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How to Use This Handbook 
  
This handbook has been assembled to help meet the needs of Pulaski Technical College’s adjunct 
faculty.  It has been designed to provide information that will answer questions you may have about 
teaching at Pulaski Technical College and help make your teaching experience an enjoyable one.  
The material in this handbook in no way replaces information found in the college catalog and other 
official publications.  Instead, it should be used as a supplement to those materials. 
  
Please keep this handbook for your reference—it is the only copy you will receive.  Information 
within the handbook will be updated each year, and you will receive instructions about adding new 
information each year at orientation.  
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PULASKI TECHNICAL COLLEGE ACADEMIC CALENDAR   
2008-2009 

Fall 2008 
August 
13 Wednesday ........................................................................................................ Last day to register 
18 Monday ....................................................................................................................... Classes begin       
21 Thursday .......................................................................................... Last day to change schedules  
 or change from audit to credit or credit to audit  
September 
1 Monday .................................................................................. Labor Day Holiday (campus closed) 
 
October 
13-14 Monday-Tuesday ............................................................ Arkansas Association of Two-Year 
 Colleges Conference (campus closed) 
24 Friday ............................................... Priority deadline for application for December graduates 
 
November 
11 November ....................................................New Student Registration for Spring 2009 Begins 
24 Monday ........................................................................................... Last day to drop or withdraw 
26-29 Wednesday-Saturday  ............................................ Thanksgiving Holidays (campus closed) 
 
December 
5 Friday……………………………………… Student Study Day (no classes/campus open) 
6 Saturday  ........................................................................................................ Last day of instruction 
8 Monday  .......................................................................................................................... Finals begin 
13 Saturday  .................................................................................... Semester ends (last day of finals) 
15 Monday  .................................................................................................. Grades due by 3:00 p.m. 
18 Thursday .................................................................................................... Grades available online 
22-31 Monday-Wednesday .................................................... Christmas Holidays (campus closed) 
 
Spring 2009 
January 
1-2 Thursday-Friday ............................................................ New Year’s Holidays (campus closed) 
5 Monday ....................................................................................................................... Campus opens 
6 -14 Tuesday-Wednesday……………………………………………….Late Registration 
14 Wednesday ........................................................................................................ Last day to register 
19 Monday .................................................. Dr. Martin Luther King, Jr. Holiday (campus closed) 
20 Tuesday  ...................................................................................................................... Classes begin 
23 Friday  ............................................................................................... Last day to change schedules  
 or change from audit to credit or credit to audit 
February 
6 Friday ............................................................ Priority deadline for application for May graduates 
 
March 
23-28 Monday-Saturday ................................................... Spring Break (no classes/campus open)  
 
April 
27 Monday ........................................................................................... Last day to drop or withdraw 
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May 
8 Friday ..................................................................... Student Study Day (no classes/campus open)  
9 Saturday ......................................................................................................... Last day of instruction 
11 Monday ......................................................................................................................... Finals begin 
16 Saturday ..................................................................................... Semester ends (last day of finals) 
18 Monday ................................................................................................... Grades due by 3:00 p.m. 
21 Thursday  .............................................................................................................. Commencement 
22 Friday .......................................................................................................... Grades available online 
25 Monday ......................................................................... Memorial Day Holiday (campus closed)  
 
Summer I 2009 
May 
26-28 Tuesday-Thursday .................................................................................................. Registration 
28 Thursday ........................................................................................................... Last day to register 
 
June 
1 Monday .......................................................................................................................... Classes begin 
2 Tuesday ............................................................................................. Last day to change schedules,  
 or change from audit to credit or credit to audit         
23 Tuesday  .......................................................................................... Last day to drop or withdraw 
25 Thursday ..................................................................................................... Last day of instruction 
26 Friday ....................................................................................................... Final exams/Classes end 
29 Monday  .................................................................................................. Grades due by 3:00 p.m. 
 
July 
2 Thursday ...................................................................................................... Grades available online 
3 Friday  ...................................................................... Independence Day Holiday (campus closed) 
 
Summer I 2009 Eight-Week Extended (Evenings & Online Only) 
May 
26-28 Tuesday-Thursday .................................................................................................. Registration 
28 Thursday ........................................................................................................... Last day to register 
 
June 
1 Monday  ........................................................................................................................ Classes begin 
 
June 
4 Thursday ............................................................................................ Last day to change schedules  
 or change from audit to credit or credit to audit 
 
July 
3 Friday  ...................................................................... Independence Day Holiday (campus closed)  
23 Thursday ......................................................................................... Last day to drop or withdraw 
27 Monday ....................................................................................................... Last day of instruction 
28 Tuesday  ......................................... ……………….Final exams/Classes end (for TR classes) 
29 Wednesday……………………………………Final exams/Classes end (for MW classes) 
31 Friday ....................................................................................................... Grades due by 3:00 p.m. 
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August 
5 Wednesday ................................................................................................... Grades available online 
 
Summer II 2009 
June 
29-30 Monday-Tuesday .................................................................................................... Registration 
30 Tuesday ............................................................................................................. Last day to register 
 
July 
1 Wednesday .................................................................................................................... Classes begin 
2 Thursday ............................................................................................ Last day to change schedules  
 or change from audit to credit or credit to audit  
2 Thursday ............................................... Priority deadline for application for summer graduates 
3 Friday  ...................................................................... Independence Day Holiday (campus closed) 
24 Friday  .............................................................................................. Last day to drop or withdraw 
28 Tuesday ....................................................................................................... Last day of instruction 
29 Wednesday .............................................................................................. Final exams/Classes end 
31 Friday ....................................................................................................... Grades due by 3:00 p.m. 
 
August 
5 Wednesday ................................................................................................... Grades available online 
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 MON. 
DEC 8 

TUES. 
DEC 9 

WED. 
DEC 10 

THURS. 
DEC 11 

FRI. 
DEC 12 

SAT. 
DEC 13 

MON. 
DEC 15 

Day 
     Satur-

day 
classes 

will 
give 
finals 

at their 
regular 
class 
time 

on this 
date. 

 

Final 
grades 

are due in the 
Office of 

Admissions 
and Records 

by 3 P.M. 

8:00 A.M. – 
10:00 A.M. 

9 A.M.  
MWF 

8 A.M. 
TR 

8 A.M. 
MWF 

9:25 A.M. 
TR 

7 A.M. 
MWF 

10:30 A.M. 
– 
12:30 P.M. 

11 A.M. 
MWF 

10:50 A.M. 

TR 
10 A.M. 
MWF 

12:15 
P.M. 

TR 

NOON 
MWF 

or 
M or W 

or F 
1:30 P.M. – 
3:30 P.M. 

1 P.M. 
MWF or  
M or W  

or F 

1:40 P.M.  

TR 

2 P.M.  
MW or  

MWF or  
M or W or 

F 

  

4:00 P.M. – 
6:00 P.M. 

4:30 P.M. 
MW or 
 5 P.M.  
MW  
or M 

4:30 P.M. 
TR or 
5 P.M. 

T 

3 P.M. MW  
or MWF 
or 5 P.M. 

W 

3:05 
P.M. 

TR or 

4 P.M. 

R or 

5 P.M. 

R 

 

Night      
6:30 P.M. – 
8:30 P.M. 

7:25 P.M. 
MW  

or 6 P.M. 
M 

7:25 P.M. 

TR 

or 6 P.M. 

T 

6 P.M. 
MW 

or 6 P.M. 
W 

6 P.M. 
TR 

or 6 P.M. 

R 

 

 
M – Monday  T – Tuesday  W – Wednesday  R  – Thursday  F – Friday 

 
How to read this schedule:   

For example, if your class meets on MWF at 9 a.m., your final will be on Monday, Dec 8 from 8 a.m. to 10 a.m. 
or if your class meets on TR at 6:00 p.m. or R at 6 p.m., your final will be on Thursday, Dec 11 from 6:30 p.m. 
to 8:30 p.m.  
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 MON. 
MAY 11 

TUES. 
MAY 12 

WED. 
MAY 13 

THURS. 
MAY 14 

FRI. 
MAY 15 

SAT. 
MAY 16 

MON. 
MAY 18 

Day 
     Satur-

day 
classes 

will 
give 

finals 
at their 
regular 
class 
time 

on this 
date. 

 

Final 
grades 

are due in 
the Office 

of 
Admissions 

and 
Records by 

3 P.M. 

8:00 A.M. – 
10:00 A.M. 

9 A.M. 
MWF 

8 A.M. 
TR 

8 A.M. 
MWF 

9:25 
A.M. 
TR 

7 A.M. 
MWF 

10:30 A.M. 
– 
12:30 P.M. 

11 A.M. 
MWF 

10:50 
A.M. 

TR 

10 A.M. 
MWF 

12:15  

P.M. 

TR 

NOON 
MWF or 
M or W 

or F 
1:30 P.M. – 
3:30 P.M. 

1 P.M. 
MWF or 
M or W 

or F 

1:40 P.M. 

TR 

2 P.M. 
MW or 

MWF or 
M or W or F 

  

4:00 P.M. – 
6:00 P.M. 

4:30 P.M. 
MW or 
5 P.M. 
MW 
or M 

4:30 P.M. 
TR or 
5 P.M. 

T 

3 P.M. MW 
or MWF 
or 5 P.M. 

W 

3:05 
P.M. 

TR or 

4 P.M. 

R or 

5 P.M. 

R 

 

Night      
6:30 P.M. – 
8:30 P.M. 

7:25 P.M. 
MW 

or 6 P.M. 
M 

7:25 P.M. 

TR 

or 6 P.M. 

T 

6 P.M. 
MW 

or 6 P.M. 
W 

6 P.M. 
TR 
or 6 
P.M. 

R 

 

 
M – Monday  T – Tuesday  W – Wednesday  R  – Thursday  F – Friday 

 
How to read this schedule:   

For example, if your class meets on MWF at 9 a.m., your final will be on Monday, May 11 from 8 a.m. to 10 
a.m. or if your class meets on TR at 6:00 p.m. or R at 6 p.m., your final will be on Thursday, May 14 from 6:30 
p.m. to 8:30 p.m. 
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ACADEMIC DUE PROCESS 

Academic due process refers to the procedure or steps  
that must be followed when a student appeals an academic matter. 

 
Pulaski Technical College recognizes that both students and faculty have academic rights and sets 
forth the following academic appeals procedure.  Appeal of a grade must be made by the student 
directly affected and be made during or immediately following the conclusion of the course 
involved.  Immediately, here, means before the beginning of another semester or term.  
 
Procedure 
The following steps are to be followed for appeals related to academic matters, such as differences 
of opinions on grades, assignments, attendance, or classroom procedures: 
 
1.  The student meets with the faculty member regarding any classroom problem.  The student and 
faculty member should discuss the problem thoroughly and attempt to reach an agreement. 
 
2.  If agreement cannot be reached between the student and faculty member, the student contacts 
the department chair or dean for mediation.  The department or dean should talk with the student 
and faculty member and may choose to call a meeting of all parties involved in order to reach an 
agreement.  
 
3.  If the student wishes to appeal the decision of the department chair, the student may appeal to 
the dean.  If the student wishes to appeal the decision of the dean, the student may formalize the 
appeal by putting it in writing, including conditions giving rise to the appeal, the names of the parties 
involved, and the remedy requested.  The written appeal is then submitted to the Vice President for 
Instruction. The Vice President for Instruction will then convene a meeting of an ad hoc hearing 
committee. 
 
4.  The hearing committee will be composed of three faculty members appointed by the Vice 
President for Instruction, one of whom will be a faculty member of the student’s choice.  The 
faculty member named in the academic appeal cannot serve on the hearing committee.  The 
committee will select its own chair, gather appropriate information and may choose to conduct 
interviews with all involved parties.  The committee will then make a recommendation to the Vice 
President for Instruction regarding the appeal. 
 
5.  After reviewing the committee recommendation, the Vice President for Instruction will make a 
decision and inform all parties in writing in a timely manner.  The decision of the Vice President for 
Instruction on academic appeals is final. 
 
*Note:  All disciplinary proceedings may be subject to audiotaped recording.  Any such 
recordings are the property of Pulaski Technical College and may not be duplicated.  The student 
involved in the proceeding will be allowed to review recordings upon request and under 
supervision of a college official. 
 

Need Help?  Contact Purnell Henderson, Vice President for Instruction, at 
phenderson@pulaskitech.edu or 812- 2214 or Kelly Owens, Dean of Students, at 
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kowens@pulaskitech.edu or 812-2756.  Check with your division office to obtain a copy of the 
Request for Incomplete Grade Form. 
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ACADEMIC INTEGRITY 
 

Dishonesty 
 
The following policies and procedures concerning cheating and plagiarism are printed for the 
information of all students.  The gaining of knowledge and the practice of honesty go hand-in-hand.  
The importance of knowledge properly gained is emphasized by the grading system.  The 
importance of honesty, fully practiced, is emphasized by these rules against cheating and plagiarism.  
An act of cheating or plagiarism in any degree subjects a student to disciplinary procedures listed 
below.   
 

 Cheating: 
 

a) Copying from another student’s test paper. 
b) Using any unauthorized assistance in taking quizzes, tests, or examinations. 
c) Possession during a test of materials that are not authorized by the person giving the 

test, such as class notes or specifically designed “crib notes” or any other device or 
technology that would aid in cheating. 

d) Dependence upon the aid of sources beyond those authorized by the instructor in 
writing papers, preparing reports, solving problems, or carrying out assignments. 

e) The acquisition, without permission, of tests or other academic material belonging to a 
member of the Pulaski Technical College faculty or staff. 

f) Aiding and abetting another person in committing any form of academic dishonesty. 
 

 Plagiarism:  Offering the work of another as one’s own without proper acknowledgment is 
plagiarism.  Therefore, any student who fails to give appropriate credit for ideas or material 
he/she takes from another, whether fellow student or a resource writer, is guilty of 
plagiarism.  This includes downloading or buying papers from the Internet and cutting and 
pasting from the Internet without proper acknowledgment. 

 
 Other: 

 
a) Making, possessing, or using any falsified college documents or records; altering any 

college document or record, including identification cards. 
b) Knowingly providing false information to college officials, including disciplinary hearing 

bodies. 
c) Passing insufficient funds, checks, or fraudulent money orders in payment of any 

financial obligations to the college. 
d) Falsely claiming to represent the college or a registered student organization of the 

college.  
 

Procedure for Discipline of Cheating and Plagiarism 
 
The responsibility and authority of initiating discipline arising from violations of the rules against 
dishonesty during the process of the course are vested in the instructor of that course. 
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Penalty:  If, in the judgment of the instructor, cheating or plagiarism has occurred, the penalty 
assessed could be a grade of “F” in the course.  The instructor will notify the student of his/her  
decision concerning the student’s grade.  Students should understand that offenses of cheating may 
also subject the offenders to disciplinary action.  The Dean of Students determines disciplinary 
actions. 
 
Filing Report:  In every instance, the instructor will prepare a report indicating the nature of the 
cheating/plagiarism incident and the student’s grade in the course.  The instructor will retain one 
copy of the report and send another copy to the appropriate dean.  The dean will forward 
information concerning the incident to the Dean of Students and the Vice President for Instruction. 
 
Student Rights:  Students have due process rights with regard to cheating and plagiarism violations. 
Students wishing to appeal a grade related to cheating or plagiarism should follow the Academic 
Due Process procedures outlined in the Academic Catalog.  Once an instructor has determined that 
academic dishonesty has occurred, the accused student may not withdraw from or drop the course. 
The student must appeal the grade given by the instructor by completing the Academic Due Process 
procedures. 
 
 
 
 

Need Help?  Contact Purnell Henderson, Vice President for Instruction, at 
phenderson@pulaskitech.edu or 812- 2214 or Kelly Owens,  
Dean of Students, at kowens@pulaskitech.edu or 812-2756. 

 
 
 

 
 

Tips for Teachers:  Today’s college students don’t always share the same notions about cheating that 
their professors do.  Be sure to help your students understand why it is important to be honest in an 
academic setting by discussing the academic integrity section of your course syllabus. 
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ADMINISTRATIVE DROP POLICY FOR NON-ATTENDANCE 
 

This policy explains the steps an instructor should take when a student fails 
to attend class or never shows up to class.   

 
 
Instructors have the authority to drop students who are not attending their classes consistently 
during the fall and spring semesters.  For those departments that do not have an attendance policy, 
students may be dropped anytime after the student consecutively has not attended twice the number 
of class meetings per week.  (For example, if the class meets three days per week, an administrative 
drop will be processed after six days of nonattendance.)  After it is determined that the student will 
not be returning to class, the instructor should complete the administrative drop form available from 
Student Services or your division office and submit it to the Office of Admissions and Records.  
Instructors in departments that have more restrictive attendance policies, such as nursing and 
respiratory therapy, should initiate the administrative drop as its departmental policy dictates.   
 
To submit an administrative drop, instructors should go to Campus Connect, log in, and then select 
the Administrative Drop option from the Administrative tab.  Any questions regarding this process 
should be directed to the Associate Registrar or the Dean of Enrollment Services or Registrar. 
 

 Note:  There is no administrative drop policy for the summer terms. 
 
Administrative Drop Policy for Online Courses 
 
Students enrolled in an online course will receive an administrative drop after seven consecutive 
days have passed with no log-on to the course.  When a student is dropped from an online course, 
the instructor should go into his or her Blackboard grade book and deny access to the student.  
Otherwise, the student will still be able to log in to the online class.   
 
Administrative Policy for No-Show Students 
 
Instructors must certify their rosters using Campus Connect by the Certification Roster Due date 
listed in the Academic Calendar.  The Certification Roster is used to identify students who have 
never attended.  It is imperative that instructors certify their rosters using this method to avoid 
legislative audit findings and to avoid payment of financial aid that is not due to the student.  If 
students are paid financial aid in error, the college must return the funds to the federal government.  
Any questions regarding this policy should be directed to the Dean of Enrollment Services or 
Registrar. 
 

Need Help?  Contact Brenda Williams, Registrar,  
at bwilliams@pulaskitech.edu or 812-2232. 

 
 
Tips for Teachers:  Once a student misses two consecutive weeks of class, it is nearly impossible for 
that student to be successful in the course.  Please ask students to monitor their attendance because 
if they are dropped for nonattendance, they may have to repeat the class at a later time. 
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ASSESSMENT OF STUDENT LEARNING 
 
Pulaski Technical College is committed to student learning. During their studies at Pulaski Tech, 
students will be involved in various assessment activities that will help determine the nature and 
extent of their learning.  
 
Methods of Assessment 
 
Students may take a pre-test and a post-test in a particular course, or writing samples may be 
collected in other courses in order to ascertain how well students are learning and applying writing 
skills that they have learned in the classroom. Students may be asked to fill out student surveys to 
determine how well Pulaski Tech services are supporting their learning. Graduate and employer 
surveys may also be administered in order for Pulaski Tech to garner feedback from students about 
their learning experiences and how well that learning translates into the workplace. Students may 
also take end-of-program tests. All of these assessment procedures provide feedback to the college 
in order to continue to provide a quality learning experience. 
 
Adjunct Faculty Participation 
 
Adjunct instructors are required to participate in all departmental assessment activities.  Assessment 
activities are NOT optional and should be completed each semester.  Accurate and prompt 
completion of assessment activities is expected, and most department chairs factor this into their 
evaluation of instructors. Your department chair or division dean will provide assessment materials 
for you, but if you have any questions regarding academic assessment, please be sure to ask.  
 
 
 
 

Need Help?  Contact your department chair. 
 
 
 
 

Tips for Teachers:  It is vital that all faculty members participate in assessment activities in order to 
allow the college to monitor student learning of all its students, not just students taught by full-time 
instructors. 
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ATTENDANCE POLICIES 
 
Students 
 
Students are expected to attend all class sessions, including the first day of classes.  After an 
unavoidable absence due to illness, emergency, or other extenuating circumstance, the student must 
take the responsibility for contacting instructors in order to initiate arrangements for completing all 
activities missed.  Excessive absences and work not made up may adversely affect final grades.  
Failure to attend class for any period of time does not constitute a withdrawal. 
 
Instructors who have set attendance and/or tardy policies for their classes should outline those 
policies clearly in the course syllabus.  It is the student’s responsibility to know those policies and 
comply with them.  When absences exceed the number allowed by the instructor of the class, the 
instructor has the authority to give the student a grade of “F” at the end of the semester or to drop 
the student from the class through an administrative drop. 
  
Attendance for students receiving Veterans Administration benefits will be reported to the VA 
representative in Admissions and Records.  Unavoidable absences such as jury duty, military duties, 
injuries, or illness must have written documentation supplied by the student.  Makeup work for 
classes or tests missed will be arranged with the instructor’s consent.  When a student drops a course 
or is administratively dropped by the instructor, the Department of Veterans Affairs will be notified 
of the last date. 
 
Most academic divisions abide by the school's administrative drop policy, yet some divisions have a 
mandatory division-wide attendance policy.  See your department chair or your division dean for 
specific details on the attendance policy of your division.  
 
Faculty 
 
Absences 
Regular and on-time attendance is a must.  If you must be absent from class, it is your duty to let 
your division secretary and department chair know in a timely manner and to give students a 
meaningful assignment to be completed outside of class to make up for the absence.  Excessive 
absences will be noted in evaluations and will be taken into account when assigning classes for 
subsequent semesters.  
 
Tardiness 
In addition, if you are going to be late for class, you should let someone know as soon as possible.  
If you are tardy for day classes Little Rock-South or Little Rock-West, contact your site secretary.  If 
you are tardy for day classes at the main campus, contact your division secretary.  If you are tardy for 
night classes at any location, you should call the site receptionist or the non-emergency security 
number.  Please make contact with the appropriate person as soon as you realize you are going to be 
tardy so someone can let your class know you are going to be late.   
 
 
 

Need Help?  Contact your division secretary or department chair. 
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ATTENDANCE PROCEDURES 
 

Attendance procedures will help you determine how  
to classify different types of attendance behaviors. 

 
 
No-Show:  A student who is listed on the roster and who never attends a class. 
 
Non-Attendance:  A student who is listed on the roster, who attends a class or more, and who 
quits coming to class.  This drop should follow the instructor’s non-attendance policy as stated in 
their syllabus and should follow the drop deadline as stated in the academic calendar 
 
Non-Enrolled:  A student who is attending your class and who is not listed on the roster.  This 
student should not be permitted to attend the class until he/she has completed the registration 
process. This student must have the dean’s approval and the registrar’s approval and be registered in 
the class prior to being permitted to attend the class. 
 
Faculty can begin submitting no-shows by certifying rosters after the last day to add a class, change 
sections, or change from audit to credit or credit to audit through the official count day for Arkansas 
Department of Higher Education purposes (11th day of classes for the fall/spring semesters, and the 
5th day of classes for a summer term). 
 
 
 
 
 
 

 
Tips for Teachers:  Even if the instructor has no students who are no-shows, the faculty 
member must certify his or her rosters for each class prior to census day.  Simply choose the 
Certify Roster option under the Faculty Menu in Campus Connect and click Submit without 
selecting any students as never attended. 
 

 
 
 
 
 
 

Need Help?  Contact Brenda Williams, Registrar,  
at bwilliams@pulaskitech.edu or 812-2232. 
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CLASSROOM MANAGEMENT 
 

Each faculty member is his/her own disciplinarian in class and is authorized to correct inappropriate 
conduct anywhere on college property at any time.  Following are some suggestions for dealing with 
classroom management issues: 
 
CLASSROOM DISRUPTIONS 
 
NON-THREATENING SITUATIONS  

A non-threatening situation is a classroom disruption that does not get out 
of your control and does not make you feel that the personal safety of you 
and/or your students is in danger. 
 

To deal with these situations, you should follow these guidelines: 
 

 Document the incident as soon as possible (preferably on the same day the incident occurs) 
and email it to the Dean of Students. Incidents should be documented and reported even if 
you do not ask the student to leave your classroom. You should also copy the following 
people in an email to the Dean of Students:   

o Your dean 
o Your department chair 
o Your division Secretary and/or the secretary or site director (if you are not on main 

campus) 
 
 If you feel it is necessary to ask the student to leave the classroom, you should calmly and 

assertively tell the student, “You need to leave my classroom.”  You should then follow the 
student into the hall to discuss the situation and clarify the expected behavior. In non-
threatening situations, the student must be allowed to return to class the next class period. 

 
 

 It is not necessary to notify the Dean of Students of minor incidents that may lead up to the 
classroom disruptions that do merit the dean’s attention. However, it is important that 
instructors document the minor incidents as they occur for supporting documentation of the 
reported incidents. 

 
 

 In order for the Dean of Students to be aware of student’s behavior, submission of the non-
threatening incident reports is very important.   Once the Dean of Students receives 
notification of the incidents, the dean then sends the student a Charge Letter requesting a 
meeting, at which time the incident in question will be discussed.   

 
THREATENING SITUATIONS  

A threatening situation is one in which you feel that the personal safety of 
you and/or your students is in danger and that the issue at hand is out of 
your control. 
 

To deal with these situations, you should follow these guidelines: 
 

 Calmly and assertively tell students who are causing the disruption, “You need to leave my 
classroom.” 
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o If the student leaves the classroom, you should follow the student into the hall and 

instruct him/her not to return to the classroom until he/she has gone to see the Dean of 
Students in the Campus Center, 233 on main campus. 

 
o It is the student’s responsibility to contact the dean. 

 
o If the student refuses to leave the classroom, you should again state, “You need to leave 

my classroom. I am going to call the police.” You or a student should then either call 
Campus Police from a cell phone, or you should ask a student to find Campus Police.  
 

 As soon as possible (preferably on the same day the incident occurs), you should send an 
email to the Dean of Students describing the details of what occurred.   

 
You should also copy the following people in an email to the Dean of Students:   

o Your dean 
o Your department chair 
o Your division secretary and/or the secretary or site director (if you are not on main 

campus) 
 
 The timeliness of your report to the Dean of Students is very important. If the dean has 

received the incident description from you prior to the time the student makes contact, the 
student will not be allowed back in the classroom until meeting with the dean. However, if 
the dean does not have your incident report, the student will be allowed back in your 
classroom.     

 
 Please remember that all students have rights in the college judicial process. Therefore, you 

may not put anything in your syllabus regarding discipline that infringes upon those rights. If 
you wish to include information in your syllabus regarding students being removed from 
your classroom, the policy should first be approved by your dean and/or the dean of 
Students. 

 
 
 
 
 

Need Help?  Contact Kelly Owens, Dean of Students, 
at kowens@pulaskitech.edu or 812-2756. 
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COURSE SYLLABUSES 
 
You will receive a copy of the syllabus for the course you are assigned to teach.  It is imperative 
that you use the syllabus provided for you and that you follow the course requirements 
within this syllabus.  Your department chair and division dean will also provide further 
information and instructions.  A complete course syllabus should be given to each student at the 
beginning of the semester.  A copy must also be given to the appropriate department chair or dean 
per their instructions. 
 
 

Pulaski Technical College 
Course Syllabus 

[Department Course Number] 
[Course Title] 

[Semester & Year] 
 

 
I. Instructor Information 

 Name:  
 Telephone:  
 E-mail:  
 Web Site  
 Office Location:  
 Office Hours:  

II. Catalog Description 

[Course Hours] 
 
[Course Description exactly as appears in college catalog] 
 
Prerequisites: [List pre-requisites or None]  
 

III.       Course Resources  
 

Required: 

[List required course resources such as textbook, software, hardware, etc.] 

Optional: 

[List optional course resources such as textbook, software, hardware, etc or None.] 

 
IV. Course Objectives and Course Content 

 
 [List Course Objectives] 
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V.       Attendance Policy   

 
(Each division will decide how much detail they want to add for this section.) 

 
[State attendance expectations and policy; include the following statement:] 
 
Agencies granting financial assistance may be notified of the violation of the attendance policy by 
students receiving financial aid. 

VI.     Classroom Policies 

The Pulaski Technical College Academic Catalog rules and regulations will be enforced in this class at all 
times. 

[Other areas that might be specifically addressed in this section include but are not limited to: 

UNACCEPTABLE BEHAVIOR IN THE CLASSROOM 

LAB POLICIES 

PERSONAL COMMUNICATIONS DEVICES 

CHILDREN IN THE CLASSROOM/ON CAMPUS 

 

VII.     Grading 

[Must include as a minimum:  Grading Scale; Point/Percentage Distribution; Make-up Policy, if any] 

Letter grades will be based on the following scale:  

90 to 100% A 

80 to 89% B 

70 to 79% C 

60 to 69% D 

0 to 59% F 
 
 
VIII.     Academic Integrity 
 
It is expected that all students who attend Pulaski Technical College conduct themselves in a manner 
appropriate for the college experience.  Academic integrity is a vital component of collegiate behavior. The 
Pulaski Technical College Catalog states:  “The gaining of knowledge and the practice of honesty go hand-in-
hand.” 
 
The catalog also states, “The responsibility and authority of initiating discipline arising from violations of the 
rules against dishonesty during the process of the course are vested in the instructor of that course.” 
 
The complete Academic Integrity Policy can be found in the PTC Academic Catalog.  
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IX.     Accommodation Policy 
 
Services for Students with Disabilities: 
 
Pulaski Technical College is committed to fulfilling all federal requirements as stated in the Rehabilitation Act 
of 1973 and the Americans with Disabilities Act of 1990. Accommodations are available to students who 
have documented disabilities. Students who request accommodations must register with the Coordinator of 
Disability Services in Counseling Services (501-812-2220) prior to the semester of planned enrollment, and 
must provide recent documentation of medical, educational, and/or psychological records. 
 
Students who need accommodations should inform the instructor at the beginning of the 
course. Accommodations will only be provided if the instructor receives a letter of approved 
accommodations from the Coordinator of Disability Services. Failure to provide sufficient notification may 
result in a delay of services. 
 
 
X.     Course Evaluations   
 
Students may be asked to evaluate their instructor and course near the end of the semester. These student 
evaluations are very important to the improvement in the quality of instruction and course materials. All 
results are anonymous and shared with the faculty only after the semester is over and grades have been 
posted. 
 

XI.     Information Literacy 

Pulaski Technical College is committed to the Information Literacy Competency Standards for Higher 
Education as established by the Association of College and Research Libraries and endorsed by the National 
Forum on Information Literacy.  Therefore, all courses will incorporate an information literacy component so 
that, by graduation, all students will be able to recognize the need for information, then locate, evaluate, 
synthesize, and communicate information in an ethical manner.  Information literacy encompasses critical 
thinking, research, media, technology, health, business, and visual literacy skills to produce lifelong learners 
who can make informed decisions in the workplace and in their personal lives. 
 

XII.     New Student Philosophy Statement 

Pulaski Technical College is committed to the academic, personal, and professional development of its 
students.  The quality of the new student experience is critical to the achievement of the college’s mission and 
lays the foundation upon which future educational successes will be built.  This commitment obligates the 
PTC community to cooperatively and intentionally structure programs, activities, and services to promote the 
success of new students. 
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Course Schedule/Course Content 

Week Assignment/Activity 

1 
 

 

2 
 

 

3 
 

 

4 
 

 

5 
 

 

6 
 

 

7 
 

 

8 
 

 

9 
 

 

10 
 

 

11 
 

 

12 
 

 

13 
 

 

14 
 

 

15 
 

 

16 
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Disclaimer: This schedule is a guide for the semester. The instructor reserves the right to amend the 
schedule as necessary. 

Course Agreement Form 

 

Please read, complete, and return to instructor: 

 

 

I, ______________________________________, have read the course syllabus and  
          [Print Your Name] 
 
understand and am willing to follow the following requirements and policies: 

Resource requirements 
Grading system 
Attendance policy 
Accommodation policy 
Classroom policies 
Lab policies 
 
 
 
Student Signature: _____________________________________________ 
 
Telephone Number: _______________________ 
 
Email Address: ____________________________ 
 
Date: ___________________________________ 
 
 
 
Tips for Teachers:  Your syllabus is your contract with your students.  Make your expectations and 
guidelines clear in your syllabus, and your students will be more likely to meet your expectations and 
to succeed in your course.   
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DEPARTMENTAL EQUIPMENT 
 
TV/VCR/DVD Units and Overhead Projectors 

 
 Main Campus – These items are now available in every classroom. 

 
 Little Rock-West – These items are available for checkout through the reservation form 

attached to the mobile unit. 
 
Laptop Computers  
 

 Main Campus—Laptops are available for sign out by PTC employees in room IT 303, 
which is the Open Lab. The laptops will be in a carrying case containing a remote control for 
the classroom televisions and another for the LCD projectors. They will also include a 
SVGA cable for connecting to the LCD projector. The following policies and procedures 
apply:  

 
o Sign out will be available from 7:30 a.m. – 9:00 p.m. Monday – Thursday and 7:30 

a.m. – 4:00 p.m. on Friday.  Before 8:00 a.m., see Shirley Yaw in IT 306 (across the 
hall from IT 303).   

o No sign out is available on Saturday or Sunday.  
o Equipment checked out must be returned on the same day it is borrowed. Please be 

considerate and return the equipment as soon as possible. We have a very limited 
number of units available. 

o In the event that you would like to check out equipment for an extended period of 
time (more than one day), contact Danny Martin in IT 303 or at 
dmartin@pulaskitech.edu..  He will try to accommodate your request, but extended 
reservations will only be granted if sufficient equipment is available.  

o In the event your class ends later than 9:00 p.m., the equipment may be returned the 
following day before 12:00 noon. 

o Employees must present a valid driver’s license in order to check out equipment. 
Your ID will be checked against the college’s employment records to verify 
employment.  

 
 Little Rock-West – A rolling cart with PowerPoint equipment is available for checkout; you 

must provide your own laptop.   
 
 
Scanning Machines 
 

 Main Campus –At the main campus, scanning machines are located in the following 
division workrooms:   

o Division of Allied Health and Human Services 
o Fine Arts and Humanities 
o Business 
o Academic Success 
o Math, Natural, and Social Sciences. 

 



26 

Adjunct Faculty Handbook  

 Little Rock-West—At Little Rock-West, a scanning machine is located in the main work 
area on the first floor.   

 
See also Copy Machines and Copy Machine Codes on page 39.   
 

Need Help?  Contact your division secretary.
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EVALUATION OF ADJUNCT FACULTY MEMBERS 
 

Students will have the opportunity to complete an evaluation form as part of the college’s evaluation 
policy.  The results of the student evaluations will be tabulated and reviewed by the dean, and then 
forwarded to the instructor.  The forms provide feedback from students, which can provide valuable 
data for modifying course offerings and methods of instruction if necessary.  Instructors are 
encouraged to review their student evaluation results. 
 
Instructors will receive a packet for the student evaluations in the last half of the semester.  The 
packet contains complete instructions and gives the deadline for completing the evaluation process. 
Faculty should give up 15 minutes of class time for the completion of these forms. Cooperation is 
appreciated.  A sample student evaluation form follows 
 
The appropriate department chair/dean or the Vice President for Instruction may observe the 
adjunct instructor’s class.  Generally, the instructor to be observed will be notified in advance.  Pre 
and post-visit conferences may be held to discuss objectives and methods employed in the 
instructor’s classroom. 
 

 
  PULASKI TECHNICAL COLLEGE 

STUDENT EVALUATION OF INSTRUCTION 
 
  A. Record all responses on the survey form 
  B. Print the instructor’s name and the date on the “survey name” and the name of this course under the 

instructor’s name. 
  C. Using the rating scale below, indicate the level of proficiency for each item by filling in the appropriate circle on 

the survey form with a #2 PENCIL ONLY (disregard the Y and N at the top of the form). 
 

A-Excellent, B-Good, C-Satisfactory, D-Needs Improvement, E-Poor 
 
  1. The instructor’s presentations are well organized and clear. 

  2. The instructor clearly stated the objectives and expectations for this course. 

  3. The instructor is responsive and helpful to students. 

  4. The instructor meets class on time. 

  5. The instructor encourages students to participate in class discussions and to ask questions. 

  6. The instructor demonstrates a good knowledge of the subject matter being taught. 

  7. The instructor provides timely information concerning progress and grades. 

  8. The instructor explained the grading procedures and standards. 

  9. The instructor is fluent in the English language and is easily understood. 

10. The instructor uses class time effectively. 

11. The instructor grades fairly. 

12. The instructor is willing to give help outside class. 

13. What is your overall evaluation of the instructor’s teaching ability? 

14. What did you like about your instructor and/or this course? 

(Indicate your response in the “comments” section.) 

15. How can your instructor improve instruction and/or this course?   

 (Indicate your response in the “comments” section.) 
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GRADING POLICIES 
 
Grades and Grade Points 
 
Each student is expected to make satisfactory progress in all courses taken toward the completion of 
his/her program.  Students who do not make satisfactory progress will be notified. 
 
Final Grade Rosters/Grade Reports 
 
Final grades must be submitted by the deadline in the published calendar.  To submit final grades, 
instructors should log into Campus Connect, select the Grade Entry option under the 
Administrative tab, choose the course to grade and follow the instructions from there. 
 
Grade reports are not normally mailed to students.  Students who are required to have a grade 
report may request one no later than the last day of final exams of the semester.  All students will 
have access to Campus Connect and grades and transcripts will be accessible to view and/or print 
after the posting of final grades of the semester.  We request that grades NOT be posted on bulletin 
boards, walls, or doors.  If you have any questions, please talk with your dean. 
 
Grade Changes 
 
Grades become official after they are posted to the student’s permanent record.  Occasionally grades 
need to be changed due to error or incomplete grades.  Instructors must submit a Grade Change 
Form via Campus Connect including justification for the change to the Registrar for approval no 
later than one year after the grade has been officially posted.  Changes of grades submitted after one 
year will require the signature of the dean and/or Vice President for Instruction.  Students may also 
appeal a grade through academic due process.  
 
Grade-Point Average Computation 
 
Each letter grade awarded to a student is assigned a point value.  A student may determine the 
grade-points for each course by multiplying the number of points the grade is worth by the number 
of credit hours the course carries. 
 

 
Thus, an A letter grade (worth four 
points) in a three-credit hour course is 
worth 12 points, and a “B” letter grade 
(worth three points) in the same course is 
worth nine points.  The GPA is 
determined by adding the total point 
values for all courses and dividing the 
total point values by the total number of 
credit hours attempted during the same 
period of time (see table). 
 
 

Note:  Developmental courses are not included in the computation of cumulative grade-point 
averages but are calculated in the semester GPA.  

Grading System 
Grade Interpretation Quality Points 

 A Excellent 4 
B Good 3 
C Average 2 
D Below Average 1 
F Failing 0 
W Withdrawal 0 
I Incomplete 0 

CR Credit 0 
NC No Credit 0 

DCR Developmental Credit 0 
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Incomplete Grades 
 
Instructors cannot assign an I (incomplete) to any student on the final grade roster unless an 
Incomplete Grade Form has been signed by the instructor, student, and the dean.  All parties 
involved, as well as the Office of Admissions and Records, should receive a copy of the completed 
form. (Check with your division office or the Office of Admissions and Records to obtain a copy of 
the Incomplete Grade Form.) 
 
Awarding a grade of incomplete, I, is completely at the discretion of the instructor.  A grade of 
incomplete is considered only when the student has been unable, because of illness or other reasons 
beyond his/her control, to finish work assigned in the course near the end of a semester. 
 
Students must meet the following conditions to be considered for an incomplete grade: 
 

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

 
 The student must be carrying at least a C in the course prior to the circumstances prompting 

the request for an incomplete grade. 
 

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

 
 The student must submit appropriate documentation of the reason(s) the student is not able 

to complete the coursework. 
 

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

 
 The appropriate dean must approve all requests for a grade of incomplete. 

 
Course requirements agreed upon by the student and instructor and specified on the Incomplete 
Grade Form must be completed within one academic semester.  An incomplete grade not made up 
by the following semester, excluding summer sessions, will automatically become an “F.” 
 
Completed work will receive the appropriate letter grade.  Instructors must submit a Grade Change 
Form to remove the incomplete grade prior to the end of the one academic semester.  (Check with 
your division office or the Office of Admissions and Records to obtain a copy of the Grade Change 
Form.)  The completed form must be submitted to the Office of Admissions and Records. 
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HIRING PROCEDURES 
 
Requesting Classes 
 
The services of adjunct faculty are contracted on a semester-to-semester basis.  Although an 
adjunct’s services might be needed one semester, those services might not be needed the following 
semester due to the hiring of full-time faculty, a decrease in enrollment, or other similar reasons.  If 
a part time instructor’s evaluation is inadequate, it is likely that the instructor will not be re-hired for 
subsequent semesters.   
 
Scheduling classes is the responsibility of the department chair or the division dean.  To request 
classes for future semesters, notify the department chair or division dean early.  Many department 
chairs send out schedule request forms, emails, or announcements via PTC email.  Adjuncts should 
watch for such schedule request announcements and communicate with their department chair 
accordingly.         
 
Every semester, some classes are cancelled due to low enrollment.  In addition, if a full-time 
instructor’s class is cancelled, the department schedule may have to be rearranged so that the full-
time instructor can fulfill his or her contractual obligations.  Faculty will be notified of cancelled 
classes or classes they are no longer needed to teach by their dean or department head.  Students will 
receive a 100% refund for any cancelled class, and students enrolled in cancelled classes will be 
notified by the Office of Enrollment Services so they may select an alternate course during the 
drop/add period. 
 
Contracts 
 
Your signed contract should be given to the division secretary, department chair, or division dean, 
most often at adjunct orientation.  In order to ensure that your contract is processed by Human 
Resources by the payroll deadline, it must be signed and returned during adjunct orientation. If your 
contract was not available for you to sign at orientation, be sure to ask your department chair about 
the status of your contract 
 
See Evaluation on page 26.   

 
Need Help?  Contact your department chair or division dean.   
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HUMAN RESOURCES POLICIES 
 
It is important that all employees be made aware of federal and state laws and Pulaski Technical 
College policies regarding sexual harassment, discrimination, and disability harassment:  The college 
is committed to complying with state and federal laws concerning harassment or 
discrimination against any individual based on sex, race, color, religion, national origin, age 
or disability. 
 
Please report any concerns about sexual harassment, discrimination, or ADA compliance to your 
supervisor, the next level supervisor, and/or the college Grievance Officer.   
 
Legal Issues 
 

o Sexual Harassment 
  

• It is the policy of Pulaski Technical College that sexual harassment, as defined in the 
Federal Guidelines (29 CFR Ch XIV, subsection 1504.11), Section 703 of Title VII of 
the Civil Rights Act of 1964, as amended, and Arkansas Act 563 of 1985, which amends 
Subsection (8) of Section 1801 of Act 280 of 1975 in the Arkansas Criminal Code, is 
intolerable and unconscionable and will not be tolerated by Pulaski Technical College. 
Persons who are found to have committed and/or knowingly permitted acts of sexual 
harassment will be subject to disciplinary action up to and including immediate dismissal 
from employment. 
 
• It is also the policy that all employees be given the opportunity through established 
steps and processes as specified in the grievance procedure, to resolve sexual harassment 
complaints. This policy does not reflect any change in the grievance procedure. 
 
• Employees should submit complaints made in good faith, expressed in reasonable 
terms, containing cause of the complaint, corrective action desired and sufficient 
information upon which to base decisions. Complaints must be submitted within five (5) 
working days of the occurrence of the act(s), in accordance with the PTC Grievance 
Procedure (Policy 2.33). 
 

o Discrimination 
 

• Pulaski Technical College recognizes that employees deserve the respect and 
cooperation of those with whom they work. To this end, the college emphasizes the 
need for a quality work environment free of harassment and prejudice of any kind. 
Prejudice can include but is not limited to prejudice against race, religion, age, sex, or 
handicap. Employees are prohibited from making statements or taking actions that are 
potentially offensive and embarrassing to other employees, students, or visitors of the 
college. Failure to adhere to the normal standards of courtesy and consideration may 
lead to disciplinary action. Policy Number: 2.30, Quality of Work Life, Revised: 4/03.   

 
• The college will make every effort to provide assurances for a quality work 
environment as outlined in Titles VI and VII of the Civil Rights Act of 1964, Title IX of 
the Education Amendments of 1972, the Rehabilitation Act of 1973, and the Americans 
with Disabilities Act of 1990. 
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• Any experience or observance of harassment or prejudice of any kind at the college 
must be immediately reported.  
 
• Title VII of the Civil Rights Act of 1964, 42 USC 2000e, makes it unlawful for an 
employer to hire or discharge any individual, or otherwise to discriminate against any 
individual with respect to his/her compensation, terms, conditions or privileges of 
employment, because of an individual’s race, color, religion, sex or national origin. This 
covers hiring, firing, promotions and all workplace conduct.  
 
• Sec. 2000d. Prohibition against exclusion from participation in, denial of benefits of, 
and discrimination under federally assisted programs on ground of race, color, or 
national origin. 
 
• No person in the United States shall, on the ground of race, color, or national origin, 
be excluded from participation in, be denied the benefits of, or be subjected to 
discrimination under any program or activity receiving Federal financial assistance. 

 
o ADA Compliance 
 

• Section 504 of the Rehabilitation Act of 1973 is a national law that protects qualified 
individuals from discrimination based on their disability. The nondiscrimination 
requirements of the law apply to employers and organizations that receive financial 
assistance from any Federal department or agency, including the U.S. Department of 
Health and Human Services (DHHS). These organizations and employers include many 
hospitals, nursing homes, mental health centers and human service programs.  
 
• Section 504 forbids organizations and employers from excluding or denying 
individuals with disabilities an equal opportunity to receive program benefits and 
services. It defines the rights of individuals with disabilities to participate in, and have 
access to, program benefits and services.  
 
• The employment provisions of Title I of the ADA apply to private employers, state 
and local governments, employment agencies, and labor unions. Employers with 25 or 
more employees were covered starting July 26, 1992, when Title I went into effect. 
Employers with 15 or more employees were covered two years later, beginning July 26, 
1994.  

 
The ADA prohibits discrimination in all employment practices, including job application 
procedures, hiring, firing, advancement, compensation, training, and other terms, conditions, and 
privileges of employment. It applies to recruitment, advertising, tenure, layoff, leave, fringe benefits, 
and all other employment-related activities.  

 
• Employment discrimination is prohibited against "qualified individuals with 
disabilities." Persons discriminated against because they have a known association or 
relationship with a disabled individual also are protected. The ADA defines an 
"individual with a disability" as a person who has a physical or mental impairment that 
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substantially limits one or more major life activities, has a record of such an impairment, 
or is regarded as having such an impairment.  

 
• A qualified individual with a disability is a person who meets legitimate skill, 
experience, education, or other requirements of an employment position that he or she 
holds or seeks, and who can perform the "essential functions" of the position with or 
without reasonable accommodation. Requiring the ability to perform "essential" 
functions assures that an individual will not be considered unqualified simply because of 
inability to perform marginal or incidental job functions. If the individual is qualified to 
perform essential job functions except for limitations caused by a disability, the employer 
must consider whether the individual could perform these functions with a reasonable 
accommodation. If a written job description has been prepared in advance of advertising 
or interviewing applicants for a job, this will be considered as evidence, although not 
necessarily conclusive evidence, of the essential functions of the job.  

 
• Reasonable accommodation is a modification or an adjustment to a job or the work 
environment that will enable a qualified applicant or employee with a disability to 
participate in the application process or to perform essential job functions. Reasonable 
accommodation also includes adjustments to assure that a qualified individual with a 
disability has rights and privileges in employment equal to those of non-disabled 
employees.  

 
o Other 

 
• The Pregnancy Discrimination Act is an amendment to Title VII of the Civil Rights 
Act of 1964. Discrimination on the basis of pregnancy, childbirth, or related medical 
conditions constitutes unlawful sex discrimination under Title VII, which covers 
employers with 15 or more employees, including state and local governments. Title VII 
also applies to employment agencies and to labor organizations, as well as to the federal 
government. Women who are pregnant or affected by related conditions must be treated 
in the same manner as other applicants or employees with similar abilities or limitations.  

 
• The Equal Pay Act (EPA) prohibits discrimination on the basis of sex in the 
payment of wages or benefits, where men and women perform work of similar skill, 
effort, and responsibility for the same employer under similar working conditions. 
 

Transcripts 

Official college transcripts should be submitted as soon as possible and are required within sixty (60) 
days of employment.  Please have all certified copies of transcripts sent to the Office of Human 
Resources.  Official college transcripts become a part of the employee personnel file located in the 
Office of Human Resources as a requirement by higher education accrediting agencies. 

Benefits 
 
Adjunct employees are not eligible for insurance benefits through the college.  However if you are 
an active participant in the Arkansas Teacher's Retirement System please designate on the adjunct 
contract for retirement contribution purposes.   
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Adjunct faculty (employee only) will be eligible for tuition and corresponding fees (with the 
exception of special fees associated with identified classes) waivers after three (3) years of 
continuous employment with Pulaski Technical College while still employed by the college.   
Immediate family members of adjunct faculty will be eligible for tuition and fees waivers after five 
(5) years of continuous employment with Pulaski Technical College, while still employed by the 
college. 
 

Need Help?  Contact Essie Cleveland, Director of Human Resources & Employee Relations,  
at ecleveland@pulaskitech.edu or 501-812-2212. 
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OFFICE/CONSULTATION HOURS 
 
Each instructor has a responsibility to help students be successful in class and to develop realistic 
educational goals.  In keeping with this responsibility, an adjunct instructor should be available 
during a regularly scheduled time for office or consultation hours.   
 
Work stations are available on each site for adjunct faculty use.  In addition, it is also acceptable to 
meet students in other locations (for example, in the Ottenheimer Library or the Food Court) as 
long as students know where you will hold office hours.  Please include information in your syllabus 
about how students can find and meet with you outside of the classroom.   
 
 
 
See also Work Stations, page 48. 
 
 
 
Tips for Teachers:  In focus groups, students stated that it was very important for them to be able to 
contact and meet with their instructors (outside of class) when they needed help. 
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BLACKBOARD 
  

Blackboard is the online learning system instructors at PTC use to teach 
online classes and to support live classes with a course homepage. 

 
To set up a Blackboard shell for any of your classes, you must first become Blackboard certified.  
Various certification trainings will be held both in person and online throughout the year.  Check 
your Pulaski Technical College email account throughout the year for information on training times 
and dates. If you would like to set up a Blackboard shell for any of your classes contact a WebCT 
administrator.   
 
To Access Blackboard 
 

1. On the PTC Homepage, select Online Courses link. 
 
2. On the Online Courses link, select Faculty Access. 

 
3. On the Blackboard Learning Systems Welcome Page, select Log In. 

 
4. Enter your Blackboard ID and Password. 

 
 ID = first initial + last name  (same as PTC email account; case sensitive) 

 
 Password = term and year your employment at PTC begins (same as your 

PTC Email account) 
 

 Example: Tom Smith, who begins working at PTC in Fall 2008, would have 
the following account information: 

• User Name = tsmith  
• Password = fall2008 

 
 
Division Blackboard Shell  
Some divisions have a Blackboard shell to house division specific information for their instructors.  
Check with your department chair or division to dean to see if this is available in your division.     
 
 
 
Tips for Teachers:  Information technology education is a high priority at Pulaski Technical College.  
Using an online shell to supplement your live classes is an excellent way to save valuable in class 
time and to equip your students with the technological skills they need to succeed in school and in 
the workplace.   

 
 
 
 

Need Help?  Contact Danny Martin at dmartin@pulaskitech.edu 
or Jason Green at jkgreen@pulaskitech.edu. 
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CAMPUS CONNECT 
 

Campus Connect is the method Pulaski Technical College uses for faculty 
to access the student data needed to manage class roll/course rosters.  

 
Campus Connect is used for: 
 

• Retrieving and checking your rosters 
• Certifying your rosters (indicating No-Show students) 
• Entering your grades 
• Changing your grades 

  
Accessing Campus Connect 
 

1. Go to www.pulaskitech.edu. 
2. Click on the Web Registration Campus Connect button on the left hand side of the 

screen.  It is located about half-way down the page.  
3. Scroll to the bottom and click on Faculty Access. 
4. This is the log-in page. Under Administrative Login, enter your user name in the first field, 

and your password in the second field.  Press enter/return.  
 
Your Campus Connect user id should be as follows:  either fac_ directly followed by your first initial 
and the first seven letters of your last name (with all non-letter characters removed), so Mary Smith-
Whatever would be FAC_MSMITHWH, and John Peppersmith would be FAC_JPEPPERS. If your 
full legal name is John Doe, but you go by Allan Doe, the system that automatically creates these 
accounts will not know this, and the username will be FAC_JDOE.  
  
For common names such as Smith or Davis, the system may contain two or three people that match 
that first initial and last name combination.  For names that already have a match, such as John Doe 
and Jane Doe, the username will be first two letters of the first name, and then the last name, so if 
FAC_JDOE already existed, John Doe would get FAC_JODOE and Jane Doe would get 
FAC_JADOE.  If there is already a match for that login, the username will consist of the first three 
letters of the first name and the first seven letters of the last name, and so on.   
 
Your password will be your social security number.   

 
5. Once logged in, go to Available Options in the menu bar.  A drop down menu will appear, 

and move the mouse to Faculty Menu. 
6. Another title, Administrative, will appear.  A drop down menu will also appear under the 

Administrative title, and it provides access to grade entry and rosters.  
 

Retrieving Your Rosters:  Returning Adjunct Faculty  
 
If you are a returning adjunct, you can access your rosters from Campus Connect.  

1. Select Faculty Menu. 
2. Under Administrative, select Course Roster. 
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3. You will see the following screen: 
 

Please select a Term Code from the following list: 
 

Spring 2008 All
Spring 2008 Main
Spring 2008 Kanis
Spring 2008 Online
Spring 2008 Aviation  

Course Code:    
Go!

 
 

4. Enter the term code by selecting the current semester and year, and then click on Go. 
(Spring 2008 is currently highlighted). 

5. In the field by Course Code, enter the line number of the course if you know it.  Course 
codes are the four digits identifying the course and are located on the published class 
schedule.  If you do not know the Course Code, just click on Go, and the computer will find 
and list all of your classes. 

6. The screen will list your courses in a drop down field.  Select one of your classes from the 
drop down field, and your roster will be displayed.  Then you can print out your roster 
(printer icon is located at the top right corner of the screen). 

7. Repeat this process for each of your classes. 
 
Retrieving Your Rosters:  New Adjunct Faculty 
 
If you are a new adjunct faculty member and do not yet have access to Campus Connect, you may 
ask your division secretary, department chair, or dean to print your rosters for you. If you want one 
of these individuals to provide your rosters, be sure to let them know ASAP so they will have 
adequate time to process your request.  They will not be able to provide your rosters if you wait until 
the time of your class to request them. 
 

Tips for Teachers:  It is imperative that you print your rosters from Campus Connect daily during 
the first week of class and periodically throughout the semester to be certain they are accurate.  You 
will check your updated rosters the same way you originally retrieved your rosters.   

 
Certifying your Rosters 
 
The final date to certify your rosters will be communicated to you by your department chair shortly 
after the beginning of each semester.  
 
To certify your rosters, go through the following steps in Campus Connect: 
 

1. Select Faculty Menu. 
2. Under Administrative, select Certify Roster. 
3. Select the appropriate term code (just like when you retrieved your rosters). 
4. Select a course from the list of your courses. 
5. Click on the Never Attended box for any student who has never attended your class. 
6. Scroll to the bottom of the screen and select Yes for Check here if you wish to certify 

this roster option. 
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7. No Shows must be submitted by the deadline communicated to you by your department 
chair or dean. 

 
 Tips for Teachers:  Reporting no-shows is extremely important for both the college and our 
students.  For one thing, PTC must return the funds for students who have received financial aid 
but have not attended class to the Title IV federal program thus creating an institutional liability.  In 
addition, this balance is then placed on the student’s account and the student cannot enroll for any 
subsequent term at PTC. 
 
If you have students who are seated in your classroom or participating in your online class but they 
are not on your roster, these students are not officially enrolled in your class, nor have they paid for the 
class.  They should be sent to Student Services to resolve the problem. 

 
Submitting Grades 
 
Grades must be submitted by the deadline listed on the Pulaski Technical College Academic 
Calendar.  If an instructor’s grades are not turned in on time, the instructor will be reported to his or 
her dean by student services.   
 
To submit your grades, go through the following steps in Campus Connect: 
 

1. Select Faculty Menu. 
2. Under Administrative, select Grade Entry. 
3. Select the appropriate term code (just like when you retrieved your rosters). 
4. Select a course from the list of your courses. 
5. For each student, choose the appropriate grade from the drop down menu by his or her 

name. 
6. Finally, scroll to the bottom of the screen and select Yes for Check here if you wish to 

submit your final grades option. 
 
Grade Change 
 
The Grade Change Form in the Campus Connect area is found under the Administrative tab.  
Please utilize this form to submit any grade changes.   
 
 
 
 
 

Need Help?  Call the Campus Connect help desk from 1 p.m. until 4 p.m.  
Monday through Friday at (501) 812-2225 or contact  

Brenda Williams, Registrar, at bwilliams@pulaskitech.edu or 812-2232. 
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 COPY MACHINES AND COPY MACHINE CODES 
 
 
For your convenience, you have access to copy machines at several locations at each of the college’s 
sites. To use some of the copying machines, however, you will need to know the copier code. Please 
be sure to ask the division secretary, department chair, or dean for the code for the machine you 
plan to use.   
 
Please note:  If you teach in a building or at a site that does not house the division for which you 
teach, please be sure to obtain the code for the copier in the building where you will be teaching.  
You can get this code from the division secretary during regular business hours. 
 
 Copy machines are available for you to use at the following locations: 
 
 
Main Campus 
 
Building    Location   Code  
 
Business Building   Room 101 
Administration Building   Rooms 160, 141 
Science Building   Room 124 
Information Technology Center  Room 306 
Campus Center    Academic Success Office 
Allied Health    Rooms 138, 213  
 
Little Rock-West 
 
Main Building    Rooms 201, 202  08901 
 
Little Rock-South 
 
Main Building    Room 251 
 
Copier “Etiquette” 
 
Because each copy machine is used by many people, please be courteous when you use the machine.  
Be sure to re-load paper if the paper runs out, re-load staples, empty hole-punch tray, clean the glass 
on the copy machine if it gets dirty, and clear all jams as they occur.  If you cannot clear the jam 
yourself, please let the division secretary know.  Please do not leave a jam for someone else to clear. 
Also, do not interrupt a job in progress.  If you have any questions about using the copy machine or 
if you need supplies for the copy machine (such as staples, toner, or special paper), check with your 
division office for further assistance  
 
 
Tips for Teachers:  After you get the code for the machine you will be using, write it down in the 
space below.  Please be careful NOT to share this information with students.  Copy machines are 
for faculty only. 
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EMAIL/CAMPUS MAILBOXES 
 
Email 
 
After turning in your paperwork to Human Resources, you will automatically be assigned an e-mail 
account.  Your email address will consist of the first letter of your first name and your last name 
followed by @pulaskitech.edu, for example:  tsmith@pulaskitech.edu. Your password for a new 
email account will be the term followed by the year, for example: fall2008.  
 
To access your email: 
 

1. On the PTC Homepage, select the Faculty and Staff link. 
2. On the Faculty and Staff homepage, select the Faculty and Staff Email Access link. 
3. This will take you to the Log-In Screen, where you will enter your user name and 

password. 
o User Name:  first initial + last name  (the first part of your email address) 
o Password:  term and year your employment at PTC begins 
o Example: Tom Smith, who begins working at PTC in Fall 2008, would have the 

following account information: 
 User Name = tsmith  
 Password = fall2008 

 
Check your e-mail regularly because you will regularly receive important updates about things going 
on around campus as well as information from your dean, division secretary, and department chair. 
 
Campus Mailboxes 
 
Your division secretary will assign your mailbox number if you teach on the NLR campus or online, 
and your site secretary will assign your mailbox if you teach at the Little Rock-South or Little Rock-
West site.  If you teach on both campuses, you will have a mailbox on each campus.  Your division 
secretary or department chair will notify you of your mailbox location and number at the beginning 
of the semester.  In order to safeguard the contents of you mailbox, you should not give your 
mailbox number to your students.  If they need to leave assignments or notes for you, they should 
go through the division or site secretary.  Check your campus mailbox regularly because your 
division secretary, department chair, dean, and others will use this as a means to communicate with 
you.    
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IDENTIFICATION BADGES 
 

Please have an identification badge made and wear it when you are on campus.  Because of the large 
number of students and faculty at Pulaski Technical College, this badge will help identify you as a 
faculty member.  This is particularly helpful not only to students but to other faculty and to staff.  In 
addition, your identification badge may also be used as a library card at Ottenheimer Library and to 
receive discounts at some local businesses.   
 
Identification cards are issued Monday through Friday from 8:30 a.m. until 4:00 p.m. in the Campus 
Center, Room 318 (except when the college is closed for holidays).  
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INTRANET 
 
Adjunct faculty have full access to the features on the Pulaski Technical College Intranet (Technet).  
The Intranet houses many of the forms and documents that you may need in order to perform your 
job.    
 
Features 
  

o Committee message boards 
o Access to faculty Campus Connect 
o Human resources forms 
o Classifieds 
o Little Rock/North Little Rock digital phone book 
o Community Talk (private forum for faculty and staff) 
o Computing Services help desk 
o Library forms for faculty and staff 
o Access to campus e-mail 

 
Accessing the Intranet 
  

1.       Log on to www.pulaskitech.edu. 
2.       Click Faculty and Staff on the front page. 
3.       Click the purple Technet button on the left side. 

  
Creating an Account 
  

1.       Log on to https://intranet.pulaskitech.edu.  
2.       Click Register. 
3.       Complete the form and click Submit. (Make sure your user name is the same as your  
      e-mail user name.) 

  
Accounts are screened and will be activated in 24-48 hours. 
 
 
 
 

Need Help?  Contact Lennon Parker at lparker@pulaskitech.edu or 812-2730. 
 
 
 
 
 
 
 
 
 
 
 
 
  



44 

Adjunct Faculty Handbook  

PARKING TAGS/VEHICLE REGISTRATION  

When you filled out your adjunct information packet, you should have filled out a form to 
register your vehicle with the college. Once this form is submitted and processed, you should 
receive a parking tag in your mailbox or from your division secretary.  There is no fee to 
register your vehicle.  Every adjunct faculty member who owns or operates a motorized 
vehicle on the campus is required to display the hanging tag anytime the vehicle is parked on 
campus.  In addition, you should park in the appropriate areas; the college reserves and 
marks with signage a designated number of parking spaces for faculty and staff. 

Complete parking and traffic regulations are available in the college catalog.  However, 
please note the following: 

o Hangtags are not transferable to other students, non-students, faculty or staff. 
o Handicapped parking is exclusively reserved for vehicles legally and properly displaying 

a handicapped parking permit issued by the State of Arkansas. Vehicles using the 
handicapped parking space (regardless of permit) must be transporting the handicapped 
individual that the permit was issued to assist and are subject to applicable state and 
federal laws. 

o The visitor spaces are restricted to visitors of PTC, not registered students, faculty or 
staff. 

o Traffic cones are occasionally used to reserve visitor spaces for events. Individuals 
parking their vehicles and failing to observe the visitor parking areas will subject 
themselves to a parking violation. 

o Reserved/designated parking and reserved donor parking is reserved exclusively for those 
persons as indicated by signage and hangtag permit holder. 

o The operator of the vehicle abides by the parking and traffic regulations of the college 
and abides by motor vehicle and traffic laws as mandated by state law. 

o The college assumes no responsibility for any vehicle or its contents.  Please lock your 
vehicle. 

o A traffic ticket or other communication on the vehicle from the college is an official 
notice.  A recipient who does not comply with such communications will subject 
himself/herself to disciplinary action and/or arrest when applicable. 

o Students who owe a fee for a violation will have a hold placed on their student account, 
and they will be ineligible to receive an official transcript or register for classes until the 
obligation has been paid. 
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PAY SCHEDULE AND PAYCHECK DISTRIBUTION 

FALL 2008* 
 

 

 
SPRING 2009** 

 
Pay Period Pay Day 

1 February 4, 2009 
2 February 11, 2009 
3 February 25, 2009 
4 March 11, 2009 
5 March 25, 2009 
6 April 8, 2009 
7 April 22, 2009 
8 May 6, 2009 
9 May 20, 2009 

 
 
Paychecks will be distributed through direct deposit or will be picked up by the instructor at the 
Business Office.  You will be paid bi-weekly. Direct deposit forms and information may be secured 
from the Payroll Office.  This pay schedule is also available at www.pulaskitech.edu.  
 
*Payroll office must receive contracts from Human Resources with all signatures and withholding forms by August 22 to be paid on September 
3.  If the contract is late, payment will be delayed. 
 
**Payroll office must receive contracts from Human Resources with all signatures and withholding forms by January 23 to be paid on 
February 4.  If the contract is late, payment will be delayed. 
 
 

Need Help?  Contact Chrystal Paul at cpaul@pulaskitech.edu or 812-2208 or Debra Wilson at 
dwilson@pulaskitech.edu or 812-2202. 

Pay Period Pay Day 
1 September 3, 2008 
2 September 10, 2008 
3 September 24, 2008 
4 October 8, 2008 
5 October 22, 2008 
6 November 5, 2008 
7 November 19, 2008 
8 December 3, 2008 
9 December 17, 2008 
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SAFETY AND SECURITY 

 
Any incident of criminal actions or emergency that occurs must be reported to a college 
administrator or a member of the college’s Campus Police/Public Safety staff.  Refer to the Pulaski 
Technical College web site at www.pulaskitech.edu for the current year campus crime statistics 
and to review the Campus Security Act. 
 
Security 
 
Pulaski Technical College provides its employees and students with security.  Ensuring security and 
safety on our campus facilities is the responsibility of everyone. All faculty, staff and students should 
report any activity that is suspicious or criminal in nature to a police officer and/or the department 
as soon as possible.  Information relating to physical abuse, threats, or weapons in any form 
and specifically firearms and explosives, suspicious activity or known activity regarding 
drugs and alcohol should be reported immediately whenever possible. 
 
Main Campus 
 
Police Department Office .............................................................. 812-2248 (Business Hours ONLY) 
  
Duty Officer Cell Phone ................................................................. 580-1831 
  
FAX ................................................................................................... 812-2741 
 
Chief of Police Cell Phone ............................................................. 580-5118 
  
Little Rock-West Site 
 
Police Department Office .............................................................. 683-5251 
  
Duty Officer Cell Phone ................................................................. 580-1662 
 
Little Rock-South Site 
  
Saline County / SCCC  
 
Duty Security Officer Cell Phone .................................................. 580-0521  
  
Tips for Teachers:  Non-emergency, critical information or information from students who wish to 
remain anonymous should be communicated to the PTC chief of police using his cell phone or 
email address.  Emergency information should always be communicated immediately to any duty 
officer police or security.  
 
Any incident of criminal actions or emergency that occurs must be reported to a college 
administrator or a member of the college’s Campus Police/Public Safety staff.   
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SUPPLIES AND TEXTBOOKS 
 
Supplies 
 
Each department chair and division secretary has a small supply of dry erase markers, erasers, grade 
books, scanning forms, paper clips, pens, and rubber bands.  If you need any of these supplies, email 
your department chair or your division secretary, or stop by the secretary’s desk. 
 
 
Tips for Teachers:  It is recommended that you keep your own eraser and markers and carry them to 
and from the classroom with you.  Classrooms are not equipped with erasers and markers.   
   
 
 
Textbooks 
 
Adjunct faculty members are expected to use all textbooks and instructional material provided to 
them by their department chair or dean.  Please be sure to follow any specific instructions about 
returning textbooks and other materials at the end of the semester.   
 
In addition, all students should purchase all textbooks and other materials required for the classes 
they are taking.  The Pulaski Technical College Bookstore is available for students’ convenience, but 
books may be purchased from alternative sources.  
 
 
Tips for Teachers:  In general, students are eligible to receive financial aid that covers the cost of 
materials associated with a course.  In the Pulaski Technical College Bookstore, students may charge 
books and supplies to their financial aid accounts (before financial aid rewards have been granted) 
for approximately one week before classes begin and for approximately one week after classes begin 
each semester.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Need Help?  Contact your division secretary or department chair.   
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TECHNOLOGY SUPPORT SERVICES 
 

Operating Ceiling-Mounted Data/Video Projectors 
1.  Locate the wall-mounted computer/video input box (usually located below the whiteboard.)  

2.  Locate the projector remote control button pad.  You don’t need the remote control to use          
the projector. 

3.  Attach video source and computer to the appropriate input.  

 a. For a Windows computer, hook up the SVGA cable to the computer and input box. 

 b.   For a Macintosh computer, hook up the SVGA cable and Macintosh adaptor to the   
  Macintosh computer and input box. 

4.  Boot up the computer  

5.  Turn the projector on by pushing the On/Off button located on the projector remote    
control pad.  Push the button only once. You will hear a single "beep" from the projector.  

6.  Wait briefly for the projector to go through its warm-up phase. The projector starts in 15 
seconds but takes 30 seconds to reach full brightness. 

7.  To project slideshow, go to View in menu bar and select Slideshow.  

8.  If you use audio, the Vol Up/Down buttons will control the audio level.  

9.  You can push the A/V Mute button if you want the screen to project nothing for a short 
period of time; push the button again to continue projecting an image. In some rooms, this 
button is labeled Black Screen or labeled with an asterisk. 

10.  Turn projector off when you are finished by pushing the On/Off button twice. 
A double beep will come from the projector, and it will begin a shutdown phase. 
If you only pushed the On/Off button once, this screen will appear: 

 

 Push the button again to turn off the projector. After a few seconds, the above screen will  
 disappear, and the projector will remain on until you push the button twice. 
 

Need Help?  Contact Computer Support Services at 812-2780. 
 
Tips for Teachers:  If you plan to use this technology, you might want to try out the equipment in 
the classroom where you'll be teaching in advance of teaching the class.  That way, you can 
troubleshoot any problems and won't have to waste your class time. 
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WORK STATIONS 
 

Adjunct work stations and offices equipped with desks, computers, printers, and phones are located 
at all sites for your use.  In addition, space may be available for you to hold office hours.   
 
Main Campus 
 
At the main campus, the adjunct work stations are housed within most divisions.  However, if your 
division does not have a work station, you are welcome to use a work station that is convenient for 
you.   
 
Little Rock-West 
 
At the Little Rock-West site, use either one of the two adjunct offices located to the left of the front 
entrance near Student Services.  
 
 Little Rock-South 
 
At Little Rock-South, the adjunct office suite is located in LRS 233 of the faculty office area. 
 
Office Etiquette 
 
Because a large number of people use these areas, please be respectful of this space by keeping it 
clean and observing any requests for use made by the division secretary or dean.  Space may be 
available for you to store your teaching materials; however, keep in mind that these are high-traffic 
areas and that the college is not responsible for any losses. 
 
Student Confidentiality 
 
The Family Educational Rights and Privacy Act (FERPA) is a federal law designed to protect the 
privacy of a student’s educational records. Student educational records are considered confidential 
and may not be released to anyone other than the student without the written consent of the 
student; this includes the student’s parents and spouse. In addition, grades may not be posted 
and/or shared with other students or faculty. 
 
 
 
 
Tips for Teachers:  Please be mindful of student confidentiality when you are meeting with your 
students in the work stations.  Be sure that you do not leave your grade book in any public space, 
and make sure that conversations with students are not overheard by others. 

 
 
 
 
 

Need Help?  Contact your division secretary.  
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COMPUTER LABS 
 

The Open Computer Labs at Pulaski Technical College are open to all 
currently enrolled students, and they may not be reserved by instructors. 

 

Main Campus 

There are two open computer labs on the main campus.  One open computer lab is located in 
IT303.  There is a lab assistant in this computer lab at all times.  The other open computer lab is 
located in CCB304.  This lab does not have a lab assistant.  In addition, there is a Cyber Lounge on 
the first floor of the Campus Center, and there are computers in the open areas on the first floor of 
the Administration Building and on the third floor of the Campus Center.     

Little Rock-West 

Pulaski Technical College has an open computer lab available for enrolled students at our Kanis 
location on the second floor. 

Little Rock-South 

Pulaski Technical College has an open computer lab available for enrolled students at the Little 
Rock-South site in room LRS 203.   

 

In addition to the open labs, Pulaski Technical College provides other 
computer labs that may be reserved by an instructor.  When the labs are not 

reserved, students may use these labs. 

Main Campus  

The Learning Assistance Center in CCB 303 may be reserved by an instructor up to three times per 
semester.  To reserve the lab, obtain a request form from the lab assistant.  In addition to the LAC 
Computer Lab, classrooms in the IT building that are equipped with computers may be reserved by 
contacting the IT secretary Shirley Yaw at 812-2329.  These classrooms may only be reserved if the 
IT division is not using the classrooms, and they must be reserved in advance.     

Little Rock-West 

 The computer lab in room 120 at Little Rock-West may be reserved by instructors to use with their 
students.  To reserve the lab, obtain a request form from the lab assistant. 
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COUNSELING AND ADVISING SERVICES 
 
  
The Pulaski Technical College Counseling and Advising office provides personal counseling 
services and referrals, academic advising, career assessment and counseling, testing services, and 
disability support services. For information about specific services and contact information 
please visit the Current Student page at www.pulaskitech.edu. 

Counseling Services 

Pulaski Technical College provides the services of professionally trained counselors to all students. 
The counselors are familiar with college programs and can assist students with career information, 
course advisement, program decisions, testing and assessment and personal counseling. 
 
Students should consult with a counselor whenever they need assistance in any area or subject. 

Advising  

Your students may ask you for academic advice.  Please know that academic advisors and counselors 
are available in the PTC Advising and Career Center to assist students in planning academic 
programs and developing course schedules. Continuing students are strongly encouraged to consult 
with an advisor from their division or in the Advising and Career Center prior to registering for 
classes via the Web. 

Students may also ask you about registering for classes.  Students who have attended at least one 
semester at PTC will be eligible to enroll in classes via Web registration through Campus Connect. 

 
 
 
 
 
 
 

Need Help?  Contact Beth Trafford, Dean of Enrollment Services, at 
btrafford@pulaskitech.edu or 812-2220. 
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DISABILITY SERVICES 
 

Pulaski Technical College is committed to fulfilling all federal requirements of the Rehabilitation Act 
of 1973 and the Americans with Disabilities Act of 1990. Accommodations are available to students 
who have documented disabilities. Students requesting accommodations must provide medical, 
educational, and/or psychological records to document their needs. Students should provide 
sufficient notification of needs and register with Disability Support Services (DSS) in Counseling & 
Advising Services six to ten weeks prior to the semester of planned enrollment. Failure to provide 
sufficient notification may result in a delay of services. Disability Support Services can be contacted 
at (501) 812-2220 or in the Campus Center Room 240.  Students who feel they have been 
discriminated against under the Americans with Disabilities Act may file a written grievance with the 
Vice President for Student Services. 

 
Accommodations 
 

o Note Takers  
 

• It is the instructor’s responsibility to secure a note taker. As soon as possible, the 
instructor should ask for a volunteer note taker from within the class. Please do this in 
a way that will not embarrass or single out the student with disabilities. Notes 
should be taken by someone who writes clearly and with some detail. (A student with a 
disability should not serve as a note taker.) Meet with the note taker after class and ask 
the note taker to sign a note taker contract with DSS and to obtain note-taking paper 
from DSS. Please send an email with the note taker’s information to DSS.  
 

o Sign Language Interpreters  
 

• An interpreter will be provided for students who are deaf or hearing impaired.  If 
you have not worked with an interpreter before, these tips may be helpful.   
 

 Talk to the student, not to the interpreter.  
 If videos are shown, they must be closed-captioned.  
 It is helpful for the interpreter to have a course syllabus, textbook and 

copies of class handouts, overheads, and readings. 
 

o Extended Time for Tests 

• Instructors are expected to arrange exams in alternative format for their students 
who are approved for extended time for tests.. If needed, testing is available in the PTC 
Testing Center for students who are approved for this accommodation. The instructor 
must make prior arrangements, complete the Alternative Testing Request Form and 
personally log in the test in the Testing Center, housed in the Office of Counseling  and 
Advising. To arrange extended time for an online test contact Danny Martin at 
dmartin@pulaskitech.edu. 
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o Visual Disabilities 

• Students with visual disabilities may need tests and handouts enlarged and printed on 
a different color of paper. Recorded books and use of computer software that reads the 
screen (JAWS) or enlarges the text (Zoomtext) may be necessary. Scanning forms may 
not be an option. Please follow the approved accommodations exactly. 

o Classroom Change 

• No matter how comfortable your classroom may be, sometimes a particular disability 
necessitates a change in rooms or buildings. The decision to do this will be made only 
when the room change is necessary. 

 

Tips for Teachers:  If you are in doubt about how to make a particular accommodation, ask 
questions.  The college is bound by law to provide these accommodations for students with 
disabilities, so it is essential that you have the information and equipment you need to accommodate 
your students. 

 
 
 

Need Help?  Contact Doris Pierce, Coordinator of Disability Services,  
at dpierce@pulaskitech.edu or 501-812-2796, or for appropriate accommodation forms,  

 please access PTC Disability Resources on the Pulaski Technical College Intranet. 
 
 

Tips for Teachers:  There are resources (videos, CDs, DVDs, handouts) available through PTC 
Disability Services about teaching students with specific disabilities.  Faculty may check these 
materials out for their use. 
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PTC STUDENT EMAIL 
 
Pulaski Technical College provides email for all students.  Please encourage your students to activate 
their email accounts and check their email regularly.  These instructions are provided for you should 
you have questions from students regarding their email accounts. 
 

ACTIVATING 
 

1. Log into the Student Portal. 
2. Look to the left for the Gmail for PTC icon. 
3. Scroll your mouse below icon. 
4. Click on Student Email. 
5. Type the activation code as seen. 
6. Read the License Agreement. 
7. Click on I Agree. 
8. This will take you to your inbox. 

  
Tips for Teachers:  Encourage your students to activate their email accounts as an assignment.  
Make sure you tell them to write down their PTC email addresses and passwords and keep them 
somewhere safe. 

 

ACCESSING 
 

1. Go to Pulaski Technical College homepage at www.pulaskitech.edu. 
2. Click on the Button that says Student Portal My PTC. 
3. Under the MyAccount section to the right side of the page, Click Manage My Account.    
4. Click Yes or Continue to Site on all of the security alerts that may pop up. 
5. Fill in the information that is asked for, including creating a password. 
6. Make sure you enter the information that matches the information you have on file with the 

college. (For example, your name and the zip code should match the name and zip code 
must match what is on file; otherwise you will have problems logging in. 

7. Click Display Username, Student ID and Change my Password. 
8. This will give you your new username & G-Mail account address. 
9. Print this page and make note in of your password. 
10. Click to close and then log in using your new information. 

 
Please note:  This log-in information is used for all college accounts. The old method of logging in 
no longer exists. 
 
Troubleshooting 
 
Your students may ask you questions about their email accounts if they have trouble.  Here are some 
things that they can try if the steps above do not work on the first try: 
 

1. Log into Campus Connect.  
2. Go to Student Information and to Demographic Data. 
3. Copy and paste the student name and zip code into the form used in Manage My Account. 

(For some reason, this often works.)  
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o Other Suggestions 

 
• Students may also need to choose a different password that uses the letters first and 
numbers next, such as Steamboat1. Make sure they include at least one capital letter. 

 
• Also, they might need to enter their names backwards, such as John Smith = Smith John 

 
• If they get any security warnings, alerts, information boxes, have them click Yes and 
continue to the website. 

 
NOTE: If students fail to log in ten times in a row, the system will lock their account. If that 
occurs, they must contact the help desk at onlinecourses@pulaskitech.edu to have their account 
unlocked. Then they will need to go back into Manage My Account to reset their password. 
 
 
 
 
 
 
 
Tips for Teachers:  Encourage your students to check their email regularly by rewarding them for 
doing so.  Periodically send out an email to your students and offer them bonus points for returning 
the email to you by a specific “due date.” 
 

 
 
 
 
 
 

Need Help?  Contact Danny Martin at dmartin@pulaskitech.edu  or 812-2737 
or Aurora Adney at onlinecourses@pulaskitech.edu. 
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FINANCIAL AID 

Financial aid, simply defined, is money that helps students pay for their educational costs. Aid may 
be in the form of loans, grants, scholarships, employment opportunities, or a combination of all of 
these.  

The Financial Aid Office is primarily responsible for the processing of federal Title IV aid and 
coordinating federal aid with other funds, such as scholarships.  Title IV aid includes Federal Pell 
Grants, Federal Supplemental Educational Opportunity Grants, Federal College Work Study, and 
Federal Stafford Loans. Various departments and agencies on and off campus award other 
scholarships and grants. The Financial Aid Office is a good resource for questions concerning these 
other types of aid.  

Most federal programs require the student to complete the Free Application for Federal Student Aid 
(FAFSA). The FAFSA gathers information that is used to determine the relative financial strength of 
the student’s family or the “need” for assistance. Please note that eligibility criterion for each of the 
programs varies. Students may be able to establish need for all programs while others are able to 
establish eligibility for one program but not all programs.  

 
 
 
 
 
Tips for Teachers:  Because financial aid packages and awards vary widely, students should contact 
the financial aid office for all inquiries regarding financial aid.  The financial aid office specializes in 
answering questions concerning financial aid, and you can best serve your students by putting them 
in touch with the appropriate people.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Need Help?  Contact the financial aid office at 812-2283  
or 812-2289 to visit with a financial aid advisor. 
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LEARNING ASSISTANCE CENTER AND TUTORING SERVICES 
 
The Learning Assistance Center at PTC is comprised of four computer labs and three tutoring 
centers in various locations.  
 
Computer Labs 
 
Computer labs for the general student population can be found in Campus Center 303 on the main 
campus, in Little Rock-West 120, and in Little Rock-South 203.  The open computer labs may be 
used by students to improve or review academic skills in all college disciplines, to do word 
processing, to use the Internet or to check email. Students are encouraged to come by the computer 
labs to learn about Web-based computerized tutorials also.   
 
Hours of Operation 
The computer labs are open most semesters from 8 a.m. until 8 p.m. Monday through Thursday and 
from 8 a.m. until 2 p.m. on Friday.  Saturday hours will vary by location; hours of operation are 
posted outside of the labs each semester.  Students may email the computer labs at 
Lacenter_303@yahoo.com or Lacenter_Kanis@yahoo.com for more information. 
 
Tutoring Services 
 
Campus Center 302 and Little Rock-West, Room 130 house the tutorial programs.  Tutoring for 
students is available in a wide range of topics. No appointments are necessary for individual 
tutoring.  Peer and professional tutors are available in the tutoring centers during the week, are 
embedded in certain classes, made available through Supplemental Instruction, and are online for 
students in the evenings and weekends.  Tutors housed in the on-campus tutoring centers post their 
hours of availability inside the centers each semester.  Students may reach tutors at 
tutoring@pulaskitech.edu.  The tutoring center also offers supplemental materials including 
videotapes and workbooks for student use.  Online tutoring is also available in the evenings and on 
weekends.  Online tutoring schedules can also be found on the LAC Web site under Current 
Students. 
 
Students wishing to improve their skills or experiencing difficulty in their classes should visit the 
Learning Assistance Center as soon as possible for maximum benefit.  Students can also find 
information on the LAC on the Pulaski Technical College Web page under Current Students. 
 
For Faculty 
 
The Learning Assistance Center staff conducts workshops at all locations throughout the semester 
and can conduct specialized workshops for faculty.  As always, faculty are able to book the 
computer labs for computerized instruction three times each semester.  
 

Need Help?  Contact Rhonda Carroll at rcarroll@pulaskitech.edu or 812-2270. 
 
Tips for Teachers:  Many students who need the services of a tutor think that tutoring is just for 
“dummies.”  Simply encouraging your students to use the services provided by the Learning 
Assistance Center may not be enough.  Consider making an appointment for them or accompanying 
them to the LAC. 
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LIBRARY SERVICES FOR STUDENTS 
 
The Ottenheimer and Little Rock-South Libraries of Pulaski Technical College offer a warm and 
welcoming atmosphere to all students. Helpful librarians and staff are on hand to provide assistance 
with projects and assignments. A few of the library features are highlighted below: 
 
Library facilities feature comfortable seating, individual and group study rooms, plenty of desktop 
and laptop computers, and Wi-Fi access for student's personal laptops. 
 
Librarian assistance is available for help with research, basic computer operations, and topical 
crash courses in popular subjects.  
 
Many resources are accessible both on and off-campus. Thousands of periodicals and more than 
17,000 e-books are available at the click of a mouse. Print books and audiovisual materials are 
available for check-out at both campuses. 
 
Web site features include the Subject Guide to the Web, a list of web sites reviewed and selected by 
librarians and instructors; Citing Sources citation guides; Ask a Librarian email link, and Spotlight 
features of campus events and general interest. 
 
Services to students extend beyond the walls of the PTC libraries through interlibrary loan and 
borrowing privileges at all Arkansas colleges and universities with the ARKLink Card. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Need Help?  Contact the Ottemheimer Library at 
LibraryStaff@pulaskitech.edu and 812-2272. 
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PROFESSIONAL DEVELOPMENT 
 

Professional development at Pulaski Technical College is open to all full-time and part-time faculty 
and staff unless explicitly designated for certain groups. While the majority of activities, workshops, 
and seminars are free to all participants, they do require registration. Registration information will be 
included in all announcements. In the event there is a fee to cover food or other expenses, faculty 
and staff are asked to contact their department chair or dean to pay for the fee.  
 
The Office of Organizational and Professional Development works closely with the Center for 
Teaching Excellence as well as other departments and offices on campus to provide timely, useful 
presentations and workshops on topics that will enhance teaching and learning. Look for 
announcements through the Pulaski Tech email system for upcoming events.  
 
If you have suggestions for future offerings, please contact Amy Baldwin at 
abaldwin@pulaskitech.edu.  
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CENTER FOR TEACHING EXCELLENCE 
 
Pulaski Technical College is fortunate through the Title III program to have the benefit of The 
Center for Teaching Excellence.  The director will oversee the Center’s efforts, working with others 
to advance excellence in teaching and learning at the college.  As an instructional developmental 
center, the Center for Teaching Excellence supports faculty in developing new approaches to the 
delivery of instruction, consulting in the application of instructional design and the use of 
instructional technology tools.   
 
The Center for Teaching Excellence will be available for use by faculty from 8:00-5:00, Monday 
through Friday, and by appointment for scheduling outside of normal business hours. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



61 

Adjunct Faculty Handbook  

 
LIBRARY SERVICES FOR FACULTY 

 
The librarians and library staff of the Ottenheimer and Little Rock-South Libraries provide personal 
and professional support to the instructors of Pulaski Technical College. They can assist you in 
providing a top-notch education to PTC’s students. Among the many services to instructors are: 
 
Professional resources, including print and electronic books and journals, are readily available. 
Direct links to Adjunct Advocate and The Chronicle of Higher Education are available on the Library 
Faculty/Staff page, and thousands of other online journals are available through more than 45 
databases.  
 
Professional Development Workshops on hot topics, tips and techniques for the classroom, and 
other topics as requested are offered periodically throughout the year. 
 
Information literacy instruction sessions are planned in collaboration with instructors to meet 
individual class needs. Online tutorials, an embedded librarian for online courses and a library site in 
Blackboard extend the campus-wide information literacy program into the virtual classroom. 
 
Professional services for faculty include literature searches, RSS service, interlibrary loan, and 
ARKLink cards for borrowing materials from all Arkansas institutions of higher learning. Library 
liaisons, online and in-library course reserves, and a faculty web page with links to pertinent web 
sites and forms add supportive services for the classroom. 
 
 

Need Help?  Contact a librarian at Ottenheimer Library at 
LibraryStaff@pulaskitech.edu and 812-2272. 
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TIPS FOR TEACHERS 
 

FOUR CORE STUDENT NEEDS 
  
 1. Active Involvement: Students need to become deeply engaged learners who invest significant 
amounts of personal time and energy in their college experience.  
  
2. Social Integration: Students need to become socially connected or integrated into the college 
community via human contact, interpersonal interaction, and collaboration with peers, faculty, staff, and 
administration.  
  
3. Personal Meaning: Students need to find meaning, purpose, and value in college, enabling them to 
make relevant connections between their current college experience and their future life plans.  
  
4. Personal Validation: Students need to feel personally significant and capable of succeeding in college, and 
to sense that their college cares about them as individuals and is committed to helping them succeed. 
 
Joe Cuseo, Marymount College 
Posted 4/12/2007 
FYE-LIST@LISTSERV.SC.EDU   
 
SEVEN PRINCIPLES FOR GOOD PRACTICE IN UNDERGRADUATE EDUCATION 

 
Chickering and Gamson’s “Seven Principles for Good Practice in Undergraduate Education” posit 
that good practice in undergraduate education:  
  
1) encourages contact between students and faculty,  
  
2) develops reciprocity and cooperation among students,  
  
3) encourages active learning,  
  
4) gives prompt feedback,  
  
5) emphasizes time on task,  
  
6) communicates high expectations, and  
  
7) respects diverse talents and ways of learning.  
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ADDRESSING ADJUSTMENT DIFFICULTIES:  FITTING IN 
 

 Students need to feel connected to the college community. 
 Research shows that students who are most at risk for dropping out are those who are not connected to the 
 college and its activities. 
 

   Students need to feel significant and that someone cares about them. 
 Studies suggest that the single most important factor in student satisfaction and growth is the classroom 
  experience. 
  
Helping Students  
 

 Deal with the “whole person” and realize that PTC students usually do more than go to 
 college. They have very full “real” lives that bleed over into the classroom. Also, remember 
 that many students who choose PTC pick it because of small class size and the chance to get 
 personal attention from instructors.  Remember, students don’t care what you know until they know  
 that you care.  
 
Following are some simple “pointers” for low or no-cost, easy-to-do gestures that can make  a 
difference and go a long way to helping students feel welcome. 
 

Start the first day with an ice-breaking activity BEFORE you go over the syllabus.   
 
 Activity 1:  Most Common in Common 
  
 Provide students with a pre-made handout where they can fill-in the names of their  
 classmates and  five things they have in common with each of them.  Divide the class  
 by having them number off one, two, one, two, etc.  The ones stay put while the  
 twos travel around the room spending no more than three minutes with each  
 number one.  After every two has made it around the room, ask them to stand and  
 share who they had the most common in common with. 
  --Jason M. Henry, M.Ed.,Advising and Support Services Specialist 
 
 Activity 2:  Adjective Introduction 
   
 Give students a name tag and ask them to describe themselves with an adjective that  
 starts with the  same letter as their first name.  Then allow students to introduce  
 themselves using that description. 
  --Ann C. Fellinger, M.A., Chair, College Studies 
 

Learn your students’ names.   
 *Use a digital camera to take a picture of each student on the first day of class.  Add  
 these pictures to your roster to help you put a face with a name. 
 

Shake hands with your students as they arrive on the first day of class. 
 
 Put a motivating “thought for the day” on the board or on the attendance sheet. 
 

 Bring a small basket of candy and place it on your desk. 
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ADDRESSING ACADEMIC DIFFICULTIES 
 

 Students need to become actively involved in the educational process. 
  
 According to research, one of the two most important influences on student learning is their ability to 
 direct a high degree of effort to academic endeavors. 
 

 Faculty can create an engaging classroom environment that demands student  accountability. 
  
 The second most important influence of student learning is that students interact in meaningful ways  with  
 faculty, staff, and  peers. 
 
 

 Students don’t know how to do many of the things we think they can do.  Faculty can help  
 students learn to monitor their own learning. 
 
 Many students have never been expected to take responsibility for learning—learning has always been a  
 passive process.  It is our job to teach them how to learn effectively. 
 
 
Active Learning 
 
Following are some simple “pointers” for encouraging active learning in your classroom. 
 
  Devote an entire class period to the most effective way to take notes in your  
  discipline. 
 
  Provide frequent meaningful feedback.  Give short, low-stakes quizzes (quizzes that  
  count for very few points or quizzes that do not count for a grade at all) to allow  
  students to gauge what they are learning. 
 
  Teach students to keep and figure their own grades. 
 
  Use one-minute papers to gauge students’ progress. 
 
  Utilize a variety of teaching styles to accommodate various learning styles. 
 
  Allow students to work in groups to create study guides for test materials. 
 
  To help teach students how to take tests better, allow them to produce questions for  
  quizzes or tests. 
 
  Ask a student to reword or rephrase a concept you just explained. 
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Student Success Bibliography: Books and Videos for Students 
PTC Ottenheimer Library 

June 2008 
 

Choosing a Major 
 
Print Books  
 
100 best careers for the 21st century / Shelly Field. 1999. HF 5381 F476 1999 Main: Circulation 
Collection 
 
College majors: a complete guide from accounting to zoology / Ellen Lederman. 2007. LB2390 .L43 2007 
Main: Circulation Collection  
 
Encyclopedia of careers and vocational guidance. 2005. HF5381 .E52 2005 Main: Reference Collection 
 
E-books 
 
90-minute college major matcher: choose your best major for a great career / Laurence Shatkin. 2007. LB2361 
.S366 2007eb  
 
College majors handbook with real career paths and payoffs: the actual jobs, earnings, and trends for graduates of 60 
college majors / Neeta P. Fogg, Paul E. Harrington, Thomas F. Harrington. 2004. HF5382.5.U5 F644 
2004eb  
 
Great jobs for art majors / Blythe Camenson. 2003. N6505 .C33 2003eb 
 
Great jobs for business majors / Stephen Lambert. 2003. HF5382.7 .L347 2003eb   
 
Great jobs for computer science majors / Jan Goldberg. 2003. QA76.25 .G62 2003eb   
 
Great jobs for criminal justice majors / Stephen Lambert, Debra Regan. 2001. HV8143 .L335 2001eb   
  
Great jobs for engineering majors / Geraldine Garner. 2002. TA157 .G327 2002eb   
 
Great jobs for history majors / Julie DeGalan, Stephen Lambert. 2001. D16.9 .G34 2001eb   
  
Great jobs for music majors / Jan Goldberg. 2005. ML3795 .G74 2005eb  
  
Study and Test-taking Skills 
 
Print Books and Videos 
 
How to study in college / Walter Pauk. 1997.  LB 2395 P3 1997 Main: Circulation Collection 
 
Mastering the college experience. Taking notes [videorecording] / produced by Coastline Community 
College in cooperation with Houghton Mifflin Company and KOCE-TV. 2000.  LB2395 .M3791 
2000 Main: Multimedia Collection 
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Presentation skills for students / Joan van Emden and Lucinda Becker.  Joan Van Emden. 2004.  
PN4129.15 .V36 2004 Main: Circulation Collection 
 
Professors' guide to getting good grades in college / Lynn F. Jacobs and Jeremy S. Hyman.  Jacobs, Lynn F.  
2006.  LB2395 .J29 2006 Main: Circulation Collection 
 
Study skills for speakers of English as a second language / Marilyn Lewis and Hayo Reinders. 2003.    
LB3050.4 .L49 2003 Main: Circulation Collection 
 
Study skills handbook / Stella Cottrell. 2003.  LB1049 .C83 2003 Main: Circulation Collection 
 
This is a test, this is only a test [videorecording] / director [and] producer, Matt Clark; writer, Candy 
Galyean.    1992.  LB3060.57 .T448 1992 Main: Multimedia Collection 
 
Up your grades: proven strategies for academic success / Ann Hunt Tufariello. 1997.  LB2343.32 .T84 1997 
Main: Circulation Collection 
 
E-books 
 
"Ace" any test / Ron Fry. 2000.  LB3060.57 .F79 2000eb  
 
Brain train: studying for success / Richard Palmer. 1996.  LB1049 .P35 1996eb 
 
Great big book of how to study / by Ron Fry. 1999.  LB1049 .F7353 1999eb 
 
How to get a first: the essential guide to academic success / Thomas Dixon. 2004.  LB2343.3 .D574 2004eb  
 
How to study / by Ron Fry. 2000.  LB1049 .F74 2000eb  
  
How to study: and other skills for success in college / Allan Mundsack, James Deese, Ellin K. Deese. 2003.    
LB2395 .M595 2003eb 
 
Improve your memory / by Ron Fry. 2000.  BF385 .F79 2000eb 
 
Last minute study tips / by Ron Fry. 1996.  LB1049 .F737 1996eb  
 
Passing exams without anxiety: how to get organised, be prepared and feel confident of success. / David Acres.  
1998. LB3060.57 .A37 1998eb   
 
Prepare for college / Marjorie Eberts, Margaret Gisler. 1998.  LB2351 .E24 1998eb 
 
Secrets of getting better grades: work smarter, not harder / Brian Marshall. 2002.  LB1049 .M37 2002eb  
 
Study skills for language students: a practical guide / Sydney G. Donald and Pauline E. Kneale. 2001.  
PB36 .D65 2001eb  
  
Study skills strategies: accelerate your learning / Uelaine A. Lengefeld. 1994.  LB1049 .L44 1994eb 
 
Test taking strategies and study skills for the utterly confused / Laurie Rozakis. 2003. LB3060.57 .R69 2003eb  
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 Up your grades: proven strategies for academic success / Ann Hunt Tufariello. 1997.  LB2343.32 .T84 
1997eb  
  
You can do it!: a guide for the adult learner and anyone going back to school mid-career / Harry G. Turner. 1997. 
LC5225 .L42 1997eb 
 
Math Skills 
 
Print Books and Videos 
 
College algebra / Lawrence S. Leff. 1995.  QA152.2 .L44 1995 Main: Circulation Collection  
 
College Trigonometry [videorecording] / Houghton Mifflin Company. 2001.  QA154.3 .A94 2005 
Main: Multimedia Collection 
 
Fear of math: how to get over it and get on with your life / Claudia Zaslavsky. 1994. QA11 .Z37 1994 Main: 
Circulation Collection 
  
How to solve word problems in algebra: a solved problem approach / Mildred Johnson. 1994.    
QA157 .J7 1992 Main: Circulation Collection 
 
Just in time algebra / Colleen Schultz. 2004.  QA152.3 .S38 2004 Main: Circulation Collection 
 
Mastering mathematics: how to be a great math student / Richard Manning Smith. 1998.  QA11 .S63 H6 
1998 Main: Circulation Collection 
 
Math word problems demystified / Allan G. Bluman. 2005.  QA63 .B58 2005 Main: Circulation 
Collection 
  
Overcoming math anxiety / Sheila Tobias. 1993.  QA11 .T67 1993 Main: Circulation Collection 
 
Thinking mathematically [Audio Computer Disc] / produced by BVPFL. 2003.  QA39.3 .B59 2003 
Main: Multimedia Collection 
  
Trigonometry [videorecording] / Houghton Mifflin Company. 2001.  QA154.3 .L365 2001 Main: 
Multimedia Collection 
 
Use your fingers, use your toes: quick and easy step-by-step solutions to your everyday math problems / Beth 
Norcross.  Norcross, Beth. 2004.  QA93 .N56 2004 Main: Circulation Collection 
 
Video instruction to accompany Algebra, beginning and intermediate by Aufmann and Lockwood 1st ed. 
[videorecording]. 2005.  QA152.2 .A9 2005 Main: Multimedia Collection 
 
Video instruction to accompany Basic college Mathematics, an applied approach by Aufmann, Barker and Lockwood 
8th ed. [videorecording]. 2005.  QA39.2 .A83 2006 Main: Multimedia Collection 
 
Video instruction to accompany Prealgebra by Aufmann, Barker and Lockwood 4th ed. [videorecording]. 2005.     
QA39.3 .A94 2005 Main: Multimedia Collection 
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E-books 
 
Algebra demystified / Rhonda Huettenmueller. 2003.  QA155 .H84 2003eb 
 
Algebra for the utterly confused / Larry J. Stephens. 2000.  QA152.2 .S715 2000eb  
 
All the math you'll ever need: a self-teaching guide / Steve Slavin. 1999.  QA39.2 .S56 1999eb  
 
Bob Miller's basic math and prealgebra: basic math and prealgebra / Robert Miller. 2002.  QA39.3 .M57 
2002eb  
 
College algebra / by Murray R. Spiegel and Robert E. Moyer; abridgement editor, George J. 
Hademenos. 2000.     
QA152 .M762 2000eb  
  
Essential mathematics for economics and business / Teresa Bradley, Paul Patton. 2002.  HF5691 .B7 2002eb  
  
Fabulous fractions: games and activities that make math easy and fun / Lynette Long. 2001.  QA117 .L66 
2001eb   
 
Intermediate Algebra: based on Schaum's outline of theory and problems of intermediate algebra / by Ray Steege 
and Kerry Bailey; abridgement editor, George J. Hademenos. 2003.  QA157 S74 2003eb  
  
Master math: solving word problems: analyze any word problem, translate it into mathematical terms, and get the 
right answer! / by Brita Immergut. 2003.  QA63 .I45 2003eb  
 
Master math: trigonometry including everything from trigonometric functions, equations, triangle, and graphs to 
identities, coordinate systems, and complex numbers / by Debra Anne Ross. 2002.  QA531 .R84 2002eb  
 
Precalculus: a self-teaching guide / Steve Slavin & Ginny Crisonino. 2001. QA157 .S53 2001eb  
  
Reading Skills 
 
Print Books and Videos 
 
College learner: reading, studying, and attaining academic success / Mary Renck Jalongo, Meghan Mahoney 
Twiest, Gail J. Gerlach, with Diane H. Skoner. 1999.  LB 2395.3 J353 1999 Main: Circulation 
Collection 
 
Improve your reading / Ron Fry. 2005.  LB1050 .F797 2005 Main: Circulation Collection 
  
Painless reading comprehension / Darolyn Jones; illustrated by Michele Earle-Bridges. 2004.  LB1050.45 
.J66 2004 Main: Circulation Collection 
  
Reading effectiveness [videorecording]. / Walter Bradley. 2001.  LB2395 .S83 2001 Main: Multimedia 
Collection 
 
Reading skills handbook / Harvey S. Wiener, Charles Bazerman. 2000.  LB1050 .W438 1999 Main: 
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Circulation Collection 
  
Understanding literary devices [videorecording]. 2003.  LB3060.57 .U534 2003 Main: Multimedia 
Collection 
 
E-books 
 
501 reading comprehension questions. 1999.  LB1050.45 .A15 1999eb 
 
How to read and remember more in 20 minutes a day / Elizabeth Chesla. 1997.  LB1050.45 .C443 1997eb  
 
Improve your reading / by Ron Fry. 2000.  LB1050 .F797 2000eb  
  
Reading comprehension success in 20 minutes a day / Elisabeth Chesla. 1998.  LB1050.45 .C45 1998eb 
 
Writing Skills 

 
Print Books and Videos 
 
A short guide to college writing / Sylvan Barnet, Pat Bellanca, Marcia Stubbs.  Barnet, Sylvan.  2005     
PE1408 .B4315 2005 Main: Reference Collection  
  
Across the drafts: students and teachers talk about feedback; Shaped by writing, the undergraduate experience 
[videorecording]. 2005 LB1576 .A37 2005 Main: Multimedia Collection 
  
Avoiding the research paper blues [videorecording] / Eastern Iowa Community College District. 1992.    
LB2369 .A9 1991 Main: Multimedia Collection 
  
How to write a great research paper / Book Builders. 2004  LB1047.3 .H69 2004 Main: Circulation 
Collection 
  
Student's only survival guide to essay writing / Steve Good & Bill Jensen. 1995.  PE1471 .J46 1995 Main: 
Circulation Collection 
 
E-books 
 
100 more research topic guides for students / Dana McDougald. 1999.  Z710 .M19 1999eb  
  
Improve your writing / by Ron Fry. 2000.  LB1047.3 .F796 2000eb  
 
Last minute term papers / by Ron Fry. 2002.  LB1047.3 .F7963 2002eb 
 
Painless grammar / by Rebecca Elliott; illustrated by Laurie Hamilton. 1997.  LB1576 .E45 1997eb  
 
Painless research projects / Rebecca Elliott and James Elliott; illustrated by Laurie Hamilton. 1998.  
LB1047.3 .E55 1998eb  
  
Painless spelling / Mary Elizabeth Podhaizer; illustrated by Hank Morehouse. 1998.  LB1574 .P63 
1998eb  
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Write it!: a guide for research / Betty Bankhead, Janet Nichols, Dawn Vaughn. 1999.  LB1047.3 .W75 
1999eb  
 
Writing a report: a step-by-step guide to effective report writing / John Bowden. 1997.  PE1478 B69 1997eb  

 
Time Management 
 
Print Books and Videos 
 
Eat that frog!: 21 great ways to stop procrastinating and get more done in less time / Brian Tracy. 2002. 
BF637.P76 T73 2001 Main: Circulation Collection 
 
Manage your time better [videorecording] / JWA Video; produced by Rick Brown. 2002. HD69.T54 
M363 2002 Main: Multimedia Collection 
 
E-books 
 
Complete idiot's guide to organizing your life / Georgene Lockwood. 1999.  TX147 L63 1999eb 
 
Get organized / Ron Fry. 2000.  LB1049 .F735 2000eb 
 
Great big book of personal productivity / by Ron Fry. 1999.  LB1049 .F736 1999eb  
 
Managing your learning / Geoffrey Squires. 2002.  LB1049 .S75 2002eb 
 
Time management / Marc Mancini. 2003. HD69.T54 M37 2003eb  
 
Job-seeking Skills 
 
Print Books and Videos 
 
"You're fired!": the ten quickest ways to lose your job and how to avoid them [videorecording] / written by 
Caroline Thau, Annie Knapp; produced, directed by Jeff Heck. 2006.  HF5382.7 .Y68 2006 Main: 
Multimedia Collection 
 
E-books 
 
200 best jobs for college graduates / Michael Farr. 2006.  HF5381 .F4563 2006eb  
 
Cover letter magic: trade secrets of professional resume writers / Wendy S. Enelow and Louise M. Kursmark.  
2007.  HF5383 .E4787 2007eb  
  
Gallery of best resumes for people without a four-year degree: a collection of quality resumes by professional resume 
writers / by David F. Noble. 2005. HF5383 .N622 2005eb  
 
Résume ́ magic: trade secrets of a professional re ́sume ́ writer / Susan Britton Whitcomb. 2007.  HF5383 .W46 
2007eb   
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Same-day resume: write an effective resume in an hour / Michael Farr. 2007.  HF5383 .F322 2007eb 
 
Step-by-step resumes: build an outstanding resume in 10 easy steps / Evelyn U. Salvador. 2006. HF5383 .S25 
2006eb  
 
Ultimate job search: intelligent strategies to get the right job fast / Richard H. Beatty. 2006. HF5382.7 .B446 
2006eb  
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



72 

Adjunct Faculty Handbook  

Recent Professional Development Titles 
Adjunct Faculty Bibliography 

PTC Ottenheimer Library 
June 2008 

 
Active Learning 
 
Blended learning in higher education: framework, principles, and guidelines / D. Randy Garrison, Norman D. 
Vaughan. 2008.  LB2395.7 .G365 2008 Main: Professional Collection 
  
Collaborative learning techniques: a handbook for college faculty / Elizabeth F. Barkley, K. Patricia Cross, and 
Claire Howell Major. 2005.  LB1032 .B318 2005 Main: Professional Collection 
  
Computer-supported collaborative learning in higher education / Tim S. Roberts, editor. 2005.  LB1032 .C575 
2005eb E-book 
 
Creative learning: activities and games that really engage people / Robert W. Lucas. 2007.  LC5225 .L42 L83 
2007 Main: Professional Collection 
 
Inspiring active learning: a complete handbook for today's teachers / Merrill Harmin with Melanie Toth. 2006. 
LB1025.3 .H37 2006 Main: Professional Collection 
 
Joy of teaching: a practical guide for new college instructors / Peter Filene. 2005.  LB2331 .F493 2005 Main: 
Professional Collection 
  
Effective teaching: a guide for community college instructors.  LB1025.2 .E44 2004 Main: Professional 
Collection 
  
On teaching and learning: putting the principles and practices of dialogue education into action / Jane Vella. 2008.  
LC196 .V46 2008 Main: Professional Collection 
 
Physics demonstrations: a sourcebook for teachers of physics / Julien Clinton Sprott. 2006.  QC33 .S675 2006 
Main: Professional Collection 
 
Teaching for change: fostering transformative learning in the classroom / Edward W. Taylor, editor. 2006.  
LC5201 .N42 2006 Main: Professional Collection 
   
Learning Styles 
 
Educating the net generation: how to engage students in the 21st century / Bob Pletka. 2007.  LA227.4 .P58 
2007 Main: Professional Collection 
  
Practical approaches to using learning styles in higher education / Rita Dunn and Shirley A. Griggs, editors. 
2000.  LB2395 .P69 2000eb E-book 
  
Andragogy 
 
Handbook II: advanced teaching strategies for adjunct faculty / Donald E. Greive, editor. 2006.  LB2844.1.P3 
H35 2006 Main: Professional Collection 
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Learning communities: reforming undergraduate education / Barbara Leigh Smith ... [et al.]. 2004.  LB2331 
.L392 2004 Main: Professional Collection 
 
Student-assisted teaching: a guide to faculty-student teamwork / Judith E. Miller, James E. Groccia, Marilyn S. 
Miller, editors. 2001.  LB1031.5 .S78 2001 Main: Professional Collection 
 
Teaching and learning through inquiry: a guidebook for institutions and instructors / Virginia S. Lee, editor. 
2004.  LB1027.44 .T43 2004 Main: Professional Collection 
 
Understanding and promoting transformative learning: a guide for educators of adults / Patricia Cranton. 2006.  
LC5225.L42 C72 2006 Main: Professional Collection 
 
What is "college-level" writing? / Patrick Sullivan and Howard Tinberg, editors. 2006.  PE1408 .W564 
2006 Main: Professional Collection 
 
At-risk Students 
 
African American men in college / Michael J. Cuyjet and associates, editors. 2006.  LC2781 .A39 2006 
Main: Circulation Collection 
 
Declining by degrees: higher education at risk / Richard H. Hersh and John Merrow, editors. 2006.  
LA227.4 .D45 2006 Main: Professional Collection 
  
Declining by degrees: higher education at risk [videorecording] / Learning Matters, Inc. producers, Carrie 
Glasser ... [et al.]. 2005.  LA227.4 .D43 2005 Main: Professional Collection 
  
Discounted dreams: high hopes and harsh realities at America's community colleges [videorecording]  / Learning 
Matters, Inc.; producers, Carrie Glasser and Shae Isaacs. 2007.  LB2328.15 .U6 D57 2007 Main: 
Multimedia Collection 
  
Minding the dream: the process and practice of the American community college / Gail O. Mellow and Cynthia 
Heelan. 2008.  LB2328.15 .U6 M454 2008 Main: Professional Collection 
 
Passing the torch: does higher education for the disadvantaged pay off across the generations? / Paul Attewell and 
David E. Lavin. 2007.  LC4069.6 .A87 2007 Main: Professional Collection 
  
Qualities of effective teachers / James H. Stronge. 2007.  LB1025.3 .S789 2007 Main: Professional 
Collection 
 
What's race got to do with it? [videorecording] / California Newsreel; written, directed and produced by 
Jean Cheng. 2006.  LC1099.3 .W43 2006 Main: Multimedia Collection 
 
First-Year Experience 
 
2003 National Survey on First-Year Seminars: continuing innovations in the collegiate curriculum / Barbara F. 
Tobolowsky with Marla Mamrick and Bradley E. Cox. 2005.  LB2343.4 .T55 2005 Main: 
Professional Collection 
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2003 your first college year (YFCY) survey: exploring the academic and personal experiences of first-year students / 
Jennifer R. Keup & Ellen Bara Stolzenberg. 2004.  LB2343.4 .K48 2004 Main: Professional 
Collection 
 
Academic advising : new insights for teaching and learning in the first year / Mary Stuart Hunter, Betsy 
McCalla-Wriggins, Eric R. White, editors. 2007.  LB2343 .A294 2007 Main: Professional Collection 
 
Achieving and sustaining institutional excellence for the first year of college / Betsy O. Barefoot ... [et al.]. c2005.  
LB2343.4 .A34 2005 Main: Professional Collection 
 
Challenging and supporting the first-year student: a handbook for improving the first year of college / M.Lee 
Upcraft, John N. Gardner, Betsy O. Barefoot. 2005.  LB2343.3 .U63 2005 Main: Professional 
Collection 
 
College knowledge: what it really takes for students to succeed and what we can do to get them ready / David T. 
Conley. 2005.  LB2343.32 .C66 2005 Main: Professional Collection 
 
Dialogue on writing rethinking ESL, basic writing, and first-year composition / edited by Geraldine DeLuca 
...[et al.]. 2002.  PE1404 .D44 2002eb E-book 
 
Exploring the evidence. Volume III, Reporting research on first-year seminars / Barbara F. Tobolowsky, 
Bradley E. Cox, and Mary T. Wagner, editors. 2005.  LB2393.5 .E96 2005 Main: Professional 
Collection 
 
First-year academic advising: patterns in the present, pathways to the future / edited by M. Lee Upcraft and 
Gary L. Kramer. 1995.  LB2343 .U8 1995 Main: Professional Collection 
 
Fostering student success in the campus community / [edited by] Gary L. Kramer and associates. 2007.  
LB2342.92 .F67 2007 Main: Professional Collection 
 
Integrating the first-year experience: the role of first-year seminars in learning communities / Jean M. Henscheid, 
editor. 2004. LB2343.32 .I58 2004 Main: Professional Collection 
 
Latino student's guide to college success / edited by Leonard A. Valverde. 2002.  LC2670.6 .H57 2002eb E-
book 
 
Proving and improving: tools and techniques for assessing the first college year / Randy L. Swing, editor. 2004.  
LB2343.4 .P78 2004 Main: Professional Collection 
 
Role of the library in the first college year / Larry Hardesty, editor. 2007.  Z711.25.C65 R65 2007 Main: 
Professional Collection 
 
Strategies for teaching first-year composition / edited by Duane Roen ... [et al.]. 2002.   PE1405.U6 S77 
2002 Main: Professional Collection 
 
Student development in the first college year: a primer for college educators / Tracy L. Skipper. 2005.  LB2343.32 
.S58 2005 Main: Professional Collection 
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Teaching first-year college students / Bette LaSere Erickson, Calvin B. Peters, Diane Weltner Strommer. 
2006.  LB2331 .E76 2006 Main: Professional Collection 
 
Transforming the first-year of college for students of color / Laura I. Rendaon, Mildred Garcaia, Dawn Person, 
editors. 2004.  LB2343.32 .T72 2004 Main: Professional Collection 
 
Yes we can! A community college guide for developing America’s underprepared / Robert H. McCabe. 2003.  
LB2331.2.M35 2003 Main: Professional Collection. 
 
Online Learning 
 
75 e-learning activities: making online learning interactive / Ryan Watkins. 2005.  LB1044.87 .W38 2005 
Main: Professional Collection 
 
Better than bullet points: creating engaging e-learning with PowerPoint / Jane Bozarth. 2008.  HF5549.5 .T7 
B6196 2008 Main: Professional Collection 
 
Building online learning communities: effective strategies for the virtual classroom / Rena M. Palloff, Keith Pratt. 
2007.  LC5805 .P35 2007 Main: Professional Collection 
 
Collaborating online: learning together in community / Rena M. Palloff, Keith Pratt. 2005.     
LB1032 .P334 2005 Main: Professional Collection 
 
Conquering the content: a step-by-step guide to online course design / Robin M. Smith. 2008.  LB1044.87 .S617 
2008 Main: Professional Collection 
 
E-learning by design / by William Horton.  Horton, William K. 2006.  HF5549.5.T7 H6357 2006 Main: 
Professional Collection 
  
Elearning: the key concepts / Robin Mason and Frank Rennie. 2006. LB1044.87 .M27 2006 Main: 
Professional Collection 
 
Fieldbook for community college online instructors / Kent Farnsworth and Teresa Brawner Bevis. 2006.  
LC5800 .F37 2006 Main: Professional Collection 
 
Online collaborative learning: theory and practice / Tim S. Roberts, editor. 2004.  LB1032 .O55 2004eb E-
book 
 
Online learning idea book: 95 proven ways to enhance technology-based and blended learning / Patti Shank, editor. 
2007.  LB1028.5 .O499 2007 Main: Professional Collection 
 
Rapid instructional design: learning ID fast and right / George M. Piskurich. 2006.  LB1028.38 .P57 2006 
Main: Professional Collection 
 
Teach beyond your reach: an instructor's guide to developing and running successful distance learning classes, 
workshops, training sessions, and more / Robin Neidorf. 2006.  LC5800 .N45 2006 Main: Professional 
Collection 
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Assessment 
 
Assessing online learning / Patricia Comeaux, editor. 2005.  LB2328.15.U6 A88 2005 Main: Professional 
Collection 
 
Assessing student learning in general education: good practice case studies / Marilee J. Bresciani, editor. 2007.  
LC985 .A88 2007 Main: Professional Collection 
 
Assessing students' written work: marking essays and reports / Catherine Haines. 2004.  PE1404 .H326 
2004eb E-book 
 
Beyond tests and quizzes : creative assessments in the college classroom / Richard J. Mezeske, Barbara A. 
Mezeske, editors. 2007.  LB2368 .B49 2007 Main: Professional Collection 
  
Classroom assessment & grading that work / Robert J. Marzano. 2006.  LB3051 .M4573 2006 Main: 
Circulation Collection 


