................... 11 

Standard Full-time Faculty Job Description ........................................................................................... 12 

Faculty Job Description: ......................................................................................................................... 12 

Primary Area of Responsibility is TEACHING: .................................................................................... 12 

Secondary Area of Responsibility is INSTITUTIONAL SERVICE ...................................................... 12 

Overload Teaching .................................................................................................................................. 13 



South Arkansas Community College  Faculty Handbook 

Date of creation: Nov. 16, 2016 
Date of revision/revision history information: Nov. 16, 2016 
Date of next review of the document: August 2017 
Department or person responsible for managing and maintaining the document: Chair of Faculty Affairs Committee 

Summer Employment ............................................................................................................................. 13 

Alternative Duties ................................................................................................................................... 13 

Part 3: Policies and Procedures to Know and Share with Students ............................................................ 14 

How to Deliver Emergency Messages to Students ................................................................................. 14 

Timely Warning Notice .......................................................................................................................... 14 

Emergency Response, Notification, and Testing Policy ......................................................................... 14 

Fire on Campus ....................................................................................................................................... 14 

On-Campus Security Phones .................................................................................................................. 14 

Academic Integrity Policy ...................................................................................................................... 15 

Americans with Disabilities Act (ADA) Information ............................................................................. 15 

SouthArk does not tolerate gender discrimination. ................................................................................. 15 

Equal Opportunity-Affirmative Action Statement .................................................................................. 15 

FERPA and the privacy of student records ............................................................................................. 16 

Attendance, Early Alert, and Withdrawals for Excessive Absences....................................................... 16 

Class Attendance Policy ......................................................................................................................... 16 

Scheduled Absences ................................................................................................................................ 16 

Jury Duty/Military/Official School Function ...................................................................................... 16 

Medical leave ...................................................................................................................................... 17 

Withdrawal for Excessive Absences ....................................................................................................... 17 

Early Alert ............................................................................................................................................... 17 

Behavioral Review Team ........................................................................................................................ 18 

Part 4: Teaching Do’s and Don’ts ............................................................................................................... 19 

Part 5:  Using Blackboard --Even for Face to Face Classes ....................................................................... 20 

Best Practices Online and Blended or Hybrid Instructors Department of Distance Learning ................ 20 

Post your Course Syllabus ...................................................................................................................... 20 

Make your Course Available on or before the first day of each semester .............................................. 20 

Using the Grade Center ........................................................................................................................... 20 

Building Content with Blackboard ......................................................................................................... 20 

Creating Announcements for Your Students .......................................................................................... 20 

The Email Feature for Communicating with Students ............................................................................ 20 

Additional Information for Those Teaching Online or Hybrid Courses ................................................. 20 

Everything Else You Might Want to Know about Blackboard ............................................................... 20 

Best Practices Online and Blended or Hybrid Instructors Department of Distance Learning ................ 21 

An Online Rubric to Measure Quality .................................................................................................... 21 

Part 6:  Faculty Evaluation .......................................................................................................................... 22 

Part 7: Assessment ...................................................................................................................................... 22 



South Arkansas Community College  Faculty Handbook 

Date of creation: Nov. 16, 2016 
Date of revision/revision history information: Nov. 16, 2016 
Date of next review of the document: August 2017 
Department or person responsible for managing and maintaining the document: Chair of Faculty Affairs Committee 

Part 8:  Instructional Resources .................................................................................................................. 23 

Copy Machines ....................................................................................................................................... 23 

Classrooms/Labs ..................................................................................................................................... 23 

Classroom Assignments and Changes .................................................................................................... 23 

Key Policy ............................................................................................................................................... 23 

Library .................................................................................................................................................... 24 

Audio/Visual Equipment ........................................................................................................................ 24 

The Testing and Learning Center ............................................................................................................ 24 

Bookstore ................................................................................................................................................ 24 

Student Advising ..................................................................................................................................... 24 

Instructional Supplies .............................................................................................................................. 25 

Field Trips ............................................................................................................................................... 25 

Lost and Found ....................................................................................................................................... 25 

Mailboxes ................................................................................................................................................ 25 

Textbooks ................................................................................................................................................ 25 

Campus Security ..................................................................................................................................... 25 

Policy Statement ..................................................................................................................................... 25 

Campus Security ..................................................................................... Error! Bookmark not defined. 
On-Campus Security Phones .................................................................................................................. 26 

Timely Warning Notice .......................................................................................................................... 26 

Emergency Response, Notification, and Testing Policy ......................................................................... 26 

A. Campus-Wide Emergency Communications .................................................................................. 26 

B. Fire on Campus ............................................................................................................................... 26 

Appendix ..................................................................................................................................................... 27 

Links to other important documents ........................................................................................................... 27 

Assessment materials .............................................................................................................................. 27 

Concurrent Credit Classes (Other than Secondary Career Center) ......................................................... 27 

Employee Benefits .................................................................................................................................. 27 

Health Insurance Plan ............................................................................................................................. 27 

Health Insurance Benefits ....................................................................................................................... 27 

Ending Employment at SouthArk ........................................................................................................... 27 

 

 



South Arkansas Community College  Faculty Handbook 

Date of creation: Nov. 16, 2016          
Date of revision/revision history information: Nov. 16, 2016 
Date of next review of the document: August 2017 
Department or person responsible for managing and maintaining the document: Chair of Faculty Affairs Committee       Page | 1 

Part I: Introduction and Basic SouthArk Information  
This handbook is designed as an institutional resource for all current and new SouthArk full-time and adjunct 
Faculty.  Several useful links to the College's website and other resources are included. This is designed to 
give the user a convenient shortcut to the most current information. While the handbook may not answer every 
question you have, it will  serve as a central starting point when seeking answers or needed information. 

History, Mission, and Core Values 

Follow the link below for a history of SouthArk and what values the college promotes.  

http://www.southark.edu/catalogs/current/institutional-information/about-the-college.pdf 

SouthArk’s Strategic Plan 

SouthArk strives for continuous improvement. The Strategic Initiatives outline the college’s key area of focus 
for growth and improvement. http://www.southark.edu/operations-2/strategic-planning 

Important Dates for the Academic Year 

http://www.southark.edu/admissions-enrollment/admissions-academic-calendar 

Final Exam Schedule for the Current Semester (hyperlink to schedule here) 

All Faculty are expected to issue final test 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 who have unusual circumstances that prohibit them from attending the session specified on the Final 
Exam Schedule must request an "Incomplete" from the applicable faculty member.  If, after consulting the 
student, the faculty member is supportive of assigning a grade of “I” (incomplete), the faculty member must 
complete the final project/exercise/paper from the applicable faculty member.  If approved, this “contract” 
guides the process for the completion of the course and the assignment of a final grade for the student.  and fill 
out the required paperwork, assuming that you agree to allow them to do so.  

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 faculty member has 
assigned a grade of incomplete for a student and an incomplete contract has been processed. 

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 an arrangements for the student/s. 

http://www.southark.edu/admissions-enrollment/exam-schedule 

SouthArk’s College Catalog  

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

http://www.southark.edu/admissions-enrollment/course-catalog 

Academic Leadership 

The Office of the VPAA is responsible for overseeing the academic operations of the divisions of Career and 
Technical Education, Health and Natural Sciences, and Liberal Arts.  The VPAA also oversees Distance 
Learning and the Library.  SouthArk’s VPAA and can be reached at 864-7155. The link below shows the 
organizational chart for the Academic area.  

http://www.southark.edu/catalogs/current/institutional-information/about-the-college.pdf
http://www.southark.edu/operations-2/strategic-planning
http://www.southark.edu/admissions-enrollment/admissions-academic-calendar
http://www.southark.edu/admissions-enrollment/exam-schedule
http://www.southark.edu/admissions-enrollment/course-catalog
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http://www.southark.edu/images/Org_Chart_-_Academic_Affairs_no_names_7-7-16.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 Technology 
• Criminal Justice 
• Cosmetology 
• Industrial Technology:  Mechatronics / Process Technology 
• Medical Professions Education 
• Welding 

 
The division prepares students to meet the diverse needs of industry in the community service area.  
Coursework for this division is taught at SouthArk’s East Campus location. 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. More specific details for the 
East Campus credit-bearing programs can be found by using this link:  
http://www.southark.edu/academic/careertech 

Division of Health and Natural Sciences 

The Division of Health and Natural Sciences (HNS) promotes excellence in learning, teaching, and service by 
providing quality education Health and Natural science (HNS) program areas. 

• Emergency Medical Services (EMS) 
o Emergency Medical Technology (EMT) 
o Paramedic 
o Community Paramedic  

• Health Information Technology (HIT) 
• Natural Science 

o Anatomy and Physiology, Biology, Chemistry, Geology, Health and Physical Education, 
Kinesiology, Microbiology, Nutrition and Diet, Physical Science 

• Nursing / Practical Nurse (PN)  
o 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 
• Respiratory Therapy 
• Surgical Technology 

 
The division prepares students to meet the needs of health and sciences industries in the diverse communities 
of the SouthArk service area. The office of the Dean of Health and Natural Sciences is located in the Health 
Sciences Center (HSC) on SouthArk’s West Campus.  The division dean may be reached by calling  

http://www.southark.edu/images/Org_Chart_-_Academic_Affairs_no_names_7-7-16.pdf
http://www.southark.edu/academic/careertech
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(870)-864-7102.  More specific details about SouthArk’s health and natural science programs may be found by 
using this link:   http://www.southark.edu/academic/health-and-natural-sciences 

Division of Liberal Arts 

The division of Liberal Arts serves the concurrent (High School) and post-secondary educational needs of 
students by offering general education 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. More specific details about SouthArk’s liberal arts offerings may be found by using 
this link:   http://www.southark.edu/academic/liberal-arts 

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 the division 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 compensation, benefits (as applicable), and pay 
dates:  http://www.southark.edu/human -resources-2  

Earned leave and monthly verification of used leave-time hours 

Leave time for Faculty who are benefits-eligible must be verified monthly (9 months or 12 months for full-
time faculty) through the institutional management system (Jenzabar).  Faculty  are annually provided eight (8) 
hours of discretionary leave and 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.).  Discretionary and child 
education leave time must be preapproved by the faculty member’s immediate supervisor.  Faculty are 
required to record leave time via electronic annotation  in MyCampus where the virtual “time card” is 
finalized. .  If a faculty member did not use any earned leave time off during an applicable month, all that is 
required is finalizing virtual time card.  If unforeseen events arises 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 need to contact Payroll to update the amount of sick or discretionary leave to be charged to the 
faculty member for the applicable month.  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, supervising Dean will need to submit all time cards by the 20th of each month.  

Faculty are required to enter time off only using the following procedures: 
1. Go to mycampus.southark.edu or click the MyCampus tab from the SouthArk home page 
2. Login with network user id and password 
3. Click the Human Resources Tab (see the picture below) 

 
 

http://www.southark.edu/academic/health-and-natural-sciences
http://www.southark.edu/academic/liberal-arts
http://www.southark.edu/ce
http://www.southark.edu/human%20-resources-2
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4. Click Payroll.  Then click the white icon beside payroll option in HR box to view portlets 
 

 

 
Time Card Entry-Choose Primary Position Timecard-Switch to Grid View 

5. Enter Time Off Hours Only. If you did not take any leave hours proceed to Step 8.  
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6. Add comments if desired (optional)   
 
7. Save Hours 

 
 
8. Click Finalize only when you are finished entering hours for this period 
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To View Employee Information 
 

1. Go to mycampus.southark.edu/login in with network user id and password 
2. Click Human Resources Tab 

 
3. Click Payroll then white icon beside payroll option in HR box to view portlets 

 
4.  Go to one of the categories under “My Employee Information” to view data described. 

Employee Grievances 

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, or the College’s designated Grievance Officer 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 
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appeal, without prejudice, to higher levels of authority has been established. Appeals of employee evaluations 
should follow procedure number 2.11, section VI. This link will take you to the Administrative Procedures 
Manual page dealing with the grievance process. 

http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-two/2-12-grievance-
process  

  

http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-two/2-12-grievance-process
http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-two/2-12-grievance-process
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Part 2:  Faculty Duties and Responsibilities 

 
Full-time or Adjunct Faculty are expected to dedicate their energies to the continuous improvement of 
teaching in support of student’s learning.  
Teaching:  Load, Overload, Traditional Classroom, Hybrid, and Online Instruction, and Office Hours 

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 strictly online course.  In the event a faculty member is 
assigned to teach a course that meets in a traditional classroom setting, 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.  
Faculty are not permitted to dismiss an individual class session unless he/she is directed to do so with prior 
approval of the supervising dean.  Faculty are required to record student attendance for every assigned course 
according to policy/procedure set forth by SouthArk. 

Faculty may not cancel classes for any reason.  When a faculty member is unable to teach, the supervising 
dean must be contacted.  If the supervising dean cannot be reached in a timely manner, the Vice President for 
Learning (VPL) must be contacted.  In consultation with the faculty member, the supervising dean (or VPL) 
will determine the best course of action.  The supervising dean (or VPL) may cancel a course but will require 
the faculty member to contact the enrolled students via Blackboard or SourhArk email regarding instruction 
for the class in question.   

For instruction of traditional courses taught in regular classroom/lab settings, the following guidelines shall 
apply:  

• Contact the supervising dean (or VPAA if the supervising dean cannot be reached) by 8:00 a.m. for 
day classes/lab or  

• Contact the supervising dean (or VPAA if the supervising dean cannot be reached) by 4:00 p.m. for 
evening classes/labs.   

 

If the course/lab being taught is one connected to a specific SouthArk program-of-study (Health programs for 
example) the Program Director should be notified of the instructor absence by phone or email.  If possible, a 
substitute will be assigned to meet the class/lab so that cancellation is not necessary.  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.  

Full-time Faculty are required to submit a schedule of office hours to the applicable supervising dean by no 
later than the second week of instruction (Fall, Spring, Summer).  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.  Full-time faculty are required to conduct ten (10) office hours per week over the 
course of the long semesters (Fall and Spring).  Adjunct faculty, if scheduling permits, are encouraged to set 
office hours on the campus at the rate of two hours for every three credit hour course taught.  

MyCampus, Blackboard, Jenzabar and campus network drives 
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Each faculty member will have a SouthArk login name and password assigned to them. Go to 
https://mycampus.southark.edu/ics to login and update any personal information.  Faculty locate their class 
roles/rosters in My Courses pertaining to the applicable semester schedule through the MyCampus system.   

This same login name and password will allow you access the instructional learning management system 
(LMS), Blackboard. All courses, whether taught in a traditional classroom or other physical space, as a hybrid 
or online offering is given a course shell in Blackboard, the Learning Management System.  

Each faculty member has a designated drive in which teaching materials can be saved.  It can be located on the 
institutional L: drive and can be accessed when the faculty member logs into the SouthArk Outlook system.   

Commonly used forms include the Master Syllabus, Course Syllabus, graduation check sheets, assessment 
documents and more.  All are available on the SouthArk’s U: drive.  Faculty should plan to invest time to learn 
how to access these drives and become familiar with the contents. 

Assessment 

Assessment of the student learning outcomes for all courses taught is a responsibility of every faculty member. 
Begin by checking the Master Syllabus for a course to determine what the learning outcomes are and the plan 
for assessing them. If you are the only instructor for a course, you have flexibility in designing assessment 
approaches designed to measure student outcomes. 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 supervising dean or from the 
applicable Divisional Assessment Coach.  

Assessment materials can be found in Appendix 1 of this handbook.   

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 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. 

Email 

To access your email account from off campus: Go to www.southark.edu. Click on the email link at the top of 
the page. Enter your username and password. This is the same as if you were signing in on MyCampus. 
Contact the IT department if you experience any difficulties. Faculty should only use official SouthArk email 
when conducting official duties.  Faculty are expected to check email on a regular basis between classes.  

Grade Books and Records 

Accurate records of student attendance, presences or absences, must be maintained at all times.  An instructor 
must maintain accurate class records of students' grades and attendance in online, hybrid and traditional classes 
and certify all census day class rosters as required by the Registrar.  All Faculty are required to use the 
institutional Learning Management System (LMS) to maintain electronic gradebooks. 

Instructor Absences 

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.    

 

https://mycampus.southark.edu/ics
http://www.southark.edu/
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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, a part-time instructor should be available approximately 
one hour per week for each class assigned. It is suggested that the instructor be available for a few minutes 
before and after the class and as needed by appointment. 

Full-time instructors are expected to post and keep office hours. The most common office hour requirement for 
full-time faculty is ten hours per week; however, this may vary for clinical instructors.  In case an instructor is 
away from his or her office during office hours, leave a note on the office door indicating where you may 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 office hours required for your position. 

Syllabus 

There are two syllabi for classes.  One is called the Master Syllabus.  The Master Syllabus is a general 
document that applies to all sections of a course.  As a full-time instructor, you will be instructed by your 
supervising dean to prepare this Master Syllabus for the courses you teach if one does not already exist.  If 
there are several multiple faculty teaching a common course, they will collaborate in preparing the Master 
Syllabus for that class.  These will periodically need to be updated as student outcomes, course content or 
assessment measures change.  A template is included in the Appendix. 

The Couse Syllabus is the second type of syllabus.  Each instructor is required to prepare a Course Syllabus for 
each section of each course they teach each semester.  The document is considered the learning contract 
between the institution and the student.  It contains all the content of the Master syllabus as well as additional  
information for a specific section of an applicable course.  A complete course syllabus including contact 
information, course description, text and other required materials, course outcomes and objectives for each 
unit, grading criteria, and attendance requirement must be posted in the LMS prior to the first session of an 
applicable course for an applicable semester. Templates for the Master Syllabus and Course Syllabus can be 
found on the SouthArk website here:  Courses: http://www.southark.edu/academic/mastersyllabi 

Book Adoptions 

As a faculty member you will be required to select appropriate learning materials, including textbooks for any 
courses you teach. If you are teaching a common course that other faculty teach, the choice of textbook and 
any applicable instructional materials may have already been made prior to your employment with the 
institution. All sections of the course should be using the same textbook. Generally these decisions are made 
several months in advance, as required by state law. When selecting a textbook, you should consider how well 
it matches the objectives and outcomes of the course, whether the material is current, the ancillary materials 
available to enrich the course are available, and minimizing the cost to the students. The forms for textbook 
selection will come from through your 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. 

Mandated Reporter Training in Arkansas  

Since an instructor may have secondary students taking a college course for concurrent credit without realizing 
it, 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 of the fall semester, each SouthArk instructor 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, print 
copies of your certificate.   Send one copy to Human Resources and keep one for your own files. The link is 
below. 

http://www.southark.edu/academic/mastersyllabi
https://ar.mandatedreporter.org/UserAuth/Login%21loginPage.action
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https://ar.mandatedreporter.org/UserAuth/Login!loginPage.action 

Service to Committees, Community, and Recruitment of Students 

Institutional Service is an important part of full-time faculty duties at SouthArk. Faculty will be expected to 
serve on at least one college committee. SouthArk believes in self-governance and the input from all faculty is 
critical to that process. See your Dean about possible committee assignments. Regular attendance is expected 
at committee meetings, unless you are excused because of other college business. 

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. 

Full-time faculty are expected to be present at a graduation ceremonies at least once per year. Attendance at 
certain other events critical to professional development or the life of the collect may be required occasionally. 
Faculty should be supportive of the college’s major events and student activities with their attendance. Even 
though students may utilize an Advising Coach, faculty are also expected to act as advisors to the students 
during registrations, particularly in matters unique to that professional field.  

The shared governance committee structure is shown below. 

Shared Governance: http://www.southark.edu/operations-2/shared-governance  

To find out what issues are being discussed and what policies are being changed, check out the minutes of the 
SouthArk Committees involved in self-governance. Meeting Minutes: http://www.southark.edu/operations-
2/meeting-minutes 

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 you encounter people who want to upgrade their skills. Speak 
positively about the college and try to acquire some basic knowledge of the various programs at SouthArk so 
that you can be a recruiter in these situations.  

Professional Development 

All 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. 

Advisory Committees for Program Areas define areas somewhere  

Every program offering an AAS, TC or CP should have a program advisory committee for the area. Normally 
a faculty member will take the lead for selecting experts from local industry and other partners to serve on the 
committee. Committees range in size from about 6 to 20 members depending of nature of the local businesses 
in 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.   

https://ar.mandatedreporter.org/UserAuth/Login!loginPage.action
http://www.southark.edu/operations-2/shared-governance
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
http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-three/3-10-program-advisory-committees
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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.  

Standard Full-time Faculty Job Description 

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; 

• Structure 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; 

• Develop and administer 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 is 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; 

• 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; 
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• Meets professional assignments in accordance with the institution’s calendar and contractual 
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  link to this policy 

needed and state and federal policy;  
• The faculty workload at South Arkansas Community College for full-time faculty members in the 

Liberal Arts, Natural Sciences, and Business is 15-semester hours and ten office hours. For full-time 
faculty in the Technical Education a full workload is based on 25-contact hours (class, labs, etc.) and 
ten service hours. In the Health Sciences Programs a full workload consists of 30-contact hours, to 
include office hours. 

Overload Teaching 

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 (no less than 150 SSCH for a Fall or Spring semester), in which case the instructor will 
be 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. 

Summer Employment 

Summer employment will not be required or assured for full-time faculty members unless they are on a 12-
month contractual obligation with the institution. Compensation for summer employment will be at the same 
rate as adjunct instructors during the regular semester. 

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 consulted as to the nature and scope of the 
alternative duties before they are assigned. 

See more here Administrative Procedures Manual - Chapter Three - Teaching Load  

  

http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-three/3-05-teaching-load%23sthash.BJgr7c8p.dpuf
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Part 3: Policies and Procedures to Know and Share with Students 

Policies below are item that should be shared with students in your syllabus and discussed in your first class 
meeting. 

How to Deliver Emergency Messages to Students 

Safety apps for smart phones can be obtained here: 

http://mashable.com/2012/09/26/safety-apps-for-students/#0xrzcEF3OZqG 

SouthArk has video surveillance throughout much of the campus. 

Please remain vigilant as we work together to maintain a safe SouthArk campus. 

The student advising coaches or Enrollment Services should be contacted in case of an external, non-campus 
emergency involving a member of the student body. Classes may not be disturbed except in cases of extreme 
emergencies. 

Timely Warning Notice 

In case of emergency, the college will use 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. 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 

 Never enter a burning building 
Evacuation plans are posted in all campus buildings. 

On-Campus Security Phones 

Red security phones have been installed 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. 

 

http://mashable.com/2012/09/26/safety-apps-for-students/#0xrzcEF3OZqG
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“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. 

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. 
• 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 for Learning to determine disciplinary action. 
• The Vice President for Learning will determine whether further disciplinary action will be taken. 
• All decisions may be appealed for review through the college’s academic appeals procedure 

Americans with Disabilities Act (ADA) Information 

Any student request for special accommodations should be directed to the Vice President for Student Services. 
That person will notify you of required accommodations. It is important that faculty go through this process so 
that the students’ needs are properly assessed and documented. Making accommodation on your own, without 
going through this process, leaves you 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 page provides information on gender discrimination, how to report it, and a link to a 
report form. Please make sure your students are aware of this. For more Information, use this link:  

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

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. 

 

http://www.southark.edu/student-services/student-success-services/disability-support-services
http://www.southark.edu/student-services/title-ix
http://www.southark.edu/student-services/title-ix
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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 your Dean or check the 
link provided. 

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

Attendance, Early Alert, and Withdrawals for Excessive Absences  

Class Attendance Policy 

It is important for an Instructor to maintain accurate student attendance records and to have that information 
available in an electronic format. 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 makeup 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 as 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. Warning notification forms will be sent to the students advising them of the consequences of non-
attendance and urging them to contact their instructors immediately. Excessive absences will be defined as 
follows: 

Regular Semester 

Courses which meet once per week ............................................................................. 2 absences 
Courses that meet twice per week ................................................................................ 3 absences 
Courses that meet three times per week ....................................................................... 4 absences 
Courses that meet four times per week ........................................................................ 5 absences 

 
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 ten-week session .................................. 3 absences 

Students enrolled in special programs should contact their program director regarding specific attendance 
requirements for their program. 

Scheduled Absences 

Jury Duty/Military/Official School Function 

Scheduled absences are those that occur due to college-related activities or as a result of summons to jury duty 
or military duty. Classes missed as a result of scheduled absences will not be counted as excessive absences if 
the instructor is notified and provided documentation prior to the absence(s). Make-up work for scheduled 
absences will be at the discretion of the instructor. 

In all instances, documentation must be provided to the instructor within 24 hours of receipt. Documentation 
should come from an appropriate party on letterhead or other official stationery with a signature and contact 
information. Documentation should list the corresponding dates of the leave.  

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

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 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. 

Withdrawal for Excessive Absences 

Class absence forms are electronic. Blank copies of these forms are sent from the VPL office.  An electronic 
signature for each faculty member will be completed using the instructions available from the IT Director.  To 
report excessive absences, open and save the .pdf file for excessive absences.  Complete the form with and use 
your electronic signature to sign it.  Directions for making and saving your electronic signature can be 
obtained through the SouthArk IT director. Save this file on your computer.  Send it via email to the 
administrative assistance for the VPL.  The VPL office will mail the student a copy of the notice and retain a 
copy for their records.  After the 5 days, the prescribed waiting period, if nothing has been resolved, the 
instructor will fill out the bottom portion of the form, sign with the electronic signature, date, and send 
to the Registrar’s office via email. Save this final signed and dated copy on your computer. The student will 
be dropped with a WE. Please do NOT send this last request to the VPL Office. The instructor will retain a 
copy for his/her records. The Registrar’s office will notify financial aid office after the instructor’s wishes 
have been executed. 

If the student has contacted the instructor and the situation has been resolved, no further action is required. If 
the situation reoccurs, the proceedings can start over beginning with a new form or if the instructor wishes, the 
original form may be filled out and submitted to the Registrar at that time. 

Early Alert 

In an effort to ensure student retention and success, SouthArk employs an Early Alert system to identify and 
support at-risk students as soon as possible in a given semester. The intent of early alert is to provide 
assistance while there is still time to address behaviors or issues that have the potential of preventing students 
from completing their courses and degree plans.  The online form may be accessed through the “My Campus” 
portal on the website. You may want to get assistance from your Dean or another faculty member the first time 
you wish to send an Early Alert. 

The Early Alert system relies on faculty to report students in their classes who are struggling with attendance, 
engagement, conduct, and/or academic performance. Throughout the semester, beginning with the first week 
of classes, faculty members will report through the Early Alert system online to the Director of Student 
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Advising Coaches any students about whom they have these concerns. The Director of Student Advising 
Coaches will refer students to their appropriate student advising coach, who will then consult with the faculty 
making the referrals, if necessary, before attempting to contact the students by email, phone calls, letters, 
and/or, in some cases, visits to the classroom. 

The student advising coach will meet with and plan corrective action with the referred student. The coach will 
update the Early Alert system so that the instructor is kept informed of the progress in resolving issues. The 
online form may be accessed through the “My Campus” portal on the website. You may want to get assistance 
from your Dean or another faculty member the first time you wish to send an Early Alert. 

Behavioral Review Team  

SouthArk wants to avoid the tragedies that have occurred on other campuses in which students with emotional 
or psychological issues have become violent and taken the lives of others. In such situations there are often 
many people who have seen warning signs, but didn't know where to report them. SouthArk has created a 
Behavioral Review Team (BRT) to compile and investigate incidents of unusual behavior. Students, faculty 
and staff are encouraged to report behaviors that seem strange or potentially dangerous to the BRT. Actual 
crimes should still be reported to the Campus Security or local law enforcement. This is the link to report 
unusual behaviors to the BRT. 

http://www.southark.edu/student-services/behavioral-review-team-brt 

 

  

http://www.southark.edu/student-services/behavioral-review-team-brt
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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  

All instructors are expected to use Blackboard as a Learning Management System (LMS). For classes that 
meet in the classroom, course syllabi, handouts, and announcements are among some of the items expected to 
be kept on Blackboard for each class.  

The following links will guide you through the basics of Blackboard. If you have any questions, call or email 
our Distance Learning staff. 

Best Practices Online and Blended or Hybrid Instructors Department of Distance Learning 

Information on this can be found in the Distance Education Policies and Procedures Manual available at this 
link to APM 3.18. 

http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-three/3-18-distance-
education-policies-and-procedures-manual  

Post your Course Syllabus 

Go to your Blackboard course and post your course syllabus and any other documents for your course and 
have them ready for students on the first day of class.  

Make your Course Available on or before the first day of each semester 

Go to your Blackboard course, and go to Course Tools.  Choose to make your course available.   

Using the Grade Center 

The Blackboard Grade Center is a powerful online gradebook that instructors can use to automatically 
calculate grades.  

https://en-us.help.blackboard.com/Learn/Instructor/Grade/Navigate_Grading  

Building Content with Blackboard 

If you are new to Blackboard and need to learn the basics, the tutorial below should help you get started. 

https://en-us.help.blackboard.com/Learn/Instructor/Course_Content/Create_Content  

Creating Announcements for Your Students 

Blackboard Announcements are an easy, effective way for instructors to send messages to the entire class.  

https://en-us.help.blackboard.com/Learn/Instructor/Interact/Announcements  

The Email Feature for Communicating with Students 

Blackboard email is directly linked to SouthArk email. It provides a very quick way to communicate with the 
student who has too many absences or other special situations. 

https://en-us.help.blackboard.com/Learn/Instructor/Interact/Email  

Additional Information for Those Teaching Online or Hybrid Courses 

This link provides contact information for the distance learning staff when you need training or assistance. 

http://www.southark.edu/admissions-enrollment/distancelearning/contact-us 

Everything Else You Might Want to Know about Blackboard 

http://www.southark.edu/admissions-enrollment/distancelearning/faculty/training 

http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-three/3-18-distance-education-policies-and-procedures-manual
http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-three/3-18-distance-education-policies-and-procedures-manual
https://en-us.help.blackboard.com/Learn/Instructor/Grade/Navigate_Grading
https://en-us.help.blackboard.com/Learn/Instructor/Course_Content/Create_Content
https://en-us.help.blackboard.com/Learn/Instructor/Interact/Announcements
https://en-us.help.blackboard.com/Learn/Instructor/Interact/Email
http://www.southark.edu/admissions-enrollment/distancelearning/contact-us
http://www.southark.edu/admissions-enrollment/distancelearning/faculty/training
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Best Practices Online and Blended or Hybrid Instructors Department of Distance Learning 

Information on this can be found in the Distance Education Policies and Procedures Manual available at this 
link to APM 3.18. 

http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-three/3-18-distance-
education-policies-and-procedures-manual  

An Online Rubric to Measure Quality 

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

  

http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-three/3-18-distance-education-policies-and-procedures-manual
http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-three/3-18-distance-education-policies-and-procedures-manual
http://www.blackboard.com/resources/getdocs/7deaf501-4674-41b9-b2f2-554441ba099b_bbexemplarycourserubric_nov12final.pdf
http://www.blackboard.com/resources/getdocs/7deaf501-4674-41b9-b2f2-554441ba099b_bbexemplarycourserubric_nov12final.pdf
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Part 6:  Faculty Evaluation 

This link will take you to the most current faculty evaluation plan: 

http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-two/2-16-annual-
faculty-evaluation 

The forms are available here http://www.southark.edu/human-resources-2/employee-forms 

 

Part 7: Assessment 

All Faculty are expected to assess the course outcomes for their classes each fall and spring semester. Course 
outcomes assessment will be based on the course outcomes and assessment instruments described in the 
Master Syllabus for each class. Planning for assessment begins with the preparing of your Master Syllabus.   

Assessment measures should be planned for each outcome at the beginning of the semester. Measures can be 
embedded into unit tests, assignments, or the final exam. All sections of a particular class need to assess the 
same outcomes using the same or very similar assessment measures in order to have consistent results.  

The assessment results will be gathered and recorded for each course, by each instructor. If a course has more 
than one section taught by different instructors, the instructors will meet and record all results into one file to 
be in put into WEAVE.  SouthArk uses WEAVE, a software program, to gather and collect assessment data in 
a manner that enables our yearly assessment reports to be made.  Your dean will let you know who your 
assessment coach is and help with planning for and reporting data. 

The Academic Assessment Manual can be found in APM 3.17 on the SouthArk website here 
http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-three/3-17-academic-
assessment-manual 

 

  

http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-two/2-16-annual-faculty-evaluation
http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-two/2-16-annual-faculty-evaluation
http://www.southark.edu/human-resources-2/employee-forms
http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-three/3-17-academic-assessment-manual
http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-three/3-17-academic-assessment-manual
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Part 8:  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. Copy machines are located in Room 113 (inside Room 116) of the Ben Whitfield 
Classroom Building, in Room 205 of the Administration Building on the West Campus, in the Workroom 
located on the first floor of the (TEC) Computer Technology Building on the West Campus, in Room 290 of 
the Health Science Center on the West Campus, and in Room 115 of the Billy McGehee Building on the East 
Campus. 

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. 

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 secretary for your division VPL.  

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. 

6. Master keys may be assigned to the President, Vice-Presidents, Dean of Business and Technical 
Education, Director of the Physical Plant, Security Officers, and IT Director.  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. 
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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 SAS 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 your SouthArk experience. The library’s online resources and catalog can be 
located at www.southark.libguides.com, and library staff may be reached at librarystaff@southark.edu or 870-
864-7115. Library hours are 7:30-6:00 Monday through Thursday, 7:30-12:00 on Fridays, and during the 
Academic Year, 1:00-5:00 on Sunday afternoons. Please visit us, introduce yourself, and let us know how we 
can help! 

Audio/Visual Equipment 

Most classrooms have a projector connected to a computer.  The classroom computers are on the school’s 
network and the internet.  Some classroom computers come with the Smart Ink program installed. Call the IT 
department for assistance.  Do not unplug or rearrange plugins, do not remove controls.   

The Testing and Learning Center 

Located in SouthArk Student Center 225, The Learning Center (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, as well as assistance with most campus computer programs. 
Personnel will also administer and proctor make-up exams in The Learning Center upon an instructor’s 
request. In addition, 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) 864-7196 or go to http://www.southark.edu/student-services/testing-center. 

Bookstore 

The bookstore is located on the first floor of the SouthArk Student Center (SSC112) and is the official source 
for all required textbooks and other student supplies including white board markers, gradebooks, pens, and 
pencils.  Bookstore hours: Monday-Thursday 8:00 a.m.-6:00 p.m., Friday 8:00 a.m.-12 noon. Teachers shall 
work with the deans to obtain instructor copies of texts and other supplies. 

Student Advising  

Each instructor has a responsibility to help students be successful in class and to develop realistic educational 
goals. In keeping with this responsibility, a part-time instructor should be available approximately one hour 
per week for each class assigned. It is suggested that the instructor be available before and after class or as 
needed. 

In addition, SouthArk has a team of Advising Coaches. One is assigned responsibility for your division or 
program area. They will assist the students with scheduling classes, utilizing Financial Aid & other special 
programs for which the student might qualify, and tracking student progress through their program curriculum. 
More information on Advising Coaches can be found at the link provided: http://www.southark.edu/student-
services/academic-advising   

 

http://www.southark.libguides.com/
mailto:librarystaff@southark.edu
http://www.southark.edu/student-services/testing-center
http://www.southark.edu/student-services/academic-advising
http://www.southark.edu/student-services/academic-advising
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Instructional Supplies 

Adjunct faculty should consult with the supervising dean. 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. On West 
Campus, the hours are extended to 7:00 p.m. on Tuesdays. 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 

Part-time faculty members are provided mailboxes located in Room 113 (inside Room 116) of the Ben 
Whitfield Classroom Building on the West Campus and in the East Campus mailroom (MCG115). Class 
rosters, grade rosters, notices of meetings, telephone messages, and other vital communications are distributed 
through the campus mail. Please check your mailbox every time you are on campus. 

Textbooks 

Part-time faculty members are expected to use the textbook selected by their 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 
part-time instructor and the dean will do so.  

Campus Security 

Safety apps for smart phones can be obtained here: 

http://mashable.com/2012/09/26/safety-apps-for-students/#0xrzcEF3OZqG 

SouthArk has video surveillance throughout much of the campus. 

Please remain vigilant as we work together to maintain a safe SouthArk campus. 

Policy Statement 

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. 

http://mashable.com/2012/09/26/safety-apps-for-students/#0xrzcEF3OZqG
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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. 

On-Campus Security Phones 

Red security phones have been installed 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. 

Timely Warning Notice 

In case of emergency, the college will use 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. 

A. Campus-Wide Emergency Communications 

The APM Policy on the Emergency Communications Plan can be found here APM Policy 5.21 
Emergency Communications Plan 

B. Fire on Campus 

A fire on campus could destroy property and endanger lives. 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 
� Never enter a burning building 

Evacuation plans are posted in all campus buildings.  
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Appendix 

Links to other important documents 

Assessment materials 

http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-three/3-17-academic-
assessment-manual 

Concurrent Credit Classes (Other than Secondary Career Center) 

http://www.southark.co/images/concurrent-enrollment/facultyhandbook-concurrentenrollmentprogram.pdf 

Employee Benefits 

http://www.southark.edu/images/human-resources/southark_employee_handbook_2015.pdf 

Health Insurance Plan 

http://www.southark.edu/images/administration/forms/AHEC_PLAN_DOCUMENT_MARCH_14_2011.pdf 

Health Insurance Benefits 

http://www.southark.edu/images/human-resources/schedule_of_benefits_-_ppo_plan.pdf 

Ending Employment at SouthArk 

http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-two/2-15-separation-of-
service 

http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-three/3-17-academic-assessment-manual
http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-three/3-17-academic-assessment-manual
http://www.southark.co/images/concurrent-enrollment/facultyhandbook-concurrentenrollmentprogram.pdf
http://www.southark.edu/images/human-resources/southark_employee_handbook_2015.pdf
http://www.southark.edu/images/administration/forms/AHEC_PLAN_DOCUMENT_MARCH_14_2011.pdf
http://www.southark.edu/images/human-resources/schedule_of_benefits_-_ppo_plan.pdf
http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-two/2-15-separation-of-service
http://www.southark.edu/operations-2/administrative-procedures-manual-apm/chapter-two/2-15-separation-of-service
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