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FACULTY HANDBOOK

Handbook Purpose

The purpose of the handbook is to provide information for instructors regarding the operational
functions of Ivy Tech. Those functions range from College policy to procedures, such as taking
attendance or arranging for a substitute instructor. The smooth delivery of instructional services
to the student necessitates that instructors know these general policies and procedures at Ivy
Tech. Therefore, this handbook has been prepared to develop and maintain a flow of accurate
communications.

The handbook will be a useful tool, a ready reference providing information and answers to
questions without delay. It is also intended that the handbook will be modified and improved
annually. The handbook is accurate at the time printing, however, policies are modified
throughout the year. When questions arise, readers should consult the official academic policy at
http://infonet.ivytech.edu/academic_affairs/appm/index.html, or employee handbook at
www.ivytech.edu/humanresources/handbook/ft/. Please be advised that no statement in this
handbook is intended to create an employment contract, and that official policy should be
consulted for more information.

Message from the President
To Faculty and Staff:

It is an honor to serve as the president of lvy Tech Community
College of Indiana. | wish to first thank you for your support that
has helped lvy Tech become the largest statewide community
college system of its kind in the country. You help touch lives of
more than 135,000 students a year.

We are proud of our past accomplishments and eagerly look
forward to new challenges. Ivy Tech employees have a unique
sense of teamwork. Together our faculty and staff provide
Hoosiers with opportunities for quality training and education -
education which enhances the economic development and growth
of Indiana. I often tell people that we are in the talent creation
business - we are creating the talent that our great state will
continue to need to be successful now, and into the future.

Sometimes in the busy routine of day-to-day activities, you may forget that value of your
contribution to the goals and mission of the College. At such a time, | would urge you to take a
moment to talk with a student, look into a classroom, or listen carefully as a faculty member
discusses a graduate’s success. Any one of these experiences will renew your enthusiasm. You
will be reminded that daily your work is helping to make individual students' dreams come true
and changing the lives of thousands of people a year. That is the kind of work of which we can
all be proud. Thank you for your individual contributions to accomplishing our mission.

Thomas J. Snyder, President


http://infonet.ivytech.edu/academic_affairs/appm/index.html�
http://www.ivytech.edu/humanresources/handbook/ft/�

Mission Statement

Ivy Tech Community College prepares Indiana residents to learn, live, and work in a diverse and
globally competitive environment by delivering professional, technical, transfer and lifelong
education. Through its affordable, open access education and training programs, the College
enhances the development of Indiana’s citizens and communities and strengthens its economy.

Vision

Indiana’s residents, communities, and economy will be transformed by lvy Tech Community
College’s leadership in higher education.

Purpose:

Ivy Tech Community College changes lives and changes Indiana through education and
workforce development.

Our Role in Higher Education:

Ivy Tech shall meet the needs of state and local officials, employers and labor organizations by
designing and delivering educational courses and programs. The primary objective of this effort
shall be to provide economic and workforce development support to the state’s employers and
communities, by meeting their needs for better educated and trained, more productive, and more
competitive employers and citizens. In addition, lvy Tech shall provide educational
opportunities and appropriate workforce development, assessment, and training to those who
have graduated from high school and want to earn credits that will transfer to a four (4) year
college.

*Excerpt from Senate Enrolled Act 296 — Enacted July 1, 2005

Core Values - Expanded

Student-Centered - We value, respect, and promote:
e students’ right to reach potential
students’ ability to achieve educational/personal goals
students as individuals
the diverse life experiences of each student
behavior that will enhance the dignity and worth of all students
student need for lifelong learning skills
student contributions to the learning community

Faculty/Staff-Centered - We value, respect, and promote:
e the individual and collective contributions of all faculty and staff
e the diverse life experiences of each employee
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the importance of investing in personal and professional development of all employees
employees as our greatest asset

the openness, honesty, and integrity in all employee interactions

a culture of leadership development

Diversity - We value, respect, and promote:

diversity of thought and opinion

the uniqueness of all of our students and employees

cultural experiences of all students and employees

an inclusive climate that recognizes and supports a diverse learning and work environment
curricular and co-curricular experiences that enrich student learning

equal rights and opportunities for all

Integrity - We value, respect, and promote:

honest and forth-right communications with all constituencies
ethical conduct

full and direct disclosure in all print and electronic materials
ethical business practices with all partners

accountable and responsible stewardship of all College resources
confidentiality as required by law and professional standards
fair and consistent treatment of all students and employees

Community Engagement - We value, respect, and promote:

being a responsible corporate citizen

a strong spirit of volunteerism among students and employees
collaborative partnerships

campuses that are catalysts for service to the community
active engagement and leadership in the community

Innovation - We value, respect, and promote:

the creation and application of knowledge

keeping an open mind to new ideas

a spirit of entrepreneurialism

responsible risk taking

the recognition and celebration of innovative initiatives
continuous improvement

a climate conducive to sharing successes and failures

Excellence - We value, respect, and promote:

high academic expectations
a teaching and learning environment that allows students and faculty to achieve their full
potential
development of our students as confident, capable people contributing to family,
workplace, and society
high-quality programs and services
holding ourselves and each other accountable for fulfilling our Mission and achieving our
Vision

5



College History

In 47 years, Ivy Tech Community College has become Indiana's second-largest post-secondary
institution, now serving more than 135,000 students a year.

Founded in 1963 to provide vocational and technical education, the college has experienced a
huge transformation in recent years. The most pivotal change occurred this year as Ivy Tech
officially became Indiana's community college system. Here are the milestones that led to this
change:

= 1994 - The College received statewide accreditation from the Higher Learning
Commission of the North Central Association of Colleges and Schools

= 1995 - Name is changed from Indiana VVocational Technical College to vy Tech State
College

= 1999 - A community college partnership is established with Vincennes University to
provide liberal arts courses and degrees at several Ivy Tech campuses.

= 2004 - Then-Governor Joseph Kernan announces a plan to expand the community
college to all vy Tech campuses and to end the partnership with VVincennes. Trustees of
both institutions support the plan.

= 2005 - Senate Enrolled Act 296 gives Ivy Tech sole responsibility for Indiana’s statewide
community college system. In keeping with Ivy Tech’s expanded role, the college name
is changed to Ivy Tech Community College of Indiana.

Expanded programs: We continue to add new programs to serve the needs of local
communities. New health-related programs are on the front burner as the college seeks to help
offset the state's shortage of health care workers. A health care support program was recently
launched in thirteen vy Tech regions. .

Transfer opportunities: lvy Tech partners with many colleges and universities to build transfer
opportunities for our graduates to continue their education. New options are added each year.
More and more students start their studies at Ivy Tech, earn their associate’s degree, and transfer
for a bachelor's degree.

New facilities: Our enrollment continues to boom, with enroliment doubling in size in the last 10
years. To serve our growing student body, the College recently expanded the Evansville campus
and opened a new Center for Information Technology in Terre Haute. In 2006 we dedicated new
facilities in Richmond, Valparaiso and Lawrenceburg and new building projects in Madison and
Marion in 2007.

Accreditation:

Ivy Tech Community College of Indiana is accredited by the Higher Learning Commission of
the North Central Association of Colleges and Schools.

In addition, Ivy Tech is a member of the following organizations:
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= The American Association of Collegiate Registrars and Admissions Officers (AACRAQ)
= The American Association of Community Colleges (AACC)

= The Association of Community College Trustees (ACCT)

= EDUCAUSE

= The National Association of College and University Business Officers (NACUBO)
= The National Association of Student Financial Aid Administrators (NASFAA)

= The National Council on Student Development

= The Society for College and University Planning (SCUP)

= The American Council on Education (ACE)

= The Association of Governing Boards of Universities and Colleges (AGB)

= The Council for Higher Education Accreditation (CHEA)

= Community Colleges for International Development (CCID)

= National Association of Colleges and Employers (NACE)

= National Council for Research and Planning (NCRP)

= National College Testing Association (NCTA)

Degrees Offered:

Ivy Tech Community College offers a wide variety of two-year associate degrees, technical
certificates and short-term training programs using traditional delivery and technology driven
courses. A complete list of program degrees offered may be obtained from the Curricula of
Record website at http://wwwapps.ivytech.edu/cgi-bin/curr/gpprogram_list.cqi#.

College Structure:

The College is comprised of 14 administrative regions that include 23 campuses and multiple
sites throughout the state. The regions work in collaboration with a system-wide central
administration located in Indianapolis.

Academically, the College consists of eight schools: Fine Arts and Design, Business, Liberal
Arts and Sciences, Health Sciences, Public and Social Services, Technology, Education, and
Applied Science and Engineering Technology. Below is an outline of specific programs
contained within each school.

School of Fine Arts and Design:
Interior Design, Fine Arts, and Visual Communications

School of Business:

Accounting, Business Administration, Computer Information Systems, Computer Information
Technology, Information Security, Office Administration, and Transportation, Distribution and
Logistics, Information Security,

School of Liberal Arts and Sciences:
General Studies, Professional Communication, and Liberal Arts

-


http://www.aacrao.org/�
http://www.aacc.nche.edu/�
http://www.acct.org/�
http://www.educause.edu/�
http://www.nacubo.org/�
http://www.nasfaa.org/�
http://www.nationalcouncilstudentdevelopment.org/�
http://www.scup.org/�
http://www.acenet.edu/AM/�
http://agb.org/�
http://www.chea.org/�
http://ccid.kirkwood.cc.ia.us/�
http://www.naceweb.org/home.aspx�
http://www.peralta.cc.ca.us/indev/ncrp/ncrp.htm�
http://www.ncta-testing.org/�
http://wwwapps.ivytech.edu/cgi-bin/curr/gpprogram_list.cgi�

School of Health Sciences:

Central Service Technician, Dental Assisting, Dental Hygiene, Health Care Support, Health
Information Technology, Imaging Sciences, Medical Assisting, Medical Laboratory Technology,
Nursing, Ophthalmic Technology, Paramedic Science, Physical Therapy Assisting, Practical
Nursing, Radiation Therapy, Respiratory Care, Surgical Technology, and Therapeutic

Massage

School of Public and Social Services:

Community Emergency Preparedness and Management, Criminal Justice, Hospitality
Administration, Human Services, Library Technical Assistant, Mortuary Science, Paralegal
Studies and Public Safety

School of Technology:

Advanced Manufacturing, Automotive Technology, Aviation Technology, Building
Construction Management, Building Trades Apprenticeship, Construction Technology, Design
Technology, Electronics and Computer Technology, Industrial Apprenticeship,

Industrial Technology, Machine Tool and Advanced Manufacturing

School of Education:
Early Childhood Education and Education

School of Applied Science and Engineering Technology:
Biotechnology, Chemical Technology, Kinesiology, Pre-Engineering, Electrical Engineering
Technology, Mechanical Engineering Technology, and Agriculture




ACADEMIC POLICIES AND
PROCEDURES
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FACULTY RESPONSIBILITIES

General Expectations

The primary responsibility of the faculty at vy Tech Community College of Indiana is to
provide quality instruction for the student. The major emphases are on high quality
teaching/learning processes and strategies that promote student learning. This goal is
accomplished by working with the student in classrooms and laboratories, individual
conferences, and other related activities that help the student develop interests and abilities to
their fullest capacity. The faculty is responsible for both classroom teaching and outside
assistance to the student.

In general, minimum responsibilities to the College include the following:

1.
2.
3.

To understand and support the College mission and purposes.
To stay current in the field of study, subject matter, and skills as appropriate.

To continue to improve teaching skills by participating in professional development
activities.

To submit current course syllabi, objectives, teaching strategies, and tests and
examinations to the instructional supervisor.

To keep accurate records of student attendance and performance and submit same at the
end of the semester to the instructional supervisor.

The grade record or copies of the grade record (paper or electronic) must be given to the
instructional supervisor at the end of each semester.

The following should be included in the instructor’s grade records for each traditional
and distance education class section:

Course title

Course and section number
Student names

Class session dates
Attendance

Assignment weightings
Grading scale

To follow established policies and procedures of the College and program.

To return attendance verification lists and final grades as directed. Instructors must
assign a grade or status to every student.

To maintain appropriate and timely communication within and among administrative
units.

To participate in the faculty evaluation process, e.g., Student Evaluation of Instruction.
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Instructor responsibilities toward the student should include the following:

1. To demonstrate a positive, supportive, student-centered attitude.

2. To teach to the objectives of the course.

3. To post and maintain office hours as required. Full-time instructors are expected to maintain
eight office hours weekly. Part-time instructors are not expected to maintain office hours,
but should let students know how and when they can be contacted outside of class.

4. To prepare for each class meeting.

a.

The conduct of the first class meeting can greatly influence an instructor’s success in the
class. Following are some general guidelines for the first class meeting: Obtain a class
roster from Campus Connect before going to class. Plan to arrive early for the first class
meeting. Write your name and the course number, title, and section on the board.

When the class is assembled, announce the course title and section number and check the
roster to make sure that all students present are officially enrolled in the course. If a
student is present but not on the roster, ask if they have registered. If the answer is “yes”,
his or her name should appear on the Campus Connect roster. If the answer is “no”,
inform the student that he or she will need to register officially for the course before the
end of “late registration.” Direct the student to the appropriate office for registration.

Inform the students what textbook, tools, materials, uniforms, et cetera. they will need for
the course.

Develop and distribute on the first day of class a course syllabus consistent with the
following Course Outline of Record format. Syllabi must contain the Academic Honesty
Statement, ADA Statement, and Right of Revision Statement as written in the following
outline. Instructors may obtain the Course Outline of Record from which to develop a
syllabus from the instructional supervisor or lvy Tech Info-net.

Items in the course syllabus should include items as specified in the Course Syllabus
Audit Checklist. As listed, students should be informed regarding how the instructor can
be contacted. Instructors should consult their instructional supervisors about the
additional required information or policies that are at the instructor’s option to include.

You should prepare a complete lesson for the first class session, even though some
students will not have purchased the books or supplies.

12



College-wide Course Outline of Record

PHIL XXX, INTRODUCTION TO THE FIELD

COURSE TITLE: Introduction to Field/Introduction to the Field

COURSE NUMBER: PHIL XXX

PREREQUISITES: Demonstrated competency through appropriate assessment or
ENG 025 Introduction to College Writing Il and ENG 032 Reading Strategies for College 1.
COREQUISITE: ENG 111, English Composition

PROGRAM: General Education

SCHOOL.: Liberal Arts and Sciences

CREDIT HOURS: 3

CONTACT HOURS: Lecture: 3 Lab: Clinical: COOP/Pract: Other (specify):
DATE OF LAST REVISION: 6/4/08

EFFECTIVE DATE OF THIS REVISION: Fall, 2008

CATALOG DESCRIPTION: Introduces the student to recurring ideas and thought systems
about the field.

MAJOR COURSE LEARNING OBJECTIVES: Upon successful completion of this course the
student will be expected to:

Increase vocabulary to include language used in the field.

Identify and discuss issues, values, and beliefs of major schools of thought.

Build recognition of the more significant in the field.

Engage in reading, writing, and thinking about issues.

Develop a more critical approach to one’s own issues, and a more tolerant attitude toward
the issues of others.

arwdE

COURSE CONTENT: Topical areas of study include --

XXX XXX
YYY YYY
77 77

SUGGESTED TEXTS/CURRICULUM MATERIALS: (latest edition)

Moore. Philosophy: Power of Ideas. Mayfield.

Titus, Smith, and Nathan. Living Issues in Philosophy.

Ivy Tech Community College of Indiana
Academic Affairs

13



Minimum Faculty Credentials

A qualified faculty member in philosophy is one who has an earned master's or higher degree,
from a regionally accredited institution, in philosophy or a master's degree with 18 graduate
semester credit hours in philosophy-related courses.

Academic Honesty Statement

The College is committed to academic integrity in all its practices. The faculty value intellectual
integrity and a high standard of academic conduct. Activities that violate academic integrity
undermine the quality and diminish the value of educational achievement.

Cheating on papers, tests or other academic works is a violation of College rules. No student
shall engage in behavior that, in the judgment of the instructor of the class, may be construed as
cheating. This may include, but is not limited to, plagiarism or other forms of academic
dishonesty such as the acquisition without permission of tests or other academic materials and/or
distribution of these materials and other academic work. This includes students who aid and abet
as well as those who attempt such behavior.

Copyright Statement

Students shall adhere to the laws governing the use of copyrighted materials. They must insure
that their activities comply with fair use and in no way infringe on the copyright or other
proprietary rights of others and that the materials used and developed at Ivy Tech Community
College contain nothing unlawful, unethical, or libelous and do not constitute any violation of
any right of privacy.

ADA Statement

Ivy Tech Community College seeks to provide effective services and accommodations for
qualified individuals with documented disabilities. If you need an accommodation because of a
documented disability, you are required to register with Disability Support Services at the
beginning of the semester. If you will require assistance during an emergency evacuation, notify
your instructor immediately. Look for evacuation procedures posted in your classrooms.

14



Syllabus Template

The instructor will provide students with a course syllabus on the first scheduled class meeting.
The syllabus should communicate clear and concise information to help the student understand
the scope of the course and expectations for successful completion. The following information
will appear on the syllabus and be identical to information on the Course Outline of Record
(CORY):

Required Syllabus Information from (COR)

Course title

Course prefix and number
Prerequisite(s)
Corequisite(s)

Program

Division

Credit hours

Contact hours

Catalog description

Major course learning objectives
Course content

Academic honesty statement
Copyright statement

ADA statement

Additional Required Syllabus Information

The syllabus must also contain the following additional information. The instructor may
determine the content of this information.

Instructor

Course section number

Additional course learning objectives (if required)

Required text, or other instructional materials

Required consumable materials and equipment supplied by student
Instructor phone number

Instructor e-mail address

Instructor office location and hours

Method(s) of instructional delivery

Method(s) of evaluation

Grading scale

Make-up policy

Attendance policy

Activities schedule, including calendar of topics, assignment, test, etc.

15



. Last date to drop course without grade
o The name and location of the Disability Service Coordinator
o Right of revision statement

Optional Syllabus Information

Faculty are encouraged to provide additional information that will help the student understand in
more detail how the class will be conducted.

Extra credit work, if applicable

Class/lab relationship

References or reading that are optional but recommended
Format for papers, projects, or other assignments
Computer room/lab rules if applicable

Withdrawal process and responsibility

Other

16



Classroom Environment

It is the responsibility of each faculty member to maintain a physical and social classroom
environment that is safe, free of harassment, and conducive to learning.

The instructor is expected to secure and maintain the classroom space, furniture and equipment
and to return the classroom to its original configuration at the end of class, with trash deposited
in appropriate receptacles, the boards wiped clean, and when appropriate, the door locked. If
classroom is a computer lab, the instructor should insure that all equipment has been properly
shut down in accordance with the regional expectations for computer labs.

Disruptive behavior should not be allowed. Any problems with disruptive or harassing behavior
should be reported to the appropriate regional supervisor if the instructor is unable to resolve it.
Emergency situations may require the immediate assistance of security personnel.

SEE REGIONAL INFORMATION: Disruptive Behavior
Children in Classrooms/Buildings

17



Grading Policies

APPM 3.1 EFFECTIVE: Summer 2010

PURPOSE:

College grading should reflect the quality of performance and achievement of competency by
students who complete one or more courses.

POLICY:

Instructors are responsible for determining and assigning both grades and status based on
objective appraisal and evaluation of students’ performances. Grading standards and
methodologies must be provided to students in writing at the beginning of the course. The
College is on a four-point grading scale.
e Faculty shall report spring and fall grades by midnight on the Tuesday following the end
of the term.
e Summer grades shall be reported by midnight on the Saturday following the end of the
term.
e For courses ending prior to the established semester end date, faculty shall report grades
within 48 hours of the final required academic event.

PROCEDURES:

APPM 4.2 EFFECTIVE DATE: 1/98, 12/02, 06/07, and Summer 2010

PURPOSE:

The purposes of the College's grading policies and procedures are to differentiate between grades
and status, to provide guidelines regarding their interpretation, and to identify actions and
procedures which influence grades or status designation.

POLICY:

College grading policies reflect the quality of performance and achievement of competency by
students who complete one or more courses, identify status designations which are not computed
in determining grade point averages, and detail procedures related to assigned grade or status
designations.

Decisions made by one region are recognized by all regions regarding transferability and/or
applicability of a course.
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GENERAL PROCEDURES:

1.

The College grading system consists of letter grades A, B, C, D, F and status conditions
(details follow) which are determined and assigned by faculty based upon appraisal and
evaluation of student performance.

The “F” grade denotes an actual failure to reach course objectives even though the
student maintained attendance in the class through the final required academic event. A
final grade of “F” must be recorded on the online grade roster (or on a paper roster) and
the student’s last date of attendance should NOT be recorded. Grades should not be
posted prior to the conclusion of the class.*

The “FW” grade is assigned to a student who fails to reach course objectives due to
failure to complete the last required academic event (typically a final exam). A final
grade of “FW” must be recorded on the online grade roster (or on a paper roster) at the
end of the term. All grades of “FW” must be accompanied by the student’s last date of
attendance. A grade of “FW?” counts toward the number of times a student may attempt a
course.*

Reports reflecting grades and status conditions are available electronically to students
each term.

Skills Advancement courses are assigned grade designations, but no quality points or
quality hours are generated.

The College will accept in transfer any course appearing on the statewide transfer list.
For courses not appearing on the statewide transfer list, recommendations for transfer and
applicability of credit are made by the appropriate academic faculty within that
discipline. Credits to be considered for transfer must have been earned at a post-
secondary institution accredited by a regional accrediting board, and the student must
have earned a grade of "C-" or better in the course(s) involved. Transferred credit is
included in earned hours, but does not affect the grade point average. Credits taken more
than 10 years prior must be reviewed by the Regional Academic Officer or designee if
applied to a degree or certificate objective. This policy applies to credits accepted in
transfer from another institution and to credits taken at Ivy Tech.

Any student who wishes to submit a transcript for consideration of previously earned
credits must have the other institution send an official transcript to the Registrar. The
Registrar will forward information to the appropriate department or division for review,
the department or division will make recommendations regarding credit transfer to the
Regional Academic Officer or designee, and the Registrar will record transferred credit
as earned hours on the student's official permanent record in a reasonable, timely manner.

The student may be asked to supply pertinent course descriptions or copies of college
catalog(s) if further documentation is needed to facilitate credit review.

Acceptance of transfer credits that are not equivalent to courses on the College’s course
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10.

11.

inventory are applied to program electives subject to approval by the Regional Academic
Officer or designee.

Final authority for transfer credit rests with the Regional Academic Officer or designee.

Test-out credits are not included in credit computations for financial aid programs.
Credit awarded is included in earned hours, but does not affect the grade point average.

Substitutions for courses required for a degree or certificate objective must be
recommended by the program chair and approved by the Regional Academic Officer or
designee. These decisions are made on a student-by-student basis.

When a student has not attended during the 100% refund period of a course and has not
notified his instructor regarding intention to attend, it is required that the student be
dropped with a 100 percent refund by the end of the third week or before financial aid is
disbursed to students.

A student who wishes to be reinstated may do so only with instructor approval, and must
complete a course change request form to add the class(es) in question, if approval is
received.

Grade Designations:

Grade Description Quality Points
A Excellent 4
B Good 3
C Average 2
D Below Average 1
F Failure 0
FW Failure (Stopped Participating) 0

Status Designations:

Status Code Description Quality Points

I Incomplete 0
wW Withdrawal (student initiated) O
AW Administrative Withdrawal 0
AU*#  Audit 0
S** Satisfactory 0
u** Unsatisfactory 0
V# Verified Competency 0

*  Must be declared no later than the end of the first
week of classes
**  Must be declared at the time of registration
# Cannot be used to compute financial aid eligibility
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PROCEDURES FOR ASSIGNING STATUS DESIGNATIONS:

1.

I — INCOMPLETE: It is expected that required work will be completed by the
end of each semester. However, at the discretion of the instructor, an *“I”
designation may be given, in cases of illness or a cause judged unavoidable. The
student must request the incomplete, be actively pursuing the course, be passing,
and have remaining a small amount of work, such as a final examination, a paper,
or a term project which may be completed without further class attendance.

The student must meet with the instructor and make arrangements to complete
course requirements within a specified time period not to exceed 30 days beyond
the start of the following term.

The instructor must submit the grade within 31 calendar days after the beginning
of the term following the term in which the "I" designation is received.

The College must change the "I" designation to a grade of "F" if a grade is not
assigned within the specified time period.

Petitions for extension (not to exceed one year) may be granted due to extenuating
circumstances, if a written request is submitted to and approved by the faculty
member, program chair, and the Regional Academic Officer or designee.
Students may not re-register to take a course for which an "I" designation has
been received unless the designation has been converted to a grade other than “I.”

W - WITHDRAWAL.: A status assigned for student-initiated withdrawals after the first
week of the term through completion of 75% of the course, or the date established by the
college drop policy (attached).

a.

The student must complete the withdrawal process in writing or orally. The
student’s official withdrawal date is the earlier of (1) when the student completes
a change of enrollment form or (2) when the office responsible for accepting
official oral notification receives the notification. If withdrawal is taken orally,
the designated office must document the date, time, and other pertinent
information and keep this notification in the student’s record.

A withdrawal (W) counts toward the number of times a student may attempt a
course.

Withdrawals with a "W may not be submitted after the last date to withdraw
unless extenuating circumstances (illness or a cause judged unavoidable),
documented by the student in writing, have been approved by the Regional
Academic Officer or designee.

A grade of "FW" will be assigned to a student who discontinues attendance
without formally withdrawing from the course(s) involved.

AW — ADMINISTRATIVE WITHDRAWAL.: A status assigned for withdrawals which
are processed for disciplinary reasons, in accordance with due process; or for other
extenuating circumstances, such as an illness or a cause judged unavoidable, that prevent
the student from being eligible for an “I - INCOMPLETE”.

a.

Written approval from the Regional Academic Officer or designee is required
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b.
C.

before the “AW” will be processed.
A last date of attendance must be reported.
An “AW” shall count toward the number of times a student may attempt a course.

AU — AUDIT: Enrollment for a course for no grade or credit.

a.

b.

The student must declare the audit during registration with program chairperson
approval, by the end of the first week of classes.
The student will pay the same fees as assessed for a class taken for credit.

S - SATISFACTORY: A status assigned to designate successful completion of a course.
Although no grade is assigned, credit is earned. Designation of “S” will not count toward
degree and certificate graduation requirements.

a.

b.

Approval from the Regional Academic Officer or designee to provide the S/U
designation for the course in question must be on file with the Registrar.

The student must initiate the request for this designation by filing the appropriate
form at the time of registration.

U - UNSATISFACTORY: A status assigned to designate unsatisfactory completion of a
course which differs from a grade of "F" because quality points are not computed.

a.

b.

Approval from the Regional Academic Officer or designee to provide the S/U
designation for the course in question must be on file with the Registrar.

The student must have initiated the request for the S/U designation by filing the
appropriate form at the time of registration.

V - VERIFIED COMPETENCY: A status for which credit is earned, but no grade is
assigned.

a.

The student submits appropriate verification and documentation of competency
attained via test-out, via work experience, College Level Examination Program
(CLEP or DANTES), secondary work completed through articulation agreements,
et cetera to the faculty advisor for review.

The Regional Academic Officer or designee must approve the advisor's
recommendation before credit may be granted.

Students requesting credit via test-out must attempt the test-out prior to
registration for the course involved, and must complete the test at one sitting,
unless it includes two parts, i.e. lab and written exams.

Students who complete a course for a grade may not initiate a test-out request for
that course, but may repeat the class for academic credit in order to attempt to
raise a grade.

Students may not apply test-out credits toward credit computations for financial
aid programs or student grade point average.

Test-out examinations for specific courses are to be taken only once, unless the
Regional Academic Officer or designee approves a re-test request.
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GRADE/STATUS CODE DESIGNATION TABLE:

All courses assigned grades and status codes are reflected on the student’s term grade report.
These course credit hours will generate earned, attempted and/or quality hours and quality
points, depending on the grade or status condition assigned.

Attempted Earned Quality Quality
Grade/Status Credits Credits Hours Points
A X X X X
B X X X X
C X X X X
D X X X X
F X X
FW X X
| X
W X
AW X
AU
S X X
U X
\/ X X

*The following examples are provided to help faculty distinguish between grades of “F” and
“FW”.

1. Astudent enrolls in a course, attends a single class session, and does not attend subsequent
classes. He/she fails to withdraw from the class prior to the final date of withdrawal. The
instructor must report a “FW? grade for this student.

2. A student exhibits sporadic attendance throughout the semester and is at risk for failing the
class. He/she attends the final class session, takes the final exam, and does not earn a passing
grade. A grade of “F” is recorded, even though there was a history of poor attendance.

3. A student, whether attending sporadically or regularly, does not show up for the final
examination. A grade of “FW” must be reported by the instructor.
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Advising

Full-time faculty members are expected to serve as advisors to students assigned to them by their
teaching supervisors. In the role of advisor, the faculty member assists the student in interpreting
assessment information, choosing classes, planning an academic program, discussing academic
or disciplinary problems, and choosing a career. Advisors may also aid in the placement of the
student on a job after completion in his/her academic program.

“Advising support may include, but is not limited to, assistance during registration periods,

student advisement during posted office hours, and pre-registration student advisement
assignments” (APPM 3.7, p 1 of 8)
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Guidelines for Degree Programs

The following are program or course prefixes used for vy Tech Community College:

ACCT Accounting

ADMF Advanced Manufacturing

AGRI Agriculture

AMSL American Sign Language

APHY Anatomy and Physiology

ANTH Anthropology

ARTH Art History

ARTS Fine Arts

ASTR Astronomy

AUBR Auto Body Repair

AUTC Automotive Service

AVIT Aviation

BANK Banking

BCOM Building Construction Management

BCOT Building Construction Technology

BIOL Biology

BIOT Biotechnology

BUSN Business Administration

CARD Electrocardiography

CATX Computed Tomography

CEPM Community Emergency

CHEM Chemistry

CHMT Chemical Technology

CIMG Computerized Integrated
Manufacturing

CINS Computer Information Systems

CINT Computer Information Technology

COMM Communications

CONT Construction Technology

CRIM Criminal Justice

CSTC Central Service Technician

DENT Dental Assisting

DESN Design

DHYG Dental Hygiene

DMSI Diagnostic Medical Sonography

ECED Early Childhood Education

ECHO Echocardiography

ECON Economics

EDSN Environmental Design

EDUC Education

EECT Electronics & Computer
Technology

EETC Electrical Engineering Technology
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ELEC Electronics Technology
ENGL English

ENGR Pre-Engineering

ENRG Energy

ENVM Environmental Management
FIRE Fire Science

FITN Fitness

FORN Forensic Science

FREN French

GENS General Studies

GEOG Georgraphy

GRAM Graphic Media Production
GRDN Garden Design

HAZM Hazardous Materials
HCMG Health Care Management
HIMT Health Information Technology
HIST History

HLHS Health/Human Services
HOSP Hospitality

HPER Kinesiology

HUMA Humanities

HUMS Human Services

HVAC Heating/Cooling

IMTC Industrial Maintenance Technology
INDT Industrial Technology

INSC Insurance

INSE Information Security

INTD Interior Design

I'YDP Indiana Youth Development

Professional

Ivy Tech Community College

Landscaping

LIBA Liberal Arts

LIBR Library Information Technology

LOGM Logistics Management

MATH Mathematics

MEAS Medical Assisting

MEDL Medical Laboratory Technology

METC Mechanical Engineering
Technology

MINT Manufacturing and Ind. Technology

MKTG Marketing

MORT Mortuary Science

VYT
LAND



MRTC Motorcycle

MTTC Machine Tool Technology

NGAS Natural Gas

NRSG Nursing

OFAD Office Administration

OPMT Operations Management

PARA Paralegal

PARM Paramedic

PHAR Pharmacy Technician

PHIL Philosophy

PHLB Phlebotomy

PHOT Photography

PHYS Physics

PLAS Manufacturing Process Plastics

POLS Political Science

PPTC Power Plant Technology
Preparedness and Management

PSAF Public Safety

PSYC Psychology

PTAS Physical Therapist Assisting
QUAL Quality Control

RADT Radiologic Technology
RDTH Radiation Therapy
RESP Respiratory Therapy
RVTC RV Technology

SCIN Science

SOCI Sociology

SPAN Spanish

SPMT Sport Management
SURG Surgical Technology
SUST Sustainable Energy
TECH General Technology
TMAS Therapeutic Massage
TRCK Heavy Truck

VIDT Video Technology
VISC Visual Communication
WELD Welding

Course section numbers should be developed along the following guidelines:

EXAMPLE: CINS 101
Program Course Number

Or Course Prefix
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Curriculum Maintenance Guidelines

Curriculum maintenance is an ongoing process, and is outlined in the Academic Policies and
Procedures Manual 1.5. The process requires that program faculty from the regions meet at least
once per year to review and consider changes to the curriculum. Potential changes may include
curriculum and course revisions, additions, and deletions. Input from advisory committees and
other business/industry resources as well as input from regional and College administrators will
be utilized in the review process.

Recommendations from the program review committees are submitted to Academic Affairs for
review by the Regional Academic Officers Committee. Upon approval, Academic Affairs will
update the college inventory and post official Curricula of Record and Course Outlines of Record
to the College Website. Curricula and Course Outlines of record are accessed from
www.ivytech.edu/academics/courses-curriculum.html.

SEE REGIONAL INFORMATION: Syllabus
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Curriculum Documentation

Curriculum Change Guideline

All degree programs and courses will be delivered in compliance with the standards and
practices as set forth in the Curriculum Outline of Record and the Course Outline of Record as
determined by the program faculty committees and delineated on the College Website.

The course outline of record identifies essential information and criteria for teaching a course.
Important components include: course title, description, major learning objectives, content,
faculty credentials, etc. A general outline is found in Academic Policy and Procedures Manual
15.

Faculty develop the course syllabus from the course outline of record in accordance with the
Academic Policy and Procedures Manual 1.6. The course syllabus is the essential instructional
tool for both student and instructor. The course syllabus is a set of course instructions that
communicates major learning objectives, course content, plans for progression, and sequence of
learning experiences, classroom/lab/field activities; assignments, projects, or other required
course work; procedures for determining grades, and/or other college/instructor policies related
to the course.

The syllabus is to be provided to the students on the first scheduled class meeting, with a copy
filed in the appropriate regional academic office. Information on the syllabus will be identical to
the information on the course outline of record. In addition, the syllabus will contain:
1. Instructor name
2. Course section number
3. Additional Course Learning Objectives*
4. Required text, or other instructional materials
5. Required consumable materials and equipment supplied by the student
6. Instructor campus phone number
7. Instructor E-mail address
8. Instructor office location and hours
9. Method(s) of instructional delivery
10. Method(s) of evaluation
11. Grading scale
12. Make-up policy
13. Attendance policy
14. Activities schedule, including calendar of topics, assignment, test, etc.
15. Last date to drop a course without a grade

Faculty should provide any additional information to help the student understand the scope of the
course and expectation for successful completion.
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*Syllabus objectives must be identical to objectives listed on the course outline of record. Itis
anticipated that a significant majority of the class will be taught toward those objectives.
However, faculty may add objectives consistent with the purposes of the course and regional
need. The attainment of additional objectives cannot prohibit the student from acquiring the
competencies demanded in the statewide course outline of record.

Curriculum guidelines are found in section 1 of the Academic Policy and Procedures Manual.
The official Curriculum of Record is maintained on the College’s website. The curriculum
outline of record is a listing of course prefixes, titles, numbers and credit hours that comprise the
General Education Core, Technical Core, Concentration Core, and Electives for a degree
program of study. A curriculum of record will exist for each associate degree and certificate
offered by the College.
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Instructor Attendance
Class attendance by instructors is essential for appropriate educational activity to occur.

All faculty, full and part-time, are required to meet all sessions of a scheduled class.
Field trips or other deviations from the normal schedule must be approved in advance of
the activity. In the event that a faculty member must be absent from any class session,
the instructional supervisor will provide a substitute instructor. The absent faculty
member is encouraged to assist in finding a substitute. However, persons substituting for
full or part-time instructors must be approved by the instructional supervisor and
arrangements for payment to substitutes must be made by that supervisor.

APPM 3.3 EFFECTIVE DATE: 9/92

PURPOSE:

Class attendance by instructors is essential for appropriate educational activity to occur.
POLICY:

All instructors are required to meet their contractual agreement.

Classes may be canceled or rescheduled only with the approval of the Regional
Academic Officer.

PROCEDURES:

Instructor attendance procedures are regionally determined.

SEE REGIONAL INFORMATION: Field Trips
Substitute Instructor Procedures
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Participation in College-wide, Professional and Community Service Activities
(As found in APPM 3.7 — 1/1999; Revised 1/2005,, Fall 2007, Summer 2010)

Institutional Support

All faculty members are to provide institutional support as expected by college
administration. This support may include, but is not limited to, curriculum development,
classroom management, accreditation efforts, committee and task force assignments that
may be ad hoc or standing, attendance and assistance at campus activities such as
semester kickoff activities, commencement, and other events that are college-wide in
nature or specific to the division/department of a faculty member, active participation in
academic or regional planning and budgeting events, and collaborative efforts with other
regions of the college.

Community Service

All faculty members are to provide community service support as expected by college
administration. This support may include, but is not limited to, efforts on behalf of the
college to advance the college’s relationships within its service area and efforts by a
department/division of the college, related to the faculty member’s appointment, to
advance the department/division’s relationships within its service area.

Professional Development

All faculty members are to engage in appropriate professional development activity as
expected by college administration. Such activity includes, but is not limited to,
attendance and participation in workshops or conferences, in-service activities, and taking
college or continuing education classes. These are activities that, upon successful
completion, will improve the ability of the faculty member to carry out the specific
assigned duties of the faculty appointment.
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Academic Integrity - Cheating
Instructors are responsible for maintaining the academic integrity of the institution.
Academic honesty in regard to both cheating and plagiarism is expected of all students
and faculty.

Procedures for handling students who are suspected of cheating are as follows:

1. Instructors will treat all students in a consistent manner and will not permit
cheating including plagiarism.

2. Instructors will be discreet in handling any suspected cheating and not publicly
embarrass the student who is suspected.

3. Instructors may suspend students who are found to be guilty of cheating from the
class for the remainder of the session in which the cheating incident occurs.

4. Instructors may recommend further action. (Excerpted from 1A.SSM)

Cheating (9.1SAP)

Cheating on papers, tests or other academic works is a violation of College rules. No
student shall engage in behavior that, in the judgment of the instructor of the class, may
be construed as cheating. This may include, but is not limited to, plagiarism or other
forms of academic dishonesty such as the acquisition without permission of tests or other
academic materials and/or distribution of these materials or other academic work. This
includes students who aid and abet, as well as those who attempt such behavior.

Disciplinary Action

A student who violates the rules and regulations of the College may be subject to but not
limited to any of the following disciplinary actions:

Verbal reprimand

Restitution for damages

Restriction of privileges

Withdrawal from a course, program or the College for the remainder of the semester
or term

Suspension from the College (one calendar year)

6. Dismissal from the College (five years, student may appeal for reinstatement).

Eal AN

o

Reinstatement

If a student is dismissed from any campus/region of Ivy Tech Community College of
Indiana, that individual is dismissed from the College. The year starts at the time/date of
the official notification to the student by the Chief Administrative Officer. After one
calendar year, the individual under suspension may apply for reinstatement. If the
student is dismissed, the student may appeal for reinstatement after five years. The
individual must begin the reinstatement appeal process by informing the Chief Student
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Affairs Officer at the campus where the dismissal took place of her/his intentions. The
appeal for reinstatement may be applied for at any campus/region of Ivy Tech where the
individual hopes to attend. The campus/region Student Status Committee will act on the
appeal within thirty (30) days of its receipt. The recommendation of the Student Status
Committee will be forwarded to the Chief Administrative Officer of the campus/region.
That individual will render a judgment on the appeal. That judgment will be final.

SEE STUDENT AFFAIRS POLICIES AND PROCEDURES:  9.1Student Rights and
Responsibilities
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Faculty Evaluation

APPM 3.10 EFFECTIVE DATE: 9/00

Purpose:

The Faculty Evaluation Process was designed to provide performance feedback
throughout the year, while also providing for a summary evaluation at the end of the
appraisal cycle. The process would consist of formative evaluations for the development
of full-time faculty, and a summative evaluation that could form a basis for personnel
decisions.

Procedures:

FACULTY EVALUATION

At a minimum, the faculty evaluation would consist of student evaluations, Course
Evaluation, Self-Evaluation, Goal Setting, and a Summary Evaluation. Regions may
augment the system with other forms of evaluation, but these would form the minimum
necessary requirements. For instance, Nursing faculty may decide to conduct student
evaluations at clinical sites, in addition to the student evaluation of instruction survey for
classroom evaluation. Likewise, a region may decide to add an open-ended student
questionnaire on faculty performance to student evaluation.

Goal Setting

Goal Setting for the upcoming year could be done as a part of the Summary Evaluation
from the previous year, or in a separate meeting. During the meeting, the evaluator and
faculty member would arrive at mutually agreeable goals for the upcoming evaluation
period. Benchmarks and benefits of the goals, as well as any needs, will be discussed at
this time. The faculty member and chair/Vice Chancellor of Academic Affairs would
also determine evaluative weights for each of the main categories of faculty performance.
The weights should reflect the relative importance of each area for that faculty member in
the coming year. These weights may vary given the flexible nature of duties and special
assignments. For instance, faculty may usually allocate 2-5% of their time for College
wide, Campus, and/or Community Service. However, if they are working on a state
committee that would comprise a significant part of their job, a weight higher than 5%
would be assigned. In a different example, a faculty member may usually assign 80% to
Instruction. If that faculty member were developing an internet offering, that Instruction
weight may be reduced and the College wide, Campus, and/or Community Service
weight would increase. The sum of the weights must equal 100%. Weights may be
changed within the year, at the mutual agreement of supervisor and employee, if events
warrant.
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Student Evaluation of Instruction

Student Evaluation of Instruction would be done in accordance with current state policy.

Course Evaluation

The evaluation could be done by a peer, chair or Vice Chancellor of Academic Affairs,
depending on regional preference. The evaluation would be done at least once per
evaluation cycle. The regional administration will determine the frequency, and adhere
to it consistently. The evaluation consists of three parts: curriculum review, assessment
review, and classroom review. The review would be scheduled with the instructor.
Syllabus and assessment materials would be given to the evaluator prior to the classroom
review.

The curriculum review would involve a review of the syllabus and its components. The
course objectives and description should agree with those developed by statewide
curriculum committees. The syllabus should describe how the objectives will be attained,
and how students will be evaluated.

The assessment review would involve a review of available tests and instructions for
other forms of assessment (i.e., essays, portfolios, lab projects, etc.). The review is
designed to ensure assessment materials are consistent with course objectives.

The classroom review involves observing a class for no less than one hour. The evaluator
should be conscious of those elements described that indicate good instructional
methodology.

Within a week of the classroom review, the evaluator should discuss the evaluation with
the instructor. The evaluator should comment on strengths and give suggestions for
improvement. Repeat observations would be left to the discretion of the evaluator.

Self Evaluation

The Self-Evaluation is designed for the faculty members to conduct a performance
review on themselves. Faculty should acknowledge every question at the depth they feel
necessary. Faculty may answer the questions in two-three words, or provide additional
support material for their response. The self-evaluation should be completed at least one
month prior to the summary evaluation.

Summary Evaluation

The Summary Evaluation would be completed at the end of the evaluation period, by the
chair/Vice Chancellor of Academic Affairs. The Summary Evaluation is comprised of 3
components: evaluation of specific job related responsibilities, evaluation of goals, and
other comments.
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In evaluating job specific responsibilities, evaluators would rate faculty on each of the
categories, and supply comments. Ratings would be based on discussions from that
evaluation period, as evidenced in student evaluations, Course Evaluation, Self-
Evaluation, or other communicated observations. The average score for the factors in
each section would be multiplied by the evaluative weight to determine a numerical
rating for each section. The sum of the numerical score for each section will be used to
define a numerical score for the faculty member. The final score could be used, at
regional discretion, for merit or other personnel decisions. Recommendations for the
statewide use of these scores would be pending a review of the process in the future.
Part B of the summary evaluation involves a review of the goals from the evaluation
period. The evaluation would consist of the benefits of the goal and a discussion of any
barriers.

The final section asks for any additional comments from evaluator or employee.

ACADEMIC CHAIR EVALUATION

The Academic Chair Evaluation would mirror the steps in the faculty evaluation, with
three exceptions.

Goal Setting

Goals would be appropriate for Academic Chairs. Evaluative weights would also be
determined for the additional chair roles. Weights would vary depending on the relative
importance of that role to each chair level and/or special duties. For instance, Program
Administration and Enroliment Management should involve more time and importance
for a Department Chair than a Program Chair, and the weights should reflect that.

Academic Chair Self Evaluation

The Academic Chair would be expected to complete the faculty self-evaluation in
addition to the Chair self-evaluation. The Chair self-evaluation focuses on those areas
unique to Chair responsibilities.

Summary Evaluation

The Summary Evaluation would have an additional section to Part A, reflecting Chair
responsibilities.

In addition, there are Chair responsibilities which must be discussed throughout the
evaluation period for which there are no appropriate evaluation instruments. Appropriate
secondary and postsecondary linkages should be discussed on an ongoing basis, and may
be evidenced through the effectiveness of formal or informal agreements. Advisory
Committee effectiveness can be demonstrated through Advisory Committee Surveys and
Committee minutes, and should be discussed. The Technical Program Review and the
Plan for the Improvement of Teaching and Learning can also present itself as an
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opportunity for supervisors to discuss Chair performance.

Faculty/Chair Self Evaluation

This self-evaluation provides you the opportunity to review your activities, successes,
challenges, and goals from the previous year. It also provides you the opportunity to provide
information to your supervisor for the annual summary evaluation. The questions relate to
certain key indicators, which support your job description and functions. There is no required
length to your responses; however, there must be a response to every question, and you must
provide enough substance to address the issue. Feel free to attach any documents or
additional material you feel are appropriate.

1) Instruction

a) Class time was utilized effectively? Did classes meet on time, for full
time allocated, handouts and materials ready for distribution to
students, visual aids ready, etc.?

b) What resources do you use during a typical class?

C) What critical thinking strategies do you use within your courses?

d) How do you present new material to class?

e) What innovative teaching techniques have you tried in the past year?
How would you rate their success?

f) How have you created an atmosphere conducive to learning?

9) How do you determine if material is appropriate to present to class?

h) Do your course syllabi adequately inform the student about class
expectations? If not, what improvements could you make?

)} How often are safety concerns discussed in your class/lab?

1) Please discuss any additional items that are appropriate.

2) Program Management

a) How can students locate you? Do students find this conducive for
them?

b) How did you assist in advising this year?

C) Please describe activities where you may have worked with your chair
to further the interests of the program. (Curriculum development,
advisory committees, scheduling, budget, etc.)

d) Please discuss any additional items that are appropriate.

3) Professional Development

a) How have you kept yourself current with changes in your field over the
past year, both technically and pedagogically?

b) Are you active in any professional organizations? Which ones? Please
list any activities.

C) Please discuss any additional items that are appropriate.

4) College And Community Service

a)

How have you participated on site, regional, or state committees in the
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5)

past year?

b) What College-related events have you participated in within the last
year? Describe your role in the event.

C) How have you served as a community resource in the past year?

d) Are their resources (speakers, experiences, equipment, etc.) that you
have brought to the college as a result of your community involvement?
What are they?

e) Please discuss any additional items that are appropriate.

Previous Years Goals

a) Identify the goals you and your supervisor previously established for
this year. Were you successful? Why or why not? What did you learn
from your challenges?

b) Please discuss any additional items that are appropriate.

The following is to be completed by Academic Chairs. Please provide any additional material
you deem appropriate.

1)

2)

3)

Enrollment Management

a)
b)
c)
d)

Describe any activities in which you have worked with Student Affairs and/or
Marketing.

In what ways were linkages with high schools and other colleges furthered in
the past year?

Was the course schedule conducive to students? Please comment on the
number of courses added, cancelled, and enrollments as well.

What was the program placement rate? How did you assist graduates in their
placement activities?

Program Administration

a)
b)

c)

d)
e)

f)

In what ways have you assisted other departments in related activities?

Has your advisory committee been effective in the past year? Why or why
not?

Describe any curriculum development activities you participated in the past
year. Please include any efforts to further develop courses offered.

What activities have occurred in the past year to improve classes and/or labs?
Please comment on the Technical Program Review and The Plan for the
Improvement of Teaching and Learning.

How effectively was your budget managed?

Human Resource Management

a)

b)

Have you been successful in recruiting and developing staff, full-time and
adjunct faculty? How?

What issues are important to faculty, students, and staff? How are you
addressing them?
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Faculty Agreements

Full-time faculty members are awarded a nine-month agreement covering fall and spring
semesters and 10 non-instructional days (this may differ for certain programs, e.g.
Practical Nursing). These agreements generally begin in mid to late August and extend
to mid or late May. A full or partial extended year agreement for the summer term may
be offered to those faculty members who have been on a full-time agreement during the
previous nine months if summer enrollment and budget permits.

Some full-time faculty may be awarded a 12 month faculty agreement. The 12 month
agreement may be used for faculty in programs where cohort students are required to
attend fall, spring and summer terms.

A third type of faculty contract, the 12-month administrative faculty contract, is designed
for the School Dean positions. This faculty contract type was created to provide for a
faculty presence on regional campuses at times when faculty are not typically on contract
(i.e., between terms) and to address the administrative demands, without reducing the
number of full-time faculty and enabling faculty to maintain faculty rank, title, and
classification. Administrative-faculty will follow the administrative calendar, observing
College paid holidays and will accrue and report vacation for personal time off. The
School Deans transitioned to this new contact type effective with the 2009-10 academic
year.

All adjunct agreements are written for one semester/term only and specifically name the
class or classes that the adjunct faculty member is appointed to teach.
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Faculty Loading

Formerly APPM 3.7

Revised March 2010, Effective Summer 2010
Revised November 2009, Effective January, 2010
Revised 2007, Effective Fall 2007

Revised January 2005, Effective August 2005
Created January 1999

PURPOSE

This policy addresses full-time faculty responsibilities, course loading standards and
contract terms. This policy also addresses full-time administrative and staff teaching
assignments. Course loading standards are established to promote the College’s
orientation as a teaching institution and to ensure consistency of expectations about
faculty loading, while at the same time maintaining a degree of regional flexibility.
This policy seeks to follow the academic model, providing flexibility in how faculty
members meet their full-time obligations. Therefore, this policy outlines minimum
obligations in regard to required time in the classroom and in meeting assigned
office hours.

ORGANIZATIONAL SCOPE OR AUDIENCE

This policy applies to all full-time faculty members as defined by the loading standards
contained in this policy.

DEFINITIONS

e Teaching - A teaching load encompasses all instruction, including, but not
limited to all credit, non-credit, traditional, hybrid, WED, and distance courses.

e Advising - provide student advising support as expected by college
administration. This support may include, but is not limited to, assistance
during registration periods, student advisement during posted office hours, and
pre-registration student advisement assignments.

« Institutional Support - provide institutional support as expected by college
administration. This support includes, but is not limited to, curriculum
development, classroom management, accreditation efforts, committee and task
force assignments that may be ad hoc or standing, attendance and assistance at
campus activities such as semester kickoff activities, commencement, and other
events that are college-wide in nature or specific to the division/department of a
faculty member, active participation in academic or regional planning and
budgeting events, and collaborative efforts with other regions of the college.
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Community Service - provide community service support as expected by college
administration. This support may include, but is not limited to, efforts on behalf of
the college to advance the college’s relationships within its service area and
efforts by a department/division of the college, related to the faculty member’s
appointment, to advance the department/division’s relationships within its service
area.

Professional Development - engage in appropriate professional development
activity as expected by college administration. Such activity includes, but is not
limited to, attendance and participation in workshops or conferences, in-service
activities, and taking college or continuing education classes. These are activities
that, upon successful completion, will improve the ability of the faculty member
to carry out the specific assigned duties of the faculty appointment.

Professional Responsibilities - Full-time faculty are employed as professionals
and are expected to give priority to their full-time commitment to Ivy Tech
Community College. The nature of full-time employment inherently suggests that
the position is an employee’s primary work commitment and as such, involves an
investment of considerable time in order to meet all expectations of the position.

Nine-month agreement - will cover a period corresponding to the fall and spring
academic terms, plus 10 non-instructional days.

Extended year agreement - A full or partial extended year agreement for the
summer term offered to those faculty members who have been on a full-time

agreement during the previous nine months if summer enrollment and budget
permit, plus 4 non instructional days

Twelve-month agreement - will cover a period corresponding to the fall, spring
and summer academic terms, plus 14 non-instructional days. The salary for the
12-month faculty contract is equal to the nine-month base salary plus 33.5%.

Full Time Administrative Faculty Agreement — a 12-month agreement
designed for faculty whose primary role is administrative. Under this agreement,
faculty retain their faculty classification, but follow a typical administrative
employee weekly work schedule and accrue leave at the administrative employee
rate. This agreement applies to Deans of Schools.

POLICY

Full-time faculty responsibilities include teaching, advising, institutional support,
community service, and professional development. All faculty are expected to teach their
assigned courses and fulfill all other faculty appointment obligations consistent with the
procedures below. Faculty are obligated to the on-campus and off-campus time
necessary to meet their professional responsibilities for classes, laboratories, office hours,
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meetings, and other assignments.

The distribution of a faculty member’s comprehensive assignment will vary in
accordance with department, division, and/or regional needs and faculty expertise.
Decisions regarding courses taught, teaching locations, and class schedules are
determined by regional administration. All faculty are expected to engage in teaching,
advising, institutional support, community service, and professional development;
however, this policy does not mandate any particular balance among these categories.
Each faculty member’s load must be approved in writing by the regional academic
officer.

Faculty are expected to meet their assignment obligations within their appointment
period, even if the obligations fall on a day when they are not routinely scheduled to be
on campus.

At the discretion of the regional academic officer and with the agreement of the faculty
member, full-time faculty may fulfill advising, institutional support, community service,
and professional development outside of the regular appointment period. The regular
appointment period begins on the appointment start date and ends on the appointment end
date, and does not include recognized regional academic breaks.

On a case-by-case basis, the regional academic officer may approve in writing a
reassignment or load adjustment for faculty.

Full-time faculty members, as defined by the loading standards contained in this policy,
may be awarded a nine-month or a twelve-month agreement.

The nine-month agreement will be used for faculty teaching in programs that do not
require cohort students to attend fall, spring and summer. A full or partial extended year
agreement for the summer term may be offered to those faculty members who have been
on a full-time agreement during the previous nine months if summer enrollment and
budget permit.

The twelve-month agreement may be used for faculty in programs when cohort students
are required to attend fall, spring and summer.

Full-time faculty members are guaranteed the equivalency of a full load during the nine-
month or twelve-month agreement period. When based on regional need and initiated by
regional administration, the full time load equivalency may be reached over the period of
the nine-month or twelve-month agreement rather than over the period of the semester or
term.
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PROCEDURE

All teaching loads are approved by the chief academic officer within the ranges identified
below. Teaching loads should be determined giving consideration to program
enrollment, requirements from external agencies, accreditation activities, administrative
responsibilities, sections delivered, number of concentrations, number of part-time
faculty, etc.

Fall and Spring Semesters

Full-time Faculty Member

A full load is 14-16 credit hours. For faculty teaching courses with labs, clinical, or
studios, a credit hour range of 14-16 may not be achievable. In those instances, the
full load will be a weekly contact average of 20-24 hours. For full-time faculty
teaching in programs with a 60-minute clinical contact hour format (contrasted to the
standard 50 minute/contact hour basis) and with loading based on contact hours, the
full load will be a weekly contact average of 18 — 22 hours. No regular faculty load
shall exceed 24 average contact hours.

Courses designated as Practicums, Internship/Externships, Co-ops, On-the-Job
Training, Independent Study, etc. (if faculty are not required to provide continuous
direct supervision/instruction) will be reviewed by the Academic Officer and may be
loaded on a case by case basis via an equivalent credit hour basis. “Equivalent” credit
hours should be calculated based on the faculty time designated for the assignment
and its relationship to the College’s credit and contact hour ratio.

Clarifying examples:

1. A faculty member is assigned five three-credit-hour courses for a total of
15 credit hours and 15 contact hours. The faculty member picks up a sixth
three-credit-hour course. This constitutes an “overload” and the faculty
member receives overload compensation for the three-credit-hour course.

2. A faculty member is assigned three four-credit-hour courses and one two-
credit-hour course. Each of the three four-credit-hour courses has six
weekly contact hours. Thus the faculty member has 14 credit hours and 20
contact hours. This constitutes a full-load. The faculty member picks up an
additional three-credit-hour course. This three- credit-hour course
becomes a part of the faculty member’s regular load and the two-credit-
hour course becomes his overload. In the end, the faculty member has 15
credit hours and 21 contact hours in his regular assignment.

3. A faculty member is assigned four, four-credit-hour courses. Each four-
credit-hour course has seven contact hours. Thus the faculty member is
assigned 16 credit hours and 28 contact hours of instruction. Because the
assignment is equal to or less than 16 credit hours, no course is eligible for
a complete overload. However, the faculty member is entitled to four
contact hours of overload pay because the assigned load exceeds 24
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contact hours. If the faculty member picks up a three-credit-hour course
that meets for three contact hours, this course would become a part of the
regular assignment resulting in a regular assignment of 15 credit hours and
24 contact hours. The remaining four-credit hour course becomes the
overload assignment.

4. A faculty member is assigned three eight-hour clinical days and
responsibility for a four-hour weekly lecture. Credit hours assigned do not
reach the 14-16 hour standard. However, the faculty member has been
assigned 28 contact hours per week. The four weekly lecture hours are
considered an overload assignment.

Ten faculty service days per academic year (fall and spring semesters) will be
assigned by regional administration.

Eight posted office hours per week that are approved by the regional academic
officers, during which the faculty member is available to meet with students are
required.

Online sections are limited to a maximum of 30 students. A full-time faculty
member’s load may not exceed 150 students if the entire load is taught via online
technologies. This student load could be less in the event a faculty member’s load
consists of less than five courses due to higher credit/contact hour courses being
taught to fulfill the full-time load. Regardless of the combinations of load, no
online section should ever exceed 30 students.

Where program accreditation requirements differ from these standards, loading
must be consistent with program accreditation requirements.

Program Chair

A Program Chair is responsible for one program or one academic initiative.
9-12 credit hours per semester. For courses with labs, clinical, or studios, not to
exceed a weekly average of 20 contact hours.

For each credit hour or its equivalent that a program chair is reassigned from the
full-time teaching load for the purposes of program administration, that program
chair shall schedule two additional weekly on-campus hours, in addition to the
eight posted student office hours.

Assistant Department Chair

An Assistant Department Chair assists with administrative responsibilities for two
or more different programs or academic initiatives.

9-12 credit hours per semester. For courses with labs, clinical, or studios, not to
exceed a weekly average of 20 contact hours.

For each credit hour or its equivalent that an assistant department chair is
reassigned from the full-time teaching load for the purposes of program
administration, that assistant department chair shall schedule two additional
weekly on-campus hours, in addition to the eight posted student office hours.
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Department Chair

A Department Chair is responsible for two or more different programs or
academic initiatives

6-12 credit hours per semester. For courses with labs, clinical, or studios, not to
exceed a weekly average of 12-15 contact hours.

For each credit hour that a department chair is reassigned from the regular full-
time teaching load for the purposes of program administration, that department
chair shall schedule two additional weekly on-campus hours, in addition to the
eight posted student office hours.

Division Chair

A Division Chair is responsible for one or more academic initiatives, including
but not limited to those responsible for Academic Skill Advancement initiative.
0-6 credit hours per 12 month contract. For courses with labs, clinical, or studios,
not to exceed a weekly average of 4-8 contact hours. Within the credit
hour/contact hour loading ranges, regions determine the applicable credit hours
for a full-time load. Assignments above this load will be considered an overload.
Division Chairs are subject to the full time administrative faculty 12-month
agreement. They remain in the faculty classification structure, but follow a
typical administrative employee weekly work schedule and accrue leave at the
administrative employee rate.

Dean of School

A dean of school is responsible for one or more schools.

0-6 credit hours per 12 month contract. For courses with labs, clinical, or studios,
not to exceed a weekly average of 4-8 contact hours. Within the credit
hour/contact hour loading ranges, regions determine the applicable credit hours
for a full-time load. Assignments above this load will be considered an overload.
Deans of Schools are subject to the full time administrative faculty 12-month
agreement. Deans remain in the faculty classification structure, but follow a
typical administrative employee weekly work schedule and accrue leave at the
administrative employee rate.

Once the teaching load has been approved, any teaching assignments above the approved
load will be an overload.

Summer Term

Responsible sound financial management for summer session is a regional
requirement. Enrollments, the prior year’s average class size by division, workload,
length of individual contracts, and length of summer session may cause the required
number of student credit hours to vary by division. Adjustments may be made for
special assignments or external regulations with the regional academic officer’s written
approval.

Summer loading for nine-month full-time faculty is enrollment driven. If enrollment is
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sufficient, full-time faculty must be offered a minimum of a 50 percent contract. If
enrollment is not sufficient in the regular program area, faculty may be approved to teach
in other areas where they are credentialed. Contracts for nine-month full-time faculty
during the summer are pro-rated at 33.5 percent of the nine-month base salary for faculty
on a 100 percent assignment.

Summer Loading Standards for Extended Year and Twelve-month Agreement

Full-time Faculty Teaching Load Contact Hours (per term)

Full-time Faculty Member

@ 100% 12-13 credit hours,  240-303 hours
or equivalent 216-273 hours*

Program Chair 6-10 credit hours 190-243 hours
or equivalent 171-219 hours*

Asst. Dept. Chair 6-9 credit hours 190-220 hours
or equivalent 171-198 hours*

Department Chair 6-9 credit hours 190-220 hours
or equivalent 171-198 hours*

School Dean and No more than 3 N/A

Division Chair Credit hours

* Applicable only for full-time faculty teaching in programs with a 60 minute contact
hour format (contrasted to the standard 50 minute/contact hour basis) and with loading
based on contact hours.

e Five (or proportionate) posted office hours per week of the region’s summer
term, during which the full-time faculty member is appropriately accessible to
meet with students, are required during the faculty member’s instructional
appointment. Office hour requirements will be pro-rated for those faculty,
program chairs, assistant department or department chairs on less than 100% full-
time assignment. Weekly office hour requirements will be adjusted up if summer
term is less than a standard 10 week session.

e Four faculty service days per summer term, in addition to instructional days, will
be assigned by regional administration. Faculty service day requirements will be
pro-rated for those faculty, program chairs, or department chairs on less than full-
time assignments.

Faculty Overload Standards

With the approval of the regional academic officer and with the agreement of the
faculty member, full-time faculty may teach the equivalent of one 3-5 credit—hour
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course or one additional lab, clinical, studio, etc.) as an overload per semester. The
College reserves the right to determine which courses will comprise a regular full-
time load (14-16 credit hours).

e Faculty who meet the minimum of the given range will be considered 100%.
Overloads will be calculated once a faculty member exceeds the maximum of the
given range. Overloads for chairs will be calculated once a chair exceeds their
approved load as determined by the regional academic officer.

¢ In exceptional circumstances, full-time faculty may teach a second overload with
documented rationale and the written approval of the regional academic officer,
and with the agreement of the faculty member. If online courses make up any
portion of the overload, the overload in online courses may not exceed 6 credit
hours and a total combined enrollment of 100 students.

e Overload courses must be scheduled outside the faculty member’s assigned
workload.

e Courses taught for another region must be approved by both regions’ academic
officers.

e Compensation for overload will be paid on an adjunct faculty contract at the
applicable regional adjunct rate of pay.

e Course sizing requirements for online courses apply to the overload. Therefore,
an overload of a single course would be 30 students in an online three credit hour
course. An overload of two courses would be 60 students in an online three-credit
hour course. The total enroliment of all online courses that make up the overload
should never exceed 100 students.

e Full-time administrative or staff members who teach for the college on an adjunct
contract are subject the same overload standards as a full-time faculty member.

REFERENCES
Indiana State Board of Nursing standards; Accrediting agencies

RESOURCE PERSON

Regional Vice Chancellor for Academic Affairs
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Travel Reimbursement*

Personal Automobile

a.

b.

d.

An employee traveling in his or her vehicle will be paid mileage
allowance at rates shown below for the lesser of the distance actually
traveled or the distance between the destination and the post.

When a personal automobile is used for College travel, the College will
reimburse the employee for the shortest route. The shortest route will be
based on the authorized College Map Mileage Software (currently
Delorme) or Rand McNally Internet site, dependent on which method was
officially chosen by the region. The employee is free to choose any site for
driving directions: however the mileage reimbursement will be based on
Delorme or the Rand McNally site depending on which one was selected
by the region. If the employee travels by a route other than the shortest
route and can show just cause for taking that route (i.e. road closed due to
detour), the employee should be reimbursed for that extra mileage,
provided documentation is included with a travel voucher.

Additional official automobile travel within a city or town shall be listed
separately from travel between cities or towns, and shall be itemized
sufficiently to show the address(es) visited and the approximate mileage
and direction from the center of such city or town.

Example:
Visited 4100 East 38th Street
(8 miles NE Indianapolis).

Additional official travel outside a city or town shall be listed separately
from travel between cities or towns, and shall be itemized sufficiently to
show the residence visited and the approximate mileage and direction
from the center of the nearest town or city (driven through).

Example:
Contacted J. Doe residence
(2 miles NE of Lawrence).

Effective July 1, 2008 vy Tech Community College will adopt a new financial
management policy for the reimbursement of business miles driven using a
personal vehicle. The college will now use the current standard business mileage
rate as prescribed by the Internal Revenue Service to reimburse employee
business miles. On July 1, the mileage reimbursement rate will increase to 58.5
cents per mile.
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Out-of-state Travel

e. Prior approval from the employee's respective Vice President or
Chancellor is required for all out-of-state conferences, seminars,
professional development meetings, etc.

f. By virtue of being a College employee, in-state and some adjacent out-of-
state travel is allowed with the approval of the employee’s supervisor. It
is College policy that employees are authorized to travel within the State
of Indiana and within a sixty- (60) mile radius of the regional campus in
adjacent states for the performance of normal job activities.

* For the complete policy see section I-A and 1I-E of the Financial Management Manual
on-line at http://www.ivytech.edu/fmm/section-h/h-ii-a.html.
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Professional Development

Improving the quality of education across all programs is a primary focus at lvy Tech
Community College of Indiana. Faculty members are expected to keep current in their
field of study. The College assists full-time faculty in this effort through professional
development opportunities. These may include workshops, seminars, conferences,
certification programs, and formal education. The College may assist with the cost of
attending professional development activities as budgetary funds are available.

The College sponsors the following professional development opportunities: the
Academy for Instructional Excellence, the Leadership Academy.

SEE EMPLOYEE HANDBOOK 3.3

SEE REGIONAL INFORMATION:  Professional Development
Educational Support
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Faculty Recognition

Two annual awards are given to faculty members. The Glenn W. Sample Award for
Excellence in Instruction is presented to the faculty member who best exemplifies
excellence in instruction. The intent of this award is to recognize one instructor annually
who epitomizes the mission of lvy Tech. The President’s Award for Excellence in
Instruction is presented annually to the finalists for the Glenn W. Sample Award for
Excellence in Instruction. Full-time and adjunct faculty whose principal tasks involve
direct instructional activities with the students are eligible for these awards.

SEE: APPM 7.10

SEE REGIONAL INFORMATION: Faculty Recognition
SEE EMPLOYEE HANDBOOK: Service Awards
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Credential Requirements

PURPOSE:

Requirements for faculty credentials are an important means by which quality and
consistency of instruction are promoted at Ivy Tech. Consistent credential requirements
allow the College to meet the expectations of students, employers, other educational
institutions, and accrediting bodies.

ORGANIZATIONAL SCOPE OR AUDIENCE

The following credential requirements apply to all courses taught using the respective
prefixes (for example, BUSN, ECED, HVAC, et cetera), in all settings (for example, on
campus, off-campus, via technologies), under all auspices (for example, through degree
programs, through Workforce and Economic Development).

POLICY

Faculty credential standards shall be established for each program or discipline and are
referred to as “program/discipline credential standards”. Program/discipline credential
standards are ideally a master’s degree in the discipline but no less than a baccalaureate
degree. All faculty teaching liberal arts courses and all full time faculty members must
meet program/discipline credential standards. When no credentialed instructors are
available to teach a liberal arts course section, the course section shall be removed from
the schedule until a credentialed instructor is contracted to teach the course.

Credentials other than the program/discipline standard, i.e. licensure, certification,
specialty coursework, might appropriately qualify one to teach specific courses. In these
cases, standards applicable to individual courses (“course standards”) may be established
as appropriate. For example, an instructor with a JD does not meet the business program
standard, but is appropriately qualified to teach BUSN 102 Business Law. Therefore,
BUSN 102 Business Law has a course standard specific to the course. A degree in
Nutrition might be a course credential standard for MEAS 216 Nutrition.

Each Ivy Tech degree program is expected to be accredited by the appropriate national
and/or state accrediting and licensing boards. The College credential requirement
policies have been developed to reflect these standards. However, a degree programs
will also have to adhere to the additional accreditation standards that are part of many
accreditation regulations. These additional standards can include, but are not limited to
stipulations about what percentage of the program faculty must hold graduate degrees,
higher credential or licensure requirements for programs chairs, and a more limited array
of appropriate degrees.

Providing students access to transfer programs and courses is part of lvy Tech’s mission.
Applicable transfer agreements may add additional credential requirements beyond the
College policy, depending on the nature of the articulation. The College will adhere to
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the credential requirements specified in each articulation agreement in which it is
participating.

In addition to liberal arts courses, faculty teaching TransferIN courses must also meet the
appropriate credential standard. When no credentialed instructors are available to teach a
TransferIN course section, the course section shall be removed from the schedule until a
credentialed instructor is contracted to teach the course.

Faculty with extensive graduate credits, but no graduate degree, can be determined to
have met the requirement if the individual is ABD or has amassed 45 graduate hour
credits in a single program that meets the requirements specific to the course being
taught.

Faculty with a master’s degree in secondary education with a relevant concentration
(such as mathematics) can be determined to have met the requirement if the individual
has 12 graduate credits in the field and 12 undergraduate credits in the field at the 300-
and 400-level. This applies to general education courses that are 100-level only.

See http://infonet.ivytech.edu/academic_affairs/app/index.html for specific
Program/discipline and Course Credential Standards:

Faculty Classification Criteria

FACULTY
CLASSIFICATIONS
Classification Classification Position
Level Criteria Title
F-1 a) Faculty personnel involved in direct Assistant Instructor

classroom and/or laboratory instruction or
instructional support.

b) Appropriate preparation for the
assignment.

¢) Mustbe on plan to reach credential status.

d) Must remain in this classification at least
one year.

E-2 a) Meet minimum credential requirements Instructor
associated with instructional assignment.

b)  Must remain in this classification at least
one year.

F-3 a) Meet credential requirements of F-2 Assistant Professor
classification.

b) Must have 5 plus years-related teaching
experience with at least 2 years teaching
equivalency full time in higher education.
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<)

Must remain in this category at least two
years.

F-4 a) Meets requirements of F-3 Associate Professor
classification.

b) Minimum of Master’s Degree.

c) Evidence of teaching expertise, peer
review required.

d) Service to college outside teaching
and administrative assignments (e.g.
regional or statewide committees).

e) Evidence of professional and
community service.

f)  Must remain in this category at least 4
years.

F-5 a) Meets requirements of F-4 classification. Professor

b) Master’s required, Doctorate preferred.

¢) Evidence of significant contributions to
College at statewide level.

d) Evidence of professional contributions to
field of study or to the teaching/learning
process.

e) Evidence of professional and community
service.

f)  Scholarly activities—one or more of the

following: publication, or participation at
state or national levels in organizations.
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Process For Promotion

Process for Promotion to New Faculty Rank

PURPOSE:

Faculty promotion guidelines are established to provide a timely and comprehensive
process for faculty to move from one classification/rank in the College to the next in a
consistent manner.

POLICY:

All Ivy Tech regions are expected to comply with the following procedures for the
promotion of faculty to F-4 or F-5. Faculty seeking promotion must have met the
expectations for the next higher classification in terms of their length of employment,
academic credentials, or other expectations related to moving up in the
classification/ranking system. Faculty may seek reclassification no more than once per
academic year.

PROCEDURES:

1. Timeline for implementation

Sept. 1 or Feb. 1 Submission of Intent to Seek Reclassification form to Vice
Chancellor of Academic Affairs. Vice Chancellor’s office
will respond in seven working days with regard to
eligibility for promotion.

Oct. 1 or March 1 Portfolio due to Vice Chancellor for Academic Affairs
(with required number of copies).
l l Vice Chancellor forwards copies to review committee
members.
Nov. 1 or Apr.1 Deadline for Committee members to return
l l recommendation for reclassification to Vice Chancellor for
Academic Affairs.

Dec. 1 or May 1 Deadline for Vice Chancellor for Academic Affairs to
notify faculty member of the results of the review.

Fall Semester New classification goes into effect.
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2. Membership of the Portfolio Review Committee (three or five members)

a.
b.
C.

Immediate supervisor of faculty member seeking reclassification

Peer faculty member appointed by the Vice Chancellor for Academic Affairs
The faculty member seeking reclassification will nominate three peer faculty
members from which the Vice Chancellors for Academic Affairs will choose one
to serve on the committee. The peer member may be from any program in the
region or from another campus.

Vice Chancellor may appoint two additional members from other regions for
faculty seeking promotion to F-4; will appoint two Vice Chancellors for
Academic Affairs from other regions for faculty seeking promotion to F-5.
Members of the committee must be at same or higher classification as the faculty
member seeking reclassification. In those circumstances in which no peer is
available, the regional Vice Chancellors for Academic Affairs will approve any
exceptions.

Vice Chancellor for Academic Affairs will appoint chairperson of the committee.

3. Review Process

a.

Intent to seek reclassification forms should be submitted to Vice Chancellor for
Academic Affairs by either Sept. 1 or Feb. 1. At this time, the Vice Chancellor
should counsel with any applicant who is not eligible or who is deemed
inappropriate for reclassification. Faculty members currently on a disciplinary
track are not eligible to apply for a promotion.

Portfolios should be submitted to Vice Chancellor for Academic Affairs by Oct. 1
or March 1. Electronic or multi-media submissions are acceptable. The applicant
should provide a copy for each member of the committee and the Vice
Chancellor. Once the portfolio has been submitted, no additions or changes may
be made.

The committee chair, in consultation with the regional Vice Chancellors for
Academic Affairs, will review the portfolio for eligibility to proceed in the
process, using the first page of the “portfolio review checklist.” If the committee

chair determines that the portfolio is not eligible for consideration, it will be
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returned to the candidate who may not resubmit it until the next submission
period.

Once it is determined that the portfolio is eligible for consideration, copies of the
portfolio will be distributed to the rest of the committee members. The Review
Committee is required to meet (in person or via teleconference) to discuss
individual member findings and merge them into one recommendation that
indicates the committee decision to approve/not approve. While individual
recommendations are confidential, the numbers for/against approval should be
identified. The faculty member may request a meeting with the committee chair
after a decision about reclassification is made for the purpose of clarification of
weaknesses or missing evidence.

The committee chairperson will report the findings of the committee in writing to
the Vice Chancellor for Academic Affairs no later than November 1, or April 1.
The Vice Chancellor for Academic Affairs will then forward the recommendation
to the campus administrator (Chancellor or Vice Chancellor) who will make the
final decision to approve or not to approve the reclassification. It is important that
the campus administrator be supportive of the promotion process and advise the
committee chair and Vice Chancellors for Academic Affairs of any reasons for
disapproving a promotion recommendation.

The Vice Chancellor for Academic Affairs will notify the faculty member of the
decision by no later than Dec. 1 or May 1. All members of the review committee

will be notified of the disposition of the recommendation.
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IVY TECH COMMUNITY COLLEGE

Intent to Seek Reclassification to Associate Professor (F-4)

Application Form

(Deadline for submission Sept. 1 or Feb. 1)

NAME CURRENT RANK

REGION

I, the above listed faculty member, wish to apply for reclassification to the Associate

Professor rank.

Is currently at Assistant Professor classification.
Has been Assistant Professor at least 2 years.
Has a minimum of a Master’s degree.

Are you on a disciplinary track?

Yes No

I would like to nominate the following faculty members to serve on my review
committee. | understand that the academic dean will make the final appointment from

the three names.

Suggested Committee Member Rank
From Region
Suggested Committee Member Rank
From Region
Suggested Committee Member Rank
From Region
Signature of Applicant Date
Date received by Vice Chancellor of Academic Affairs
Approval of applicant for reclassification process
Vice Chancellor of Academic Affairs/Date Human Resources Director/Date
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EXAMPLES OF MATERIALS FOR POSSIBLE INCLUSION

Listed below are some examples of items that could be placed in the professional
portfolio. The examples are correlated by letter to the Evaluation Checklist for the
appropriate level. Required materials for all faculty portfolios include:
1. table of contents
2. narrative introduction that explains the significance of the documents included
or introduces the various components of the portfolio.

Material from Yourself:

@ a reflective statement of your teaching philosophy and your contribution to the
teaching mission of the College

(b) a list of courses taught within the past year, with enroliments, grade distributions,
and a brief description of the way each course was taught.

(© representative course syllabi which detail course content and objectives, teaching
methods, readings, homework assignments and a reflective statement as to why
the class was so constructed

d) the pursuit of research contributing directly to teaching one’s discipline

(e a personal statement describing teaching goals for the next five years

()] description of steps taken to improve teaching including changes resulting from
self-evaluation, time spent reading journals on improving teaching, participating
in seminars and workshops on sharpening instructional skills

(0) summary of steps taken to identify students with special problems and to design
teaching and assessment procedures which facilitate their learning

(h) summary of steps taken to insure that you remain technically competent in your
field

Q) summary of involvement in professional organizations

() summary of coursework beyond the master’s degree level

(k) summary of involvement with employers appropriate to your subject field

The Products of Good Teaching:

() student scores on pre-and post-course examinations

(m)  student essays, field-work reports, laboratory workbooks or logs

(n) examples of graded student papers showing excellent, average, and poor work
(0) a record of students who succeed in advanced study in related courses

Information from Others:

(p) student evaluations of your classroom performance

()] invitations to teach from outside agencies, present a paper at a conference on
teaching one’s discipline or on teaching in general

(9] supervisor course and teaching evaluation data, including classroom observation
and/or annual evaluation (submitted by instructor being evaluated)
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(s) letters, memos, etc., from others recognizing service/excellence awards,
certificates, etc.

(® evidence of committee assignments/work at state and/or regional level

(u) evidence of professional presentations, published articles, accepted
thesis/dissertation; can include programs from conferences, review of article,
letters of recognition of work; evaluations.
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APPLICATION FOR RECLASSIFICATION TO ASSOCIATE PROFESSOR (F-4)

PORTFOLIO EVALUATION CHECKLIST, PART 1

Name of Applicant: Date Portfolio Received:

The Applicant’s Portfolio:
Yes No

Includes current information.*

Balances information from self, from others and from
products of student learning.

Relates practice to an articulated philosophy of
teaching/learning.

Includes sufficient multiple, selective sources of information
to make an objective evaluation.

Adequately supplements narrative description and analysis with
empirical evidence.

If any of the above are “No,” the committee should advise the applicant to add the
missing elements and resubmit the portfolio during the next cycle.

* the definition of “current” may vary by discipline, e.g., what is current for CIS
may be more recent than for another discipline. “Current” is defined as 2-3 years for
purposes of identifying professional development activities and which courses have
been taught.
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PORTFOLIO EVALUATION CHECKLIST (F4)

Part Il. Portfolio Evaluation Checklist (F-4)

An acceptable portfolio will meet all of the following expectations at a level considered representative of instructional competency
at the Associate Professor classification level. The committee should exercise discretion in determining what is relevant (e.g., a
division chair may teach few or no classes and have little current information on the teaching-related criteria). The committee will
review the portfolio, meet and submit recommendations no later than November 1 or April 1.

EXAMPLES OF MATERIALS FOR POSSIBLE
INCLUSION

Meets Expectations.
(Comments Required)

Does Not Meet Expectations.
(Comments Required)

Insufficient Supporting
Materials to Make
Determination.
(Comments Required)

1. Is familiar with and capable of discussing contemporary
thinking in field of teaching/learning.
(b,d, e f, 0)

2. Demonstrates a strong commitment to continuing
education in content area as well as in teaching and
learning.

(d, f, h,i,j)
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3.

Has in-depth knowledge of subject matter or field
relating to instructional assignment.
(d, f, h,j, k @)

Is actively involved with employers or postsecondary
faculty at other institutions appropriate to his/her primary
instructional responsibility.

(d. q.s)

Has evidence of professional contribution to field of
study or the teaching/learning process.

(i)

Makes significant contributions while serving on State
and/or Regional Committees.

(t)
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7. Uses a variety of instructional methods to insure coverage
of all areas of cognitive learning.
(m,b,c, 1)

8. Includes writing and speaking assignments for students in
repertoire of instructional methods.
(c. p)

9. Course syllabi promote student learning and define
successful student behaviors.
Gg,de faqprn

10. Evidence of efforts to improve teaching is included.
(I,n,o,a,0p,r)

11. Use classroom assessment effectively.

(m,n,0,b,c,f59)
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12.

Assessment of student learning focuses on higher
cognitive levels.
(I, m,n, 0, a)

13.

Products of student learning reveal successful
teaching.
(b,d, f,g,hijkaq)

14,

Out-of-class commitment to student learning is apparent.

()

15.

SUMMA evaluations reveal commitment to student
learning.

Q)

16.

Evidence exists of positive evaluation(s) of teaching
excellence by supervisors and/or peers.

(r
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17. Professional evaluation reflects acceptable performance
in all areas of responsibility.

(1
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Additional comments by evaluator:

Associate Professor Classification Recommended: Yes No

Evaluator (Only Committee Chairperson
needs to sign final report form.)

Date
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IVY TECH COMMUNITY COLLEGE

Intent to Seek Reclassification to Full Professor (F-5)
Application Form
(Deadline for submission Sept. 1 or Feb. 1)

NAME CURRENT RANK

REGION

I, the above listed faculty member wish to apply for reclassification to the Full Professor rank.
Yes No
Is currently at Associate Professor classification.
Has been Associate Professor at least 4 years.
Has a minimum of a Master’s degree.
Are you on a disciplinary track?

I would like to nominate the following faculty members to serve on my review committee. |
understand that the academic dean will make the final appointment from the three names.

Suggested Committee Member Rank
From Region
Suggested Committee Member Rank
From Region
Suggested Committee Member Rank
From Region
Signature of Applicant Date

Date received by Vice Chancellor of Academic Affairs

Approval of applicant for reclassification process

Vice Chancellor of Academic Affairs/Date Human Resources Director/Date
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PORTFOLIO EVALUATION CHECKLIST (F5)

An acceptable portfolio will meet all of the following expectations at a level considered representative of instructional competency
at the Full Professor classification level. The committee should exercise discretion to determine what is relevant (e.g., a division

chair may teach few or no classes and have little current information on teaching-related criteria). The committee will review the
portfolio, meet and submit recommendations no later than November 1 or April 1.

EXAMPLES OF MATERIALS FOR POSSIBLE
INCLUSION

Meets Expectations.
(Comments Required)

Does Not Meet Expectations.
(Comments Required)

Insufficient Supporting
Materials to Make
Determination.
(Comments Required)

1. Is familiar with and capable of discussing contemporary
thinking in field of teaching/learning.
(b,d, e f, 0)

2. Demonstrates a strong commitment to continuing
education in content area as well as in teaching and
learning.

(d,f hij

3. Has in-depth knowledge of subject matter or field relating
to instructional assignment.
(d, f, h,j, k q)
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B

Is actively involved with employers or postsecondary
faculty at other institutions appropriate to his/her primary
instructional responsibility.

(d. q.s)

Has evidence of professional contribution to field of
study or the teaching/learning process.

(i)

Makes significant contributions while serving on State
and/or Regional Committees.

(t)

Engages in research, publication and/or makes
presentations at professional meeting.
(m,n,a,b,cfagnpr)

Uses a variety of instructional methods to insure coverage
of all areas of cognitive learning.
(m, b, c, f, 1)
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9. Includes writing and speaking assignments for students in
repertoire of instructional methods.
(. p)

10. Course syllabi promote student learning and define
successful student behaviors.
G.d,efaqpr)

11. Evidence of efforts to improve teaching is included.
(I,n,o,anpr

12. Use classroom assessment effectively.
(m,n,0,b,c,f,5s)

13. Assessment of student learning focuses on higher

cognitive levels.
(I, m,n,o,a)
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14,

Products of student learning reveal successful
teaching.
(b, d, f,g,hijk0q)

15.

Out-of-class commitment to student learning is
apparent.

(p)

16.

SUMMA evaluations reveal commitment to student
learning.

(r)

17.

Evidence exists of positive evaluation(s) of teaching
excellence by supervisors and/or peers.

(r)

18.

Professional evaluation reflects acceptable performance
in all areas of responsibility.

(r)
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Additional comments by evaluator:

Professor Classification Recommended: Yes No

Evaluator (Only Committee Chairperson needs to
sign final report form.)

Date
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Employee Complaint and Grievance Procedure and Employee Harassment
Policy

Employee Complaints Or Grievances

The College wants to provide you with a working environment which contributes positively to
good communication, cooperation and teamwork among employees. From time to time,
misunderstandings among employees occur which need resolution. The College encourages
employees to resolve their complaints informally. The College Employee Informal Complaint
procedures are designed to accomplish a quick resolution which is usually most expeditious and
effective.

Whenever that effort does not result in a resolution to your satisfaction, the College Formal
Grievance Procedure is available for your use.

Both the informal and formal procedures have been used successfully at the College.

SEE: APPM 3.6
SEE EMPLOYEE HANDBOOK In print or on the infonet for entire text of complaint or
grievance procedure.

Policy on Consensual Romantic or Sexual Relationships

The College’s educational mission is promoted by and dependent upon professionalism in
faculty/student relationships. Romantic or sexual relationships between faculty members and
students undermine such professionalism and adversely impact the College’s educational
mission. Voluntary consent by a student to a romantic or sexual relationship with a faculty
member who is in a in a position of power over the student is inherently suspect. Such
relationships are susceptible to exploitation and expose the College to potential legal liability.
Therefore, the College has developed this policy to regulate consensual relationships between
faculty and students as follows:

1. A faculty member, who for the purposes of this policy is defined as any College
employee who has an educational or supervisory responsibility for the student,
including but not limited to faculty members, tutors, advisors, counselors,
administrators and staff are prohibited from entering into a romantic or sexual
relationship with a student, even if the relationship appears to be consensual.

2. Faculty members are also cautioned against placing themselves in a position of
authority over students with whom they have had a romantic or sexual relationship in
the past or with entering into such a relationship with a student who is enrolled in the
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same program within which the faculty member teaches, as such relationships tend to
expose both parties to potential exploitation.

3. Faculty members who find themselves entering into a such a relationship, or who find
themselves assigned to teach, or otherwise take on an educational or supervisory
responsibility over a student with whom they have, or had, a romantic or sexual
relationship are obligated to report the existence of such relationship to their
supervisor and make arrangements to ensure that such student will not be placed
under the academic or supervisory responsibility of said faculty member.

Failure on the part of the faculty member to comply with this policy may result in adverse
employment action being taken, up to and including termination of employment.

SEE EMPLOYEE HANDBOOK In print or on the infonet for entire text of policy on
consensual romantic or sexual relationships.
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Program Effectiveness

Program faculty from the regions meet at least once per academic year to review the
effectiveness of their respective programs. Membership of each committee consists of at least
one faculty member from each region authorized to offer the degree program. A region may
send more than one representative to the meetings; however that region will have only one vote
when considering changes.

Curriculum committee tasks will be consistent with those outlined in Academic Policy and
Procedures Manual 1.5. Those tasks will involve a review of student performance on capstone
course exercises, a review of general education and technical outcome assessment activities (as
outlined in Academic Policy and Procedures Manual section 13), a review of the Key Quality
Indicators (as outlined in Academic Policy and Procedures Manual section 2) that are relevant,
and any other programmatic information consistent with the purposes of the degree.

Key Quality Indicators

As part of the development of an institutional effectiveness plan and as part of preparation for the
1999 NCA self-study, the College developed 25 Key Quality Indicators. In November, 2006, the
KQI’s were updated in anticipation of the 2008-2009 comprehensive visit. These indicators are
listed on the following page and are “key” to the continuous self-assessment and continuous
quality improvement strategies of the College. These KQI’s serve as a catalyst to campus and
college-wide planning for improvement and meeting them will allow the College to achieve a
level of quality and consistency among its campuses that will assure both internal and external
publics that the College has made an ongoing commitment to continuous improvement.

Key Quality Indicators
(Approved March 2007)

1. There are adequate full-time faculty members for the program mix of each campus.
2. There are appropriately credentialed faculty members at each campus.
3. Degree programs meet external validation standards.

4. There is appropriate and up-to-date educational equipment to support the academic
initiatives of the College.

5. There is appropriate support for the library operations of the College.

6. Academically under prepared students receive remedial education that would allow them
to meet educational objectives.

7. Students demonstrate mastery of technical and general education skills.
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10.

11.

12.

Graduates are successfully employed or continuing their education.

Distance learning offerings of the College meet the same quality expectations as the
traditional course offerings.

The College provides strong support systems for students.

The College provides a culture of outcomes assessment for each functional area of
Student Affairs.

The College provides a student centered environment that fosters intentional individual
development.
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Advisory Committees

APPM 9.0 — Effective 9/92 — Updated 6/02

PURPOSE:

Each Ivy Tech region maintains a program advisory committee for each college program
presented by that region to assist the faculty and administration in providing relevant and up-to-
date instruction. The committee should be made up of five or more members composed of
representatives from business and industry, area secondary schools and other postsecondary
institutions. These committees provide vital communication links between the College and the
community. Advisory committee members provide educators with “eyes and ears” Tuned to
rapidly changing needs of business and industry. Advisory committees help disseminate
information that will be of benefit to students, to the program, to the College, and to other
outside agencies or individuals. They supply the guidance and critical assessment necessary for
Ivy Tech to equip program graduates and employers with the skills so vital to their services.
These committees act in an advisory capacity.

POLICY:
Advisory committees can assist the College by providing some of the following kinds of
assistance:

Develop and maintain a high level of quality

Provide input on program improvement

Review programs for relevance

Participate in program planning process

Assess current and projected workforce needs

Act in a liaison role with all outside agencies that are interested in the educational

program

7. Suggest or identify cooperative education, externship or practicum sites for those students
in programs with such features

8. Identify the equipment necessary to create real life learning experiences and complement
instruction

9. Work with the placement office in its effort to find jobs for program graduates

10. Market the programs

11. Plan and participate in development efforts associated with the program

SourwNdE

PROCEDURES:

Appointment of regional program advisory committees and committee operations are regionally
determined.

SEE REGIONAL INFORMATION: Advisory Committees
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Grade Appeals

APPM 4.7 EFFECTIVE DATE: 8/06

PURPOSE:

The purpose of the College's policy and procedures concerning appeals of grades is to protect
students’ rights and interests, to protect academic integrity, and to insure appropriate standards of
due process for faculty and students.

POLICY:

College grading policies reflect the quality of performance and achievement of competency by
students who complete one or more courses. Grade appeals may occur when a students feels that
the final grade received in a course is inaccurate.

GENERAL PROCEDURES:

1. When a student believes the final grade he or she received in a course is inaccurate, he or
she should make an appointment with the instructor who issued the grade or status and
explain the reasons for this belief. This process must be initiated within thirty (30)
calendar days of receiving the grade. The instructor and the student should make every
effort to resolve the issue. It is expected that most, if not all, misunderstandings will be
resolved at this level.

2. If the grade or status issue is not resolved, the student can appeal in writing to the
instructor’s supervisor. This individual may be the regional program chair. Once the
student has appealed the grade or status with the chairperson, if the issue is not resolved
to the student’s satisfaction the student may appeal to the regional department
chairperson, next higher chairperson or dean, or whomever is next in line.

3. The student’s next recourse is to appeal to the regional chief academic officer. The
student must notify the vice chancellor of academic affairs in writing of his or her intent
to appeal the grade. An appeals committee will be formed by the vice chancellor,
consisting of a faculty member from the program or from the division in which the
program is housed, a faculty member from another school, the regional vice chancellor of
student affairs or designee, the regional vice chancellor of academic affairs, and an
optional fifth regional person, possibly staff. The appeals committee’s decision will be
forwarded to the student. Students not satisfied with the committee’s decision may make
a final appeal to the regional chancellor.
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Intellectual Property

APPM 7.11 EFFECTIVE DATE: 2/02

PURPOSE:

Ivy Tech Community College is committed to teaching and related scholarly activities of its
faculty and staff (henceforth referred to as the creators). Further, the College recognizes that in
pursuit of those activities, faculty and staff will create copyrightable or patentable works such as
printed materials and publications, multi-media materials, and online courses (henceforth
referred to as intellectual property). These works may and often do involve rights of ownership,
needs for protection, rewards from ownership, and responsibilities during development that
affect the creators and the College.

The College recognizes the value in faculty and staff pursuing such activities and wishes to
facilitate such through this policy. The College also recognizes that it has an obligation to itself
and to the public to share in any financial benefits derived from College support used in the
development of intellectual property. The purpose of this Intellectual Property Policy is to
clarify issues related to the ownership, sale, licensing, and distribution of intellectual property
and to provide a framework that offers flexibility and protection to both creator(s) and the
College.

POLICY:

Contracting for Intellectual Property

The College recognizes that faculty and staff, in an effort to improve their contributions to
students and the mission of the College, have in the past and likely will in the future, create
intellectual property without first negotiating an agreement with the College concerning
ownership rights. Whether a work is undertaken by an employee without entering into a prior
agreement with the College, or whether the work is undertaken at the request of the College, it is
the intent of this policy that the following provisions control the relationship between the College
and the creator(s).

In the first instance, when the development of intellectual property is planned by faculty or staff
without having been requested by the College, the College encourages the creator(s) to first
negotiate with the College for rights prior to the creation of such intellectual property relative to
the ownership of that specific intellectual property.

In the second instance, when the College desires the creation of intellectual property, the College

shall contract with creator(s) in advance. The ideal situation would be to negotiate such contract
at the time of renewing the annual employment contract.
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PROCEDURES:

In contracting for a given piece of intellectual property, the following provisions shall control the
relationship between the College and the creator(s).

1. Independent works

If a work is created, developed, or produced wholly on the employee’s own time and without any
College support, the creator(s) shall retain all rights of equity and ownership. For example, if the
creator(s) independently develops an online course, the course may be offered through the College
at the discretion of the College, and the College and creator(s) shall negotiate an agreement with
respect to the rights and responsibilities of each party. In any event, should the creator(s) leave the
College, the College shall retain a non-exclusive, non-transferable license to offer the course for
one year following that departure.

Materials or inventions developed as part of an independent consulting project performed by
College personnel for outside organizations shall not be considered to have been College
supported or commissioned, and all rights to such property, other than those involving the
substantial use of College funds or facilities, shall remain with the individual. Such work shall
not violate state law or College policy regarding conflict of interest.

2. Creation of Online Courses or Other Works with College Support

If the College requests or agrees to the creation of an online course or other works by an
employee, or if the employee has created such a work and made use of College resources in the
process without prior negotiation, the College shall have non-exclusive, non-transferable rights
to use the work for three years, while the creator is employed. If the creator leaves the College,
he or she may take the work to use for his or her purpose, but the College retains the right to use
the work for the balance of three years. The College may continue to use the work beyond this
time period in the event such an agreement was developed with the creator.

It is expected that the creator will keep the work current by making modifications and updates as
appropriate during the time the creator is employed by the College. Consideration for additional
support from the region will be given if major changes to an online course or other works are
required.

While employed, the creator will not use the property in any way that is in competition with the
College, without prior written consent. In the case of an online course and during the term of the
creator’s employment, the creator will have the right of first refusal to teach the course. Should
the author be unwilling to teach a section or sections of the course in a given academic term, or if
teaching these sections would exceed a reasonable load as deemed appropriate per faculty
loading policies and practices, the region has the right to ask another employee or employees to
teach the course for one academic term only.
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It is expected that the College and/or region will provide the necessary support, including off-
loading, computer training and distance education support for the creation or development of the
online course or other works.

The contracting parameters established above for the creation of online courses or other works
are not intended to apply to the employee’s normal job responsibilities that are associated with
traditional classroom instruction and course development, such as writing course outlines or
preparation.

The terms of the contracts written for the same purpose, i.e., creation of online courses or other
works, should be consistent within the region and/or College. Any exceptions to a standard
agreement would require the approval of selected officers e.g., Chancellor, Executive Director of
Human Resources, RAQO) within the region.

3. Works Commissioned by the College

If the College requests a faculty or staff member to create a specific work as a part of his or her
assigned duties, the College has exclusive rights of ownership unless otherwise negotiated.

4. Works Sponsored by External Sources

Typically, intellectual property rights for works developed with funds provided by external
sponsors (through grants, contracts, etc.) will be specified by grant agreements, contracts, and/or
other documents. In the absence of any such agreement and in cases where it is clear that
intellectual property may develop as part of the work of the sponsored project, the College and
involved creator(s) will negotiate and sign an intellectual property agreement that best represents
the interests of both parties.

Intellectual Property Ownership and Equity Guidelines

CONDITION OWNERSHIP EQUITY
Independent Works Individual Individual: 100%
College Support Individual owns During employment:
College has non-exclusive, Individual 50%
non-transferable right to use | College 50%
for 3 years After employment:
Individual 100%
Commissioned Works College owns College: 100%
Externally Sponsored Works | As specified As specified

5. Works of Students

The College encourages and supports students who produce intellectual property directly related
to course assignments. Course-related activities may be carried out with access to College
facilities and equipment provided appropriate channels and guidelines are followed. Students
shall adhere to the laws governing the use of copyrighted materials. Students shall have sole
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ownership and equity rights to property they produce for course assignments.

If the display of student work online during a course is done on a password protected web site
and follows the same guidelines as the sharing of student work in the face-to-face class does, no
written permission from the student is necessary. However, if the College wishes to continue
displaying a student's work online beyond the semester in which the student is enrolled in the
course, written permission should be obtained .

If the student creates a work while performing in an employment relationship with the College
for the development of the materials in question, ownership resides with the College.

If a work is developed by a student specifically as part of a College employee's formal project,
including research and scholarly publications, institution or sponsored project, ownership will
reside with the faculty or staff who created the work or the College, to be determined using the
provisions outlined above.

Waiver of Participation

The College or the employee may relinquish all or a portion of its/his/her own rights to the
property at any time during the process covered by this policy.

Disclosure of Intellectual Property

College personnel who, during their affiliation with the College, produce intellectual property of
commercial value resulting from or through the affiliation shall disclose such developments to
their supervisor, who will forward the disclosure to the regional academic dean. College
personnel who, subsequent to their affiliation, produce intellectual property that was supported in
part by the College shall disclose such developments to their former supervisor. Disclosure in
either situation must be initiated within sixty (60) days after notification of the marketability of
the intellectual property.

Exclusions

Agreements for works developed prior to the implementation of this policy shall continue to
apply. Absent such an agreement, it is the intent of the College that works developed by
creator(s) prior to the implementation of this policy shall be analyzed and addressed on a case by
case basis, using this policy as a guide.

The College claims no ownership of textbooks, journal articles, class/lecture notes, popular

nonfiction, novels, poems, musical compositions or other artistic works developed by the faculty
or staff that are not institutionally commissioned works.
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Employee Compliance with Copyright Law

All College employees have the individual responsibility to understand and abide by copyright
law in the development of materials, in teaching, and in all other College activities. Each
employee must insure that his or her activities comply with fair use and in no way infringe on the
copyright or other proprietary rights of others, and that the materials used and developed at Ivy
Tech Community College contain nothing unlawful, unethical, or libelous, and do not constitute
any violation of any right of privacy. Each employee will accurately assess and classify all
materials used in or under development for College activities into one of the following
categories:

1. The employee holds legal copyright to all materials in use and/or under development
or such materials are not copyrightable.

2. The employee has obtained all required permissions, licenses, or releases from
holders of such rights or has advised that permissions must be obtained; or

3. The employee has determined after careful study that the intended use is covered by
an exemption to copyright laws.

The College shall provide support, information, training, and guidance on copyright law and its
applications to employees who are involved in the development and use of intellectual property.

Glossary of Terms

College:

Refers to lvy Tech Community College
College Support:

The use of College facilities, equipment, personnel and other College resources customarily
made available to employees for the performance of their regular job duties.

Copyright:

Copyright gives the owner the exclusive right to reproduce the copyrighted work, create
derivative works based on the original, distribute or sell the work, and to display or publicly
perform the work. Copyright protects the work against unauthorized use or copying.
Copyrightable Work:

An original work of authorship fixed in a tangible format of expression. Copyrightable works
include, but are not limited to, books and other literary works, articles, dramatic works, musical

compositions, sound recordings, choreographic works, visual artworks, photographs, motion
pictures, multimedia products and software.
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Creator:
Any faculty or staff or student who develops or creates intellectual property.
Equity:

The proportionate share (ownership interest) of the intellectual property and its value held by
each of the owners.

Independent Works:

Works created, developed, or produced wholly on the employee's own time and without any
College support.

Intellectual Property:
Any copyrightable or patentable work.
License:

A contract in which a copyright or patent owner gives another permission to exercise one or
more of the rights reserved for the owner under copyright or patent law.

Owner(s):

The creator(s) of the property or the person(s) or organizations(s) to whom rights to the property
have been legally transferred.

Patent:

A patent gives the owner the right to exclude others from making, using, selling, or importing a
patented invention or discovery.

Patentable Work:

Any new and useful discovery, process, machine, device, manufactured product, composition of
matter or other invention that qualifies for protection under United States Patent Law.
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Assessment

Student assessment begins as the students enter the College. Degree seeking students must take
the COMPASS assessment prior to enrolling in classes, unless they are eligible for a substitution.
Students are placed in classes appropriate to their ability as demonstrated through their scores.

Once enrolled in class, students are involved in continuous, multiple assessments of academic
achievement embedded within their courses. These assessments relate to the measurable
objectives on each course outline of record. These assessments assure that, over the course of
their educational experience, students are progressing towards their educational goals.

Near the end of their degree objective, students take the relevant capstone course. The capstone
course is designed to be the culminating experience in which students are asked to demonstrate
the skills required of their degree. Capstone experiences include a verification of technical skills
through certification or licensure exams, or a portfolio. Capstone experiences also include an
assessment of general education outcomes as measured by the Collegiate Assessment of
Academic Proficiency (CAAP). Students take two CAAP modules. A listing of exams,
portfolio guidelines, and procedures for general education assessments is found in the Academic
Policies and Procedures Manual, section 13.

Several months after graduation, the graduates are sent a Graduate Survey that asks them about
their Ivy Tech experiences and their employment. With the graduate’s permission, the employer
is sent an Employer Follow-up Survey that asks about their satisfaction with Ivy Tech graduates,
what additional skills they would like to see taught, and the general impression of the education
the College is providing.

Information from entry assessment, course embedded assessment, capstone experiences, surveys
and statewide program committees are used in evaluating the success of the programs.

Assessment policies and procedures are found in APPM 13.0. — 13.5.

FOR MORE INFORMATION: Assessment: Manual of Policy and Good Practice
SEE REGIONAL INFORMATION: Assessment
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PRIOR LEARNING ASSESSMENT (PLA)

APPM 6.1 EFFECTIVE DATE: 6/07

PURPOSE:

Ivy Tech Community College proposes to acknowledge the prior learning experiences of both
current and prospective students by awarding credit for appropriate prior learning. Such prior
experience could include but is not limited to the following: workplace learning, military
experiences and training, college-level credit from other institutions, nationally recognized
testing, certifications, and community service. The awarding of portfolio credits or certification
crosswalk credits for learning experiences will be limited to technical coursework. General
education competencies must be validated through nationally recognized testing. If program
accreditation or licensure issues in certain programs preclude the awarding of PLA credit, the
College will not award PLA credit for coursework in that program.

Availability of awarding credit for prior learning can be a powerful tool for recruiting and
retaining students, especially non-traditional students who have a wealth of experience, some of
which can translate into college credit. The College will implement its PLA program using the
guidelines of the Council of Adult and Experiential Learning (CAEL).

Forms developed for the PLA process will be used to identify prior learning experiences as
documented through a portfolio process (Course evaluation summary through portfolio) and
credits awarded through the Certification Crosswalk (Course evaluation summary — certification
crosswalk).

POLICY:

To develop and implement consistent, statewide processes for the valid and reliable assessment
of experiential and extra-collegiate learning at the college-level. To provide appropriate
academic recognition for knowledge so identified consistent with high standards of quality and
rigor.

STUDENT REQUISITES:

e The student must be currently enrolled in an lvy Tech Community College program.
Credits earned through the PLA process will not be transcripted until the student has
enrolled in a course.

e In order to complete associate degree, technical certificate, or certificate requirements at
the College, students must earn at least 15-degree credits as a regular student of Ivy Tech,
and not through test-out or other means of advanced placement.

e Students who request to have prior learning evaluated for credit are not excused from the
requirements for entry assessment. Course prerequisite requirements must still be met or
otherwise documented. At the discretion of a faculty advisor it is possible, e.g., to
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substitute other higher level courses for the credits represented by prerequisites that
would otherwise have been taken.

Students wishing to have credit awarded for workforce certifications need to be enrolled
in a College degree or certificate program and must provide documentation that they have
successfully passed licensure or certification testing. Fees are not charged for this type of
credit award and a status of “V”” will be awarded. Faculty evaluating such a request will
use the Collegewide certification crosswalk document. The crosswalk will be updated
periodically by each curriculum committee.

PROCEDURES:

Each student must meet with the PLA Coordinator to initiate the PLA credit evaluation
process.

Based on a self-evaluation, the student will identify the course(s) for which he/she wishes
to make application for PLA credit.

The student will then evaluate his/her personal experiential and extra-collegiate learning
activities and reconcile these experiences with the statewide competency objectives
specified for each individual course, as provided by the PLA Coordinator.

The student will meet with the PLA Evaluator and complete the PLA evaluation form for
each course for which he or she is seeking credit. The purpose of this process is for the
Evaluator and the student to agree upon the evaluation instrument(s) that will be used to
assess the student’s learning for the awarding of lvy Tech Community College credit.
The student will pay a $50 non-refundable fee to the bursar’s office for each course
evaluation. The course evaluation form will be signed at the bursar’s office when the
student has made payment. Financial aid does not cover PLA credit.

Finally, the student will complete the documentation activities as agreed upon in the PLA
Evaluation form and submit the completed documentation to the PLA Evaluator for
official review.

PLA COORDINATOR

POLICY:

Each region will designate a person to coordinate PLA credit. This may be the Vice Chancellor
of Academic Affairs or his/her designee.

PROCEDURES:

The PLA Coordinator will meet with students interested in receiving PLA credit and
initiate the PLA credit evaluation process.

The Coordinator and the student will discuss the student’s experience and its possible
relationship to the student’s proposed area of study, the costs of PLA credit evaluation,
the process the student will be required to follow, and transferability of Ivy Tech
Community College PLA credit to other colleges and universities.
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e The Coordinator will provide the student with a packet of information containing the
student’s chosen field of study Program Checkilist listing all courses required for the
degree, the name of the of the PLA Evaluator for the selected program, the course
objectives for each required course, and possible evaluation methods to be used for
documentation of the student’s experience(s).

e The Coordinator will follow up on in-process evaluations and verify completed
evaluations meet college policy. Next the Coordinator will complete PLA forms for
either Certification Crosswalk or Portfolio or both.

e The PLA Summary of Credit form(s) and PLA Course Evaluation form(s), completed by
the PLA Evaluator, will be forwarded to the Registrar for recording.

e The Coordinator will also be responsible for coordinating the training of regional
Program Chairs and their designees in evaluating PLA.

e Student appeals regarding the PLA process will follow the College policy for grade
appeals.

PLA EVALUATOR

POLICY:

e Program Chairs or their designee will serve in the role of PLA Evaluator and be
responsible for meeting with students wishing to earn credit for PLA.

PROCEDURES:

e This meeting takes place after the student has met with the PLA Coordinator and the
student has completed his/her self-evaluation. The Evaluator and the student will agree
on the best evaluation instrument(s) for use in documenting the student’s experience(s)
for each desired course. The PLA Evaluation form will be completed for each course for
which the student is seeking PLA credit.

e After the student completes the required documentation associated with the evaluation
instruments, the student will give his or her completed portfolio to the assigned PLA
Evaluator.

e The PLA Evaluator will verify the student has paid the related non-refundable fees before
the evaluation process begins. Payment is made at the bursar’s office and the course
evaluation form(s) is signed to indicate that payment has been made.

e The PLA Evaluator will then evaluate the evidence(s) of learning relating to course(s) in
the student’s chosen field of study. The evaluation will be based on the statewide course
objectives set for the course and evaluated through a combination of allowable
competency verification instruments. The evaluation of a request for PLA credit should
be completed by 30 working days before the end of the semester in which it is submitted
for consideration unless there are extenuating circumstances. It is to the student’s
advantage to submit the prior learning documentation as early in the semester as possible.

e The student must satisfactorily demonstrate competency at a level comparable to that
expected of students in the course.
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e The Evaluator then completes the PLA Course Evaluation form for each course being
recommended for credit and forwards it to the PLA Coordinator who compiles all credit
recommendations on either a summary of credit (portfolio) or summary of credit
(crosswalk) form.

REGISTRAR
POLICY:
The registrar will comply with AACRO policies for assessment of prior learning.

PROCEDURES:

e At the completion of the PLA evaluation process, the Registrar will receive the PLA
Summary Credit form(s) and the PLA Evaluation form(s) from the PLA Coordinator.

e The college credit awarded will be entered into Bannerat that time with a grade status of
LLV.”

e The portfolio will be returned to the student. The other PLA forms will be kept in the
student’s permanent folder.
COST OF ASSESSMENT
POLICY:

e A $50 fee for each course evaluation to be processed will be assessed at the time of
application with the Bursar.

CREDIT TRANSFERABILITY

POLICY:

e The determination to accept credit